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1. General

1.1.  TheseFinancial Regulations govern the financial management of the counciland may only

be amended orvaried by resolution of the council. They are one of the council’s governing

documentsandshallbe observedinconjunctionwiththe council’s Standing Orders.

1.2.  Councillors are expected to follow these regulations and not to entice employees to
breachthem. Failuretofollowthese regulations brings the office of councillorinto

disrepute.

1.3, Wilfulbreach of these regulations by an employee mayresultin disciplinary
proceedings.

1.4. IntheseFinancial Regulations:

‘Accounts and Audit Regulations’ means theregulationsissued under Sections
32,43(2)and 46 ofthe LocalAuditand AccountabilityAct2014, orany
supersedinglegislation, andtheninforce, unlessotherwise specified.

“Approve” refersto an online action, allowing an electronic transaction to take

place.

“Authorise” refers to a decision by the council, ora committee or an officer, to

allow somethingto happen.

‘Proper practices’ means those set outin The Practitioners’ Guide
Practitioners’Guidereferstothe guideissued bytheJointPanelon Accountability and
Governance (JPAG) and published by NALC in England or Governance and
AccountabilityforLocal CouncilsinWales—A Practitioners Guidejointly published
by One Voice Wales and the Society of Local Council Clerks in Wales.

‘Must’ and bold text refer to a statutory obligation the council cannot change.

‘Shall’ refers to anon-statutoryinstruction by the counciltoits members and

staff.

1.5. TheResponsible Financial Officer (RFO) holds a statutory office, appointed by the council.

TheClerkhasbeenappointed as RFO andtheseregulations applyaccordingly. The RFO;

acts underthe policy direction of the council;

administersthe council'sfinancialaffairsinaccordancewith all Acts, Regulations
and proper practices;

determines onbehalf of the councilits accounting records and control systems;
ensurestheaccounting control systems are observed;
ensurestheaccountingrecords are kept up to date;

seeks economy, efficiency and effectivenessin the use of councilresources; and

producesfinancial managementinformation asrequired by the council.

1.6. Thecouncilmustnotdelegate anydecisionregarding:
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1.7.

o settingthefinalbudgetorthe precept(counciltaxrequirement);
e theoutcome ofareview of the effectiveness ofitsinternal controls
e approving accounting statements;
e approving an annual governance statement;
e borrowing;
e declaringeligibilityforthe General Power of Competence; and
e addressingrecommendations fromthe internal or external auditors
In addition, the council shall:
e determineand regularly review the bank mandate for all council bank accounts;

e authoriseanygrantorsingle commitmentin excess of [£5,000]; and

2. Riskmanagementandinternalcontrol

2.1.

2.2.

2.3.

2.4,

2.5.

2.6.

2.7.

The councilmustensure thatithas asound system ofinternal control, which
delivers effective financial, operationaland riskmanagement.

The Clerkshallprepare, forapproval by the council, arisk management policy covering all
activitiesofthe council. This policyand consequentialriskmanagement arrangements
shallbereviewedbythe councilatleastannually.

When consideringany newactivity, the Clerkshallprepare adraftriskassessment
includingriskmanagement proposals for consideration by the council.

Atleastonce ayear, the councilmustreviewthe effectiveness of its system of
internal control, before approving the Annual Governance Statement.

The accounting control systems determined by the RFO mustinclude measuresto:

ensure thatriskis appropriately managed,;

e ensurethe prompt, accuraterecording of financialtransactions;
e preventanddetectinaccuracyorfraud;and

¢ allowthereconstitution of any lostrecords;

¢ identifythe duties of officers dealing with transactions and

e ensuredivision of responsibilities.

Atleastonceineachquarter,andateachfinancialyearend, amemberotherthanthe Chair
oracheque signatory shallbe appointed toverify bank reconciliationsforall accounts
producedbythe RFO.The membershall signand date thereconciliations and the original
bank statements as evidence of this. This activity, including any exceptions, shallbe
reportedto and noted by the council.

