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GENERAL

These financal regulations govem the conduct of financial managament by
the Council and may only be amended or varied by resolution of the Councl.
The councl is responsble In law for ensuring that s financisl management
s adequate and effective and that the councll has & sound system of
financigl control which faclitates the effective exercise of the council's
functione, ncluding arrangements for the management of rsk and for the
prevention and detection of fraud and corruption. These financial regulations
are designed to demonstrate how the councd meets those responsibilties.

The Responsible Finencial Officar (RFO) s a statutory office and shall be
apponted by the council. [The Clerk has been appointed as RFO for this
coundl and thesa regulations wil apply accordingly.) The RFO, actng under
the policy direction of the Council, shal administer the Ceuncils financal
affairs in accordance with proper practices. The RFO shall determine on
behalf of the council its accounting records, and accounting control systems.
The RFO shall ensure that the accountng cantrol systems are observed and
that the accounting recards of the council are maintained and kept up to date
in accordance with proper practicas.

The RFO shall produce finendal management information as required by the
councl.

At least once a year, prior to approving the annual return, the council shat
conduct a review of the effectiveness of its system of intermal control which
shall ba in accordance with proper practices,

In these financial regulations, references to the Accounts and Audit
Regulations shal mean the Regulations issued under the provisions of
section 27 of the Audit Commissicn Act 1888 and then In force.

In theea financial regulations tha term ‘proper practice’ or ‘proper practices’
shall refer to guldance issued In Govemance and Accountabilty in local
Councls In England and Wales — a Practitioners' Guide whjch is publshed
Jointly by NALC and S_LCC and updated from time to time.
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ANNUAL ESTIMATES (BUDGET)

[Each Committee (if any) shall formulate and submit preposals to the Coundl
in respact of revenue and capital including the use of reserves and sources
of fundng for the foliowing financial year not later than the end of November
each year |

Detaded estinates of all receipts and payments including the use of reserves
and all sources of funding for the year shall be prepared each year oy the
RFO in the form of & budget to be consideras by the council.

The Cauncl shall review the budget not later than the end of January each
year and shall fix the Precept 12 be levied for the ensuing financial year. The
RFO shall issue the precapt to the biling authonty and shall supply each
member with & copy of the approved budget

The annual budgets shall form the basis of financial control for the ensuing
year.

The Council shal consider the need for and shall have regard fo a three year
forecas! of Revenue and Capital Recepts and Payments which may be
prepared af the same time as the annual Budget,

BUDGETARY CONTROL

Expendiure on revenue Zerms may be incurred up 1o the amounts Included
for that class of expenditure in the approved budget

No expenditure may be incurred that will exceed the amount previded in the
revenue budge! for that class of expenditure. During the budget year and
with the approval of coundil having censiderad fuly the impiications for public
services, unspant and avalable amounts may be moved to other budget
headings or to an eanmarked reserve as approprate.

The RFO shall regularly provide the Councl with a statement of recelpts and
payments to date under each head of the budgets, comparing actual
expenditure to the appropriate date against that planned as shown in the
budget. These statements are %o be preparec at least at the end of each
financial quarter.

The Clerk may incur expendture on bahalf of the Councll which Is necassary
1o carry out any repair replacement or other wark which s of such extreme
urgency that & must be dona at once, whather or not there is any budgetary
provision for the expendture, subject to a lme of [£200f. The Clerk shall
report the action to the Councll as scon as practicable thereafter.

Unspent pravisions in the revenue budget shall not be carned forward to a
subsequent year uniess placad In an earmarked reserve by resolution of the
council,

No expendiiure shall be incurred in refation 1o any capital project and no
contract entered into or tender accepled involving capital expenditure unless
the Councl s satisfiea that the necessary funds are avalable, or the
requsite borowing approval has been obtained.
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Al capital works shall be administered in accordance with the Counci's
standing orders and financial reguations relating to contracts.

ACCOUNTING AND AUDIT

All accounting procedres and financial records of the Councl shall be
determined by the RFOC in accordance with the Accounts and Audit
Regulations,

The RFC shall complete the annual financal statements of the Councl,
including the council's annual return, as soon as practicable after the end of
the financial year and shall submit them and repon theraon to the Council.

