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1 .  Ge ne ra l 

1 .1 .  Th e se  Fi na n cia l  Re gu la tion s go vern  the  fin an cia l man a ge men t  o f th e  cou n cil an d 

m a y on ly be  a me nde d  or va ried  b y re so lu tion  o f the  co un ci l .  The y a re  on e o f th e 

co un ci l ’ s go ve rn i n g do cu men ts  a nd  sha l l  be  ob ser ved  i n  con ju n ctio n  w ith  th e 

co un ci l ’ s  Stan d in g Or d ers .

1 .2 .  C o un ci l lo r s a re e xpe cted  to fo l lo w the se  re gu la tion s a nd  n o t to e n tice  e mp lo yee s to 

b r ea ch  the m .  Fa i lu r e  to  fo l lo w th e se  re gu l a tion s b r ings th e  o ffice  o f cou n cill or i n to 

d i srepute .

1 .3 .  W i l fu l b re a ch o f th e se  re gu l a tio n s b y an  e mp lo yee ma y r e su l t in d iscip l in a r y 

p r o ce ed in gs.

1 .4 .  In  th e se  Fina n cia l Re gu l a tions:

•  ‘Acco u n ts a nd  Au d i t Re gu l a tio n s’ m ea n s th e  re gu la tio n s issu ed  u nde r Se ction s 

3 2 , 43 (2 ) an d 4 6  o f the  Lo ca l Aud it  an d  Accou n ta b ili ty Act 2 0 1 4 , or a n y 

su pe r sed in g le gisla tio n , and th en  i n  force , un l e ss o th e rwi se  sp e cified .

•  “ Ap p ro ve” r e fe r s to a n  on l in e a ction , a l lo w in g a n  electr o n i c tra n sa ction  to ta ke 

p l a ce .

•  “ Au th ori se” r e fe r s to a  d e cision b y the cou n cil, o r  a  co m m i tte e  or an o fficer, to 

a l lo w so me th in g to  h ap pen .

•  ‘Pro pe r pr a ctice s’ me an s th o se se t ou t in  Th e  Pr a ctitio ne r s’ Guide

•  Pr a ctition e r s’ Gu id e  re fe r s to  th e  gu id e  i ssu ed  b y the Jo i n t Pa ne l on 

Acco u n ta b ili ty a nd  Go ver na n ce  ( JPAG)  a nd  pu b lishe d  b y  NAL C  i n  En gla nd  o r 

Go ve rn an ce a nd  Acco un tab il i ty fo r L o ca l Co un cil s in W a le s  –  A Pra ctition er s 

Gu i de  j o in tly pu b lishe d b y On e  Vo i ce  Wa l e s a nd th e So ci e ty o f L o ca l Co un ci l 

Cl e r ks  in  Wa l e s.

•  ‘ M u st’ an d  bo ld t ex t  re fe r to a  sta tu tory o bli ga tio n  the  co un ci l ca nn o t cha n ge . 

•  ‘ Sh a ll’ r e fe r s to  a n on - sta tu to r y in str u ction  b y th e  cou n cil to  i ts m e mb er s an d
sta ff.

1 .5 .  Th e  Re spo n sib le  Fi nan ci a l Officer ( R FO) h o ld s a  statu to r y o ffice,  a pp o in ted b y the 

co un ci l . The  C le r k ha s be en a pp oin te d  a s RFO a nd  th e se  re gu la tion s ap p l y 

a cco rd in gly.

•  a cts u nd er th e  po l i cy d i re ction o f the co un cil ; 

•  a d min i ste r s the  co un ci l 's fina n cia l a ffa i r s in  a cco rd ance w i th  all  Acts, 
Re gu la tion s a nd prop er p ractice s;

•  d e ter m in e s o n  beh a l f o f the cou n cil its a ccou n tin g r eco r d s a nd  con tr o l syste m s; 

•  e n su r e s th e  a cco un ti n g con tro l syste m s are o b served;

•  e n su r e s  th e  a cco un tin g re cor d s  are  kep t  up to  da te ;

•  se e ks  e co no m y, e fficie n cy a nd e ffe ctive ne ss in  the u se  o f  coun ci l  re sou r ce s; 
a nd

•  p r od u ce s fina n cia l man a ge men t in fo rma tio n a s r e quire d b y th e  co un ci l . 

1 .6 .  T he  c ounc il mus t  not de le ga te a ny dec is ion re garding:



•  s e tt ing t he  f ina l budge t or  the  pre ce pt (c ou nc il tax re qu ire me nt );

•  t he  ou tc ome  of a  rev iew  of  t he  e ff ec t iv e ne ss  of  its  int e rna l c on t rols 

•  a pp rov ing a cc ou nt ing s ta t e ments; 

•  a pp rov ing a n a nn ua l governa nce  s ta te me nt; 

•  bo rrow ing ;

•  de c la ring e ligibilit y for t he  Ge ne ra l Pow e r of  C ompe t ence ;  a nd

•  a dd res s ing recommendations  f rom t he  int e rna l or e x terna l a udit ors 

1 .7 .  In  a dd i tion , th e  co un ci l  sha l l :

•  d e ter m in e a nd  r e gular l y r e vie w the  ba n k man da te  for a l l cou n cil ba n k a ccou n ts; 

•  a u tho r i se  an y gr an t o r  si n gle  co mmi tme n t in e xce ss o f  £ 50 00 .

2 .  R is k  ma na ge me nt a nd  inte rna l c ontrol

2 .1 .  T he  c ounc il mus t  ens ure t hat it has  a  s ound s ys te m of int e rna l c on t rol, w hic h 

de liv e rs  e ff ec t ive f inanc ia l, ope ra t iona l a nd risk ma na ge me nt .

2 .2 .  Th e  C le r k  sh a ll p repare,  fo r  ap pr o va l b y the  cou n cil, a  r i sk ma na ge me n t po l i cy 

co ve rin g a l l a ctivi tie s o f th e  coun ci l . Th i s p o licy an d co n se qu en tia l r i sk mana ge m ent  

a r ra n gem en ts sh all be  r e vie we d b y th e  co un ci l a t lea st a nn ua l l y.

2 .3 .  W he n  con sid er i n g an y n ew a ctivi ty, th e  Cle r k sh all pr e pa re a  dra ft ri sk a sse ssme n t 

in clu d in g r i sk mana gement p ro po sals fo r  con sid er a tio n  b y the cou n cil .

2 .4 .  A t  le as t  onc e  a  yea r, t he c ou nc il must re v ie w the e f fe c t iv e ne ss  of  its  s ys te m 

of  int e rna l c on t rol, bef ore  approv ing t he A nnua l Gov e rnance  St a te me nt .

2 .5 .  T he  ac c ounting c ontrol s ys te ms  de termine d by the   R FO  mus t  inc lude 

me a sures  t o:

•  e ns ure  t hat ris k  is a pp ropriate ly  ma na ged.

•  e ns ure  t he  prompt, a cc urat e  recording of  fina nc ia l tra nsac t ions . 

•  pre ve nt  a nd de te ct inac c ura c y or fra ud; a nd

•  a llow  t he  re consti tut ion of a ny los t  rec ords .

•  ide nt if y the  dut ies of  of f ic e rs  dea ling w it h t ra nsac t ions a nd 

•  e ns ure  div is ion of  re s pons ibilities.

2 .6 .  At e a ch  fina n cia l yea r e nd , a  m em be r o th er th an th e Ch a ir sh all be  ap po i n te d  to 

ve r i fy ba n k re con ci lia tio n s ( fo r  all a cco un ts) p ro du ced b y th e  RFO. Th e  me mb e r 

sh a ll sign  a nd da te  the r e co n cilia tion s a nd  the o r i gina l ba n k sta te m en ts ( or si m i la r 

d o cu m en t) a s e v iden ce  o f th i s. Th is a ctivi ty, in clud ing a n y e xcep tion s,  sh all be 

r e po r te d  to a nd n o te d b y th e  coun ci l

2 .7 .  R e gu la r  ba ck -u p  cop ie s  sha l l be  ma de  o f th e  re cords o n  an y  cou n ci l  co mp u ter an d 

sto r ed  e i th e r o n line  o r  in a  se pa r a te  l o ca tion  from the  co mp u te r .  Th e  co un ci l sh a ll



p u t m ea su r e s  in  p la ce to  e n su re th a t  the ab i l i ty to a cce ss  a n y co un ci l compu ter  i s 

n o t lo st if an  e mp lo yee l ea ve s o r i s in cap a ci ta te d  fo r a n y re a so n .

