
APPENDIX B – AUDIT REPORT EXECUTIVE SUMMARIES 

 
Audit Scope 
 
The scope of the audit covered the effectiveness and efficiency of controls operating around: 
 

 Policies and Strategies; 
 Record Management of Affordable Housing Options; and 
 s.106 Planning Agreements. 

 
Assurance Opinion  
 

Unsatisfactory 
Assurance 

Limited Assurance Adequate Assurance Good Assurance 

 
 

   

 
Rationale supporting the award of the opinion 
 
The systems and processes of internal control are, overall, deemed limited in managing the risks associated 
with Policies and Strategies, Record Management of Affordable Housing Options and S.106 Planning 
Agreements.  This opinion is based on having raised three high and one medium priority recommendations.  A 
direction of travel indicator has not been stated since the specific areas included in this review have not been 
subject to previous scrutiny by Deloitte/Mazars.  
 
The high priority recommendations relate to the need to gain formal endorsement for the guidelines used to 
determine eligibility for shared equity housing and agree to its use going forward, to maintain a consolidated 
record of all affordable housing schemes currently in place and for going forward and to record more 
accurately and in greater detail decisions on eligibility for affordable housing in respect of shared equity 
schemes. 
 
The medium priority recommendation relates to the need to update the Affordable Housing Policy, including 
reflecting changes to schemes currently operated by the Council 
 
Positive Findings 
 
We found that the Council has demonstrated the following areas where sound controls are in place and 
operating consistently: 
 

 Affordable housing requirements in relation to schemes based on shared equity arrangements are 
clearly defined in the s.106 Planning Agreements; and 

 Affordable housing assessments have been made in a consistent, reasonable and equitable basis. 
 
Control weaknesses to be addressed 
 
During our work we have identified the following area where processes in respect of affordable housing would 
benefit from being strengthened, and as a result, three high priority recommendations have been made, in 
particular; 
  

 Guidelines currently in place for assessing eligibility for affordable housing, including shared equity 
housing, should be updated and endorsed by management and/or committee in accordance with the 
Council’s levels of delegated authority.  This should include details of how borderline cases are to be 
resolved and any other additional issues such as access to mortgages may be considered in the 
decision making process. Since arrangements for determining eligibility of those applying for shared 
equity have not been agreed, there is a risk that decisions made on the basis of those arrangements 
could be challenged and result in legal action being taken against the Council.  This could also result 
in the Council incurring significant legal costs and cause reputational damage.  

  



 A consolidated record of all affordable housing schemes should be produced and maintained 
thereafter. There is a risk that the Council will be unable to keep track of its obligations and ensure 
that agreed s.106 Planning Agreement arrangements are implemented by other parties if consolidated 
records are not kept. 

 
 Documentation of decisions made should be recorded in greater detail and accuracy, for each 

assessment the result against the two criteria should be clearly shown as well as the source for each 
figure in the calculations and a clear statement of the judgement made. Where supporting 
documentation is missing or is not correctly used, there is a risk that decisions on shared equity are 
flawed and therefore open to challenge, particularly if persons, who are not actually eligible, are 
approved before others that are eligible. 

 
During our work we have identified the following areas where processes in respect of affordable housing 
would benefit from being strengthened, and as a result, one medium priority recommendation has been made, 
in particular: 
 

 The Affordable Housing Policy should be reviewed and updated to include changes to Affordable 
Housing schemes as well as other updates required.  If policies and procedures are not updated in 
line with developments, there is risk that decisions over affordable housing are not made in line with 
current developments nor in line with the Council’s wishes.   

 
Summary of the adequacy and effectiveness of controls 
 

 
High Priority Recommendations 
 
Three high priority recommendations have been raised as a result of this audit as follows: 
 
Maintenance of Affordable Housing Allocation Records 
 
Recommendation - A consolidated record of all affordable housing schemes should be produced and 
maintained thereafter. 
 
Management Response – Agreed – 31 August 2015 - Planning Manager. 
 
Documentation of Decisions Made 
 
Recommendation - Documentation of decisions made should be recorded in greater detail and accuracy. 
Each scheme should be recorded on a separate spreadsheet with a tab for each decision. For each 
assessment the result against the two criteria should be clearly shown as well as the source for each figure in 
the calculations and a clear statement of the judgement made. 
 
Management Response – Agreed – 29 May 2015 - Housing Enabling Officer 
 

Adequacy and 
Effectiveness 
Assessments  
 

Area of 
Scope 

Adequacy 
of 

Controls

Effectiveness 
of Controls 

Recommendations Raised 

   High Medium Low
Policies and 
Strategies 

Green Amber - 1 - 

Record 
Management 
of Affordable 
Housing 
Options 

Green Amber 1 - - 

S106 Planning 
Agreements 

Amber Amber 2 - - 

Total 
 

3 1 0 



Approval of Arrangements 
 
Recommendation - Guidelines currently in place for assessing eligibility for affordable housing, including 
shared equity housing, should be updated and endorsed by management and/or committee in accordance 
with the Council’s levels of delegated authority. This should include details of how borderline cases are to be 
resolved and any other additional issues such as access to mortgages may be considered in the decision 
making process.   
 
Management Response – Agreed – 29 May 2015 - Deputy Planning Manager 
 
Management Responses 
 
Management have accepted the recommendation raised. 
 
