TUTBURY PARISH COUNCIL
FINANCIAL REGULATIONS

(Jan 2016)

These Financial Regulations were adopted by the Council at its Meeting held on February 15" 2016

1.0

1.1

1.2

1.3

1.4

2.0

2.1

2.3

2.4

3.4

3.0

3.1

3.3

GENERAL

These financial re a s > nthe nd fthe nancial transactions of
the councilandme  ,be m dejo i byres ition of the council.
The clerk acting as the responsible financial officer (RFO), under the policy
direction of the council shall be responsible for the proper administration of the
council’s financial affairs.

The clerk acting as the RF  shdll 21 spc it for the production of financial
management information.

The Council shall review at astc e ye tF =ffectiveness of its systems of
internal controls and shail produce a statement on internal control with its
statement of accounts

A Il L T, TE!

T iie Lounen shan furmula€ propusas in 1espect uf 1evenue and capiiar cos.s for
the following financial year.

Detailed estimates of all receipts and payments for the year shall be prepared
each year by the RFO.

The council shall confirm the ¢ imetes 1. ‘'¢ter than the end of January each
year and shall fix the precept be levea - the ensuing financial year. The
clerk shall supply each membe: . it!s a c.py . the approved estimates.

The annual budgets shall form the basis of financial control for the ensuing
year.

oo Cournnilsit prmptre crt e regart to atroo s yer s forect Tt ofRTznue
ana ¢ it ReC tcanc aynm t¢ shi s Il prep dat esar ti 0>
asthc nr IEuc torl imal

BUDGETARY CONTROL

Expenditure on reve =2 318y in red u. 11e amounts included in
the approved budget.

No expenditure may . :1 .urre hi will <(cf 2d the >tal amount provided in

the revenue budget. The Clerk may, with the approval of Council, vire between
subheads.

Theclerk <« Ml g rl yo et -=curcli itii taw:n it °receipts and

payments ate  roer ch h Y of e t Ig2ts, 0 raring actual
expenditur¢ gainst al an 1.
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The clerk may incur CApendlture on behalf of the L,uuuull for the Sup Of
goods and services, within budgetary prowsmn subject to a limit of £100.

The clerkinco u tior m *hec rme mc/.r r :xpenditure on behalf of
the council, for e 1p . gool nd rices 1ether or not there is any
budgetary pron 21 .or 1€ Xxp:il re  ubject a limit of £500. In an

emergency invuiviiyg danyel w coMinuiiivy nie, heaur or property, this amount
may be increased to £1,000.

The clerk to the council shall report expenditure in 3.2 and 3.5 as soon as
practicable.

Unspent provisions in e u w 2t nall not be carried forward to a
subsequent year.
No expenditure shall __ incun2>c in ._.otic.. to any capital project and no

contract entered into or tender accepted involving capital expenditure unless
the council is satisfied that the necessary funds are available, or the requisite
Horrovi arroval bog bac- Sbitine”.

M 3 v "“sskb beac niser mnac danc dat" 1e wune o ctanding
y s dt.. ‘e :gulat srelatn,,  con.. tS

ACCOUNTING AND AUDIT

All accounting procedures and financial records of the council shall be
determined by the clerk a equire. ¢ he Accounts and Audit Regulations
2015, and any subsequent 1enilmenu “ereto.

The clerk shall be responsi.  fo co npl.  ng the annual financial statements of
the council as soon as practicable after the end of the financial year and shall
submit them and report thereon to the council.

The clerk shall be responsible for completina the accounts of the council
o ur lin 2anw retu (¢ svu lie by eat ora Hinec o1 time
to ne yth Audit omr ) 4 ¢ mitti the 1 ual t for
p, v ard . hori ion Y In W inth tire ales | - the
Accounts and Audit Regulations 2u15 as amended, or set by the auditor.

The clerk shall be responsible for ensuring that there is adequate and effective
system of internal audit of the council’s accounting, financial and other
operations in act. d¢ ce wi A Hur a.lr it Kegulations 2015, and any
subsequent amer. 1\ ¢ the tr

Any officer or me b of @ anc  shAll, if  » clerk or internal auditor
requires, make avalalne sucii aucunmients of uie council which appear to the
clerk or internal auditor to be necessary for the purpose of the internal audit and
shall supply and clerk or internal auditor with such information and explanation
asthec k i n "aue re tibat o E Sc i Bt p vpoSe.

