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1. Appointment of Officers and Administrative Arrangements

1.1. The Clerk to the Council is also appointed as the Proper Officer for the several purposes as defined in the Local Government Act 1972 and is also appointed as the Council’s Responsible Financial Officer (RFO).

1.2. Such other Officers and contracted support staff may be appointed as deemed necessary to assist with the administration of the Council, and they will report to and work under the direction and authority of the Clerk.  Their respective core duties in relation to financial matters will be appended to this document.

2. Governance Arrangements

2.1. The Council is responsible for the consideration and approval of all financial matters.  Subject to that, the Council will make and keep under review Financial Regulations and may include within its Standing Orders particular provisions relating to contracts.  The Council’s System of Internal Control is ancillary to and underpins Financial Regulations and Standing Orders.

2.2. Under approved delegation arrangements, the Clerk is responsible for the day-to-day management of all land and property under the Council’s control.  

2.3. The Council keep under review and report on the Council’s system of internal controls.

2.4. The Council is required to appoint an internal auditor

2.5. An annual work programme for the Internal Auditor will be agreed by the Council, and the Internal Auditor will provide a certificate to be submitted with the Statement of Accounts and Annual Return as part of the annual external Audit of Accounts. 

3. Financial and Accounting Procedures
3.1. The following principles shall be observed in connection with accounting duties: 

3.1.1. The duty of providing information, calculating, checking and recording sums due to, or from, the Council should be separated as completely as possible from the duty of collecting or dispersing them.

4. Online Banking 

4.1. Financial Regulations require that any two Members’ signatures are required on any method of payment from the Council’s accounts including the authorisation of internet banking transactions.  Members will be asked to provide specimen signatures as required by the Parish Council’s bankers.  The RFO shall process all transactions using the online banking system for approval by two (of the three) approved signatories before any payment is released.  

5. Invoicing

5.1. Invoicng for Parish Council services relates only to charges for non-business activities such as burial fees that are charged in accordance with fees and charges set by the Council.  Such charges are exempt or outside of the scope of VAT. Payments due to the Council shall be paid within 30 days.

6. Cheque Handling/Security

6.1. The Clerk will receive payments either in person or through the post.  
6.2. Cheques will be banked electronically as soon as possible after receipt

7. Salaries and other Staff Payments

7.1. Salaries and other staff payments shall be made normally on the 27th of each month, but certainly no later than the last day of each month Payments shall be paid on the basis of information agreed and reviewed from time to time by the Parish Council.  

8. Budgetary Control

8.1. The Clerk (RFO) will ensure that all accounts certified for payment are endorsed with the correct expenditure code within the Council’s accountancy system – Scribe.

8.2. The Clerk will circulate a quarterly Budget Monitoring statement for review and ratification at the subsequent council meeting

8.3. The Clerk (RFO) will provide reconciliation statements of the Parish Council’s accounts, taken from the information contained in the cash book and the relevant bank statements, to each council meeting.  

8.4. The draft Budget/Precept shall be prepared for presentation no later than to the December Parish Council meeting and, together with any changes required, it shall be submitted no later than  to the January meeting for approval of the budget requirement and consequent precept for the next financial year.

9. Procurement

9.1. Financial Regulations provide a framework and set procedures for dealing with contracts of certain values.  Working beneath that framework, provision needs to be made for the day-to-day operational work of the Parish Council to be administered, and to that end the Clerk is entitled to to claim expenses periodically for the purchase of some items.  

9.2. Financial Regulations set out the limits on when quotes and tenders are required and are regularly updated for legal changes.

9.3. The Clerk may incur expenditure on behalf of the Council which is necessary for the purposes of any repair, replacement or other work of an urgent nature, whether or not budgetary provision exists for such expenditure, up to a limit of £750.  The Clerk shall report the action to the Council at the next available meeting.  Payments must be authorised in accordance with para 3.2 above.

10. Asset Management

10.1. The Council’s Asset Register is updated annually and made available online – this is maintained within the Scribe Accountancy system.

11. Risk Management

11.1. The Council’s Risk Management Policy and Annual Risk Assessment is available online.

12. Reviewing the effectiveness of the System of Internal Control

12.1. The Council is responsible for conducting, at least annually, a review of the effectiveness of the system of internal control.  This role will be incorporated within the annual work programme of the Council’s Internal Auditor.  The findings of the annual review shall be reported to and considered by the Council.





APPENDIX 1
Core Duties – Clerk and Responsible Financial Officer (Financial Responsibilities)

Weekly

Record all income receipts 
· Monitor bank account balances on current and deposit account.

Monthly

· Enter payment transaction in Scribe allowing for VAT where applicable
· Prepare schedule of accounts for payment for the Full Council.
· Reconcile cash book to bank statements for consideration by the Full Council
· Update all transactions on accounts software and backup.
Prepare payments on the banking system for approval by the authorised signatories

Quarterly

Prepare a budget monitoring report for Full Council
· Complete VAT Form 126 and send to HM Revenue and Customs
· 
Annually

· List of section 137 payments (not required while Alderbury Parish Council holds the General Power of Competence GPC).
· Complete Pension Contribution Return and send to Wiltshire Council (as necessary)
Complete the Annual Governance and Accountability Return (AGAR) and statement of accounts in accordance with the statutory timetable and guidance issued by The Smaller Authorities Proper Practices Panel 	Comment by Author: New name. Same body
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