
 
CROWBOROUGH TOWN COUNCIL 

 
To all Members of the FINANCE and GENERAL PURPOSES Committee (with copies to all other 
Members for information). 
 
You are summoned to attend a meeting of the FINANCE and GENERAL PURPOSES Committee to 
be held at the Council Offices, Pine Grove, Crowborough on Tuesday 1st March 2022 at 7.30 pm 
when it is proposed to transact the following business: 
 
 

Caroline Miles, Town Clerk 
23rd February 2022 
 

 
MEETINGS OF THE COUNCIL ARE OPEN TO THE PUBLIC.  

 

Questions from members of the public (15 minutes maximum) 
 

IN VIEW OF THE CONFIDENTIAL NATURE OF THE DISCUSSION OF SOME ITEMS ON THIS AGENDA, 
THE PRESS AND PUBLIC MAY BE EXCLUDED UNDER THE PUBLIC BODIES (ADMISSION TO 

MEETINGS) ACT 1960 
 
1. APOLOGIES 
 
2. DECLARATIONS OF INTEREST 
 
3. MINUTES 

3.1. To adopt the minutes of 14th December 2021 as a true record of the meeting 
 
4. GRANTS 

4.1. To consider the grant applications received and agree any action   
 
5. FINANCE 

To note the Finance Report and supporting appendices and agree any action. 
5.1   To note the Current Income and Expenditure Position and Earmarked Reserves and 

agree any action 
5.2   To review the current loan summary  
5.3   To note the latest figures from Basepoint 
5.4    To note the valuations from the Property Valuation 
5.5 To note the internal auditors reports and supporting comments and agree any action 
5.6 To review current IT support & back up costs and agree any action 
5.7 To review card payment facility costs and agree any action 
5.8    To note the signing of bank reconciliations 

 
6. REVIEW OF INTERNAL CONTROLS 

6.1    To note the officer’s report and agree action. 
 
7. EXEMPT BUSINESS 

7.1 To note the confidential report on Pine Grove 
7.2 To note the confidential aged debt report  

8. URGENT MATTERS AT THE DISCRETION OF THE CHAIRMAN FOR NOTING AND/OR 
INCLUSION ON A FUTURE AGENDA                   

 



APPLICANT DETAILS OF PROJECT OTHER FUNDING SOURCES (£) GRANT 

REQUESTED (£)

TOTAL COST OF 

PROJECT (£)

Ashdown Radio Limited A replacement NUC (Next Unit of Computing). It controls the 

radios playout system for the studio

None £389.86 £779.72

Beacon Swimming Club Replace old flat top starting blocks with standard starting 

blocks which will help be trained in advanced swimming 

techniques

Raised   £9109.00 - Club Swimmers & Families, 

£500.00 - Sussex ASA, £2000.00 - Gatwick Airport 

Community Trust Fund 

£2,000.00 £13,618.80

Children With Cancer Fund Host a local event for 15 individuals living in Crowborough 

to meet one another and be able to support one another 

through difficult times

None £400.00 £400.00

Crowborough Bonfire & Carnival Society To help assist with costs of entertainers and bands on 

carnival day

All other funds are raised by members at fetes, 

sponsored events etc

£1,500.00 £10,000.00

Crowborough Community Orchard It  is part of a joint project with Ashdown Primary School 

and St Marys School.  Crowborough Community Orchard 

would manage the former playing field as an Orchard and 

Nature reserve

None as yet but applying to others £1,500.00 £2,970.00

Crowborough & District Anglers Association Junior fishing day  for under 12 years.  We hire 3 expert 

trained instructors who are DBS checked.  They are taught 

how to handle the fish when caught and return them.  There 

are 2 sessions in the morning and 1 in the afternoon and a 

basic set of kit is also provided for them to take home.

CDAA provide the remaining finance required £500.00 £1,100.00

Crowborough Wolfe Bowling Club To purchase a container, sleepers and base  so that the 

heavy iron is lower and closer to the green making it easier 

for the players.

None £4,000.00 £4,000.00

Green Transition Crowborough To help purchase event banners and assist with web costs 

and leaflets to help advertise aspects of the move to 

sustainability in the community.

£700 raised by members and public contributions and 

fund raising events

£500.00 £1,200.00

RVS Crowborough Darby & Joan Club 49 residents benefit from the grant,it contributes towards 

the elderly being able to socialise and interact one a month.  

The grant will help towards hall rental, entertainment, 

lunches etc

None £1,500.00 £4,390.00

St Michaels Church Contribution to thoroughly clean and overhaul of the 

traditional pipe organ.

Raised so far  £2000.00 - Crowborough Lions, £1000.00 

- Legacy, £1500.00 - Organist & Choir Leader and other 

fund raising events to take place.

£2,500.00 £10,000.00

TOTAL AMOUNT OF GRANTS REQUESTED £14,789.86 £48,458.52

AVAILABLE BUDGET 2022/23 £16,000.00

GRANT APPLICATIONS 2022-2023



























































































































































 

 

 

 

 

  TITLE:        Finance Report 

AGENDA ITEM NUMBER:  5 

MEETING DATE: 1st March 2022 

COUNCIL/COMMITTEE: F&GP Committee 

PURPOSE OF REPORT: 5.1 This report covers F&GP’s current income and expenditure 
against budget and Earmarked Reserves (EMR) position.  
5.2  To review current loan position  
5.3 To note the update and the latest situation regarding 
Basepoint 
5.4  To note the report received on property valuations 
5.5 To note the internal auditors report and supporting 
comments 
5.6 To review the current IT support and back up costs and 
agree further action 
5.7  To review the card payment facility and agree any further 
action 
5.8  To note the signing of bank reconciliations 
 

  

SUPPORTING DOCUMENTS: Appendix A – Income & Expenditure Report  

Appendix B - Earmarked Reserves 

Appendix C – Current Loan Position 

Appendix D – Q4 report from Basepoint 

Appendix E (1) + (2) – Property Valuations 

Appendix F - Internal Auditors Cover Letter 

Appendix G – Internal Auditors Summary 

Appendix H – Internal Auditors Observations with Officer 

Comments 

 

CONTACT OFFICER: RFO  

 

 



OFFICER RECOMMENDATIONS: 

 The Committee is RECOMMENDED to: 
(1) Note the Committee’s current income and expenditure position. 

Appendix A 
(2) Note this Committee’s Earmarked Reserves and agree any actions. 

Appendix B  
(3)        Note the latest Loan summary. Appendix C 
(4)        Note latest Q4 figures received from Basepoint. Appendix D 
(5)        Note the report on latest property valuations. Appendix E (1) + (2) 
(6)        Note the internal auditors report and agree next actions.  
             Appendices F, G, H & I 
(7)        Review the current IT and back up costs and agree next action. 
(8)        Review the card payment facility and agree next action. 

             (9)        Note the signing of the monthly bank reconciliations. 
 

  

 

5.1 Income and Expenditure 

 

5.1.1 Attached as Appendix A is the Income & Expenditure report for this Committee for the 

financial year 2021/2022. Any recent significant variances are shown in bold 

  

 4022/105 – Insurance. The renewal has come in slightly more than budget at £18,038 

compared to a budget of £17,905 

 

113 – Pine Grove 

 4800 Caretaking/Cleaning – This budget will be exceeded due to the library cleaning 

costs being included. These are however recharged and this income is shown in code 

1115. The income will exceed the budget to reflect the cost 

 4805 Electricity – I anticipate that this code will exceed budget. Just under 90% of this 

cost is recharged on so the income will also increase 

 4807 Water & Sewerage – has exceeded budget due to an unknown meter not being 

read in the past which has now been identified and resulted in large invoices. A large 

majority of these costs are passed on to the tenants. 

  

  

5.1.2 Earmarked Reserves 

 

5.1.2    This Committees EMR’s are attached as Appendix B. 

 

 Committee is asked to consider if Earmarked Reserves are still required and if not, the 

amount will be transferred back to the General Reserve. 

 Committee is asked to consider whether any known underspends from 2021/2022 will 

be Earmarked towards future costs. Possible areas identified: 

  



Account 
Code Name 

Left to 
spend Notes 

    £   

113/4250 Buildings Maintenance 27,500   

115/4150 Grants 10,835   

        

 

5.2    Loan Review 
 

 Appendix C shows the latest loan summary as at 10.02.22 

 

5.3    Update on Basepoint 

 

The quarter 4 report from Basepoint has been received and is shown as Appendix D. 

The annual figures show that a profit has been made despite bringing forward earlier 

losses. Therefore, as part of the tenancy agreement, £8,922 is due to Crowborough 

Town Council under the profit share arrangement. 

Sales in 2021 were up by 43% from 2020, whilst costs remain quite stable. In 2021 

costs were 66% of turnover compared to 90% in 2020. 

 

5.4 Property Valuations 

Appendix E (1) + (2) details the property valuations recently undertaken. Once these 

have been reviewed they will be passed to our insurers to ensure that valuations for 

insurance purposes are up to date. 

 

5.5 Internal Auditors Report 
 

5.5.1 Attached as Appendix F is the latest interim audit report from the Internal Auditor, 

IAC. The observations are issued in the form of a spreadsheet and Officer comments 

have been added to the end column.  

 

5.5.2 The committee is recommended to note the Internal Auditors observations and 

Officers comments. 

 

5.5.3 Auditors Recommendation B, regarding the financial regulations have been noted and 

revised suggestions to regulations 5.2 and 5.3 are shown in Appendix I.  

 The committee is recommended to propose these changes to Full Council. 

 

5.5.4 Auditors Recommendation C, regarding Fidelity Insurance. Our current insurance 

provider has bandings of cover and we are currently in the band up to £2 million. The 



next band runs from £2 million to £5 million. The additional annual insurance premium 

for this would be £363.89.  

 Committee to decide whether the increased level of cover is required. 
 

 

5.6 IT Support and back up costs 
 

5.6 As requested by Councillors, further information has been sought regarding our 

current back up and data usage. 

Currently all documents are held on the server and this amounts to 171GB. This is 

routinely backed up and all back ups are held for one year, meaning any deleted data 

can be recovered within that year period.  All emails are held on Office 365 hosted 

exchange. We pay the following to our current provider: 

  

Service Costs 

  per month 

Anti Virus £26.40 

Cloud Back Up £35.00 

Offsite Back Up £75.00 

Helpdesk Support £100.00 

Server Support £50.00 

Microsoft 365 £160.40 

  £446.80 

 

The current cost of the IT back up facility is £110 per month. Our current supplier is 
currently in the process of swapping over backup solutions, from the previous 
ShadowProtect product to N-Able backups. This is more cost-effective, at £60 per 
month. 
They are also introducing a standalone backup system for Office 365. As default, this 

platform only covers up to 30 days retention on deleted items, either mail or file data. 

This will extend this to 7 years retention for email and 1 year retention for data – 

something that is increasingly important for many organisations from a compliance 

perspective. Pricing is £3.50 user/month – this would cover 10 users so would be an 

additional £35 per month. 

