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Appendix 2(a)

Report No. BRK/13/02 – Final Report issued 18 December 2012

Audit Report on Procurement

Audit Opinion

Unsatisfactory Assurance given

Rationale supporting award of opinion

The audit work indicated that:
 Control processes are generally weak leaving the processes/systems open to significant 

error or abuse.
 Significant non-compliance with basic control processes leaves the processes/systems 

open to error or abuse.
 This opinion results from the five high, four medium and one low priority 

recommendations that have been raised.  We have concerns regarding the lack of clarity 
where responsibility and support functions regarding procurement have been delegated.  
Further concerns are raised around the lack of an up-to-date and comprehensive contract 
register; and a lack of reporting and analysis from the accounts payable system.  
Furthermore, we identified a number of issues with individual contracts in relation to 
adherence to Council Contract Standing Orders (CSOs) and management of contracts.  

 A previous report on procurement was issued in September 2010 (BRK/11/04).  The 
report was given a rating of ‘Adequate Assurance’ raising one high, five medium and one 
low priority recommendation.  Of the seven recommendations, four medium and one low 
priority recommendation remained outstanding at the beginning of this audit.  Two of the 
medium priority recommendations, which remained outstanding, have been replaced with 
high priority recommendations within this audit due to the nature of the recommendation 
(see Recommendations 5 and 9). 

Summary of Findings

Established Policies, Procedures, Laws and Regulations
Part 4B of the Council’s Constitution provides guidance for CSO and Forms for Contracts.  A 
recommendation raised within our previous audit (BRK/11/04) remains outstanding regarding 
review of the Council’s Constitution, specifically relating to contracts under £5k and the number of 
quotes required.  Procurement Lincolnshire also made suggestions regarding review and update 
of the Council’s CSOs, which have not been addressed.    

We note that a Procurement Guidance Notes document, dated 2012/13 has been prepared by 
the Joint Policy and Performance team; this has not been communicated to officers or added to 
the Council’s staff intranet (BIZ).  Furthermore, a number of procurement guides, dated 
December 2007, were available on BIZ with the key contact for procurement listed as the 
Strategic Contracts and Procurement Manager who left the Council in 2010.  



Resource, Roles and Responsibilities
Since the previous audit (BRK/11/04) we have experienced difficulties in establishing who has 
responsibility for procurement within the Council, and note a number of the recommendations 
from the previous audit remained outstanding.  Responsibility for signposting Council officers to 
the requisite procurement knowledge/guidance has fallen to the Joint Policy and Performance 
team, although this has not been officially delegated or reflected in job descriptions for all officers 
within the Joint Policy and Performance Team.  Public sector procurement knowledge and 
experience within the Joint Policy and Performance team is limited, although the Performance 
Officer has private sector buying experience.  We were informed that the Council is in the process 
of drafting an agreement with Procurement Lincolnshire, through the shared management 
arrangement; to gain access to qualified procurement officers should they be required.

As a result of a recommendation within BRK/11/04, procurement training was provided by 
Procurement Lincolnshire to officers within the Council who are involved in procurement, which 
was undertaken in August 2011.  A number of ‘Key Messages’ were provided to the Assistant 
Director of Finance and S151 Officer as a result of the training, with respect to issues identified 
through the training.  Action has not been taken in respect of addressing the concerns raised by 
Procurement Lincolnshire, including update of the Councils Contract Standing Orders (referred to 
above).

Contracts Register
A recommendation was raised within BRK/11/04 regarding updating the Council’s Contracts 
Register, which remains outstanding.  We were informed that this document would be updated 
and provided to us prior to the commencement of the audit; however, there were errors in the 
register and sections that were incomplete.  Furthermore, audit testing, identified a number of 
incorrect and missing contracts and there was no one owner of the contract register.  As a result, 
the recommendation raised in BRK/11/04 has been replaced with a high priority recommendation 
in this report.
A further recommendation was raised within BRK/11/04, requesting the Council to define what a 
contract is, for inclusion on the Council’s Contracts Register.  This recommendation remains 
outstanding.
The Council does not undertake any analysis to monitor actual spend against the contract 
register.  

