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d
d

it
io

n
, 

th
es

e 
re

co
n

ci
li

a
ti

o
n

s 
a

re
 n

o
t 

re
v

ie
w

ed
. 

In
 a

d
d

it
io

n
, 

te
st

in
g

 o
f 

th
e 

w
ee

k
ly

 s
ch

ed
u

le
 o

f 
a

m
en

d
m

e
n

ts
 h

ig
h

li
g

h
te

d
 t

h
a

t 
2

/5
 w

e
ek

s 
te

st
ed

 h
a

d
 n

o
t 

b
ee

n
 r

ev
ie

w
ed

 u
n

ti
l 

o
v

er
 o

n
e 

m
o

n
th

 f
o

ll
o

w
in

g
 t

h
e 

re
ce

ip
t 

o
f 

th
e 

a
m

en
d

m
e

n
t 

sc
h

ed
u

le
. 

O
r

ig
in

a
l 

a
g

r
e

e
d

 a
c

ti
o

n
 

T
h

e 
A

u
th

o
ri

ty
 i

s 
w

a
it

in
g

 f
o

r 
th

e 
v

a
lu

a
ti

o
n

 o
ff

ic
e 

to
 p

ro
v

id
e 

a
 l

is
ti

n
g

 o
f 

a
ll

 b
a

n
d

 C
 p

ro
p

er
ti

es
; 

o
n

ce
 t

h
is

 i
s 

re
ce

iv
ed

 a
 r

ec
o

n
ci

li
a

ti
o

n
 w

il
l 

b
e 

u
n

d
er

ta
k

en
 b

ef
o

re
 a

n
y

 f
u

rt
h

er
 c

h
a

n
g

es
 t

o
 

th
e 

A
ca

d
em

y
 s

y
st

e
m

 a
re

 m
a

d
e.

 

F
il

es
 c

a
n

 b
e 

a
cc

es
se

d
 o

n
 s

h
a

re
d

 d
ri

v
e 

a
n

d
 t

h
e 

d
e

p
a

rt
m

en
t 

is
 a

w
a

re
 o

f 
th

e 
o

n
g

o
in

g
 p

ro
b

le
m

s 
re

g
a

rd
in

g
 t

h
e 

A
ca

d
em

y
 a

n
d

 V
a

lu
a

ti
o

n
 O

ff
ic

e 
v

a
ri

a
n

ce
, 

th
er

ef
o

re
, 

fo
rm

a
l 

re
v

ie
w

 o
f 

th
e 

re
co

n
ci

li
a

ti
o

n
 i

s 
n

o
t 

n
ec

es
sa

ry
. 

o
f 

ch
a

n
g

es
. 

A
 f

u
ll

 r
ec

o
n

ci
li

a
ti

o
n

 o
f 

a
ll

 5
8

,0
0

0
 p

ro
p

er
ti

es
 (

d
a

ta
 m

a
tc

h
in

g
 b

et
w

ee
n

 t
h

e
 V

a
lu

a
ti

o
n

 l
is

t 
a

n
d

 A
ca

d
e

m
y

 d
a

ta
b

a
se

) 
w

a
s 

u
n

d
er

ta
k

e
n

 i
n

 2
0

10
. 

W
h

il
st

 t
h

e 
re

co
n

ci
li

a
ti

o
n

 w
a

s 
b

ei
n

g
 

ef
fe

ct
ed

, 
n

o
 V

a
lu

a
ti

o
n

 s
ch

e
d

u
le

s,
 w

h
ic

h
 a

re
 r

ec
ei

v
ed

 w
ee

k
ly

, 
co

u
ld

 b
e 

a
ct

io
n

ed
 a

s 
th

is
 w

o
u

ld
 h

a
v

e 
d

is
to

rt
e

d
 t

h
e 

re
co

n
ci

li
a

ti
o

n
 f

ig
u

re
s.

 A
ll

 s
ch

ed
u

le
s 

h
a

d
 t

o
 b

e 
‘h

el
d

’ 
u

n
ti

l 
th

e
 

re
co

n
ci

li
a

ti
o

n
 w

a
s 

co
m

p
le

te
. 

T
h

e 
d

el
a

y
 i

n
 c

le
a

ri
n

g
 t

h
e

se
 s

ch
ed

u
le

s 
w

a
s 

ex
ce

p
ti

o
n

a
l 

a
n

d
 s

o
le

ly
 d

u
e 

to
 t

h
e 

re
a

so
n

 g
iv

en
 a

b
o

v
e.

