



BARLING MAGNA PARISH COUNCIL

[bookmark: _GoBack]Draft financial management and control procedures – for consideration by Council 13 February 2020 
 
1. Purpose
1.1 The purpose of this document is to ensure that both councillors and staff are aware of their respective responsibilities for aspects of financial control.  Under the Accounts and Audit Regulations 2011, it is the Responsible Financial Officer’s (RFO’s) responsibility to ensure that the Council’s day-to-day finances are run properly. It falls to Council members to exercise a proper and reasonable degree of control over financial matters.  

1.2 Through the receipt of regular reports (the frequency of each is indicated below) and requests to the RFO for information, councillors should aim to ensure that:
 
· all anticipated income is received 
· expenditure is in line with approved budgets 
· payments are properly authorised before being made, except for agreed direct debits and salaries
· the record of receipts and payments is kept up to date and that a bank reconciliation is carried out monthly on all cashbook accounts
· regular financial reports are presented to Council, setting out receipts and payments against budget 
 
1.3        Any anomalies should be resolved with the RFO to the satisfaction of the Council.
 
2. Financial Regulations
2.1 The Council maintains, monitors and reviews as necessary its Financial Regulations and Risk Assessment. This is done as a formal presentation to the Council not less often than annually. 
 
2.2 The Council’s Financial Regulations draw upon the NALC model, as adapted from time to time. The requirements of the approved Financial Regulations take precedence over any internal financial procedure.

2.3 The Council must put in place an adequate and effective system of internal audit of its accounting and financial control systems. This is achieved through the appointment of an independent internal auditor (IA) who must be both competent and conversant with the regime of local government finance. The Council currently meets its obligation in this respect by using the firm of Auditing Solutions Ltd.  

2.4 The IA checks through sampling that the internal controls are adequate and working. The IA visits at least once per year - more frequently if the Council requests - and their Audit Report forms part of the Annual Return. 

2.5 In accordance with regulations 4 and 6 of the 2011 Regulations, the Council carries out an annual formal review of the systems of Internal Control. This is conducted in accordance with laid down guidance, by means of an approved form of self-administered assessment. The Council’s assessment forms part of the Annual Governance and Accounting Review (AGAR) each year.
 
2.6        The following table sets out each tool available to the Council for financial control.

	ASPECT
	INTERVAL
	ACTION BY RFO
	ACTION BY COUNCIL

	BUDGET
	Annually 
	To prepare a draft budget for consideration by the Finance Committee in November each year.  
	A final draft budget recommended by Finance Committee will be considered for approval by Council in December.

	PRECEPT
	Annually
	To prepare a draft precept calculation for consideration by the Finance Committee in November each year.  
	A final precept calculation recommended by Finance Committee will be considered for approval by Council in December.

	CASH FLOW 
	Monthly 
	To report income from grants, donations, etc. 
To report on accounts to be paid. 
	To consider and note income.   
To consider invoices and authorise payments. 

	BANK STATEMENTS
	Monthly
	To check bank statements against receipts & payments 

To present to the 
Council a monthly bank reconciliation.
	To consider and note the monthly reconciliation.

	INCOME & 
EXPENDITURE 
ACCOUNT and 
BANK 
RECONCILIATION 
	Quarterly 
	To present to Council a breakdown of receipts & payments recorded in the cashbook compared to bank statements 
	To consider and note the report. 
 

	VAT RETURNS 
	Quarterly
	To record purchases in the cashbook in such a way as to facilitate claims for VAT.

To make a claim to recover VAT on a quarterly basis and to report both the claim and its eventual receipts to the Council. 

	To check the claims have been made in a timely way and are eventually received. 
 

	DIRECT DEBIT AND STANDING ORDER PAYMENTS
	6-monthly
	To report to Council on approved Direct Debit and Standing Order payments
	To consider and note the report.

	PAYE INCOME 
TAX & NATIONAL 
INSURANCE 
CONTRIBUTIONS 
	Monthly 
 
 
 


Quarterly 




Annual
	To calculate salary and members’ allowances and ensure that clear records of salary deductions are kept using the PAYE Basic Tools program.

To pay appropriate 
PAYE and NI deductions to HMRC on a quarterly basis 

To complete the Employer Annual Return by the due date.
 
	To check payments have been made. 
To check annual return has been completed and sent. 

	ASSET REGISTER 
	Annual 
	To present a report to Council on assets and current values. 
	To consider and adopt the reports. 

	INSURANCES 
	Annual 
	To present to Council a report on insurance held and required. 
	To consider and act upon the report. 

	END OF YEAR 
ACCOUNTS AND 
AUDIT 
DOCUMENTATION 
 
	Annual 
	To prepare receipts & payments accounts and balance sheet, together with external audit papers for presentation to Council as soon as possible after 31 March.
 
	To consider and adopt the accounts and approve the audit papers. 

	INTERNAL AUDIT 
	Annual 
	To have an audit of the 
Council’s accounts and procedures by a competent agency.  The internal audit precedes the formal external audit and feeds into it. 

	To appoint an internal auditor and to receive and consider the internal auditor’s report. 

	EXTERNAL AUDIT
	Annual
	To supply all requested documentation to the government-appointed External Auditor before the specified deadline (or, with Council approval, to seek an extension to the deadline)

	To receive and note reports that this has been carried out.

	AUDITORS’ RECOMMENDATIONS
	Annual 
	To report to Council on any recommendations from either the Internal or External Auditor and to present options for an action plan for adopting the recommendations.
 
	To receive reports and decide on courses of action. 

	FINANCIAL RECORDS HELD ON COMPUTER 
	Monthly 
	To ensure that files are regularly backed up onto a portable hard drive / cloud storage.
  
	To be verified in the annual appraisal carried out by Personnel Committee 

	PAPER DOCUMENT SAFETY 
	As required 
	To ensure that all essential documents are securely held, and signed minutes are archived on a regular basis.
 
	To be verified in the annual appraisal carried out by Personnel Committee

	LEGISLATION 
	As required 
	To inform Council of legislation impinging on the Council and/or its policies and work programmes. 

	To consider and act upon the reports. 
 


 
3. Detailed process for payments
 For every payment there must be a valid invoice or other voucher. The RFO should stamp each one with the Council’s payments stamp.  
3.1 The RFO should ascertain that the invoice is for approved expenditure on goods or services that have been received and are satisfactory and that the arithmetic is correct.  S/he should then initial the “Checked by” box on the stamped portion of the invoice.

3.2 The RFO should not initial as checked their monthly salary or expenses claim.

3.3 The RFO should then prepare a spreadsheet schedule of payments in date and cheque order for each invoice, recording the date of the authorising meeting (i.e. the next Council meeting) and the cheque number on each invoice.

3.4 The payments request schedule should be emailed to councillors not later than noon on the day before the meeting.

3.5 Once the schedule has been proposed, seconded and authorised by the Council, two members should initial each invoice to indicate it is authorised.  They should both then:

· Initial each entry on the cheque schedule
· sign each corresponding cheque
· initial the counterfoil


	
3.6 If the invoice has been left ‘unchecked’ by the RFO, the signing councillors should ensure that they are satisfied that the payment is correct before initialling the “Checked by” box also.

3.7 No councillor should be a signatory to any payment in which they, their partner or a family member has a financial interest.
3.8        The person chairing the meeting authorising payments should sign at the bottom of the cheque schedule.  This should now be filed with the invoices/vouchers in month by month order ready for bookkeeping and audit. 

4. Review
4.1       These procedures shall be reviewed by Council not less often than annually.
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