3 .  A c c ounts  a nd aud it

3 .1 .  All a cco un tin g p r o ce du re s an d  fina n cia l re co r d s o f the co un cil sh a ll b e d e te r mine d 

b y th e  R FO in  a ccorda n ce w i th  the  Acco un ts an d  Aud i t Re gu la tion s .

3 .2 .  T he  ac c ounting rec ords  de te rmine d by  t he  R FO mus t be s uf f ic ie nt t o ex pla in 

t he  c oun c il’s t ra nsa ct ions a nd t o  disc lose  it s  f ina nc ia l pos it ion w it h 

re a sona bly ac c ura c y a t a ny t ime .  In pa rt ic ula r, the y mus t  c onta in:

•  da y-t o- da y  e nt ries  of a ll s ums  of  mone y re c e iv e d a nd e xpe nde d by t he 

c ou nc il a nd the   mat te rs  t o  w hic h t he y re late ;

•  a  re c ord of t he a ss ets  and lia bilit ie s  of the  c ou ncil.

3 .3 .  Th e  a ccou n tin g r e cord s sha l l b e d e si gne d  to  fa ci l i ta te th e  e fficien t p r epa r a tio n o f th e 

a ccou n tin g sta te m en ts in  the  An nu al  Go ver na n ce  and Acco un ta bil i ty Re tu rn .

3 .4 .  Th e  R FO sha l l co mp l e te  a nd certify th e  an nu al  Accou n tin g Sta te m en ts o f th e 

co un ci l con ta in ed in  th e  Ann ua l Go ve r na n ce an d  Acco un ta bil i ty Re tu rn  i n 

a cco rd an ce  w i th prop er p ractice s , a s so on  a s pra ctica b le  a fter th e  end o f th e 

fin an ci al ye ar .  H a vin g ce r ti fi ed  th e  Accou n tin g Sta tem e n t s, the R FO sh all subm it 

th e m  (wi th  an y re l a te d  do cum en ts ) to  the coun cil,  with i n  the  tim e sca le s  r e quir ed  b y 

th e  Acco un ts a nd Au dit Re gu la tion s.

3 .5 .  T he  c ounc il mus t  ens ure  t hat t he re  is  a n a dequate  a nd e f fe ctive s ys te m of 

int e rna l audit of  it s a cc ou nt ing re c ords a nd inte rna l c on t rol  s yste m in 

a cc orda nc e w it h prope r pra ct ice s .

3 .6 .  A ny of f ic e r or me mbe r of  t he  c ou nc il  mus t  mak e a va ilable  suc h doc ume nt s 

a nd re cords  as  t he  int e rnal or e xt e rna l a ud itor  cons ide r  ne ce ss a ry f or t he 

pu rpos e  of t he a ud it  an d  sh all , a s d ir e cte d  b y the  co un ci l , sup p l y the R FO, in te r na l 

a ud i to r , o r  e xte r na l au dito r with  su ch  i n fo r ma tion  and e xplan a tio n a s th e  coun ci l 

co n sid ers ne ce ssa r y .

3 .7 .  Th e  in te rn al a ud i to r sha l l be appoin te d b y  th e  co un cil  a nd  sh all car r y ou t th e ir w or k 

to  e va lu a te  th e e ffe ctiven e ss o f th e  cou n cil ’ s r i sk man a ge men t, co n tro l an d 

go ve r nan ce  pr o ce sse s  in a cco rd an ce  w i th  p ro pe r p ra ctice s  spe ci fie d  in th e 

Pr a ctition e r s’ Guide .

3 .8 .  Th e  coun ci l  sha l l e n su re th a t the  in terna l au dito r :

• is co m pe ten t a nd  ind epe nd en t o f th e  fina n cia l o pe ra tio n s o f  th e  cou n cil .

• r e po r t s to  coun ci l i n  wri tin g, o r  i n  pe r so n , on  a  re gu lar b a si s with  a  min imum o f 

o ne  w r i tten  r eport d urin g e a ch  fin an cia l yea r ;

• ca n  de mo n stra te  co m pe ten ce , ob je cti vity an d  independence ,  fr ee fr om an y 

a ctu al o r p e r ce i ve d  co n fli cts o f in te re st, in clu d in g th ose a r i sin g fr o m  fa m i l y 

r e la tion sh ip s; an d

• h a s no  i n vo l ve me n t  i n  the  ma na ge me n t or co n tr o l o f th e  co un ci l



3 .9 .  In te r na l o r  e xte r na l au dito r s ma y no t u nde r  an y cir cum sta n ce s:

• p e r fo r m a n y o pe r a tion a l d u tie s fo r the  cou n cil. 

• in i tia te  o r a pp ro ve a ccou n tin g  tr a n sa ction s.

• p r o vide fina n cia l , le gal o r o th er ad vi ce  in clu d in g in  rela ti on  to an y fu tu re 

tra n sactions; o r

•     d i re ct th e  a ctivitie s o f an y cou n cil e mp lo yee , e xcep t to  th e  e xte n t th a t su ch 

e m plo ye e s h a ve b ee n a pp ro pri a te l y a ssi gned to  a ssist th e  i n terna l au dito r .

3 .1 0 . Fo r   the  a voida n ce  o f do ub t, in  r ela tio n  to  in terna l aud i t th e  term s ‘in de pe nd en t’ an d 

‘i nd ep en de n ce ’ sha l l h a ve th e  sa m e mea n in g a s de scr i be d  in  The Pra ctitione r s 

Gu i de .

3 .1 1 . Th e   RFO sha l l ma ke  a rr an ge me n ts fo r  the  e xe r ci se o f e l e cto r s’ righ ts in  re l a tio n  to 

th e  a ccounts , in clu d in g th e  op po r tu n i ty to  in spe ct the  a ccou n ts, boo ks, an d  

vo u ch e r s a nd d i sp la y o r p ub l i sh a n y n o tice s an d  do cu m en ts r e quire d  b y  the Lo cal 

Au d i t an d  Accou n tab i lity Act 2 0 1 4 , o r an y sup e r se din g le gisla tio n , an d  the Acco un ts 

a nd  Au d i t Re gu l a tio n s.

3 .1 2 . Th e   RFO sha l l , wi th ou t u nd ue de la y, b r in g to  th e  a tte n tio n  o f a l l cou n cil lo r s an y 

co r re spo nd en ce o r  re po r t fr om i n te r na l or e xterna l aud ito r s.

4 .  B ud ge t a nd prec ept

4 .1 .  B e f ore  s ett ing a  precept , t he  c ounc il mus t c a lcula t e  its c ounc il tax 

re qu ire me nt  f or ea c h f ina nc ia l ye a r  by pre pa ring a nd a pprov ing a  budge t ,   in 

a cc orda nc e w it h T he  Lo ca l Gov e rnme nt  Fina nce Ac t  19 92  or s uc cee ding 

le gis la t ion .

4 .2 .  Bu d ge ts fo r  sala rie s an d  wa ge s, in clud i n g emp lo yer co n trib u tion s  sh all be  r e vie we d 

b y th e  coun ci l a t lea st an nu all y fo r the  fo llo w in g fin an ci al ye ar an d  the  fin al ve r sion 

sh a ll b e e vi de n ced b y a ha rd  cop y sche du l e  si gne d b y th e  C le r k a nd th e  Ch a ir o f  

th e  Cou n cil .  Th e  RFO wi l l i n fo r m  Cou n cil o f a n y sa la r y imp l i ca tion s be fo re th e y 

co n sid er th eir  dr a ft th e ir bu d ge ts.