 V
O

 s
ch

e
d

u
le

s 
a

re
 g

en
er

a
ll

y
 c

o
m

p
le

te
d

 w
it

h
in

 t
h

e 
w

ee
k

 t
h

ey
 a

re
 r

ec
ei

v
ed

. 

S
ta

tu
s

 u
p

d
a

te
 

A
 s

a
m

p
le

 o
f 

re
co

n
ci

li
a

ti
o

n
s 

w
a

s 
te

st
ed

 f
o

r 
2

0
11

/1
2

 a
n

d
 e

x
ce

p
ti

o
n

s 
h

a
v

e 
b

ee
n

 d
et

a
il

ed
 i

n
 i

ss
u

e 
#

4
 

A
c

ti
o

n
 p

la
n

 

F
in

d
in

g
 r

a
ti

n
g

 
R

e
v

is
e

d
 a

c
ti

o
n

 
R

e
s

p
o

n
s

ib
le

 p
e

r
s

o
n

 /
 t

it
le

 

L
o

w
 

S
ee

 i
ss

u
e 

#
2

 a
b

o
v

e 
fo

r 
re

v
is

ed
 c

u
rr

en
t 

y
ea

r 
re

co
m

m
en

d
a

ti
o

n
 

J
a

ck
y

 B
ro

w
n

 

R
e

v
is

e
d

 t
a

r
g

e
t 

d
a

te
: 
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7
. 

R
e

te
n

ti
o

n
 o

f 
E

v
id

e
n

c
e

 –
 C

o
u

n
c

il
 T

a
x

 

  
 

Is
s

u
e

 N
o

te
d

 

T
es

ti
n

g
 o

f 
d

is
co

u
n

ts
 a

n
d

 e
x

em
p

ti
o

n
s 

h
ig

h
li

g
h

te
d

 t
h

a
t 

in
 1

/2
5

 p
ro

p
er

ti
es

, 
n

o
 e

v
id

en
ce

 w
a

s 
re

ta
in

ed
 t

o
 s

u
p

p
o

rt
 t

h
e 

d
is

co
u

n
t 

g
iv

en
; 

a
n

d
 i

n
 a

n
o

th
er

 1
/2

5
 p

ro
p

er
ti

es
, 

d
is

co
u

n
t 

co
n

ti
n

u
ed

 t
o

 b
e 

a
p

p
li

ed
 d

es
p

it
e 

th
e 

te
n

a
n

t 
n

o
 l

o
n

g
er

 b
e

in
g

 e
li

g
ib

le
. 

In
 a

d
d

it
io

n
, 

te
st

in
g

 o
f 

re
fu

n
d

s 
h

ig
h

li
g

h
te

d
 t

h
a

t 
su

p
p

o
rt

in
g

 d
o

cu
m

e
n

ta
ti

o
n

 c
o

u
ld

 n
o

t 
b

e 
fo

u
n

d
 f

o
r 

2
/2

5
 r

ef
u

n
d

s 
g

iv
en

 a
s 

th
e 

C
o

u
n

ci
l 

T
a

x
 s

y
st

em
 (

A
n

it
e

) 
is

 u
su

a
ll

y
 r

e
fe

re
n

ce
d

 u
si

n
g

 
p

ro
p

er
ty

 n
u

m
b

er
 r

a
th

er
 t

h
a

n
 a

cc
o

u
n

t 
n

u
m

b
er

 w
h

ic
h

 m
a

y
 h

a
v

e 
le

d
 t

o
 t

h
is

 d
is

cr
ep

a
n

cy
. 

O
r

ig
in

a
l 

a
g

r
e

e
d

 a
c

ti
o

n
 

A
g

re
ed

. 
A

 r
ev

ie
w

 o
f 

d
is

a
b

le
d

 d
is

co
u

n
ts

 i
s 

p
la

n
n

ed
 f

o
r 

n
ex

t 
y

ea
r 

a
n

d
 i

d
ea

ll
y

 e
v

e
ry

 y
ea

r 
a

ft
er

w
a

rd
s.