Tender and Quotation Rules
Issues were identified in relation to non-adherence with the Council’s quotation rules and 
procedures for the following contracts: 

 Berryman – Collection of Glass Recycling banks.  A recommendation was raised within 
BRK/11/04 relating to this contract.  Due to the continued use of the supplier and failure 
to obtain appropriate authorisation, a high priority recommendation has been raised to 
replace the previous finding/recommendation. 

 Inphase Ltd – Performance Management System.  A single tender exercise was 
undertaken without the appropriate approval.

Although Contract Standing Orders outline requirements for authorisation where a minimum 
numbers of quotes/tenders have not been obtained during the procurement process, the Council 
does not have a waivers procedure or standard way of recording waiver authorisations.  
Furthermore, we identified the two instances where neither waiver authorisations nor the 
minimum number of quotes/tenders had been obtained. 
A number of contracts were identified where either contracts or the procurement records could 
not be located.  These all related to historic contracts, where a value for money exercise should 
be undertaken:

 G4S Technologies Ltd – Building Access Security;



 Gemini Consultants – Mortgage Management;
 Kana Software Ltd – Customer Services System; and
 Neopost Ltd – Franking Machine Leases and credit.

A recommendation was raised in BRK/11/04 in relation to retention of documentation for certain 
contracts and procurement documentation which remains outstanding.
Three contracts reviewed were advertised within the European Journal as the contract value 
exceeded OJEU thresholds.  All exercises had been procured through Eastern Shires Purchasing 
Organisation (ESPO). 
Where contracts could be located it was confirmed that contracts were in writing; specified the 
goods, works or services to be provided; costs; and contained appropriate clauses as defined 
within the Council’s CSOs.

Performance Information
The Council has made the decision not to set performance indicators in relation to procurement, 
as such there were no performance measures subject to testing.

Risk Management
The Council has not identified any risks associated with procurement within the Operational Risk 
Register under the Policy and Performance Team section; and no risks have been identified on 
the Council’s Strategic Risk Register.  
One risk relating to procurement has been identified by ICT in relation to procurement with 
controls documented to reduce the impact and likelihood of the risks.  

The following number of recommendations has been raised:

** Adequacy and effectiveness of controls is not applicable in relation to performance measures 
as the Council does not monitor performance measures with reference to procurement and no 
recommendation has therefore been raised.

Area of Scope
Adequacy 

of 
Controls

Effectiveness 
of Controls

Recommendations 
Raised

High Medium Low
Established 
Policies, 
Procedures, Laws 
and Regulations

Green Amber 0 1 0

Resource, Roles 
and 
Responsibilities

Amber Amber 1 1 1

Contracts Register Red N/A 2 0 0

Tender & Quotation 
Rules Amber Amber 2 1 0

Performance 
Information N/A** N/A** 0 0 0

Adequacy 
and 
Effectiveness 
Assessments 

Risk Management Amber Red 0 1 0
Total 5 4 1



High Priority Recommendations
We have raised five high priority recommendations as a result of this audit.  

Resources, Roles and Responsibilities – Procurement Knowledge (Recommendation 2)

The Council should have available the requisite knowledge and experience for undertaking 
procurement activity.  Recognition of the knowledge held within the Joint Policy and Performance 
Team should be undertaken with gaps identified.  Where arrangements with outside agencies are 
required for procurement activity, documented arrangements should be put in place detailing 
partner liability arrangements.

Contracts Register – General (Recommendation 5)

The Council should maintain a contracts register to provide central oversight over the 
procurement process.  The register should be subject to periodic central review, to confirm that 
relevant contracts are held and that the correct procurement rules are being adhered to.

