Risk Area
1.

Financial Report
Preparation

Key Control Activities

Comments

i. Employees responsible for financial report
preparation are competent and adequately
trained.

Employees with responsibility for financial
report preparation are competent and have
extensive experience.

Nil

ii. All journal entries require supporting
documentation. Any non-routine entries
require documented approval prior to
being posted.

Processed journal entries are printed and filed,
along
with
copies
of
supporting
documentation. No staff member may post
journals they have created (system generated
journals may be posted by staff member
running the process). End of month report
prepared. Processing of Journals OP in place.
Whilst no accounting software is full-proof,
the City’s finance system includes a range of
in-built checks and balances to ensure
‘balancing’ errors are readily identified. Any
postings that contain errors are redirected to
suspense accounts for investigation and
further action. Any receipts without an
associated charge will automatically be
redirected to prepayment accounts for further
action. In addition all internal processes are
developed to prevent fraud by segregating
duties and enforcing processes as much as
proficiently possible.
Employees working with Payroll are hired
based on their skills and knowledge. Extensive
on the job training is also provided. Refresher
training is provided on a regular basis to
ensure officers are updated on legislation and
compliance matters.
Team of 3 payroll officers take on differing
roles when processing fortnightly pays. Payroll
processing is separate to other HR functions

Nil.

iii. Accounting software used contains
application controls that prevent or detect
an error from occurring.

2.

Payroll

i.

Payroll staff are competent for their
assigned tasks, adequately trained and
supervised.

ii.

Persons
processing
payroll
are
independent of other payroll functions,

Further Controls Identified

Nil.

Nil.

Nil.

Risk Area

Key Control Activities
such as hiring/firing of staff, timekeeping
and EFT payment.

iii. Approval in writing is obtained before
adding new employees to payroll.

iv. Signed and dated approval of each
employee's pay rate is documented on
employee file.

v.

Timesheets and totals of hours worked
are approved before being processed for
payment.
vi. Procedures exist to ensure terminated
employees are immediately removed
from payroll.
vii. Payroll register is reconciled to the
general ledger and reviewed by a senior
officer independent of payroll.

Comments
such as hiring and firing and position
management. EFT payments are approved by
employees other than Payroll officers.
Timekeeping is up to each employee to
complete own timesheets with Coordinators/
Managers signing off timesheets.
Employee Appointment Form is completed for
all new appointments with sign off required by
all levels within the hierarchy, including final
CEO approval.
Employee Appointment Forms are used to
provide approval for pay rates and other
appointment
terms
and
conditions.
Employment Details Amendment Forms are
used to approve and action any changes to
employee pay rates. Step increases via
performance reviews are approved and
actioned by a payroll authorisation form
attached to performance review paperwork.
These are all saved on an employee’s file
electronically. No changes to pay rates are
undertaken without forms or relevant
paperwork in place.
All timesheets are checked and signed by
authorising supervisor to ensure accuracy and
completeness.
Procedures are in place and regularly
reviewed.
Payroll register is reconciled to the General
Ledger by Payroll staff; however the Finance
Coordinator balances the payroll suspense

Further Controls Identified

Nil.

Nil.

Nil.

Nil.

Nil.

Risk Area

Key Control Activities

Comments

Further Controls Identified

account. Although this is not a full
reconciliation between the payroll and the
ledgers, it is nonetheless an additional process
that does identify “internal” payroll
misallocations that need to be corrected
within the financial ledgers.

viii. Costs by sub program, are compared to
budget.

At end of year an assessment is made
comparing the payroll system (component)
reports to the financial ledgers to confirm
(within reason) that no major discrepancies
are identified. This final reconciliation is then
on-forwarded to the City’s auditors for
verification as part of the final end of year
audit.
Managers and Directors receive monthly
employee cost reports, overall financial
performance reports, and any other reports as
requested. They are then responsible for
noting and managing any variances.

Nil.

All employees have access to data within the
TechOne system for which they are
responsible, hence up to date information can
be perused at any time.

3.

Revenue

i.

Rates/debtors officers are competent for
their assigned tasks, adequately trained
and supervised.

Financial training programs can also be
accessed by employees via IT to ensure any
training needs are addressed.
Employees responsible for rates and/or sundry
debtor activities are experienced and fully
competent, and have generally been

Development planning commenced to train
staff in key rating/ debtors functions and
encourage/ promote information sharing to

Risk Area

Key Control Activities

ii.

