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EXECUTIVE SERVICES - FINANCE - INCOME AND RECOVERY





1.	Auditee and Background





	1.1	The auditee is the Income and Recovery Manager who has a line reporting responsibility to the Revenues Services Manager.





	1.2	The main legislation governing the recovery of debts is the Debtors (Scotland) Act 1987 (as amended).  The legislation pertaining to recovery of debt is currently being amended and superseded by the Debt Arrangement and Attachment (Scotland) Act 2002 and The Debt Arrangement Scheme (Scotland) Regulations 2003.





	1.3	The Income and Recovery Manager is responsible through the Revenues Service Manager for the provision of income and recovery and cashier and reception services for the Council.  The main areas of responsibility are:





To coordinate and direct the work of the Recovery Officers in pursuit of greater efficiency, effectiveness, economy and quality of service;


To carry out the above in relation to the staff involved in the cashiering function and the Income processing function;


To implement, operate and maintain the Sales Ledger, Income and Cash Receipting software systems and play a major role in the future acquisition of replacements.  To contribute to the same especially for the Recovery aspects of, the Council tax, NNDR and Rents systems software





	1.4	The current Staffing resources are:


	


Income and Recovery Manager�
1�
�
Recovery Officer�
2�
�
Temporary Recovery Assistant�
1�
�
Income / Recovery Officer	�
1�
�
Income Officer / Cashier�
3�
�
Total�
8�
�






	1.5	Service specific computing applications are:





AXIS CR Counter Receipting	Academy Information Systems Ltd


AXIS IM Income Management	Academy Information Systems Ltd





	1.6	The Income and Recovery Manager Budget Responsible Officer for the following budgets:





SRF 2300			Income / Cashiers �
2004 / 2005�
�
Employee Costs�
86,126�
�
Operating Costs�
6,961�
�
Recharges In�
66,035�
�
Total�
£159,122�
�



SRF 2400			Recovery�
2004 / 2005�
�
Employee Costs�
141,535�
�
Operating Costs�
11,137�
�
Recharges In�
30,798�
�
Total�
£183,470�
�






2.	Audit Scope





	2.1	This is an audit of Income and Recovery.





	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 criteria; performance indicators; Human Resource Management including expense claims, training, register of employees interests; cash handling and banking procedures; income procedures including recording, updating and allocating payments; debtor management incorporating monitoring, pursuing write off and reconciliations, computer system amendments, data entry and audit trails.





	2.3	The audit scope period within which audit tests were performed was the nine months to 30th April 2004.








3.	Audit Issue





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





	3.1	Suspense accounts require regularly reviewed to ensure that all transactions are investigated and appropriately allocated.

















4.	Other Observations





4.1	We would like to take this opportunity to thank the staff from Income and Recovery for the time, patience and assistance afforded to Internal Audit during the course of the audit assignment.  The positive attitude shown by staff, together with a ready willingness to acknowledge and accept the minor recommendations made by Internal Audit, was appreciated throughout the audit process.





4.2	This audit will be followed up in approximately twelve (12) months time where areas of concern identified will be reviewed.








5.	Auditee Response





	5 .1	A written response is required to the Revenues Services Manager, with copies to all recipients of this report, including Internal Audit, by 3 September 2004.





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








Date: 	 6 August 2004	                                            Report No: IAR/06/08/2004
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