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1. Reason for the Audit
1.1. The audit was undertaken as part of the agreed Audit Plan for 2006/07.

1.2. Planning Services Income has now been added to the annual schedule of material system reviews due to the level of income the service generates. 

1.3. For 2006/07, the agreed audit approach was as follows:

· Undertake system review and testing on the main system controls (regarding 

       income).

· Make arrangements for the production of System Description Notes. 

2. Background Information / Summary of the Audit Area
2.1. Planning and Housing Services is within the Development Control Directorate.  Essentially, there are four subsections:

· Housing.

· Development Control.

· Building Control.

· Local Plans and Conservation.

2.2. For the purposes of this particular review, only the latter three subsections will be reviewed. 

2.3. All three areas (Development Control, Building Control and Local Plans and Conservation) are administered separately (although they share the same software system – Acolaid) and each has its own operational manager. 

2.4. The internal recharges income element of these subsections has not been reviewed and the income has been excluded from any given figures.  It should also be noted that any income figures given are budgeted (gross) rather than actual-to-date.

2.5. Although the majority of income is processed directly by the Service (prior to being banked through the Income Management Section) a proportion of the income is processed through the Cashier’s section.  In addition, Debtor Services can process income for Building Control where debtor invoices have been raised for building inspection fees.  These three subsections can be summarised as follows:

Development Control

2.6. This area ordinarily generates income in the region of £460,000 and processes around 1,500 applications each year.  Although applications are received for agricultural determinations, demolition determinations and tree preservation orders, the majority of applications are for either outline or full planning permission.   

2.7.
Around £4,500 of income is generated miscellaneously through supplying determinations, decision notices, reproduction/royalty charges and ordnance survey plans.  This subsection also processes income for the Planning Services subsection for ordnance survey plans, radar keys, reproduction/royalty charges.  Income for these miscellaneous planning services is in the region of £3,800.           


Building Control 

2.8.
This area generates income in the region of  £470,000 and processes around 1,400 submissions each year.  The Building (Local Authority Charges) Regulations  enable local authorities in England and Wales to charge for carrying out their statutory building control functions relating to the Building Regulations.  The three main functions relate to full plan applications, building notices and site inspections.  These regulations authorise local authorities to make the following charges:
· Plan charge 

· Inspection charge

· Building Notice charge

· Reversion charge

· Regularisation charge

2.9.
There are two methods in by which applicants can obtain Building Regulations approval:  

· Deposit of detailed plans and specifications for the work known as a Full Plans Application and consisting of a Plan and Inspection charge.  

· A Building Notice which simply involves providing a site location plan and the Building Notice charge equals the Plan and Inspection charge.  
2.10.
The Reversion charge (although extremely rare) equals the Building Notice charge and is applicable where a private Building Inspector cannot get the contractor to correct works and it requires the Building Control Section to take over and bring it up to standard.  The Regularisation charge is 20% greater than the Building Notice charge and is applicable where work has being carried out without Building Regulations approval.
2.11. Around £7,000 of income is generated through personal searches, sales of certificates and partner authority scheme income.  

2.12. It was noted that the budget for this section is inaccurate but assurance was sought from the Finance Officer that meetings are scheduled to take place to discuss these variances.


Local Plans and Conservation 

2.13. The authority deals with the production, review and monitoring of planning policy, especially the statutory Local Development Framework and related advice in the form of development briefs and supplementary planning documents. It also handles conservation issues including the operation of the Council's historic buildings grants 

scheme, under which assistance with the cost of repairs is offered to owners of listed buildings. 

2.14.       Despite the level of work undertaken in this area, the level of income generated is a      

               modest  £2,000 a year through tree preservation orders, plans, maps, copy studies,        

               and high hedge submission fees.
3.     Scope of the Audit 

3.1.     Audit testing and verification has been carried out to form an opinion over the adequacy of systems and controls in place relating to the risks identified.  Key areas for review are:

Matters Arising – Section of Report
Area Examined

1.
Scale of Charges and Authorisation.

2.
Processing Applications.

3.
Income and Banking Arrangements.

4.
Accounting, Reconciliation and Security. 

5.
External Funding.

6.
Procedure Notes and Manuals.

4. Associated Risks of Providing this Service/Function 
4.1.     Examination of the Strategic Risk Register (updated March 07) and the Operational Risk Register (updated September 2006) did not identify any associated risks. 

5.     Overall Conclusion of the Audit Review
5.1. Procedures for dealing with Planning Services’ income, although generally satisfactory, should be updated in order to provide detailed audit trails. 

5.2. The recommendations, which are summarised as Appendix B, if implemented, will further improve existing systems and controls in operation.

Planning Services, Development Services Directorate 

The Head of Planning Services should complete the shaded areas below.   

Please ensure this includes the officer responsible for overseeing the implementation, the perceived level of risk attached to the issue and the target date in order to fully address the recommendation.   For further details on how to respond to audit reports please refer to the guidance notes attached as Appendix A.

