Appendix A
Action Plan


	Rec. No.
	Recommendation
	Response

	Review of Accounting Records & Bank Reconciliations
	

	R1
	Hard copy printouts of each month’s financial transactions though each bank account on nominal codes 1200 to 1202 should be taken and retained for audit examination.


	This has been actioned as suggested

	R2
	A month-end Trial balance should be printed off and be retained to provide a hard copy record of the actual month-end ledger balance on each nominal bank control account.


	This has been actioned similarly.

	R3
	A clear and appropriately documented audit trail between the receipt of funds, be it by way of cash, debit or credit card, to the nominal ledger control accounts and bank statements should be prepared and be retained for audit examination (this should be taken at the same time as the bank reconciliation is performed and printed to avoid timing differences).


	This was actioned for a trial period.  Members had grave concerns that the additional cost of the work involved would far outweigh the benefit of undertaking the work.  Officers have now adapted the audit trail in the most cost effective and beneficial method possible.

	R4
	A formal record of each month-end bank reconciliation should be produced and be retained on file for audit review and verification.


	This will be actioned

	R5
	A full version of the final year-end Trial Balance should be printed off of Sage and be retained for audit examination.


	This will be actioned

	R6
	The Council should ensure periodically that the backed-up financial and booking systems may be restored effectively.


	This will be actioned

	Review of Corporate Governance
	

	R7
	The Council should ensure that a composite review and update of both its Standing Orders and Financial Regulations is undertaken to ensure that they reflect current legislation and working practice. Future reviews should be undertaken at regular intervals, ideally more frequently than the current five year lapse: we would commend the NALC model documents as suitable reference documents for any such revision.


	This has been undertaken and been reported to Council on 13th May 2009, with adoption of the revised documentation.

	R8
	Members should consider, or be made aware of, the powers relied on for approval of grant and donation payments as and when they are formally approved, minutes identifying those powers in each case. Section 137 powers should only be applied where no other specific power exists.


	This will be actioned


	Rec. No.
	Recommendation
	Response

	Review of Payments
	

	R9
	Consideration should be given to the manner in which invoices for processing are matched to official orders to ensure that detail of the latter are either clearly identified on the invoice or that a copy of the official order is matched and married to the invoice on the file of invoices processed for payment.


	This will be actioned

	Assessment and Management of Risk
	

	R10
	Members should consider the acquisition of appropriate “Business Interruption” cover to include the potential costs of staff salaries whilst a venue is closed, the possible cost of restoration / regeneration of records and also any “loss of revenue” that may ensue from a venue’s forced closure.


	This has been purchased

	Review of Community Centre Bookings Procedures and Resultant Income
	

	R11
	All hirers, including those making regular block bookings should be required to complete and sign a Booking Form for either individual or a block of bookings, confirming acceptance of the terms and conditions of hire.


	This will be actioned

	R12
	The system for recording attendees and income received in relation to the summer play scheme at Birchwood and, presumably, similar events held for children at Christmas and Easter, should be reviewed and improved in order to provide a more simplified and clearer audit trail reconciling income to the number of attendances.


	This will be reviewed and improved.

	Review of Allotment Income
	

	R13
	In order to strengthen the recording procedures and provide a more complete record of allotment rents due and recovered, the schedule issued to the front desk for update as and when rent payments are received should be expanded to make provision for the fees due to be identified and also for any changes in tenant detail to be recorded, together with supplementary fees when a change in tenant occurs part way through the year.

	This will be actioned
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