The intt  a wuc r aall arn hey “kre iirad t clerk, or by the
council, tna' w s sfactoo tomp tion the i r . auditor's report
section o. the &..da. €lu &o Coupliew wNLuny oy w2 Audit Commission.
The internal auditor, who shall be competent and independent of the operations
of the council, shall report to the council in writing on a regular basis with a
minimum of one annual report in respect of each financial year.

The clerk shall make arrangements for the opportunity for inspection of the

M ArmArmAIiA~ Al

section 15 and the Accounts and Audit Regulations 2015 as amended.
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The clerk shall, as soon as practicable, bring to the attention of all councillors
any correspondence or report from the internal or external auditor, unless the
correspondence is of a purely administrative matter.

BANKING ARF N¢ 'M 1T AND {EC ES

The councils b ¢ . gye 1 #rts A" »mad v the clerk and approved
by the council. They shall be periodically reviewed for efficiency.
The payments required, shall form part of the agenda for the meeting and are
presented by the clerk, t~rether with the ralavant invoices to the council. If the
payments are in ordertt  sha’ e th 3¢ Dby aresolution of the council and
shall be initialled by the a'm o vc e "hers at the meeting. Details may
be shown in the minutes thei. e g.
Cheques drawn on the bank account in accordance with paragraph 5.2 or in
accordance with paragraph 6.4, shall be signed by two members of the council,
and countersiqned by the clerk.
c di e weem toith leteils hovn th:c qgu or den ~fpayment
vi th ou M 1einv e crs, N en o0 th igix ‘es shall
@ (a ir'tial e ea.e untarf il

PAYMENT OF ACCOUNTS

All payments shall be effect by che < or direct debit drawn on the council's
bankers.

All invoices for payment sh  be exi mi. 1, verified and certified by the clerk.
The clerk shall satisfy him/herseif thal the work, goods or services, to which the
invoice relates, shall have been received, carried out, examined and approved.
The clerk/RFO shall examine invoices in relation to arithmetic accuracy and
c1"ar lyse et 1t ¢ 0 tefr oe it nea dg. 1wk e take
al 2p os < al oice st ni 1, d iich 2in Jder, e ho ext
ave bl counc  eet

il Pay.Y.ent 1o NELLSSary W Avuiu @ wNaly2 W N Sol L€ e cue 1 wytuent of
Commercial Debts (Interest) Act 1998, and the due date for payment is before
the next scheduled meeting of the council, where the clerk verify that there is
not dispute or o' r ac.n’° & 'y, .o n. e .erk may (notwithstanding
paragraph 6.3) ta ctep 1w s3seé  tn sel.  sich invoices provided that
such paymentsare | tedt he ext Hp:opiriar 1eeting of the council.

The council will nov ne itair 'y ™ ¢~ h 'oa. All cash received must be
banked intact. Any payments made in cash by the clerk (for example for
postage or minor stationery items) shall be refunded on a regular basis, at least
quarterl:*

PAYME "'.r & . TIES EIF 'SES

The payment of all salaries and expenses shall be made in accordance with
payroll and expenses records under the rules of PAYE and National Insurance
currently operating, salaries and expenses shall be as agreed by the council,

Payment of salaries and payment of deductions from salary such as may be
made for Tax, National Insurance, may be made in accordance with the payroll
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records and on the appropriate dates, provided that each payment is reported to
and ratified by the next available council meeting.

LOANSANDI E N ¥ s

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

The council’s investments shall be in accordance with the Trustee Act 2000, and
shall be reviewed ona o lic ly

All investments of monc v .dc  he o | ..the council shall be in the name of
the council.

All borrowings shall be anectea i1 the name of the council, after obtaining any
necessary borrowing approval. Any application for borrowing approval shall be
approved by the council as to terms and purpose.

A inv mr ot rtif awie ouwer ouemrats 2le gthoare vsi o be retained
in e stc ~ttl clerk.

[«CC...c

The collection of all sums due to the council shall be the responsibility of and
under the supervision of th, e\’ .

Particulars of all charges tt e nade¢ . vork done, services rendered or gocds
supplied shall be agreed a. 12y b * th.  Council, notified to the clerk The clerk
shall be responsible for the collection of all accounts due to the council.

The council will review all fees and charges annually, following a report by the
clerk.

A st st dtob rTece ri e d y J1del sha erep e othe
c ¢ ncs. ‘bev ten: i the ar

A, uw Lsrezeiv lon :hall 't cc nc sh berb kel act | 1l .ases,
all receipts shall be deposited promptly. In all cases, all receipts shall be
deposited with the Council's bankers with such frequency as the RFO considers
necessary.

The originofeac e ‘fcst k£ »:ntt dunu  neying-in slip.