The contract register should include as a minimum:

o Details of all contracts held;

o Responsible officers;

o Contract start/expiry dates;

o Contract values; and

o Procurement processes followed.

The Council should make an assessment as to any additional information it could consider, 
including to meet its central assurance needs.

Contracts Register – Purchase Ledger Analysis (Recommendation 6)
Monitoring and reporting of data from the purchase ledger should be undertaken on a regular 
basis. 
In particular, a review of aggregate supplier spending (cumulative total of >£5k), should be 
undertaken to determine whether correct procurement procedures have been applied.  This 
should include the use of waivers where required (see recommendation 7) and comparison with 
the contracts register (see recommendation 5).
Such an exercise should be undertaken centrally on a periodic basis going forward.
Instances of non-compliance with CSOs should be reported to senior management and recurring 
issues identified to inform staff training.

Tender and Quotation Rules – Contractual Arrangements (Recommendation 8)

The Council should review the current arrangements in place with the following suppliers and 
undertake new purchasing processes, in line with CSOs:

 G4S Technologies Limited

 Gemini Consultants

 Kana Software Limited

 Neopost Limited



Tender and Quotation Rules – Glass Bottle Bank Collections Contract (Recommendation 9)
Existing arrangement in respect of the glass bank collections provided by Berryman should be 
reviewed to ensure compliance with the Council's Contract Standing Orders.  Once completed 
this contract should be included within the Council's Contract Register.

Management Responses

Management have accepted all recommendations raised.



Appendix 2(b)
Report No. BRK/13/03 – Final Report issued 16 November 2012

Audit Report on Asset Management

Audit Opinion

Adequate Assurance given with an improvement in the direction of travel indicator

Rationale supporting award of opinion
The audit work carried out by Internal Audit indicated that:

 While there is a basically sound system of internal control, there are weaknesses, which 
put some of the client’s objectives at risk.

 There is evidence that the level of non-compliance with some of the control processes 
may put some of the client’s objectives at risk.

 This opinion is based on having raised one medium priority recommendation with regards 
the utilisation of the asset management system, Estateman, to facilitate regular and 
consistent reviews of lease renewals.  In addition, the opinion is supported by the fact 
that the Council has not formally documented and approved a clear Strategy/Asset 
Management plan since the previous review (BRK/11/06) where a high priority 
recommendation was raised regarding this issue.  We note that since the previous 
review, a CIPFA Health Check has resulted in the Council re-drafting its Corporate Asset 
Management Strategy and associated plans.  

 A previous report on Asset Management was issued in October 2010 (BRK1106).  The 
report was awarded ‘Limited Assurance’ having raised two high, five medium and three 
low priority recommendations raised, hence the travel of indicator has improved since the 
previous review.  

Summary of Findings

Property Management
In August 2010, CIPFA issued a Health Check report of Asset Management.  The report 
recommended that the Council restructure its governance arrangements for Asset Management 
and produce an overarching Corporate Asset Management Strategy which, based on the Council 
property portfolio, be supported by an Investment Asset Management Plan and a Surplus Asset 
Management Plan.  The Council has drafted a Corporate Asset Management Strategy 2012-20, 
although it is yet to formally be approved by the Council.  It was delayed following the revision to 
the Corporate Plan and limited resource availability.  
The Investment Asset Management Plan is scheduled to be drafted in quarter four (2012/13), with 
the Surplus Asset Management Plan due for completion thereafter.  
A high priority recommendation was raised in the previous audit of Asset Management 
(BRK/11/06), issued 13th October 2010, relating to approval of the former Asset Management 
Plan.  This remains outstanding and will continue to do so until completion and formal approval of 
the Corporate Asset Management Strategy, the Investment Asset Management Plan and the 
Surplus Asset Management Plan.  
Officer priorities and duties have been outlined in the Asset Management Service Plan and will be 
supplemented through the Corporate Asset Management Strategy, as well as being monitored 
and assessed through local performance indicators.
The Council’s Standing Orders set down guidance and protocols that must be followed for 
acquisitions and disposals.  Acquisitions and disposals are appraised both financially and non-



