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.
	Verbal Comment
	Password should not be written down and located near the computer.  Refer to Section 8.8 of the 2003 ICT Security Policy.

	
	
	

	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

	
	
	

	
	
	

	
	
	

	
	
	

	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.


	A judgemental sample of 12 expense claims was reviewed to ensure claims are appropriately authorised and completed in a manner that would prevent the further insertion of data.  For this sample, 11 expense claims did not have the totals scored through and 8 claims were not appropriately ruled off.  This results in 11 of the claims being incorrectly complete.  All claims were appropriately signed and authorised.

Opportunity exists for misappropriation, and thereafter the payment of unauthorised expenses.

Audit Comment # 1


	Ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details.



	
	
	

	2.3 Staff terminations, transfers, extensions and promotions are timeously notified to Payroll.

2.4
Time sheet information is appropriately completed and accurately compiled.


	None

None
	N/A

N/A

	
	
	

	2.5
Employee performance reviews are undertaken in accordance with Council policy and staff training and development is carried out accordingly.


	The Employee Review and Development Policy became operational in April 2006.  The policy is an essential part of the Council’s Human Resource Strategy and establishes a set of minimum requirements.

Responsibility for review and development:

· Executive Office – Administration Officer

· Chief Officers & Executive Directors  – Chief Executive

· Policy Unit – Head of Organisational Development

From a random sample of 12 employees from the three areas:

Executive Office
Four reviews had not taken place (two Executive Office staff, the Town Hall Steward and the Messenger).

Chief Executive

One review has not taken place (the General Manager, Ports & Harbours) and one review  was out of date (Executive Director Infrastructure).

Policy Unit

One review was out of date (the Policy Development Co-ordinator).

The Employee Review and Development Policy is not being adhered to.

Audit Comment # 2


	The minimum requirements set out within the Policy should be adhered to.



	2.6 An up to date register of employees’ interests is maintained.

2.7 Holiday entitlements are carried out in accordance with Council Policy.

2.8 Recruitment is performed in line with Council procedures.

2.9 Absence Management policy requirements are observed.

2.10 Employee personnel records are held securely.
	Verbal Comment

Verbal Comment

None

None

None


	Once new guidance is approved, forms should be re-issued on an annual basis. To be reviewed during the follow up.

Carry forwards over 5 days should be approved in writing. To be reviewed during the follow up.

N/A

N/A

N/A

	
	
	

	
	
	

	3.
FINANCIAL MANAGEMENT
	
	

	
	
	

	3.1
Purchase orders are appropriately   secured and authorised and correctly processed in accordance with Financial Regulations.
	A judgemental sample of 20 purchase invoices was selected from a transaction download taken from Integra.  The findings for this sample are as follows:

· 2 invoices had no purchase orders attached where appropriate

· 3 purchase orders were not priced

· 10 invoices were processed using manual orders

· 1 purchase order was not appropriately authorised

· 13 invoices were not goods received

· 2 invoices were not processed within an appropriate timescale

This results in 14 purchase invoices being incorrect. 

 Purchase Order Procedures and related Financial Regulations are not being adhered to:

1.
Purchase Orders are not always being produced where appropriate and therefore prices are not quoted in advance.

2.
Invoice authorisations are not always being signed.

3.
Invoices could be paid when goods have not been received.

4. The Council may be subject to unnecessary financial penalties due to invoices not being paid timeously.

Audit Comment # 4


	Purchase Order Procedures and Financial Regulations must be adhered to:

1.
Integra Purchase orders should be always be produced where appropriate

2.
Ensure invoice authorisations are always signed

3.
Goods received should be done where appropriate

4.
Invoices should be paid timeously



	
	
	

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


	N/A

	
	None
	N/A

	3.3
Journal entries are authorised and correctly recorded as to account, amount and period.
	
	

	
	
	

	
	
	

	
	
	

	3.4 Sales Invoices are accurately prepared and approved, issued timeously and correctly posted.

3.5 Petty cash balances are reconciled on a regular basis and maintained on an imprest system.

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

None

None
	N/A

N/A

N/A

	
	
	

	
	
	

	
	
	

	4.
MISCELLANEOUS
	
	

	
	
	

	4.1
Civic Entertainment is carried out within the parameters advised by Legal Services
	Verbal Comment
	A reconciliable stock record should be kept of all beverages and Integra purchase order should be used whenever possible.  To be reviewed during the follow up.

	
	
	

	4.2   
Travel is undertaken in accordance with Council Policy.
	A sample of 32 travel occasions was obtained from the credit card claim forms and from the Travel Database:

· On 23 occasions the travel was booked less than 14 days from the travel date.

· On 3 occasions the travel was booked prior to authorisation.

· On one occasion the travel request could not be located.  This booking was made direct by the travelling officer with his corporate credit card.

It is recognised that on occasion it may not be practical for Chief Officers to book in advance but it has been stated by the Executive Office staff and confirmed by the sample that short term booking by Chief Officers is more common than not.

The Travel Procurement Procedure is not being adhered to and value for money may not be obtained.

Audit Comment # 3


	Chief Officers when requesting travel must give forward planning more consideration to ensure best value is attained wherever practical.



	
	
	

	4.3
Inventories are maintained for all assets with suitable insurance arrangements in place.
	None
	N/A

	
	
	


2