Regularback-up copies shallbe made of the records on any council computerand
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stored eitheronlineorin aseparate location fromthe computer. Thecouncilshallputmeasures

inplacetoensurethattheabilitytoaccessany councilcomputerisnotlostif anemployee

leavesorisincapacitated foranyreason.

3. Accounts and audit

3.1,

3.2,

3.3.

3.4,

3.5.

3.6.

3.7.

3.8.

Allaccountingprocedures andfinancialrecords of the councilshallbe determined by the
RFOinaccordance withthe Accounts and Audit Regulations.

The accountingrecords determined by the RFOmustbe sufficientto explainthe
council’s transactions and to disclose its financial position with reasonably
accuracyatanytime. Inparticular, they must contain:

e day-to-dayentries ofallsums of moneyreceived and expended bythe council
and the matters towhich theyrelate;

e arecordofthe assets and liabilities of the council;

Theaccountingrecordsshallbe designedtofacilitate the efficient preparation ofthe
accountingstatementsinthe AnnualGovernance and Accountability Return.

The RFOshallcomplete and certifythe annual Accounting Statements of the council
containedinthe AnnualGovernance and Accountability Returninaccordancewith
properpractices,assoonaspracticable aftertheend ofthefinancialyear. Having
certifiedthe Accounting Statements, the RFO shall submitthem (with anyrelated
documents) to the council, within the timescales required by the Accounts and Audit
Regulations.

The councilmustensurethatthereis anadequate and effective system ofinternal
audit of its accounting records and internal control systemin accordance with
properpractices.

Any officer or member of the council must make available such documents and
records astheinternalorexternalauditorconsider necessaryforthe purpose ofthe
auditand shall, asdirected bythe council, supplythe RFO, internalauditor, orexternal
auditorwith suchinformation and explanationasthe councilconsiders necessary.

The internal auditor shall be appointed by the council and shall carry out their work to
evaluate the effectiveness of the council’s risk management, control and governance
processesinaccordance with proper practices specified inthe Practitioners’ Guide.

The council shall ensure that the internal auditor:
e iscompetentandindependentofthefinancialoperations ofthe council;

e reportstocouncilinwriting, orin person, on aregular basis with a minimum of one written
report duringeachfinancialyear;

e can demonstrate competence, objectivity and independence, free from any actual or
perceived conflicts of interest, including those arising from family relationships; and

e hasnoinvolvementinthe managementorcontrolofthe council
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3.9.

3.10.

3.11.

3.12.

Internal or external auditors may not under any circumstances:
e performany operational dutiesforthe council;
e initiate or approve accounting transactions;

e providefinancial, legal orother adviceincludingin relationto any future
transactions; or

e directtheactivities of any council employee, exceptto the extentthat such
employeeshave beenappropriatelyassignedto assisttheinternalauditor.

Forthe avoidance of doubt, inrelationto internal auditthe terms ‘independent’ and
‘independence’ shall have the same meaning as described in The Practitioners Guide.

The RFO shallmake arrangementsforthe exercise of electors’rightsinrelationtothe
accounts, includingthe opportunitytoinspecttheaccounts, books, andvouchers and
displayorpublishanynotices and documentsrequired by the Local Auditand
AccountabilityAct2014, oranysupersedinglegislation,andthe Accounts and Audit
Regulations.

The RFO shall, withoutundue delay, bringtothe attention of all councillors any
correspondence orreportfrominternal orexternal auditors.

4. Budgetand precept

4.1.

4.2.

4.3.

4.4,

4.5.

4.6.

4.7.

Before setting aprecept,the councilmustcalculateits counciltaxrequirementfor
eachfinancialyearbypreparingand approvingabudget,inaccordancewithThe
LocalGovernmentFinance Act1GG2orsucceedinglegislation.

Budgetsforsalariesandwages, includingemployer contributions shallbereviewed by the
councilatleastannuallyin Octoberforthefollowingfinancialyearandthefinal version
shallbe evidencedbyahard copyschedulesigned bythe Clerkandthe Chair ofthe
Council. The RFOwillinform committees of any salaryimplications beforethey consider
theirdrafttheirbudgets.

