

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.�No written procedures exist for calculation of refund / relief for BP.  The model has been created and is used exclusively by the same individual.  





The concentration of knowledge concerning calculation of BP relief/refund in one individual could result in operational problems should that person become unavailable to complete the task for whatever reason.



Audit Comment # 1�Documentation should be produced of principles behind calculations and use of spreadsheet model



Knowledge of the system should be imparted to other staff members.

����������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 to protect against loss or corruption of electronically held data.�None�N/A����������1.4 The application of value for money criteria within local Taxation is appropriately addressed.�None�N/A����������1.5	Statistical returns are accurately completed and promptly submitted.�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 Salary information submitted for payroll input is appropriately completed and subject to prior review and approval�Verbal Comment�All expense claims should be ruled off correctly.����������2.3 Staff Training is carried out in accordance with requirements.�Verbal Comment�A complete training record should be kept for Local Taxation Staff.������������������Control Objective

�Findings / Risk�Recommendations������3. FINANCIAL MANAGEMENT��������3.1 Purchase orders are appropriately secured and authorised with invoices and other payment instructions properly validated and authorised prior to payment.�None�N/A������3.2	Journal entries are authorised and correctly recorded as to account, amount and period. �None�N/A����������3.3	 Budgets are monitored on a regular basis and significant variances investigated.�Verbal Comment�Recommended further use of the Management Accounts Section ensuring more efficient housekeeping within Cost Centre.����������3.4	Virements are administered in accordance with Council policy and Financial Regulations.�None�N/A������4.	COUNCIL TAX��������4.1	Master file data is accurate and reflects the current housing stock determined by the Assessor. �None�N/A������4.2	Amendments to master file 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	Reconciliation’s are regularly and accurately performed and are subject to review and approval.�None�N/A����������������������Control Objective

�Findings / Risk�Recommendations����������4.9 	Prompt action is taken to initiate recovery of arrears.�None�N/A��������������5.	NON-DOMESTIC RATES.��������5.1	Master file data is accurately maintained and reflects the qualifying properties determined by the Assessor.�None�N/A������5.2	Amendments to master file data are validated.�None�N/A������5.3	Rates charges, statutory and discretionary relief’s 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	Reconciliation’s are regularly and accurately performed and are subject to review and approval.�None�N/A��������������������������������������������������
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