Ref
Issue
Recommendation
Grade
Action to be Taken (including responsible officer/s for overseeing the implementation)
Level of Risk

(H, M or L)
Target

 Date

1A
Development Control 

and Building Control - Staff who process income are not aware of their responsibilities under the Financial Procedure Rules. 
That all staff who process income look at the relevant section regarding income and banking arrangements.  (The Financial Procedure Rules are accessible through the public folders: Public Folders/Staff Notice-Board/Work/Financial Procedure Rules)   
C
Development Control Manager and Building Control Manager – An e-mail will be sent to all (relevant) staff to highlight the availability of the Financial Procedure Rules on the public folders.  It will be requested that the section regarding income and banking arrangements be reviewed. 
L
30.04.07

1B
General - The Planning Services section on the Authority’s website was examined and the following issues were noted.

1) Following the A-Z links, there are only links for Planning Services (which contain details of all three subsections) and Building Control.  There is no A-Z link for Development Control or Local Plans and Conservation.

2) Only Development

Control and Building Control have their own ‘In this Section’ summary (following the Planning Services A-Z link).

3) The Development

Control fees (title page and actual schedule) are dated 2005.  Even if there have been no changes they should be dated correctly (These fees accessible through the Planning Services A-Z link).

4) The fees for Local Plans and Conservation are not accessible in their own right (although it is noted that these fees are contained within the Planning Services miscellaneous charges schedule.)
The relevant sections of the Authority’s website should be revised.
C
Head of Planning Services – The Planning Services’ section of the website is currently being reviewed and the relevant sections will be created/amended as recommended.    
L
30.06.07

3A
General - Besides the debtor invoices that Building Control request for inspection fees, there is no facility to pay fees through the internet or over the telephone. 
The possibility of offering different methods of payments to applicants should be discussed with the Income Management Team Leader. 
D
Head of Planning Services – The possibility of accepting payment over the telephone will be discussed with the Income Management Team Leader
L
30.09.07

3B
General - Not all monies are recorded in the initial daybook.  The cheques are not signed for and the information is not used for reconciliation purposes
As all subsections have their own electronic mail log system, the book should no longer be maintained. (This must be co-ordinated with all subsections so that mail log systems are utilised with the knowledge that they will serve as the only primary recording of income received).
C
PA to the Head of Planning Services – The cheque recording book will no longer be maintained and a suitable crossover date to a ‘mail log only’ system will be co-ordinated.
M
During April 2007

3C
General – Monies are not being banked on a daily basis.
Development Control and Building Control – Where possible, all monies received should be banked on a daily basis.  

Local Plans and Conservation – Due to the low level of income,  funds should be banked either weekly or when £100 is received (whichever is the sooner).
B
Development Control Manager, Building Control Manager and Local Plans and Conservation Manager  - An e-mail will be sent to all (relevant) staff stipulating the Authority’s requirement to bank monies either weekly or when £100 is received (whichever is the sooner). 
M
30.04.07

3D
Development Control – Cashier details are not always entered into the Acolaid fee history.  It is noted that the Cashier in this particular instance was not set up within the system.
When applications are input into Acolaid the officer should always enter their details into the Cashier’s field in the fee history section and have the associated user rights to do so.  
B
Development Control Manager – Where Acolaid users are required to enter fee details in the fee history section of Acolaid, a request will be sent to the System Administrator immediately to alter permission levels.  
L
Immediate

3E
Development Control -  Application references are not noted on receipts, which means that income can be hard to trace as the payee and/or address is the only reference.  This is especially important when a single receipt is being issued for more than one application (this was the case in 3 samples and initially it looked like receipts were issued for the wrong amount.)
Application references should be noted on receipts.  This could be in place of addresses and would also save time.
C
Development Control Manager  - An e-mail will be sent to all (relevant) staff to initiate the recommendation.
L
30.04.07

3F
General - From the sample testing that took place, each area had an ICON paying in slip missing from the file.
Copies of ICON paying in slips should be retained in every instance
C
Development Control Manager, Building Control Manager and Local Plans and Conservation Manager -  An e-mail will be sent to all (relevant) staff to highlight the importance of retaining and ensuring the all ICON paying in slips are filed.
L
30.04.07

3G
Development Control – If a cheque bounces at any point, the Income Management Team Leader informs the relevant sections but the applications are not held as invalid at this point.
Consideration should be given to whether it is viable to hold applications as invalid if the cheque bounces.
C
Development Control Manager – An e-mail will be sent to all (relevant) staff to initiate the recommendation.  
L
30.04.07

3H
Development Control - Although all miscellaneous income is recorded through the mail log system, the income for general applications is not.  As the Services’ general cheque recording book will no longer be maintained (see recommendation 3B), the mail log system will be the only primary record of income.
All cheques should be recorded through the mail log system.
B
Development Control Manager – The change of procedure (in line with recommendation 3B) will be discussed and agreed with all (relevant) staff.
M
During April 2007

