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These Financial Regulations were adopted by the council at its meeting held on [enter date]

!. General

1 't Thaca finannial rarrr rlafinne ^^\/arn fha nnnr{r rnf nf finannial rnrenanarnant hrr lha nnr rnnil!v Yvvvi

and may only be amended or varied by resolution of the council. Financial regulations are
one of the counci['s three governing policy documents providing procedural guidance for
members and officers. Financial regulations must be observed in conjunction with the
council's standing orders and any individualfinancial regulations relating to contracts.

1 .2. The council is responsible in law for ensuring that its financial management is adequate
anci enective ancj that the councii has a sounci system of internai control which iaciiitates 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:

r for the timely production of accounts;
r that provide for the safe and efficient safeguarding of public money;
o 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
mt-tst review the effectiveness of its system of internal control which shall hre In accordance
with proper practices.

1.6, Deliberate or wilful breach of these Regulations by an employee may give rise to
d isciplinary proceedings.

1.7. lMembers of council are expected to follow the instructions within these Regulations and
not to entice emolovees to brreach them. Faih-rre to follow instrirctions within these
Regulations brings the office of councillor into disrepute.

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

council. The Clerk has been appointed as RFO for this council and these regulations will
apply accordingly.

1 9- The RFO:

aatc r rnrlar tha nnlinrr diranlinn nf tha nnr rnnil'qvtu qttvvt tarv Hvilv, vrtvvltvtr vt tttv vvvttvtt,



. administers the council's financial affairs in accordance with allActs, Regulations and
proper practices;

r determines on behalf of the council its accounting records and accounting control
syslems;

. ensures the accounting control systems are observed;
r maintains the accounting records of the council up to date in accordance with proper

practices;
o assists the council to secure economy, efficiency and effectiveness in the use of its

resources; and
- --^.J,.^^^ fi-^-^i^l *^-^^^-^^+ i-{^FF^^+;^- ^^ -^^,.i-^J L. ' +L^ ^^' '^^ilt PIU\J[JUVD llllclllt/lctl llldllclUtilllEllL llll\Jllllcltlull clD ltrqUlltiu lJy tllEi UUUlltrll.

1 . i 0. The accounting recorcis cietermineri by the RFO shali be sul'ficiertt to show and expiain
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
in-fnrmatinn ae fha nac6 m4\, ha nrmanr^amanf infnrmatinn nran.ararl fnrtha nnrrnnil frnmllllvllllq\lvIlt sJ lllv vugv IllqJ vvt vl lllqllqvvtltgtl(IlrlvlllrqLrvir yiVyqlVW iVl lltV vVUiivat iiVlri

time to time comply 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 rnoney received and expended by the council
and the matters to which the income and expenditure or receipts and payments
aaaar rnt rala+a'qvvuulrr tglgtE,

. 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
nlairnc rnada nr fn ho marla fnr anrr nnnf rihr rfinn nrant nr cr rlrcir{rr|lluvv, ll|gvv'.". 
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'l 'l 1 Tha aaanrrn*ina aan*ral arra*ama ela+arminarl hr,+h^ Eftr/.f 6h^ll ih^l',n^.t, tL, t llE qvvvulrrlrlU UVIlttUl syrllslllJ ustEllllltrgu 9y Llls l\l V Ollalt lIlUlUUE.

procedures to ensure tirai tire finarrcial tlarrsaciiorrs of tire councii 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
^hili+,, ra raanna*r,,^+ ^h., l^^+ .^^^.,]^.quilrry tu I EUUI rDIt vut qt ry l\,ot I Evur uo,

identification of the duties of officers dealing with financial transactions and division of
responsibilities of those officers in relation to significant transactions;
nrnnor'{ttroc tn 6ncrrra ihaf lnnnllantahla arnnrrnfc innlrrdinn anrr har{ dahtc ara nnf,,vv,,.vr ,Y u,'J

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 BroBer[y managed.

'1 4 2 Tha nat tnail ic nat nmnnrrrarnr,l hrr tl.raon Dnar rla{innc nr nlhnnrrina ln r,lnlanata nnrlainl.Iv. r rrv uvurrvrr rr rrvf vrrryvYyuruv uJ rrrvsu r\vyulqtrvrru vl v(rrvrYYrov rv vvrv\rqrv vvr(urll

specified decisions. ln particular any decision regarding:

a

a

a
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. setting the final budget or the precept (council tax requirement);

. approving aecounting statements;

. approving an annual governance statement;
o borrowing;
o writing off bad debts;
r declaring eligibility for the General Power of Competence; and
o addressing recommendations rn any report from the internai or external auditors,

shall be a matter for the full council onlv.