Personal cheque. si | nc »)e ast oIt of . ney held on behalf of the
council.

The clerk/RFO shall promptly complete any VAT return that is required. Any
repayment claim due in accordance with VAT Act 1994 section 33 shall be
madee 2% a J¢ "CC :dL WML € 2ne ycar G

Where 'y gr = ..su iolc¢ hare qule -2ce d 'the Council, the
RFO sl ltake 1c ste asar. gree byt Coul |~ ensure that more
than onie person s pieSeint wiien tne casii 1S cuuried ui thie first instance, that
there is a reconciliation to some form of control such as ticket issues, and that
appropriate care is taken in the security and safety of individuals banking such
cash.
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ORDERS FOR WORK, GOODS AND SERVICES

10.1 An officie! ~rder cor latter shall he iseiiad for 2ll wark goods and services
unlessa m ¢ re isty 22pr arec ¢ n official order would be
inappropr 2. o] S fordar ha e etai 1.

10.2 Orderboc < .all ¢ tcleo -ttt rlerk.

10.3 All members and officers are responsible for obtaining value for money at
all times. The Clerk when issuing an official order shall ensure as far as
reasonable and practicable. that the best available terms are obtained in
respect of each nsac n, 'st y / obtaining three quotations or
estimates from a; coric s li 3, ~ubject to provisions in regulation
11 (1) below.

10.4 The clerk shall venty the lawtul nature of any proposed purchase before
the issue of any order, and in the case of new or infrequent purchases or
payments, the clerk shall ensure that the statutory authority is reported to
t meathy - wcl neorcrik @ roec o0’ at "e . wzs can
rore 9C  rbeir isel.

VCUNTRALT S
Procedures as to contracts are laid down as follows:

(a) Every contact shall cc aly with wse financial regulations, and no
exceptions shall be ma  otliervisc nan in an emergency or by lawful
resolution of the council L.J.ided tha. (hese regulations shall not apply to
contracts which relate to items (i) to (vi) below:

{ firthe o'y e € tfty, vt sc age dte’ ol ey vices

(i) fc spz 'istse ces ¢l as e ov d b olicit 5 acc In s,
s eo nndp nin¢ x lte s

)y Fowoko o be o2cw. . 0 ogoctsor  tte to b5 p'.. .wnich
consists of repairs to or parts for existing buildings, machinery,
equipment of plant

(iv)  for work t~ k2 ax~ocyted o gends or moterinls to be supplied which
constitutea » ~nsior  a xi¢  gcom.  thy the council

(v) for additona v wor > e naleuc ruptoan estimated value
of £500 (in x« ss ¢ th su tk. lerk and RFO shall act after
consultation with the chairman of the council)

(vi)  for goods or materials proposed to be purchased which are proprietary
arti

(b) Wher i «ntc I+ to te Y a itrac  e.cee 1 3LCC suggest
£20,0 £10,( ) va »fcrtt sup of od. ¢ m .erials 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 shall invite tenders form at least three firms to be approved by the
Parish Council..

A\ \AT LA fin Al il ons re Al lﬂﬂ A~ f\t\n AA Aalhla A rnria,
\LV) vvinen IIIIaIIbIClI ICuUIClLIU 1S Iciaully w vui IClbLD airc VVClIVCU l.U €nagcic a }Jllbe

to be negotiated without co mpetlton the reason shall be embodied in the
council minutes.
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(d) Any invitation to tender shall state the general nature of the intended

contract ann h cle . Adlok nt no:s 7y technical assistance to
prepare a s/ il i ir pprop te  s¢s. T invitation shall in addition
state thatte e m 1 adli~ =d tuecl <in the ordinary course of
post. Eac:. .z.der..., ... cnal. .2 _.ppliec ..ith a specifically marked

envelope in which the tender is to be sealed and remain sealed until the
prescribed date for opening tenders for that contract.

(e) The clerk in the pre-=1z- of i 'eac* ~r.~ member of the council shall open
all sealed tendersat =23a ti *c h Jrescribed date.

(f) If less than three te 215¢ rc v 1 contracts above £10,000 or if all
the tenders are ide ~al th. r.unc m  make such arrangements as it
thinks fit for procuring the goods or materials or executing the works.

(9) Any invitation to tender issued under this regulation shall contain a
stetement te the effect of etgpding nrdars R1 52 2. 6.4

h /h it nten dtce rino -ornre “leest no J0 ) L morethan

5 ) . I orthe Jppy o  ooc mi riic v ks ¢ vecialist

ser e2cas: ev cerca etoul’ar g var .(¢ 1. 2r shelow inthree
estimates or quotations (priced descriptions of the proposed supply).

