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Audit Services Monitoring Report: Second Quarter 2007/2008 APPENDIX A

KEY RECOMMENDATIONS FROM REPORTS ISSUED
(Bold text in brackets shows the Management response]

P1& P2 AUDIT RECOMMENDATIONS ONLY

FINANCIAL MANAGEMENT OF IT__2007/08

(P2) That the Business Development Manager implement a detailed timesheet. This
wouid help to identify staff costs, broken down over I.T. activity e.g. hardware
maintenance, software Support, etc. and form the basis of a recharge to users.

(P2) That the Business Development Manager monitor time regularly and compare
actual time spent to any planned work programmes

FINAL. ACCOUNTS PROCESS 2007/08

There were no recommendations for improvement.

ECONOMIC DEVELOPMENT ADMINISTRATION OF GRANT CLAIMS 2007/08

{P2) That there should be a nominated Grants Co-Ordinator to identify new funding,
who should:-

* make their position / role known across the Authority;

* regularly review publications and web-sites of Government departments,
other grant-paying bodies and associations for news of developments:

* €nsure aresponse is submitted, at consultation stage, to proposals for
new grants;

* be copied in on all correspondence about grant schemes received by
other officers;

* develop contacts with grants co-ordinators in other similar authorities;
and

¢ request a copy of the Audit Commission’s Index of Certification
Instructions identifying grant schemes that require appointed auditor
certification — GI A1
[However, this will only include grants over £100k from 2007/08 and may
only be published towards the end of grant schemes when they will be
need to be audited].

Alternatively, the department could subscribe to a specialist grant-finders
organisation.

[Will be considered as part of the role of the newly appointed Economic
Development Manager.]
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KEY RECOMMENDATIONS FROM REPORTS ISSUED
[Bold text in brackets shows the Mmanagement response]

(P2) Thata Grants Co-ordinator could also:-

* Maintain a register of grant schemes, showing deadiines for claims and
returns and check Progress to ensure deadlines are met [see Appendix
A for example of format);

* eénsure that the key terms and conditions of grants are identified at an
early stage and that information about the scheme is kept up-to-date
and revised promptly for changes:

* monitor progress on complying with key terms and conditions;

* maintain written procedures on project management and grant claims
administration;

» train other staff on project management and grants claim administration;
and

* carry out quality checks on the standard of grant claim supporting
documentation / working papers.

(P2) Tha't, where there are no specific scheme-related written procedures, general

(P2) That project officers review the basic project management guidelines on the
intranet. [Found under Finance and Business Development / Business
Development / Procurement / How to Manage a Project].

(P2} That management consider employees’ need for project management training
as part of the induction or employee development process.

(P2) That officers involved in the administration of grants should record the time
spent against each grant project, as a basis for the calculation of the
administration fee.

(P2) That supporting evidence of the administration fee should be kept on the project
file, alongside the claim,

(P2) Thatthe Regeneration Project Officer either obtains evidence of the tender
process for the Copeland Academy of Sport project file or obtains written
confirmation from the Stadium Trustees that the documentation has been
retained and is available for audit if necessary,

[The Trustees have been contacted re evidence of the tender process.]

(P2) That monitoring of expenditure and agreed outputs is undertaken monthly, to
ensure that the need for corrective action can be highlighted at an early stage —
with a request for reprofiling if necessary. [The Coalfields Programme
Guidance Notes show some examples of monitoring spreadsheets in the
Appendices).
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KEY RECOMMENDATIONS FROM REPORTS ISSUED
[Bold text in brackets shows the management response]

(P2} That the risk of funding being clawed back should be included on the
departmental operational risk register.

(P2) That Project Officers ensure information is provided by third parties, at an early

stage, to confirm compliance with the terms and conditions of the offer |etter
€.9. correct split of expenditure in line with the agreed budget.

CAPITAL ACCOUNTING 2007/08

There were no recommendations for improvement.

MANAGEMENT OF CONTRACTS (PUBLIC BUILDINGS) 2007/08

arrangements in place.

Due to the lack of resources this recommendation is to be postponed
pending appointment of an additional Maintenance/Procurement
Surveyor. This post has been approved by Personnel Panel and
Executive.

(P2) The storage of leases, contracts and deeds should be reviewed with regards to
the following aspects: security and water-, fire- and smoke-proofing. Action
should be taken to ensure that this risk is reduced to an acceptable level.

- This recommendation will require moving the strong room plus
significant building works. A combination of registration of title,
electronic archiving and off-site storage may prove cheaper but still have
cost implications. Detailed consideration will be given to the issue.
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KEY RECOMMENDATIONS FROM REPORTS ISSUED
[Bold text in brackets shows the Management response]

(P2) Al relevant Council policies, which contractors are expected to comply with in
carrying out works on behalf of the Council, should be included within
_Contracts,. If hard copies are not included with tender documentation, then
contractors should be directed to where copies can be found.
Now included in all contract tender forms and appendices requiring
confirmation of compliance - July 2007,
As at July 2007, contractors entering into contracts with the Council

Contract Standing Orders;

Financial Regulations;

Equality & Diversity;

Confidentia) Reporting Code; and

Freedom of Information.

Additional items may need to be included as legislation changes.

