
 COLEFORD TOWN COUNCIL.
Internal auditor’s report for the year ended 31 March 2018 
Date of appointment of Internal Auditor:  2018 (confirmed by a minute)
Date of Internal Audit: 24th May 2018 (full)
1. Working documents                                                                                                                                                    Kim Bedford
	Ref
	Test
	Meets requirements?
	Internal Auditor’s comments
	For use by Council

	1.1
	Have Standing Orders been tailored and formally adopted? 
	Yes 
	At meeting 23.05.17. Minute 37. The new Standing Orders 2018 are due to be considered in May 2018
	

	1.2
	Have Standing Orders been reviewed and minuted?
	Yes
	See above
	

	1.3
	Have Financial Regulations been tailored to council and formally adopted? 
	Yes
	
	

	1.4
	Have Financial regulations been reviewed and minuted?
	Yes
	They are part of the Standing Order document, as are Committee terms of reference, and a number of policy documents.
	

	1.5
	Does the council have a grant awarding policy?
	Yes see website
	
	

	1.6
	Have items / services above the recommended amount been competitively purchased in accordance with Financial and Procurement Regulations? (LARGE COUNCILS)
	Yes
	The TC may wish to take chose to note the NALC Legal Topic notes guidance on procurement. Available on the GAPTC website.
	

	1.7
	Evidence that council maintains an adequate & effective system of internal control, including risk management and that it is reviewed by full council annually?


	No
	Although there is a very basic checklist for the nominated 4 councillors to complete a quarterly check and report to Council, there is no evidence this has happened that I can see. See ** for guidance. I will also send to the Clerk 2 possible pro forma for consideration. 
This suggests the TC rely heavily on a cursory check at meetings and on their staff to double check. The TC need to consider risk and put appropriate actions with evidence in place. TC need to consider their internal Control measures annually.
	

	1.8
	Public land and building assets
	Yes
	Comprehensive paperwork in place
	

	1.9
	Code of conduct adopted by resolution of full council?
	Yes
	
	

	2. 
	ADMIN
	
	
	

	2.1
	Has the General Power of Competence been adopted? E.g a minute reference
	No
	 The clerk would need to complete CiLCA, (Certificate in Local Council Administration) for the TC to adopt this. GAPTC offer support in this qualification
	

	2.2
	Is there a separate account for s.137 payments?
	No
	Using Omega. No column available.
No record of amount available
	

	2.3
	Councils authorisation of Direct Debit list and Standing Orders.
	No
	Agreed in principle as they are changed or set up. No formal record for an Internal Control check. This was raised on last year’s report.
	

	2.4
	Was the precept demand properly minuted? 
	Yes
	£323,000 in Minute 174. 17.01.18
	

	2.5
	Was Petty Cash expenditure approved? 
	
	Two petty cash tins. TC and TIC. 
TIC checked by Chairman and receipts held off site. TC are numbered sequentially. No Cllr checks noted. TC to consider risk here.
	


	Ref
	Test
	Meets requirements?
	Internal Auditor’s comments
	For use by Council

	2.6
	Cash
	
	
	

	2.7
	Is all expenditure supported by VAT invoices, if applicable?
	Yes
	3 files in date order. All invoices have a sheet with power and 2 cllr signatures. Good
	

	2.8
	VAT  - recorded and paid / reclaimed properly?
	Yes
	Claimed monthly. Changed from Charging last year. Using Omega System to print off and claim. Clerk aware of different scales. See HMRC  ‘Guide for Smaller Authorities no 749
	

	2.9
	Loans
	N/A
	Possibility of a loan as a contingency via District Council for major project
	

	3.
	RISK MANAGEMENT


	
	
	

	3.1
	Insurance


	Yes
	Renewable in June. F&O committee 15.05 18, with Zurich. With Bells coming on line, a major review next year due to increased assets. May consider a 5 yr. term. 
	

	3.2
	Insurance – evidence of review of cover
	Yes
	See notes above
	

	3.3
	Copy of Risk Management policy / statement seen?
	Yes
	Comprehensive document. Public Safety Committee. Conducts checks. Records kept of weekly/ monthly checks. Reports of needs goes to Full TC, or Amenities
	

	3.4
	Asset register seen and up to date?
	Yes
	Very comprehensive. Valued at cost.
	

	3.5
	Evidence that assets have been inspected for risk
	Yes
	Fully documented
	

	3.6
	Review of investments, including bank accounts
	No
	TC need to show evidence of their review. Not found in minutes?
	

	3.7
	Is ‘two councillor signatures’ rule applied to payments made by internet banking?
	Yes
	By cheque and by internet payments which are triggered by a councillor (3) with private pins
	

	3.8
	If credit / debit / prepaid cards in use, are proper procedures in place?
	n/a
	
	