financially, and authorised in line with the Council’s Standing Orders and local procedures 
detailed within the draft Corporate Asset Management Strategy.
Issues have been identified with undertaking lease renewals due to the accuracy of reports from 
Estateman, the Council’s Commercial Property and Asset Management database and the 
absence of effective audit trails over the review and verification arrangements.
Vacant commercial properties are publicised on the Council’s website and the commercial letting 
website, EG Property and other publications such as the Eastern Daily Press, Evening News and 
local advertisers.
Deposits of half the annual rent (up to a maximum of £10k) are required prior to commencement 
of a new occupancy, which is promptly repaid when premises have been vacated; subject to an 
inspection verifying the satisfactory condition of the premises, including where applicable, 
additional works carried out in line with the schedule of dilapidations.  Any deductions for 
additional works to be carried out or overdue rent payments are then deducted, before remaining 
deposit sums are returned to the tenant.
Rent free periods can be granted as an inducement to occupy vacant/difficult to let properties in 
line with a documented procedure. 
Rental arrears are pursued in line with documented procedures.  Details of debt recovery action 
are noted on the monthly aged debt report.  A summary report for debts over 90 days is reviewed 
by the Head of Asset Management on a monthly basis.  As at 3rd September 2012 the total 
outstanding debt +90 days (excluding Barnham Broom) was £453, or 0.2% of outstanding debt. 
The Council’s Commercial Property and Asset Management database ‘Estateman’ is reconciled 
to the Council’s asset register in Integra on an annual basis due to limited activity; i.e. acquisitions 
/ disposals. 
Original and copy title deeds/leases are securely held, with restricted access. 
Service charges are calculated and included within the monthly rental payments.  Year end 
reconciliations are undertaken to verify that correct service charges have been paid with either a 
credit or additional charge being added to the tenant’s account. 
The Council allocates £100k per annum to fund maintenance projects, which is used on a 
reactive basis.  Condition surveys have been completed and compiled by the Council, which has 
formed a planned maintenance programme to be included within the Investment Asset 
Management Plan which will enable a proactive methodology of allocating the maintenance 
budget from 2012/13.  This has identified a need for £1.08m to maintain commercial properties to 
a desired standard, the timescales for allocating this funding are still to be decided through the 
Capital budget setting process.  Proposals have been made regarding increasing the capital 
budget for 2013/14 to accommodate these costs. 
The Council complies with its health and safety requirements in respect of empty properties and 
maintains the health and safety standards within the communal areas and vacant space at the 
Breckland Business Centres (Thetford and Dereham) and the Ecotech Business units 
(Swaffham).  Upon re-leasing other properties, electrical certificates and, where appropriate, gas 
and asbestos surveys, are undertaken and provided to the in-going tenant, who becomes 
responsible for health and safety standards during their lease period.  These are provided in a 
handover pack when they sign a New Tenant Occupation Form.  
Commercial properties are insured under the Council’s insurance policy with Zurich Municipal.  
Details of commercial properties are reviewed to confirm Council ownership by the Asset 
Management Team before annual renewal documents are provided to the insurer.  The current 
insurance policy runs from 31st April 2012 to 1st May 2013. 
Property Valuation
The Council has established a four year rolling revaluation programme which was introduced for 
the 2010/11 revaluations, this is within the CIPFA requirements of once every five years.  
Revaluations for 2011/12 were undertaken in December 2011 as at 1st September 2011, in time 
for year-end reporting in April 2012.  The District Valuer provides a report and a schedule of 
valuations for each property.  