4 .3 .  N o  l a te r  tha n  m id - Ja nu ar y ea ch  yea r , the  R FO sh all p r ep ar e a  d ra ft b ud ge t wi th 

d e tail ed  e stima te s o f a l l re ceip ts an d p a ymen ts/in come  an d e xpe nd itur e  fo r th e 

fo l l owi n g fina n cia l yea r a l on g wi th a  fore ca st fo r the  fo l lo w in g fina n cia l ye ar ,  w e 

n ee d  to  co n sid er  th e  time  pe r io d h er e  ta kin g a ccou nt o f th e  l i fe sp an  o f a sse ts a nd 

co st im p lica tio n s o f re pa ir o r re pla ce me n t.

4 .4 .  U n spe n t bu d ge ts fo r  co mp le ted p ro j e cts sh a ll n o t be ca r r ie d  for w ar d  to a 

su b se qu en t ye ar.

4 .5 .  Ea ch  co mmi ttee ( i f an y)  sha l l re vie w i ts d ra ft b ud ge t a nd  su bmi t an y p ro po sed 

a m en dm en ts to th e n o t la te r  tha n  the  en d o f  N o vemb e r .

4 .6 .  Th e  dr a ft bu d ge t  for e ca st, in cl ud in g a n y re com m enda tion s fo r  the u se o r 

a ccu mu la tion o f re se r ve s, sh all be con si de re d b y the  co un ci l .

4 .7 .  H a vin g co n sid ered th e  pr op o se d b udget a nd  on e  yea r  fo re ca st, the co un ci l sh a ll 

d e ter m in e  i ts cou n cil ta x  re qu i re me n t b y  se ttin g a  bud ge t.  Th e  cou n cil sha l l se t a



p r e ce p t for th i s amoun t no  l a te r  tha n  the en d  o f  Janua r y fo r  the  en suin g fin an cia l 

ye a r .

4 .8 .  A ny membe r w it h c ounc i l  ta x  un pa id f or more  t han  tw o mont hs is  prohibit e d 

f rom v ot ing on t he bu dge t   or prec e pt by Se c t ion 1 06 of   t he  Lo ca l Gov e r nment 

Fina nce  Act 1 992  a nd must a nd mus t  disclose a t the  s ta rt of the  mee t ing tha t 

Se c t ion 10 6 a pp lies t o t he m.

4 .9 .  Th e  R FO sha l l  iss ue  t he  pre ce pt  t o the  billing a uthority no la t e r than the e nd of 

Fe brua ry an d  sup ply e a ch  me mb e r with  a  co p y o f th e  a gre ed  an nu a l b ud ge t.

4 .1 0 . Th e   a gre ed bu d ge t pr o vide s a  ba si s fo r mon i to rin g pr o gre ss d u rin g th e  ye ar b y 

co m pa rin g a ctua l spe nd in g a n d  in co m e a ga in st  w h at wa s p l an ne d .

4 .1 1 . An y a dd i tion to , o r  with dr a wa l fro m ,  an y e arma r ke d  re se r ve sha l l b e  a gre ed b y the 

co un ci l . 

5 .  Proc ure me nt

5 .1 .  M e mbe rs  a nd of f ice rs a re  res po ns ible  f or obta ining v a lue f or mone y a t a ll 

t ime s . An y o fficer p ro curin g go o d s, se r vice s or works sh o uld  en sure , a s fa r  a s 

p r a ctica ble , that  th e  be st a vail ab le  te r m s a re  o b ta in ed , u sua ll y b y o b ta i nin g p r i ce s 

fr o m se ve ra l sup plier s.

5 .2 .  Th e  R FO sho uld  ve r ify th e  la w fu l na tu re  o f an y p ro po sed  p ur cha se b e fore  i t is ma de 

a nd  i n  the  ca se  o f n ew o r in fre qu en t p urchase s, shou l d e n su re th a t the  le ga l p o we r 

b e in g u sed i s r ep or ted to  th e  me e tin g a t  wh i ch th e ord er i s a u th or i se d  an d a l so 

r e cor de d  in  th e mi nu te s.

5 .3 .  Eve r y co n tra ct sha l l com p l y with  the se  the cou n cil’ s Sta n d in g Or d ers a nd  the se 

Fi n an cia l  R e gu l a tio n s a nd  no e xcep ti on s sha l l b e  ma de , e xcep t in  an  eme r gen cy.

5 .4 .  Fo r a c on t ra ct  f or the  s up ply of  go ods , s e rv ic es or w orks w he re  t he es t imat e d 

v a lue w ill e xceed t he  t hres ho lds  s et by Pa rlia me nt , t he  f ull re qu ire ments of  

T he Public  C on t ra c ts R egula t ions 20 15  or a ny s upe rseding le gis la t ion ( “the 

Le gis lation”) , must be  f ollow e d in res pec t of  the  te nde ring, a wa rd a nd 

no t if ica t ion of  t ha t c on t rac t .

5 .5 .  W he r e  the e stim a te d  value  i s b elo w th e  Go ve rn m en t th r e sho ld , th e  coun ci l  sha ll 

( w i th the  e xce p tio n  o f ite m s li sted  i n p ar a gra ph  5 .12 ) o b ta in pri ce s a s fo l lo w s :

5 .6 .  Fo r  con tr a cts e stim a te d  to e xcee d £ 50 ,0 00  in clud in g VAT, th e  C le r k sha ll  { se e k 

fo r ma l  te nd er s fr om a t least th r ee  sup pli ers  a gree d by th e  co un ci l ] OR {a d ve r tise  a n 

o pe n  in vi ta tio n  for te nd er s in  co m pli an ce  with  an y r ele van t p ro vi sio n s o f  the 

L e gisla tion } .  Ten de r s sha l l b e  in vited  i n a cco rda n ce  wi th  Ap pe nd i x 1 .

5 .7 .  Fo r c on t rac ts  es t imate d  t o  be  ove r £3 0 ,00 0  inc luding VAT , t he c ou nc il mus t 

c omply w ith  a ny re qu ire me nts  of  t he Le gis la t ion1  re ga rding  t he  a dv e rt is ing of

1  T he Regulations r equir e councils  t o use th e Contr acts Fi nder website if  they ad ver ti se contr act oppor tuni ti es  and also to publ icise the
awar d of  contr acts over  £30,000 including VAT , r egar dless of  whether t hey we r e advertised .



c on t ra c t  oppo rt un it ie s  and t he  public at ion of  no tic e s a bo ut t he  awa rd of 

c on t ra c ts .

5 .8 .  Fo r  con tr a ct s gr ea ter th an  £5 ,0 00  e xclud in g VAT th e Cle r k sha l l se e k a t  le a st 3 

fixe d -p rice  qu o te s .

5 .9 .  w h ere  the va lu e  i s b e twe en  £5 00  an d  £4 ,99 9 e xcl udin g VAT, th e  C l e r k sha l l tr y to 

o b tain  3 e stima te s which  migh t in clu de  e vid en ce o f o n line p r i ce s , o r r e ce n t pri ce s 

fr o m  re gu l ar sup p lier s .

5 .1 0 . Fo r   sma l le r  pu r ch a se s,  th e  cle r k sha l l se e k to a ch ie ve va lu e  for m on e y.

5 .1 1 . C on t racts mus t not be  split int o s ma lle r lots  t o  avoid c omplia nce w it h  the se 

rule s .

5 .1 2 .  Th e  re qu i re me n t to  ob ta in com pe ti ti ve  pri ce s in  the se  r e gu la tio n s ne ed  no t a pp l y to 

co n tra cts th a t re l a te  to  i te m s (i)  to  ( i v) be l ow:

i . sp e cia l i st service s, su ch  a s le ga l pr o fe ssi on als a cting in  d i spu te s.

i i . r e pa irs to , o r pa r ts fo r , e xisti n g ma ch in er y o r  e qu i pme n t.

i i i . wo r ks, go od s o r  se r vi ce s th a t co n stitu te  a n e xten sion  o f a n e xistin g  co n tra ct.

iv. go o d s or se r vice s tha t a re  on l y a va i la b le  from on e  su pp l ie r  or a re  so ld  a t a 

fi xe d  pr ice .

