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Appendix 1: Terms of Reference

Oxford City Council

Terms of Reference — Commercial
Property

To: Steve Sprason, Head of Corporate Assets

From: Katherine Bennett, Audit Manager

This review is being undertaken as part of the 2011/12 internal audit plan approved by the Audit and Governance
Committee.

Background

Commercial Property Management is one of the responsibilities of the Corporate Asset department. Commercial
property belonging to the Council is spread across the city centre and includes both Council-owned offices based in
the city centre and at Oxford Business Park and Oxford Science Park and retail property located within the city
centre and at out-of-town retail centres. Total external income from commercial property per the 2011/12 budget
book is budgeted at £6,844,042.

This review seeks to understand and evaluate key controls surrounding commercial property income processes with
the objective of ensuring that:

e the Council has a complete listing of all commercial property income sources;
e commercial property tenants are invoiced in a timely, complete and accurate fashion; and
e there are sufficient debt collection, recovery and write-off procedures in place to ensure that income

collection is maximised.

Scope

We will review the design and operating effectiveness of key controls relating to commercial property income during
the period 2011/12.

The sub-processes and related control objectives included in this review are:

Sub-process Control objectives
Setting up commercial property accounts | Accounts for use of commercial property are
raised on receipt of properly authorised and
complete request documentation

Processing of invoices and refunds Invoices are raised in a timely, complete and
accurate fashion
Only valid and accurate credit notes are raised

Income collection Debt collection, recovery and write-off
procedures are sufficient to ensure that delay in
receiving payments and loss of income is
minimised

Aged debt is reviewed on a regular basis
Correct information on commercial property
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Accounting for commercial property | income is fed into the Council’s general ledger
system

Completeness of commercial property | Systems are in place to ensure all commercial
income streams properties
owned by the Council are identified and billed

Management information Exception reports are completed to highlight
trends and unusual transactions

Limitations of Scope

The scope of our work will be limited to those areas outlined above.

Internal audit team

Name Role

Richard Bacon Engagement Leader
Chris Dickens Chief Internal Auditor
Katherine Bennett Audit Manager
Charlotte Bilsland Team Manager
Emma Flynn Team Member

Key contacts — Oxford City Council

Name Title Role Responsibilities

Steve Sparson Head of Corporate Assets Audit Sponsor Review and approve terms of

reference
Review draft report
Review final report

Hold initial scoping meeting
Review and meet to discuss
issues arising and develop
management responses and
action plan

Other Roles and Responsibilities — Oxford City Council

Name Title Responsibilities
Nigel Kennedy Head of Finance Receive draft and final
reports
Jackie Yates Corporate Director (Finance and Receive final report
Effciency)
Peter Sloman Chief Executive Receive final report
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metable

Fieldwork start
Fieldwork completed
Clearance Meeting
Draft report to client
Response from client

Final report to client

oth January 2012

16t January 2012

w/c 30th January 2012 (TBC)
By 6t February 2012 (TBC)

By 13t February 2012 (TBC)

By 20t February 2012 (TBC)

Agreed timescales are subject to the following assumptions:

¢ All relevant documentation, including source data, reports and procedures, will be made available to us promptly
on request

e Staff and management will make reasonable time available for interviews and will respond promptly to follow-up
questions or requests for documentation

37



S1

*}SIX9 AR YOIYM SITILIB[NSSLII J9Y10 JO SUOTIBI[BJOP ‘PNeI] ISO[OSIP
01 A[9[0s uodn PaI[aI 9q J0U P[NOYS SIO}PNE [BUISIUI SB SUOTIRUTUIEXS INO ‘A[SUTPI0dDY

"P2109319p 9q [[IM pnelj Jey} sdjuerens jou

op ‘a1ed TeuoIssajo1d anp YIIM N0 PILLIED UAYM UAD ‘QUO[E SaInpadold ypne [eurajul
‘I9AMOY "SONILIB[NSSLII J9Y30 10 PNel) Juanbasuod Jo UOIedIIUSPI SPIBMO] PIIIAIIP
YI0M [BUOI}IPPE 1NO ALIED [[BYS dM ‘P3}I9]aP JI ‘pUE SISSIUNBIM [0IJU0D JUBRIYIUSIS
Sun09319p Jo uorLadXa S[qBUOSEII B dARY 9M JeY[} OS YI0M Ino ue[d 0} INOABIPUD I\

