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FIN A N CIA L R EGU L A T IO N S 2018-2019
L astU pDateU pdated:July 2018

DearCouncillors,

T heCouncilisobligedtoim plem entaregulatory docum entfortheprovisionoffinancialregulations.

T hisdocum entw asre-approvedby theP arishCouncilatthem eetingheldonT uesday 10th July 2018(M inuteN um ber247/18)

YoursFaithfully

AlisonBarnes-ClerkFoston & S croptonP arishCouncil
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1.GEN ER A L

1.1 T hesefinancialregulationsgoverntheconductofthefinancialtransactionsoftheCouncilandm ay only beam endedorvariedby resolutionofthe

Council.

1.2 T heR esponsibleFinancialO fficer(R FO ),underthepolicy directionoftheCouncil,shallberesponsiblefortheproperadm inistrationoftheCouncil’s

affairs.

1.3 T heR FO shallberesponsiblefortheproductionoffinancialm anagem entinform ation.

2.A N N U A L ES T IM A T ES / P R ECEP T S ET T IN G

2.1Detailedestim atesofallreceiptsandpaym entsfortheyearshallbepreparedeachyearby theR FO .

2.2 T heCouncilshallreview theestim atesnotlaterthantheendofJanuary eachyearandshallfix theP recepttobeleviedfortheensuingfinancialyear.

T heR FO shallsupply eachm em berw ithacopy oftheapprovedestim ates.

2.3 T heannualbudgetsshallform thebasisoffinancialcontrolfortheensuingyear.

3.BU DGET A R Y CO N T R O L

3.1 Expenditureonrevenueitem sm ay beincurreduptotheam ountsincludedintheapprovedbudget.

3.2 N oexpenditurem ay beincurredthatw illexceedtheam ountprovidedintherevenuebudget.

3.3 T heR FO shallregularly providetheCouncilw ithastatem entofreceiptsandpaym entstodateundereachheadofthebudgets,com paringactual

expenditureagainstthatplanned.

3.4 U nspentprovisionsintherevenuebudgetshallnotbecarriedforw ardtoasubsequentyear.

3.5 N oexpenditureshallbeincurredinrelationtoany capitalprojectandnocontractenteredintoortenderacceptedinvolvingcapitalexpenditureunless

theCouncilissatisfiedthatthenecessary fundsareavailable,ortherequisiteborrow ingapprovalhasbeenobtained.

3.6 Allcapitalw orksshallbeadm inisteredinaccordancew iththeCouncil’sstandingordersandfinancialregulationsrelatingtocontracts.

4.A CCO U N T IN G A N D A U DIT

4.1 AllaccountingproceduresandfinancialrecordsoftheCouncilshallbedeterm inedby theR FO asrequiredby theAccountsandAuditR egulations2003.

4.2 T heR FO shallberesponsibleforcom pletingtheannualfinancialstatem entsoftheCouncilassoonaspracticableaftertheendofthefinancialyearand

shallsubm itthem andreportthereontotheCouncil.
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4.3 T heR FO shallberesponsibleforcom pletingtheAccountsoftheCouncilcontainedintheAnnualR eturn(assuppliedby theAuditorappointedfrom

tim etotim eby theAuditCom m ission)andforsubm ittingtheAnnualR eturnforapprovalandauthorisationby theCouncilw ithinthetim escalessetby the

AccountsandAuditR egulations2003,orsetbytheAuditor.

4.4 T heR FO shallberesponsibleforensuringthatthereisadequateandeffectivesystem ofinternalauditoftheCouncil’saccounting,financialandother

operationsinaccordancew ithR egulation6 oftheAccountsandAuditR egulations2003.Any officerorm em beroftheCouncilshall,iftheR FO orInternal

Auditorrequires,m akeavailablesuchdocum entsoftheCouncilw hichappeartotheR FO orInternalAuditortobenecessary forthepurposeoftheinternal

auditandshallsupply theR FO orInternalAuditorw ithsuchinform ationandexplanationastheR FO orInternalAuditorconsidersnecessary forthat

purpose.

4.5 T heInternalAuditorshallcarry outthew orkrequiredby theR FO ,orby theCouncil,w ithaview tosatisfactory com pletionoftheInternalAuditor’s

R eportsectionoftheAnnualR eturnascom piledannually by theAuditCom m ission.T heInternalAuditor,w hoshallbecom petentandindependentofthe

operationsoftheCouncil,shallreporttoCouncilinw ritingonaregularbasisw itham inim um ofoneannualreportinrespectofeachfinancialyear.

