APPENDIX 1

SUMMARY OF FINDINGS

	SUMMARY OF FINDINGS

                  Control Objective                                     Findings / Risk                                                       Recommendations



	Control Objective
	Findings / Risk
	Recommendations

	
	
	

	1.
GENERAL
	
	

	
	
	

	1.1
Policies and procedures over the control and administration of key areas of operation have been established.
	None
	N/A

	
	
	

	1.2
System access controls are established which are consistent with job responsibilities and achieve appropriate segregation of duties.
	None
	N/A

	
	
	

	1.3
Access to end user systems are adequately restricted and critical system files are backed-up on a regular basis.
	None
	N/A

	
	
	

	1.4
The Application of value for money criteria is appropriately addressed.
	None
	N/A

	
	
	

	1.5
Screen savers are utilised in line with the electronic communications policy.
	From a review of four of the six desktops used by Benefits & Rents we found the following:   

· Two (2) screensavers were programmed to activate after fifteen (15) minutes

· One (1) screensaver was not password protected

Those screensavers were amended by Internal Audit to comply with the Electronic Communications Policy.

· Unauthorised access to data could be obtained.
· Electronic Communication Policy requirements are not being met.

Audit Comment #2
	Ensure screen savers are utilised in line with the Electronic Communication Policy.


	
	
	

	
	
	

	2.
HUMAN RESOURCE MANAGEMENT
	
	

	
	
	

	2.1
Staffing arrangements are appropriately determined and administered in accordance with national conditions and local policy.
	None
	N/A

	
	
	

	2.2
All salary information submitted for payroll input is appropriately completed and subject to prior review and approval.
	None
	N/A

	
	
	

	2.3
Staff training and development is carried out in accordance with requirements.
	None
	N/A

	
	
	

	
	
	

	3.
FINANCIAL MANAGEMENT
	
	

	
	
	

	3.1
Purchase orders are appropriately   secured and authorised and correctly processed in accordance with Financial Regulations.
	None
	N/A

	
	
	

	3.2
Budgets are monitored on a regular basis and significant variances investigated.
	None
	N/A

	
	
	

	3.3
Journal entries are authorised and correctly recorded as to account, amount and period.
	None
	N/A

	
	
	

	3.4
Virements are administered in accordance with Council policy and Financial Regulations.
	None
	N/A

	
	
	

	3.5
Sales Invoices are accurately prepared and approved, issued timeously and correctly posted
	None
	N/A

	
	
	

	3.6 
All income sources are identified and charges are regularly reviewed.  Cash takings and balances are adequately secured, promptly banked, correctly allocated and fully accounted for.
	None
	N/A

	
	
	

	3.7 
BACS processing is carried out correctly, in accordance with appropriate procedures and security has been maintained.
	For three of the six BACS runs reviewed the BACStel machine had not been signed out  / in during processing.

The BACStel machine, which forms part of the BACS security, is being removed from the Cashiers safe without appropriate records and controls being in place.
Audit Comment #1
	Ensure that appropriate controls are in place for BACS processing.

(as a new BACS processing system was implemented after audit testing it is essential that appropriate controls are in place and procedures followed to ensure those controls are effective) 



	
	
	

	4.
RENT ADMINISTRATION
	
	

	
	
	

	4.1
Council approved rates of rental are correctly applied.
	None
	N/A

	
	
	

	4.2
Property master file data accurately reflects the current physical completeness of the Council’s housing stock with amendments approved and recorded.
	None
	N/A

	
	
	

	4.3
Internally generated rental invoices are accurately prepared and timeously issued.
	None
	N/A

	
	
	

	4.4 
Amendments to the rents ledger are approved, valid, accurately calculated and correctly processed.
	None
	N/A

	
	
	

	4.5 
Accurate reconciliations are performed on a timely basis and are subject to review and approval. 
	Refer to observation in Report
	Refer to observation in Report

	
	
	

	4.6
Rents income is correctly posted.
	None
	N/A

	
	
	

	5.
BENEFITS ADMINISTRATION
	
	

	
	
	

	5.1 Claims for benefit are supported by fully completed application forms.


	None
	N/A

	
	
	

	5.2
Suitable evidence is provided or obtained to substantiate claims and changes of circumstances. 
	None
	N/A

	
	
	

	5.3
Claim requests including renewals are accurately and timeously input to the benefits system with suitable internal checks performed.
	None
	N/A

	
	
	

	5.4
Letters of determination are accurately compiled regarding benefit payment.
	None
	N/A

	
	
	

	5.5
Accurate reconciliations are performed on a timely basis and are subject to review and approval.
	None
	N/A

	
	
	

	5.6
The integrity of system derived benefit calculations is satisfactory.
	None
	N/A

	
	
	

	5.7 
Payment to private landlords or claimants are accurate, appropriate and independently verified.
	None
	N/A

	
	
	

	6.
FRAUD DETERRENCE
	
	

	
	
	

	6.1
A fraud policy is in place with designated fraud officers appointed.
	None
	N/A

	
	
	

	6.2
Referral sheets raised have file numbers allocated and in all cases investigated.
	None
	N/A

	
	
	

	6.3
Interventions are carried out in line with DWP requirements.
	None
	N/A

	
	
	

	6.4
Overpayments are pursued in accordance with policy procedures.
	None
	N/A

	
	
	

	6.5
Write-offs are properly authorised.
	None
	N/A

	
	
	

	6.6 
Collection, payment and allocation processes are suitably segregated.
	None
	N/A

	
	
	

	7.
  MISCELLANEOUS
	
	

	
	
	

	7.1
Statistical returns and grant claims are accurately completed and promptly submitted.
	Verbal Comment
	Verbal comment to the Revenue Services Manager to p.p. when signing on behalf of the Section 95 Officer.

	
	
	

	7.2
Annual amendments advised by the Department of Work and Pensions are accurately input to the benefits system and subject to independent check.
	None
	N/A

	
	
	

	7.3
Service level agreements have been established with the Benefits Agency (DWP) and the pensions service and are being followed.
	None
	N/A

	
	
	

	7.4 
Logbooks are maintained for Benefits & Rents vehicles.
	1. One driver’s application had not been renewed.  This driver had used the vehicle twice since it had expired.  The Authorised Person has requested the relevant information (completed application and copy of driving licence) from the driver, however this has not been forthcoming.

2. One driver was still on Insurance Records under their maiden name.

1. A driver whose insurance application had expired has been driving a SIC vehicle.  In the event of an incident this could have had serious implications.

2. Insurance details are not being amended when personal details of authorised drivers change.


Audit Comment #3
	1. The uninsured driver should not use the Council vehicle until an insurance application is appropriately completed and the Insurance section confirms that the driver is insured.

2. Line managers should be informed if driver applications have expired so that appropriate action can be taken.

3. Insurance section should be immediately informed if there is a change to any details relevant to their insurance application.
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