
Appendix 2 - Property Services Contractor Engagement Action Plan 
 

 Issue Action Responsible Progress 
1.  

 
Lack of adequate 
documentation of the 
procurement process. 

Since the procurement process referred to in this report 
the Council has implemented an e-procurement system. 
The system records all steps in procurement exercises 
administered through it. Its use is now mandatory for all 
contracts over £50,000 under the Council's current 
Contracts Procedure Rules.  

Procurement Executive Complete 

2.  Failure to comply with 
Contracts Procedure 
Rules and Financial 
Regulations and to 
record transactions 
adequately.  
 

Non-compliance cannot be corrected retrospectively. 
Further training will be provided for staff in property 
services on the requirements of Contract Procedure 
Rules, Financial Regulations and in relation to 
transaction processing to clarify requirements for 
clearing invoices and to ensure that staff understand the 
conditions for exceptions to established creditor 
payment procedures. 

Director of Housing and 
Inclusion 

Complete 
 

3.  Failure to seek 
authority to make 
changes to financial 
systems. 

All staff to be reminded that changes should not be 
made to financial systems without consultation with 
internal audit (and where necessary the approval of the 
Borough Treasurer) 

Borough Treasurer Complete 

4.  Absence of a signed 
agreement governing 
the arrangement. 
 

Non-compliance cannot be corrected retrospectively. 
Internal Audit will carry out a review comparing property 
services expenditure over the threshold at which a 
contract is required to agreements held by legal services 
to evidence levels of compliance in other contracts. 

Internal Audit Manager Complete 

 

  



 

 

5.  Non-compliance with 
Council's Document 
retention requirements. 

A corporate programme of review and cataloguing of records is 
in progress. It has been agreed that Property Services will be 
included early in the programme to ensure appropriate 
document retention criteria are developed and implemented. 
 

Information Asset 
Owners in 
consultation with 
Data Access and 
Storage 
Governance 
Project Officer 

This action is 
being 
progressed 
through the 
management of 
electronic 
records process 

6.  Establish transparency 
and accountability in 
payment procedures 
adopted. 

All officers authorising payments to be instructed that no 
invoices including "premium payments" to third parties are to 
be authorised and any presented for payment are to be 
referred immediately to the Internal Audit Manager 

Borough Treasurer Complete 

7.  Issues relating to 
transparency and 
accountability due to 
alternative payment 
procedure adopted. 

Internal Audit to carry out a programme of checks to identify 
whether this practice has been employed on any other existing 
contracts in property services. 

Internal Audit 
Manager 

Complete 

8. To establish that there 
are no other 
unauthorised 
amendments to 
established creditor 
payment procedures in 
use.  

Examination by internal audit of payments made by property 
services through creditors (including the D100 process) to 
ensure these comply with corporate requirements. 

Internal Audit 
Manager 

Complete 

 
 