 



Appendix 2(b) 
 
Report No. BRK/15/06 – Final Report issued 30 January 2015 
 
Audit Report on Creditors 
 
Audit Scope 
 
The scope of the audit covered the following areas of Creditors to help confirm that the control environment is 
operating effectively and efficiently: 
 

 Policy, Procedure and Systems (Related to the associated areas detailed below); 
 Ordering;  
 Creditors; and 
 Corporate Procurement Cards (P-Cards) 

 
As part of this review, we have also used Computer Assisted Audit Techniques (CAATs). These specialised 
techniques enabled us to efficiently test certain aspects of the ordering and payments process, not already 
covered by controls testing.  Specifically, we used IDEA software to interrogate the payments system for 
duplicate payments and to establish the validity of payments where a purchase order had not been raised.  
We also investigated payments to consultants to confirm compliance with HMRC requirements for the use of 
self-employed consultants, contractors and casual workers. 
 
Assurance Opinion  
 

Unsatisfactory 
Assurance 

Limited Assurance Adequate Assurance Good Assurance 

 
 

   

 
Rationale supporting the award of the opinion 
 
The systems and processes of internal control are, overall, deemed Good in managing the risks associated 
with Creditors, in particular; - Electronic Ordering, Payments and Corporate Procurement Cards (P-Cards) that 
fall within the scope of this audit, hence the direction of travel shows an improvement since the previous 
review.   
 
The opinion has been derived as a result of one low priority recommendation being raised upon conclusion of 
our review.   
 
No issues were found as a consequence of our IDEA testing on duplicate payments, payments without a 
purchase order or any non compliances with HMRC requirements for the engagement of self employed 
consultants / casual workers.    
  
Positive Findings 
 
We found that the Council has demonstrated the following areas where sound controls are in place and 
operating consistently: 
 

 The Council complies with HMRC requirements for engaging self employed consultants / casual 
employees; 

 The electronic purchasing order system is being fully utilised following good practice and enhancing 
the control process over ordering arrangements;  

 Authorised purchase orders are only raised where there is an available budget provision; 
 Checks are applied to prevent duplicate payments to suppliers with no duplicates noted in the use of 

IDEA testing;  
 BACS payments are checked for accuracy and independently authorised;  
 The creditor control account is reconciled to the general ledger system which is subject to 

independent verification;  



 Procurement cards are securely held with restricted access and supported with up to date guidance 
on their usage; and 

 Online purchases via P-Cards are only made via secure sites and for approved purposes and 
supported by receipts with all receipts independently checked prior to payment of the card. 

 
Control weaknesses to be addressed 
 
During our work we have identified one area where further enhancements could be made; in particular, 
performing period and independent checking of user access rights to the electronic ordering and payments 
system. 
 
Summary of the adequacy and effectiveness of controls 
 

 
High Priority Recommendations 
 
No high priority recommendations have been raised as a result of this audit 
 
Management Responses 
 
Management have accepted the recommendation raised. 
 
 
 
 
 

Adequacy and 
Effectiveness 
Assessments  
 

Area of 
Scope 

Adequacy 
of 

Controls 

Effectiveness 
of Controls 

Recommendations Raised 

   High Medium Low 
Policy, 
procedures 
and systems  

Amber Amber 0 0 1 

Ordering Green Green 0 0 0 
Creditors  Green Green 0 0 0 
Corporate 
Procurement 
Cards (P-
Cards) 
 

Green Green 0 0 0 

Total 
 

0 0 1 



Appendix 2(c) 
 
Report No. BRK/15/07 – Final Report issued 28 January 2015 
 
Audit Report on Procurement 
 
Audit Scope 
 
The scope of the audit covered the effectiveness and efficiency of controls operating around: 
 

 Established policies, procedures, laws and regulation: and  
 Blue Form procedures for making Executive decisions. 

 
The scope has been tailored to focus on the aforementioned areas due to the current work in progress in 
relation to Procurement Strategy and process at the Council. 
 
Assurance Opinion  
 

Unsatisfactory 
Assurance 

Limited Assurance Adequate Assurance Good Assurance 

 
 

   

 
Rationale supporting the award of the opinion 
 
The systems and processes of internal control are, overall, deemed Good in managing the risks associated 
with the, the arrangements for making delegated executive decisions using the Blue Form process.    
 
This opinion is based on having raised one low priority recommendation with regard to updating the 
Constitution to be more explicit over the use of the ‘Blue Form’ when making executive delegated decisions in 
the procurement process.  
 
Positive Findings 
 
We found that the Council has demonstrated the following areas where sound controls are in place and 
operating consistently: 
 

 Decisions using the ‘Blue form’ are subject to a valid business case; and 
 

 Executive decisions are published on the Council’s website, including those for contract to provide 
goods and/or services with a value that exceeds £5,000, thus complying with the DCLG’s Local 
Government Transparency Code and are subject to five day call in for scrutiny of the decisions made.     

 
Control weaknesses to be addressed 
 
During our work we have identified the following area where we believe that further enhancements could be 
made, in particular, to update the Council’s Constitution with regard the future use of the delegated decision 
process using the Blue Form, by restricting the types of expenditure and reviewing the upper financial 
thresholds up to which it could be used for and updating the list of delegated officers with authority to sign in 
the decision making process.  



Summary of the adequacy and effectiveness of controls 
 

 
High Priority Recommendations 
 
No high priority recommendations have been raised as a result of this audit 
 
Management Responses 
 
Management have accepted the recommendation raised. 
 