5 .1 3 . W hen   ap pli ca tio n s a re m ad e  to  wa i ve th i s fina n cia l re gu l a tio n  to e na ble  a p r ice  to 

b e  ne go tia te d  with ou t co mp e titio n , the r ea so n  sho uld b e  se t o u t in  a 

r e com me nd a tio n  to  the cou n cil .  Avo i da n ce o f co mpe tition  i s n o t a  va l id  r eason. 

5 .1 4 . Th e   coun ci l sha l l n o t be  ob l i ged to  a cce p t th e  lo we st o r a n y te nd er , qu o te  or 

e stim a te.

5 .1 5 . In d ividual pu r ch a se s wi thin  an  a gre ed  bu d ge t fo r  that typ e  o f e xpe nd i ture  ma y be 

a u tho r i sed  b y:

• Th e  C le r k u nd er d ele ga ted author i ty , fo r a n y item s be l ow  £ 50 0 e xcl ud in g VAT.

• th e  C le r k, in  co n su l ta tio n  wi th  th e  Ch air  o f the  C ou ncil  fo r  an y ite m s b e lo w 

£ 1 ,00 0 e xcl ud in g VAT.

• { a  du l y de l e ga te d  co m mitte e o f  th e  cou n cil fo r  all i tems o f e xpe nd i tur e  w i th in 

th e i r d e le ga ted  bu d ge ts for i te m s und e r [£5 ,00 0 ] e xclu din g VAT}  d e cid e

Su ch  au th or isa tion m u st be  sup po r ted b y a mi nu te  (in th e  ca se o f cou n cil or 

co m m i tte e  de ci sio n s) o r o the r  au d i ta ble  e vide n ce  trail .

5 .1 6 . N o  i nd i vid ua l me mb e r , o r  i n fo r ma l gr ou p o f  membe rs  m a y issue an o ffici al o rd er o r 

m a ke a n y co n tra ct o n b eh a l f o f  th e  cou n cil .

5 .1 7 . N o  e xp en d i tu re  m a y b e  au tho r ise d  that wil l e xcee d  th e  bu d ge t for th a t type  o f 

e xpe nd i ture  o th er th an b y re so lu tion o f the  co un ci l exce p t in a n e m erge n cy.

5 .1 8 . In ca se s o f se r io u s risk to th e  de li ve r y o f co un ci l se rvice s o r  to p ub l i c sa fe ty on 

co un ci l premi se s, the  cl er k ma y a u tho r i se  e xp en diture  o f up  to  £1 00 0 e xcl ud in g  

VAT o n  r e pa ir, r ep l a ce me n t or o the r  wo r k tha t in  the ir j u d gement is n e ce ssa r y, 

wh e th e r o r  no t  th ere  i s a n y bu d get for su ch  e xpe nd i tu r e . Th e  Cle r k sh a ll rep or t su ch



a ction to  th e  Ch air  a s so on  a s po ssi ble a nd  to  th e  cou n cil a s soo n  a s p ra cticab l e 

th e re a fter.

5 .1 9 . N o  e xp en d i tu re  sh all be  au th or ised , no co n tr a ct en tere d , or te nde r  a cce p te d  in 

r e la tion to  an y  m a jo r p ro j e ct, un l e ss th e  cou n cil  i s sati sfi e d  tha t th e  ne ce ssa r y fun d s 

a r e a va ilab le  a nd th a t wh ere  a  loa n  i s re qu i re d , Gove r nment  b orro w in g a pp r o va l  

h a s be en  ob ta in ed  fir st.

5 .2 0 . An  o ffici a l o r de r o r  l e tte r  sha l l be  i ssu ed  fo r all w or k, go o d s an d  se r vi ce s ab o ve 

£ 25 0  e xclud in g VAT}  u nle ss a  forma l contr a ct is to be p re pa re d  or an  o ffici al o rd er 

wo uld  be  i na pp ro pri a te . Cop i e s o f o rd er s sh all be  r e tained , alon g wi th e vid en ce o f  

r e ceip t  o f go od s.

5 .2 1 . An y o r de r in g syste m  can be m i su sed a nd  a cce ss to th e m  sha l l b e  co n tro l le d b y th e 

RFO.

6 .  B a nk ing a nd p a yments

6 .1 .  Th e  coun ci l 's b an kin g a r ra n gemen ts, in clu d in g th e  ba n k ma nd a te , sh a ll b e m ad e b y 

th e  RFO an d  au tho r ise d b y th e  co un ci l ; ba n kin g a rr an ge m en ts sha l l not b e 

d e le ga ted to  a  com m i ttee .  The  co un ci l h a s re solved to  b an k wi th  H SBC an d 

San tan de r .  The  a rran ge me n ts sha l l b e  re vie w ed  ann ua l l y  fo r  se cur i ty a nd  

e ffici en cy.

6 .2 .  Th e  coun ci l must h a ve  sa fe a nd  e fficie n t ar r an ge men ts fo r m a kin g pa ym en ts, to 

sa fe gu ar d a ga i n st the po ssi bili ty o f fr au d o r er ro r .  Wh e re ver po ssi ble , mo r e  th an  

o ne  p er son  sho u ld  be  i n vo l ve d  in a n y p a ym en t, fo r  exa m ple  b y d ua l on lin e 

a u tho r i sa tio n  or du a l  ch e que  si gn in g. W e  d o n o t ha ve  d ua l on l in e a u th o risa tio n  –  

a nd  i t d oe s sa y wh e re ver po ssi ble .  In th e  ca se o f HSBC a n d  Sa n ta nd er it is 

im po ssi ble .  E ve n  wh er e  a p urcha se  ha s be en au tho rise d , the pa ym en t m u st also  be 

a u tho r i sed , a nd  o nly au th ori sed pa yme n ts sha l l b e  ap p ro ved  or si gn ed  to  a llo w the 

fu n d s to  lea ve  the  co un ci l’s ba n k.

6 .3 .  All i n vo i ce s fo r p a ym en t sh ou ld b e e xa mine d  for a rith m e tica l a ccu ra cy, a na lyse d  to 

th e  ap pr op r ia te  e xp en ditu re  he ad in g  an d  ve r i fie d  to co n firm th a t the  w or k, go o d s o r 

se r vi ce s wer e  re ce i ved , ch e cke d  and r ep re sen t e xpe nd i tu re pr e vio u sly au th or i sed 

b y th e  coun ci l  be fo re  be in g ce r tified  b y the  R FO .

6 .4 .  Pe r son a l p a ymen ts ( i n clud i n g sa la r ie s, wa ges, e xp en se s an d a n y p a yme n t ma de in 

r e la tion to  th e  term in a tio n o f e mp lo ym en t) ma y be  su m ma r i se d  to a void  disclo sin g 

a n y pe r so na l info rma tion . 

6 .5 .  All p a yme n ts sha l l b e  ma de  b y o n line  b anking/ch e que , in a ccorda n ce w i th  a 

r e solu tio n o f th e  cou n cil o r d u ly d e le ga ted comm i ttee  -  o r a  d ele ga te d  de ci sio n b y 

a n  o fficer } ,  un le ss th e  co un ci l re solve s to  u se a d i ffere n t pa yme n t me tho d

6 .6 .  { Fo r e a ch  fina n cia l yea r  [the R FO]  m a y dr a w u p  a  sch ed u le  o f re gu l ar  pa ym en ts  

d ue  in  re la tion  to  a  con tinu in g co n tra ct o r  ob l i ga tio n  (su ch  a s Sala rie s, PAYE, 

N a tion al In sur an ce , pe n sion  co n tribu tion s , r en t, r a tes, re gu l ar m a in ten an ce 

co n tra cts a nd  si m ilar i te m s) , wh i ch  th e  coun ci l ma y a u tho r i se in  a d va n ce fo r a  yea r .