*SwR)SAS 959y} Jo uonerado pue ugrsap 9y} 10§ SaNI[IqIsuodsal s juswageue

JOJ 91NITISNS B SB U9dS 9( 10U P[NOYS YIOM JIPNE [BUIAIU] "PNEI} PUR SAILIB[MIALIL

JO UOM0919P PUB UOTIUAAId 91} 10J PUB 90UBWISAOS PUE [OIIUO0D [RULISIUI ‘JUSUISSRURW
YSLI JO SWA)SAS punos urejurewr pue doasp 01 AIqisuodsal s Jusuwegeuew SI 1

SIO}IpNE [BWIS]UI PUEB JUSWSZBURW JO SOTH[IqISU0dsay

omd
[PuUno) A1) pa0yxQ 10y oda pny [eurajuy

*91RIOLISIDP Aewl saanpadold pue samorod Yim aouer[duod Jo 99139p oY1 e

JO {1910 10 uone[nsgal ‘Me[ ‘JUSWUOIIAUD
Sunesado ur sagueyd Jo asneda( dlenbapeur 9aw009( ABW S[OIJUO0D JO USISOP 9} e

1781} SUI 9} 0}
anp sporrad 2Ining 0] JUBAI[AI JOU ST SSOUIATIIRIJO JO UOHBN[BAD OLIOISIH * 1894 GT/IT0T

911 J0J ST Ma1AaI A110d0ad [BIOISWIWOD 93 0] SULIR[I S[OIIUOI JO JUSUISSISSE QOO
™
spoLiad aaning

*S90UR]SWINIII
9[(B99S3I0JUN JO 3DUALINIIO Y} PUL S[OIIU0D SUIPLLISAO JUSWSFRUBW ‘SIS0 pue
seaA0[dwd Aq PoIULAWNIIID A[@)RISGI[AP Sulaq S9ss900.1d [0I1U0D “I01ID UewWNy ‘Suny{ewt
-uoIs1ap ut Juswdpn( 1ood jo Ariqissod Sy} opn[our 9SaY ], *SWAISAS [01JUOD [BUISIUL
[[e UI JUSISYUI SUOBHWI[ A P310dJJe ST JUSWISARIYJE JO POOYI[AYI] 3L, "SeAd3[qo
S,uonesTuESIO UR JO JUIUWIAAIYJR Surpesal 90ueINSSe 91N[0Sqe J0U PUB J[(BUOSEAI
A[uo ap1aoid ued ‘pajerado pue paudisap [[oM MOT] I9}1BW OU ‘[0J]U0D [BUISIU]

[OT3UOD [BUIIU]

*MO[9q pPauI[INo
suonelrui] 9y} 0} 103[qns Anrodord [eIoI9WUOD Y} JO MIIAI S} U BLIOPUN dARY I

YIOM S JO}IpPNE [BUIdIUI 3]} 0} JUSISYUI SUOLBITWI]

sanI[IqIsuodsal pue suoneyiwry ‘g xipuaddy



‘Aus |ebs) Juspuadapul pue sjeledss e S Yolym JO yoes ‘pajiwlT jeuoneulaiu] s1eadooDHasnoyis}emadlid JO SWilj Jaquisw Jayjo ‘salinbal jxajuod ayj se ‘Jo
(wopBury payun ayy ul diysisuied Ajjigel paywi e) 477 siedoo)asnoyisiemadlid 0} siayal siedooDasnoyiaiemalid, ‘paalasal sjybu | 'd17 sledoopasnoylajemastid Z102Z ®

"90UBApPE Ul Builum ul uonaIasip 8|0s sil 1B 477 sledoo)asnoyiaiemaslid Aq paaibe Ajssaidxs se (i) 1o ‘(Aue JI) sajejal Juswnoop siyl yoiym oy
Ja)jew ay) J0j) JOBJJUOD JuBAd|al 8y} Ul paalbe juaixa ay} 0] jualdioal papusiul ay) (1) ueyy Jayjo ‘auoAue Ag Juswinodop Siy} UO ddueljad 10 Jo asn Aue 1o} aJed Jo Ainp Jo Ajljigisuodsal
‘Aigel Aue swinsse Jo 1daooe jJou saop 477 siedoopasnoyiaiemadlid ‘me| Aq papiwiad jusixa ay) 0] “Ajuo sjusaidioal papusjul ay) Joj paledald usaqg sey Juswnoop Sy




This page is intentionally left blank

40