No later than November each year, the RFO shall prepare a draft budget with detailed
estimates of all receipts and payments for the following financial year taking account ofthe
lifespanofassetsandcostimplicationsofrepairorreplacement.

Unspentbudgetsforcompleted projects shallnotbe carried forwardtoasubsequent
year.Unspentfundsfor partially completed projects may only be carried forward by
placingtheminanearmarked reserve with theformalapproval of thefullcouncil.

Each committee (if any) shallreviewits draft budget and submit any proposed
amendmentstothecouncil notlaterthantheend of Octobereachyear.

The draftbudget with any committee proposals and forecast, including any
recommendationsforthe useoraccumulation of reserves, shallbe considered bythe
council.

Havingconsideredthe proposed budgetandforecast,thecouncilshalldetermineits
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4.8.

4.9.

counciltaxrequirementby settingabudget. The councilshallsetapreceptforthis
amountno laterthantheend of Januaryforthe ensuingfinancialyear.

Anymemberwith counciltaxunpaidformorethantwomonthsis prohibited from
voting onthe budget or precept by Section 106 of the Local GovernmentFinance Act
1GG2and mustand mustdisclose atthe start ofthe meetingthatSection106 applies
to them.

The RFO shallissue the precepttothe billing authority no later than the end of
Februaryandsupplyeachmemberwithacopyoftheagreed annualbudget.

. The agreed budget provides a basis for monitoring progress during the year by comparing

actual spending and income against what was planned.

. Anyadditionto, orwithdrawalfrom, any earmarked reserve shallbe agreed by the

council.

5. Procurement

5.1.

5.2.

5.3.

5.4.

5.5

5.6.

5.7.

Members and officers areresponsible for obtaining value formoney atalltimes. Any
officerprocuring goods, servicesorworks should ensure, asfaras practicable, thatthe best
available terms are obtained, usually by obtaining prices from several suppliers.

The RFO should verifythe lawful nature of any proposed purchase beforeitis made and in
thecaseofneworinfrequentpurchases, shouldensurethatthelegalpowerbeing usedis
reported to the meetingat whichthe orderis authorised and alsorecorded inthe minutes.

Everycontractshallcomplywiththesethecouncil’s StandingOrdersandthese
FinancialRegulationsand no exceptionsshallbe made, exceptinanemergency.

Foracontractforthe supply of goods, services orworks where the estimated value will
exceedthethresholds setbyParliament,thefullrequirements of The Public
Contracts Regulations 2015 orany superseding legislation (“the Legislation”), must be
followed in respectofthe tendering, award and notification of that contract.

Wherethe estimated valueis belowthe Governmentthreshold, the council shall (with the
exception ofitems listed in paragraph 5.12) obtain prices asfollows:

For contracts estimated to exceed [£60,000] including VAT, the Clerk shall seek formal
tendersfrom atleastthree suppliersagreed bythe council.

Tendersshallbeinvitedin accordancewith Appendix 1.

For contracts estimated to be over £30,000 including VAT, the council must comply
with any requirements of the Legislation' regarding the advertising of contract
opportunities andthe publication of notices aboutthe award of contracts.

" The Regulations require councils to use the Contracts Finder website if they advertise contract opportunities and also to
publicise the award of contracts over £30,000 including VAT, regardless of whether they were advertised.
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5.8.

5.9.

Forcontracts greaterthan[£3,000] excluding VAT the Clerk shall seek at least 3 fixed- price
quotes;

wherethevalueisbetween[£500]and[£3,000] excluding VAT, the Clerk shalltryto obtain 3
estimates {which mightinclude evidence of online prices, orrecent prices from regular
suppliers.

. Forsmaller purchases, the clerk shall seekto achieve value formoney.
. Contracts mustnotbe splitinto smallerlots to avoid compliance with these rules.

. The requirementto obtaincompetitive pricesintheseregulationsneed notapplyto

contractsthatrelatetoitems (i) to(iv) below:
i.  specialistservices, such aslegal professionals actingin disputes;
iil.  repairsto, orpartsfor, existing machinery orequipment;
ili.  works, goods or services that constitute an extension of an existing contract;

iv.  goodsorservicesthatare only available fromone supplier orare sold at afixed
price.