4.6 T heR FO shallm akearrangem entsfortheopportunity forinspectionoftheaccounts,books,andvouchersrequiredby AuditCom m issionAct1998

section15 andtheAccountsandAuditR egulations2003.

4.7T heR FO shall,assoonaspracticable,bringtotheattentionofallcouncillorsany

correspondenceorreportfrom theInternalorExternalAuditor,unlessthecorrespondenceisofapurely adm inistrativem atter.

5.BA N KIN G A R R A N GEM EN T S A N D CHEQ U ES

5.1 T heCouncil’sbankingarrangem entsshallbem adeby theR FO andapprovedby theCouncil.T hey shallberegularly review edforefficiency.

5.2 A scheduleofthepaym entsrequired,form ingpartoftheP artAgendafortheM eeting,shallbepreparedby theR FO and,togetherw iththerelevant

invoices,bepresentedtoCouncil.Ifthescheduleisinorder,itshallbeauthorisedby aresolutionoftheCouncilandshallbeinitialledby theChairm anof

theM eeting.Ifm oreappropriate,thedetailm ay beshow nintheM inutesoftheM eeting.

5.3 Chequesdraw nonthebankaccountinaccordancew iththeschedulereferredtoinparagraph5.2 orinaccordancew ithparagraph6.4,shallbesigned

by tw om em bersofCouncil.

5.4 T oindicateagreem entofthedetailsshow nonthechequeororderforpaym entw iththecounterfoilandtheinvoiceorsim ilardocum entation,the

signatoriesshalleachalsoinitialthechequecounterfoil.

6.P A YM EN T O FA CCO U N T S

6.1 Allpaym entsshallbeeffectedby chequeorotherorderdraw nontheCouncil’sbankers.
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6.2 Allinvoicesforpaym entshallbeexam ined,verifiedandcertifiedby theClerk.T heClerkshallsatisfy him /herselfthatthew ork,goodsorservicesto

w hichtheinvoicerelatesshallhavebeenreceived,carriedout,exam inedandapproved.

6.3 T heR FO shallexam ineinvoicesinrelationtoarithm eticalaccuracy andshallanalysethem totheappropriateexpenditureheading.T heClerkshalltake

allstepstosettleallinvoicessubm itted,andw hichareinorder,atthenextavailableCouncilM eeting.

6.4 Ifapaym entisnecessary toavoidachargetointerestundertheL ateP aym entofCom m ercialDebts(Interest)Act1998,andtheduedateforpaym entis

beforethenextscheduledM eetingofCouncil,orw hereapreviously agreedpaym entisbeingm adetoasm allbusiness,theClerkm ay (notw ithstandingpara

6.3)takeallstepsnecessary tosettlesuchinvoicesprovidedthatalistofsuchpaym entsshallbesubm ittedtothenextappropriatem eetingofCouncil

providingthatthisisdonesow iththeagreem entoftheChairm anandViceChairm an.

6.5 T heCouncilw illnotm aintainany form ofcashfloat.Allcashreceivedm ustbebankedintact.Any paym entsm adeincashby theClerkorR FO (for

exam pleforpostageorm inorstationery item s)shallberefundedonaregularbasis,atleasthalfyearly by w ay offreclaim ofofficeexpenses.

7.P A YM EN T O FGR A N T S / S 137

7.1 W henagrantpaym enthasbeenagreedby am eetingofCouncil,theClerkshallsubm itaform ofreceipttothegranteew iththechequeandrequest

thattheform becom pletedandreturnedacknow ledgingdelivery ofthepaym entandthepurposetow hichitisbeingput.

8.P A YM EN T O FS A L A R IES

8.1 T hepaym entofallsalariesshallbem adeinaccordancew ithpayrollrecordsandtherulesofP AYEandN ationalInsurancecurrently operating,and

salariesshallbeasagreedby Council.

8.2 P aym entofsalariesandpaym entofdeductionsfrom salary suchasm ay bem adefortax,nationalinsuranceandpensioncontributions,m ay bem adein

accordancew iththepayrollrecordsandontheappropriatedates,providedthateachpaym entisreportedtoandratifiedby thenextavailableCouncil

M eeting.

9.L O A N S A N D IN VES T M EN T S

9.1 Allloansandinvestm entsshallbenegotiatedinthenam eoftheCouncilandshallbeforasetperiodinaccordancew ithCouncilpolicy.

9.2 Allinvestm entsofm oney underthecontroloftheCouncilshallbeinthenam eoftheCouncil.
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9.3 Allborrow ingsshallbeeffectedinthenam eoftheCouncil,afterobtainingany necessary borrow ingapproval.Any applicationforborrow ingapproval

shallbeapprovedby Councilastoterm sandpurpose.

