APPENDIX 1

SUMMARY OF FINDINGS
	SUMMARY OF FINDINGS



	Control Objective
	Findings / Risk
	Recommendations

	
	
	

	1.
GENERAL
	
	

	
	
	

	1.1
Policies and procedures over the control and the administration of key areas of operation are established with policies appropriately approved and reviewed.
	None
	N/A

	
	
	

	1.2
System access controls are established which are consistent with job responsibilities and achieve
	Verbal comment regarding removal of former staff member’s access to Integra.
	

	
	
	

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

	
	
	

	1.4
The application of value for money criteria within Income and Recovery is appropriately addressed.
	None
	N/A

	
	
	

	1.5
Performance indicators are accurately completed and promptly submitted.
	None 
	None 

	
	
	

	2.
HUMAN RESOURCE MANAGEMENT
	
	

	
	
	

	2.1
Staffing arrangements for income and recovery 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.
	None
	N/A

	
	
	

	2.3
Staff training and development is carried out in accordance with policy requirements.
	Verbal comments to Income & Recovery Manager to ensure records of training are being kept in a co-ordinated manner.
	

	
	
	

	2.4
An up to date register of employee interests is maintained.
	None
	N/A

	
	
	

	3.
CASHIERS
	
	

	
	
	

	3.1
Cash takings and balances are promptly secured, banked, correctly allocated and fully accounted for.
	None
	N/A

	
	
	

	4.
INCOME
	
	

	
	
	

	4.1
There are records to support all funds received.
	None
	N/A

	
	
	

	4.2
The appropriate accounts are updated to record the payments received.
	None
	N/A

	
	
	

	4.3
Any remaining sums due after part payments are made are calculated automatically.
	None
	N/A

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Control Objective
	Findings / Risk
	Recommendations

	
	
	

	4.
INCOME (Continued)
	
	

	
	
	

	4.4
Unallocated payments are posted to a suspense account and promptly investigated.
	A review of the items on the Cashiers Suspense account ZSF23051360 for 2004 / 2005 revealed that there was a posting error of £200 where no appropriate corrective action had been taken.  In this instance the transaction related to a former Council tenancy that is now irrecoverable.

Suspense account transactions that are not investigated and appropriately allocated may result in a loss to the Council.

(Audit Comment # 1)
	Suspense accounts are regularly reviewed to insure that all transactions are investigated and appropriately allocated.



	
	
	

	4.5
Periodic debtor accounts are raised and despatched timeously.
	None
	N/A

	
	
	

	5.
DEBTOR MANAGEMENT
	
	

	
	
	

	5.1
Debts are monitored and pursued satisfactorily.
	None
	N/A

	
	
	

	5.2
Accounts are updated to record payments, refunds, write-offs and cancellations.
	None
	N/A

	
	
	

	5.3
A policy for writing-off bad debts, and their subsequent treatment has been established.
	None
	N/A

	
	
	

	5.4
Refunds, write-offs and cancellations are supported by appropriate documentation and made only after consultation with the budget holder and / or legal services.
	None
	N/A

	
	
	

	5.5
An independent reconciliation is undertaken to confirm that written-off sums agree to the approved lists for write-off.
	None
	N/A

	
	
	

	6.
SYSTEMS MANAGEMENT
	
	

	
	
	

	6.1
Amendments to the system or its data are properly authorised and recorded.
	None
	N/A

	
	
	

	6.2
All income / debtors data is accurately controlled, processed and recorded on the system and other records.
	None
	N/A

	
	
	

	6.3
The production, collection and retention of computer output and stationery are controlled.
	None
	N/A

	
	
	

	6.4
Adequate audit trails exist.
	None
	N/A
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