The officers are very happy with the current level of support with the current 
provider and find that any support calls are answered very quickly and efficiently and 
would not like to move away from them. 

 
 
 

5.7    Card payment facility 
 



We did have a very limited facility for accepting payments through cards but that 

was deemed non compliant through the accessibility audit.  Possible alternatives are: 

Facility Option A – Lloyds Option B – Take 
Payments 

Option C - Square 

 Portable Portable Portable 

Monthly Charge £20.45 £7.50  

Compliance Charge £5.50   

One Off charges  £150 set up 
costs 

£16 Square Reader 
£149 Square 
Terminal (screen and 
receipt facility) 

Additional Charges 
per transaction 

1.1% credit card 
0.67% debit card 
3p per transaction 

0.6% credit card  
0.6% debit card 
0.85% for virtual 
3p per 
transaction 

1.75%  for chip and 
pin 
2.5% for virtual (over 
the phone) 

Contract 48 months  1 month No contract 

 

It is not anticipated many transactions will be going through this facility. 

Committee to decide which option is favourable. 

 

5.8 General 

 
 Bank Reconciliations and bank statements have been checked by the Chair up until 

31st January 2022. 
 

RFO 

 



Committee ReportMonth No: 11

10/02/2022
15:59

Crowborough Town Council Page 1
Detailed Income & Expenditure by Budget Heading 10/02/2022

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds AvailableActual Last Year % Spent Transfer to/from EMR

Finance and General Purposes
101 Corporate Management

1.7%98 984055 Stripe Charges 11 2 100
40.7%978 9784056 Bank Charges 758 672 1,650

(11.1%)4,165 4,1654057 Audit Fees 3,170 (415) 3,750
35.6%7,727 7,7274058 Legal & Professional Fees 6,579 4,274 12,000
81.4%429 4294060 Accounting Support 1,568 1,871 2,300

0.0%0 04062 Professional Fees 447 0 0
0.0%0 04065 Bad Debt Write Off 83 0 0

12,615 19,8006,403Corporate Management :- Indirect Expenditure 13,397 0 13,397 32.3% 0
Net Expenditure (6,403) (19,800) (13,397)(12,615)

102 Democratic Representation
53.0%10,969 10,9694119 Members Allowances 18,954 12,352 23,321

0.0%200 2004120 Members Expenses 0 0 200
14.0%860 8604121 Members Courses 62 140 1,000
39.9%601 6014122 Civic Expenses 74 399 1,000

19,090 25,52112,891Democratic Representation :- Indirect Expenditure 12,630 0 12,630 50.5% 0
Net Expenditure (12,891) (25,521) (12,630)(19,090)

105 Central Support-Admin Costs
0.0%(100)1050 Income-Pension Forms 0 100 0

0 0100Central Support-Admin Costs :- Income (100) 0
81.5%1,323 1,3234015 IT Support 6,688 5,817 7,140
96.2%213 2134020 Telephone & Postage 5,762 5,452 5,665
62.8%1,403 1,4034021 Stationery and Printing 2,584 2,372 3,775

100.7%(133) (133)4022 Insurance 17,724 18,038 17,905
83.0%850 8504023 Subscriptions 4,456 4,150 5,000
97.3%47 474024 Equipment rental/Lease 1,713 1,713 1,760

102.6%(26) (26)4110 New IT Equipment 945 1,026 1,000
49.0%510 5104255 Equipment 715 490 1,000

40,587 43,24539,060Central Support-Admin Costs :- Indirect Expenditure 4,185 0 4,185 90.3% 0
Net Income over Expenditure (38,960) (43,245) (4,285)(40,587)

109 Other Operating Income & Exp.
0.0%(1,507,4331176 Precept Received 1,454,171 1,507,433 0

Continued over page
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Crowborough Town Council Page 2
Detailed Income & Expenditure by Budget Heading 10/02/2022

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds AvailableActual Last Year % Spent Transfer to/from EMR
0.0%(1,327)1190 Income-Interest Received 7,167 1,327 0

100.0%01191 Income-Loan-Capital/Interest R 2,700 2,700 2,700
0.0%(14,167)1196 Income-CIL receipts 72,041 14,167 0 14,167

1,536,079 2,7001,525,627Other Operating Income & Exp. :- Income (1,522,927 56504.7 14,167
50.0%49,685 49,6854175 PWLB - CCA Hall 99,371 49,685 99,370

0.0%0 04949 ESCC Loan Repayment 259,790 0 0
50.0%23,121 23,1214950 PWLB -G/MOD/GS/S/OA 46,238 23,119 46,240

100.0%1 14951 PWLB - Pine Grove 169,734 169,734 169,735
575,133 315,345242,539Other Operating Income & Exp. :- Indirect Expenditure 72,806 0 72,806 76.9% 0

Net Income over Expenditure 1,283,088 (312,645) (1,595,733960,946
6001 plus Transfer from EMR 257,915 0
6002 less Transfer to EMR 72,041 14,167

Movement to/(from) Gen Reserve 1,146,819 1,268,921
112 Pine Grove-Capital Project

0.0%0 04039 Capital Purchases (43,000) 0 0
(43,000) 00Pine Grove-Capital Project :- Indirect Expenditure 0 0 0 0

Net Expenditure 0 0 043,000
113 Pine Grove-Revenue Costs

0.0%(1,576)1051 Income-Miscellaneous 0 1,576 0
100.1%(5)1115 Income-Library Rechargeable 7,753 4,505 4,500
96.8%1,1231116 Income-Basepoint Rechargable 24,575 33,597 34,720
91.7%5,0001117 Income-Basepoint Rent 49,167 55,000 60,000

81,495 99,22094,678Pine Grove-Revenue Costs :- Income 4,542 95.4% 0
96.4%478 4784012 Rates 13,024 12,912 13,390
66.3%859 8594017 Health & Safety 1,407 1,691 2,550
72.8%409 4094041 Grounds Maintenance 93 1,091 1,500
25.4%29,823 29,8234250 Buildings Maintenance 17,096 10,177 40,000
68.2%1,946 1,9464335 Security, Fire & Alarms 4,150 4,174 6,120

126.0%(3,037) (3,037)4800 Caretaking/ Cleaning 9,878 14,727 11,690
54.3%1,654 1,6544801 Refuse & Hygiene 3,280 1,963 3,617

113.1%(2,483) (2,483)4805 Electricity 17,808 21,483 19,000
53.8%7,133 7,1334806 Gas 9,083 8,317 15,450

184.8%(2,967) (2,967)4807 Water and Sewerage (1,155) 6,467 3,500
74,664 116,81783,003Pine Grove-Revenue Costs :- Indirect Expenditure 33,814 0 33,814 71.1% 0

Net Income over Expenditure 11,675 (17,597) (29,272)6,831
6001 plus Transfer from EMR (82,000) 0

Movement to/(from) Gen Reserve (75,169) 11,675
Continued over page
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Crowborough Town Council Page 3
Detailed Income & Expenditure by Budget Heading 10/02/2022

Actual Year To Date Current Annual Bud  Variance Annual Total Committed Expenditure Funds AvailableActual Last Year % Spent Transfer to/from EMR
115 Other Services to the Public

100.0%0 04112 Service Level Agreements 43,000 45,150 45,150
0.0%5,000 5,0004145 Covid Grants 0 0 5,000

22.6%10,835 10,8354150 Grants 11,290 3,165 14,000
54,290 64,15048,315Other Services to the Public :- Indirect Expenditure 15,835 0 15,835 75.3% 0

Net Expenditure (48,315) (64,150) (15,835)(54,290)
6001 plus Transfer from EMR (4,710) 0

Movement to/(from) Gen Reserve (59,000) (48,315)
309 Civic & Community Centres

100.0%01010 Income-Toilet Scheme 617 617 617
617 617617Civic & Community Centres :- Income 0 100.0% 0

Net Income 617 617 0617
901 Earmarked F & GP

0.0%(912) (912)9009 Election Reserve 0 912 0 912
0 0912Earmarked F & GP :- Indirect Expenditure (912) 0 (912) 912

Net Expenditure (912) 0 9120
6001 plus Transfer from EMR 5,019 912

Movement to/(from) Gen Reserve 5,019 0

433,122 584,878
(1,518,485)1,621,022 102,537

151,756
1,187,900 (482,341) (1,670,241)

Finance and General Purposes :- Income

Net Income over Expenditure
Expenditure 0 151,756733,380

1,618,191

884,811

1580.9%
74.1%

plus Transfer from EMR 176,224 912
less Transfer to EMR 72,041 14,167

Movement to/(from) Gen Reserve 988,994 1,174,645

433,122 584,878
(1,518,485)1,621,022 102,537

151,756
884,811 1,187,900 (482,341) (1,670,241)

Grand Totals:- Income

Net Income over Expenditure
Expenditure 0 151,756733,380

1,618,191 1580.9%
74.1%

plus Transfer from EMR 176,224 912
less Transfer to EMR 72,041 14,167

Movement to/(from) Gen Reserve 988,994 1,174,645



Nominal 
Code

Cost 
Centre

Earmarked Reserves
Opening 
Balance

In Out
Balance 

as at
Committed Projected

01/04/2021 10/02/2022

314 Finance & General Purposes

9009 901 Election Reserve 34,786 912 33,874 33,874

9022 901 Training 1,545 1,545 1,545

9075 901 Grants 4,710 4,710 4,710

314 F & GP Total 41,041 0 912 40,129 0 40,129



ESCC PWLB

Payments

Capital  & 
Interest

Purchase of Summersales 
and devlopment of land

4950/109 495348 18/02/2009 4.06% 18/02/2029 £200,000 £94,226.24 £14,699.34

Community Centre 1 4175/109 498941 18/08/2011 3.75% 18/08/2031 £1,000,000 £591,828.04 71,518.26

Community Centre 2 4175/109 499357 18/02/2012 3.45% 18/02/2032 £400,000 £243,600.32 27,852.68

Purchase of land at the Ghyll 
and MOD

4950/109 491397 2006 4.50% 27/03/2026 £120,000 £36,951.41 £9,162.56

Purchase of Owlsbury land 4950/109 494541 2008 4.53% 27/03/2028 £115,000 £49,090.75 £8,803.46

Development of Goldsmiths 
including public toilets, play 
area, skate park, running track 
& perimeter path

4950/109 496912 27/03/2010 4.62% 27/03/2035 £200,000 £135,206.56 £13,572.74

Pine Grove 1 4951/109 504938 13/05/2016 2.57% 13/05/2036 £1,100,000 £851,132.66 £70,685.60
26th April & 

26th October

Pine Grove - development of 
former Council Offices

4951/109 507949 26/10/2018 2.51% 25/10/2038 £1,550,000 £1,363,812.74 £99,048.54
13th May & 