6 .7 .  Th e  C le r k  wil l re po r t  pa yme n ts  m on thly w ith  sub m issio n o f u pd a te d  bu d get 

/e xp en ditu re  she e t .



6 .8 .  Th e  C le r k  sh a ll h a ve  de le ga te d a u th o rity to  a u th ori se  p a ymen t s in  the fo l lo w in g 

cir cu m sta n ce s:

i . An y p a yme n ts o f u p  to  £50 0  e xclud i n g VAT ,  wi th i n an  a gr ee d b ud ge t } .

i i .     p a yme n ts o f  u p  to £ 1 ,00 0 e xcl ud in g VAT i n  ca se s o f se r i ou s r i sk to the 

d e live r y o f co un cil se r vi ce s o r  to p ub l i c sa fe ty o n  cou n cil p re m ise s .

i i i . a n y pa yme n t ne ce ssa r y to a vo id  a  ch a r ge  u nd er th e L a te  Pa ymen t o f  

Co m me r cia l De b ts (In te re st) Act 1 9 98  or to  co mp l y wi th  con tra ctu a l ter m s , 

wh er e  the du e  da te  for pa ym ent  is be fo re th e n e xt sch ed u le d  m ee tin g o f [th e 

co un ci l ], whe re  C l er k /RFO  ce r ti fy th a t the re i s n o d isp u te o r o th er r ea son to 

d e la y pa yme n t, p ro vid ed th a t a list o f su ch p a yme n ts sh a l l b e  sub mitte d  to  the 

n e xt ap pr op r ia te  me e tin g o f co un ci l .

iv. F u nd  tr an sfe r s with in  th e  co un ci l s ba n kin g a rran ge me n ts up to  th e  su m  o f 

£ 10 ,0 00,  p ro vid ed th a t a  list o f su ch p a ymen ts sh a ll b e  sub m i tte d  to  the  ne xt 

a pp r op ria te m ee ti n g o f cou n cil .

6 .9 .  Th e  R FO sha l l p re sen t a  sche du l e o f p a ym en ts re quir i n g  au tho r i sa tion ,  fo r m in g p art 

o f th e  a gen da  fo r  the  me e tin g, to ge th e r w i th  th e  re leva n t in vo i ce s, to  th e  coun cil.  

Th e  coun ci l  sha l l re vi ew th e  sch ed u le  fo r co mp lia n ce  a nd, ha vi n g sa tisfie d  i tself , 

sh a ll a u th or ise p a ymen t b y r e so lu ti on . Th e a u tho ris ed  sch ed ule  sha l l b e  in itia l le d 

im m ed ia te l y b e lo w the l a st item b y the  p erson  cha ir in g th e  m ee tin g. A  d e ta iled  l i st o f  

a l l pa yme n ts sha ll b e  discl o se d  with in  o r a s an a tta ch m en t to  th e m i nu te s o f th a t 

m e e tin g.

7 .  Ele c t ronic  pa yments

7 .1 .  W he r e  internet  b an kin g a r ra n gem en ts a re  m ad e  w ith  a n y b ank,  a nd  th e o nline 

b an ki n g a llo w s,  R FO sha l l b e  app o in ted  a s the  Se r vice  Ad m in i str a to r .  the  b an k 

m a nd a te a greed b y th e  co un ci l sh a ll ide n tify  two  co un ci l lo r s wh o  will be  a u th ori sed 

to  a pp ro ve  tra n sa ction s o n  th o se  a ccou n ts a nd a  m in i mu m  o f two p eo p le w i ll be 

in volved i n  an y on l in e  a pp ro va l p r o ce ss .

7 .2 .  All a u tho r i se d  si gna tori e s sh a ll ha ve  a cce ss to  vi ew th e  cou n cil’ s ba n k a ccou n ts 

o n line.

7 .3 .  N o  e mp lo yee  o r  co un ci l lo r sh a ll d i sclo se a n y PIN o r p a sswo rd, r e le van t to  th e 

co un ci l or i ts b an k in g, to  a n y on e n o t au tho r i se d  in  wri tin g b y the co un cil o r a d u l y 

d e le ga ted co mm i ttee .

7 .4 .  Th e  Se r vice  Admi nistr a tor sha l l se t up  all i te m s d ue fo r  p a ymen t on l i ne .  A  li st o f  

p a yme n ts for ap p ro val, to ge th er w i th co p ie s o f  the  re l e va n t in vo i ce s, sha l l be  sen t 

b y e ma i l  to  two  a u th or ised  sign a to r ie s.

7 .5 .  In  th e  pr o lo n ged ab sen ce o f th e  Se r vice  Ad min i stra to r  an au th or i sed  si gna to r y sh a ll 

se t u p  an y pa yme n ts du e b e for e  the re tu rn o f th e  Ser vice  Ad min i stra tor .

7 .6 .  Tw o  cou n cill or s who  are  au tho r i se d  si gna tor i e s sh a ll ch e ck th e p a ym en t d e ta il s 

a ga i n st the  i n vo i ce s b e fo re a pp ro vin g e a ch p a ym en t u sin g th e o n l ine  b an kin g 

syste m .



7 .7 .  Evid e n ce sha l l b e  re ta in ed sho w in g wh i ch  co un ci llo rs a p pr o ve d  the pa yme n t  o f 

in divi du al in vo i ce s.

7 .8 .  A fu l l l i st o f  a l l pa yme n ts ma de  i n a  m on th  sha l l b e  pr o vid ed to  th e n e xt cou n cil 

m e e tin g a nd  ap pe nd ed  to  the  m i nu te s.

7 .9 .  W i th  the a pp ro val  o f th e  co un ci l  in e a ch  ca se , re gular p a ymen ts (su ch a s ga s, 

e l e ctrici ty, te l ep ho ne , b roadband, wa te r , Na tio na l Non - Do me sti c Ra te s, re fu se 

co l lection, p en si on con tr ib u tio n s a nd  H M R C p a yments) m a y be m ad e b y va riab l e 

d i re ct d eb it, p ro vi ded  th a t the i n stru ction s a re  si gne d /a p pr o ve d o n line b y [two 

a u tho r i sed  m em be r s. The a pp ro val o f th e u se  o f e a ch va r ia ble d i re ct d eb i t sha l l be 

r e vie w ed b y [the co un ci l ] a t le a st e ve r y two  ye ars

7 .1 0 . Pa ym ent  m a y be  ma de  b y BACS o r  C H APS b y r e solu tion  o f the co un ci l p r o vide d 

th a t  e a ch  pa yme n t is ap pro ve d o n line b y two a u tho r ise d  ba n k signa tori e s, e vide n ce 

is r e ta in ed , an d  an y pa yme n ts are  re po r te d  to  the cou n cil a t th e n e xt mee tin g. Th e 

a pp r o va l o f th e  u se  o f BACS o r  C H APS sh a l l be r ene w ed b y re solu tio n  o f the 

co un ci l a t le a st e ve r y two  ye ars.

7 .1 1 . If th o u ght a pp ro pri a te  b y the  co un ci l , re gu la r  pa ymen ts o f fixe d  su m s ma y b e  mad e 

b y b an ker ’s stan d in g o rd e r , p r o vide d  tha t th e  in str u ctio n s are  si gne d o r  a p pro ve d 

o n line  b y two  me mb ers, e vi de n ce o f th i s is re taine d a nd a n y p a ymen ts a re r ep or ted 

to  co un cil wh en m ad e . Th e  app r o va l o f the u se  o f a b an ke r’s sta nd in g o r de r sha l l b e 

r e vie w ed b y the  cou n cil a t lea st e ver y two  yea r s

7 .1 2 . Acco u n t de ta ils fo r  sup pli ers m a y o n l y b e  ch an ge d up on  w r i tten  no ti fi ca tio n  b y th e 

su pp l ie r  veri fied  b y the  C le r k a  me mb er . Th is is a p ote n tial a re a  for fr au d a nd  th e 

in divi du als in vo l ved sho u ld  en sur e  that a n y ch an ge is gen u ine .   D a ta  h eld  shou ld b e 

ch e cke d  w i th  su pp l ie r s e ver y two  yea r s.

