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ACTION PLAN


	Audit

Com
	Comment
	Recommendation
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	Agreed Action
	Proposed
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	#1
	Expense Claims
	
	
	
	

	
	
	
	
	
	

	
	Expense Claims forms are being completed in a manner that could facilitate insertion of expense details after claims have been initially approved.
	Ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details.


	Asset & Properties Manager
	
	

	
	
	
	
	
	

	# 2.
	Authorised Signatory Forms
	
	
	
	

	
	
	
	
	
	

	
	Attempts to review authorised signatory forms, held by Accountancy, which related to payment authorisation revealed that no authorised signatory forms were in place for the current structure of Asset & Properties under Legal and Administration.


	Ensure authorised signatory forms are completed, appropriately authorised and passed to Accountancy – Finance.

	Administration Officer – Legal & Administration
	
	

	
	
	
	
	
	

	# 3
	Insurance Backup & Use of TERARIUS
	
	
	
	

	
	
	
	
	
	

	
	1. Back-up for insurance valuation was not held for one newly built property.

2. No record had been created on the TERARIUS register of property and land maintained by Asset & Properties for two recently completed properties.   Manual files are in place for all assets, which are used for reference rather than the computerised system.


	1. Backup should be kept for all insurance valuations carried out.

2. Plans should be put in place to ensure the TERARIUS system is brought up to date and utilised to improve efficiency and effectiveness of resources.


	Asset & Properties Manager
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