Monthly statements are issued to trade
debtors.

iii. Rates are raised in line with the approved
budgeted rate in the dollar.
iv. The rate record is updated and reconciled
monthly to the Valuer Generals Office
(VGO) records.
v. Documented procedures are in place to
ensure the VGO is informed of any
building works approved.
vi. The rates ledger is reconciled to the
General Ledger.

vii. The approved schedule of Fees and
Charges is used for invoice preparation.
Exceptions require documentation and
approval.

viii. Automatic or manual checks are
performed on serial continuity of invoice
documents.
ix. Credit note approvals are independent of
accounts receivable.

Comments

Further Controls Identified

employed in their current roles for a number
of years.
In terms of debtor procedures, statements are
issued for invoices outstanding more than 30
days.
The Council’s adopted rates in the dollar are
validated prior to billing and posting of the
associated rates billing journal.
Valuation reports are reconciled and balanced
as and when received from Landgate.

ensure continuation of services and succession
planning.
Nil.

Building applications received by Rates are
forwarded to Landgate for valuation purposes.
Applications are held in rates until such time as
revised valuations are provided by Landgate.
This task is undertaken on a daily basis, with
any discrepancies investigated and rectified.
The Financial Reconciliations OP has been
adopted.
Invoices are prepared by respective Business
Units; cognisant of the Council’s currently
adopted Schedule of Fees & Charges. The
corporate software system is also updated
annually to reflect current fees and charges
(where system generated).
The corporate software system automatically
assigns invoice numbers, in a sequential order.

Nil.

Any reduction to an original invoice amount (in
part or all) must be instigated and approved by
the applicable Business Unit. Written

Nil.

Nil.

Nil.

Nil.

Nil.

Nil.

Risk Area

Key Control Activities

Comments

Further Controls Identified

confirmation is also required for audit
purposes.
4.

Receivables/ Receipting

i.

Staff handling cash receipts and managing
receivables are competent for their
assigned tasks, adequately trained and
supervised.

ii.

Bank reconciliation is prepared monthly
(with statements from bank) and
management approval documented.

iii. Customers are informed (signs, etc.) that
they should obtain receipts.
iv. Pre-numbered cash receipts are issued for
every cash sale. Serial continuity is
reviewed periodically and checked against
cash deposits data.
v. Staff are required to take their leave
entitlements annually.

vi. When opening mail, cheques are stamped
“for deposit only” with the local

Employees responsible for cash receipts and
managing receivables are fully competent,
receive adequate training where required and
are supervised based on their knowledge and
experience.
All
bank
reconciliations
(including
investments) are reviewed and signed off by
management on a monthly basis. The Financial
Reconciliations OP has been adopted.
Receipts are issued as standard practice and as
such, there is no requirement to install signage
to this effect.
Receipts produced in the corporate software
systems are sequential in number. Where
manual receipts are produced, these are
issued from pre-numbered receipt books.
Whilst staff are encouraged to take leave
entitlements annually, this is occasionally
impacted
by
business
continuity
requirements. However, periodic ‘outstanding
leave’ reports are distributed to management
to enable the monitoring of staff leave
accruals. As required, staff can be directed to
take annual leave where accruals become
excessive. Having said that however a program
has been put in place to reduce staff with
excessive leave.
Cheques received by records are date stamped
and placed in a plastic container with other

Nil.

Nil.

Nil.

Nil.

Nil.

Nil.

Risk Area

Key Control Activities
government bank account number.
Cheques received are listed, totalled and
reviewed before deposit.

Comments

vii. All receipts, cash/cheques, are deposited
on a regular and timely basis.

remittances
and
any
supporting
documentation. A Records Officer delivers the
container to a Customer Information Officer
for their processing.
The Customer Information Officer stamps all
cheques ‘Not Negotiable – Payee City of
Busselton’ and then receipts into corporate
software in a timely manner.
Front counter operations, and outstation
banking, is completed and banked in a timely
manner. The only instance where front
counter retains revenue beyond date of
receipt is when additional information is
required in order to proceed. All held funds are
a) entered into the payment referral register
held in ECM, b) scanned to responsible officer
outside of the team and c) receipted as soon
as practicable following advice.

viii. Reconciliation of daily deposit total to
receivable posting and cash sales is
prepared and reviewed.