 P
re

v
io

u
s 

re
so

u
rc

in
g

 i
ss

u
es

 m
ea

n
 t

h
a

t 
d

is
co

u
n

ts
 h

a
v

e 
n

o
t 

b
ee

n
 r

e
v

ie
w

ed
. 

a
lt

h
o

u
g

h
 s

o
m

e 
ex

e
m

p
ti

o
n

s,
 G

, 
C

, 
A

 a
re

 r
e

v
ie

w
ed

 r
e

g
u

la
rl

y
 a

n
d

 i
n

 s
o

m
e 

ca
se

s 
(E

x
e

m
p

ti
o

n
 A

) 
th

e 
p

ro
p

er
ty

 i
s 

su
b

je
ct

 t
o

 a
n

 i
n

sp
ec

ti
o

n
 b

ef
o

re
 t

h
e 

e
x

em
p

ti
o

n
 i

s 
a

w
a

rd
e

d
. 

In
 t

h
e 

fi
rs

t 
ca

se
 i

d
en

ti
fi

ed
 a

b
o

v
e

, 
th

e
 e

v
id

en
ce

 i
s 

h
el

d
 o

n
 t

h
e 

A
n

it
e 

sy
st

em
 b

u
t 

re
co

rd
ed

 u
n

d
er

 t
h

e 
p

ro
p

er
ty

 r
ef

er
en

ce
. 

In
 t

h
e 

2
 c

a
se

s 
w

h
er

e 
re

fu
n

d
s 

w
er

e 
is

su
ed

, 
1 

w
a

s 
d

u
e 

to
 t

h
e 

ev
id

en
ce

 b
ei

g
n

 h
el

d
 i

n
 A

n
it

e 
a

n
d

 t
h

e 
se

co
n

d
 w

a
s 

d
u

e 
to

 a
n

 e
rr

o
r 

m
a

d
e 

b
y

 a
 C

S
O

 i
n

 c
lo

si
n

g
 t

h
e 

a
cc

o
u

n
t 

d
o

w
n

 a
n

d
 t

h
e 

a
cc

o
u

n
t 

w
a

s 
su

b
se

q
u

en
tl

y
 r

e
-o

p
en

ed
 

S
ta

tu
s

 u
p

d
a

te
 

S
u

p
p

o
rt

in
g

 d
o

cu
m

en
ta

ti
o

n
 c

o
u

ld
 b

e 
o

b
ta

in
ed

 f
o

r 
a

ll
 d

is
co

u
n

ts
 a

n
d

 e
x

em
p

ti
o

n
s 

te
st

ed
. 

A
c

ti
o

n
 p

la
n

 

F
in

d
in

g
 r

a
ti

n
g

 
R

e
v

is
e

d
 a

c
ti

o
n

 
R

e
s

p
o

n
s

ib
le

 p
e

r
s

o
n

 /
 t

it
le

 

L
o

w
 

R
ec

o
m

m
en

d
a

ti
o

n
 I

m
p

le
m

e
n

te
d

 
- 

 

R
e

v
is

e
d

 t
a

r
g

e
t 

d
a

te
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8
. 

P
r

o
c

e
d

u
r

e
 N

o
te

s
 f

o
r

 u
n

p
a

id
 b

il
ls

- 
N

N
D

R
 

     Is
s

u
e

 N
o

te
d

  

U
p

o
n

 i
n

sp
ec

ti
o

n
 o

f 
th

e
 N

N
D

R
 p

ro
ce

d
u

re
 n

o
te

s,
 i

t 
w

a
s 

n
o

te
d

 t
h

a
t 

th
er

e 
w

er
e 

n
o

 p
ro

ce
d

u
re

 n
o

te
s 

fo
r 

‘L
ia

is
in

g
 w

it
h

 p
la

n
n

in
g

 a
n

d
 u

ti
li

si
n

g
 c

o
n

tr
o

l’
. 

O
r

ig
in

a
l 

a
g

r
e

e
d

 a
c

ti
o

n
 

A
g

re
ed

. 
T

h
er

e 
is

 n
o

 p
ro

ce
d

u
re

, 
h

o
w

ev
er

, 
th

e 
A

C
S

 p
ro

ce
d

u
re

 a
p

p
li

ca
ti

o
n

 i
s 

in
 a

 g
e

n
er

ic
 f

o
rm

a
t 

a
n

d
 u

se
d

 b
y

 m
a

n
y

 l
o

ca
l 

a
u

th
o

ri
ti

es
. 

