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INTERNAL AUDIT REPORT
Confidential

To:
Administration Officer – Executive Office 

cc:
Head of Finance 


Chief Executive



From:
Service Manager - Internal Audit 

Members’ Allowances
1. Executive Summary

1.1 The auditee is the Administration Officer, Executive Office.  The audit raised a few minor issues and consideration for best value.  There were no key concerns raised within the audit.  Processes are well administered.

2.
Audit Scope
2.1 This is an audit of Members’ Allowances.

2.2 The audit encompassed a review of the legislative requirements, administration and controls surrounding the Members’ Allowances.  A random sample of claims covering over 200 attendances at various meetings and conferences, trips outwith Shetland and telephone rental accounts were reviewed.

2.3
The audit scope period within which audit tests were performed was the nine months to 31st July 2009

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

3. Audit Issues

3.1 Where possible flights should be booked at least 14 days prior to the date of travel.

3.2 Travel Request Forms should include all costs including conference fees and subsistence requirements prior to being passed for authorisation.

3.3
Members should always consider best value, in particular to sharing transport when travelling.

4.
Other Observations
4.1
We would like to take this opportunity to thank the Executive Office 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
Attached as Appendix 2 is a formal agreed action plan that constitutes the Administration Officer’s response. Any further comments should be forwarded to all recipients of this report, including Internal Audit.

Date:
21st September 2009                                    Report No: IAR/EO/Allowances
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