The register is reviewed daily and updated as
soon as advice is received. The register
includes dates, completion times, advice
received, responsible officer and any other
relevant details.
Front counter deposits are reconciled,
reviewed and signed off by supervisory staff,
and banked on a daily basis. Similar processes
also occur in relation to outstation deposits,
where applicable. In addition, the Customer
Service team maintains a variety of procedural
documents directing Customer Information
Officers in the handling of revenue.

Further Controls Identified

Situations where funds (cash/ cheques) are
being held, or only banked periodically, should
be included in an accounting procedures
manual for the relevant site.
Please refer to following item.

It is recommended that all areas dealing with
cash and banking formally update associated
accounting processes and procedures, and
that these documents be authorised by the
respective Director, with a copy to be provided
to the Finance Department.

Risk Area

Key Control Activities

ix. A reconciliation of aged receivables to
control accounts is prepared monthly and
management approval documented.

x.

Procedures exist to ensure receipts are
recorded in the correct period.

xi. Significant overdue customer accounts
are investigated by management and
actions taken documented.

Comments
Notwithstanding this, current processes and
procedures documentation in relation to
accounting activities are not centrally held in
some instances. It is believed that updated
accounting procedures manuals be prepared
by each applicable area (as required), and be
authorised by the respective Director.
An Aged Trail Balance for sundry debtors is
produced and reconciled to the General
Ledger monthly. The reconciliation is reviewed
and signed off by management. The Financial
Reconciliations OP has been adopted.
Receipts are date based in the corporate
software system, and as such, are
automatically posted in the correct period. In
respect of outstations, direct deposits are also
journalled in the correct period where
practical.
Finance staff as part of the end of month
process will ensure where practical that all
receipts applicable to a particular period (via
the property system) are posted to that period
plus accordingly any accruals as deemed
appropriate.
The ‘sundry debtors’ and rates Aged Trial
Balances are reviewed regularly. Action is
taken for the follow-up and collection of
outstanding debts in terms of the respective
collection
timelines.
Comprehensive
documentation is maintained in relation to
actions taken for individual overdue debt

Further Controls Identified

Nil.

Nil.

Nil.

Risk Area

5.

Purchases, Payables,
Payments

Key Control Activities

i.

Personnel responsible for the purchasing,
shipping, receiving and payable functions
are competent, adequately trained and
supervised.

ii.

Management
reviews
outstanding
cheques
on
period-end
bank
reconciliation.

iii. Pre-numbered cheques are used. EFT’s
are allocated a sequential number for
each creditor payment and details for
every number is documented. Spoiled
cheques are clearly marked "VOID" and
cancelled.
iv. The purchasing policy clearly defines who
can issue purchase requisitions/orders
and to what dollar limit.

v.

Access to purchasing, receiving, accounts
payable, and inventory records is
restricted to authorised personnel.

Comments
collections. The Sundry Debtors OP has been
updated and readopted in 2019.
Staff responsible for purchasing and accounts
payable functions are fully competent,
adequately trained and are supervised as
required. Separation of duties measures are
implemented widely.
This process is undertaken on a regular basis.
Outstanding
cheques
are
identified,
customers contacted and the appropriate
action is taken to finalise the transaction.
The corporate software system automatically
allocates EFT numbers (sequentially). Preencoded cheques are also utilised, with
cancelled cheques clearly marked as such.

The Council’s adopted Purchasing Policy
details dollar thresholds for quotation
requirements, but does not define individual
purchasing limits (as this is not the intent of
the policy). Please refer activity 5 vi. for further
comment.
The corporate software system has inbuilt
parameters (authorisation levels) which
restrict the ability of staff to view specific data
or undertake certain functions. However it is
not considered that general purchasing and
accounts payable records (at transaction level)
should be specifically restricted. Separation
of duties measures are implemented widely.

Further Controls Identified

An OP on the setup and alteration of the
Creditors Master File is to be finalised and
adopted.

Nil.

Nil.

The ability to approve one’s own requisition in
the system is to be reviewed and likely
removed.

Nil.

Risk Area

Key Control Activities

Comments

vi. Spending limits are set by budget or
individual levels of authority. These limits
are monitored by the system or manually.