Building Services
Maintenance for non-operational (roads, footpaths and hard surfaced areas including car parks) 
assets was transferred back to the Council from Serco with effect from 1st April 2012.  In 
September 2011, the Council looked to identify all non-operational assets in preparation for the 
transfer of maintenance responsibility of assets.  This was undertaken by utilisation of the 
Breckview system and review of historic land records held by the Council.  
Maintenance of non-operational assets is undertaken on a reactive basis, triggered through either 
the planned inspection programme or a complaint from a member of the public.  The budget for 
non-operational assets is set as part of the annual budget setting process.  Where there is a 
health and safety concern, the Council will undertake works to avoid litigation.  
A working protocol has been established with Capita (the Council’s Planning service providers), 
to include Asset Management within the consultation phase of large planning applications where 
a section 106 planning agreement may result in the Council acquiring additional assets.  
Performance Information
Performance is monitored on a quarterly basis through a series of local performance indicators 
via the Council’s performance management system, Performance Plus.  A weekly snap shot of 
Asset Management performance is reported to senior management and the Portfolio Holder.  
Evidence was maintained to support performance being reported.
Risk Management
Risks have been identified by the Council in relation to Asset Management and have been 
included within both operational and strategic Risk Registers.  Risks are reviewed on a quarterly 
basis contact risk owners, with mitigation actions documented where existing controls are 
insufficient to reduce the impact and likelihood scoring of risks, to a level, which is in line with the 
Council’s risk appetite.

The following number of recommendations has been raised:

High Priority Recommendations

No high priority recommendations have been raised as a result of this audit

Management Responses

Management have accepted the recommendation raised.

Area of Scope
Adequacy 

of 
Controls

Effectiveness 
of Controls

Recommendations 
Raised

High Medium Low
Property 
Management

Green Amber 0 1 0

Property Valuation Green Green 0 0 0

Building Services Green Green 0 0 0

Performance 
Information 

Green Green 0 0 0

Adequacy 
and 
Effectiveness 
Assessments 

Risk Management Green Green 0 0 0
Total 0 1 0



Appendix 2(c)

Report No. BRK/13/04 – Final Report issued 25 January 2013

Audit Report on Payroll and Human Resources

Audit Opinion

Adequate Assurance given

Rationale supporting award of opinion

The audit work carried out by Internal Audit indicated that:
 While there is a basically sound system of internal control, there are weaknesses, which 

put some of the client’s objectives at risk.
 There is evidence that the level of non-compliance with some of the control processes 

may put some of the client’s objectives at risk.
 This opinion results from the fact that four medium and one low priority recommendations 

have been raised.  
 Weaknesses have been identified with:

o the absence of supporting documentation for new starters, leavers and 
amendments to pay,

o confirmation of new starters’ identification,

o confirmation of appraisals,

o confirmation / review of driver’s documents who use their vehicles whilst on 
official Council business and, 

o performance reporting. 
 A previous report on Payroll and HR (BRK/11/11) was issued in April 2011 and was 

awarded Adequate Assurance.   Hence the direction of travel indicator remains unchanged.  

Summary of Findings

Policies, Procedures and Legislative Requirements
HMRC requirements in relation to the completion of 2011/12 Employer Annual Returns (P14 and 
P35), Employee Expenses (P11D) and issuing of P60s, had been undertaken in accordance with 
defined timeframes.  The Constitution - part 4 provides protocols in relation to the Council’s 
Financial Regulations and Standing Orders.  Policies and procedures are available on the intranet 
and are subject to a programme of review that commenced in November 2012.  We confirmed as 
part of this programme that three policies had been reviewed at the time of reporting. 

Starters, Leavers, Deductions and Changes to Payroll Records
In some, but not all, cases tested documentation in support of starters, leavers and amendments 
to pay was found to be incomplete; lacking evidence of authorisation or missing in part.  Despite 
this, there was evidence to confirm that starters, leavers, deductions and amendments to pay had 
been accurately and promptly initiated.
Segregation of duties between responsibilities of HR and Payroll was confirmed. 