7 .1 3 . M e mb ers  a nd  o ffice r s sha l l e n su r e  th a t an y co mp u ter u sed fo r the  cou n cil’ s 

fin an ci al b u sine ss ha s a de qu a te  se cu r i ty, wi th a n ti - vir u s, a n ti-sp ywa re an d  fire wa ll 

so ftwa re  i n sta l le d  an d r e gu la r l y u pd a te d .

7 .1 4 . R e membe re d p a sswo rd  fa ci litie s o th er th an se cu re p a sswo rd sto re s r e quir in g 

se pa r a te i de n tity veri fica tion  sh ou ld  no t b e  u sed o n a n y compu te r u sed fo r co un ci l 

b an ki n g.

8 .  C he que  pa yme nts

8 .1 .  C h e que s or o rd ers fo r  pa yme n t in a ccor da n ce  in a cco r da n ce w i th  a  r e so lu tion  o r 

d e le ga ted de ci sio n  sha l l b e  si gne d b y  o ne  me m be r a nd co un tersi gn ed b y the  C le r k.

8 .2 .  A sign a to r y ha vi n g a  fam i l y or bu si ne ss re l a tio n sh ip  w i th  th e b en e ficia r y o f a 

p a yme n t sh a ll n o t, un de r no rm a l cir cum sta n ce s, be  a  si gn a tor y to th a t p a yme n t.

8 .3 .  To  i nd i ca te  a gree me n t o f the de ta i l s o n  the  che qu e with  th e  co un te r fo i l an d  th e 

in voice  or si m i la r d o cu me n ta tio n , the  sign a to r ie s shall a l so  in i tia l the  ch e qu e 

co un te r fo i l  an d  in voice .

9 .  Pa yme nt  c a rds



9 .1 .  An y De b i t Ca rd  i ssue d  for u se  wil l be  spe ci fi ca l l y re str icte d  to  the C le r k  /  RFO a nd 

wi l l a lso  be r e str icted  to a  sin gle  tran sa ctio n  ma xim um va lue  o f £5 00  au tho r i se d b y 

co un ci l or fina n ce  co mm itte e  in w ritin g b e fo re  a n y o rd e r  i s p la ced .

9 .2 .  A p r e -p a id de bit ca rd m a y be  i ssu ed  to  e mp lo yee s with  va r yin g li m i ts. The se  lim i ts 

wi l l be se t b y the  cou n cil. Tr an sa ctio n s a nd p ur cha se s m ad e  w ill be r ep orted to  [th e 

co un ci l ] an d  au tho r i ty for  to pp in g-u p  sh all be a t th e discr e tio n  o f the  cou n cil.

9 .3 .  An y co r po ra te  cre d i t ca r d o r  tra de ca rd  a cco un t o pen ed b y the  co un ci l wil l be 

sp e ci fica ll y re str i cte d  to  u se  b y the C le r k  / RFO a nd a n y ba la n ce  sha l l be  pa i d  in  fu l l 

e a ch  m on th .

9 .4 .  Pe r son a l cred it o r  deb i t ca rd s o f membe r s o r  sta ff sha l l no t b e u sed  un de r an y 

cir cu m sta n ce s.

1 0 . Pe t t y Ca sh

a )  Th e  coun ci l w i ll not ma in ta in  an y fo r m o f ca sh  flo a t. All ca sh  re ce i ve d m u st be 
b an ked  i n ta ct. An y pa yme n ts ma de i n  ca sh  b y the  Cle r k / RFO ( fo r e xam p le  fo r 
p o sta ge o r  m in or sta tion ery ite m s) sha l l be  re fu nde d o n  a  re gu la r  ba si s, a t least 
qu a r ter l y

1 1 . Pa yme nt  of   sa la ries  a nd a llowa nce s

1 1 .1 . A s  a n e mploye r, the  c ounc il mus t  make  a rra ngeme nt s  t o  c omply w it h t he 

s t at ut ory re qu ire me nts of   PAYE le gis la t ion .

1 1 .2 . C ou nc illors ’ a llow a nc es  (w he re pa id) a re  a ls o liable  t o  de duc t ion of t ax  un de r 

PAYE rule s  a nd mus t be  tax e d c orre ctly be f ore  pa yme nt .

1 1 .3 . Sa la r y ra te s sh a ll b e a gr ee d  b y th e  cou n cil , o r a  d uly d e le ga te d  co m mitte e . No 

ch an ge s sh all be m ad e  to  a n y e mp l o ye e’s gr o ss pa y, e m o lu me n ts, o r ter m s an d 

co nd i tion s o f  emp lo ymen t  with ou t th e  pri or consent  o f th e  cou n cil { or r ele va n t 

co m m i ttee } . 

1 1 .4 . Pa ym ent o f sa la r ie s sh all be m ade ,  a fte r de du ction o f ta x, n a tio na l i n su ra n ce , 

p en si on  con tr ibu tion s and  a n y simi la r  sta tu to r y or d iscre tion ar y de du ction s, o n  the 

d a te s stip u la ted i n e m plo ym en t co n tra cts.

1 1 .5 . D e ductions fr om sa la r y sha l l b e  pa id to  th e r e le van t b od i e s with in th e  re qu ired 

tim e scale s, pr o vid ed  tha t e a ch  pa ym en t is r ep orted , a s se t o u t in th e se  re gu l a tio n s 

a bo ve .

1 1 .6 . Ea ch  pa ym en t to  e mp lo yee s o f  ne t sa la r y an d  to  the a p prop r ia te  cre dito r o f th e 

sta tu to r y a nd d i scre tio na r y de du ction s sha l l b e  re cord ed  i n  a  p a yr o ll co n tr o l a ccou n t 

o r  o the r  se pa ra te  con fide n tia l re cord , wi th  th e  to tal of su ch  p a ym en ts e a ch  calen da r 

m o n th r ep orted  i n  the  ca sh bo o k .  Pa yro l l re po r ts will b e  r e vie wed  b y  [th e  fin an ce 

co m m i tte e ] to  en sur e  that th e  cor re ct p a ym en ts h a ve b ee n m ad e .

1 1 .7 . An y te r m in a tio n p a ymen ts sh a ll b e  su pp or ted b y a  re po r t to  th e  co un ci l , se ttin g o u t 

a  cl ea r  bu sin e ss ca se . Te rm in a tio n  pa yme n ts sha l l on ly be  a u th ori sed b y  the  fu l l 

co un ci l .

1 1 .8 . Be fo r e e mp l o yin g in teri m  sta ff, th e  co un ci l must co nsid er a  fu l l b u sine ss ca se .

1 2 . Lo a ns a nd inve st me nts



1 2 .1 . An y a pp l i ca tion fo r  Go ve r nm en t ap p ro val to  bo r ro w m o ne y an d  su b se qu en t 

a r ra n gem en ts fo r  a  lo an  m u st b e  au tho r i se d b y th e  fu l l cou n cil an d  re corde d  in th e 

m i nu te s . Al l b orro w in g sh a l l b e  in  th e n ame  o f the  cou n cil, a fte r ob ta in in g a n y 

n e ce ssa r y a pp ro va l .

1 2 .2 . An y fin an ci al a rran ge me n t which  do e s n o t re qu ire  for m a l b orro w i n g ap pro va l fr om 

th e  Se cre ta r y o f Sta te  ( su ch a s Hi re  Pu r ch a se , Le a sin g o f  ta n gib le a sse ts  o r  lo an s 

to  b e  re pa id  w i th in th e  fin an cia l yea r )  mu st be  a u th oris e d b y th e  full cou n cil , 

fo l l owi n g a w ritte n  re po r t on the  va lu e  for m on e y o f th e  pr op o se d  tra n sa ction .