 
 

Adequacy and 
Effectiveness 
Assessments  
 

Area of 
Scope 

Adequacy 
of 

Controls 

Effectiveness 
of Controls 

Recommendations Raised 

   High Medium Low 
Established 
policies, 
procedures, 
laws and 
regulation  

Green Green 0 0 0 

Blue Form 
procedures for 
making 
Executive 
decisions 

Green Amber 0 0 1 

Total 
 

0 0 1 



Appendix 2(d) 
 
Report No. BRK/15/08 – Final Report issued 13 February 2015 
 
Audit Report on ARP Governance Arrangements 
 
Audit Scope 
 
The audit covered the effectiveness and efficiency of controls operating around: 
 

 Governance Provisions – Currently and to permit further expansion of the Partnership in the future; 
 Delivery of Joint Committee and Operational Improvement Board Terms of Reference;  
 Financial reporting provisions; and  
 Systems of Risk Management. 

 
Assurance Opinion  
 

Unsatisfactory 
Assurance 

Limited Assurance Adequate Assurance Good Assurance 

 
 

   

 
Rationale supporting the award of the opinion 
 
The systems and processes of internal control are, overall, deemed good in managing the risks associated 
with the areas of governance that fall within the scope of this audit. This opinion is based on having only 
raised one low priority recommendation, relating to clarity over performance information reported to the Joint 
Committee.   
 
It is worth noting that some progress has been made on the strategic direction of the ARP since the last audit. 
Business cases were made in 2013 for two distinct models of service delivery; Lead Authority or Teckal 
Companies. Both business cases have been on hold, as due diligence process undertaken identified a 
potential issue with pension liabilities that could have a significant financial impact on Breckland DC and other 
partners, should either of the business models be pursued. Actuaries have been commissioned to investigate 
the impact of both models. Further discussions are due to be held by members of the Joint Committee to 
discuss the strategic direction going forward.   
 
Positive Findings 
 
We found that the Council has demonstrated the following areas where sound controls are in place and 
operating consistently: 
 

 Positive steps have been taken to follow up on previous audit recommendations in relation to the ARP 
risk register. Evidence was seen of the risk register being reviewed at least twice per year and 
mechanisms have improved to report back to partnering Councils, in particular, Breckland DC;  

 Sound and stable governance arrangements are in place and operating well, with levels of delegated 
authority clearly defined; 

 A balanced scorecard approach is now taken to record performance, with quarterly reports taken to 
the Joint Committee; 

 Financial provisions are adequate, including setting and monitoring of the ARP budget and 
management of assets;  

 A service plan has been developed in 2014 for 2014/15 which is reported to the Joint Committee; and  
 Arrangements for introducing new partners into the partnership have been deemed to be adequate 

and no issues identified for those new partners joining the ARP. 
 
Control weaknesses to be addressed 
 
During our work we have identified the following area where we believe that the processes / arrangements 
within ARP governance arrangements would benefit from being strengthened, in particular, to provide the 



Joint Committee with more clear and concise evidence when setting annual performance targets to meet the 
objectives included within the service plan. 
 
Summary of the adequacy and effectiveness of controls 
 

 
High Priority Recommendations 
 
No high priority recommendations have been raised as a result of this audit 
 
Management Responses 
 
Management have accepted the recommendation raised. 

Adequacy and 
Effectiveness 
Assessments  
 

Area of 
Scope 

Adequacy 
of 

Controls 

Effectiveness 
of Controls 

Recommendations Raised 

   High Medium Low 
Governance 
Provision 

Green Amber 0 0 1 

Join 
Committee 
and 
Operational 
Improvement 
Board Terms 
of Reference 

Green Green 0 0 0 

Financial 
Reporting 
Provisions 

Green Green 0 0 0 

Systems of 
risk 
management 

Green Green 0 0 0 

Total 
 

0 0 1 



Appendix 2(e) 
 
Report No. BRK/15/10 – Final Report issued 24 March 2015 
 
Audit Report on Work to Support the Annual Governance Statement 
 
Assurance Opinions 
 
Key System Covered in 

2014/15 
Date of 
Review 

Audit Ref. Opinion No. of recs 

Accounts Payable Yes November 
2014 

BRK/15/06 Adequate 2 

Payroll Yes January 2015 BRK/15/11 Adequate 5 
General Ledger No N/A N/A Adequate 0 
Accounts Receivable No N/A N/A Adequate 1* 
Asset Management No N/A N/A Adequate 0 
Cash Income and Receipts No N/A N/A Adequate 0 
Treasury Management No N/A N/A Adequate 0 
Budgetary Control  No N/A N/A Adequate 0 
Assurance Framework No N/A N/A Adequate 1* 
* Denotes additional recommendation made as a result of this audit. 
 
Key Controls Testing 
 
There are a number of key controls within the fundamental financial systems that the Internal Audit 
Consortium Manager requires to be covered by Internal Audit each financial year. 
 
Under the agreed Internal Audit Plan for 2014/15, a number of these material systems have been reported on 
in detail and those key controls have been addressed in each system reviewed. Recommendations have been 
raised in these individual audit reports and the issues identified in this report should be viewed in conjunction 
with those reports. This report provides the top up testing for these material systems, thus ensuring the 
systems are subject to full year testing. 
 
In addition, the controls in the material systems that were not covered as part of the agreed Internal Audit Plan 
for 2014/15 have also been reviewed. 
 
The key areas of Council Tax, National Non-Domestic Rates and Benefits are subject to review by West 
Suffolk Audit and reliance is placed on this work by the Internal Audit Consortium Manager. Therefore the key 
controls for Breckland in these areas are not applicable. 
 
During the Internal Audit review the following key area has been identified where processes/arrangements 
with Accounts Receivable would benefit from being strengthened, and as a result of this finding, one low 
priority recommendation has been made, which will provide enhancements to the current system in relation to 
date stamping all invoice requests upon receipt by the Finance Team. 
 