13th November

£3,365,848.72

Pine Grove 4949/109 23/04/2018 3.00% 23/03/2028 £250,000 £0.00 £1,875.00 monthy

Total £3,365,848.72 £317,218.18

Crowborough Town Council Loan Summary

Purpose Nominal Code
Loan 

Number
Date

Borrowed
Interest 

Rate
Maturity Date

Original 
Amount

Balance 
Outstanding 
31/01/2022

Dates paid

18th February & 18th 
August

27th March &
27th September



ACTUAL ACTUAL ACTUAL ACTUAL ACTUAL

Q1 2021 Q2 2021 Q3 2021 Q4 2021 FY 2021

1.3.1 Gross Revenue 109,522 115,582 114,455 120,326 459,884

Costs of food, beverage and other supplies 681 2,013 216 493 3,403

Staff payroll costs 18,029 15,379 18,272 16,080 67,760

Property costs (including but not limited to taxes, service charges, utility costs) 32,992 (8,371) 26,406 18,655 69,682

Insurance premiums in connection with provision of services at the Premises 1,189 1,612 1,259 1,046 5,106

Fees and costs of subcontractors engaged for provision of services at the Premises 278 958 17 560 1,812

Advertising and marketing costs - - - - -

Accounting costs 912 4,593 4,849 2,631 12,986

Credit card and banking charges 341 456 526 496 1,818

Introduction, sales commission, brokerage and agent's fees 356 578 515 538 1,987

Bad debts 1,484 (1,404) 9,844 (2,977) 6,947

Cost of refurbishment at or works to the premises (amortised) and lease payments 6,929 6,949 7,130 7,298 28,306

IT hardware, equipment, software licence and maintenance fees 9,974 7,999 12,144 12,620 42,737

Goods and services purchased in connection with Services rendered at the Premises 12,590 14,189 26,150 7,145 60,074

Irrecoverable VAT - - - - -

1.3.2 Costs 85,755 44,951 107,328 64,585 302,619

Cashflow available after Costs 23,767 70,631 7,127 55,741 157,266

Unpaid Costs Balance from previous period 79,422 55,655 - - 79,422

Unpaid Costs Balance to be carried forward from current period - - - - -

1.3.3 Unpaid Costs Balance reduction from current period cash flow (23,767) (55,655) - - (79,422)

Cashflow available after discharging any Unpaid Costs Balance - 14,976 7,127 55,741 77,844

1.3.4 Guaranteed Rent - £5,000 per month ( will start 6 June 2020) 15,000 15,000 15,000 15,000 60,000

1.3.5 Profit Share to Landlord (50% of available proceeds) - - - 20,371 8,922

1.3.6 Tenant's Profit Incentive (50% of available proceeds) - - - 20,371 8,922

I certify that the above is in accordance with the accounting records of Regus and as per our lease agreement.

SIGNED on behalf of IWG

REBECCA MALANAO

FINANCIAL ACCOUNTING MANAGER

RENT & LANDLORD

GLOBAL SERVICE CENTRE

BUILDING OWNER CERTIFICATE

Basepoint Crowborough , United Kingdom



















 Caroline Miles 
 Town Clerk, 
 Crowborough Town Council 
 Council Offices 
 Pine Grove 
 Crowborough 
 TN6 1DH 

 14th February 2022 

 Dear Caroline, 

 Report on audit carried out on 7 February 2021 

 An  audit  was  carried  out  by  Kevin  Rose  on  Sunday  7  February  2021  as  part  of  the  annual 
 internal  audit  coverage  of  the  Council.  The  audit  was  undertaken  using  our  standard  IAC 
 Audit  Checklist,  used  for  all  Local  Councils,  which  has  186  items.  A  total  of  126  items  were 
 tested  during  this  audit  (including  items  that  were  examined  and  tested  as  part  of  the 
 pre-audit process). The balance of 60 items will be checked during the Year End audit visit. 

 Areas subject to audit were; 

 Accounting  system  and  records,  Payment  system,  Risk  and  insurance,  Budget  and  precept 
 setting  and  monitoring,  Billing,  income  collection  and  VAT,  Petty  cash,  Payroll,  Assets  and 
 investments,  Bank  reconciliations,  Accounting  Statements,  Exercise  of  Public  Rights, 
 Publication of the Annual Governance and Accountability Return and Trust Funds. 

 Of  the  126  items  tested  a  Positive  response  was  obtained  in  respect  of  100  tests.  7  Negative 
 responses  were  returned,  of  which  0  were  classed  as  Non  Compliances,  2  as  High,  5  as 
 Medium,  0  as  Low  and  0  as  Advisory.  (19  items  on  the  standard  checklist  were  not  applicable 
 to your Council). 

 7  Observations  and  associated  Recommendations,  in  respect  of  Payment  system,  Risk  and 
 insurance,  Petty  cash  and  Bank  reconciliations,  were  raised  as  set  out  in  detail  in  the 
 attached Internal Audit Observation report. 

 IAC Audit & Consultancy Ltd. 
 Registered in England No 09753929  VAT Reg No 220 6715 38 

 23 Westbury Road , Yarnbrook, Wiltshire, BA14 6AG 
 Email:  admin@audit-iac.com  Tel:01225 775511 

mailto:admin@audit-iac.com


 A  detailed  breakdown  of  our  audit  testing  and  Responses  is  set  out  in  our  Internal  Audit 
 Summary  and  I  would  encourage  Councilors  to  review  this  in  order  that  they  may  have 
 greater understanding of the scope of the audit and the areas tested. 

 I would like to express my thanks for the assistance provided to us during our audit. 

 Yours sincerely, 

 Kevin Rose ACMA 
 Director 



FALSE

FALSE Crowborough Town Council
FALSE Financial Year 2021-22
FALSE IAC Audit and Consultancy Ltd
FALSE Interim Internal Audit Observations B Visit date: 7- February -2021 
FALSE

FALSE B

FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE 1

Have invoices  been approved as required 
under Council Financial Regulations? 
(paragraph 5.3 of the NALC Model Financial 
Regulations)

The Councils Financial Regulation 5.3 requires 
that invoices are "All invoices for payment shall 
be examined, verified and certified by the 
RFO.." From a review of invoices it was not 
possible to confirm that invoices had been 
'certified' by the RFO. It is understood that 
invoices are subject to review by the RFO, but 
that it is not currently practice for them to be 
physically certified. 

The Council Council review the requirements of 
Financial Regulation 5.3, in particular the need 
for the RFO to 'certify invoices. The practice at 
many councils is for a batch listing of invoices 
to be prepared which is then certified by the 
RFO and this may be something the Council 
might consider.

Medium

All invoices are reviewed by the RFO before 
processing through the accounting system. They 
are certified by way of an email acknowledgmenet 
back to the finance assistant. The RFO approves all 
payments of invoices through the banking system 
and at that time certifies them for payment.The 
Financial Regulations will be reviewed and 
considered in line with this recommendation

FALSE 2
Have payments been approved as required 
under Council Financial Regulations?

The Council has a process whereby invoices for 
payment are subject to review by two 
Councillors prior to payments being made 
(payments are made by Officers on a dual 
authorisation basis). It is unclear, from a review 
of the Councils Financial Regulations, what the 
sequence is for the approvals. i.e. whether the 
Council needs to approve under 5.2 prior to 
approval of two Councillors under 6.9.

The Council to review Financial Regulation 5.2 
to clarify that the schedule payments prepared 
by the RFO relates to payments that have been 
made (i.e. it is retrospective reporting of 
payments made). The Council to also consider 
amending Financial Regulation 6.9 a) to reflect 
that prior approval for payments is to be by 
two Councillors who shall (for example) 
"approve payments to be made and sign the 
appropriate paper documentation or approve 
by email e.g. BACs form."

High

For the word 'retrospectively' be added to Financial 
Regulation 5.2 so that it is clear that this reporting 
happens after the payments have been made. 
Financial Regulation 6.9a already states "two 
Councillors (authorised signatories) to sign the 
appropriate paper documentation or approve by 
email e.g. BACs form."

FALSE
FALSE C
FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE 1
The value of the Councils Fidelity Insurance 
covers the value of the Councils cash & bank 
holdings

Fidelity Guarantee limit on the insurance policy 
is £2 million. As at the December 2021 bank 
reconciliation the Councils bank balances 
totalled £2.386million

The Council to review the level of its Fidelity 
insurance and consider whether it is adequate 
to cover the value of cash and bank balances 
held.

Medium

FALSE
FALSE F
FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE 1
Petty cash payments were properly supported 
by receipts.

It was noted that two cash advances, one for 
£96 and one for £60 had been recorded as 
expenses in the petty cash.

Cash advances made out of the Petty Cash 
should not be recorded as expenditure. If they 
are still outstanding at the date of the 
reconciliation (i.e. supporting invoices have not 
been provided for how the advance was spent) 
they should be recorded as part of the cash on 
hand element, not as part of expenditure.

Medium

This authority complied with its financial regulations, payments were supported by invoices, all expenditure was approved and VAT was appropriately 
accounted for.

This authority assessed the significant risks to achieving its objectives and reviewed the adequacy of arrangements to manage these.

Petty cash payments were properly supported by receipts, all petty cash expenditure was approved and VAT appropriately accounted for.



FALSE 2
Petty cash reimbursement is carried out 
regularly

Petty Cash has not been subject to regular 
reimbursement. As at the date of the Interim 
audit petty cash transactions for the year since 
April 2021 had not been recorded in the Omega 
accounting system. (It was noted that the 
spend for the year on Petty Cash is low, with 
only £83.98 spent to November)

The Council to review the frequency of claims 
for petty cash reimbursement. As part of this 
review the Council should consider whether 
the value of petty cash held is higher than 
required by the value of payments made.

Medium
Monthly postings of petty cash payments will 
commence. F&GP to consider whether the balance 
helf doe petty cash should be reduced.

FALSE 3
Petty cash expenditure is regularly reported to 
Council

(See above)

Petty cash expenditure should be regularly 
reported to Council and included in all 
payments/expenditure reports considered by 
Council

Medium

Petty cash is reported to Full Council every 
committee meeting by way of the payments lists. 
Petty cash payments are highlighted in blue to 
indicate that these are payments made through the 
cash system.

FALSE
FALSE I
FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE 1
There a bank reconciliation for each account 
(Interim)

Bank reconciliations have bve been prepared, 
and subject to independent review, but these 
do not include the balances on the Petty Cash 
and Cash Float accounts (these are relatively 
small balances of £250 and £100)

The Council to review the arrangements for the 
reconciliation of cash and bank balances. It 
may be appropriate for cash balances to be 
subject to a seperate verification and 
reconciliation review process from the 
Council's main bank accounts.

High

Petty cash will be set up within the accounting 
system as a control account and monthly 
transactions will be posted and a reconciliation 
performed.

Periodic bank account reconciliations were properly carried out during the year.



FALSE

FALSE Crowborough Town Council
FALSE Financial Year 2021-22
FALSE IAC Audit and Consultancy Ltd
FALSE Interim Internal Audit Observations B Visit date: 7- February -2021 
FALSE

FALSE B

FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE 1

Have invoices  been approved as required 
under Council Financial Regulations? 
(paragraph 5.3 of the NALC Model Financial 
Regulations)

The Councils Financial Regulation 5.3 requires 
that invoices are "All invoices for payment shall 
be examined, verified and certified by the 
RFO.." From a review of invoices it was not 
possible to confirm that invoices had been 
'certified' by the RFO. It is understood that 
invoices are subject to review by the RFO, but 
that it is not currently practice for them to be 
physically certified. 

