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To:
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cc:
Chief Executive


Head of Finance


Financial Support Manager
From:
Service Manager - Internal Audit

EXECUTIVE SERVICES - FINANCE - FINANCIAL SUPPORT - PAYMENTS
1.
Auditee and Background

1.1
The auditee is the Payments Manager who has a direct line responsibility to the Financial Support Manager.


1.2
The Payments Manager is responsible through the Financial Support Manager for the provision of the purchase order and payments services throughout the Council.  These services include:

· Corporate purchase order / purchase ledger standards and processes throughout the Council

· Purchase order and purchase ledger systems

· Creating cheque and BACS payments

· Administering Construction Industry (Tax) Scheme


1.3
The Payments Manager is responsible for the management of support ledger budgets of £134,908 for the year ending 31 March 2005.  An analysis of the budgets for 2004/05 is presented below.

	SRF3600
Payments
	Budget (£)

	Employee Costs
	87,928

	Operating Costs
	3,281

	Income
	(52)

	Recharges In
	43,751

	Total
	£134,908



1.4
The current Payments Section establishment is:

	Post
	Number

	Payments Manager
	1

	Payments Officer
	1

	Temporary Payments Officer
	1

	Clerical Assistant
	1

	Total
	4



The Clerical Assistant post was filled by a skillseeker up to 22 February 2005 and it is intended to fill this post with another skillseeker.


1.5
Aside from the day-to-day use of the standard working applications on the Council’s WAN (WORD, EXCEL, E-mail etc.) the principal services related computer systems used within Payments are:

	System
	Output

	Integra Management Information System
	Payments processing

	BACSESS
	BACS processing

	HOBS
	Bank account enquiries


2.
Audit Scope

2.1
This is an audit of Payments.


2.2
The audit encompassed the following:  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, use of screen savers, Human Resource Management including staffing arrangements, overtime and expense claims, payroll notifications, training; Financial Management incorporating purchase orders, budgets, journals, virements; Creditors controls over suppliers masterfile, period end reconciliations, Cheque Control procedures over security of stock, issue, cancellations; Payment Run procedures covering duplicate payments, processing, payment runs, invoice processing, standing orders and direct debits, bankers drafts;  BACS procedures; Credit Card Administration and Construction Industry (Tax) Scheme administration.


2.3
The audit scope period within which audit tests were performed was the nine months to 31 January 2005.

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

3.
Audit Issue


3.1
Delete access rights of former employees and establish procedures to ensure that employees’ access rights are rescinded when they leave the post for which the access rights have been granted.

4.
Observations
4.1
Once again this audit has only revealed relatively minor control issues for which the Payments Manager should be congratulated.  We would like to take this opportunity to thank all Payments Section staff 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 recommendations, both written and verbal, made by Internal Audit, was appreciated throughout the audit process.

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 Financial Support Manager, with copies to all recipients of this report, and Internal Audit, by 28 April 2005.

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

Date:
31 March 2005

Report No: IA/F-P/0405
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