The RFO shall complete the Accounts of the Council contained in the Annual
Retumn ({as supplied by the Awditor agponted from time to time by the Audit
Commission) and shall submit the Annual Retum for approval and
authorisation by the Coundl within the timescales sat by the Accounts and
Audt Regulations, :

The RFO shal ensure that there is adegquate and effective system of internal
audt of the Councils accounting, financial and other operations in
accordance with proper practices, Any afficer or member of the Council
shall, if the RFO or Intemal Auditor requres, make available such
documents of the Coundl which appear to the RFO or Internal Auditor to be
necassary for the purposa of the internal audit and shall supply the RFO or
Internal Auditor with such information and explanation as the RFO or Intemal
Auditor conslders necessary for that purpose.

The Internal Auditor shall be apponted by and shall carmy out the work
required by the councll In accordanca with proper practices. The Internal
Auditor, who shall be competent and independent of the operations of the
Coundil, shall report %o Coundl In writng, or in parson, on a regular basis
with @ minkmum of one annual written report in respect of each financial year,
In order to demonstrate objectivity and independence, the internal audtor
shal be free from any confiicts of interest and have no invelvement in the
fnandial decision making, management or control of the councl.

The RFO shall make arrangements for the opportunity for inspection of the
accounts, books, and vouchers and for the display or publication of any
Noticas and statements of account required by Audit Cormmission Act 1988
and the Accounts and Audit Regulations.,

The RFO shall, as soon as practicable, bring to the aMention of all
councllors any correspondenca or report from the Internal or External
Auditor, unless the correspondence is of a purely adminstative matter,

BANKING ARRANGEMENTS AND CHEQUES

Tha Councl's banking arangements, including the Bank Mandate, shall be
made by the RFO and approved by the Councl. They shall be regulary
raviewed for efficiency.
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A schedule of the payments required, forming part of the Agenda for the
Meating, shall be prepared by the RFO and, together with the relevant
nvoices, be presented to Council. If the schedule is in order it shal be
authorized by a resolution of the Council and shall be initialled by the
Chairman of the Meeting. If more appropriate the detail may be shown in the
Minutes of the Meeting.

Cheques drawn on the bank account in accordance with the schedule
referred o in paragraph 5.2 or in accordance with paragraph 6.4, shall be
signed by two members of Council [and countersigned by the Clerk].

To indicate agreement of the details shown on the cheque or order for
payment with the counterfoil and the invoice or similar documentatan, the
signatories shall each also initial the cheque counterfol.

PAYMENT OF ACCOUNTS

Al payments shall be effected by cheque or other order drawn on the
Council's bankers,

Al nvoices for payment shall be examined, verified and certified by the
Clerk, Tha Clerk shall satisfy him/erself that the work, goods or sarvices 1o
which the invoice refates shall have been recalved, camed out examned
and approved.

The RFC shall examine invoices in relation to arthmetic accuracy and shall
analyse them to the appropriate expenditure heading, The Clerk shal take
all steps 1o settle all invoices submitied, and which are in order, at the next
avaiable Councl Meeting.

Iif a payment is necessary to avoii a charge to nterest under the Late
Payment of Commercial Debts (Interest) Act 1888, and the due date for
payment s before the next scheduled Meeting of Council, where the Clerk
and RFO certify that there is no dispute or other reason to delay payment,
the Clerk may (notwehstanding para 6.3) take all steps necassary fo seftle
such Invoices provided that a let of such payments shall ba submitied to the
next appropriate meeting of Councl.

The Council will not maintain any form of cash float. All cash received must
be banked ntact, Any payments made In cash by the Clerk or RFO (for
example for postage or mincr stationery fems) shal be refunded on a
regular basis, at least quarterdy

alevrnalvely

6.5

The RFO may provide petty cash to officers for the purpose of delraying
operational and other expenses, Vouchers for payments made shall be
forwarded to the RFO with a daim for reimbursemant..

a) The RFC shal maintain as pefty cash float of [£250] for the
purpose of defraying operational and ofther expenses. Vouchers for
paymants made from pelty cash shall be kept to substantiate the payment.
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b) Income recelved must not be paid inte the petty cash float but
must be saparately banked. s provided elsawhere in these reguiations.

c) Payments to maintain the pefty cash float shall be shown
separately on the schedule of payments presanted to Council under 5.2
above, ]

If thought appropriate by the council, payment for utility supplies {(energy,
telephone and water) may be made by variatie Direct Debit provided that
the nstructions are signed by two members and any payments are reported
to counct as made. The approval of the usa of a varlable Direct Debit shal
be renewed by resolution of the council at least every two years.

