Burton Joyce Parish Council

135 Church Road

Burton Joyce

Nottingham

NG14 5DJ

11th June 2008.
Dear Sirs,
Report on internal audit findings for the year ended 31st March 2008

Following the internal audit there are a number of matters that we would like to bring to your attention.

We are aware that there have been changes in both Councillors and staff during the year. We appreciate that where such changes occur it takes time for Councillors and staff to learn the systems and pick up work load from the previous incumbent.
Most of the points we raise arise from the change of finance officer. It would appear that Mrs Dawn is doing a very good job. She is making the role her own and has introduced more robust systems.

From an internal audit perspective the most important points are the risk assessment and the specific points raised by Councillor Mrs. J O’Neil.

We would be grateful if you would read through the letter and then provide us with feedback on each point.
Sports ground

The duplicate receipt books for bookings were missing from July 2007 to March 2008. We tested the period April 2007 to July 2007 at 100% and found no error. We have no reason to believe that the entries in the main cash book are not accurate. 

Mrs. Dawn is now managing the booking system. After discussion it would appear that the sports ground requires conditions of hire and a bookings protocol to allow Mrs Dawn to carry out this role efficiently and fairly to all those wishing to hire the facility.
Insurance cover
We were unable to find the policy documents relating to the July 2007 renewal. The policy was quite obviously renewed as the premium was paid in July 2007. The premium paid seems to be at a level to supply the same cover as previous years. We have reviewed the July 2008 renewal policy documents and all appears to be in order. 

Under the circumstances we have asked that duplicates of the July 2007 policy documents be obtained straightaway. As time is of the essence in concluding the internal audit we would ask you to supply these documents to the external auditors so that they can confirm the position.
Risk assessment
It appears that a risk assessment is carried out weekly on the play ground and sports ground. However, it appears that the last time an overall risk assessment was carried out was in February 2007. We would recommend that this is done on a regular basis (we would suggest 6 monthly unless the regulations stipulate otherwise). Therefore, the play and sports ground would continue to be carried out weekly and the global assessment 6 monthly. We would recommend that you contact Gedling Borough Council who may be able to supply you with a format for the review. We would recommend that the risk assessment should encompass matters such as – environmental issues, employment law, health and safety, insurance cover, other current issues etc

Wages rates
We would recommend that rather than just agreeing the % increase of wage rates each year that the minutes also state the final hourly and salary rates. This makes the final wage/salary cost more transparent.

Purchase ordering
The financial regulations indicate that a system of purchase orders should be used when placing orders for goods and services. Basically, this is to ensure that when invoices for goods and services are received that it can be quite clearly seen that they have been procured using the agreed systems and that costs are not incurred without the Council being aware. The regulations state that the finance officer can procure goods and services that fall within the agreed budgets set. This means that normal day to day running expenses agreed within the budget can be agreed by the finance officer. Similarly, in cases of emergency the finance officer can agree a spend up to £200. All capital project costs have to be approved by the Council.

On that basis, where the finance officer was procuring goods/services within the agreed budget then she would issue the purchase order. Similarly, this would apply to the £200 emergency spend. The Council would agree the purchase orders for capital projects.

To enable this system to operate smoothly then a little more analysis is required in the budget to enable the finance officer to see what the agreed budget is for certain types of spend. As an example the sports ground – what are the budgets for machine repairs, seed, fertilizer, fuel?
The purchase ordering does not affect the system whereby the finance officer presents, and the Council approve the list of invoices and cheques to be issued on a monthly basis.

Minutes
A review of the minutes shows a number of matters raised by Councillor Mrs. J O’Neil. On review of the files we have found responses from Hacker Young and we have also obtained a copy of an email concerning a response to a VAT query (copies enclosed). It would appear from the correspondence that these matters have been addressed and concluded. Please would you confirm that this is the case?

Petty cash

There was a small difference on the petty cash control of circa £150. The current finance officer has looked into the matter and has located some postage receipts not entered to the system. There is a new improved petty cash system which appears to be run accurately.
Improvements in management accounting
With the use of the Sage software it is quite possible that the Council can be in receipt of monthly or at least quarterly draft accounts. These will not be in the statutory format but would allow the Council to have a more accurate view of the finances. If this is of interest then we can assist the book keeper (if required) to set up the accounts format etc.
We would recommend that the book keeper supplies a copy of the monthly bank reconciliation to the finance officer.

Systems documentation
Whilst we maintain a record of the financial systems for own file we recommend that the finance officer maintains a record for the Council. This would assist in times of illness/change so that Councillors and new staff members can see what is required. 

Scope of internal audit work
We would be grateful if the Council would supply a scope of work that they would like to be carried out in future years. This year we have carried out the tests in accordance with the legislative guidance available. We have assumed that there were no specific areas that the Council wanted us to look at in detail. Please would you confirm this is correct?
We would be grateful if you would supply a copy of this letter and your response to the external auditors.

Please do not hesitate to contact us if you require further information or assistance.

A final enclosure is our account for your kind attention.

Many thanks.
Yours sincerely,
Marshall Chartered Certified Accountants
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