Assurance Framework 
 
A review of the assurance framework within the Council was also undertaken, this area focused on; the 
structure of the assurance statements, responsibility for completion, evidence retained, the mechanism for 
incorporating information into the Annual Governance Statement (AGS), senior officer and member review of 
the AGS and review and monitoring of subsequent action plans. 
 
During the Internal Audit review the following key area has been identified where processes / arrangements 
within Quarterly Assurance Statements would benefit from being strengthened, and as a result of these 
findings a medium priority recommendation has been made. 
 

 Quarterly Assurance Statements should be promptly signed by all relevant staff with reminders sent 
out until all have been signed.  If the assurance statements are not signed, there is a risk that 
managers are not confirming that they and their staff are complying with all the Council’s policies and 
procedures, including Standing Orders and Financial Regulations in discharging their official duties, 



which could expose the Council to legal challenge and or reputational damage for any non-
compliance. 

 
 
 



Appendix 2(f) 
 
Report No. BRK/15/11 – Final Report issued 11 May 2015 
 
Audit Report on Payroll and Human Resources 
 
Audit Scope 
 
The objective of the audit was to review the systems and controls in place for Payroll and Human Resources 
to ensure that these are operating adequately, effectively and efficiently.  The audit covered the following 
areas: 
 

 Payroll (including; HMRC compliance, payment processing and reconciliations); 
 Human Resources (including staff verification checks, staff appraisals and sickness monitoring); and 
 Officers’ Expenses.  

 
During the year the Council changed payroll providers from SAP to iTrent. For the expense and travel claims 
control testing we were unable to access information from the old SAP system, due to the Council having 
limited access rights. As a result we were unable to test the first three months of the period (April – June) and 
therefore are unable to provide assurance for this period. 
 
Assurance Opinion  
 

Unsatisfactory 
Assurance 

Limited Assurance Adequate Assurance Good Assurance 

 
 

   

 
Rationale supporting the award of the opinion 
 
The overall system of internal control is deemed adequate in managing the risks associated with Payroll and 
Human Resources that fall within the scope of this audit.   
 
The opinion has been derived as a result of four medium priority recommendations agreed with management, 
indicating a stable control environment since the last review. 
 
The medium priority recommendations are in relation to; producing a reconciliation cover sheet to explain the 
differences between the payroll system and the general ledger; developing a policy and common approach for 
DBS checks across the Council; documenting continual assessments and appraisals; and checking drivers 
documents to ensure they are valid and up to date. 
 
Positive Findings 
 
We found that the Council has demonstrated the following areas where sound controls are in place and 
operating consistently: 
 

 Establishment Checks are undertaken on a monthly basis and a report is sent to senior managers, to 
confirm the ongoing accuracy and completeness of information within the payroll system; 

 BACS payments are checked for accuracy and independently authorised; 
 A Sickness Absence Policy is in place and sickness absence is monitored and reported to senior 

management via the Corporate Management Team (MT) report which is distributed on a monthly 
basis; and  

 Documented return to work interviews are carried out following any period of sickness absence and 
details are kept on the employees file. 

 
Control weaknesses to be addressed 
 
During our work we have identified the following areas where we believe that the processes relating to Payroll 
and Human Resources would benefit from being strengthened and, as a result of these findings four medium 
priority recommendations have been made. 



 
Payroll  
 

 The Council should liaise with iTrent to resolve the interface issues in order to facilitate a more 
effective and efficient reconciliation process between the payroll control account and the general 
ledger showing a clear audit trail between the two systems. A cover sheet should also be provided 
signed and dated by the preparer and reviewer. The complex nature of the current reconciliation 
process due to interface issues and lack of clarity over the review process increases the risk of 
discrepancies not being identified and rectified in a timely manner.   

  
Human Resources  
 

 Documented continual assessments and appraisals should be carried out on a regular basis and be 
retained on the employees HR file for future reference.  The appraisal documents should be signed 
and dated by the employee and the appraising manager as evidence of the appraisal taking place and 
the matters discussed.  If these are not carried out, there is risk that some employees will not be 
performing to the required standard or getting the support they require, which could have an impact 
on staff morale and the efficiency and effectiveness of the Council. 

 
 A policy needs to be set in relation to DBS checks across the Council, to ensure a consistent 

approach to the rationale for the checks being undertaken, the frequency of such checks and the 
responsibility for these. Failure to agree a policy could result in incomplete checks and with this brings 
reputational risk to the Council. The ongoing suitability of staff in key roles also needs to be 
ascertained to ensure the Council follows through on its safeguarding requirements. 

 
Officers’ Expenses 
 

 Driver’s documents should be checked on a regular basis and a record kept of who performed the 
check and when. The record could also document when the documents are due to be renewed so that 
future checks could be done based on these dates, as well as random checks. If driver documents are 
not checked on a regular basis, the Council is increasing the risk that drivers may be driving without 
valid or up to date documents, which could potentially result in reputational damage and / or legal 
claims against the Council.   

 
Summary of the adequacy and effectiveness of controls 
 

 
High Priority Recommendations 
 
No high priority recommendations have been raised as a result of this audit 
 
Management Responses 
 
Management have accepted the recommendations raised. 
 