Individual purchasing limits are determined by
business need, and are approved by each staff
member’s supervisor. Purchasing limits are
only established/ updated in the corporate
system upon receipt of a valid authorisation
request.
The City’s Purchasing Policy ensures
compliance with relevant legislation and
assists with ensuring due diligence and value
for money in procurement.

vii. A list of preferred suppliers is maintained
and used where possible.

Further Controls Identified
Nil.

Nil.

Part 9 of the Purchasing Policy provides the
framework for the establishment and
operation of a Panel of Pre-qualified Suppliers
(Panel) in accordance with amendments to the
of the Local Government (Functions and
General) Regulations 1996 in 2015. A Panel
mirrors a ‘Preferred Supplier’ listing, the
purpose being to simplify the process for
requests for quotations (for goods and
services purchased on an ongoing basis) while
maintaining due diligence and value for
money.
A panel created under previous regulations
may continue to operate until they expire.

viii. Controls exist to ensure corporate buying
cards/credit cards are only issued to

The City’s Contract Register is utilised to create
and maintain a centralised list of established
Panels and individually contracted suppliers.
The City’s Operational Practice & Procedure
(OPP) (updated 2019) relating to corporate
credit cards details the card authorisation

Nil.

Risk Area

Key Control Activities
authorised staff and personal purchases
are not allowed.

ix. Pre-numbered purchase orders and
receiving reports are used and exceptions
are approved and documented.
x.

Period-end procedures exist to detect and
account for unprocessed goods/service
receipts.

xi. Personnel receiving goods do not perform
any accounting functions.

xii. An aged accounts payable listing is
reconciled to general ledger each month

Comments
process, whilst also stipulating that personal
purchases are prohibited. Credit card
transactions are validated against the monthly
statement, with all transactions also reported
to the Council (for information). The City also
utilises several ‘store’ cards (e.g. Coles store
card). FIM105 Operation of Business Customer
Account (Store) Cards is in place.
The corporate software system automatically
allocates purchase order numbers on a
sequential basis. There is no capacity for staff
to manually allocate purchase order numbers.
Prior to the end of each financial year, staff are
regularly requested to review and finalise
outstanding purchase orders. A final list of
purchase orders to be carried over to the
following financial year is reconciled and
validated, with associated expenses accrued
where required.
Accounting functions associated with
purchasing and subsequent payment are
administered by the Finance Department.
Whilst this department also receives goods
and services throughout the year, this activity
is very limited. Furthermore, processing of
purchase requisitions and subsequent
payment is subject to the same controls and
authorisations as the remainder of the
organisation
(including
separation
of
authorisation/ payment functions).
An Aged Trail Balance for accounts payable is
produced on a monthly basis, with this

Further Controls Identified

Nil.

Nil.

Nil.

Nil.

Risk Area

Key Control Activities
and
exceptions
management.

investigated

Comments
by

xiii. Aged report of open orders is reviewed
each month and old/unusual items are
investigated.

xiv. Unit prices on invoices received are
checked against price lists, quotes or
approved purchase orders. Invoices are
checked
for
correct
calculations,
discounts, taxes and freight before
payment.
xv. System has checks to prevent duplicate
payments on same order.

xvi. A list of accounts for payments is
prepared in line with the legislation and
authorised by council or a person with
delegated authority before cheques are
signed or EFT is authorised.

document also incorporating a reconciliation
to the General Ledger. Long outstanding
creditors are reviewed to ensure action is
taken to clear the same. The Financial
Reconciliations OP has been adopted.
This process is undertaken by individual
Business Units, as staff are able to review open
orders via a simple system enquiry. However,
several months in advance of financial year
end, staff are regularly requested to review
and finalise outstanding purchase orders.
Regular communications are also issued
detailing the number and value of outstanding
orders (to demonstrate progress in this task).
Prior to payment, invoices are required to be
reviewed and validated by relevant staff. Only
upon signed authorisation that the above
actions have occurred (by an officer with an
appropriate financial delegation), is an invoice
processed by the Finance Department for
payment.
The City’s corporate software system does
have a duplicate invoice number ‘warning’, to
minimise the duplication of creditor payments
being made.
The Council has delegated authority (LG6A) to
the CEO to make payments on its behalf,
pursuant to Regulation 12 of the Local
Government
(Financial
Management)
Regulations. In terms of Regulation 13 of the
Regulations, a list of payments made is
subsequently presented to the Finance
Committee and Council for noting.

