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1.

Introduction and Scope

1.1

An audit commenced on the 14 March 2016 in accordance with the Governance &
Accountability for Local Council Guidance and, on the basis of our review of the annual
return and supporting information, to report whether any matters that come to our attention
give cause for concern that relevant legislation and regulatory requirements have not been
met. This internal audit has been undertaken to meet the Town Council’s statutory
requirements

1.2

The scope of the audit was agreed by Kath Petty & Malcolm Morris. (Scope attached as
Appendix A). Areas reviewed during this audit included:

•
•
•
•
•
•
•
•
•

The Council’s Financial Regulations & Standing Orders
The Council’s risk management arrangements
Budgetary controls and reconciliations
Income
Petty Cash
Purchase Orders/Expenditure
Personnel
Asset Register
Accounting records maintained throughout the year in order to prepare the year end
accounts
The end of year statement of accounts can be traced back to supporting documentation.

•

1.3

On the basis of our review, in our opinion the information contained in the annual return is in
accordance with proper practice and no matters have come to our attention giving cause for
significant concern that relevant legislation and regulatory requirements have not been met.

1.4

We have reported below other matters, not affecting our opinion, which we draw to the
attention of the Council

1.5

We would like to thank the following for their help during the audit:
Kathy Petty - Clerk to the Council
Malcolm Morris – Deputy Clerk and Finance Officer
Julie Jones – Property and Events Co-ordinator

2.
Rec
Ref
1.

Detailed Findings and Recommendations
Expected Control

Orders are raised in
accordance with
Financial Regulations
and recorded in the
cash book

Audit Findings

Although an ordering
system has now been
introduced it has yet to be
fully and consistently used
throughout the
organisation.
Orders are not currently
signed.
In instances where no
orders are raised, goods
receipt and delivery notes
cannot be checked to verify
deliveries are correct and
there is, therefore, no
evidence whether the
number of items received
and the amount charged is
correct.

Recommendation and
Category
All staff should use
official orders which are
uniquely numbered and
contain the Councils
terms and conditions
for all goods and
services they order,
apart from the
exclusions stated in the
Financial Regulations
15.1.

Benefits Of
Implementation/Risks
being addressed
To ensure all items
which are ordered are in
accordance with
Financial regulations.

Agreed Action, Officer
responsible & Date to be
Implemented
Action:

To ensure all items
delivered are correct and
payment is only made for
the actual items ordered.

Purchase orders should
be checked and signed
by the RFO or
designated officer prior
to issuing the order.
Delivery notes and
invoices can then be
checked against the
original orders to
ensure what was
ordered has been
received and correctly
charged for.

Officer Responsible:

Date:

Rec
Ref

Expected Control

Audit Findings

2.

Other employee
payments/
expenses are
reasonable,
supported by
relevant
documentation
and appropriately
authorised

Proof of business use
vehicle insurance
(and MOT where
applicable) for
employees claiming
business mileage is
not requested.
The travel expense
form submitted by the
RFO/Deputy Clerk
has not been
authorised as proof
that the travel
expenses have been
checked and are
supported by relevant
VAT receipts.
The RFO/Deputy
Clerk has only
submitted one travel
expense form for the
period March 2016 –
February 2017

Recommendation and
Category
Proof of business
insurance and MOT
documents should be
reviewed and evidenced
on an annual basis.
All travel claim forms
should be checked to
ensure they are accurate
and have the appropriate
supporting VAT receipts
and should be authorised
prior to payment.
Travel claim forms should
be amended to state
‘Period of Claim (from/to)’
rather than ‘Month Ending’
and should be submitted
on a regular basis to
ensure that they can be
accurately checked and
verified. Each claim
should be for a period no
greater than one financial
year.

Benefits Of
Implementation/Risks being
addressed
Confirming full insurance
coverage in the event of an
accident.

Agreed Action, Officer
responsible & Date to
be Implemented
Action:

Ensuring all travel payments
submitted follow the correct
procedures and documentation
and are valid.
Ensure VAT is reclaimed.

Officer Responsible:

Date:

3. Minor Areas Of Improvement
The following minor items, that did not require recording in the recommendations, were considered at the draft discussion meeting
on 13th June 2017 with Kath Petty and Malcolm Morris.
Expected Control
3.1 Quotations are obtained for purchases over £1500 and under
£25,000

Discussed Action
In instances where three quotations are not obtained, for example if
urgent action is required, a contract is extended or a purchase is of a
specialist nature, details of the decision and subsequent action
should be recorded in the meeting minutes of the appropriate
committee.