 
  

Adequacy and 
Effectiveness 
Assessments  
 

Area of 
Scope 

Adequacy 
of 

Controls 

Effectiveness 
of Controls 

Recommendations Raised 

   High Medium Low 
Payroll Amber Amber 0 1 0 
Human 
Resources 

Amber Amber 0 2 0 

Officers’ 
Expenses 

Amber Amber 0 1 0 

Total 
 

0 4 0 



Appendix 2(g) 
 
Report No. BRK/15/12 – Final Report issued 11 May 2015 
 
Audit Report on Commercial Asset Management 
 
Audit Scope 
 
The objective of the audit was to review the systems and controls in place within Asset Management and 
Commercial Properties to help confirm that these are operating adequately, effectively and efficiently.  The 
audit will cover; 
 

 Property Management; and  
 Property Valuation 

 
Assurance Opinion  
 

Unsatisfactory 
Assurance 

Limited Assurance Adequate Assurance Good Assurance 

 
 

   

 
Rationale supporting the award of the opinion 
 
While there is a sound system of internal control in place overall, weaknesses were identified in respect of 
documents detailed in the Corporate Asset Management Strategy not being available, a lack of awareness of 
the profitability of individual assets and KPI’s not being reported consistently.  There is also a lack of approval 
for rental of properties below the market value and condition surveys for all the properties are heavily 
weighted in the coming year.  It should also be noted that a high proportion of the property portfolio (60%) 
have expired their agreed lease period. 
 
Positive Findings 
 
Appropriately authorised documentation was held in both files reviewed to support both the purchase and the 
sale of properties 
 
Rent free periods are authorised by the Commercial Property Manager as part of the lease agreement, details 
of any agreement to improve the property as part of the rent free period is held in the property files and 
documentation was held to support the rent free period being provided. 
 
98% of the square footage of the Councils portfolio of properties is currently leased. Details of properties that 
are available are on the Councils website.  Rightmove and various other estate agents and local publications 
are used to market the properties.   
 
Deposits are taken for all new lease agreements (a sample of five new lease agreements was tested) and 
deductions are made from deposits if necessary, in respect of repairs not being carried out or rent owed 
before they are returned. 
 
When a tenant wishes to end a lease agreement they are required to give notice of the vacation date this is 
agreed by the Commercial Property Manager and a date for inspection of the premises is agreed.  A schedule 
of dilapidation is prepared and issued to the tenant for completion.  Prior to the end of the lease period a 
further inspection is completed to ensure all items in the schedule of dilapidation has been completed.  If 
issues remain outstanding these are notified to the Commercial Property Manager who agrees these items 
with the tenant.  A charge for these items is then made on the deposit that the tenant secured on the property.   
 
Reconciliations of the Fixed Asset Management system to Estateman (system used by the Asset 
Management Department) are completed on a six monthly basis.    
 
It should be noted that there is a good system for chasing outstanding debts which is highlighted by the 
current outstanding debt amount being a very low percentage of income.  This does exclude Barnham Broom 



which separate reports are produced for as this is an ongoing the council is in the process of making a 
decision on how to proceed. 
 
Commercial properties are insured with Zurich Municipal and are reviewed on an annual basis by the Systems 
and Finance Officer. Annual invoices are raised to tenants to recharge the insurance cost.  The amount of 
recharge is calculated on a spreadsheet maintained by the Systems and Finance Officer.   
 
FAM has been updated to reflect the property valuation and the reconciliation was received from the Finance 
Officer, it can be confirmed that the total valuations on the DV report and FAM are in agreement.   
 
Charges applied to the Echo Centre at Swaffam and charges applied to industrial units in respect of roofing 
are paid into central funds that are then used when repairs are needed.   
 
Control weaknesses to be addressed 
 
During our work we have identified the following area(s) where we believe that the processes / arrangement 
within Commercial Asset Management would benefit from being strengthened, and as a result of these 
findings four medium priority recommendations have been made. 
 

 KPI’s that are reported at various meetings as part of the Breckland Council Indicator Register are 
produced inconsistently in that the debt figure for Barnham Broom is not included in the commercial 
property arrears percentage report but is included in the income from commercial property and trading 
indicator.  Therefore an accurate representation of the amount of income that is in arrears is not 
given. 

 
 Assets are not evaluated on an individual profitability basis, taking into account the income received 

and any costs that are associated.  This information could be used to help drive the property portfolio 
and to look for opportunities to invest in the community, as per the new corporate plan. 

 
 Leases that are agreed that are below the market value should require approval from either the 

Strategic Property Manager or the Asset and Property Manager as this potentially represents a loss of 
income to the Council. 

 
 A review of the backlog maintenance schedule highlighted that 68 properties were due for a condition 

survey in 2015/16.  It is suggested that these surveys are completed in the current year, with outside 
assistance, and then a risk assessment is completed on the properties and some of the future 
condition surveys are brought forward into earlier years, this will ensure that the same situation 
doesn’t occur in 2020/21 with further cost to the council for outside assistance 

 
During our audit we have also raised one low priority recommendations which will provide enhancements to 
the current system in relation to; two documents referred to in the Corporate Asset Management Strategy 
have yet to be prepared, as part of this work consideration be given to preparing local procedure documents 
for the daily running of the Commercial Asset Portfolio. 
 
