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

To:
Administration Officer Executive Office

cc:
Chief Executive

Head of Finance


Head of Organisational Development

From:
Service Manager - Internal Audit 

Executive Office, Executive Services 
1.
Auditee and Background
1.1 The auditee is the Administration Officer of the Executive Office. The Executive Office carries out administrative, human resource management and financial functions for Organisational Development’s Policy Unit.  Therefore, given these were considered the auditable areas it was considered appropriate to audit the Policy Unit in tandem with the Executive Office.  Other activities of the Policy Unit are subject to review by external auditing bodies (eg Audit Scotland).

1.2 Core Activities of the Executive Office are:

· Effective administration and operational management of the Executive Office and the Town Hall

· To provide clerical and administrative support to elected Members

· To co-ordinate travel for staff and elected Members 

· To co-ordinate and organise local civic events

· To co-ordinate release of all SIC press releases

The Policy Unit provides advice and guidance on corporate and strategic management and facilitates changes to the way the Council does its business in response to changing legislation or best practice.  This includes:

· Community Planning

· Corporate Planning

· Best Value

· Performance Management

1.3 The Executive Office complies with all corporate policies and procedures and in addition has developed an Executive Office & Organisational Development procedures document that covers both corporate and specific requirements.

The Local Government Scotland Act 2003 provides a framework within which the Policy Unit works to contribute to and secure Best Value and progress Community Planning.

1.4 Budget

The Executive Office budgets for 2006/07 and 2007/08 are detailed as follows:

	
	
	

	
	2006/2007
	2007/2008

	Support Ledger
	£
	£

	Income
	-8,870
	-9,581

	Employee Costs
	327,308
	355,054

	Operating Costs
	160,323
	96,003

	Recharges In
	304,496
	310,236

	Recharges Out
	-783,257
	-751,712

	
	0
	0


	
	2006/2007
	2007/2008

	General Ledger
	£
	£

	Operating Costs
	242,966
	287,361

	Recharges In
	5,704,695
	5,375,316

	Transfer Payments
	96,638
	0

	
	£6,044,299
	£5,662,677


The Policy Unit budgets for 2006/07 and 2007/08 are detailed as follows:

	
	2006/2007
	2007/2008

	Support Ledger
	£
	£

	Income
	0
	-10,000

	Employee Costs
	183,453
	197,573

	Operating Costs
	39,990
	40,710

	Recharges In
	192,985
	212,891

	Recharges Out
	-416,428
	-441,174

	
	0
	0


	
	2006/2007
	2007/2008

	General Ledger
	£
	£

	Grants Budgets
	39,000
	29,000


1.5 The current establishment for the Executive Office and the Policy Unit is as follows:

Executive Office

	Chief Executive
	F
	E
	1

	Assistant Chief Executive
	F
	E
	1

	Administration Officer
	F
	E
	1

	Clerical Assistant
	F
	E
	3

	Clerical Assistant
	P/T
	E
	1

	Steward
	F
	E
	1

	Messenger/Steward
	F
	E
	1

	Stewards
	P
	R
	4

	 
	 
	 
	

	 Policy Unit


	 
	 
	

	Performance Management Co-ord
	F
	E
	1

	Policy Development Co-ordinator
	F
	E
	1

	Policy & Development Assistant
	F
	E
	1


F -  Full Time/ E - Established / P - Part Time / T - Temporary / R - Relief

1.6 Software

The Executive Office use Microsoft Word, Excel, Access and Outlook.

2.
Audit Scope
2.1 This is an audit of the Executive Office, incorporating the human resource management, financial and administrative elements of the Policy Unit.

2.2 The audit encompassed a review of the administration and controls surrounding the application of statute and Council policy, system access controls and their alignment with job responsibilities and segregation of duties, access to end-user systems and back-up routines, application of value for money; Human Resource Management including staffing arrangements; overtime and expense claims, staff terminations and transfers, time sheets, staff training and appraisals, register of interests, holiday entitlements, recruitment and absence management, personnel records; Financial Management incorporating purchase orders, budget monitoring, journals,  invoices, petty cash, income, credit cards, keys and security; Miscellaneous including Civic Entertainment, Travel, Inventory, Vehicles and insured drivers.

2.3
The audit scope period within which audit tests were performed was the nine months to 31st March 2007.

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

3. Audit Issues

3.1 The requirements of the Employee Review and Development Policy must be fulfilled.

3.2 Purchase Orders procedures and related financial regulations should be adhered to.

3.3 The Travel Procurement Policy should be adhered to and in particular Chief Officers should ensure best value is attained wherever practical.

3.4 Expense claims must be appropriately ruled off.

4.
Other Observations
4.1
We would like to take this opportunity to thank all staff for the time, patience and assistance afforded to Internal Audit during the course of the audit assignment. The positive attitude shown by staff was much appreciated during the audit.
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 is required, to the Chief Executive, with copies to all recipients of this report by  Thursday 26th July 2007.


5.2
Attached as Appendix 2 is an action plan that requires to be completed and returned to Internal Audit.

Date:
28th June 2007

Report No: IAR/CE
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