The Council Council review the requirements of 
Financial Regulation 5.3, in particular the need 
for the RFO to 'certify invoices. The practice at 
many councils is for a batch listing of invoices 
to be prepared which is then certified by the 
RFO and this may be something the Council 
might consider.

Medium

All invoices are reviewed by the RFO before 
processing through the accounting system. They 
are certified by way of an email acknowledgmenet 
back to the finance assistant. The RFO approves all 
payments of invoices through the banking system 
and at that time certifies them for payment.The 
Financial Regulations will be reviewed and 
considered in line with this recommendation

FALSE 2
Have payments been approved as required 
under Council Financial Regulations?

The Council has a process whereby invoices for 
payment are subject to review by two 
Councillors prior to payments being made 
(payments are made by Officers on a dual 
authorisation basis). It is unclear, from a review 
of the Councils Financial Regulations, what the 
sequence is for the approvals. i.e. whether the 
Council needs to approve under 5.2 prior to 
approval of two Councillors under 6.9.

The Council to review Financial Regulation 5.2 
to clarify that the schedule payments prepared 
by the RFO relates to payments that have been 
made (i.e. it is retrospective reporting of 
payments made). The Council to also consider 
amending Financial Regulation 6.9 a) to reflect 
that prior approval for payments is to be by 
two Councillors who shall (for example) 
"approve payments to be made and sign the 
appropriate paper documentation or approve 
by email e.g. BACs form."

High

For the word 'retrospectively' be added to Financial 
Regulation 5.2 so that it is clear that this reporting 
happens after the payments have been made. 
Financial Regulation 6.9a already states "two 
Councillors (authorised signatories) to sign the 
appropriate paper documentation or approve by 
email e.g. BACs form."

FALSE
FALSE C
FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE 1
The value of the Councils Fidelity Insurance 
covers the value of the Councils cash & bank 
holdings

Fidelity Guarantee limit on the insurance policy 
is £2 million. As at the December 2021 bank 
reconciliation the Councils bank balances 
totalled £2.386million

The Council to review the level of its Fidelity 
insurance and consider whether it is adequate 
to cover the value of cash and bank balances 
held.

Medium

FALSE
FALSE F
FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE 1
Petty cash payments were properly supported 
by receipts.

It was noted that two cash advances, one for 
£96 and one for £60 had been recorded as 
expenses in the petty cash.

Cash advances made out of the Petty Cash 
should not be recorded as expenditure. If they 
are still outstanding at the date of the 
reconciliation (i.e. supporting invoices have not 
been provided for how the advance was spent) 
they should be recorded as part of the cash on 
hand element, not as part of expenditure.

Medium

This authority complied with its financial regulations, payments were supported by invoices, all expenditure was approved and VAT was appropriately 
accounted for.

This authority assessed the significant risks to achieving its objectives and reviewed the adequacy of arrangements to manage these.

Petty cash payments were properly supported by receipts, all petty cash expenditure was approved and VAT appropriately accounted for.



FALSE 2
Petty cash reimbursement is carried out 
regularly

Petty Cash has not been subject to regular 
reimbursement. As at the date of the Interim 
audit petty cash transactions for the year since 
April 2021 had not been recorded in the Omega 
accounting system. (It was noted that the 
spend for the year on Petty Cash is low, with 
only £83.98 spent to November)

The Council to review the frequency of claims 
for petty cash reimbursement. As part of this 
review the Council should consider whether 
the value of petty cash held is higher than 
required by the value of payments made.

Medium
Monthly postings of petty cash payments will 
commence. F&GP to consider whether the balance 
helf doe petty cash should be reduced.

FALSE 3
Petty cash expenditure is regularly reported to 
Council

(See above)

Petty cash expenditure should be regularly 
reported to Council and included in all 
payments/expenditure reports considered by 
Council

Medium

Petty cash is reported to Full Council every 
committee meeting by way of the payments lists. 
Petty cash payments are highlighted in blue to 
indicate that these are payments made through the 
cash system.

FALSE
FALSE I
FALSE No. Audit Test Observation Recommendation Priority Comments

FALSE 1
There a bank reconciliation for each account 
(Interim)

Bank reconciliations have bve been prepared, 
and subject to independent review, but these 
do not include the balances on the Petty Cash 
and Cash Float accounts (these are relatively 
small balances of £250 and £100)

The Council to review the arrangements for the 
reconciliation of cash and bank balances. It 
may be appropriate for cash balances to be 
subject to a seperate verification and 
reconciliation review process from the 
Council's main bank accounts.

High

Petty cash will be set up within the accounting 
system as a control account and monthly 
transactions will be posted and a reconciliation 
performed.

Periodic bank account reconciliations were properly carried out during the year.
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1. GENERAL 

1.1. These financial regulations govern the conduct of financial management by the council and may only 

be amended or varied by resolution of the council. Financial Regulations are one of the council’s three 

governing policy documents (along with Standing Orders and Members Code of Conduct) providing 

procedural guidance for members and officers. Financial Regulations must be observed in conjunction 

with the council’s standing orders and any individual Financial Regulations relating to contracts.  

1.2. The council is responsible in law for ensuring that its financial management is adequate and effective 

and that the council has a sound system of internal control which facilitates the effective exercise of 

the council’s functions, including arrangements for the management of risk.  

1.3. The Council’s accounting control systems must include measures: 

• for the timely production of accounts; 

• that provide for the safe and efficient safeguarding of public money; 

• to prevent and detect inaccuracy and fraud; and 

• identifying the duties of officers. 

1.4. These Financial Regulations demonstrate how the Council meets these responsibilities and 

requirements. 

1.5. At least once a year, prior to approving the Annual Governance Statement, the Council must review 

the effectiveness of its system of internal control which shall be in accordance with proper practices. 

1.6. Deliberate or wilful breach of these Regulations by an employee may give rise to disciplinary 

proceedings. 

1.7. Members of Council are expected to follow the instructions within these Regulations and not to entice 

employees to breach them. Failure to follow instructions within these Regulations brings the officer of 

Councillor into disrepute. 

1.8. The Responsible Financial Officer (RFO) holds a statutory office to be appointed by the Council.  

1.9. The RFO; 

• acts under the policy direction of the Council;  

• administers the Council's financial affairs in accordance with all Acts, Regulations and proper 

practices; 



P a g e  | 4 

 

7th September 2021 

• determines on behalf of the Council its accounting records and accounting control systems; 

• ensures the accounting control systems are observed; 

• maintains the accounting records of the Council are up to date in accordance with proper 

practices; 

• assists the Council to secure economy, efficiency and effectiveness in the use of its resources; 

and  

• produces financial management information as required by the Council. 

1.10. The accounting records determined by the RFO shall be sufficient to show and explain the Council’s 

transactions and to enable the RFO to ensure that any income and expenditure account and 

statement of balances, or record of receipts and payments and additional information, as the case 

may be, or management information prepared for the Council from time to time complies with the 

Accounts and Audit Regulations. 

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

• 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; 

• a record of the assets and liabilities of the Council; and 

• wherever relevant, a record of the Council’s income and expenditure in relation to claims made, 

or to be made, for any contribution, grant or subsidy. 

1.12. The accounting control systems determined by the RFO shall include: 

• procedures to ensure that the financial transactions of the Council are recorded as soon as 

reasonably practicable and as accurately and reasonably as possible;  

• procedures to enable the prevention and detection of inaccuracies and fraud and the ability to 

reconstruct any lost records; 

• identification of the duties of officers dealing with financial transactions and division of 

responsibilities of those officers in relation to significant transactions; 

• procedures to ensure that uncollectable amounts, including any bad debts are not submitted 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 

• measures to ensure that risk is properly managed. 

1.13. The Council is not empowered by these Regulations or otherwise to delegate certain specified 

decisions. In particular any decision regarding: 

• setting the final budget or the Precept (Council Tax Requirement); 

• approving accounting statements; 

• approving an annual governance statement; 

• borrowing; 

• writing off bad debts; 

• declaring eligibility for the General Power of Competence; and 

• addressing recommendations in any report from the internal or external auditors, 
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shall be a matter for the full Council only.  

1.14. In addition the Council must: 

• determine and keep under regular review the bank mandate for all Council bank accounts;  

• approve any grant or a single commitment in excess of £10,000; and 

• in respect of the annual salary for any employee have regard to recommendations about annual 

salaries of employees made by the relevant Committee in accordance with its terms of reference. 

1.15. In these Financial Regulations, references to the Accounts and Audit Regulations or ‘the Regulations’ 

shall mean the Regulations issued under the provisions of section 27 of the Audit Commission Act 

1998, or any superseding legislation, and then in force unless otherwise specified. 

In these Financial Regulations the term ‘proper practice’ or ‘proper practices’ shall refer to guidance 

issued in Governance and Accountability for Local Councils – a Practitioners’ Guide (England) issued 

by the Joint Practitioners Advisory Group (JPAG), available from the websites of NALC and the 

Society for Local Council Clerks (SLCC). 

 

2. ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL) 

2.1. All accounting procedures and financial records of the Council shall be determined by the RFO in 

accordance with the Accounts and Audit Regulations, appropriate Guidance and proper practices.  

2.2. On a regular basis, at least once in each quarter and at each financial year end, the Chair of the Finance 

and General Purposes Committee (or the Deputy), shall verify the monthly bank reconciliations (for all 

accounts) produced by the RFO. The Chair/Deputy shall sign the reconciliations and the bank 

statements (or similar document) as evidence of verification. This activity shall on conclusion be 

reported, including any exceptions, to and noted by the Finance and General Purposes Committee. 

2.3. The RFO shall complete the annual statement of accounts, annual report, and any related documents 

of the Council contained in the Annual Return (as specified in proper practices) as soon as practicable 

after the end of the financial year and having certified the accounts shall submit them and report 

thereon to the Council within the timescales set by the Accounts and Audit Regulations.       

2.4. The Council shall ensure that there is an adequate and effective system of internal audit of its 

accounting records, and of its system of internal control in accordance with proper practices. Any 

officer or member of the Council shall make available such documents and records as appear to the 

Council to be necessary for the purpose of the audit and shall, as directed by the Council, supply the 

RFO, internal auditor, or external auditor with such information and explanation as the Council 

considers necessary for that purpose.  

2.5. The internal auditor shall be appointed by, and shall carry out the work in relation to, the internal 

controls required by the Council in accordance with proper practices.  

2.6. The internal auditor shall: 

• be competent and independent of the financial operations of the Council; 
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• report to Council in writing, or in person, on a regular basis with a minimum of one annual written 

report during each financial year; 

• to demonstrate competence, objectivity and independence, be free from any actual or perceived 

conflicts of interest, including those arising from family relationships; and 

• have no involvement in the financial decision making, management or control of the Council. 