. Whenapplications are made towaive thisfinancial regulationto enable a price tobe

negotiated without competition, the reason should be setoutin arecommendationto the
council{orrelevantcommittee}. Avoidance of competitionisnotavalid reason.

. Thecouncilshallnotbeobligedtoacceptthe lowestoranytender, quote orestimate.

. Individual purchaseswithin an agreed budgetforthattype of expenditure maybe

authorised by:
e theClerk, underdelegated authority, for anyitems below [£500] excluding VAT.

e theClerk,inconsultationwiththe Chairofthe Councilforanyitems below [£2,000]
excluding VAT.

e adulydelegated committee of the council for all items of expenditure within their
delegated budgetsforitemsunder[£5,000] excluding VAT

e thecouncilforallitems over[£5,000];

Suchauthorisationmustbe supported by a minute (inthe case of councilorcommittee
decisions)orotherauditable evidencetrail.

. Noindividualmember, orinformalgroup of members mayissue an officialorder{unless

instructedtodosoinadvancebyaresolutionofthe council}ormakeanycontracton
behalf of the council.

. Noexpenditure maybeauthorisedthatwillexceed the budgetforthattype of

expenditure otherthanbyresolution ofthe council{oraduly delegated committee
actingwithinits Terms of Reference}exceptinan emergency.

. Incasesofseriousrisktothedelivery of council servicesorto public safetyon council
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premises, the clerk may authorise expenditure of up to[£2,000] excluding VAT onrepair,

replacement or otherwork thatin theirjudgementis necessary, whether or notthereis any
budgetforsuchexpenditure.The Clerkshallreportsuchactiontothe Chairassoon as
possible andtothe council as soon as practicable thereafter.

5.19. Noexpenditure shallbe authorised, no contractentered into ortenderaccepted in relation
to any major project, unlessthe councilis satisfied that the necessary funds are available and
thatwherealoanisrequired, Governmentborrowing approval hasbeen obtainedfirst.

5.20. Anofficialorderorlettershallbeissuedforallwork, goodsandservicesunlessaformal
contractistobe preparedoranofficial orderwould beinappropriate. Copies of orders shall
beretained, alongwith evidence of receiptof goods.

5.21. Anyordering system canbe misused and accesstothem shallbe controlled bythe RFO.
6. Banking and payments

6.1. Thecouncil'sbankingarrangements, includingthe bankmandate, shallbe made bythe
RFOandauthorised bythe council; banking arrangementsshallnotbedelegatedtoa
committee. Thecouncilhasresolved tobankwith Unity. Thearrangementsshallbe
reviewed annually for security and efficiency.

6.2. Thecouncilmusthave safe and efficient arrangements for making payments, to
safeguard against the possibility of fraud orerror. Wherever possible, morethanone
person should be involved in any payment, forexample by dual online authorisation or dual
chequesigning. Evenwhere apurchase hasbeenauthorised, thepayment must alsobe
authorised and only authorised payments shallbe approved orsignedto allow the funds
to leave the council’s bank.

6.3. Allinvoicesforpaymentshould be examinedforarithmeticalaccuracy, analysedtothe
appropriate expenditure heading andverified to confirmthatthe work, goods orservices were
received, checked and represent expenditure previously authorised by the council before
beingcertified by the RFO.

6.4. Personalpayments (includingsalaries, wages, expenses and any paymentmadein
relationto the termination of employment) may be summarised to avoid disclosing any
personalinformation.

6.5. Allpayments shallbe made by online banking/cheque, inaccordance with a resolution of the
council or a delegated decision by an officer, unless the council resolves to use a different
payment method.

6.6. Foreachfinancialyearthe RFO maydrawupaschedule of regularpaymentsduein relation
toacontinuingcontractorobligation (such asSalaries, PAYE, National Insurance, pension
contributions, rent, rates, regular maintenance contracts and similar items), which the
councilmay authorise in advance fortheyear.

6.7. Alistofsuchpaymentsshallbe reported tothe nextappropriate meeting of the council for
information only.
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6.8.