3I
Building Control – On a daily basis, the Building Control Manager checks the value of the cheques received against what has been recorded by the Technical Clerks in the ‘mail log’ system.  However the details that are entered into the mail log are not used for any other purpose.  (Although it is noted that this was may have been a previous recommendation, it is now considered that the necessity has been overtaken by events)  
Consideration should be given to whether it is necessary for the Building Control Manager to cross-check cheque values against the mail-log system.
D
Building Control Manager – It is agreed that this control exercise is longer required.
L
Immediate

3J
Building Control – The ICON Paying in slip is being referenced in the fee history section.
The Receipt number should be referenced as it is only the receipt number that it unique to the application.
C
Building Control Manager – An e-mail will be sent to all (relevant) staff to initiate this recommendation.  It should be noted that both references may be included as referencing the ICON paying in slip reference is beneficial to the Technical Clerks.
L
30.04.07

3K
Building Control – There is no payment engine attached to Submit A Plan 
Further consideration should be given to attaching the World Pay payment engine to Submit A Plan. 
D
Head of Planning Services – The possibility of attaching a payment engine will be considered 
L
30.09.07

4A
Building Control – There are many key holders to the drawer that contains cheques held prior to banking.
The list of present key holders should be reviewed.
C
Building Control Manager – The list of present key holders will be reviewed.
L
30.04.07

4B
Building Control – The debtor payments in respect of inspection fees are not recorded in the fee history section of Acolaid.
Debtors payments should be recorded in the fee history section of Acolaid.  Enquiries should be made with the Debtors Section to see if a ‘paid invoices report’ can be generated on a monthly basis.
B
Building Control Manager – The matter will be progressed via discussions with the Debtors section so that ‘paid invoice’ reports can be generated and utilised. 
M
30.06.07

4C
Development Control – There is no administration charge made in respect of refunded fees.

Building Control – Although £25 plus VAT is the standard administration charge for refunds, one of the refunds sampled had a charge of £50 plus VAT.  It is understood that this increased fee was due to the fact that an inspection had taken place.  
Development Control – Consideration should be given to introducing an administration charge for refunds.

Building Control – The administration charges should be reviewed and scheduled.
C
Development Control Manager – Further consideration will be given to deducting administration fees.

Building Control Manager – If it is decided that a higher fee is to be retained in respect of applications where inspections have already taken place, the higher fee will also be scheduled into the prescribed fees and charges.


L

L
30.06.07

30.06.07



4D
Building Control - The blue certification slips (in respect of refunds) are not correctly completed as the ‘Goods Received’ and ‘Invoice details’ checked fields are being left blank.
The certification slips should be completed in line with the procedures detailed in the Purchase Ledger Manual held on Public Folders. 


C
Building Control Manager – An e-mail will be sent to all (relevant) staff to highlight the availability of the Purchase Ledger Manual on the public folders so that the certification slips are completed in line with the Authority’s procedures.
L
30.04.07

4E
Building Control – Refunded fees are not being recorded in the fee history section of Acolaid
Refunds should be recorded against the application.
C
Building Control Manager - The change of procedure will be discussed and agreed with all (relevant) staff.
M
30.04.07

4F
Development Control - There is no reconciliation to ensure that all monies received through the Cashier’s section is recorded in Acolaid.
Inquiries should be made with the Income Management Section to see if a monthly report could be received to ensure that all payments had been notified to Development Control.
C
Development Control Manager – The possibility of obtaining a month end Cashier’s report will be discussed with the Income Management Team Leader
M
30.06.07

4G
General - There is no independent reconciliation between monies received and monies banked in any of the three sections.
Ideally, independent daily or weekly  reconciliations should be performed between monies received (as recorded in the mail log system), receipts issued and monies banked.  
B
Development Control Manager, Building Control Manager and Local Plans and Conservation Manager – The requirement for reconciliations will be discussed with all (relevant) staff so that feasible procedures can be agreed and implemented.
M
30.06.07

4H
Building Control - As there is no payment engine attached to Submit A Plan, applications are not being held as invalid until a payment has been received.
Consideration should be given to holding applications as invalid until payment is received or alternatively timely reconciliations should be performed to ensure that monies are not left outstanding.
C
Building Control Manager – It is considered that that to hold applications invalid would not promote the portal, however, a reconciliation procedure will be introduced so that at the end of each month, the applications received will be reviewed to ensure that adequate payment has been received. 
L
30.06.07

6A
General – The procedure notes supplied for each service were not comprehensive.
For each section, responsibility should be allocated for keeping procedure notes up-to-date.  Procedures notes should be held on central manuals with a clear breakdown of the structure.
B
Head of Planning Services – The requirement to update procedure notes into central manuals will be incorporated as a point of action in the 2007/08 Work Plan.
M
2007/08
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