A report was provided to audit from the Estateman system that is used to record all the properties that are 
currently being leased.  This report includes the lease expiry date for each lease recorded on the system.  As 
at 09/04/15 (date of the report) 119 of the properties recorded are out of the terms of their lease (manual file 
9) and a further 36 are due for renewal in 2015/16 manual file 14. This amounts to a total of 155 leases that 
are out of date or due to go out of date in the 2015/16.  As a percentage of the total leases available (261) this 
is 60% of the property portfolio.  It is understood that the Commercial Property Manager is initiating the 
process of renewing these leases.  It is the Councils position (understood from the Asset and Property 
Manager) that if a property is out of lease but paying above the market rate the lease is allowed to continue 
without renewal. Whilst no recommendation will be made in this area it should be noted that there is a risk that 
a large proportion of the current portfolio is no longer within date of their current lease and as such now 
receives security of tenure which is specifically excluded from current lease agreements and may give three 
months’ notice to end their agreement without penalty.  
  



 
Summary of the adequacy and effectiveness of controls 
 

 
High Priority Recommendations 
 
No high priority recommendations have been raised as a result of this audit 
 
Management Responses 
 
Management have accepted the recommendation raised. 
 
 
 

 

Adequacy and 
Effectiveness 
Assessments  
 

Area of 
Scope 

Adequacy 
of 

Controls 

Effectiveness 
of Controls 

Recommendations Raised 

   High Medium Low 
Strategy and 
Procedures 

Amber Amber  1 1 

Acquisitions 
and disposals 

Green Green    

Localism Act Green Green    
Lease 
agreements 

Amber Amber  2  

Rent free 
periods 

Green Green    

Unoccupied 
property 

Green Green    

Deposits, 
obtained and 
returned, and 
end of tenancy 
inspections 

Green Green    

Reconciliation 
of Property 
Asset Register 

Green Green    

Outstanding 
debt 

Green Green    

Maintenance 
and service 
charges 

Green Green    

Maintenance 
log 

Green Amber  1  

Insurance of 
properties 

Green Green    

Valuation of 
portfolio 

Green Green    

Total 
 

0 4 1 



Appendix 2(h) 
 
Report No. BRK/15/16 – Final Report issued 30 March 2015 
 
Audit Report on iTrent Application 
 
Audit Scope 
 
The audit looked at the following aspects of the Application:  

 Access Controls; 
 Data Processing; 
 Management Trails;  
 Backup and Recovery; and 
 Support Arrangements and Change Controls. 

 
Assurance Opinion  
 

Unsatisfactory 
Assurance 

Limited Assurance Adequate Assurance Good Assurance 

 
 

   

 
Rationale supporting the award of the opinion 
 
The systems and processes of internal control are, overall, deemed adequate in managing the risks 
associated with the management of the iTrent application.  This opinion is based on having raised two 
medium and two low priority recommendations.  A direction of travel indicator has not been stated as this area 
has not been subject to previous scrutiny by Mazars PSIA. 
 
Positive Findings 
 
We found that the Council has demonstrated the following points of good practice as identified in this review: 
 

 There is adequate access controls in place using roles that users are added to; 
 The application has adequate password controls with the exception of a minor housekeeping 

recommendation; 
 Access to the Business Objects reporting tool that has been supplied as part of the iTrent service is 

adequately controlled; and 
 The external hosting provider demonstrably and actively supports the application, including the 

provision of Disaster Recovery Support. 
 
Control weaknesses to be addressed 
 
During our work we have identified the following area(s) where we believe that the processes / arrangements 
concerning the management of iTrent would benefit from being strengthened, and as a result of these findings 
two medium priority recommendations have been made: 
 

 The Council should implement appropriate audit trail reporting to replace the equivalent reporting that 
was available in the legacy SAP application.  The lack of suitable audit trail reporting increases the 
risk of inappropriate activity going undetected. 

 The Council should ensure that appropriate change control processes are implemented to manage all 
application upgrades before they are used in the live environment.  Weak change control increases 
the risk of application performance issues not being captured and resolved in a timely manner. 

 
During our audit we have also raised two low priority recommendations which will provide enhancements to 
the current system in relation to the management of the iTrent application. 
 
Summary of the adequacy and effectiveness of controls 
 



 
High Priority Recommendations 
 
No high priority recommendations have been raised as a result of this audit 
 
Management Responses 
 
Management have accepted the recommendations raised. 

Adequacy and 
Effectiveness 
Assessments  
 

Area of 
Scope 

Adequacy 
of 

Controls 

Effectiveness 
of Controls 

Recommendations Raised 

   High Medium Low 
Access 
Controls 

Amber Amber 0 0 1 

Data 
Processing 

Green Green 0 0 0 

Management 
Trails 

Amber Amber 0 1 0 

Backup & 
Recovery 

Amber Amber 0 0 1 

Support 
Arrangements 
& Change 
Controls 

Amber Amber 0 1 0 

Total 
 

0 2 2 



Assurance work carried out by West Suffolk Internal Audit Section on behalf of Breckland Council 
 

Appendix 2(i) 
Audit report on Housing and Council Tax benefit. Final issued 23 March 2015 
 
Scope: To review and test the systems for the administration and payment of housing benefit and council tax reduction, to ensure that legislation is adhered 
to, adequate arrangements are in place for the recovery of overpayments, appeals are assessed in a timely manner and the controls accounts are regularly 
reviewed. 
 
Overall Opinion: Substantial Assurance 
 
2014/15 has seen a number of changes within ARP structure, resources and the addition of a new partner (Fenland District Council). It is encouraging to see 
that these changes have not had a detrimental effect on the day to day operation of the Housing Benefits function, however, recommendations to further 
improve controls are included within this report. 
 
Further changes will be occurring with the introduction of Universal Credit and the transfer of welfare benefit fraud to the Single Fraud Investigation Service 
in 2015 and it would be hoped that the high standard of operation is maintained and controls are not affected by this in the future. 

