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Executive Summary 
 

OVERALL ASSURANCE ASSESSMENT OVERALL CONCLUSION 

 

 

 

 

 

 

Appropriate controls are generally in place relating to the purchase order 
and invoice authorisation and subsequent creditor payments processes. 

An approved purchase card request form could not be located for the 
Markets Assistant, nor could the approval relating to the increase in 
monthly limit from £5,000 to £15,000 for the Enterprise Manager. Both were 
legitimate and appropriate requests. 

 Whilst comprehensive verification processes had been completed and 
evidenced relating to supplier bank details changes, there were three 
cases (out of 36) where validation checks could not be fully evidenced. 

 Whilst the majority of expenditure is approved through system 
parameters, Financial Services Assistants do not have access to an up to 
date list of invoice approving officers and a sample of signatures for 
payment instructions received from the Property Services contractor. 

 

RATIONALE AND SCOPE ACTION POINTS 

The review assessed the arrangements in place for processing creditor payments, 
including the process of authorisation and the measures in place to guard against 
internal and external fraud. 

Urgent Important Routine Operational 

0 2 1 1 
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Management Action Plan - Priority 1, 2 and 3 Recommendations 
 

Rec. Risk Area Finding Recommendation Priority Management 
Comments 

Implementation 
Timetable 

(dd/mm/yy) 

Responsible 
Officer 

(Job Title) 

1 Directed Testing carried out of all current 
purchase card holders showed that 
Cardholders Agreements were held in 
all cases, however, an approved 
request form could not be located in 
respect of Markets Assistant. In 
addition, the monthly card limit for 
Enterprise Manager had been 
increased from £5,000 to £15,000, 
however, no documented approval 
could be located to support this change. 

Purchase card request forms and 
approval to increase card limits be 
retained. 

2 Management acknowledge the 
need for retention of a full audit trail 
around any change to limits or 
personnel with regard to 
procurement cards and a form will 
be designed to capture and retain 
reasons and authority for any 
changes. Of note, no issues have 
been raised around the legitimacy or 
appropriateness of the limits or 
personnel holding procurement 
cards.   

31/07/2017 Financial 
Services 
Officer 
(Systems) 

2 Compliance A review of all supplier bank account 
changes made between 1st January 
and 26th June 2017 showed that there 
were two instances where, although 
correspondence received from the 
supplier was held, there was no 
evidence in place to support the 
verification process completed with the 
supplier and a review by the Financial 
Services Officer and in a further case, 
although the change was verified with 
the supplier, the Financial Services 

It be ensured that evidence of the 
supplier changes verification 
process is retained in all cases. 

2 All the changes made were 
supported by appropriate evidence, 
following the correct procedure. 
However, management 
acknowledge that the verification 
check report missed some 
transactions. This has been 
amended. 

With immediate 
effect 

Financial 
Services 
Officer 
(Systems) 

            
      PRIORITY GRADINGS      

1 URGENT Fundamental control issue on which 
action should be taken immediately.  2 IMPORTANT Control issue on which action should 

be taken at the earliest opportunity.  3 ROUTINE Control issue on which action should be 
taken. 
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Rec. Risk Area Finding Recommendation Priority Management 
Comments 

Implementation 
Timetable 

(dd/mm/yy) 

Responsible 
Officer 

(Job Title) 

Officer had not reviewed the change 
made.  

3 Compliance Financial Services Assistants do not 
have access to an up to date list of 
invoice approving officers and a sample 
of their signature. 

A list of sample authorisation 
signatures be compiled and held by 
the Financial Services team. 

3 Management acknowledge that a 
formal list of approved signatories is 
required and this has been 
requested. This only relates to a 
specific area of expenditure relating 
to property costs authorised by a 
small number of staff employed by 
the external property services 
contractor. 

