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 are established with policies appropriately approved and reviewed.
	Verbal Comment


	The procedures manual to be produced by the Senior Local Taxation Officer will be reviewed on follow-up.



	
	
	

	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 with critical system files backed-up on a regular basis and adequate change control procedures in place.
	Verbal Comment
	Procedure in connection with new ICT policy to be reviewed on follow-up.

	
	
	

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

	
	
	

	2.
HUMAN RESOURCE MANAGEMENT
	
	

	
	
	

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

	
	
	

	2.4
Employee performance reviews are undertaken in accordance with Council policy.
	None
	N/A

	
	
	

	3.
FINANCIAL MANAGEMENT
	
	

	
	
	

	3.1
Purchase orders and accounts are 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
Credit cards, cheques and office keys are adequately secured.  
	None
	N/A

	
	
	

	4.
COUNCIL TAX
	
	

	
	
	

	4.1
Masterfile data is accurate and reflects the current housing stock determined by the Assessor.
	None
	N/A

	
	
	

	4.2
Amendments tot eh masterfile data are validated.
	None
	N/A

	
	
	

	4.3
Approved charges are correctly applied and exemptions, discounts, penalties and reductions validated. 
	None
	N/A

	
	
	

	4.4
Demand and reminder notices are accurate and issued promptly.
	None
	N/A

	
	
	

	4.5
Payments are accurately recorded on the Council Tax System.
	None
	N/A

	
	
	

	4.6
Water and sewerage charges due to Scottish Water, and commission thereon, are correctly calculated and processed.
	None
	N/A

	
	
	

	4.7
Accounting entries relating to Council Tax are correctly recorded on the General Ledger.
	None
	N/A

	
	
	

	4.8
Reconciliations are regularly and accurately performed and are subject to review and approval.
	Most of the reconciliations are performed timeously but the payroll reconciliation was done for April 2006 and was not then done until February 2007 when it was completed up to period 10.  It was stated that this was due to the fact that the relevant prints had not been received from the Payroll Section.

1. The reconciliation from the Payroll System to the Council Tax system was not done regularly for most of the year.  
2. The annual reconciliation between the Valuation Roll and the NDR system was not done in April 2006.  
3. As a result of this reconciliation not being performed, there is the possibility that properties might not be billed or might be billed incorrectly.
Audit Comment #1
	1. The payroll reconciliation should be performed monthly in order that any discrepancies are identified and actioned quickly.

2. The annual reconciliation of the Valuation Roll to the NDR system should feature in the diary system operated by the Council Tax section to ensure that it is performed early in each financial year.

	
	
	

	4.9
Prompt action is taken to initiate recovery of arrears.
	The Senior Local Taxation Officer produced a print showing all accounts that have proceeded to warrant stage. From this a sample of 20 accounts was selected for which warrants have been granted in the audit scope period.  These accounts were then tested to ensure that a proper process had been followed up to the issue of the warrant letters and that 10% had been added to the bill on warrant.  

In all 20 cases, there was an appropriate process prior to the issue of the warrant letter. 

In 19 of the 20 cases, the additional 10% was added after the arrears were submitted for warrant.  In the remaining case, the system had not added this.     The remaining warrants issued on that same date were tested and in a further 7 instances from 35, the extra 10% had not been added.  A small sample of 10 warrants from other dates was tested and in all cases the 10% addition had been correctly made.

The Senior Local Taxation Officer looked at some of the instances and in each case, there had been a special arrangement in place on the account.  The procedure is for a “special arrangements cancellation” run to be done prior to running the warrant listing but it would appear that this is then stopping the 10% costs being added.  

The Senior Local Taxation Officer has logged a call to IBS Systems to get advice on why this is happening.
The Council does not receive the full amount of income due to it, if the computer system does not add the 10% costs in all relevant cases.

Audit Comment #3
	If there is not a prompt response from IBS Systems, they should be reminded of the problem.  Their advice should be implemented timeously when received.  They should also be requested to consider whether this apparent error could be manifested elsewhere in the system.



	
	
	

	5.
NON-DOMESTIC RATES
	
	

	
	
	

	5.1
Masterfile data is accurately maintained and reflects the qualifying properties determined by the District Valuer.
	In previous years, an exercise had been performed in April to reconcile the number of properties and the rateable values held by the Assessor and those in the Non-domestic Rates system.  Explanations could then be sought at the time for any discrepancies.  

This reconciliation did not happen in April 2006 and was done during the course of this audit.  A report obtained from the Assessor for 1 April 2006 has indicated a count of 1,817 properties with a total rateable vale of £32,925,780.  A report done by the Local Taxation system “NDR Billing Calculation Summary” has indicated a property count of 1,757 with a total rateable value of £32,198,365.

The discrepancy in the number count, of 60 properties, was investigated by the Local Taxation Officer and was found to relate to properties with a rateable value of zero which are included in the Assessor’s listing but are, of course, not billed.

The discrepancy in the rateable values was also investigated and was found to relate mainly to the way in which the rateable value for telecom masts was calculated.  The values were increased at the end of 2005/06 and were shown on the Valuation Roll at 1 April 2006 but were excluded from the original billing run as they were going to be billed for 2 years.

As a result of this reconciliation, it was stated by the Local Taxation Officer that changes had to be made on billing for 2 properties.

Refer to Control Objective 4.8
	Refer to Control Objective 4.8

	
	
	

	5.2
Amendments to masterfile data are validated.
	None
	N/A

	
	
	

	5.3
Rates charges, statutory and discretionary reliefs and penalties are properly approved and applied.
	None
	N/A

	
	
	

	5.4
Demand and reminder notices are accurately prepared and promptly issued.
	None
	N/A

	
	
	

	5.5
Payments are accurately recorded on the Non-domestic Rates System.
	None
	N/A

	
	
	

	5.6
Accounting entries relating to Non-domestic Rates are correctly recorded on the General Ledger and accounted for to The Scottish Executive.
	None
	N/A

	
	
	

	5.7
Reconciliations are regularly and accurately performed and are subject to review and approval.
	None
	N/A

	
	
	

	5.8
Prompt action is taken to initiate recovery of arrears.
	A report entitled “Account Balances”, dated 29 November 2006, was produced by the Northgate system.  From this a sample was made of 20 ratepayers who were in arrears at that time.  This sample was tested to ensure that Reminder Notices/Final Demands had been accurately prepared and promptly issued and this control objective was achieved. 

The sample was further tested to ascertain the date of issue of Warrant Letters.  It was stated that in most years, a Warrant Listing has been run in January/February.  This has not yet been done for 2006/07 but it is anticipated that it will be run in March.  The Senior Local Taxation Officer has said that this was due to staffing difficulties within the section during the year.

There are no written procedures for the initiation of arrears and this will be addressed by the Senior Local Taxation Officer who has been tasked with producing a procedures manual for all aspects of Local Taxation.  Use is, however, made of the calendar function of Microsoft Outlook to timetable key events in the year.

1. The Warrant Listing for 2006/07 has not been produced.
2. Delays in initiating this process reduce the likelihood of funds due being collected.
Audit Comment #2
	The production of the Warrant Listing should be diarised via eg Microsoft Outlook to ensure it takes place timeously.

	
	
	

	6.
MISCELLANEOUS
	
	

	
	
	

	6.1
Statistical returns are accurately completed and promptly submitted. 
	None
	N/A

	
	
	

	6.2
Travel is undertaken in accordance with Council Policy.
	None
	N/A

	
	
	

	6.3
Records are destroyed in accordance with the Council’s Retention and Destruction Schedule.
	None
	N/A
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