SUBJECT AREA & SYSTEM CONTROL OBJECTIVES OPINION RISK ARISING FROM KEY FINDINGS 

Longstanding Overpayments 
Overpayments are accurately recorded in a timely manner and appropriate action is 
taken to recover overpayments. Compliance with the authorities write off 
procedures. 

Limited 
Assurance 

2 high risk findings 
1 medium risk finding 
1 low risk observation 

Current Overpayments 
Overpayments are accurately recorded in a timely manner, adequate records of 
overpayments are maintained so that debts are actively pursued and debt 
monitoring is effective.  
The method of recovery of overpayments is appropriate. 

Substantial 
Assurance 

1 medium risk finding 

Social Sector Landlords 
Applications are adequately assessed and benefit has been correctly awarded. 
 

Substantial 
Assurance 

2 low risk findings 



Landlord Payments 
Adequate safeguarding assessments have been undertaken for payments which 
are being made directly to the landlord or that the claimant has specifically 
requested for payments to be made directly to the landlord. 

Substantial 
Assurance 

2 medium risk findings  
1 low risk observation 

Self Employed 
Income has been correctly assessed on the allowable expenditure and income to 
enable the correct housing benefit award to be given. 

Substantial 
Assurance 

1 medium risk finding 

Control Account Reconciliation 
Key Control: Reconciliations of the benefits system and the general ledger are 
accurate and take place on a timely basis. 

Substantial 
Assurance 

3 medium risk findings 

Council Tax Reduction to Council Tax Paid Reconciliation 
Key Control: Reconciliations of the benefits system and the council tax system are 
accurate and take place on a timely basis. 

Substantial 
Assurance 

1 medium risk finding 

Overpayments Suspense Account 
Transfers are not made for personal gain and funds are not misappropriated. Items 
in suspense are being addressed appropriately and in a timely manner. 

Substantial 
Assurance 

2 medium risk findings 

Parameter Input 
Key Control: Parameters have been updated correctly and independently checked. 

Full Assurance No findings 

Benefit Cap 
Accounts are updated in a timely manner from the information provided by the DWP 
and that the benefit cap is implemented where necessary. 

Full Assurance 

 
 
No findings 

Rental Values 
Appropriate documentation is evidenced and retained in relation to rent, to ensure 
that landlords are bona fide and housing benefits claims are supported. 

Full Assurance 1 low risk finding 

Local Housing Allowance 
Claims are correctly processed and awarded in line with the LHA rates. 

Full Assurance 
 
No findings 



 

  

Discretionary Housing & Exceptional Hardship Payments 
Awards are appropriately made. Full Assurance 

 
1 observation 

Council Tax Reduction Scheme 
To ensure that awards are appropriate. 

Full Assurance 
 
No findings 

Backdating 
Policies on backdating benefit are being adhered to and good cause is given for the 
backdate. 

Full Assurance 

 
1 low risk observation 

Appeals 
The procedure complies with guidance / legislation and is being correctly applied. 

Full Assurance 
 
No findings 

Interventions & Frauds 
Referrals are assessed in a timely manner, visits are completed in a reasonable 
time frame and suspected fraud cases are appropriately handled. 

Full Assurance 

 
No findings 

Performance Indicators 
Performance is monitored, compared with other authorities and poor performance is 
investigated and appropriate action taken. 

Full Assurance 

 
No findings 

Processing Verification 
Key Control: Random sampling of benefits processing takes place and errors are 
addressed. 

Full Assurance 

 
No findings 

Integrity Reports 
Procedures are in place to identify errors and exceptions to enable appropriate 
adequate corrective action to be taken on a timely basis. 

Full Assurance 

 
No findings 

BACS Transmission 
Transmissions are correctly authorised. Rejected and recalled payments are 
actioned in a timely manner and failed payments to claimants are quickly rectified. 

Full Assurance 

 
 
No findings 



Appendix 2(j) 
 
Audit report on Council Tax  Final issued 23 March 2015 
 
Scope: To review and test systems for the collection of Council Tax ensuring that legislation is adhered to, exemptions and reliefs are correctly 
administered, refunds are appropriate, debt recovery is taking place, and to review the reconciliation of the Council Tax system to the general ledgers. 
 
Overall Opinion: Substantial Assurance 
 
2014/15 has seen a number of changes within ARP structure, resources and the addition of a new partner (Fenland District Council). It is encouraging to see 
that these changes have not had a detrimental effect on the day to day operation of the Council Tax function, however recommendations to further improve 
controls are included within this report. 
 

SUBJECT AREA & SYSTEM CONTROL OBJECTIVES OPINION RISK ARISING FROM KEY FINDINGS 

Credit Balances  
Ownership of credit balances is established, credit balances 
are regularly reviewed and corrective action is taken in a 
timely manner. 

Limited Assurance 
2 medium risk findings  
 

Exemptions and Discounts  
Key Control: Awards are appropriately made with supporting 
documentation where necessary. 

Substantial Assurance 1 medium risk finding 

BACS Transmissions and Verification  
Key Control: Payment collections are appropriately authorised 
and action is taken on failed payments. 

Substantial Assurance 2 medium risk findings  

Reconciliations  
Key Control: Regular reconciliations are undertaken between 
Academy and the GL. 

Substantial Assurance 3 medium risk findings 

Refunds  
Only appropriate and authorised refunds are processed.  
Refunds are adequately supported. 

Substantial Assurance 2 medium risk findings  

Reminders and Debt Recovery  
Action is promptly undertaken in line with legislation to 
recover debts. 