2.7. Internal or external auditors may not under any circumstances: 

• perform any operational duties for the Council; 

• initiate or approve accounting transactions; or 

• direct the activities of any Council employee, except to the extent that such employees have 

been appropriately assigned to assist the internal auditor. 

2.8. For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and ‘independence’ 

shall have the same meaning as is described in proper practices. 

2.9. The RFO shall make arrangements for the exercise of electors’ rights in relation to the accounts 

including the opportunity to inspect the accounts, books, and vouchers and display or publish any 

notices and statements of account required by Audit Commission Act 1998, or any superseding 

legislation, and the Accounts and Audit Regulations.  

2.10. The RFO shall, without undue delay, bring to the attention of all Councillors any correspondence or 

report from internal or external auditors. 

 

3. ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING 

3.1. Each Committee shall review its three year forecast of revenue and capital receipts and payments. 

Having regard to the forecast, it shall thereafter formulate and submit proposals for the following 

financial year to the Council not later than the end of January each year including any proposals for 

revising the forecast. 

3.2. The RFO must each year, by no later than the end of November, prepare detailed estimates of all 

receipts and payments including the use of reserves and all sources of funding for the following 

financial year in the form of a budget to be considered by the relevant committees and the Council. 

3.3. Each Standing Committee shall review its three year forecast of revenue and capital receipts and 

payments. Having regard to the forecast, it shall therefore formulate and submit proposals for the 

following financial year to the Finance & General Purposes Committee not later than the end of 

December. 

3.4. The Council shall consider annual budget proposals in relation to the Council’s three year forecast of 

revenue and capital receipts and payments including recommendations for the use of reserves and 

sources of funding and update the forecast accordingly. 

3.5. The Council shall fix the Precept (Council tax requirement), and relevant basic amount of Council tax to 

be levied for the ensuing financial year not later than by the end of January each year. The RFO shall 
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issue the Precept to the billing authority and shall supply each member with a copy of the approved 

annual budget. 

3.6. The approved annual budget shall form the basis of financial control for the ensuing year. 

3.7. CiL Receipts and any grants received that are unspent at the financial year end should be transferred 

to an Earmarked Reserve, clearly annotated for the correct purpose. 

 
 
 

4. BUDGETARY CONTROL AND AUTHORITY TO SPEND 

4.1. Expenditure on revenue items may be authorised up to the amounts included for that class of 

expenditure in the approved budget, subject to the requirements of Standing Orders and Financial 

Regulations.  This authority is to be determined by: 

• the Council for all items over £10,000; 

• a duly delegated Committee of the Council for items over £5,000; or 

• the Clerk, for any items below £5,000.   

Such authority is to be evidenced by a minute or by an authorisation slip duly signed by the Clerk, and 

where necessary also by the appropriate Chairman. 

Contracts may not be disaggregated to avoid controls imposed by these Regulations. 

4.2. No expenditure may be authorised that will exceed the amount provided in the revenue budget for 

that class of expenditure other than by resolution of the Council, or duly delegated Committee. During 

the budget year and with the approval of the relevant spending Committee having considered fully the 

implications for public services, unspent and available amounts may be moved to other budget 

headings or to an earmarked reserve as appropriate (‘virement’). 

4.3. Unspent provisions in the revenue or capital budgets shall not be carried forward to a subsequent year, 

unless placed in an Earmarked Reserve by resolution of the relevant spending Committee. 

4.4. The salary budgets are to be reviewed at least annually in November for the following financial year 

and such review shall be evidenced by a hard copy schedule signed by the Clerk and the Chairman of 

Council or relevant Committee. The RFO will inform Committees of any changes impacting on their 

budget requirement for the coming year in good time. 

4.5. In cases of extreme or immediate risk to the delivery of Council services, the Clerk may authorise 

revenue expenditure on behalf of the Council which in the Clerk’s judgement it is necessary to carry 

out. Such expenditure includes repair, replacement or other work, whether or not there is any 

budgetary provision for the expenditure, subject to a limit of £5,000. The Clerk shall report such action 

to the chairman of the relevant Committee as soon as possible and to the Council as soon as practicable 

thereafter. 
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4.6. No expenditure shall be authorised in relation to any capital project and no contract entered into or 

tender accepted involving capital expenditure unless the Council is satisfied that the necessary funds 

are available, or the requisite borrowing approval has been obtained. 

4.7. All capital works shall be administered in accordance with the Council's Standing Orders and Financial 

Regulations relating to contracts. 

4.8. The RFO shall regularly provide the Council and duly delegated Committees with a statement of income 

and expenditure 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 to be prepared at 

least at the end of each financial quarter and shall show explanations of material variances. For this 

purpose “material” shall be in excess of £1,000 or 15% of the budget, whichever is the lower amount. 

4.9. Changes in earmarked reserves shall be reported to Council as part of the budgetary control process. 

 

5. BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS  

5.1. The Council's banking arrangements, including the bank mandate, shall be made by the RFO and 

approved by the Council; banking arrangements may not be delegated to a Committee.  They shall be 

regularly reviewed for safety and efficiency.  

5.2. The RFO shall retrospectively prepare a schedule of payments, forming part of the agenda for the 

meeting and present the schedule to Council. Personal payments (including salaries, wages, expenses 

and any payment made in relation to the termination of a contract of employment) may be 

summarised to remove public access to any personal information.  

5.3. All invoices for payment shall be examined, verified and certified by the RFO to confirm that the work, 

goods or services to which each invoice relates has been received, carried out, examined and 

represents expenditure previously approved by the Council or duly delegated Committee. 

5.4. The RFO shall examine invoices for arithmetical accuracy and analyse them to the appropriate 

expenditure heading.  

5.5. The Clerk, Assistant Town Clerk and RFO shall have delegated authority to authorise the payment of 

items in the following circumstances: 

a) If a payment is necessary to avoid a charge to interest under the Late Payment of Commercial 

Debts (Interest) Act 1998, and the due date for payment is before the next scheduled Meeting of 

Council, where the Clerk and RFO certify that there is no dispute or other reason to delay 

payment, provided that a list of such payments shall be submitted to the next meeting of Council; 

b) An expenditure item authorised under 5.6 below (continuing contracts and obligations) provided 

that a list of such payments shall be submitted to the next appropriate meeting of Council; or  

c) fund transfers within the Councils banking arrangements up to the sum of £10,000, provided that 

a list of such payments shall be submitted to the next appropriate meeting of Council. 
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5.6. For each financial year the Clerk and RFO shall draw up a list of due payments which arise on a regular 

basis as the result of a continuing contract, statutory duty, or obligation (such as but not exclusively, 

Salaries, PAYE and NI, Superannuation Fund and regular maintenance contracts)  and the like for which 

Council, or a duly authorised Committee, may authorise payment for the year provided that the 

requirements of Regulation 4.1 (Budgetary Controls) are adhered to, provided also that a list of such 

payments shall be submitted to the next appropriate meeting of Council.  

5.7. A record of regular payments made under 5.6 above shall be drawn up and be signed by two members on 

each and every occasion when payment is authorised - thus controlling the risk of duplicated payments being 

authorised and / or made. 

5.8. In respect of grants, a duly authorised Committee shall approve expenditure within any limits set by 

Council and in accordance with any policy statement approved by Council.  Any revenue or capital grant 

in excess of £10,000 shall before payment, be subject to ratification by resolution of the Council.  

5.9. Members are subject to the Code of Conduct that has been adopted by the Council and shall comply 

with the Code and Standing Orders when a decision to authorise or instruct payment is made in respect 

of a matter in which they have a disclosable pecuniary or other interest, unless a dispensation has been 

granted. 

5.10. The Council will aim to rotate the duties of members in these Regulations so that onerous duties are 

shared out as evenly as possible over time. 

5.11. Authority to deal with the bank accounts on a daily basis to be delegated to the RFO, Town Clerk and 

Assistant Town Clerk. 

 

6. INSTRUCTIONS FOR THE MAKING OF PAYMENTS 

6.1. The Council will make safe and efficient arrangements for the making of its payments. 

6.2. Following authorisation under Financial Regulation 5 above, the Council, a duly delegated Committee 

or, if so delegated, the Clerk or RFO shall give instruction that a payment shall be made. 

6.3. All payments shall be effected by cheque or other instructions to the Council's bankers, or otherwise, 

in accordance with a resolution of Council.  

6.4. Cheques or orders for payment drawn on the bank account in accordance with the schedule shall be 

presented to and signed by two members of Council. A member who is also a bank signatory and that 

has declared a disclosable pecuniary interest, or who has a connection with the payment beneficiary 

by virtue of family or business relationships,  must not be a signatory to the payment in question.  

6.5. Cheques or orders for payment shall be prepared for signature and signatories will be informed via 

email of the need for two to either review remotely, or call into the Council Office to sign at their earliest 

convenience. To indicate agreement of the details shown on the cheque or order for payment with 

the counterfoil and the invoice or similar documentation, the signatories shall each also initial the 

cheque counterfoil. 
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6.6. If thought appropriate by the council payment for supplies (e.g. energy, telephone, water and Non-

Domestic Rates) may be made by variable or fixed Direct Debit provided that the instructions are signed 

by two members and any payments are reported to Council as made. The approval of the use of a 

variable Direct Debit shall be renewed by resolution of the Council at least every two years. 

6.7. If thought appropriate by the council, payment for certain items (principally salaries) may be made 

by banker’s standing order provided that the instructions are signed, or otherwise evidenced by a 

council member are retained and any payments are reported to council as made. Banker’s Standing 

Orders shall be renewed by resolution of the Council at least every two years. 

6.8. Payment may be made by Banker’s Standing Order, internet banking transfer, BACS or CHAPS methods 

provided that the instructions for each payment are signed, or otherwise evidenced, by two authorised 

bank signatories and records retained. Any payments are reported to Council as made.  

6.9. The BACS procedure will be as follows: 

a) two Councillors (authorised signatories) to sign the appropriate paper documentation or 

approve by email e.g. BACs form. 

b) Finance Administrator to input the payments on to Bankline. 

c) RFO to authorise the payment on Bankline.  

d) The Town Clerk or Assistant Town Clerk to perform step c) in the absence of the RFO. 

e) The RFO, Town Clerk or Assistant Town Clerk to perform step b) in the absence of the Finance 

Administrator. 

f) Steps b) & c) must be carried out by separate Officers. 

6.10. Where internet banking arrangements are made with any bank, the Clerk, Assistant Town Clerk and 

RFO shall be appointed as Service Administrators with authority to input BACS payments, print bank 

statements, add and delete users, authorise payments and transfer between accounts. The Finance 

Administrator shall be authorised to input BACS payments and to print bank statements.   The Bank 

Mandate approved by the Council shall identify a number of Councillors who will be authorised to 

approve transactions on those accounts.  

6.11. No employee or Councillor shall disclose any PIN or password, relevant to the working of the Council 

or its bank accounts, to any person unless authorised in writing by the Council or a duly delegated 

Committee. 

6.12. Regular back-up copies of the records on any computer shall be made and encrypted and shall be 

stored securely away from the computer in question, and preferably off site. 