1 .14. ln addition, the council must:

doformino and lzaan rrndar raarrlcr rarriarrrtha hcnlz mcnrlato fnr cll nnrrnnil hanl,u-LsilllllI9 qliu frsvP Uiiusi i-tiuiqi i9rlE!, lrrv vqr

accounts;

in respect of the annual salary for any employee have regard to recommendations
about annual salaries of employees made bir 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 ot the Audit
Commission Act 1998, or anv superseding legislation, and then in force unless otherwise
specified.

ln these financial regulations the term 'proper practice' or'proper practices' shall refer to
guidance issued in Governance anci Accountabiiity for Locai Councils - a Practitioners'
Guide (Engtand) 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 (internaland external)

2.1. All accounting procedures and financial records of the council shall be determined by

the RFO in accorciance with the Accounts anci Auciit Reguiations, appropriate guidance anci

proper practices.

2.2. On a regular basis, at least once in each quarter, and at each financial year end, a
member other than the Chairman shall be appointed to verify bank reconciliations (for all

\.----,..--J l-- rl-- nrn Tl-- .---.--l-^- -l--ll -:-.,- Ll-- ,-- ^-.--:l:-a:^,^^ --^-J.L- ^-:^:.^^lauL;uuilr,5/ Ptuuuueu uy Lile r\rv. rlre liluiltuut lt tiril utgil r.ile teuultulllduullS dlru Lllu ullgllrdl
bank statements (or similar document) as evidence of verification. This activity shall on

conclusion be reported, including any exceptions, to and noted by the council [Finance
/lnmmiffool

2.3. The RFO shall complete the annual statement of accountc, annual report, and any
related docurnents of the council contained in the Annual Refurn (as spectfied in proper
practices) as soon as practicable after the end of the financial year and having certified the

a



accounts shall submit them and report thereon to the council within the timescales set by the
Accounts and Audit Resulations.

2.4.The council shal! ensr:re that there is an adequate and effective system of interna! at:dit
of its accounting records, and of its system of internal control in accordance with proper
practices. nny officer or member of the councii shail make available such cjocuments 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
:^t^--^+;^* --J ^.,^l^..-r!^^ ^^ 4L^ ^-.,-^il ^^-^:.! --, &^- +L^+ ^.ililuilildr,ruil dilu rr,\PrcilrdUUil d! Uts utJuiluil r,uilDtutits ilriuriDDclry lut r,r rdt PUrPU>E.

2.5. The internal audiior shaii be appointeci by anci shaii carry out the work in reiation to

internal controls required by the council in accordance with proper practices.

2.6. The internal auditor shall:

r be competent and independent of the financial operations of the council;
. report to council in writing, or in person, on a regular basis with a minimum of one

annuai written report during each trnancial year;
o to demonstrate competence, objectivity and independence, be free from any actual

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

. has no involvement in the financial decision making, management or control of the
council

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

. perform any operational duties for the council;

. initiate or approve accounting transactions; or
r 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 insoect the accounts, books. and vouchers and display
or publish any notices and statements of account required by Audit Commission Act 1998, or
any superseding legisiation, and the Accounts and Audit Regulations.

2.10. The RFO shail, without unciue cieiay, bring to the attention of aiicounciiiors any
correspondence or report from internal or external auditors.

3. Annual estimates (budget) and fonrard planning



3.2. The RFO must each year, by no later than December meeting, prepare detailed
estimates of all reeeipts and payments ineluding the use of reserves and all sources of
funding for the followlng financial year in the form of a budget to be considered by the

[reievant committee anci the] councii.

3.3. The council shall consider annual budget proposals in reiation to the councii'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.

3.4. The council shall fix the precept (council tax requirement), and relevant basic amount of
councii tax to be ievieci ior the ensuing financial year not iater than by the end of January
each year. The RFO shall issue the precept to the billing authority and shall supply each
member with a copy of the approved annual budget.

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

4. Budgetary controi and authority to spend

4.i. Expenditure on revenue items may be authorised up to the amounts inciucjecj ior that
class of expenditure in the approved budget. This authority is to be determined by:

a the council fr:r all items

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
hr rrlnaf fnr fhat nlacc nf ovnanrlitr rro rrlhor then hrr rocnh rtinn nf fho nnt tnnil nr rlt rhr rlalonaforlvvur rvrrt

committee. During the budget year and with the approval of council having considered fully
the implications for public services, unspent and availabie amounts may be moved to other
budget headings or to an earmarked reserve as appropriate ('virement').

4.3. Unspent provisions in the revenlre or capital budgets for eompleted projects shall not tre
carried forward to a subsequent year unless placed in an earmarked reserve by resolution of
the Councii.

4.4. The salary budgets are to be reviewed at least annually in [October] 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
.t-.., -L :.--- --r:-^-. -.- rl- -:.. l-,"-t .:.--,---.-Lt^--Lt, -J +i--^oI aily cnaiigeS iinpaCiiilg on ineii OLjOgei i'eqUii"ei-r-reiii iOi" ine COlTrl,lg yuai" irr goou iinle.