6.9.

The Clerkand RFO shall have delegated authority to authorise payments onlyinthe
followingcircumstances:

i.  anypayments of up to[£500] excluding VAT, within an agreed budget.

ii. paymentsofupto[£2,000]excluding VATin cases of seriousriskto the delivery of
council servicesorto public safety on council premises.

iii. anypaymentnecessarytoavoidachargeunderthe Late Paymentof Commercial
Debts(Interest) Act 1998 orto comply with contractualterms, wherethe due date
forpaymentisbeforethe next scheduled meeting ofthe council, where the Clerk
certifythatthereisnodisputeorotherreasontodelay payment, provided thatallist
of such payments shall be submitted to the next appropriate meeting of council.

iv.  Fundtransferswithinthe councils bankingarrangements up tothe sum of
[£10,000], provided thatalist of such payments shallbe submitted to the next
appropriate meeting of council.

The RFO shall present aschedule of payments requiring authorisation, forming part of the
agendaforthe meeting, togetherwith the relevantinvoices, to the council. The council shall
review the schedule forcompliance and, having satisfied itself, shall authorise payment
by resolution. The authorised schedule shall be initialled immediately belowthelastitem
bythe person chairingthe meeting. Adetailed list of all payments shall be disclosed within or
as an attachmenttothe minutes of that meeting.

7. Electronic payments

7.1.

1.2.
7.3.

Whereinternetbanking arrangements are made with any bank, the RFO shall be appointed
asthe Service Administrator. The bank mandate agreed by the council shall identifya
numberofcouncillorswhowillbe authorisedtoapprovetransactionsonthose accounts
andaminimum oftwo peoplewillbeinvolvedinanyonline approvalprocess.

Allauthorised signatories shallhave accesstoviewthe council’s bankaccountsonline.

No employee orcouncillorshalldisclose any PIN or password, relevantto the councilor its
banking, to anyone not authorised inwritingbythe counciloraduly delegated committee.

7.4, TheService Administrator shall set up allitems due for paymentonline. Alist of

1.5.

7.6.

1.1.

paymentsforapproval, togetherwith copies ofthe relevantinvoices, shallbe sentby email
totwo authorised signatories.

Inthe prolonged absence ofthe Service Administratoranauthorised signatory shall set
up any payments due beforethe return of the Service Administrator.

Two councillorswho are authorised signatories shallcheckthe paymentdetails against
theinvoices before approving each payment usingthe online banking system.

Evidenceshallberetained showingwhichmembers approvedthe paymentonlineand a
printout of the transaction confirmingthatthe paymenthas been made shallbe
appendedtotheinvoice for audit purposes.
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7.8. Afulllistofall payments madeina month shallbe provided tothe next councilmeeting and
appended to the minutes.

7.9. Withtheapprovalofthecouncilineachcase, regularpayments (suchasgas, electricity,
telephone, broadband, water, National Non-Domestic Rates, refuse collection, pension
contributionsand HMRC payments) may be made byvariable directdebit, provided that the
instructions are signed/approved online by two authorised members. The approval of theuse
ofeachvariabledirectdebitshallbe reviewed bythe council atleasteverytwo years.

7.10. Paymentmaybe made by BACS or CHAPS by resolution of the council provided that each
paymentisapproved online bytwo authorised banksignatories, evidenceis retainedand
anypaymentsarereportedtothe councilatthe nextmeeting. The approval of the use of BACS
orCHAPS shallbe renewed by resolution ofthe council at leastevery twoyears.

7.11. Ifthought appropriate by the council, regular payments of fixed sums may be made by
banker’sstandingorder, providedthattheinstructionsare signed orapproved online by
two members, evidence ofthisisretained and any payments arereported to council
whenmade.The approvalofthe use of abanker’sstandingordershallbe reviewed by[the
councilatleast everytwoyears.

7.12. Accountdetailsfor suppliers may only be changed upon written notification by the
supplierverified bythe Clerkand amember. Thisis apotential areaforfraudandthe
individualsinvolved should ensurethat anychangeisgenuine. Dataheld should be
checked with suppliers everytwoyears.