6.13. The Council, and any members using computers for the Council’s financial business, shall ensure that 

anti-virus, anti-spyware and firewall, software with automatic updates, together with a high level of 

security, is used. 

6.14. Where internet banking arrangements are made with any bank, the RFO shall be appointed as the 

Service Administrator. The bank mandate approved by the council shall identify a number of 

councillors who will be authorised to approve transactions on those accounts. The bank mandate 

will state clearly the amounts of payments that can be instructed by the use of the Service 

Administrator alone, or by the Service Administrator with a stated number of approval. 
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6.15. Access to any internet banking accounts will be directly to the access page (which may be saved under 

“favourites”), and not through a search engine or e-mail link.  Remembered or saved passwords 

facilities must not be used for Council banking work.  Breach of this Regulation will be treated as a 

very serious matter under these regulations. 

6.16. Changes to account details for suppliers, which are used for internet banking may only be changed 

on written hard copy or e-mail notification by the supplier and supported by hard copy authority for 

change signed by the RFO. A programme of regular checks of standing data with suppliers will be 

followed 

6.17. Any Debit Card issued will be specifically restricted to the Clerk and will also be restricted to a single 

transaction maximum value of £5,000 unless authorised by Council or appropriate Committee in 

writing before any order is placed. The maximum amount which can be withdrawn in cash by the Clerk 

using the debit card is £500 in any three month period. Any amount in excess of this figure must be 

authorised in advance by Council or the appropriate Committee. If the debit card is used for purchases, 

then the Procedures in 6.16 & 6.17 (a-d) should be followed. 

6.18. A pre-paid debit card may be issued to employees with varying limits. These limits will be set by the 

Finance Committee. Transactions and purchases made will be reported to the relevant committee 

and authority for topping-up shall be at the discretion of the relevant committee. 

6.19. Any corporate credit card or trade card account opened by the council will be specifically restricted 

to the Clerk and will be limited to a maximum of £3,000 per month unless authorised by Council or 

appropriate Committee in writing before any order is placed and shall be subject to automatic payment 

in full at each month-end. Personal credit or debit cards of members or staff shall not be used under 

any circumstances. 

6.20. The Charge Card purchase procedures will be as follows: 

a) Monthly expenditure on the Business Charge Card shall be limited to £3,000. 

b) Only the Town Clerk shall be authorised to use the Business Charge Card. With his/her 

written instructions the use of the card may be delegated to the RFO or Finance 

Administrator up to the value of £500 per week. 

c) The Town Clerk (or as above) shall be authorised to purchase any one item that is identified 

in the budget (e.g. stationery) or has previously been approved by Committee up to the value 

of £500. 

d) Prior to a purchase being made or an order placed; 

i. An official purchase order shall be raised and signed by the Town Clerk. 
ii. A Business Charge Card authorisation form shall be completed with purchase details 

attached. 
iii. The expenditure must be authorised by:- 

➢ The RFO, or in his/her absence, an officer designated by him/her, up to £500, 

or 

➢ any two of the Members who are authorised cheque signatories, £501 - £3,000. 

e) When the monthly Business Charge Card statement is received it shall be included with the 

schedule of payments to be signed by the authorised cheque signatories. 
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6.21. The RFO may provide petty cash to officers for the purpose of defraying operational and other 

expenses. Vouchers for payments made shall be forwarded to the RFO with a claim for reimbursement. 

a) The RFO shall maintain a petty cash float of £250 for the purpose of defraying operational and 

other expenses. Vouchers for payments made from petty cash shall be kept to substantiate the 

payment. 

b) Income received must not be paid into the petty cash float but must be separately banked, as 

provided elsewhere in these Regulations. 

c) Payments to maintain the petty cash float shall be shown separately on the schedule of 

payments presented to council under 5.2 above. 

 

7. PAYMENT OF SALARIES 

7.1. As an employer, the Council shall make arrangements to meet fully the statutory requirements placed 

on all employers by PAYE and National Insurance legislation. The payment of all salaries shall be made 

in accordance with payroll records and the rules of PAYE and National Insurance currently operating, 

and salary rates shall be as agreed by Council, or duly delegated Committee. 

7.2. Payment of salaries and payment of deductions from salary such as may be required to be made for 

tax, national insurance and pension contributions, or similar statutory or discretionary deductions must 

be made in accordance with the payroll records and on the appropriate dates stipulated in employment 

contracts, provided that each payment is reported to the next available Council meeting, as set out in 

these Regulations above. 

7.3. No changes shall be made to any employee’s pay, emoluments, or terms and conditions of employment 

without the prior consent of the Council or duly delegated Committee. 

7.4. Each and every payment to employees of net salary and to the appropriate creditor of the statutory 

and discretionary deductions shall be recorded in a separate confidential record. This confidential 

record is not open to inspection or review (under the Freedom of Information Act 2000 or otherwise) 

other than: 

• by any Councillor who can demonstrate a need to know; 

• by the internal auditor; 

• by the external auditor; or 

• by any person authorised under Audit Commission Act 1998, or any superseding legislation. 

7.5. The total of such payments in each calendar month shall be reported to Council with all other payments 

as made as may be required under these Financial Regulations, to ensure that only payments due for 

the period have actually been paid. 

7.6. An effective system of personal performance management should be maintained for the senior 

officers. 

7.7. Any termination payments shall be supported by a clear business case and reported to the Council. 

Termination payments shall only be authorised by Council. 
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7.8. Before employing interim staff the Council or duly delegated Committee must consider and approve a 

full business case. 

7.9. The Chair (or Deputy) of the Personnel Committee will check the payroll every month after it has been 

run and countersign the BACs submission form. 

 

8. LOANS AND INVESTMENTS 

8.1. All borrowings shall be effected in the name of the Council, after obtaining any necessary borrowing 

approval. Any application for borrowing approval shall be approved by Council as to terms and purpose. 

The application for borrowing approval and subsequent arrangements for the loan shall only be 

approved by full Council. 

8.2. Any financial arrangement which does not require formal borrowing approval from the Secretary of 

State (such as hire purchase or leasing of tangible assets) shall be subject to approval by the full Council. 

In each case a report in writing shall be provided to Council in respect of value for money for the 

proposed transaction. 

8.3. All loans and investments shall be negotiated in the name of the Council and shall be for a set period 

in accordance with Council policy.  

8.4. The Council shall agree an investment strategy which, shall be in accordance with relevant Regulations, 

proper practices and guidance. The strategy shall be reviewed by the Finance & General Purposes 

Committee at least annually.  

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

8.6. All investment certificates and other documents relating thereto shall be retained in the custody of the 

RFO. 

8.7. Payments in respect of short term or long term investments, including transfers between bank 

accounts held in the same bank, or branch, shall be made in accordance with Regulation 5 

(Authorisation of payments) and Regulation 6 (Instructions for payments). The RFO (or in their absence 

the Town Clerk) shall be authorised to make all necessary transfers between the Council’s bank 

accounts and investments to achieve the best possible interest within the guidance of the annual 

investment strategy. 

 

9. INCOME 

9.1. The collection of all sums due to the Council shall be the responsibility of and under the supervision of 

the RFO. 

9.2. Particulars of all charges to be made for work done, services rendered, or goods supplied shall be 

agreed annually by the Council or duly delegated Committee and notified to the RFO and the RFO shall 

be responsible for the collection of all accounts due to the council. 
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9.3. The Council or duly delegated Committee will review all fees and charges at least annually, following a 

report of the Clerk.  

9.4. Any sums found to be irrecoverable and any bad debts shall be reported to and agreed by the Council 

and shall be written off in the year. 

9.5. All sums received on behalf of the Council shall be banked intact as directed by the RFO. In all cases, all 

receipts shall be deposited with the Council's bankers with such frequency as the RFO considers 

necessary. 

9.6. The origin of each receipt shall be entered on the paying-in slip. 

9.7. Personal cheques shall not be cashed out of money held on behalf of the Council. 

9.8. The RFO shall promptly complete any VAT return that is required. Any repayment claim due in 

accordance with VAT Act 1994 section 33 shall be made at least annually coinciding with the financial 

year end. 

9.9. Where any significant sums of cash are regularly received by the Council, the RFO shall take such steps 

as are agreed by the Council to ensure that more than one person is present when the cash is counted 

in the first instance, that there is a reconciliation to some form of control such as ticket issues, and that 

appropriate care is taken in the security and safety of individuals banking such cash. 

9.10. Any income arising which is the property of a charitable trust shall be paid into a charitable bank 

account.  Instructions for the payment of funds due from the charitable trust to the Council (to meet 

expenditure already incurred by the authority) will be given by the Managing Trustees of the charity 

meeting separately from any Council meeting (see also Regulation 16 below). 

 

10. ORDERS FOR WORK, GOODS AND SERVICES 

10.1. An official order or letter shall be issued for all work, goods and services unless a formal contract is to 

be prepared or an official order would be inappropriate. Copies of orders shall be retained. 

10.2. All orders should be signed by a duly authorised officer who shall be  

• The Town Clerk – must sign all orders over £500 

• The Assistant Town Clerk - can sign all orders over £500 (in the TCs absence) 

• The RFO – only in the absence of another duly authorised officer. 

• The following staff up to £500 on set budgets for which they have day to day responsibility. 

• Operations Manager 

• Assistant Town Clerk 

• Head Grounds Person 

• Events Co-Ordinator 

• Ranger  

• Customer Services Officer 

10.3. All members and officers are responsible for obtaining value for money at all times. An officer issuing 

an official order shall ensure as far as reasonable and practicable that the best available terms are 
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obtained in respect of each transaction, usually by obtaining three or more quotations or estimates 

from appropriate suppliers, subject to any de minimis provisions in Regulation 11 below. 

10.4. A member may not issue an official order or make any contract on behalf of the Council. 

10.5. The RFO shall verify the lawful nature of any proposed purchase before the issue 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 to the meeting at which the order is approved so that the minutes can 

record the power being used. 