PAYMENT OF SALARIES

As an employer, the councll ehal make arrangements to meet fully the
statutory requirements placed on all employers by PAYE and National
insurance legislation. The payment of all salaries shal be made in
accordance with payroll records and the rules of PAYE and National
Insurance curently operating, and salanes shall be as agreed by Council,

Payment of salaries and payment of deductions from satary such as may be
made for tax, national inswance and pansion contributions, may be made in
accordance with the payroll records and on the appropriste dates stipulated
in employment contracts, provided that each payment is reporied % and
ratified by the next available Council Meeting

LOANS AND INVESTMENTS

All loans and investments shall be negotiated in the name of the Councl and
shall be for a set perod in accordance with Councl policy.

The council shall consder $e need for an Investment Policy which, if drawn
up, shall be in accordance with relevant regulations, proper practices and
guidance, Any Policy shall be reviewed at Jeast annually.

All investments of money under the control of the Council shall be in the
name of the Council,

All borrowings shall be effacted in the name of the Councl, after obtaining

any necessary bomowing approval. Any application for borrowing approval
shall be approved by Council as % terms and pupose. The terms and
conditions of borrowings shall be reviewed at least annually,

All investment cartificates and other documents redating thereto shall be
retained In the cusiedy of the RFO.
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INCOME

The collection of all sume cue to the Coundil shall be the respensitelity of and
under the supension of the RFO.

Particulars of all charges 1o ba made for work done, services rendered or
goods suppied shal be agreed annually by the Councll, notified to the RFC
and the RFO shall be responsitle for the collection of all accounts due to the
Council.

The Councl wil review &l fees ana charges annually, following a report of
the Clerk

Any sums found lo be irrecaverable and any bad debts shall be reported to
the Council and shall te written off in the year.

All surms received on behalf of the Council shall be sanked intact as directed
by the RFO. In all cases, all receipts shall be deposited with the Counci's
bankers with such requency as the RFO considers necessary.

The erigin of each receipt shall be entered on the paying-in sip.

Parsonal cheques shall not be cashed out of money held on behalf of the
Council,

The RFC shall promptly complate any VAT Retun that is required. Any
repayment claim due in accordance with VAT Act 1994 section 32 shall b
made at least annually coincidng with the financial year end.

Whare any significant sums of cash are reqularly received by the Council,
the RFC shal take such steps as are agreed by the Councll to ensure that
more than one person is present when the cash is counted in the first
instance, that there is a recencilation to some form of control such as tickat
issues, and that appropriate care is taken in the security and safety of
individuals banking such cash.

ORDERS FOR WORK, GOODS AND SERVICES

An official order or letter shall be issued for all work, geods and services
unless a formal contract is to be prepares o an official order would be
inappropriate, Copies of orders shall be retained.

Order books shall be controlled by the RFO.

Al members and Officers are responsible for obianing value for monay at all
times. An officer issuing an official order shal ensure as far as reasonable
and practicable that the best availatie terms are cblained in respect of each
transaction, usually by abtaining three or more quotations or estimates from
appropriate suppliers, subject to any de minimis provisions in Regulation 11
(I) below,
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The RFO shall verify the lawfid nature of any proposed purchase before the
ssue of any order, and in the case of new or infrequent purchases or
payments, the RFO shall ensure that the statutory authority shall be reported
o the meeting &t which the order & approved so that the Minutes can record
the pawer being used.

CONTRACTS

Procedures as 1o contracts are laid down as follows:

(a) Every contract shall comply with these financia! regulations, and no
exceptions shall be made otherwse than In an emergency
provided that these regulations shall not apply to contracts which
relate to items (1) 1o (V) below:

(1] for the supply of gas, electricity, water, sewerage and telephone
senvices,

(i) for specialist services such as are provided by solicilors,
accountants, surveyars and planiing consuitants,

(ily for work to be executed or goods or materials 1o be supplied which
consist of repairs to or parts for @xisting machinery or equizment
or plant;

(v)  forwork to be executed or goods or materials to be supplied which
consiitute an extension of an existing contract by the Coundil,

(v) for additional audk work of the external Auditor up to an estimated
value of £250 (in excess of this sum the Clark and RFO shall act
after consultation with the Chairman and Vice Chairman of
Council);

() for goods or materials proposed to be purchased which are
propretary articles and/or are only sold at a fixed price.

