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 ACTION PLAN

	Audit

Com
	Comment
	Recommendation
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Officer
	Agreed Action
	Proposed Timescale

	
	
	
	
	
	

	# 1
	Human Resource Management – Register of Interests
	
	
	
	

	
	
	
	
	
	

	
	A register of interest for the whole of the Finance department is kept by Office Services. However, for three (3) of the thirteen (13) employees in Payroll and Pensions section there were no details held.  These three employees appear to be the most recent to join the Payroll and Pensions section. Completion of a register of interest form should have been done as part of the induction process. 


	1 The Register of Interests should be brought up to date for those employees who do not have an entry in the register, in accordance with Council Policy.


2 Induction lists completed by new employees, within all sections of Finance, should include completion of the relevant Register of Interest form.


	Office Services Supervisor
	
	

	
	
	
	
	
	

	# 2.
	Miscellaneous – Access to manual records
	
	
	
	

	
	
	
	
	
	

	
	The payroll section is currently contained within two rooms and one storage cupboard. During the day there is always a member of staff present. The rooms and storage cupboard are kept open at all times and are not locked after normal working hours.  


	1. Develop a security policy for the storage of manual records containing personal and employment information within the Payroll/Pensions section.  

2. This should be implemented for both the current offices at Breiwick House and the new offices at Montfield.


	Payroll / Pensions Manager
	
	

	
	
	
	
	
	

	# 3.
	Pensions Administration
	
	
	
	

	
	
	
	
	
	

	
	When testing pension entitlement and transfer value calculations performed during the audit scope period we noted the calculations are performed manually and then verified by computer software.

Testing revealed that final retiral calculations are subjected to independent check and review.  However, transfer value calculations, retiral benefit quotations and preserved benefits are both performed by the same individual.


	Ensure all Pension Entitlements / Transfer Values are subject to a form of independent verification. 


	Payroll / Pensions Manager
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	# 4.
	Payroll Administration  –  Cheque Management
	
	
	
	

	
	
	
	
	
	

	
	On examining the boxes of cheques currently held by ICT Services there was no record found of these cheques being checked and signed for when they were delivered from the bank, by Payroll staff to ICT.

N.B. It should be noted that the absence of the control of cheques delivered to ICT is not restricted to Payroll cheques. This equally applies to cheques delivered by Payments staff.


	1. Cheques currently held at ICT should be examined retrospectively and the relevant forms completed and signed by both a member of ICT Services staff and Payroll / Payments staff.

2. The system of signing for cheques when they are delivered to ICT Services should be reinstated with immediate effect.


	Temporary ICT Operations Manager
	Per recommendation
	With immediate effect.

	
	
	
	
	
	

	# 5
	Payroll Administration – BACS Processing
	
	
	
	

	
	
	
	
	
	

	
	1. There were no BACS prints for October and no evidence of any checks being carried out.

2. BACS prints for September were only signed and initialled as being checked on 17 October 2002.

3. BACS prints for June were initialled as being checked however the authorised signatory did not put the date when the checks were done.

4. There were two occasions where monetary values of over £5,000 were not initialled.


	1. The relevant Authorised Signatory should check, sign / initial the printout confirming that the monetary value, TAN and PIN are correct prior to the relevant pay date.

2.  Payroll details should be reviewed by an authorised signatory and items in excess of £5,000 evidenced by signature and date as having being confirmed as being correct.


	Assistant Payroll Manager
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	# 6
	Payroll Administration – Processing Cheques
	
	
	
	

	
	
	
	
	
	

	
	1. An examination of the fortnightly payrolls from August to November revealed the Authorised Signatory appears to be checking the cheque values against bank payment listing totals and countersigning cheques over £1,500. However, this is not being evidenced on the prints.

2.
In the payrolls examined there was one payment in excess of £2,500. This was not evidenced on the prints as having been checked.


	1. The Authorised Signatory should evidence by signature and date, on the LCL prints, that the cheque value and print totals agree. 

2. Amounts over £2,500 should be evidenced, by the authorised signatory as valid.


	Assistant Payroll Manager
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	# 7
	Payroll Administration – Written Procedures
	
	
	
	

	
	
	
	
	
	

	
	1.
The standard of procedures documentation for use within Payroll section is sufficient with regard to the processing  payroll data. However, they do not clearly specify the duties and responsibilities of the various officers. 

2.
CHRIS input forms are not always signed / completed appropriately. (Refer to AC#8).  There are no instructions or guidance notes accompanying SAL forms to facilitate completion.  In addition, it was noted that three of these forms did not have provision for recording who entered the data into CHRIS.  The SAL forms also had no provision for supplementary information for payroll section use, currently such information is written at the foot or on the back of the form.

3.
In addition to the above there are other specific payroll input documents or notifications e.g. time sheets, sickness notifications, maternity leave notifications etc to be completed by departments for submission to Payroll section.  The adequacy of the instructions or guidance provided regarding completion of these documents may contribute to errors in their completion

.
4.
There is no documentation that clearly sets out the duties and responsibilities of the employee, certifying officer, authorised signatories, employing department, Personnel Services, Payroll and Pensions Section and Finance Services regarding the completion, submission and processing of payroll / pensions documentation and data.


	1. Draft and circulate documentation that clearly sets out the duties and responsibilities of the employee, certifying officer, authorised signatories, employing department, Personnel Services, Payroll and Pensions Section and Finance Services regarding the completion, submission and processing of payroll / pensions documentation and data.

2. 2.
Review the SAL forms and other payroll documentation and related instructions and guidance notes and amend as necessary to facilitate the correct completion of such documentation.


	Payroll / Pensions Manager
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	# 8
	Payroll Administration - Amendments
	
	
	
	

	
	
	
	
	
	

	
	From a judgmental sample of twenty amendments we noted that in nine cases there was no evidence of amendments being initialled / authorised.


	1. Develop clear procedures which indicate who is authorised to amend input documentation.

2. Any amendments made to input documents, by departments or payroll staff, should be initialled and dated, by designated / authorised individuals, to provide an appropriate audit trail.

3. Authorised signatories should initial and date all amendments to SAL forms for the CHRIS system.


	Assistant Payroll Manager
	
	

	
	
	
	
	
	

	# 9
	Payroll Administration –  Manual Calculations / Adjustments
	
	
	
	

	
	
	
	
	
	

	
	A detailed list of payroll adjustments on the CHRIS system for the current financial year up to 31/10/02 was obtained from ICT. There were 11,700 adjustments for the current financial year to the end of October.

We were advised manually computed data is not independently checked except where there is ICT involvement.

It is accepted that with the number of adjustments going through the payroll system it would be impractical to have each manually computed figure independently verified.  Notwithstanding, the above Internal Audit would anticipate high value adjustments being independently checked.

e.g. 128 of the manual adjustments identified, performed by Payroll, were for over £2,000. 108 of these involved manual computations performed by Payroll.
	Develop clear procedures for Payroll staff on independent verification of manually computed data

We would suggest that any manually computed data that leads to an adjustment over £2,000.00 be independently verified, initialled and dated as such. 


	Assistant Payroll Manager
	
	


Final Report Action PlanPay
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