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Shetland


Islands Council

 FILLIN "Committee, Place, and Date and Time..." \* MERGEFORMAT 
INTERNAL AUDIT REPORT
Confidential

To:
Asset & Properties Manager

cc:
Head of Legal & Administration


Head of Finance


Chief Executive

From:
Service Manager - Internal Audit 

EXECUTIVE SERVICES, LEGAL & ADMINISTRATION, ASSET & PROPERTIES
1. 
Auditee and Background

1.1
The auditee is the Asset & Properties Manager who has a reporting line of responsibility to the Head of Legal & Administration.

1.2
Main areas of responsibility:
· Asset Management;
· Devising and implementing the Council’s short and long-term office accommodation strategy;
· Estate Management of the Council’s non-housing estate;
· Acquisition of land and building necessary for the implementation of capital projects and the sale of property assets to support the capital program;
· Property valuations for acquisitions, rent reviews, disposals, ratings appeals, building insurance and asset management accounting;
· Access Audits and the following up thereof to help ensure that the Council complies with its duties under the Disability Discrimination Act 1998;
· Organising the replacement of corroded copper pipework throughout the Council’s non-housing estate;
· Land surveying;
· Disposal of surplus assets and
· Work for external bodies (Charitable Trust and SLAP).
1.3
The main legislation, plans and procedures under which Asset & Properties operate are as follows:

· Asset & Properties Service Plan; 

· A comprehensive scheme of delegation for routine property transactions; 

· Local Government in Scotland Act 2003 which seeks to place a duty upon local authorities to secure best value;  

· The Local Government (Scotland) Act 1973 which regulates the way in which authorities handle their property assets;   

· Crofters (Scotland) Act 1993;

· The Scottish Executive strongly encourages Scottish local authorities to pursue Asset Management Planning.  The first step is production of a School Estates Management Plan;

· Both the Asset & Properties Manager and the Property Manager are members of the Royal Institute of Chartered Surveyors (RICS), which provides guidelines for the management of assets and properties in areas such as valuation, facilities management, commercial property etc.

1.4
 
There are six full time members of staff in Asset & Properties.  In addition, one individual is paid a commission to manage the Busta and Burra/Trondra Estates.  
1.5     Budgets

The Asset & Properties Manager is Budget Responsible Officer for a range of Support Ledger, General Ledger and Capital codes detailed below :

	
	Total Budget 

2004-2005

	
	

	Support Ledger
	

	Asset & Properties service provision (excluding recharges)
	240,100

	
	

	General Ledger
	

	SIC commercial properties / land (including lease / rental income)
	920,874

	
	

	Operating costs for SIC operational properties
	1,527,870

	
	

	Capital
	

	Capital Budgets
	760,000

	
	


2. Audit Scope

2.1
This is an audit of Asset & Properties section.

2.2
The audit scope period within which tests were performed was the nine months to 31st May 2004.

2.3
The audit encompassed a review of the administration and controls established over compliance with national guidelines and Council policy; policies, covering key areas of operation; system and end user access controls, the application of value for money criteria, use of screen savers; Human Resource Management including staffing arrangements, overtime and expense claims, staff training arrangements, register of interests; Property Management including asset management plans, acquisition and disposal of land and properties, lease / rental agreements, asset register, non-operational property maintenance, monitoring reports; access audits, copper pipework replacement, recovery for third party provision, Busta & Burra estate management, management of surplus assets; Capital Expenditure and Contract Management.

Details of areas tested during the course of the audit are attached, Appendix 1.

3.  Audit issues

3.1
Plans should be put in place to ensure update and utilisation of the TERARIUS asset & land register and management system.  It is acknowledged that resources have been diverted to Access Audit to ensure compliance with Disability Discrimination Act requirements.

3.2
Back up to insurance valuations should be kept in all cases.

3.3
Appropriate authorised signatory forms should be put in place for Asset & Properties management.

3.4
Expense claim forms should be appropriately lined off to prevent insertion of information after authorisation.

4.  Other Observations


4.1
We would like to take this opportunity to thank all the staff from Asset & Properties for the time, patience and assistance afforded to Internal Audit during the course of the audit assignment. The positive attitude shown by staff, together with a ready willingness to acknowledge and accept recommendations, both written and verbal, made by Internal Audit, was appreciated throughout the audit process.

4.2
This audit will be followed up in approximately twelve (12) months time when areas of concern identified will be reviewed.

5.  Auditee Response

5.1

A written response should be made to the Head Legal & Administration, with copies to all recipients of this report, and Internal Audit by 24th September 2004.
 5.2
Attached as Appendix 2 is an action plan that requires to be completed and returned to Internal Audit.

Date:
27th August 2004
                                              Report No: IA/A&P/0804
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