(b) Where It is Intended to enter Into & contract excaeding £50,000] in value
for the supply of gocds or materials or for the execution of works or
spacialst sarvices other than such goods, materials, works or specialist
servicas as are excepied as sat out in paragraph (a) the Clerk shall invite
tenders from at least three firms to be taken from the appropriate
approved list

(c) When applications are made to waive financial regulations relating to
contracts 1o enable a price to be negotiated without compettion the
reason shall be embodied in & recommendation to the Counci.

(d) Such invitation fo tender shall state the peneral nature of the intended
contract ana the Clerk shall cbtain the necessary tachnical assistance to
prepare a specification in appropriate cases. The invitation shall in
addiion state that tenders must be addressed to the Clerk in the ordinary
course of post. Each tendering firm shall be supplied with a specificaly
marked envelopa in which the tender is to be sealed and remain sealed
until the prescribed date for cpening tenders for that contract,
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(N All sealed tenders shall be cpened &t the same tme on the prescnbed
date by the Clerk in the presence of at least one member of Council.

(g) If less than three tenders are received for confracts above [E50,000] or if
all the tenders are identical the Councl may make such arrangements as
It thinke fit for precuring the goeds or matenals or executing the works.

(h} Any invitation to tender issued under this regulation shall contain a
staterment 1o the effect of Standing Orders 61, 63 and 84.  [check
consistency]

() When it is 1o enter ino a contract less than [E50,000] n vale for the
supply of goeds or materias or for the execution of works or specialist
services other than such goods, matarials, works or specialist senices as
are excepled as set out in paragraph (8) the Clerk or RFO shall obtain 3
quotatons (priced descriptions of the proposed supply); whera the value
Is balow [£1,000] and above [£100] the Clerk or RFO shall stnive 1o obtain
3 estimates. Otherwise, Regulation 10 (3) above shall apply.

{I) The Council shall not be obliged to accept the lowest or any tender,
quote or estimate.

[PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER
CONSTRUCTION WORKS

Payments on account of the contract sum shall be made within the time
specified in the contract by the RFO upon authorised certificates of the
archtect or other consultants engaged to suparvise the contract {(subject to
any percentage withholding as may be agreed in the parficular contract),

Where contracts provide for payment by instalments the RFO shall maintain
a racord of &l such paymeants. In any case where it s estimated that the total
cost of work camied out under a confract, excludng agreed varations, wil
excaad the contract sum of 5% or more a regort shall be submitted to the
Counci,

Any variation to a contract or eddition o or omission from a contract must ba
approved by the Councl and Clerk to the Contractor in writing, the Council
being informed where the final cost is likely to excaed the financial provision )

[STORES AND EQUIPMENT

The officer in charge of each section shal be responsble for the care and
cusiody of stores and eguipment in that section,

Delivery Notes shall ba obtained in respect of all gocds recewed into store
or otherwise delivered and goods must be checked as to order and quality
at the time delivery is made

Stocks shall ba kept at the minimum levels consistent with operationsd
requirements.
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The RFO shall be responsible for perodic checks of stocks and stores at
least annually )

[ASSETS, PROPERTIES AND ESTATES

The Clerk shall make appropriate amangements for the custody of al title
deeds of properties owned by the Council. The RFO shall ensure a record s
mantained of all properties owned by the Council, recording the kcation,
exient, plan, reference, purchase detais, nature of the inerest, tenancies
granted, rents payable and purpose for which beld in accordance with
Accounts and Audit Regulaticns,

No progerty shal be sold, leased or otherwise disposed of without the
authority of the Councl. together with any other consents required by law,
save where the estimated value of any one item of tangitle movable
property does not exceed £50.

The RFO shall ensure that an appropriate and accurate Register of Assets
and Investments is kept up to date. The continued existence of tangible
assels shown in the Register shall be verified at least annually, possibly in
conjunction with a health and safety inspection of assets.)

INSURANCE

Folowing the annual risk assessment (per Financisl Regulation 17}, the
RFO shal effect all insurances and negotiate all claims on the Councl's
insurers [in consultation with the Clark).

[The Clerk shal give prompt notification 1o the RFO of all new risks,
propecties or vehicles which require to be insured and of any alterations
affecting existing Insurances )

The RFO shall keep & record of all Insurances effected by the Coundll and
the property and risks covered thareby and annually reviaw it.