4.5, In cases of extreme 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 ior the expenditure, subject to a iimit oi i500. The Clerk shaii
report such action to the chairman as soon as possible and to the council as soon as
practicable thereafter.

4.6. No expenditure shall be authorised in relation to any capital project and no contract
^-1^-^i:^+^ ^-r--l^- ^^-^-.-J:...,^t,.:^- ^^-:r^t ^..'^^-l:.,.-^ ,,-l^^^ +L^ ^^,.^^!l i^ ^^+:^t!^Jtit t(t tcu ilnu ul tcr luut duucptvu iltvutviltu udPt[dt tr^puiluil.urt, uilttiuD Urti uuuiluil l5 iclrrDiluu
that the necessary funds are available and the requisite borrowing approval has been
obtained.

4.7 . All capital works shall be administered in accordance with the council's standing orders
anrl finanaial rnnr rloliano rnlafina ln nnnlraatoql tv ttt tut tvtqt I vvututtvt t9 I vtqttt tv Lv vvt t(t qv(g.

A O 'TL- !:tEr-\ ^L^ll -^^,.1^-1,, ^-^.,i1^ +L- ^^..'^^:t,..:rL ^ ^+^l^*^^+ ^t -^^^i^+^ ^--J ^^..:^ha^+.o. rilv r\T\,, Dilcilr ltiuurcilry PrLrvrut r,ilE uuuilrrlr vvrril cr srcil.vilrtiilL ul rtrutrrPtu clllu PclyilrtiiltD
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 financia! quarter and shall show explanations of material variances
For this purpose "material" shall be in excess of 15% of the budget.

4.9. Changes in earmarked reserves shall be approved by 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
DEf] and annrarrar{ hrr tha nnrrnail. hanlzinn arrah^6m6nto marr naf ha r{alanofar{ tn or\l v qrrv qylJrvvvv vJ liiv vvurrvlt vqrrr\lrrv qrrqrrvvrrrvrrr9 rrrqJ rrvt vv vvrvvsavv Lv u

committee. They shall be regularly reviewed for safety and efficiency.

5.2. The RFO shall prepare a schedule of payments requiring authorisation, forming part of
the Agenda for the [Vteeting and, together with the relevant invoices, present the schedule to
council lor finance committeel. The council / committee shall rerliew the schedule forL-''..._'-J..._---.

compliance and, having satisfied itself shall authorise payment by a resolution of the council

[or finance committee]. The approveci scheciule shaii be rulecj off and initiaiieci by the
Chairman of the Meeting. A detailed list of all payments shall be disclosed within or as an

attachment to the minutes of the meeting at which payment was authorised. Personal
^^.,--^l- tt^^|,,)i^^ ^^t^-:^ ^*J --., ^^.,----+ *^l^ :- -^l^+i^^ f,- fl-
PAyilrcilr.! (ilturuuilrg udrdilt >, wdgt s, rr^Pt,|DEU ciltu dr ry Pdyilrtsr rr ilrcruE ilr rrircruuil r.u rilE

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 u;ork, gocds or seryices to which each invoice relates has been received, carried
out, examined and represents expenditure previously approved by the council.



5.4. The RFO shall examine invoices for arithmetical accuracy and analyse them to the
appropriate expenditure heading. The RFO shalltake all steps to pay all invoices submitted,
and which are in order, at the next available council [or Finance Committee] meeting.

5.5. The Clerk and RFO shall have delegated authority to authorise the payment of items
oniy in the foilowing circumstances:

a) lf a payment is necessary to avoid a charge to interest under the Late Payment of
eommercial Debts (lnterest) 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

ciispute or other reason to cieiay payment, provicieci that a list of such payments shaii
be submitted to the next appropriate meeting of council [or finance committee];

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
-*.-----i^4- *--a:..- ^l ^-.,-^ll r^-r:^**^- ^-,--^-:++^-1. --dPPruPildrE rilEEuilg ur uuuiluil lur ililcilrr,E uullililil.r.uE], ur

c) funci transfers within the councils banking arrangements up to the sum of f i 0,000,
provided that a list of such payments shall be submitted to the next appropriate
meeting of council [or finance committee].

5.6. For each financial year the Clerk and RFO shall draw up a list of due payments which
^-:^- -- .l-- L^^:^ ^- !L- -^^.,1+ ^r ^ ^^-+i*,.:-- ^^-+-^^l ^1-4.,+^-, .l,,t,, ^- -t-l:^-r:^^dilsv ulr d ttigurdr ucl5ll €tl r.r lti rEDuil, ur 6l r-uill,liluillg L,ur il,r cluLr br.cltu(ury uuty, ur uuilgdr.rt.r r

(such as but not exclusively) Salaries, PAYE and Nl, Superannuation Fund and regular
maintenance contracts and the like for which council may authorise payment for the year
nrnrrirlod fhaf tho ronr rirornanfc nf ronr rlatinn A 1 (Rt rdnatanr (inntrnle\ are adhorod fn

provided also that a list of such payments shall be submitted to the next appropriate meeting
ot council [or l-inance Committeel.