In addition, The Legal Services Manager will draft a specific clause to insert
within standard contracts.

YV VYvy

ENFORCEMENT 2007/08 [New computer system]

(P2) That spot checks be carried out by the Enforcement Officers’ supervisor to
ensure that officers have satisfactorily inspected the vehicles and have issued
PCN's where appropriate.

(P2) That, as each duplicate copy of a manuyal PCN is updated onto the system and
filed, that checks are made for any missing numbers and these be investigated
immediately.

(P2) That the Enforcement Manager is kept informed of where all controlled
stationery is kept and that Internal Audit checks the records on the foliow up
audit.

(P2) That the Enforcement Manager ensures that a reconciliation of payments is
undertaken, preferably on a daily basis, to check that payments recorded

(P2) That written criteria for accepting underpayments and for Special Arrangements
- are agreed with the Head of Leisure & Environmental Services and that notes
are kept on all individuai cases on the system whenever an underpayment is
accepted. [This could simply be a code number relating to one of the agreed
criteria e.g. postal delay].

(P2) Thata sample of cases at each stage of recovery be tested on the follow up
audit. [No cases had been Progressed to these stages at the time of the audit].
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(P1)

(P2)
(P2)

KEY RECOMMENDATIONS FROM REPORTS ISSUED
[Bold text in brackets shows the management response]

That the Enforcement Manager and Enforcement Technical Support Officer
note the distinction between “Cancellation” and “Write-Off”;

i) Cancellation: When we should not have raised the PCN in the first place
€.g. a valid ticket displayed, an appeal approved etc.

i) Write-off: The PCN is legitimately owed but there is No prospect of
recovery,

That all evidence for appeals should be scanned onto each individual case.

That multiple debts, owed by the same person, are pursued at the same time,
where these have reached the recovery stage.

COUNCIL TAX 2007/08

(P2)

(P2)

That either the team leaders are provided with cover from their own section, so
rights of access are limited to their own team’s responsibilities, or that if they

accounts by these users,

System access rights should be reviewed when duties change and access is
restricted to the functions required by that post.

Team Leaders are able to use the “Superuser” log on id to correct
integrity errors. The Team Leaders have agreed that access rights on

basis, with effect from 1/10/07. This action can be reviewed if problems
arise. Team Leaders will liaise with Systems Admin to action this.

That, if the Valuation Office begins to band properties backdated only to the
date of notification, then workload priorities should be reviewed to ensure that
notifications of completion are sent promptly.

Discussions are currently taking place with Planning & Building Control
re them providing information directly to the Valuation Office.

That the Recovery Team should pPrepare the authorisation to write-off form, at
the same time as flagging the proposal on the system, and the Recovery Team
Leader shouid input the write-off on the system when this has been authorised.

generated to show all write-offs actioned.
As recommendation. The Team Leader for Account Registration will spot
check write-offs input on the system, with effect from 1/10/07.
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KEY RECOMMENDATIONS FROM REPORTS ISSUED
[Bold text in brackets shows the Management response]

(P1) That a Data Protection course is booked for any employees, as part of the
induction process, and that the need for a refresher course is considered when
employee development action plans are reviewed.

As recommendation.
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APPENDIX C

AUDIT PERFORMANCE INDICATORS ~ 1 APRIL TO 30 SEPTEMBER 2007

v Emr (‘.'

Indicator 2006/07 2007/08 | Key 2007/08
Target Objective | Actual to
Audit Services: Ref. Date
Target Actuai SEPTEMBER
% of monthly audit plan 90% 68% 90% 6.1 78%
completed
Directaudittime asa % | 68% 67% 68% 66%
of total time o
% of 12 fundamental 100% 92% 100% by 44%,
systems audited against 31/3/08 *
plan [Plus 4 b/fwd from
06/07]
% of other systems 70% 54% 70% 64%
audited against plan *
% of follow ups issued 90% 83% 90% 85%
against plan e

Some slippage — due to additional ime being spent on some audits [Budget Process,
Contract Management for Public Buildings, Enforcement Chipside system, Capital

Accounting], Council Tax, follow ups and admin/management and fraining.

¥ We completed the 4 fundamental audits brought forward from 2006/07 by the
end of June. The 2007/8 planned audits of Capital Accounting, Final
Accounts and Council Tax have been completed. No other fundamental
audits were due to be completed by the end of September.

** 11 non-fundamental audits were due for completion by the end of September.
7 final reports were issued. Audits on Renovation Grants, Leased Transport,
E.Purchasing and Evaluating Service Business Risk have been deferred until
the main systems work has been completed.

*** 11 out of 13 planned follow ups completed. NNDR and Sundry Debtors follow
ups were outstanding.

**** Direct audit time is slightly below target due to corporate training (Equality &
Diversity), corporate briefings (White Paper and Job Evaluation), Job
Evaluation Questionnaires and interviews and extra days being spent by the
Senior Auditor and the 2 Audit Technical Officers on training, study leave and
exams in the first quarter. There were also 4.25 non-audit work days,
assisting the Accountancy section because of their staffing shortage in the first

guarter.

Ref: 8:12007\Fin Docs\Perfermance Indicatars September.doc 01/10/07