Further Controls Identified

Nil.

Nil.

Nil.

Nil.

Risk Area

Key Control Activities

Comments

xvii. Signing officers examine supporting
documentation to payments and
document approval.

The City has numerous processes relating to
the authorisation of payments, including the
need for authorising officers (with the
necessary financial delegation) to verify that
goods/ services have been received and that
the invoice amount is correct. Consequently,
officers signing release of payments are not
required to critically examine supporting
documentation, albeit confirmation of the
authorising officer’s permission to approve an
invoice for payment is confirmed.
Regulation 11(3)(a) of the Local Government
(Financial Management) Regulations prohibits
payments being made in cash; excepting those
made from petty cash systems. Consequently,
only petty cash reimbursement cheques are
opened to enable encashment (albeit the
cheques are still payable to the City of
Busselton).
An Aged Trail Balance for accounts payable is
produced on a monthly basis, with this
document also incorporating a reconciliation
to the General Ledger. The reconciliation is
reviewed and authorised by management. The
Financial Reconciliations OP has been
adopted.
Upon receipt, statements are reviewed and
reconciled, and on-forwarded to relevant
managers where unpaid invoices have not
been authorised and returned to Finance for
processing.

xviii.
All cheques must be made out to
authorised vendors and cannot be made
out to "cash".

xix. A reconciliation of the accounts payable
sub ledger to the general ledger is
prepared monthly and approved by
management.

xx. Suppliers’ statements are reconciled to
accounts payable monthly and reviewed
by management.

Further Controls Identified
Nil.

Nil.

Nil.

Nil.

Risk Area

Key Control Activities

Comments

xxi. Procedures exist to ensure payments are
recorded in the correct period.

Payments made are allocated to the period in
which they are raised. A review of any
exceptions may be undertaken as part of the
end of month rollover process, but more
particularly as part of financial year end
processes.
The only new bank accounts that the City
opens relate to new term deposit facilities. In
terms of delegation 6D, the Council has
delegated authority to the CEO to invest
surplus funds in accordance with the Council’s
Investment Policy; which would necessarily
include the establishment of new term deposit
accounts as funding availability permits. The
Council has also delegated authority to the
CEO to make payments from the Municipal
and Trust funds; via delegation 6A. In carrying
out this function, the CEO also determines
account signatories.
Accounting staff are fully aware of the City’s
various capitalisation thresholds and ensure
that costs are allocated accordingly. However,
as other employees are not fully conversant
with this matter, it can be problematic when
developing annual budgets (as operating/
capital budgets can be misallocated).
Management reports (detailing actual
expenditure against year to date budget) are
issued to management on a monthly basis for
review. Material variances, which cannot be
rectified by financial year end, are generally
reported to the Council as part of monthly
Financial Activity Statement reporting.

xxii. Procedures exist to ensure all bank
accounts and signatories are authorised
by council.

xxiii.
The accounting policy for when goods
should be capitalised is documented and
clearly understood by accounting
personnel.

xxiv.Management regularly compares actual
purchases (costs and expenses) to
budgeted purchases and investigates and
documents variances.

Further Controls Identified
Nil.

Nil.

An Asset Capitalisation Operational Practice
and Procedure, which clearly sets out the
City’s capitalisation thresholds and associated
requirements, is under development.

Nil.

Risk Area

Key Control Activities

Comments

xxv. Management follows up creditor queries
on a timely basis.

Whilst creditor queries are generally directed
to Accounts Payable staff in the first instance,
where enquiries cannot be resolved at that
level, they are escalated to the relevant
officer/ manager for review and response.
Should a creditor account have a debit balance
(which rarely occurs), the item will appear on
the associated trial balance and will be
investigated/ rectified.

xxvi.Management addresses the reasons for
debit balance creditor accounts on a
timely basis.

Further Controls Identified
Nil.

Nil.

Risk Area

Monitoring Activities

6.

Annual Budget

i.

Monthly actuals are compared to budget
and significant variances fully investigated
and explained.

7.

Financial Reporting

i.

8.