5.7. A record of regular payments made under 5.6 above shall be drawn up and be signed
b,v two members on each and every occasion when pa,vment is authorised - thus controlling
the risk of duplicated payments being authorised and / or made.

5.8. ln 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 f5,000 shall before payment, be subject to ratification
by resolution of the council.

5.9, l\4embers are subject to the Code of Conduct that has been adopted by the council and

shaii compiy with the Cocie ancj Stancjing Orders when a ciecision 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 evenlv as oossible over time.

5.11. A.ny changes in the recorded details of surppller"s, sutch as bank account records, shall
be approved in writing by a Member.

5.12 Bank Account Operation:
From 2024 the council banks with Unity Trust Bank and has two accounts: a savings
account, "lnstant Access". and a current account "current T1" from which all oayments must
be made.

5.12 (i) in order to maximise council funds, any amounts in excess of f4,000 shall be
transferred to the savings account. The clerk shall monitor and request authorised
aattnnillnro ia francfar manino ^o ^^hrahriata 

*a n^orrr  orrffiainnl hrrf nnl lan mrrala iovvurrvrrrvro (u (rurrorvt tltvrrrvJ q9 uHPtvPttgtv rv Ettoutu outttvrutrt uur trvt tvv rrruvtt rJ

available in the current account to pay bills etc,

6. lnstructions 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
^^.,*^-3 ^L^il L^ 

-^l^P6lyr r rEr il, or rall Lrri ll raut,,

6.3. All payments shall be effecteci by cheque or other instructions to the couneil's bankers,
or othenruise, in accordance with a resolution of council [or duly delegated committee].

6.4. Cheques or orders for payment drawn on the bank account in accordance with the
schedule as presented to council or committee shall be signed by two member[s] of council,
i- ^^^^-.J^^^^,.,:+L ^ -^^^r,.+;^- :-^r-,,^+:-^ 4L^$ ^^..-^^r A *^*L^-..,L^ i^ ^ L^^1. -!^^^+^E'lll clUUtJlual lrJC Wll.lld lt lulutlul I lllS(lUUtlllU tlldt PclylllEllt. f,\ llltilllUtrl VVIIU lD cl Ucll lN DlVllclt\JIy,

having a connection by virtue of family or business relationships with the beneficiary of a
payment, should not, under normal circumstances, be a signatory to the payment in
nr rcsfinn

A E Tn inr{inofa aaraomanf nf tha r{afoilo o}rnrern nn tha nhanr ra ar arAar far narrmant rrrifh fhavrvt av rrrqlvulv uvrgvr trrv uvrurrJ orrvvrr vrrvYqv vr vrvvr rvl yurrrrvrrf rrr\rr Lrrv

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

6.6. Cheques or orders for payment shall not normally be presented for signature other than
at a council or connrnittee meeting (including immediatel!/ before or after such a meeting).
Any signatures obtained away from such meetings shall be reported to the council [or
Finance eommitteel at the next convenient meeting.



6.7, lf thought appropriate by the council, payment for utility supplies (energy, telephone and

water) and any National Non-Domestic Rates may be made by variable 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 resoiution of
the council at least every two years.

6.8. lf thought appropriate by the council, payment for certain items (principally salaries) mayr

be made by banker's standing order provided that the instructions are signed, or otherwise
^.,:-J^--^-J L., &.,^ *--L--- --- -^.^:-^l --l ^^., --..._--.^ ^J^.J r^ ^^..--it ^^ .^^-J^tivlu(iltutru uy tvvu ilttiiltutitn dtti lELcililtiu dilu dny Pdyilrtrilts dtti tuPrJttt u r,u uuulruil clu lllduti.
The approval of the use of a banker's standing order shall be renewed by resolution of the
council at least every two years.

6.9. lf thought appropriate by the council, payment for certain items may be made by BACS
cr CHAPS methods prcvided that the instructions for each payment ere signed, cr otherwise
evidenced, by two authorised bank signatories, are retained and any payments are reported
to council as made. The approval of the use of BACS or CHAPS shall be renewed by
resolution of the council at least everv two vears.

6 1O lf thnr rnht annronriafe hv thp nnrrnnil nerrmcnt fnr narfain ifpmq mav hc made hrr

internet banking transfer provided evidence is retained showing which members approved
the payment.

6.11. Where a computer requires use of a personal identification number (PlN) or other
password(s), for access to the couneil's records on that computer, a note shall be made of
the PIN and Passwords and shall be handed to and retained by the Chairman of Council in a
sealed dateci envelope. This enveiope may not be openeci other than in the presence of two
other councillors. After the envelope has been opened, in any circumstances, the PIN and /
or passwords shall be changed as soon as practicable. The fact that the sealed envelope
has been opened, in whatever circumstances, shall be reported to all members immediately
and formalty to the next available meeting of the council. This will not be required for a
member's personal computer used only for remote authorisation of bank payments.