The RFC shall be nolified of any loss liabilty or damage or of any event
likety to lead 1o & claim, and shall regort these to Councll &t the next avalable
meeting.

All appropriate employees of the Council shall be nduded in a suitable
fdelty guaraniee insurance which shall cover the maximum risk exposure as
determined by the Counail,

[CHARITIES

Where the Council is sole trustee of a Charitable body the Clerk and RFO
shall ensure that separate accounts are kept of the funas held on charitable
rusts and separate financial reports made I such form as shal be
appropriate, In accordance with Charity Law and legislation, or as
determined by the Chanty Commission. The Clerk and RFC shall arrange
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for any Audit or Independent Examiration as may be required oy Charity
Law or any Governing Document ]

17 RISK MANAGEMENT

171 The councll & responsible for putting in placa arrangements for the
management of risk. The Clerk [with the RFO] shall prepare, for approval by
the council, sk management policy statemants in respact of all activities of
the counci. Risk policy statements and consequential risk management
arrangements shall be reviewed by the coundl at least annually,

17.2 When consdering any new activity, the Clark fwith the RFO) shall prepare a
draft sk essessment Including rsk management proposals  for
consideration and adoption by the council.

18 REVISION OF FINANCIAL REGULATIONS
181 It shall ba the duty of the Council 1o review the Financial Regulations of the
Councl from time to time. The Clerk shall make arrangements % monitor

changes in legsiation or proper practices and shall advise the coundil of any
requirement for a consequental amendment 1o these financial regulations,

Notes to the Model.
Stated dates or months maybe changed o sukt local circumstances.
[} This part may be deleted ¥ not relevant.

Where the word “regularly” is used in the text #f is for the individual Coundl to set the
required interval, monthly, quartery. or half-yearly,

The value inserted in any of the paragraphs may be varied by the Counci and should
be reviewed regularly and confrmed annually by the Council.

The appropriate approved list referred %o In paragraph 11.1 (b) shall be & list drawn up
by the Clerk and approved by Council but shal be basad on the list mantained by the
District Councl for such works.
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For the larger councils the following supplementary regulations may be of
assistance,

1. X The council's system of internal control shall cover:
a. Appointment of Proper Cfficers and the Responsible Finance Officer
b. Proper book-keepng and financial reporting arrangements
c. Financial regulations Including Standing Orders and payment controls
d. Risk management arrangements
e. Budgetary controls
f. Income controls
@. Petty cash controls
h. Payroll controls
i. Capital controls covering asset management, investments and borrowing
j. Bank reconciliation
|. Cther areas identified from time to ime in risk assessments.

1.Y Inorder to promate efficiency, econamy and effectiveness, the council may
establish committees for Finance andior Audit andlor Serutiny under terms of
reference specifying the objectives of the committee, 4s membership, limitation of
scope and functions of the council which are 1o be delegated.

1.2 The accounting records determined by the RFO shall be sufficient to show the
council's tfransactions and to enable the RFO to ensure that any income and
expenditure account, statarment of balances or record of recaipts and payments ana
additonal information to be provided or management information requested by the
cauncil from time 1o ime, as the case may ba. comply with the Accounts and Audit
regulations.

The accounting records determined by the RFO shall in particular contain:

a. entries from day to day of all sums of money received and expended by
the council and the matters to which the income and expenditure or receipts and
payments account relate

b. a record of the assats and liabdities of the council, and

c. wharaver relavant, a record of the councils Income and expenditure in
relation to calms made, or to be mada. for any contribution, grant or subsidy.

1.XX The accounting control systems determined by the RFO shal! include:

2, procedures to ensure that the fnancial transactions of the council are
recorded as soon as reasonably practicable and as accurately and reasonably &s
possible, procedures to enable the prevention and defection of inaccuracies and
fraud and the abity 1o reconstruct any lost records

b. Mentification of the duties of officers dealing with financial fransactions and
division of respansibilities of thase officers in relation to signficant fransactions

c. proceduras to ensure that uncollectable amounts, including any bad debts
are not submitied to the council for approval to be written off except with the
approval of the RFO and that the approvals are shown In the accounting records,
and

d. measures to ensure that risk is properly managed.
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Every effort has been made to ensure that the contents of this document are covregt at
time of pubication.  The National ASSOciate cannit acceX responsioilty for emors,
amissions and ohanges fo information subsaguent to pubiication.
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