Substantial Assurance 1 medium risk finding  



 
 

  

Write Offs  
Actioned in accordance with financial regulations and 
supported by documentary evidence. 

Substantial Assurance 
2 medium risk findings and 1 low risk finding (opportunity to review 
working practices)  

Frauds  
Referrals are assessed in a timely manner and cases are 
appropriately handled. 

Full Assurance 1 low risk finding  

Processing Verification  
Random sampling of Council Tax processing takes place and 
errors are addressed. 

Full Assurance 1 low risk finding (opportunity to review working practices)  

Parameter Bandings  
Key Control: Bandings have been entered onto systems 
correctly resulting in accurate billing. 

Full Assurance 1 low risk finding (opportunity to review working practices) 

Valuation Office (VO) Amendments  
Key Control: Weekly reconciliation between the VO schedule 
and Academy. Updates are actioned promptly and accurately. 

Full Assurance 1 low risk finding  

Integrity Reports  
Key Control: Weekly review of reports is undertaken and 
errors are cleared in a timely manner. 

Full Assurance No findings  

Appeals  
The procedure complies with guidance and is being correctly 
applied. 

Full Assurance 1 low risk finding  

Performance Monitoring  
Performance is monitored, compared with other authorities 
and poor performance is investigated. 

Full Assurance No findings  

Changes in Liability  
Key Control: Daily enforcement reports are reviewed and 
continued enforcement action is undertaken on accounts with 
a change of liability. 

Full Assurance 
1 low risk finding   
 

Suspense Account  
Transfers are appropriately made and addressed in a timely 
manner. 

Full Assurance 
1 low risk finding  
 



Appendix 2(k)) 
 
Audit report on National Non-Domestic Rates  Final issued 23 March 2015 
 
Scope: To review and test systems for the collection of non-domestic rates (NNDR), ensuring that legislation is adhered to, exemptions and reliefs are 
correctly administered, refunds are appropriate, debt recovery is taking place and to review the reconciliation of the NNDR system to the general ledgers. 
 
Overall Opinion: Substantial Assurance 
 
2014/15 has seen a number of changes within ARP structure, resources and the addition of a new partner (Fenland District Council). It is encouraging to see 
that these changes have not had a detrimental effect on the day to day operation of the NNDR function, however, recommendations to further improve 
controls are included within this report. 
 

SUBJECT AREA & SYSTEM CONTROL OBJECTIVES OPINION RISK ARISING FROM KEY FINDINGS 

Processing Verification 
Random sampling of NNDR process takes place and errors are addressed. 

Limited 
Assurance 

1 high risk finding 

Parameters 
Key Control:  Parameters reviewed to ensure new year charges are entered correctly.  
Year end schedules of properties are reconciled. 

Substantial 
Assurance 

2 medium risk findings 

Valuation Office (VO) Amendments 
Key Control:  updates are actioned promptly and accurately from the data on the weekly 
Valuation Office schedule.  To ensure that a weekly reconciliation is performed between 
the Valuation Office schedule and Academy. 
 

Substantial 
Assurance 

1 medium risk finding 

Reliefs & Exemptions 
Key Control:  Exemptions and discounts are appropriately awarded to business 
properties with supporting documentation where required. A regular review of 
exemptions, reliefs and discounts is in place. 
 

Substantial 
Assurance 

3 medium risk findings 
1 low risk finding 
2 low risk observations 



Empty Properties 
Empty properties are reviewed on a regular basis to enable relief to be granted 
appropriately. 

Substantial 
Assurance 

1 medium risk finding 
2 low risk observations 

Reconciliations 
Key Control:  Monthly reconciliations (including refunds) between Academy and GL 
completed to ensure that errors in posting do not go undetected.  Reconciliation by 
appropriate individual of year-end NNDR system to GL. 
 

Substantial 
Assurance 

1 medium risk finding 

Suspense Accounts 
Transfers are not made for personal gain and funds are not misappropriated.  
 

Substantial 
Assurance 

2 medium risk findings 
1 low risk finding 

Refunds 
Refunds are appropriate, documented, authorised by an appropriate Officer and 
completed in a timely manner. Large refunds are subject to an independent review. 
 

Substantial 
Assurance 

3 medium risk findings 
1 opportunity to review working practices 

Accounts in Arrears 
Recovery action is promptly undertaken, the reminder and final notices are sent within 
stipulated timeframes and legislation is followed.  
 

Substantial 
Assurance 

3 medium risk findings 
1 low risk finding 
2 low risk observations 

Credit Balances 
Appropriately managed with corrective action taken in a timely manner. Staff are aware 
of money laundering reporting arrangements. 
 

Substantial 
Assurance 

4 medium risk findings 
1 low risk finding 

Write Offs 
Actioned in accordance with financial regulations and all write offs are appropriately 
supported and authorised in line with the agreed limits. 
 

Substantial 
Assurance 

2 medium risk findings 
1 low risk finding 
1 low risk observation 



 

 
 
 
 

 

 

Bill Production  
Bills are produced and errors are being addressed in a timely manner. 

Full Assurance 1 low risk finding 

Integrity Errors 
Key Control: Integrity reports are reviewed regularly and action is taken in a timely 
manner to clear the errors. 
 

Full Assurance 1 low risk finding 

Payment Collection 
Key Control:  Direct debit transmissions are correctly authorised and rejected / recalled 
payments are actioned in a timely manner and arrangements are made to collect failed 
payments.  
 

Full Assurance No findings 

Performance Indicators 
Collection performance is monitored, compared with other authorities and poor 
performance is investigated and appropriate action taken. 
 

Full Assurance No findings 