Grants

Through presentation of the Monthly
Financial Activity Statement (FAS) to
Council, actual results are compared to
budget each month; management
reviews, investigates and explains
significant variances.
i. Management regularly reviews all grant
income and monitors compliance with
both the terms of grants and Council’s
grants policy (including claiming funds on
a timely basis).

9.

Receipting

ii. Through the FAS, grant revenue is
compared to budget; management
reviews, investigates and explains
significant variances.
i. Income is compared to budget regularly in
the
FAS;
management
reviews,
investigates and explains significant
variances.
ii. Statements of accounts receivable are
sent to customers enabling review.

Comments

Further Controls Identified

In addition to review as part of the monthly
Financial Activity Statement (FAS) reporting,
‘actuals to budget’ reports (by Directorate) are
distributed to Management on a monthly basis
for review and comment as required.
Variance reporting is primarily guided by the
Council’s adopted reporting threshold of +/10% and +/- $25K, albeit noteworthy variances
within the threshold will also be reported and
commented upon as relevant.

Nil.

The expenditure of funding in line with
associated grant conditions, and subsequent
grant acquittal, is administered by responsible
Business Unit staff and management. The
Council does not have a specific grants policy
at this time.
The Operating, and Non-operating, Grants,
Subsidies and Contributions categories form
part of monthly FAS reporting, and are
reported and commented upon as required.
Both operating and ‘capital’ revenues form
part of the monthly FAS reporting, with
variances exceeding the reporting threshold
being reported and commented upon as
relevant.
In respect of sundry debtors, statements are
issued approximately 30 days after invoice
date. The Sundry Debtors OP has been
recently reviewed and updated.

A centralised and detailed grants register is
being developed to assist not only with
monitoring of grants expenditure and
acquittal, but also to assist with compliance
with AASB 15 & 1058.

Nil.

Nil.

Nil.

Nil.

Risk Area
10. Rates

11. Receivables

Monitoring Activities

Comments

i. Management reviews rates ageing profile
on a monthly basis and investigates any
outstanding items.
ii. Actual rate revenue is compared to
budget;
management
reviews,
investigates and explains significant
variances.
iii. Annual valuation update is balanced prior
to the generation of rates; this is
reconciled to the rate record and
reviewed.

Rates collection is an ongoing process with
staff actively following up overdue amounts.

Nil.

Upon levying, rates revenue is reconciled
against the Council’s adopted rates model.
Subsequent movements in rates revenue is
reviewed on a regular basis.
The annual UV and 3 yearly GRV valuation data
is always reconciled and balanced prior to the
generation of rates. Reconciliations are also
undertaken on a monthly basis to capture the
changes due to interim valuations.
Refer activity 10.iii. above.

Nil.

In addition to review as part of the monthly
Financial Activity Statement (FAS) reporting,
‘actuals to budget’ reports (by Directorate) are
distributed to Management on a monthly basis
for review and comment as required.
The City has not historically raised provisions
for doubtful debts. If it is believed that a debt
will not be recovered, then it is written off
either under delegation or where required, via
a formal Council decision.
An Aged Trail Balance for sundry debtors is
produced on a monthly basis, with this
document also incorporating a reconciliation
to the General Ledger. Long outstanding
debtors are reviewed to determine the status
of recovery action taken. The Sundry Debtors

Nil.

iv. Interim valuation updates are balanced
prior to the generation of the interim
rates; this is reconciled to the rate record
and reviewed.
i. Receivables and revenue are compared to
budget monthly; management reviews,
investigates and explains significant
variances.
ii. Management reviews provision
doubtful debts on a regular basis.

for

iii. Management reviews debtors ageing
profile on a monthly basis and investigates
any outstanding items.

Further Controls Identified

Nil.

Nil.

Nil.

Nil.

Risk Area

Monitoring Activities

Comments

iv. Trade receivables age reconciliation to the
general ledger is reviewed at least
monthly.

12. Bank Accounts and
Banking

i. Management reviews journal transactions
to the bank account.

ii. Management reviews bank reconciliations
monthly to confirm large outstanding
items are adequately explained and
subsequently resolved.