7.13. Members and officers shallensurethat any computerusedforthe council’sfinancial
business has adequate security, with anti-virus, anti-spyware and firewall software
installed and regularly updated.

7.14. Remembered passwordfacilities{otherthansecure password storesrequiring separate
identity verification} should not be used onany computer used for council banking.

8. Chequepayments

8.1. Chequesorordersforpaymentinaccordanceinaccordancewitharesolution or
delegated decision shall be signed by two members.

8.2. Asignatoryhavingafamily or business relationship with the beneficiary of a payment shall
not,undernormalcircumstances, be asignatorytothatpayment.

8.3. Toindicateagreementofthe details onthe cheque withthe counterfoilandtheinvoice or
similardocumentation, the signatories shallalso initialthe cheque counterfoil and
invoice.

8.4. Chequesororders for payment shall not normally be presented for signature other than at, or
immediately before or after a council meeting. Any signatures obtained away from council
meetings shall bereportedtothe councilatthe nextconvenient meeting.

G. Paymentcards

9.1.  AnyDebitCardissuedforusewillbe specifically restricted tothe Clerkandwill also be
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9.2.

9.3.

9.4.

restrictedtoasingletransactionmaximumyvalue of [£500]unless authorised by council in
writingbeforeanyorderisplaced.

A pre-paid debit card may be issued to employees with varying limits. These limits will be set by
the council. Transactions and purchases made will be reported to the council and authority
fortopping-up shallbe atthe discretion of the council.

Any corporate credit card ortrade card account opened by the councilwill be
specifically restricted to use by the Clerk and any balance shall be paidinfulleach
month.

Personalcreditordebitcards of members or staff shallnotbe used underany
circumstances.

10. Petty Cash

a) Thecouncilwillnotmaintain anyform of cashfloat. All cash received must be banked
intact. Any payments madein cash by the Clerk (forexample for postage or minor
stationeryitems) shallbe refunded on aregularbasis, atleast quarterly.

b) Vouchersfor payments made from petty cash shall be kept, along with receipts to
substantiate every payment.

¢) Cashincomereceived mustnotbepaidintothe petty cashfloatbutmustbe
separatelybanked, asprovided elsewhereintheseregulations.

d) Paymentstomaintainthe pettycashfloatshallbeshownseparatelyonany
schedule of payments presented forapproval.}

11. Payment of salaries and allowances

1.1

11.2.

As anemployer, the councilmustmake arrangements to comply with the statutory
requirements of PAYE legislation.

Councillors allowances (where paid) are also liable to deduction of taxunder PAYE
rules and must be taxed correctly before payment.

. Salaryratesshallbe agreed bythe council, oradulydelegated committee. No changes

shallbe madeto anyemployee’s gross pay, emoluments, orterms and conditions of
employmentwithoutthepriorconsent ofthe council.

Payment of salaries shallbe made, after deduction oftax, nationalinsurance, pension
contributions and any similar statutory or discretionary deductions, onthe dates
stipulated in employment contracts.

. Deductionsfromsalary shallbe paidtotherelevant bodies withinthe required

timescales, provided thateach paymentis reported, as setoutinthese regulations
above.

Each paymenttoemployeesof netsalary andtothe appropriate creditor of the statutory
anddiscretionarydeductionsshallberecordedinapayrollcontrolaccountorother
separate confidential record, with the total of such payments each calendar month
reportedinthe cashbook. Payrollreportswillbereviewedbytoensurethatthe correct
payments have been made.
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1.7.

11.8.

Anytermination payments shall be supported by areporttothe council, setting outa clear
businesscase.Termination payments shallonly be authorised by the fullcouncil.

Before employinginterim staff, the council must consider a full business case.

12. Loans and investments

12.1.

12.2.

12.3.

12.4.

12.5.

12.6.

Anyapplicationfor Governmentapprovalto borrow moneyand subsequent arrangements
foraloan mustbe authorised bythefullcouncilandrecordedinthe minutes. Allborrowing
shallbe inthe name ofthe council, afterobtaining any necessary approval.