10.6. Each Order raised shall conform with Standing Orders and Financial Regulations. 

 

11. CONTRACTS 

11.1. Procedures as to contracts are laid down as follows: 

a. Every contract shall comply with these Financial Regulations, and no exceptions shall be made 

otherwise than in an emergency provided that Regulation 11 need not apply to contracts which 

relate to items (i) to (vii) below: 

i. contracts of employment; 

ii. for the supply of gas, electricity, water, sewerage and telephone services; 

iii. for specialist services such as are provided by solicitors, accountants, surveyors, architects and 

planning consultants; 

iv. for work to be executed or goods or materials to be supplied which consist of repairs to or 

parts for existing machinery or equipment or plant; 

v. for work to be executed or goods or materials to be supplied which constitute an extension of 

an existing contract by the Council; 

vi. for additional audit work of the external auditor up to an estimated value of £500 (in excess 

of this sum the Clerk and RFO shall act after consultation with the Chairman and Vice Chairman 

of Council); and 

vii. for goods or materials proposed to be purchased which are proprietary articles and / or are 

only sold at a fixed price. 

b. Where the Council intends to procure or award a public supply contract, public service contract 

or public works contract as defined by The Public Contracts Regulations 2015 (“the Regulations”) 

which is valued at £25,000 or more, the Council shall comply with the relevant requirements of 

the Regulations1. (See also Standing Orders 18c/f/g) 

c. The full requirements of The Regulations, as applicable, shall be followed in respect of the 

tendering and award of a public supply contract, public service contract or public works contract 

 
1 The Regulations require Councils to use the Contracts Finder website to advertise contract opportunities, set out the 
procedures to be followed in awarding new contracts and to publicise the award of new contracts 
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which exceed thresholds in The Regulations set by the Public Contracts Directive 2014/24/EU 

(which may change from time to time).  (See also Standing Orders 18c/f/g) 

d. When applications are made to waive Financial Regulations relating to contracts to enable a price 

to be negotiated without competition the reason shall be embodied in a recommendation to the 

Council or duly delegated Committee. 

e. Such invitation to tender shall state the general nature of the intended contract and the Clerk 

shall obtain the necessary technical assistance to prepare a specification in appropriate cases. 

The invitation shall in addition state that tenders must be addressed to the Clerk and detail the 

last date by which such tenders should reach the Clerk in the ordinary course of post. Each 

tendering firm shall be supplied with a specifically marked envelope in which the tender is to be 

sealed and remain sealed until the prescribed date for opening tenders for that contract. 

f. All sealed tenders shall be opened at the same time on the prescribed date by the Clerk in the 

presence of at least two members of Council. 

g. Any invitation to tender issued under this Regulation shall be subject to Standing Orders and shall 

refer to the terms of the Bribery Act 2010. 

h. When the Council is to enter into a contract of less than £25,000 in value for the supply of goods 

or materials or for the execution of works or specialist services other than such goods, materials, 

works or specialist services as are excepted as set out in paragraph (a) the Clerk, Assistant Town 

Clerk, Operations Manager, Head Groundsperson, Events Co-Ordinator, Ranger or RFO shall 

obtain 3 quotations (priced descriptions of the proposed supply); where the value is below 

£3,000 and above £1,000 the Clerk or RFO shall strive to obtain 3 estimates. Otherwise, 

Regulation 10.4 above shall apply. 

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

j. Should it occur that the Council, or duly delegated Committee, does not accept any tender, quote 

or estimate, the work is not allocated and the Council requires further pricing, provided that the 

specification does not change, no person shall be permitted to submit a later tender, estimate 

or quote who was present when the original decision making process was being undertaken. 

k. For each estimated value of cost of works, goods, materials or services as set about below, and 

the provision has been made in the budget, the arrangements for quotations and tenders are as 

the following table.  

 

Estimated Value Method of Invitation Acceptance by 

0 to £1,000 Best Practice to be followed. Town Clerk 

£1,000 to £3,000 the Clerk or RFO shall strive to obtain 

three estimates 

Town Clerk 

£3,000 to £25,000 Minimum of three invitations for 

quotations 

Town Clerk 
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£25,000 

 

 

 

 

 

to £60,000 

 

 

 

 

 

Minimum of three invitations for 

quotations with discretion to invite 

tenders by public advertisement  

Advertise contracts over £25,000 

on contract finder website within 

24 hours of advertising elsewhere. 

 

Chair of the appropriate 

Committee or nominee 

and Town Clerk 

above  £60,000 Invite tenders by public 

advertisement 

Advertise contracts over £25,000 

on contract finder website within 

24 hours of advertising elsewhere. 

 

12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION WORKS 

12.1. 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 architect or other consultants engaged to supervise the 

contract (subject to any percentage withholding as may be agreed in the particular contract). 

12.2. Where contracts provide for payment by instalments the RFO shall maintain a record of all such 

payments. In any case where it is estimated that the total cost of work carried out under a contract, 

excluding agreed variations, will exceed the contract sum of 5% or more a report shall be submitted to 

the Council or duly delegated Committee. 

12.3. Any variation to a contract or addition to or omission from a contract must be approved by the Council, 

or duly delegated Committee, and Clerk to the contractor in writing, the Council being informed where 

the final cost is likely to exceed the financial provision. 

 

13. STORES AND EQUIPMENT 

13.1.     The officer in charge of each section shall be responsible for the care and custody of stores and 

equipment in that section. 

13.2.      Delivery notes shall be obtained in respect of all goods received into store or otherwise delivered and 

goods must be checked as to order and quality at the time delivery is made. 

13.3. Stocks shall be kept at the minimum levels consistent with operational requirements. 

13.4. The Clerk shall be responsible for periodic checks of stocks and stores at least annually. 

 

14. ASSETS, PROPERTIES AND ESTATES 

14.1. The Clerk shall make appropriate arrangements for the custody of all title deeds and Land Registry 

Certificates of properties held by the Council. The RFO shall ensure a record is maintained of all 

properties held by the Council, recording the location, extent, plan, reference, purchase details, nature 
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of the interest, tenancies granted, rents payable and purpose for which held in accordance with 

Accounts and Audit Regulations. 

14.2. No tangible moveable property shall be purchased or otherwise acquired, sold, leased or otherwise 

disposed of, without the authority of the Council, together with any other consents required by law, 

save where the estimated value of any one item of tangible movable property does not exceed £1,000. 

All items of historic significance shall be referred to the Council prior to any disposal. 

14.3. No real property (interests in land) shall be sold, leased or otherwise disposed of without the authority 

of the Council, together with any other consents required by law. In each case a report in writing shall 

be provided to Council in respect of valuation and surveyed condition of the property (including 

matters such as planning permissions and covenants) together with a proper business case (including 

an adequate level of consultation with the electorate). 

14.4. No real property (interests in land) shall be purchased or acquired without the authority of the full 

Council. In each case a Report in writing shall be provided to Council in respect of valuation and 

surveyed condition of the property (including matters such as planning permissions and covenants) 

together with a proper business case (including an adequate level of consultation with the electorate). 

14.5. The RFO shall ensure that an appropriate and accurate Register of Assets and Investments is kept up 

to date.  The continued existence of tangible assets shown in the register shall be verified at least 

annually, possibly in conjunction with a health and safety inspection of assets. 

14.6. Subject only to the limit set in Regulation 14.2 above, no tangible moveable property shall be 

purchased or acquired without the authority of the full council. In each case a report in writing shall 

be provided to council with a full business case 

14.7. Capital receipts from the disposal of fixed assets cannot be used for revenue purposes and can only be 

used for capital purposes – that is the purchase of fixed assets, the making of capital grants or the 

repayment of long-term loans. The Council will keep a separate record to demonstrate compliance of 

this requirement. 

 

15. INSURANCE 

15.1. Following the annual risk assessment (per Financial Regulation 17), in consultation with the Clerk, the 

RFO shall effect all insurances and negotiate all claims on the Council's insurers,  

15.2. The Clerk shall give prompt notification to the RFO of all new risks, properties or vehicles which require 

to be insured and of any alterations effecting existing insurances. 

15.3. The RFO shall keep a record of all insurances effected by the Council and the property and risks covered 

thereby and annually review it, reporting on its suitability to the Council at the next appropriate 

meeting. 

15.4. The RFO shall be notified of any loss liability or damage or of any event likely to lead to a claim and shall 

report these to Council at the next available meeting. 
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15.5. All appropriate members and employees of the Council shall be included in a suitable form of security 

or fidelity guarantee insurance which shall cover the maximum risk exposure as determined by the 

Council, or duly delegated Committee. 

 

16. CHARITIES 

16.1. Where the Council is sole managing trustee of a charitable body the Clerk and RFO shall ensure that 

separate accounts are kept (if required) of the funds held on charitable trusts and separate financial 

reports made in such form as shall be appropriate, in accordance with Charity Law and legislation, or 

as determined by the Charity Commission. The Clerk and RFO shall arrange for any Audit or 

Independent Examination as may be required by Charity Law or any Governing Document. 

 

17. RISK MANAGEMENT 

17.1. The Council is responsible for putting in place arrangements for the management of risk. The Clerk and 

the RFO shall prepare, for approval by the Council, risk management policy statements in respect of all 

activities of the Council. Risk policy statements and consequential risk management arrangements shall 

be reviewed by the Council at least annually. 

17.2. When considering any new activity, the Clerk and RFO shall prepare a draft risk assessment including 

risk management proposals for consideration and adoption by the Council.  

 

18. EARMARKED RESERVES POLICY 

18.1 Reserves will only be earmarked in line with CIPFA code of practice on Local Authority Accounting in 

the UK (the Statement of Recommended Practice). The amount earmarked in any one financial year 

will not exceed the difference (surplus) between the budgeted net expenditure and the actual net 

expenditure. 

18.2  Reserves can be spent or earmarked at the discretion of the Council. They can result from: 

• Events which have allowed money to be set aside 

• Surpluses 

• Decisions causing anticipated expenditure to have been postponed or cancelled 

• Money set aside for major anticipated capital schemes, projects or service arrangements the 
Town council wish to carry out, 

• A working balance to help cushion the impact of uneven cash flows e.g. election expenses 

• To avoid unnecessary temporary borrowing  

• A contingency to cushion the impact of unexpected events or emergencies 

• A means of building up funds to meet known or predicted liabilities 
 

18.3 Expenditure will not be charged direct to Earmarked reserves (EMR) and transfers to and from EMR 
will be clearly itemised in the accounts. 

 
18.4 For each reserve the following will be clearly documented  
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• The reason for or purpose of the EMR 

• The type of expenditure the EMR will be used for  

• Any circumstances the EMR cannot be used for.   
 
18.5 Reserves will be managed controlled and reviewed by the RFO 

• On a transaction by transaction basis to ensure the correct expenditure is being taken from 
the correct reserve and no reserve is being over spent. 

• Twice per year, once during the budget review and once at the year end, in consultation with 
the Town Clerk, the RFO will review the appropriateness of each reserve, making 
recommendations to the relevant Committee as to which reserves should be earmarked next 
financial year. At such time any reserves considered no longer appropriate will be transferred 
back to the General Reserve. 

 
18.6 At the yearend, the RFO will earmark underspends from previously agreed budgets e.g. building 

maintenance, election costs and asset purchases. 

 

19. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS 

19.1. It shall be the duty of the Council to review the Financial Regulations of the Council on an annual basis. 

The RFO shall make arrangements to monitor changes in legislation or proper practices and shall advise 

the Clerk and Council of any requirement for a consequential amendment to these Financial 

Regulations. 

19.2. The Council may, by resolution of the Council duly notified prior to the relevant meeting of Council, 

suspend any part of these Financial Regulations provided that reasons for the suspension are recorded 

and that an assessment of the risks arising has been drawn up and presented in advance to all members 

of Council. 

 



 

 

 

 

AGENDA ITEM NUMBER:  6 

MEETING DATE: 1st March 2022 

COUNCIL/COMMITTEE: F&GP Committee 

TITLE: Review of Internal Controls 

PURPOSE OF REPORT: To Review the Councils' Internal Controls for the Committee's 
consideration and approval.  