1 2 .3 . Th e  coun ci l sha l l co n sid er th e  re qu ir em en t fo r  an In ve stm en t Str a te gy a nd Po l i cy  in 

a cco rd an ce  w i th Sta tu tory Gu id an ce  on Lo cal Go vern m en t In ve stmen ts,  w h i ch  mu st 

wr i tte n b e  in a cco r dan ce  w i th r e le va n t re gu l a tio n s, pr o pe r p r a ctice s an d  guidance. 

An y Str a te gy a n d  Policy sha ll be  re vi ewed b y the  cou n cil a t lea st a nn ua l l y.

1 2 .4 . All i n ve stmen t o f mo ne y un de r the con tr o l o f th e  coun ci l sha l l b e  in th e n a me o f the 

co un ci l .

1 2 .5 . All i n ve stmen t cer tifica te s a nd o th e r d o cu me n ts re l a ti n g th e re to sha l l b e  re ta in ed  i n 

th e  cu stod y o f the R FO.

1 2 .6 . Pa ym ents in  re spe ct o f sh ort te r m or lon g - te rm i n ve stme n ts, in clud i n g tr an sfe r s 

b e twe en b an k a cco un ts he l d  in th e  sa me  b an k, sha l l b e  m ade  i n  a cco rd an ce  with 

th e se  regulation s.

1 3 . Inc ome

1 3 .1 . Th e  coll e ction  o f a l l su m s du e  to  th e  cou n cil sha l l be th e  r e sp on sib i l i ty o f an d u nd er 

th e  sup er vi sio n  o f the  R FO.

1 3 .2 . Th e  coun ci l w i ll r e vie w a ll fee s a nd cha r ge s for work d o ne , se r vice s pro vided ,  o r 

go o d s sold  a t le a st an nua l l y a s p a r t o f  th e  bu d ge t - settin g p r o ce ss, fo l l owi n g a  re po r t 

o f th e  C le r k.  The R FO] sh a l l b e  re spon si ble  fo r th e co l le ction o f a ll a mo un ts d ue  to 

th e  cou n cil.

1 3 .3 . An y su m s fo und  to  b e  irreco verab le, a nd an y ba d  deb ts  sh a ll b e r ep o r te d  to  the 

co un ci l b y the  RFO an d  sh a l l b e  wri tten  o ff in  the  year.  The  co un ci l’s  a pp ro val  sh all 

b e  sho wn  i n  the a cco un tin g r e co rd s .

1 3 .4 . All su m s r e ce i ve d o n  be ha l f o f the co un cil sh all be  de po si ted  i n ta ct wi th th e  

co un ci l 's b an ke r s,  w i th  su ch  fre qu en cy a s th e  RFO co n sid ers  ne ce ssa r y.  Th e o r i gin 

o f e a ch r e ce ipt sh a ll  cl ea r l y b e  re cor de d o n  the  pa yin g- i n  sl ip  or o the r record . 

1 3 .5 . Pe r sona l ch e que s sha l l no t b e  ca she d o u t o f  mo ne y h e ld on  b eha lf  o f th e  co un ci l .

1 3 .6 . Th e  RFO sha l l e n su re  th a t VAT is  co r re ctly  r e co rd ed in  th e  coun ci l’ s a ccou n tin g 

so ftwa re  an d  that a n y VAT Re tur n  re qu i red  i s su bm itte d  fo rm th e  so ftwa re  b y the 

d ue  d a te . 

1 3 .7 . Th e  Co un ci l d oe s n o t wo r k wi th ca sh .

1 3 .8 . An y in come  tha t is th e  prop erty o f a  cha r i ta b le  tr u st sh a ll b e p a id  i n to  a  cha r i ta ble 

b an k a ccou n t. In stru ction s fo r the  pa yme n t o f fun d s d ue fr o m  the cha r i ta b le tr u st to



th e  cou n cil ( to me e t e xp en ditu re a lrea d y in cur re d  b y th e  a u th ori ty) w i ll b e  give n  b y 

th e  M ana gin g Tr u stee s o f the ch ar i ty mee tin g se p ara te l y fr om an y cou n ci l m ee tin g .

1 4 . Pa yme nt s  un de r c ontract s  f or building  or ot he r cons t ruc t ion w orks

1 4 .1 . W her e  co n tra cts p ro vid e  for p a ym en t b y in sta l me n ts th e  R FO sh all m ain ta i n a  

r e cor d o f  a l l su ch  pa yme n ts , wh i ch  sha l l b e  ma de w ith i n  the  tim e  sp e cifie d  in  the 

co n tra ct b a se d o n  si gne d  ce r tifica te s  fr om th e a r chite ct o r  o th e r  co n su l tan t  e n ga ge d 

to  su pe r vi se th e  wo r ks.

1 4 .2 . An y va r ia tion  o f, a dd i tio n  to o r  om i ssio n  fr om  a  con tra ct m u st be  a u th or i s ed  b y the 

Cl e r k to  the  con tra cto r  in w r i tin g, wi th  th e  co un ci l be in g in fo rmed w he re th e  fina l 

co st is li ke l y to e xcee d  the  con tra ct sum b y 5 % o r mor e , or l i ke l y to e xce ed  th e 

b ud ge t a va ilab le .

1 5 . Store s  a nd e quipment

1 5 .1 . Th e  o ffice r  in  cha r ge  o f ea ch  se ction  sha ll be  r e spo nsib le fo r the  ca re an d  cu sto d y 

o f sto r e s a nd e qu ip me n t  i n  th a t se ctio n .

1 5 .2 . D e l i ver y no te s sh a ll b e o b taine d  in r e spe ct o f a l l go od s r e ce i ved  in to  sto re  o r 

o th er wi se  de l i ve r ed  an d  goo d s must b e  ch e cke d a s to o r de r a nd  qu a lity a t th e  time 

d e live r y is made . 

1 5 .3 . { Stocks sh a ll b e  kep t  a t the  m in i mu m le ve l s co n si sten t wi th  op er a tio na l 

r e quire me n ts.}

1 5 .4 . Th e  RFO sha l l b e  re spo n sib le  fo r p eri od i c che cks o f sto cks a nd sto re s , a t lea st 

a nn ua l l y.

1 6 . As se ts , prope rt ies  and e st at es

1 6 .1 . Th e  Cle r k sh a ll ma ke a rr an ge me n ts fo r  th e  sa fe  cu sto d y o f all title d ee d s an d L an d 

Re gistr y Certifica te s o f  p ro pe r tie s h eld  b y th e  cou n cil.

1 6 .2 . Th e  RFO sha l l e n su re  th a t an  ap pr op r ia te  an d a ccura te  R e gister o f Asse ts a nd 

In ve stm en ts is kept u p  to d a te , wi th  a  re cor d  o f a ll pro pe r tie s h eld  b y the cou n cil , 

th e i r  lo ca tion,  e xte n t, plan , r e feren ce , pu r ch a se  de tail s, n a ture o f  th e  i n te re st, 

te n an cie s gra n te d , re n ts pa yab le  a nd pu rp o se  fo r  wh i ch h e ld , in  a cco rd an ce  with 

Acco u n ts an d  Audi t  Re gula tio n s.

1 6 .3 . Th e  con tin ue d  e xiste n ce  o f tan gib le  a sse ts sh o wn  i n th e  R e gister sh all be ve rified  a t 

le a st an nu all y, po ssi bly in  con ju n ctio n  w i th  a  he alth a nd  sa fe ty in spe ction  o f a sse ts.