Anyfinancialarrangementwhich does notrequire formalborrowing approvalfromthe
Secretary of State (such as Hire Purchase, Leasing of tangible assets orloanstobe
repaidwithinthefinancialyear) mustbe authorised bythefullcouncil, following a written
report onthevalueformoney ofthe proposedtransaction.

The councilshallconsiderthe requirementfor an Investment Strategy and Policy in
accordancewith Statutory Guidance onLocal Governmentlnvestments, which must
writtenbein accordancewithrelevant regulations, properpractices and guidance. Any
Strategy and Policy shall be reviewed by the council at least annually.

Allinvestment of moneyunderthe control of the councilshallbeinthe name of the
council.

Allinvestmentcertificatesand otherdocumentsrelatingtheretoshallberetainedinthe
custody of the RFO.

Paymentsin respect of shortterm orlong-term investments, including transfers between
bankaccounts heldinthe samebank, shallbe madeinaccordance with these regulations.

13. Income

13.1.

13.2.

13.3.

13.4.

13.5.
13.6.

Thecollectionofallsumsduetothe councilshallbetheresponsibilityofandunderthe
supervision of the RFO.

Thecouncilwillreview allfees and charges forwork done, services provided, or goods sold
atleastannually as partofthe budget-setting process, following areport of the Clerk. The
RFOshallberesponsibleforthe collection of allamounts duetothe council.

Anysumsfoundtobeirrecoverable and any bad debts shallbe reported tothe council by
the RFO and shall be written offinthe year. The council’sapproval shallbe shownin the
accounting records.

Allsumsreceived onbehalf ofthe councilshallbe depositedintactwiththe council's
bankers, withsuchfrequencyasthe RFO considers necessary. Theoriginofeach
receiptshall clearlybe recorded onthe paying-inslip orotherrecord.

Personalchequesshallnotbe cashed outof money held onbehalf ofthe council.

The RFOshallensurethatVATis correctly recordedinthe council’saccounting software and
thatanyrepaymentclaimundersection 33 ofthe VATAct 1994 shallbe made quarterly
wherethe claimexceeds £1000 and atleastannually attheend ofthefinancial year.
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13.7.

13.8.

Where significant sums of cash are regularly received by the council, the RFO shall
ensurethatmorethanonepersonispresentwhenthecashiscountedinthefirst
instance, thatthereis areconciliationto some form of control record such as ticket
issues, and thatappropriate careis taken forthe security and safety of individuals
banking such cash.

Anyincomethatisthe property of acharitable trust shallbe paid into a charitable bank
account. Instructionsforthe payment of funds due fromthe charitable trusttothe council
(to meetexpenditure already incurred by the authority) will be given by the Managing
Trustees ofthe charity meeting separately fromany council meeting.

14. Payments under contracts for building or other construction works

14.1.

14.2.

Where contracts provide for payment by instalments the RFO shall maintain a record of all
suchpayments, which shallbe madewithinthetime specifiedinthe contractbased on
signed certificates fromthe architect or other consultant engagedto supervise the works.

Anyvariation of, addition to or omission from a contract mustbe authorised by the Clerk tothe
contractorinwriting, with the councilbeinginformed wherethefinalcostis likely toexceed
the contractsumby 5% or more, or likely to exceed the budget available.

15. Stores and equipment

15.1.

15.2.

15.3.
15.4.

Theofficerincharge ofeachsectionshallberesponsibleforthe care and custody of
stores and equipmentin that section.

Delivery notes shall be obtainedinrespect of all goods received into store or otherwise
delivered and goods must be checked as to order and quality atthe time deliveryis made.

Stocks shallbe kept at the minimum levels consistent with operational requirements

The RFOshallberesponsiblefor periodic checks of stocks and stores, atleastannually.

16. Assets, properties and estates

16.1.

16.2.

16.3.

16.4.

The Clerk shall make arrangements for the safe custody of alltitle deeds and Land
Registry Certificates of properties held by the council.