6,12. No employee or councillor shall disclose any PIN or password, relevant to the working
of the counci! or its bank accounts, to any person not authorised in writing by the council or a
duly delegated committee.

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

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

6.14. The council, and any members using computers for the council's financial business,
chall ancrrro thaf anti-rrirrrc anti-cnrnararo and firorlrall qnfhirrara rrvifh arrtnmatin rrndafoc

.llYv,!.llll.l.,g],9grvv,

together with a high level of security, is used,



6.15. Where internet banking arrangements are made with any bank, the Clerk [RFO] shall
be appointeeJ as the Serviee 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 manciate wili state cieariy 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 approvals.

6.16, Access to any internet banking accounts will be directly to the access page (which may
L- --,.-) ..,-J--iC-.,-.--:L- -r'l -.- -l --ttL,-^..-.L - -----L -.---:--- -.- - ---:l l!^1. n^.*^*L^,-^)uE sdveu ulruut ldvuuilte5 /, dilu llut Uiluuuil d SEdlut rutrgilre ul E-ilrdll lilll\. nelllEl lluereu
or saved passwords facilities must not be used on any computer used for council banking
work. Breach of this Regulation will be treated as a very serious matter under these
ront llatinnq

A 4 7 f-hannaa ln onaar rn* .,ln{aila {^r n' rnnlin'- ,.rhinh orn r rcar.l fnr intarnal hrn!z!nn mrrr anlrrv. r r. vrlqrrvsJ rv quvvqrrlvvrqlrg rvr avyytrgto! vvt[wtt qrv vguu rvr rrrLvrrrgl uqrrr\rrrl, rrrqy vllry

be changed on written hard copy notification by the supplier and supported by hard copy
authority for change signed by [two oflthe Clerk [the RFO] [a member]. A programme of
regular checks of standing data with suppliers will be followecl.

6.18" .a.n'. Debit C=r"d issued for use rl.rill he snec!fica!1r., restricterJ tr-r the C!erk lend the RFOI

and will also be restricted to a single transaction maximum value of [t500] unless authorised
by council or finance committee in writing before any order is placed.

6.19. A pre-paid debit card may be issued to employees with varying limitc. These limits wiil

he set try the council lFinance Committee]. Transactions and purchases made will be

reported to the [council] [relevant committee] and authority for topping-up shall be at the
ciiscretion of the [councii] [reievant committeej.

6.20. Any corporate credit card or trade card account opened by the councii will be

specifically restricted to use by the Clerk [and RFO] and shall be subject to automatic
payment in full at each month-end. Personal credit or debit cards of members or staff shall
---r l-- .--^-J ,..-J--- -.-., -:-*,,---4---^--Itul ue usuu uiluut dily uiluuilt:'tdiluuu.

6.21. The council will not maintain any form of cash flsat. Aii cash received rnust be banked
intact. Any payments made In cash by the Clerk [or RFO] (for example for postage or rninor
stationery items) shall be refunded on a regular basis, at least quarterly.

7. Payment of salaries

7,1. As an employer, the council shall make arrangements to meet fully the statutory
requirements piaceci on aii empioyers by PaYE anci Nationai insurance iegisiaiion. The
payment of all salaries shall be made in accordance with payroll records and the rules of
PAYE and National lnsurance currently operating, and salary rates shall be as agreed by

^^!!^^il ^r n!rl!, rrnlnna+arl aammi++nnvvut Ivil, vt vqty vvtEyqtgu vvt t,t I ilrtvg.



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 empioyment contracts, provicied 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 oayr, emoluments, or terms and conditions
of employment without the prior consent of the [council] [relevant committee].

7 .4. Each and every payment to employees of net salary and to the appropriate creditor of
the statutory anci discretionary deductions shaii be recorcied in a separate coniicjentiai record
(confidential cash book). This confidential record is not open to inspection or review (under
the Freedom of lnformation Act 2000 or otherwise) other than:

a) by any councillor who can demonstrate a need to know;

b) by the internal auditor;

c) by the external auditor; or

d) 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 with all other
navment-s as made as me\/ he renrrired rrnderthese Finanr:ial Reorrlations to ensrrre that
l--'J ' 'J '- - - -t_ " g-"-',__-

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 cot-rnci!. Termination payrments shall only he aLrthorised hyr cor-rncil.