Payments and Financial Records
Payroll records are promptly prepared, independently checked and updated.  BACS payments 
are authorised and checked for accurate processing.  
Exception and error reports are produced and promptly reviewed.  Management information both 
within Finance and to budget managers is produced and subject to review. 

Monthly reconciliations between the payroll system and general ledger are completed.  
Reconciliations are completed by staff within Financial Services who are independent of the 
payroll administration process. 
Establishment checks are carried each month with line managers, confirming the accuracy of 
their establishment and associated costs. 
Human Resources
Policies, procedures and establishment controls exist as stated above. 
Verification checks are undertaken on employees prior to commencement of employment, 
including their right to work in the UK, proof of qualifications and Criminal Records Bureau (CRB) 
checks, where applicable.  However, not all copies of supporting documentation had been date 
stamped and signed by HR staff to confirm the original documentation had been seen as part of 
the verification process. 
CRB checks are regularly monitored; in particular new checks are requested within three months 
of expiration of existing cover.   
The Council operates twice yearly appraisals to monitor the performance of all staff in post.  The 
previous cycle ended in April 2012, covering the period 2011/12, while the next cycle was 
scheduled to end November 2012; this was subsequent to our fieldwork so was not included in 
our audit.  For appraisals relating to 2011/12, we could not locate copies of appraisal forms in all 
cases we tested, although noted that from the classification awarded on the monitoring spread 
sheet, the outcomes had been recorded on the payroll system. 
Sickness absence monitoring
A Sickness Absence Policy is in place that details the steps taken in the event of sickness 
absence, including short and long term absences.
Return to work interviews, following periods of absence through ill health, are carried out and 
documented, although supporting documentary evidence for the interviews was not on file for all 
cases tested. 
Long term and regular sickness absence is monitored and investigated, with actions taken as 
required by the Sickness Absence Policy.  Levels of sickness absence are reported to 
management.
Officers’ Expenses
HM Revenue and Customs (HMRC) rules regarding the VAT on mileage claims are adhered to, 
with the submission of VAT receipts to support mileage claims. 
Expense claims are promptly submitted and checked to prevent duplication and are authorised 
and promptly processed.  Entitlement is periodically reviewed to confirm that staff remain eligible 
to receive car user allowance. 
Driver’s documents are checked annually to confirm they are valid and up to date.     
Performance Information
There are nine performance indicators relating to areas within HR; progress for which is reported 
on the Council’s performance system (P+) and to Cabinet.  Supporting data is extracted from the 
HR/payroll system (SAP).  However, we noted that outcomes had not been recorded in all cases.  
Risk Management
The Governance and Performance Monitoring Risk Report is updated quarterly and submitted to 
the Audit Committee, with the most recent reported to the Audit Committee on 23rd November 
2012.  This included updates on the three risks relating specifically to HR.  



The following number of recommendations has been raised:

* - Relates to recommendation 1 for starters and leavers where documentary evidence could not 
be located. The recommendation affects both areas.

High Priority Recommendations

No high priority recommendations have been raised as a result of this audit

Management Responses

Management have accepted the recommendations raised.
 

Area of Scope
Adequacy 

of 
Controls

Effectiveness 
of Controls

Recommendations 
Raised

High Medium Low
Policies, 
Procedures and 
Legislative 
Requirements

Green Green 0 0 0

Starters and 
Leavers

Green Amber 0 1 0

Deductions and 
Changes to Payroll 
Records

Green Amber(*) 0 0 0

Payments and 
Financial Records

Green Green 0 0 0

Human Resources Green Amber 0 2 0

Sickness absence 
monitoring

Green Amber 0 1 0

Officers Expenses Green Green 0 0 0

Performance 
Information

Amber Amber 0 0 1

Adequacy 
and 
Effectiveness 
Assessments 

Risk Management Green Green 0 0 0
Total 0 4 1