(h) When it is to enter into a contract less than £20,000 in value for the supply of
goods or materials or for : e. :cu ¢ works or specialist services other than
such goods, materials, w«¢ 5 ol spa ‘s services as are excepted as set out in
paragraph (a) the Clerk or 'O shall o. 1 3 quotations (priced descriptions of the
proposed supply); where t. val'.e is bet  £1,000 and above £100 the Clerk or RFO
shall strive to obtain 3 estimates. Otherwise, Regulation 10 (3) above shall apply.

) Yiesth, thoe 2 Tt 30 tuotro var ecer (for 1w ¢ 2ot than
IC )OL =wore n£ O he ou 1 yme suc wanc 1€ s as
th sty oroc gttt J 1Is ai ore cufin hewce s.

(k) The councilsi * thec¢ g to ceptth westorany tender, quote or
estimate.

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER
CONSTRUCTION WORKS

Paymen ¢ a »H ol 1w . ‘tric. ns | ke ac within the time
specifiec 1..eC t th ele npon ithor : cel ci s ofthe architect
or othe zonsu 1t en 2Jer tc supe se 2 oOF i (subject to any
percentage withholding as may be agreed in the particular contract).

Where contracts provide for payment by instalments the clerk shall maintain a
record of all such payments. In 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 by 5% or more the variation shall be reported to the council.
Any variation to a contract or addition to or omission from a contract must be
approved by the councii and the cierk to the coniractor in writing, the council
being informed where the final cost is likely to exceed the financial provision.
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16.0

16.1

STORES AND EQUIPMENT

The clerkordes 1 d 1 «ctorsi !'be :30ns e for the care and custody
of any storesar 2c .pr it

Delivery notes shall be obtained In respect of all goods received or otherwise
delivered and goods must be checked as to order and quality at the time
delivery is made.

Stocks shall be kept vie i mu 1 els consistent with operational
requirements.

The clerk shall be respo  bie1 pe od I ks of stocks and stores.

PROPERTIES AND ESTATES

1. cle sk wi ake ap, 0 ate ar- igene S ri cv o ror tiu:deeds
f o tie ~wn by 1 cour reCc g ! at ), e rt plan,
2t 2n , puie s details natire o» € m. 25 te. i¢c  cran 1, rents
payable anu suwiposce for winclh hews ino acecraance with Accol. s w.d Audit
Regulations 2015.

No property shall be sold, leased or otherwise deposed of without the authority
of the council, together witk. ~~y Z*ac~ ~on onts required by law, save where the
estimated value of any one mcftar. le moveable property does not exceed

£50.

INSURANCE
75.7" The ~lark shpll mala snaragriate 2 van~~~ent= *~+ th~ ~1=*acv~f al| title
s Yjep e m b he o il ech ‘~qa @# tal
grin,. Yand got i “cl 18 tI cour sins 2.

15.1 Following an annual risk assessment, the RFO shall effect all insurances
and negotiate all claims on the Council's insurers

The clerk shallgi  p° motr fic on the:co ci of all new risks, properties
and equipment tl Wire ¢ 21 1 u. of any alterations affecting
existing insurances

The clerk/RFO shan keep a recora of an insurances affected by the council and
the property and risks covered thereby and annually review it.

The council shall be notified of any loss liability or damage or of any event likely
toleadt .« im n ~ha 2pu hese« €ne avil e "eeting.

All appr ie e Hl' ,ees fthz2 wuncil allb r:luc 1 1 suitable fidelity
guarante insur c¢ wl 1 tha cove the iax'm 1 sk exposure as
determiiicu by thie council.

RISK MANAGEMENT

The clerk/RFO shall prepare and promote risk management statements in
respect of all activities of the council.
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16.2 When considering any new activity the clerk/RFO shall prepare a draft risk

17.3

management policy for the activity and shall hrinn a draft addressing the legal
and financial lic it > ¢ | kmz ger 1t .cst 1iat arise to council for
considerationar i ou it *nprodr 2, & Lion.

The Council shall carry out a Financial Risk Assessment on an annual basis in

accordance with the Accounts and Audit Regulations 2003 and 2006, and any subsequent
amendments thereto. The minutes shall record such review of the financial risks.

17.0 REVISION OF FINANC _RE. Jl .Tlt S

17.1

Key

It shall be the duty of the council to review the financial regulations of the
council from time to time.

t cl ge

Changes made and agreed Jan 18™ Meeting

Additional suggesstionsf rom tt Society °Lcal Clerks
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