With immediate 
effect 

Financial 
Officer 
(Systems) 

 

            
      PRIORITY GRADINGS      

1 URGENT Fundamental control issue on which 
action should be taken immediately.  2 IMPORTANT Control issue on which action should 

be taken at the earliest opportunity.  3 ROUTINE Control issue on which action should be 
taken. 
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Operational Effectiveness Matters 
 

Ref Risk Area Item Management 
Comments 

1 Directed Consideration be given to carrying out the review of the officers who match and 
register invoices (ensuring that they are not the same person) at the start of the 
payments process, making it easier to remove the invoice from the batch. 

Management acknowledge the need for segregation of duties in the payment 
process, The key area of segregation is between ordering, authorising and 
processing for payment, Splitting of matching and registering invoices is an 
additional control employed within the Council. How this operates will be 
reviewed. 

 

   
ADVISORY NOTE 

Operational Effectiveness Matters need to be considered as part of management review of procedures, rather than on a one-by-one basis 
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Detailed Findings 
INTRODUCTION 

1. This review was carried out in June 2017 as part of the planned internal audit work for 2017/18. Based on the work carried out an overall assessment of the overall 
adequacy of the arrangements to mitigate the key control risk areas is provided in the Executive Summary. 

BACKGROUND 

2. The Council needs to ensure that it has appropriate controls over its key financial systems. Creditor payments represents a large area of expenditure and needs to 
be tightly controlled. 

MATERIALITY 

3. Between 1st April and 20th June 2017, the Council processed 1,887 invoices, with a total value of £64,874,710. 

KEY FINDINGS & ACTION POINTS 

4. The key control and operational practice findings that need to be addressed in order to strengthen the control environment are set out in the Management and 
Operational Effectiveness Action Plans. Recommendations for improvements should be assessed for their full impact before they are implemented. 

SCOPE AND LIMITATIONS OF THE REVIEW 

5. The review assessed the arrangements in place for administering creditor payments, including the authorisation process and the measures in place to guard against 
internal and external fraud. 

6. The definition of the type of review, the limitations and the responsibilities of management in regard to this review are set out in the Annual Plan. 

DISCLAIMER 

7. The matters raised in this report are only those that came to the attention of the auditor during the course of the internal audit review and are not necessarily a 
comprehensive statement of all the weaknesses that exist or all the improvements that might be made. This report has been prepared solely for management's use 
and must not be recited or referred to in whole or in part to third parties without our prior written consent. No responsibility to any third party is accepted as the report 
has not been prepared, and is not intended, for any other purpose. TIAA neither owes nor accepts any duty of care to any other party who may receive this report 
and specifically disclaims any liability for loss, damage or expense of whatsoever nature, which is caused by their reliance on our report. 
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RISK AREA ASSURANCE ASSESSMENTS 

8. The definitions of the assurance assessments are: 

Substantial Assurance There is a robust system of internal controls operating effectively to ensure that risks are managed and process objectives achieved. 

Reasonable Assurance The system of internal controls is generally adequate and operating effectively but some improvements are required to ensure that risks are managed 
and process objectives achieved.  

Limited Assurance The system of internal controls is generally inadequate or not operating effectively and significant improvements are required to ensure that risks are 
managed and process objectives achieved.  

No Assurance There is a fundamental breakdown or absence of core internal controls requiring immediate action. 

AUDIT CONTACTS 

9. For any queries or to discuss the content of this report, please contact either of the following: 

Lead Auditor: David Robinson 
david.robinson@tiaa.co.uk 
07766 553339 

 

Head of Internal Audit: Peter Harrison 
peter.harrison@tiaa.co.uk 
07970 376542 

 

AUDIT REPORT DISTRIBUTION 

10. We would like to thank staff for their co-operation and assistance during the course of our work. 

For Action: Pete Notley, Chief Accountant 
Helen Smith, Financial Services Manager 

For Information: Shelagh McGregor, Assistant Director Resources (Section 151 Officer) 
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RELEASE OF REPORT 

11. The table below sets out the history of this report. 

Date draft report issued: 5th July 2017  

Date revised draft report issued: 18th August 2017  

Date management responses received: 18th August 2017  

Date final report issued:   
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