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                      ACTION PLAN

Aud          Comment                                                             Recommendations                                         Responsible                  Agreed Action                                        Proposed

Com                                                                                                                                                                Officer                                                                                            Timescale

	
	
	
	
	
	

	#1.
	Human Resource Management: Training
	
	
	
	

	
	
	
	
	
	

	
	The Waste Service Manager and the Waste to Energy Plant Manager are members of the Chartered Institution of Waste Management.   The Waste to Energy Plant Manager did undertake CPD for the previous year, however, the Waste Service Manager did not complete any training that could count towards CPD.
	Continuing Professional Development (CPD) is undertaken in line with the obligations of the membership of The Chartered Institution of Waste Management.
	Waste Service Manager
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	# 2.
	Human Resource Management: Expense Claims
	
	
	
	

	
	
	
	
	
	

	
	Ten expense claims reviewed were correctly completed and authorised however they had not been ruled off.
	Ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details.
	Waste Service Manager
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	# 3.
	Administration:  Lair Reservations
	
	
	
	

	
	
	
	
	
	

	
	A selection of Lair Reservations were reviewed and had been correctly recorded and charged.   However, these forms are not sequentially numbered and do not contain space for a date. 

It was stated by the Waste Service Manager that numbered books have been created but have not all been distributed.  This matter had been raised in March 2000 during the audit of Environment and Transportation and it is disappointing to note that this has not yet been resolved.


	1. Replace all known existing three part books with sequentially numbered books incorporating a space for a date.

2. Maintain records relating to the issue of these books and the return of forms from Burial Ground Officers.

3. Ensure all old unused / part unused books are returned and destroyed.


	Waste Service Manager


	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	# 4.
	Financial Management: Purchase Orders
	
	
	
	

	
	
	
	
	
	
	

	
	From a judgemental sample of fifteen transactions:
· In five cases there was no back up on file but when traced to location the manual purchase orders and goods received procedures had been carried out.  The Administrative Assistant confirmed that manual purchase orders for WTE, Rova Head etc are usually paid prior to receiving the yellow copy confirming goods received.  When yellow copies of manual purchase orders are received at Grantfield, they are not matched to the appropriate invoice but are ‘stored’ in a disorganised manner in a box with other yellow copies from other sections.

· In two cases there was no evidence of purchase order found. 

· One invoice had been paid twice and an appropriate credit note had been issued.  There was no purchase order or goods received with any of the two the authorised payments.  The invoice referred to an attached sheet which was not on file.  Internal Audit were informed that it may be in the Burial Ground Foreman’s van.

· One invoice was for the supply of lawnmowers - there was no evidence of quotes, purchase order, goods received etc.  Again this may be located in the Burial Ground Foreman’s van.  The Waste Service Manager confirmed that he had not evidenced this documentation prior to authorisation.

Generally, payment of invoices that have resulted from manual purchase orders are paid without evidence of authorised PO’s and ‘goods received’.  It was stated by the Waste Service Manager, that there was a system but it was not being applied.  The Administrative Assistant stated that the manual PO’s normally arrive after the invoice is paid.  No attempt to match them is made.  


	1. Fully completed purchase orders, including goods received, should be matched to invoices prior to payment.

2. Persons authorised to issue manual purchase orders should ensure that the orders are complete and that the yellow copies are delivered to Grantfield on a regular basis.

	
	
	

	# 5
	Administration:  Waste Charges
	
	
	
	

	
	
	
	
	
	

	
	 1. 
Changes to the minimum charge details of waste disposal at the Waste to Energy Plant have not been approved by Council.
2.   The interim charges to Orkney Islands Council were reported in 1997 and have not been reported / reviewed in accordance with the policy Charging for Council Services. 

3.    No formal agreement exists with Orkney Islands Council.


	1. Seek approval from Council for changes to the minimum charge details for the Waste to Energy plant.

2. Seek approval from Council for disposal of waste charges for Orkney Islands Council.

3.   The arrangement with Orkney Islands Council should be formalised
	Waste Service Manager
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	# 6
	General:  Systems Access
	
	
	
	

	
	
	
	
	
	

	
	1. Of the twenty three Waste Service and administrative staff with access to Integra,  fourteen had not changed their password from that originally set up by Information and Computer Technology (ICT) Unit.

2. Access rights to CHRIS - It was noted that an employee of the Community Services, Capital Projects Unit, has delete, add, change, enquiry access rights to Infrastructure employees.

	1.
The fourteen employees identified as not having changed their Integra passwords be instructed to do so.  To do this ICT assistance may be required.

2.
The CHRIS access rights for the Community Services, Administrative / Clerical Assistant be withdrawn.
	Waste Service Manager

Administration Manager
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	# 7
	Capital Expenditure:  Accounting
	
	
	
	

	
	
	
	
	
	

	
	A sample selection of 20 capital transactions was examined, and the findings are as follows:
· There were 5 instances where there was incorrect allocation of expenditure at subjective (type) code level.  There were also 3 instances of inconsistent allocations where the same consultants fee invoices were allocated to both 1760 and 1770 type codes.  A wider review of all the capital expenditure within the audit scope period revealed that there were further examples of incorrect or inconsistent coding.  There was also number of payments allocated to the objective (cost centre) codes that were changed to reflect organisational change.  Most of these were corrected by journal, however, 2 items remain allocated to the former code.

The aim of this objective was to ensure that expenditure had prior Council approval and all transactions were properly allocated, however, the examination of the transactions revealed that along with errors in allocation there were other areas for concern as follows:

· Duplicate payments, 2 instances.  While in the first instance the overpayment was refunded in the second both cheques were passed to Legal Services and one requires to be returned or, if cashed, a refund obtained.

· No confirmation of receipt of goods / service on or with the invoice or other payment documentation, 3 instances.

· Late payment of an instalment certificate, 1 instance.  This breached normal contract payment terms.


	1. All capital expenditure is allocated correctly and consistently to the most appropriate ledger code.

2. Procedures for processing payments  to ensure that there has been no prior payment particularly where invoices / copy invoices / instructions for payment are received from other departments / sections.

3. That procedures are implemented to ensure that the receipt of goods / services are evidenced on the invoice / certificate being authorised for payment, or on supporting documentation attached, so that the authorising signatory’s compliance with Financial Regulations can be confirmed.


	Waste Service Manager
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	# 8
	Administration:  Grant Schemes
	
	
	
	

	
	
	
	
	
	

	
	1. Financial information reported to Committee was incomplete.

2. Grants are being coded inconsistently (subjective / type code only).
3. Grant conditions are not being adhered to, quarterly and annual statements detailing expenditure are not being produced to Waste Service and therefore expenditure is not being monitored by the SIC.
4. It is a condition of the scheme that the Landfill Operator or third party fund 10% of the approved grant.   The full 2002 grant has been funded from the suspense code.  A Journal should have been prepared to transfer 10% of the cost of the grant to GRY5101 but was not.
5.  The suspense code from which the grant is disbursed has not been reconciled with the Landfill Tax Return.
	1. Reports to Committee should provide complete financial information.

2. Grants should be consistently coded.

3. Grant conditions should be enforced and funding financially monitored.

4. The Scheme conditions should be complied with and the 10% accounted for appropriately.

5. The suspense code should be regularly reconciled with the Landfill Tax Return.


	Waste Service Manager

Chief Accountant Finance
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