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ACTION PLAN


	Aud. Com.
	Comment
	Recommendations
	Responsible Officer
	Agreed Action
	Proposed Timescale

	
	Administration - Chief Executive’s Office
	
	
	
	

	
	
	
	
	
	

	
	Claim Forms
	
	
	
	

	
	
	
	
	
	

	# 1.
	1. Members are claiming, and being paid expenses, for attendance at School Board meetings which are not an approved duty.

2. Claim Forms are not always accurately completed which may result in overpayments to members or inaccurate allocation of costs and, if recoverable from external bodies, a loss to the Council.

3. Claim Forms are not always timeously submitted which could have budgetary implications and result in true costs not being reflected in the Councillors’ Register of Payments.
	1. A comprehensive list of approved and non-approved duties for the guidance of members should be produced.

2. Members should be reminded of the need to submit claims timeously, accurately and on the correct forms to ensure that costs are allocated correctly and within the appropriate financial period.


	Administration Officer
	The Administrative Services Manager and the Convener/Members Secretary are going to work together to produce a list of approved and non-approved duties for the guidance of Members.

Members will be reminded of need to submit claims well in advance of the Payroll deadline and to check the accuracy of information submitted.  The submission date will be printed in a different colour to rest of the form so that it is more obvious.  The production of the list of approved and non-approved duties will assist in the accuracy of claims submitted.


	This will be in place by December 2004

Completed.

	
	
	
	
	
	

	.
	Travel Request Forms
	
	
	
	

	
	
	
	
	
	

	# 2
	Request to travel forms are being approved without the relevant minute reference being quoted confirming the approved duty status therefore costs may be incurred which are not for approved duties.
	1. Where there is general or specific authority the appropriate minute reference should be entered on the form.

2. Where there is no general or specific authority to attend, Legal advice should be sought as to the approved duty status of such attendance.


	Administration Officer
	Administrative/Clerical Staff will ensure that appropriate minute references are present on travel request forms, before they are submitted for authorisation.  Guidelines will be provided to admin/clerical staff on this procedure.  Where there is no relevant minute reference, this will be notified to the authorising officer and this will be brought before the relevant committee.
	Revised procedure in place.
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