 
SUPPORTING DOCUMENTS: Appendix A – Internal Controls Report 

 

CONTACT OFFICER: RFO  

 

OFFICER RECOMMENDATIONS: 
 The Committee is RECOMMENDED to: 

(1) Review, comment upon and approve the Councils Internal Control 
System for recommendation to Full Council. Appendix A 

(2) To note that Statements 2,5,6 and 7 of the Annual Governance 
Statement have been complied with 

 

  
 

6.1 Internal Controls 

 

Appendix A details the current protocols in place for ensuring transparency and 

correct procedural practices. 

 

 Background  
 Local Councils are responsible for putting in place proper arrangements for the 

governance of their affairs and the stewardship of their resources. Part of good 
governance is the annual review of the Town Council’s Internal Controls including 
measures designed to prevent and detect fraud and corruption.  

 
 Part of this process is performed by the Internal Auditor who performs tests to check 

the effectiveness of the Internal Controls. 
 

 Annual Governance Statement  

Councils are expected to make a number of representations and assertions in eight 

statements of assurance, which together comprise the Annual Governance 



Statement, about the accountability of the Council. The following statements 

appertain to this report. The review of the Internal Controls gives Council the 

assurance required to approve the Annual Governance Statement in June. 

 

Statement Explanatory note 

2. 'We maintained an adequate system 
of internal control, including measures 
designed to prevent and detect fraud 
and corruption and reviewed its 
effectiveness. 

This statement covers the Council's 
responsibility to ensure that its affairs 
are managed in accordance with proper 
standards of financial conduct and 
arrangements exist to prevent and 
detect fraud and corruption. The Council 
also asserts that it has tested those 
arrangements at least once in the year to 
make sure they are working in an 
adequate and effective way. 

5. 'We carried out an assessment of the 
risks facing this authority and took 
appropriate steps to manage those risks, 
including the introduction of internal 
controls and/or external insurance cover 
where required.'  
 
6. 'We maintained throughout the year 
an adequate and effective system of 
Internal Audit of the accounting records 
and control systems.'  
 
7. 'We took appropriate action on all 
matters raised in reports from internal 
and external audit.' 

 
These representations cover the 
Council's responsibility to develop, 
implement and regularly monitor the 
effectiveness of systems of internal 
control covering:  
• the overall control environment, 
including internal audit;  
• the identification, evaluation and 
management of operational and 
financial risks;  
• budgetary control and monitoring 
arrangements; and  
• the documentation and application of 
control procedures. 

 

 Internal Controls will be reviewed annually by F&GP Committee before being 
recommended to Full Council. 

 
RFO 

 



CROWBOROUGH TOWN COUNCIL

INTERNAL CONTROLS

To be reviewed annually by F&GP Committee before being recommended to Full Council

Date of Review: March 2022

INTERNAL CONTROL RESPONSIBILITY

CHECK QUORUM PRESENT FOR EACH FULL COUNCIL MEETING CLERK TO MEETING

CHECK MINUTES PROPERLY SIGNED CLERK TO MEETING

PAGES IN MINUTE BOOKS SEQUENTIALLY NUMBERED CLERK TO MEETING

MINUTES REVIEWED BY TC & CHAIR TC/CHAIR

1. Assets

REGISTER OF ALL COUNCIL ASSETS RFO

ASSET REGISTER AS PER FINAL ACCOUNTS & ANNUAL RETURN RFO

2. Investments

CHAIR F&GP TO CHECK MONTHLY WITH BANK RECONCILLIATION CHAIR OF F&GP

1. Cash

CASH BANKED FREQUENTLY AT LEAST ONCE PER WEEK wherever possible FA/RFO

2. Credit Income

CHECK BOOKINGS / MATCH INVOICING CSA/FA

INVOICE FROM A SCHEDULE OF REGULAR INVOICES (e.g. annual invoicing) FA

3. Credit Control

CHECK DEBTOR BALANCES MONTHLY RFO/FA

4. Bad Debts

REVIEW REASONS FOR NON PAYMENTS RFO

CHECK ALL REASONABLE STEPS TAKEN TO COLLECT DEBTS RFO/FA

COUNCIL AUTHORITY OBTAINED FOR BAD DEBTS WRITTEN OFF TC/RFO

Assets & Investments

Minutes

Income

RFO= Responsible Financial Officer: FA = Finance Assistant; TC = Town Clerk; ATC= Assistant Town Clerk



1. Receipt of Money

ALL CASH KEPT IN LOCKED SAFE & BANKED IN TIMELY MANNER FA

2 FIRE PROOF SAFES WHICH CASH IS KEPT IN RFO/TC

ALL CASH RECONCILLED TO ACCOUNTS
RFO/FA

MOST INCOME TO BE RECEIVED BY BANK TRANSFER
RFO/FA

2. Bank Reconciliation

PERFORMED AT LEAST ON A MONTHLY BASIS AND ALL BANK ACCOUNTS 
AGREED

RFO/FA

RFO CHECK & ENSURE NO PAYMENTS OR RECEIPTS ARE BEING C/F FOR 
A NO. OF MONTHS

RFO

CHAIR OF F&GP TO CHECK & SIGN MONTHLY RECONCILIATION WITH 
CORRESPONDING BANK STATEMENTS

RFO/ CHAIR F&GP

REVIEW CHEQUES OUTSTANDING FOR OVER 6 MONTHS AND ENSURE 
WRITTEN OFF

RFO

1. Payments

PURCHASE ORDERS RAISED FOR MOST PURCHASES
STAFF/FINANCIAL 
REGULATIONS

PURCHASE ORDER SPREADSHEET KEPT DIGITALLY & BACKED UP RFO/FA

PURCHASE ORDERS AUTHORISED BY LIMITED OFFICERS
COUNCIL/ FINANCIAL 
REGULATIONS

RFO AUTHORISES ALL INVOICE PAYMENTS (TC IN ABSENCE) RFO/TC

ORDERING & AUTHORISING  PAYMENT OF INVOICE CARRIED OUT BY 
SEPARATE OFFICERS

RFO/FA

RFO CAN ONLY SIGN ORDERS IF NO OTHER AUTHORISED MEMBER OF 
STAFF IS AVAILABLE- IF RFO SIGNS THEN TC TO AUTHORISE PAYMENT

RFO/TC

ORDERS & DELIVERY NOTES CHECKED AGAINST INVOICE AND ATTACHED 
TO BACK

FA/RFO

2 AUTHORISED COUNCILLOR SIGNATORIES
FINANCIAL 
REGULATIONS

PAYMENT SHEDULE PRESENTED WITH CHEQUES/ PROPOSED BACS 
LISTING TO RFO & 2 AUTHORISED COUNCILLOR SIGNATORIES

FA

PAYMENT SCHEDULE SIGNED BY AUTHORISED SIGNATORIES RFO/FA/COUNCILLORS

SECURITY OF CHEQUES - STORED IN SAFE RFO/FA

MAJORITY OF PAYMENTS BY BACS, 1 PERSON TO INPUT (normally FA), 
DIFFERENT PERSON TO AUTHORISE (RFO/TC/ATC). NO ONE PERSON CAN 
MAKE A PAYMENT - NEED TWO PEOPLE USING THEIR OWN PERSONAL 
FOB

RFO/FA

2. Petty Cash

EXAMINE PETTY CASH EXPENSES AND CHECK BALANCES RFO/FA

CHECK VAT IS APPROPRIATELY CLAIMED ON PETTY CASH RECEIPTS RFO/FA

IMPREST SYSTEM IN PLACE RATHER THAN AD HOC REIMBURSEMENT RFO/FA

CHECK APPROVAL OF RECEIPTS & REIMBURSEMENTS RFO

REGULAR RECONCILIATION RFO/FA

Cash & Bank

Payments

RFO= Responsible Financial Officer: FA = Finance Assistant; TC = Town Clerk; ATC= Assistant Town Clerk



3. Debit Card payments

CARDS KEPT IN SAFE RFO/TC

MAX £500 WITHOUT COUNCILLOR APPROVAL
FINANCIAL 
REGULATIONS

TC TO SIGN PURCHASE ORDERS OVER £500 TC/FA

COUNCILLORS TO SIGN APPROVAL OF INVOICES- DEBIT CARD RFO/FA

PREPARE CONTRACTS OF EMPLOYMENT FOR ALL STAFF TC

CHECK REFERENCES FOR NEW STAFF TC

CHECK GROSS PAY FOR EACH EMPLOYEE IS AT CORRECT RATE RFO

CHECK SICK LEAVE RECORDED CORRECTLY RFO

CHECK ANNUAL LEAVE/PAY AGAINST  LEAVE RECORDS RFO

CHECK ANY STATUTORY SICK PAY OR MATERNITY PAY DEDUCTIONS RFO

TC APPROVAL FOR NEW STARTERS TC/RFO

PROMPT REMOVAL OF LEAVERS- FROM PAYROLL SYSTEM RFO

CHAIR/DEPUTY OF PERSONNEL COMMITTEE TO  COUNTERSIGN PAYROLL 
BACS

RFO

INTERNAL AUDITOR TO AUDIT ANNUALLY RFO

CHECK PURCHASE ORDERS & DELIVERY NOTES MATCH INVOICES FA

CHECK PURCHASE ORDERS AUTHORISATION FA

CHECK UNMATCHED PURCHASE ORDERS FA

CHECK EXPENDITURE CODING TO CORRECT BUDGET HEAD & COST 
CENTRE

FA/RFO

CHECK AUTHORISATION FOR PAYMENT OF INVOICE FA

ENSURE SUPPLIER STATEMENTS CHECKED AGAINST PURCHASE INVOICE 
RECORDS

FA

CHECK ANY OLD CREDITORS & ASCERTAIN WHY STILL UNPAID RFO/FA

REVIEWED ANNUALLY RFO/TC

PROVIDER REVIEWED EVERY THREE YEARS RFO/TC

Supplier Invoices

Payroll

Insurance

RFO= Responsible Financial Officer: FA = Finance Assistant; TC = Town Clerk; ATC= Assistant Town Clerk



CHECK TRIAL BALANCE MONTHLY RFO

AT LEAST TWICE EACH FINANCIAL- CHECK ACTUAL EXPENDITURE 
AGAINST ESTIMATES & INVESTIGATE ANY OVERSPENDS

RFO

VAT RETURN RECONCILLED TO ACOUNTS AND SUBMITTED QUARTERLEY RFO

REGULAR REPORTING TO  COMMITTEES OF EXPENDITURE AND 
VARIANCES FROM BUDGET

RFO

MONTHLY CHECKING OF ALL TRANSACTIONS FOR CORRECT CODING RFO

TC= TOWN CLERK
RFO=RESPONSIBLE FINANCIAL OFFICER
FA= FINANCE ADMINISTRATOR
CSA=CUSTOMER SERVICES ASSISTANT

General

RFO= Responsible Financial Officer: FA = Finance Assistant; TC = Town Clerk; ATC= Assistant Town Clerk
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