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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: 

   the Council has a complete listing of all commercial property income sources; 

   commercial property tenants are invoiced in a timely, complete and accurate fashion; and 

   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 

Appendix 1: Terms of Reference 
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Accounting for commercial property income is fed into the Council’s general ledger 
system 
 

Completeness of commercial property 
income streams 

Systems are in place to ensure all commercial 
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 

Effciency) 

Receive final report 

Peter Sloman Chief Executive Receive final report 
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metable 

 

Fieldwork start 9th January 2012 

Fieldwork completed 16th January 2012 

Clearance Meeting w/c 30th January 2012 (TBC)  

Draft report to client By 6th  February 2012 (TBC) 

Response from client By 13th February 2012 (TBC) 

Final report to client By 20th 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 

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