1 6 .4 . N o  i n te r e st in  l an d  sh a ll b e p ur cha sed  o r o the r w i se a cqu ire d , sold , lea sed or 

o th er wi se  d i sp o se d o f wi th ou t th e a u th o rity o f th e  cou n cil, to ge th er wi th  an y o th e r 

co n se n ts re qu i re d b y la w .  In  ea ch  ca se  a  wri tten  r ep o r t sha l l b e p r o vide d  to  co un ci l 

in  r e sp e ct o f  va l ua tion an d  su r ve yed  co nd i tio n o f th e p r op er ty (i n clud i n g ma tte r s 

su ch  a s p l an nin g pe r missi on s an d  co ven an ts) to ge th e r  with  a p r op er bu si ne ss ca se 

( i n clu din g an  a de qu a te  l e ve l o f con sulta tio n  w i th  th e e l e cto r a te  w he re r e quire d  b y 

la w ) .

No  ta n gib l e mo ve ab l e p ro pe r ty sha ll be  pu r ch a se d  or o th erw i se a cqu ir ed , so ld , 

le a se d o r  o th e rwi se d i sp o se d  o f, wi thou t th e  au tho r ity o f th e  cou n cil, to ge th er wi th



a n y o th er co n se n ts re qu ired b y law, e xcep t whe r e  the e stima ted  va lu e  o f a n y on e 

ite m  do e s n o t e xce ed  £5 00.  In  e a ch ca se a  w r i tten re po r t sha l l be p ro vid ed  to 

co un ci l w i th  a  fu l l b u sine ss ca se .

1 7 . Ins ura nc e

1 7 .1 . Th e  RFO sha l l ke ep  a  re cord  o f all i n su ra n ce s e ffe cte d  b y the  cou n cil an d  the 

p r op er ty a nd r i sks cove red ,  r e vie w in g th e se a nn ua l ly b e fo re  the r en ewa l d a te  in 

co n ju n ctio n  with  the  co un ci l’s r e vie w o f  ri sk m an a gem e n t .

1 7 .2 . Th e  Cle r k / RFO sha l l give  prom p t no tifica tio n a l l new r i sks, p ro pe r tie s o r  veh i cle s 

wh i ch r e qu ir e  to b e  in sur ed  an d  o f an y alte ra tion s a ffe cti n g e xi stin g in suran ce s.

1 7 .3 . Th e  C le r k / RFO sha l l be no tified  o f an y lo ss ,  lia b ility, d a m a ge  o r e vent  like l y to le ad 

to  a  cl a im , a nd  sha ll re po r t the se  to  the cou n cil a t the n e xt a va i la ble  me e tin g.  Th e 

Cl e r k / RFO sha l l  ne go tia te  a ll cla im s o n  th e  cou n cil 's  i n su re r s.

1 7 .4 . All a p pr op r ia te  me mb ers an d  em p lo ye e s o f  the  cou ncil sh all be i n clu de d  in  a 

su i tab l e  for m o f se cu rity o r  fi de li ty gu ar an tee  i n su ra nce  w h i ch  sha ll co ve r  the 

m a xi mu m  risk e xp o su r e a s de te rm i ne d  a nn ua l l y b y th e  cou n cil , o r d u l y d e le ga ted 

co m m i tte e .

1 8 . Cha rities

1 8 .1 . W her e  the cou n cil i s so le  ma na gin g tr u stee  o f a char i ta ble  bod y th e  C le r k / RFO 

sh a ll e n su re th a t sep ara te a cco un ts a re ke p t o f the fu nd s h eld  on cha r i ta b le tr u sts 

a nd  se pa ra te  fina n cia l rep orts ma de  in  su ch  for m a s sh a l l b e  ap prop r iate , in 

a cco rd an ce  w i th Ch a rity L aw a nd  l e gisla tion , o r a s de te rm i ne d b y th e  Ch ar i ty 

Co m missi on . The  C l erk / RFO sh a ll a rran ge fo r  an y a ud i t o r in de pe nd en t 

e xa mina tion a s ma y be  r e qu ir ed  b y Ch ari ty L aw o r an y Go ve rn in g Do cumen t.

1 9 . Sus pe ns ion a nd rev is ion of  Financ ial Re gu la t ions

1 9 .1 . Th e  coun ci l  sha l l  re vie w the se  Fin an cial  R e gula tio n s a n nu all y  an d  foll owi n g an y 

ch an ge  o f cler k o r  R FO .  The  C l er k sha l l mo n i to r cha n ge s in  l e gisla tion o r p ro pe r 

p r a ctice s an d a d vi se th e  co un ci l o f a n y  n ee d  to  am en d  the se  Fin an cia l R e gula tio n s.

1 9 .2 . Th e  coun ci l ma y, b y re so lu tion  du l y no tified p rio r to  th e  re l e van t m e e tin g o f co un ci l , 

su spe nd  a n y p art o f th e se  Fi na n cia l Re gu la tion s , p ro vi de d  that rea son s fo r  the 

su spe n sio n a re r e co rd ed  an d  that a n a sse ssmen t o f th e  r isks ar i sin g h a s be en 

p r e se n te d  to a l l me mb er s . Su sp en sio n  doe s n o t disa pp l y  an y le gisla ti on  o r p er m i t 

th e  cou n cil to  a ct un lawfu l l y.

1 9 .3 . Th e  coun ci l ma y te mp o ra ril y a men d  the se  Fin an cia l Re gu la tion s  b y a d u l y n o tifie d 

r e solu tio n , to cop e  with  pe r io d s o f a b se n ce , lo ca l gove r nmen t r eo r gan i sa tion , 

n a tio na l re str i ction s or o the r  e xce p tio na l  cir cu m sta nce s.



Appe nd ix  1  - T end e r proces s

1 )  An y in vi ta tio n  to  tend e r sh a ll sta te  the  ge ne r al n a tu re  o f th e  in ten de d  con tra ct a nd  th e 

Cl e r k sh a ll o b ta in  th e  ne ce ssa r y te ch nica l a ssi stan ce  to p re pa re a  spe ci fi ca tion  i n 

a pp r op ria te  ca se s.

2 )  Th e  in vita tio n  sh a ll in  ad dition sta te  tha t te nd er s must b e  a dd re ssed  to the  Cl erk in 

th e  o rd in ar y co ur se o f  p o st ,  un le ss a n e l e ctro nic te nd e rin g p ro ce ss h a s b ee n  a gre ed 

b y th e  coun ci l.

3 )  W he r e a  po sta l pr o ce ss is u se d , ea ch  ten de rin g fir m sh a l l b e  sup pli ed  w ith  a 

sp e ci fica ll y ma r ke d e n ve l op e  in wh i ch  the  ten de r  is to  b e  se a le d a nd  r emain  sea le d 

u n til the  pr e scribe d d a te  for op en i n g ten de r s fo r  tha t co n tra ct.  All se a le d  ten de r s  

sh a ll b e o pe ne d a t th e  same  time on th e p r e scrib ed  d a te b y th e  Cle r k in  the p re sen ce 

o f a t le a st o ne m em be r  o f coun cil.

4 )  W he r e a n e l e ctro nic te nd er in g pr o ce ss is u se d , th e  co un ci l sha l l u se  a  sp e cific e ma i l 

a dd r e ss  th a t wi ll b e  mon i to re d  to  e n su re  th a t nob od y a cce sse s  a n y ten de r b e for e  the 

e xp iry o f th e d ea d line fo r sub missi on .

5 )  An y in vi ta tio n  to  tend e r i ssu ed  un de r  this r e gu la tio n sh a ll b e  su b je ct to  Sta nd in g 

Or d er [in sert re fer en ce o f th e  cou n cil ’ s re le van t sta nd i n g o rde r ]  a nd sha l l re fer to  th e 

te r m s o f the Br i be r y Act 2 01 0 .

6 )  W he r e  the  cou n cil , o r d u l y d e le ga ted  co mmittee,  d oe s n o t a ccep t a n y ten de r ,  qu o te  

o r  e stim a te , the w ork is n o t a l lo ca ted an d  the  cou n cil r e qu i re s fu r th e r p r icin g, n o 

p e r so n  sh all be  p erm i tted to  sub m i t a  l a ter te nd er, estim a te  or qu o te  w ho  w a s pre se n t 

wh en  th e o r i gin a l d e ci sion - ma kin g p r o ce ss wa s b e ing u n d erta ke n .