	3.9
	Electronic and physical records backed up
	Yes
	All on the Cloud
	


4. Budgetary controls
	Ref
	Test
	Meets requirements?
	Internal Auditor’s comments
	For use by Council

	4.1
	Was a budget adopted and minuted?
	Yes
	Discussed through from November.  Agreed and attached to the minutes. Mtg 16.01.18.Min 199
	

	4.2
	Were the objectives of the reserves identified?
	Yes
	Detailed in the budget, general and nominated. Considerable amounts dedicated to the Bells Project
	

	4.3
	Did the council regularly compare the actual income and expenditure to the budget? As detailed in the financial regulations.
	Yes
	Using the Omega system, all financial reports are generated monthly
	

	4.4
	Are any significant unexplained variances from budget minuted?
	Yes
	
	


5. Payroll   
	Ref
	Test
	Meets requirements?
	Internal Auditor’s comments
	For use by Council

	5.1
	Do all staff have a contract of employment?
	Yes
	4 members of staff. 
	

	5.2
	Do salaries paid agree with those approved by Council?
	Not checked
	Any pay increases be they contractual or cost of living must be approved by Council and notified by letter to staff and kept on file.  Clerk doing 2018/19 letters. Not seen
	

	5.3
	Has the Council registered as an employer with HMRC and have PAYE / NIC been properly dealt with (including year-end procedures)?
	Yes
	Use Mackinson and Co for payroll services. 
TC may need to look at GDPR for secure and compliant services here.
	

	5.4
	Minimum wage paid?
	Yes
	
	

	5.5
	Are Councillor’s allowances and expenses properly authorised & controlled (LARGE COUNCILS)
	n/a
	Chairmans allowance (Mayor) and expenses covered
	

	5.6
	Pension provision – an audit trail
	Yes
	2 staff with LGPS. Other staff notified.
	


6. Year-end procedures   

	Ref
	Test
	Meets requirements?
	Internal Auditor’s comments
	For use by Council

	6.1
	Bank reconciliation:

- (a) Original bank

  statement(s) seen?

- (b) RFO’s   reconciliation?
	Yes
	Done using Omega system. I note due to inexperienced / training of staff, there were a number of anomalies and inaccuracies in 2017.
These have been resolved.
	

	6.2
	Where appropriate, debtors and creditors properly recorded? (LARGE ONLY)
	Yes
	
	

	6.3
	Council as a whole to consider the year-end accounts
	Yes but
	The clerk was away, and the TC clearly struggled to complete the process and paper work accurately for 2017/18 yr. TC need to approve the reports in the correct order and in detail. See **
	

	6.4
	Annual Governance Statement, section 1 of Annual Return, approved by whole council and published on website (mandatory for councils with turnover under £25,000)
	No
	** See notes in Guidance
On looking on the TC website, there seems to be Tetbury TC Annual return quoted?
	

	6.5
	Annual Statement of Accounts, section 2 of Annual Return, approved by whole council 
	Yes
	Some delay. On website.
	

	6.6
	Previous internal audit – action taken where recommended?

Internal Audit page published on website (mandatory for councils with turnover under £25,000)
	No
	No record of this on the website. Looking at the GAPTC report last year, there are some areas needing attention
	

	6.7
	Previous external audit – action taken where recommended?
	No comment
	As the year 2017/18 has not gone to TC I am unable to comment. Please note 6.3 comments
	


7. Other matters

	Ref
	Test
	Meets requirements?
	Internal Auditor’s comments
	For use by Council

	7.1
	Registered with ICO?
	Yes
	Just renewed
	

	7.2
	Is the Council a Managing Trustee
	n/a
	
	


	8
	PROCEDURES
	
	
	

	8.1
	Minutes – declarations of interest
	Yes
	
	

	8.2
	Minutes generally
	Good
	
	

	8.3
	Minutes initialled on each page and final page signed
	Yes
	
	

	8.4
	Compliance with Transparency Code/guidance?
	Yes but
	See comment on 6.6, Not sure if Councillor responsibilities is on the website. Check against Transparency requirements
	

	8.5
	List of members’ interests held?
	Yes
	Clerk has a copy, recently updated. 
	

	8.6
	Were books made up to date?
	Yes
	
	

	8.7
	Agendas signed and displayed 3 clear days’ prior
	No
	The agenda / notice has not been dated, so it’s not clear if there have been 3 clear dates. Neither has the summons been raised for members as required by law. See LGA 1972
See last year’s report also.
	

	8.8
	Summons issued in proper format?
	No
	See above
	

	8.9
	Delegated authority
	yes
	See Standing Orders and Financial Regs
	


	9
	SAMPLING
	Meets requirements?
	Internal Auditor’s comments
	For use by Council

	9.1
	Is income properly recorded and promptly banked?
	Yes
	
	

	9.2
	Audit trail
	
	TC may need to consider their filing system and record keeping
	


** Please see the recent copy of Governance and Accountability for Smaller Authorities. March 2018 for guidance on the ** areas in my report. 