7 R Rofnro amnlnrrinn inforim cfaff fha nnrrnnil mrrcl nnncirlar a frrll hrrcinacc nacov v,rrurvrr.rl, rrrrvrrrrr ervr"

O I 
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aa+l ia.,aa+rralag. LLrat tit clr lt,r rr r yEot r r rE;r rti,

6r AllL.----...:.- ..-- !.-ilt - ^k- -r--ri,-rt^-,--."-- -tLt-- --...--tl -L^,. -t-r-i,-:.--..b. t. Ali DOri OWiilgs Silaii Oe aliecieff iil ine iiaiiie ur Ifre Coijilcii, ailei"OOiaiiliilg aliy
necessary borrowing approval. Any application for borrowing approval shall be approved by

Council as to terms and purpose. T'he application for borrowing approval, and subsequent
errenn6rn6nfc fnr tho lnen chqll nnhr ha annrnrrad hrr frrll nnnnnil

'-'' -',,J

o o n ^., fi^^^^l^l ^.-^^^^*^^+ ..,r,;^l- l^^^ ^^+ -^^,,1-^ f^--^l L^,.^..,i^^ ^^^,^,,^l rf^tt +la^u,4. nrry ilrrarruldr arrolrvtrrrltrrrr vvrlrwll uurrs rrur l(,Llulls r\/rrlrar uurr\JYvllru ayPruvclr illJllr Un:;

Secretary of State/Welsh Assembly Government (such as Hire Purchase or Leasing of
tangible assets) shall be subject to approval by the full council. ln each case a report in



writing shall be provided to council in respect of value for money for the proposed

transaction.

8.3. The council will arrange with the council's banks and lnvestment providers for the
sending of a copy of each statement of account to the Chairman of the council at the same
time as one is issueci to the elerk or RFO.

8.4. All loans and investments shall be negotiated in the name of the council and shall be for
a set period in accordance with council oolicy.

8.5. The council sha!! consider the need for an lnrrestment Strategy and Policyr which, if
drawn up, shall be in accordance with relevant regulations, proper practices and guidance
Any Strategy and Policy shall be reviewed by the council at least annualiy.

8.6. All investments of money under the control of the council shall be in the name of the
council.

8.7. Al! lnvestment cedlficates and other documents relating thereto shall b,e retained in the
custody of the RFO.

8,8. Payments in respect of short term or longterm 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 (lnstructions for payments).

9. lncome

O 1 Tha nnllanfinn nf all crrme r.lrro tn tho nnrrnnil ch:ll Fra fha racnnnaihilihr nf anrl rrnr{artha, veuv,,e,v,.,r,

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, notified to the RFO and the RFO shall be

responsible for the collection of all accor-rnts due to the council.

Q ? Tho nnt tnnil rrrill rorriarrr nll faac onr{ nharnoc af laoct annr rallrr fnllnrrrinn a rannrt nf fha,u,:rve u,,r,eurr,r ,vilvrYil,v q rvYv,

Clerk.

9.4. Any sums found to be irrecoverable and any bad debts shall be reported to 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
Ptrfl ln all necoc all ronaintc chall ho r{anncifad rrrith fha nnrrnniltc hankorc rarith crrnhI vIl vgvvv,

frequency as the RFO considers necessary.

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

9.7. Perssnal cheques shall not be cashed out of money held on behalf of the counoil.



9"8. The RFO shall promptly complete any VAT Return that is required. Any repayment claim
due in aeeordance with VAT Act 1994 seetion 33 shall be rnade at least annually coineiding
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 councii to ensure that more than one person ts 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 eare is taken in the security and safety of
:.-1i..:^t..-t^ L^.-r,t.^ -. -.,-t- ^-.-LInutvt(]uartb pdilKUlg ltuuil cd\'n.

[9.i0. Any income arising which is the property of a charitabie irust shali be paid into a
eharitable bank accaunt. lnstructions 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
l\il^h^^i^^ Tnr^+^^^ nf +ha ^h^ri+i, mnnlinn nnnaratnlrr,Frnm anrr nn,rnail maallna /oaa aloarvrqrtu\rilru I ruurvuJ vr tr!u vrrgrrry rlrguurru €uHqrq(ury ilvrrr urry gvvrrvil rrrs9rlrru \psE qrgv

Regulation 16 below).1

10. Orders for work, goods and services

10.1" An official order or letter shall be issued for all work, goods and services unles$ a
formal contract is to be prepared or an official order would be inappropriate. Copies of orders
shall be retained.

.n 4 n -J^- L^-1.- -L^ll L^ ^^^!-^ll^J L., +L- nE!'\lU.Z.. \.,rlUEl UUU^D 5l lctll UU UUlltl UIIUU Uy tl lti r\f-\J,

i 0.3. Aii members anci ofiicers are responsible for obtaining vaiue for money at aii times. An

officer issuing an official order shall ensure as far as rea$onable and practicable that the
best available terms are obtained in respect of each transaction, usually by obtaining three

ar rn+a+inno ar nolimafn- frnm annrnnrirla cr rnnlinro cr rhiaat fn anrr da mini-i^Ur rirvrU yuU(U(rui iO Ui UOLiiiigrUJ rrUiai qHP,UlJiisiv ouPyiivio, esuJUvL tv urrJ uv rrrrrrrrrrro

provisions in Regulation 11.1 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
anrr nrrlnr nnr{ in lhn aaca nf nnrer nr infrnar ranf nr trahaoao 

^r ^dt/mahte 
fha E)trf) ahnllqrrJ vrvvr, qrrv rrr rr19 vu9v vr rrvYY vr rrrrrvYqvrrr ysrvrrq9v0 vr },qJrrlvtr(ot (rrv r\r v orrqrr

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.