13. Investments

i. Review
the
council
performance regularly.

investment

OP has been recently reviewed and updated.
The Financial Reconciliations OP has been
adopted.
This task is undertaken as part of the monthly
review of the ageing of sundry debtors. The
Sundry Debtors OP has been recently
reviewed and updated. The Financial
Reconciliations OP has been adopted.
For efficiency purposes, numerous internal
bank deposits (e.g. outstation banking) are
journalled in Finance, rather than being
receipted at the front counter. Management
does not specifically review the associated
journal transactions individually, nor other
direct payments made, as this task is
undertaken as part of the monthly bank
reconciliation review. Journals are reviewed
by another staff member prior to posting to
the ledgers.
Bank reconciliations for the all bank accounts,
including Investment Accounts; are completed
monthly and reviewed by Management.
Processes are also in place to ensure that long
outstanding items (e.g. unpresented cheques)
are cleared on a regular basis. The Financial
Reconciliations OP has been adopted.
Investment performance (including rates of
return and performance against budget) is
reviewed and reported to the Finance
Committee on a monthly basis.

Further Controls Identified

Nil.

Nil.

Nil.

Nil.

Risk Area

Monitoring Activities
ii. Actual investment income compared to
budget on a regular basis; management
reviews, investigates and explains
significant variances.
iii. Investments register maintained in
accordance
with
regulations
and
investment policy.

iv. Reconciliation of investment register to
general ledger routinely prepared and
reviewed.

14. Payroll

i. Management reviews employee costs
against budget on a monthly basis and
investigates any outstanding items.

ii. Each departmental manager performs a
regular review of reports detailing all
employees listed on payroll master file; all
unusual items are investigated.

Comments
Comments
on
investment
interest
performance form part of the monthly report
to the Finance Committee. Where relevant,
performance will also be incorporated as part
of the monthly FAS reporting.
A Register of current Investments is provided
to the Finance Committee on a monthly basis
(per i. & ii. above) inclusive of a “Statement of
Compliance with Council's Investment Policy
218”. The City also maintains numerous
supporting spreadsheets to further identify
investment transactions (e.g. accrued interest
calculations etc.).
A reconciliation of Invested funds to the
general
ledger
is
completed
and
independently reviewed by management on a
monthly basis. The Financial Reconciliations
OP has been adopted.
Managers receive monthly employee cost
reports and overall financial performance
reports. They are then responsible for noting
and managing any variances. All managers also
have access to budget data within the
TechOne system.
Stringent approval processes for appointment
and management of employee payroll data, all
changes made by payroll with established
approvals. Payroll check/identify unusual
discrepancies during each pay run. Casual
employees on payroll file are reviewed every 6
months.

Further Controls Identified
Nil.

Nil.

Nil.

Nil.

Nil.

Risk Area

Monitoring Activities

Comments

iii. Salary and hourly payroll reports
(including compensation and withholding
information) are reviewed and approved
by management before payments are
approved.

Timesheets are signed off by managers and/or
supervisors and at this time they identify any
variances. Payroll staff also checks/ identify
unusual discrepancies during each pay run.
Workers compensation payments are paid as
per advice from our insurers. Taxation
deductions are processed as per employee
advice through Withholding Declarations
Deductions are generally employee driven
with no deductions entered without sign off
using official payroll deduction forms.
Temporary deductions are saved within the
Payroll Bring Up file to ensure they are
actioned and ceased within approved
timeframes.
External salary sacrifice providers do regular
checks to confirm employee details to ensure
accuracy and compliance with legislation.
Superannuation is checked to ensure
compliance with thresholds.
Payroll perform an under and over check each
fortnight prior to payroll being processed. HR
Coordinator and Manager Corporate Services
then double checks under and overs report
each fortnight prior to signing off pay
processing.
In addition to review as part of the monthly
Financial Activity Statement (FAS) reporting,
‘actuals to budget’ reports (by Directorate) are
distributed to Management on a monthly basis
for review and comment as required.

iv. The payroll deduction table data is
periodically reviewed by management for
accuracy and ongoing pertinence.

v. Management reviews a selection of salary
sacrifice calculations for accuracy and
compliance with statutory requirements;
identified errors are promptly corrected.
vi. Each pay run is reviewed prior to
authorisation for payment for consistency
with prior pay runs and for abnormal
items such as overtime.

15. Purchasing, Procurement
and Payments

i. Actual expenditure is compared to budget
monthly;
management
reviews,
investigates and explains significant
variances.

Further Controls Identified
Nil.

Nil.

Nil.

Nil.

Nil.