9.4 Allinvestm entcertificatesandotherdocum entsrelatingtheretoshallberetainedinthecustody oftheR FO .

10.IN CO M E

10.1 T hecollectionofallsum sduetotheCouncilshallbetheresponsibility ofandunderthesupervisionoftheR FO .

10.2 P articularsofallchargestobem adeforw orkdone,servicesrenderedorgoodssuppliedshallbeagreedannually by theCouncil,notifiedtotheR FO

andtheR FO shallberesponsibleforthecollectionofallaccountsduetotheCouncil.

10.3 T heCouncilw illreview allfeesandchargesannually,follow ingareportoftheClerk.

10.4 Any sum sfoundtobeirrecoverableandany baddebtsshallbereportedtotheCouncilandshallbew rittenoffintheyear.

10.5 Allsum sreceivedonbehalfoftheCouncilshallbebankedintactasdirectedby theR FO .Inallcases,allreceiptsshallbedepositedw iththeCouncil’s

bankersw ithsuchfrequency astheR FO considersnecessary.

10.6 T heoriginofeachreceiptshallbeenteredonthepaying-inslip.

10.7P ersonalchequesshallnotbecashedoutofm oney heldonbehalfoftheCouncil.

10.8T heR FO shallprom ptly com pleteany VAT R eturnthatisrequired.Any repaym entclaim dueinaccordancew ithVAT Act1994 section33 shallbem ade

atleastannuallycoincidingw iththefinancialyearend.

10.9 W hereany significantsum sofcashareregularly receivedby theCouncil,theR FO shalltakesuchstepsasareagreedby theCounciltoensurethat

m orethanonepersonispresentw henthecashiscountedinthefirstinstance,thatthereisareconciliationtosom eform ofcontrolsuchasticketissues,

andthatappropriatecareistakeninthesecurity andsafety ofindividualsbankingsuchcash.

11.O R DER S FO R W O R K,GO O DS A N D S ER VICES

11.1 Anofficialorderorlettershallbeissuedforallw ork,goodsandservicesunlessaform alcontractistobepreparedoranofficialorderw ouldbe

inappropriate.Copiesofordersshallberetained.

11.2 O rderbooksshallbecontrolledby theR FO .

11.3 Allm em bersandofficersareresponsibleforobtainingvalueform oney atalltim es.Anofficerissuinganofficialorderistoensureasfarasreasonable

andpracticablethatthebestavailableterm sareobtainedinrespectofeachtransaction,usually by obtainingtw oorm orequotationsorestim atesfrom

appropriatesuppliers,subjecttoany dem inim iseprovisionsinR egulation11.1 below .

11.4 T heR FO shallverify thelaw fulnatureofany proposedpurchasebeforetheissueofany order,andinthecaseofnew orinfrequentpurchasesor
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paym ents,theR FO shallensurethatthestatutory authority shallbereportedtothem eetingatw hichtheorderisapprovedsothattheM inutescanrecord

thepow erbeingused.

12.CO N T R A CT S
12.1 P roceduresastocontractsarelaiddow nasfollow s:
(a)Every contractshallcom ply w iththesefinancialregulations,andnoexceptionsshallbem adeotherw isethaninanem ergency providedthatthese
regulationsshallnotapply tocontractsw hichrelatetoitem s(i)to(vi)below :