{ 1. Contracts

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

a) Every contract shall comply with these financial regulations, and no exceptions
^L-il L^ *^^t^ ^4L^-..:^^ aL-- :* ,:J^l +L^r +L:^ -^-,,1^+;-h ^^^-l -^+irtldtl LJv iitdUU rJrriuivVtSU Liiiai lii ti,ii UliigiUUiit,y PiUvrUCu Ll rdL LlllD lgvulct(lull llEtiu llt-rL

apply to contracts which relate to items (i)to (vi) below:



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

ii. for specialist services such as are provided by legal professionals acting in
disnrrtes'

lii. 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;

iv. for work to be executed or goods or materials to be supplied which
constitute an extension of an existing contract by the council;

v. for additional audit work of the external auditor up to an estimated value of
t500 (in excess of this sum the Clerk and RFO shall act after consultation
with the Chairman and Vice Chairman of council); and

vi, for goods or materials proposed to be purchased which are proprietary

articles and i 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 deflned 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 Regulationsl.

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 which exceed thresholds in The Regulations set by the
Pubiic Contracts Directive 2ui4i24i1u (which may change irom time to time,12.

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.

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

the Cierk shall obtain the necessary technical assistance to prepare a speciiication in
appropriate ca$es. The invitation shall in addition state that tenders must be
addressed to the Clerk in the ordinary course of post, Each tendering firm shall be
^,,^^l!--J ,,,i+L ^ ^^^^iri^^il,, *^-1,^) ^^.,^l^^^ i- ,.,L:^L +L^ {^^-J^-;^ r^ L^ ^^^l^J --JsuPPilt u vvrul cl JPrrL,ilr\,dily llrclrNEiu t lrvt lt-rPt, ilr vvriluil r,ilE Lul lutil ro r.L,, IJE nEdrtiu dilLl

remain sealed until the prescribed date for opening tenders for that 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
2 Thresholds currently applicable are:

a) For public supply and public service contracts 209,000 Euros (tl81 ,302)
b) For puhlic works contracts 5,225,A00 Euros (€4,551,413)



f) All sealed tenders shall be opened at the same time on the prescribed date by the
Clerk in the presence of at least one member of council.

g) Any invitation to tender issued under this regulation shall be subject to Standing

Orders [item 13 ], 
3and shall refer to the terms of the Bribery Act 2010.

h) When it is to enter into a contract of less than f25,000 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 or RFO shall obtain 3 quotations (priced descriptions of the
proposed suppiy); where the value is below [t3,000]and above [t100jthe Clerk or
RFO shall strive to obtain 3 estimates. Othenruise, Regulation 10.3 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 aliocated and the councii 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
r{aaioinn malzinn 

^rA^A66 
rrrac hainn r rnrlarlalzanvvvrolvl r-r I tqr\rt tY Pt vvv99 Yyqo vvrr tv ut tuvt (qt\vt tr

f 2. Payments under contracts for building or other construction works

i12.i . Payments on account oi the contract sum shaii be macie within the time specifieci 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
i- &L.^ ^^/;^,,l-- ^^^+-^^+\ Iil r u r(, Pclt UUurcil r/\,I tu dr,tr.l

112.2. Where contraets provicie for payment by instalments the RFO shaii maintain a reeord
of all such payments. ln 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.l

l.l 41 n ^.,,,^-;^rl^^ +^ ^ ^^-r--^r ^- ^l-I:r:^- l^ ^- ^.^:^^i^^ ,-^^^ ^ ^--+-^^+ *,,^+ L^ ^^^-^,,^,JLlz,o. F\lly vcllldl,lL,ll tu d uLIil,tct\,t ut aru\lil,trJtt tu ul rJililJntutt ilr.Ilt a uuilLtdrrL lillJDL uli aPPtuvtru

by the council and Clerk to the contractor in writing, the council being informed where the
final cost is likely to exceed the financial provision.l

13. Assets, properties and estates

3 Based crn NALC's lVlodel Standino Clrder 18d @NA[,C 2018



13.1 , The Clerk shall make appropriate arrangements for the custody of all title deeds and

tand Registry Certificates of properties helel by the council. The RFO shall ensure a reeord
is maintained of ail properties held by the council, recording the location, extent, plan,

reference, purchase details, nature of the interest, tenancies granted, rents payable and
purpose for which helcj in accordance with Accounts and Audit Regulations.

