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SELECTIVE INVOICE CHECKS 
 

1. Summary 
 
1.1 After the January 2022 meeting of the Board, the Chairman selected five 

creditor payments for checking. This report summarises the findings of this 
exercise. 
 

2. RECOMMENDATIONS 
 
2.1  That Members note the content of this report and request any further 

explanations as required. 

2.2  That Members select five further payments for checking by Internal Audit. 

 
3. Background and Discussion 
 

3.1. It is a regular feature of the Audit Board’s work for Members to select a 
sample of payments made by the Council for review. Following review 
of these payments, Members receive a report on the findings, and 
consider them as part of each meeting. This is intended to provide 
Members with reasonable assurance that goods and services 
commissioned or procured, for which payments have been made, are in 
compliance with Council procedures. In particular, that they have been 
properly authorised, requisitioned, ordered and received, prior to making 
payment. 

3.2. The following approach towards selection of the invoices has been  
agreed:  

Meeting SIC Selection Transaction Report 
Parameters 

Q1 (April – June) A B C D E F Jan to March 
Q2 (July – September) G H I J K L M April – June 

Q3 (October – 
December) N O P Q R S July – September 

Q4 (January – March) T U V W X Y Z October – December 
 
3.3. The following five payments were selected at random: 

 Theobalds (Refurbishment) Ltd   £165.00 (Gross) 
 Staff Payment               £290.00 (Gross) 
 Urbaser Ltd     £2,022.25 (Gross) 
 Urbaser Ltd        £1,542.45 (Gross) 
 West Country Group    £2,840.40 (Gross) 
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4. Summary of Findings 
 

4.1 The results of testing confirm that in all cases, the spend decisions were 
made appropriately and in compliance with Council procedures. Detailed 
summaries of the outcome of each payment are set out below. 
 

5. Detailed Findings 

5.1 Theobalds (Refurbishment) Ltd (£165.00 gross) – This payment was 
for clearing the single story gutters, unblocking all downpipes and 
removal of rubbish, in December 2021, at the 20 bungalows that are an 
annex to one of the Council's sheltered housing schemes. A purchase 
order was not necessary in this instance, as there is a contract in place 
with Theobalds for corporate maintenance and responsive repairs. The 
invoice was received on 14/12/21 and paid promptly on 29/12/21 (12 
working days). Testing confirmed that the payment was justified, and in 
accordance with procurement and payment procedures.  

5.2 Staff Payment (£290.00 gross) – This payment was a salary advance 
for a member of staff, for overtime and standby allowance in December 
2021.  Typically, this would be paid through the normal payroll system, 
but the member of staff was unable to gain access to the Employee Self 
Service System to register the additional hours. Their line manager had 
also omitted to register them before the payroll cut-off date. With 
agreement from the Head of Finance, a salary advance of approximately 
67% of the amount earned was paid (using a TAB1 form), and the 
January 2022 salary was adjusted accordingly. The TAB1 form was 
received on 22/12/21 and payment was made the same day. Testing 
confirmed that the payment was justified, made promptly and in 
accordance with payment procedures.  

5.3 Urbaser Ltd (£2,022.25 gross) – This payment was for the September 
2019 core, monthly invoice from Urbaser for contracted services for 
waste collections and street cleansing. A 5-year contract was awarded 
to Urbaser, in July 2019, for them to provide these services for the 
Council.  The amount chosen by Audit Board Members for Internal Audit 
to test, as part of this Selective Invoice Check, was the element allocated 
to the Housing Revenue Account for the disposal of items illegally 
dumped in open spaces on Housing amenity land.  Annual incremental 
increases to these core invoices are made in line with Consumer Price 
Inflation (CPI), and the amounts costed out to each service area reflect 
these increases.  The CPI increase from November 2020 to November 
2021 was approximately 1%.  The invoice was received on 27/9/21 and 
paid promptly on 4/10/21 (6 working days). Testing confirmed that the 
payment was justified, made promptly and was in accordance 
with procurement and payment procedures.  
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5.4 Urbaser Ltd (£1,542.45 gross) - This payment was for the Consumer 
Price Inflation (CPI) charge for October 2021 and the amended charges 
for July, August and September 2021.  Urbaser receive a CPI 
adjustment to all of their contract charges on 1 July each year, but the 
July CPI figure is not published until August, so the adjustment is 
backdated. The CPI adjustment for 2021/22 was 2.02%. Urbaser 
submitted an invoice in September 2021 for the CPI adjustment for July, 
August and September, but later realised that the adjustment had been 
calculated incorrectly at just 2%. This equated to a difference of £48.02 
net, per month. The shortfall for these three months were invoiced along 
with the correct CPI figure for October 2021. The invoice was received 
on 22/10/21 and paid promptly on 08/11/21 (12 working days). Testing 
confirmed that the payment was justified, made promptly and in 
accordance with procurement and payment procedures. 

5.5 West Country Group (£2,840.40 gross) - This payment was for the 
order of 100,000 window envelopes, with the Council's return address 
printed on them, for use in the folder/inserter machine in the post 
room.  A quantity of 50,000 envelopes was delivered in October 2021 
and the remaining 50,000 are for call off delivery at a later date.  The 
whole amount could not be delivered in one go, due to storage 
limitations, but a larger quantity meant that a cheaper price was 
obtained. The need for these envelopes has decreased from previous 
years due to the move towards a hybrid mailing system. A purchase 
order was raised using the Council's e-Procurement system and the 
invoice was paid promptly upon receipt (6 working days). Testing 
confirmed that the payment was justified and in accordance 
with procurement and payment procedures. 
 

6. Relationship to the Corporate Plan 
 

A Council performing strongly – Undertake a continuing review of 
budgets and processes to ensure maximum value for money and 
ensuring a balanced budget. 
 

7. Financial, legal, staffing and other administrative implications and risk 
assessments 

 
Financial Implications While there are no financial implications 

associated with the outcomes detailed in the 
report, compliance with agreed financial 
procedures helps to ensure that the Council 
maintains a sound system of financial control 
and governance.  

Legal Implications None 
Climate Impact 
Assessment 

None 

Staffing Implications None 
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Administrative Implications None 
Risk Assessment Obtaining goods and services on behalf of the 

Council carries potential inherent risks of fraud, 
or misappropriation. The ‘Selective Invoice 
Checks’ process is one of many steps 
employed by the Council to manage fraud risks 
and to ensure value for money. 

  
8. Details of Exempt Information Category 
 

Not applicable 
 
9. Appendices 
 

None 
BACKGROUND PAPERS 

 
Documents 
consulted 

Date / 
File Ref Report Author Section & 

Directorate 

Exempt 
Information 
Category 

None N/A 
 

Audit Manager 
01322 343004 

Internal Audit Partnership 
& Directorate of Corporate 
Services 

N/A 