(i)forthesupply ofgas,electricity,w ater,sew erageandtelephoneservices;
(ii)forspecialistservicessuchasareprovidedby solicitors,accountants,surveyorsandplanningconsultants;
(iii)forw orktobeexecutedorgoodsorm aterialstobesuppliedw hichconsistofrepairstoorpartsforexistingm achinery orequipm entorplant;
(iv)forw orktobeexecutedorgoodsorm aterialstobesuppliedw hichconstituteanextensionofanexistingcontractby theCouncil;
(v)foradditionalauditw orkoftheexternalAuditoruptoanestim atedvalueof£250 (inexcessofthissum theClerkshallactafterconsultationw iththe
Chairm anandViceChairm anofCouncil);
(vi)Forgoodsorm aterialsproposedtobepurchasedw hichareproprietary articlesand/orareonly soldatafixedprice.
(b)W hereitisintendedtoenterintoacontractexceeding£5000 invalueforthesupply ofgoodsorm aterialsorfortheexecutionofw orksorspecialist
servicesotherthansuchgoods,m aterials,w orksorspecialistservicesasareexceptedassetoutinparagraph12
(a)T heClerkshallinvitetendersfrom atleastthreefirm stobetakenfrom theappropriateapprovedlist.
(c)W henapplicationsarem adetow aivefinancialregulationsrelatingtocontractstoenableapricetobenegotiatedw ithoutcom petitionthereasonshall
beem bodiedinarecom m endationtotheCouncil.
(d)S uchinvitationtotendershallstatethegeneralnatureoftheintendedcontractandtheClerkshallobtainthenecessary technicalassistancetoprepare
aspecificationinappropriatecases.T heinvitationshallinadditionstatethattendersm ustbeaddressedtotheClerkattheofficialaddressoftheClerkat
thetim e.Eachtenderingfirm shallbesuppliedw ithaspecifically m arkedenvelopeinw hichthetenderistobesealedandrem ainsealeduntilthe
prescribeddateforopeningtendersforthatcontract.
(f)Allsealedtendersshallbeopenedatthesam etim eontheprescribeddateby theClerkinthepresenceofatleastonem em berofCouncil.
(g)Iflessthanthreetendersarereceivedforcontractsabove£5000 orifallthetendersareidenticaltheCouncilm ay m akesucharrangem entsasitthinks
fitforprocuringthegoodsorm aterialsorexecutingthew orks.
(h)Any invitationtotenderissuedunderthisregulationshallcontainastatem enttotheeffectofS tandingO rders57,58and59.
(i)W henitistoenterintoacontractlessthan£5000 invalueforthesupply ofgoodsorm aterialsorfortheexecutionofw orksorspecialistservicesother
thansuchgoods,m aterials,w orksorspecialistservicesasareexceptedassetoutinparagraph12
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(a)theClerkorR FO shallobtain2 quotations(priceddescriptionsoftheproposedsupply);w herethevalueisbelow £1,000 andabove£100 theClerkor
R FO shallstrivetoobtain3 estim ates.O therw ise,R egulation10 (3)aboveshallapply.
(j)T heCouncilshallnotbeobligedtoacceptthelow estorany tender,quoteorestim ate.

13.P R O P ER T IES A N D ES T A T ES

13.1 T heClerkshallm akeappropriatearrangem entsforthecustody ofalltitledeedsofpropertiesow nedby theCouncil.T heR FO shallensurearecordis

m aintainedofallpropertiesow nedby theCouncil,recordingthelocation,extent,plan,reference,purchasedetails,natureoftheinterest,tenancies

granted,rentspayableandpurposeforw hichheldinaccordancew ithR egulation5(3)(b)oftheAccountsandAuditR egulations2003.

13.2 N oproperty shallbesold,leasedorotherw isedisposedofw ithouttheauthority oftheCouncil,togetherw ithany otherconsentsrequiredby law ,save

w heretheestim atedvalueofany oneitem oftangiblem ovableproperty doesnotexceed£50.

14.IN S U R A N CE

14.1 Follow inganannualriskassessm ent,theR FO shalleffectallinsurancesandnegotiateallclaim sontheCouncil’sinsurers.

14.2 T heClerkshallgiveprom ptnotificationtotheR FO ofallnew risks,propertiesor vehiclesw hichrequiretobeinsuredandofany alterationsaffecting

existinginsurances.

14.3 T heR FO shallkeeparecordofallinsuranceseffectedby theCouncilandthe property andriskscoveredthereby andannually* review it.

14.4 T heR FO shallbenotifiedofany lossliability ordam ageorofany eventlikely toleadtoaclaim ,andshallreportthesetoCouncilatthenextavailable

m eeting.

14.5 Allappropriateem ployeesoftheCouncilshallbeincludedinasuitablefidelity guaranteeinsurancew hichshallcoverthem axim um riskexposureas

determ inedby theCouncil.

15.R IS K M A N A GEM EN T

15.1 T heClerkw iththeR FO shallprepareandprom oteriskm anagem entpolicy statem entsinrespectofallactivitiesoftheCouncil.

15.2 W henconsideringany new activity theClerkandR FO shallprepareadraftR iskM anagem entpolicy fortheactivity andshallbringadraftaddressing
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thelegalandfinancialliabilitiesandR iskM anagem entissuesthatarisetoCouncilforconsiderationand,ifthoughtappropriate,adoption.

16.R EVIS IO N O FFIN A N CIA L R EGU L A T IO N S

16.1 Itshallbetheduty oftheCounciltoreview theFinancialR egulationsoftheCouncilfrom tim etotim e.

T hefinancialregulationsabovearetobereview edonanannualbasis-T henextrenew alw illbeattheAnnualP arishM eeting2018andyearly thereafter.