T
h

e 
h

ea
d

in
g

s 
fo

r 
th

e 
p

ro
ce

d
u

re
s 

a
re

 g
iv

en
 b

y
 

A
C

S
 a

n
d

 d
o

 n
o

t 
a

lw
a

y
s 

‘w
a

rr
a

n
t’

 a
 p

ro
ce

d
u

re
 n

o
te

 f
ro

m
 t

h
e 

lo
ca

l 
a

u
th

o
ri

ty
. 

A
ll

 p
la

n
n

in
g

 l
is

ts
 a

re
 s

e
n

t 
to

 t
h

e 
C

o
u

n
ci

l 
T

a
x

 t
ea

m
, 

w
h

e
re

 t
h

e
 o

ff
ic

er
 r

es
p

o
n

si
b

le
 f

o
r 

m
a

in
ta

in
in

g
 t

h
e

 
C

o
u

n
ci

l 
T

a
x

 p
ro

p
er

ty
 d

a
ta

b
a

se
 w

il
l 

re
v

ie
w

 t
h

e 
p

la
n

n
in

g
 l

is
t 

a
n

d
 i

ss
u

e 
a

n
 i

n
sp

ec
ti

o
n

 r
ec

o
rd

 f
o

r 
a

n
y

 p
ro

p
er

ty
 u

n
d

er
 c

o
n

st
ru

ct
io

n
, 

fo
r 

C
o

u
n

ci
l 

T
a

x
 o

r 
B

u
si

n
es

s 
R

a
te

s.
 

S
ta

tu
s

 u
p

d
a

te
 

P
ro

ce
d

u
re

s 
n

o
te

s 
h

a
v

e 
n

o
w

 b
ee

n
 u

p
d

a
te

d
. 

 

A
c

ti
o

n
 p

la
n

 

F
in

d
in

g
 r

a
ti

n
g

 
R

e
v

is
e

d
 a

c
ti

o
n

 
R

e
s

p
o

n
s

ib
le

 p
e

r
s

o
n

 /
 t

it
le

 

L
o

w
 

R
ec

o
m

m
en

d
a

ti
o

n
 I

m
p

le
m

e
n

te
d

 
- 

 

R
e

v
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In
d

iv
id

u
a

l 
fi

n
d

in
g

 r
a

ti
n

g
s

  

F
in

d
in

g
 r

a
ti

n
g

 
A

s
s

e
s

s
m

e
n

t 
r

a
ti

o
n

a
le

 

C
r

it
ic

a
l 

A
 f

in
d

in
g

 t
h

a
t 

co
u

ld
 h

a
v

e 
a

: 

 
C

r
it

ic
a

l 
im

p
a

ct
 o

n
 o

p
er

a
ti

o
n

a
l 

p
er

fo
rm

a
n

ce
 (

q
u

a
n

ti
fy

 i
f 

p
o

ss
ib

le
);

 o
r 

 
C

r
it

ic
a

l 
m

o
n

et
a

ry
 o

r 
fi

n
a

n
ci

a
l 

st
a

te
m

en
t 

im
p

a
ct

 (
q

u
a

n
ti

fy
 i

f 
p

o
ss

ib
le

 =
 m

a
te

ri
a

li
ty

);
 o

r 

 
C

r
it

ic
a

l 
b

re
a

ch
 i

n
 l

a
w

s 
a

n
d

 r
e

g
u

la
ti

o
n

s 
th

a
t 

co
u

ld
 r

e
su

lt
 i

n
 m

a
te

ri
a

l 
fi

n
es

 o
r 

co
n

se
q

u
en

ce
s 

(q
u

a
n

ti
fy

 i
f 

p
o

ss
ib

le
);

 o
r
 

 
C

r
it

ic
a

l 
im

p
a

ct
 o

n
 t

h
e 

re
p

u
ta

ti
o

n
 o

r 
b

ra
n

d
 o

f 
th

e 
o

rg
a

n
is

a
ti

o
n

 w
h

ic
h

 c
o

u
ld

 t
h

re
a

te
n

 i
ts

 f
u

tu
re

 v
ia

b
il

it
y

 (
q

u
a

n
ti

fy
 i

f 
p

o
ss

ib
le

).
 