The RFOshallensurethatanappropriate and accurate Register of Assetsand
Investmentsis keptuptodate,with arecord ofallproperties held bythe council, their
location, extent, plan, reference, purchase details, nature of the interest, tenancies
granted, rents payable and purpose forwhich held, inaccordance with Accounts and
AuditRegulations.

The continued existence of tangible assets shownin the Register shall be verified at least
annually, possiblyin conjunctionwithahealth and safetyinspection of assets.

Nointerestinlandshallbe purchased orotherwise acquired, sold, leased or otherwise
disposed of withoutthe authority of the council, togetherwith any other consents required
bylaw. Ineach case awrittenreportshallbe providedtocouncilin respectof valuation and
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surveyed condition of the property (including matters such as planning permissions and
covenants) together with a properbusinesscase (includingan adequate level of
consultationwiththe electorate where required by law).

Notangible moveable property shallbe purchased orotherwise acquired, sold, leased or
otherwise disposed of, without the authority of the council, togetherwith any other consents
required by law, exceptwherethe estimatedvalue of any oneitem doesnot exceed £500.
Ineachcaseawrittenreport shallbe providedto councilwithafull businesscase.

17. Insurance

17.1.

17.2.

17.3.

17.4.

The RFO shallkeep arecord of allinsurances effected by the counciland the property and
risks covered, reviewingthese annually beforethe renewaldate in conjunctionwith the
council’sreview of risk management.

The Clerk shall give prompt notificationto the RFO of allnewrisks, properties orvehicles which
requireto beinsured and of any alterations affecting existing insurances.

The RFO shallbe notified ofanyloss, liability, damage or eventlikelyto leadtoaclaim, and
shallreportthesetothecouncilatthe nextavailable meeting. The RFO shall negotiate all
claims on the council'sinsurers.

Allappropriatemembers and employees ofthe councilshallbeincludedinasuitable
form of security or fidelity guarantee insurance which shall coverthe maximum risk
exposure as determined annually by the council, or duly delegated committee.

18. Suspension and revision of Financial Regulations

18.1.

18.2.

18.3.

Thecouncilshallreviewthese FinancialRegulations annually andfollowingany change of
clerkorRFO. The Clerkshallmonitorchangesin legislation orproperpracticesand advise
thecouncilofany needtoamendtheseFinancial Regulations.

The council may, by resolution duly notified prior to the relevant meeting of council, suspend
anypartofthese Financial Regulations, providedthatreasonsforthe suspension are
recorded and that an assessment of therisks arisinghas been presented

toallmembers. Suspensiondoes notdisapply anylegislation orpermitthe counciltoact
unlawfully.

The councilmaytemporarily amend these Financial Regulations by a duly notified
resolution, to copewith periods of absence, local government reorganisation, national
restrictions or other exceptional circumstances.
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Appendix1-Tenderprocess

1) Anyinvitationtotendershallstate the general nature oftheintended contractandthe Clerk
shallobtainthe necessarytechnicalassistanceto prepare a specificationin
appropriatecases.

2) TheinvitationshallinadditionstatethattendersmustbeaddressedtotheClerkinthe
ordinary course of post, unlessanelectronictenderingprocesshasbeenagreed bythe
council.

3) Whereapostalprocessisused, eachtenderingfirm shallbe supplied with aspecifically
marked envelope inwhich the tenderistobe sealed and remain sealed until the prescribed
dateforopeningtendersforthatcontract. Allsealedtenders shallbe openedatthe same
timeontheprescribed date by the Clerkinthe presence of at least one member of council.

4) Where an electronic tendering process is used, the council shall use a specific email
address that will be monitored to ensure that nobody accesses any tender before the
expiry of the deadline for submission.

5) Anyinvitationtotenderissued under this regulation shall be subject to Standing Order 18 and
shallrefertothetermsofthe Bribery Act2010.

6) Wherethe council, orduly delegated committee, does not acceptanytender, quote or
estimate, theworkis notallocated andthe councilrequiresfurtherpricing, no person shall
be permitted to submitalatertender, estimate orquote whowas presentwhenthe original
decision-making process was being undertaken.

Adopted byBishop Monkton Parish Councilon: 23 October2024

Next Review Date: May 2026
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