Risk Area

16. Trade Payables

17. Fixed Assets

Monitoring Activities

Comments

ii. A list of all payments is prepared and
presented monthly to the Council;
management reviews, investigates and
explains any unusual or large payments.

A List of Payments Made is presented to the
Council on a monthly basis, via the Finance
Committee in the first instance. Whilst
explanations for unusual or large payments
are not included in the listing provided to the
Council, any requests for specific information
on payments made is provided to all
Councillors for their information.

Nil.

iii. Management
documentation
payments.

The City has numerous processes and
workflows relating to the authorisation of
payments. Invoices must be authorised by a
staff member with the necessary financial
delegation; prior to an invoice being included
in a payment run. Senior Finance staff review
the payment prior to its release.
An Aged Trail Balance for trade creditors is
produced on a monthly basis, with this
document also incorporating a reconciliation
to the General Ledger. Long outstanding
creditors are reviewed to ensure action is
taken to clear the same.
This task is undertaken as part of the monthly
review of the ageing of outstanding trade
creditors.
In addition to review as part of the monthly
Financial Activity Statement (FAS) reporting,
‘actuals to budget’ reports (by Directorate) are
distributed to Management on a monthly basis
for review and comment as required.

Nil.

reviews
before

supporting
approving

i. Management reviews trade payables
ageing profile on a monthly basis and
investigates any outstanding items.

ii. Trade payables age reconciliation to the
general ledger is reviewed at least
monthly.
i. Management compare actual fixed asset
balance to budget; management reviews,
investigates and explains significant
variances.

Further Controls Identified

Nil.

Nil.

Nil.

Risk Area

Monitoring Activities

Comments

ii. Activity recorded in fixed asset register is
reviewed by management, including
comparison to the capital budget.

A comprehensive reconciliation is undertaken
on a monthly basis. Whilst incorporated within
the overall reconciliation documentation,
capital expenditure performance against
budget forms part of monthly Directorate and
FAS reporting.
The reporting of non-current (fixed) assets at
fair value has been mandated, with local
governments required to value each asset
class in accordance with the regulatory
framework (i.e. three year cycle).

iii. Management regularly reviews valuation
of fixed assets (i.e. methodology and
useful lives of assets) to ensure that
assets’ valuation is appropriate and in
accordance with Australian Accounting
Standards.

iv. Management reviews depreciation rates
and methodology (at least annually) to
ensure that rates and remaining useful
lives are reasonable.

18. Borrowings

v. Fixed asset register to the general ledger
reconciliation is prepared and reviewed
routinely.
i. Borrowings actual and interest charges
are compared to budget monthly;
management reviews, investigates and
explains significant variances.

Individual assets acquired between initial
recognition and the next revaluation of the
asset class are carried at cost less accumulated
depreciation as management believes this
approximates fair value. These assets will be
subject to subsequent revaluation at the next
anniversary date in accordance with the
mandatory measurement framework.
This matter is addressed as part of the fair
value reporting processes and assets are
reassessed annually to ensure that
depreciation rates are reasonable and the
correct useful lives apply.
A comprehensive reconciliation is undertaken
monthly, which is reviewed and authorised by
management.
The annual budget is developed in line with
existing loan repayment schedules. However,
repayments on new loans are based on
interest rate and drawdown timing
projections. Consequently, variances should

Further Controls Identified
Nil.

Nil.

Nil.

Nil.

Nil.

Risk Area

Monitoring Activities

19. Journals

i.

All journals are independently reviewed
(including checks to ensure correct
account allocation) and contain sufficient
support information.

20. General IT Risks

i.

Regular IT audits performed focusing on
data accuracy, retention, recovery and
security. Results of these IT Audits
reviewed by management and action plan
promptly implemented.

Comments
only be evident in relation to new loans.
Reviews are conducted as part of standard
reporting regimes and variances are reported
as part of the monthly FAS.
Staff within the Finance Department have
varying levels of authority to process journals.
All journals are printed and filed, along with
relevant documentation supporting the
purpose/ reason for the journal. Finance
journals are independently reviewed as a
stage in the review process. A list of journals is
produced and a staff practice has been
adopted.
Regular audits are undertaken in relation to
business systems data, backup and recovery
operations and IT security principles and
systems, by both internal and external
resources

Further Controls Identified

Nil

Nil