H
ig

h
 

A
 f

in
d

in
g

 t
h

a
t 

co
u

ld
 h

a
v

e 
a

: 
 

 
S

ig
n

if
ic

a
n

t 
im

p
a

ct
 o

n
 o

p
er

a
ti

o
n

a
l 

p
er

fo
rm

a
n

ce
 (

q
u

a
n

ti
fy

 i
f 

p
o

ss
ib

le
);

 o
r 

 
S

ig
n

if
ic

a
n

t 
m

o
n

et
a

ry
 o

r 
fi

n
a

n
ci

a
l 

st
a

te
m

e
n

t 
im

p
a

ct
 (

q
u

a
n

ti
fy

 i
f 

p
o

ss
ib

le
);

 o
r 

 
S

ig
n

if
ic

a
n

t 
b

re
a

ch
 i

n
 l

a
w

s 
a

n
d

 r
eg

u
la

ti
o

n
s 

re
su

lt
in

g
 i

n
 s

ig
n

if
ic

a
n

t 
fi

n
es

 a
n

d
 c

o
n

se
q

u
e

n
ce

s 
(q

u
a

n
ti

fy
 i

f 
p

o
ss

ib
le

);
 o

r
 

 
S

ig
n

if
ic

a
n

t 
im

p
a

ct
 o

n
 t

h
e 

re
p

u
ta

ti
o

n
 o

r 
b

ra
n

d
 o

f 
th

e 
o

rg
a

n
is

a
ti

o
n

 (
q

u
a

n
ti

fy
 i

f 
p

o
ss

ib
le

).
 

M
e

d
iu

m
 

A
 f
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Oxford City Council 

Terms of Reference –Collection 

Fund 
To: Anne Harvey-Lynch, Revenues Manager 

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 

Oxford City Council is responsible for the collection of Council Tax and Business Rates on behalf of Central 
Government. During 2009/10, the Council collected £76 million of Business Rates and £63 million of Council Tax.   

This review will evaluate the design and operating effectiveness of key controls in the Collection Fund process with 
the objective of ensuring that all properties are identified, correctly valued and billed so that Council Tax and 
Business Rates income is reflected accurately in the Authority’s accounts.  The review will also follow up prior year 
findings to ensure that agreed action plans have been implemented. 

Scope  

We will review the design and operating effectiveness of key controls relied on by the Audit Commission relating to 
the Collection Fund and follow up issues noted during the prior year 

The sub processes we will review are: 

Sub-process Control objectives 

Valuation 
All properties are identified, correctly valued and billed to 
ensure maximum revenue is received 

Billing Billing is accurate and complete 

Overpayments and refunds 
Overpayments and refunds are granted accurately and with 
prior authorisation 

Discounts, reliefs and exemptions 
Discounts, reliefs and exemptions are granted accurately and 
in line with guidance 

Collection 

Revenue due from Council Tax and Business Rates is 
maximised and collected accurately. Accounts are updated on 
a timely basis 

Recovery and enforcement 
Outstanding income is collected and action taken against 
non-tax payers 

Accounting for Council Tax and 
Business Rates 

Information transferred from the Council Tax and Business 
Rates system is complete and accurate Reconciliations of the 
Council Tax and Business Rates system to the General Ledger 
and Cash Collection system are performed 

Access to the Council Tax and Business 
Rates systems 

Access to the Council Tax and Business Rates systems is 
appropriately controlled and restricted 

Follow up of prior year issues 
Agreed action plans regarding prior year issues have been 
implemented 

Appendix 1: Terms of Reference 
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Limitations of scope 

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

Audit approach 

Our audit approach is as follows 

 Obtain an understanding of the Collection Fund through discussions with key personnel, review of systems 
documentation and walkthrough tests 

 Identify the key risks relating to the Collection Fund 

 Evaluate the design of the controls in place to address the key risks 

 Test the operating effectiveness of the key controls 

Internal audit team 

Name Role 

Richard Bacon Engagement Leader 

Chris Dickens Chief Internal Auditor 

Katherine Bennett Audit Manager 

Charlotte Bilsland Team Manager 

Kaj Tank Team Member 

 

Key contacts – Oxford City Council 

Name Title Role Responsibilities 

Anne Harvey-Lynch 

Helen Bishop 

Revenues Manager  

Head of Customer Services 

Audit Sponsor 

Head of Service 

Review and approve terms of 

reference 

Review draft report 

Review final report 

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 

Efficiency) 
Receive final report 

Peter Sloman Chief Executive Receive final report 
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Timetable 

Fieldwork start 26/09/2011 

Fieldwork completed 07/10/2011 

Clearance Meeting 24/10/2011 (TBC) 

Draft report to client 31/10/2011 (TBC) 

Response from client 07/11/2011 (TBC) 

Final report to client 14/11/2011 (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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