13.2. No tangible moveable property shall be purchased or othenvise ac-quired, sold, leased
or otheruise disposed of, without the authority of the council, together with any other
^^*-^-4- -^-..;-^J L,, !-,., ^-,,-,,.L--- rL^ ^^r:.---a^^l .,^1,,^ ^f ^^., ^.-^ :r^,- ^tr^^^,:Ll^trur rbuilt5 Iequileu uy tdvv, Sdvg wHtiru utu usutildrEu vcilr..lE ut dlty uilE rtEilrut rditurure

movable property does not exceed [t250].

13.3. No real property (interests in land) shall bc sold, leased or otherwise disposed of
without the authority of the council, together with any other consents required by law. ln each
^-^^ . ranarl in rrrrilina olrall lra nrnrrir{ad ln anr rnnil in raonanl nf rral, ratian anrl or rnrarradvuuv q r9Hvrr ilt vvttrrt,y gttqil wv Prvvtwgu (u vvuttvil [l tqdFJgvr vr vutuuuvt I gtlu gutvv_ygv

conditiCIn of the property (including matters such as planning permissions and covenantsi
together with a proper business case (including an adequate level of consultation with the
electorate).

1? d hln roal nrnnartrr lintoroctc in Ianrl\ ehrll ha nrrrnhenari ^r er'firrirarl r,r,ifhnrrt tho qrrthnrifir

of the full council. ln each case a report in writing shall be provided to council in respect of
valuation and surveyed condrtron ot the property (inciudrng matters such as piannrng
permi$sions and covenants) together with a proper business case {including an adeeuate
level of consultation with the electorate),

13.5. Subject only to the limit set in Regulatian 14.2 above, no tangible moveable property
shall be purchased or acquired without the authority of the fuil couneii. in each case a report
in writing shall be provided to councilwith a full busines$ case.

13.6. The RFO shall ensure that an appropriate and accurate Reqister of Assets and

lnvestments is kept up to date. The continued existence of tangible assets shown in the
r-t- *:^r-,- -L^ll L- ..-,-i!:-J -rt^^^r il^, ,--^^:Lt.. i.- -^*:,,*^t:^.-.",:rl- ^ L^^trl- ^^) ^^t-L..r\Egrsrgt 5il41il ue vut ilteu dI rcdsr.dililudily, pusstuty ln uutuuilur.rut r wrurd ilEdrUrdr tu Sdtety
inspection of assets.

14. lnsurance

14.1. Following the annual risk assessment (per Regulation 17), the RFO shall effect all
insurances and negotiate all claims on the council's insurers [in consultation with the Clerk]

114.2. The Cterk shall give prompt notification to the RFO of all new risks, properties or
vehicles which require to be insured and of any aiterations affecting existing insurances.]

14.3. The RFO shall keep a record of ali insurances effected by the council and the property
and risks covered therebv and annually review it.



14.4. 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 tn council at the next availalrle meetinq

14.5 A-ll annr4prriefp memhers:nd emnlrrrrapq nf fho cnr rnni! ehqll hp innlrrrlad in s <rrritehlo"" -rr
form of security or fidelity guarantee insurance which shall cover the maximr.lm risk exposure
as determtned lannuallyJ by the counctl, or duty detegated commtttee.

15. Risk management

15.1. The council is responsible for putting in place arrangements for the management of
risk TheClerkfwiththpPtrOl qhall nr-enarp fnrrnnrnrra! hrrthennr rnnil riskmananemont... 1..,.. r, _r_. ?, .*, errt ir;i, ;.!ia

policy statements in respect of all activities of the council, Risk policy statements and
consequentlal nsK management arrangements shall be revtewed by the counctl at least
annuallv.

15.2. When considering anv new activity. the Clerk [with the RFO]shall pref]are a draft risk
assessment including risk management proposals for consideration and adoption by the
councii.

15. Suspension and revision of Financiai Reguiations

16.1. lt shall be the duty of the council to review the Financial Regulations of the council from
time fo time. The Clerk shall make arranoements to monitor changes in legislation or proper
practices and shall advise the council of any requirement for a consequential amendment to
these Financiai Reguiations.

16.2. I he councti may, by resolutron ot the councrl duty notrtred pnor to tne retevant meettng
of council. suspend anv part of these Financial Requlations provided that reasons for the
suspension are recorded and that an assessment of the risks arising has been drawn up and
.^.--^-...--r-J :,^ ^t,,_^-- a^ _il.---. _L ^-__ ^a _-.,,--.:t
PluDElll,tiu ll t duvclilt Y tu cilt iltEiltuulD rJt uuuItr,il.

The iviocjei Financiai R.eguiations tempiates were prociuceci by the i\riaiionai Association of
Local Councils (NALC) in July 2019 for the purpose of its member councils and county
associations. Every effort has been made to ensure that the contents of this document are

^^rrnal 
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changes to information subsequent to publication,

Adopted bv Combs Parish Council April 8 2A24
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