South Wootton Parish Council

Financial Regulations
These Financial Regulations apply in addition to the existing Standing Orders of the Parish Council.

The Responsible Financial Officer (RFO) for South Wootton Parish Council shall be the Parish Clerk and he/she shall have all the responsibilities delegated to the appointment.

If he/she ceases to be the Clerk, all delegated powers will  be undertaken by the Council Chairman and the Finance Committee Chairman until a new Clerk/Responsible Financial Officer is appointed.

General:

1. These Financial Regulations shall govern the conduct of all financial transactions of the Parish Council and its Committees, and may only be varied by Resolution of the full Parish Council on the recommendation of the Finance Committee.

2. The Responsible Financial Officer (RFO), under the direction of the Parish Council, shall be responsible for the proper administration of the financial affairs of the Parish Council.

3. The RFO shall be responsible for the production of all financial management information.

Accounting and Financial Monitoring:

4. All Accounting procedures and financial records of the Parish Council shall be maintained by the RFO and shall be to the requirements of the Accounts and Audit Regulations 2003, as modified or replaced by future Government regulations.

5. A reconciliation of account statements and expenditure shall be presented to the Parish Council every quarter.
6. At the January meeting of the Parish Council, the RFO, after consultation with the Finance Committee, shall present a review of the Parish income and expenditure to 31st December and his/her estimated income and expenditure to the end of the financial year – 31st March next.

7. The income and expenditure budget for the next financial year shall also be presented by the Finance Committee at this meeting for approval by the full Parish Council who will then agree the amount of Precept required for the following year to meet the anticipated needs of the Parish and as allowed by Government Regulations.
8. The RFO shall be responsible for completing the Annual Accounts as soon as possible after the end of the financial year and shall present them to the full Parish Council for approval before the Annual Parish Meeting in May.

9. The RFO shall be responsible for completing the Annual Financial Statements and Accounts of the Parish Council as required by the Audit Commission Act 1998 and future amendments, and to the satisfaction of the Internal and External Auditors, and shall be responsible for maintaining an adequate and effective system of internal audit of the Parish Council’s accounting, financial and operations as agreed with the Finance Committee and in accordance with the Accounts and Audit Regulations 2003, as modified or replaced by future Government regulations.  

10. The RFO shall make arrangements for the opportunity for inspection of the accounts, books, and vouchers and for the display or publication of any Notices and statements of account required by Audit Commission Act 1998 and the Accounts and Audit Regulations. 
11. The RFO 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.

Financial Control, Banking, Cheques and Payments:
12.The Parish Council’s banking arrangements shall be made by the RFO in consultation with the Finance Committee and be subject to approval by the full Parish Council. They shall be regularly reviewed for efficiency.

13.All loans and investments shall be negotiated by the RFO in the name of the Parish Council and shall be for a set period of time in accordance with the Policy of the Parish Council.

14.All investments of any money under the control of the Parish Council shall be in the name of the Parish Council only.

15.All invoices for Parish Council expenditure shall be sent to the RFO only.

16. All payments shall be effected by cheque or other order drawn on the Council's bankers.
17.On arrival, each invoice for works or other extraordinary expenditure shall then be checked by the Chairman of the relevant Committee for satisfactory completion of the work charged for or that the goods were complete and of the correct quality, and then initialled for payment when satisfactory.

18.The RFO shall then check for accuracy and when satisfactory enter on the invoices to be paid list, make out the cheque, and enter the cheque number on the invoice and the list number on the invoice and on the cheque stub.

19. Each cheque and its invoice shall then be authorised by TWO of the three Parish Councillors who will sign the cheque, and initial the invoice and cheque stub.

20. A schedule of all payments since the last meeting shall be presented to each Parish Council meeting, shall be approved by the meeting and minuted.

21. The Council will not maintain any form of cash float. All cash received must be banked intact.  Any payments made in cash by the Clerk or RFO (for example for postage or minor stationery items) shall be refunded on a regular basis, at least quarterly.

Payment of Salaries:

22. Salary and wage cheques shall be paid to employees within three working      days after the end of the month.

23. The RFO/Clerk shall (unless otherwise arranged) be the direct Manager of all the employees of the Parish Council, check their timesheets, work out the deductions for income tax, national insurance, etc and authorise their wages for payment.

Income:

24. The collection of all sums due to the Council shall be the responsibility of  and under the supervision of the RFO.
 25.The Council will review all fees and charges annually, following a report of the Clerk. 
26.All sums received on behalf of the Council shall be banked intact as directed by the RFO. In all cases, all receipts shall be deposited with the Council's bankers with such frequency as the RFO considers necessary.
27. The origin of each receipt shall be entered on the paying-in slip.
Contracts:

28.Procedures as to contracts are laid down as follows:

a) Every contract shall comply with these financial regulations, and no 

exceptions shall be made otherwise than in an emergency provided that 

these regulations shall not apply to contracts which relate to items (i) to 

(v) below:

(i) for the supply of gas, electricity, water, sewerage and telephone 
                services;

(ii) for specialist services such as are provided by solicitors, 
accountants, surveyors and planning consultants for which prior approval has been obtained by the full Council;
(iii) for work to be executed or goods or materials to be supplied 
                which consist of repairs to or parts for existing machinery or 
                equipment or plant;

(iv) for work to be executed or goods or materials to be supplied 
                which constitute an extension of an existing contract by the  

                Council;

(v) for goods or materials proposed to be purchased which are    

                proprietary articles and/or which are sold only at a fixed price.
b) Where it is intended to enter into a contract:-

(i) All orders for non-routine expenditure of more than £1,000 must be supported by a specification and three quotations, and be approved and minuted at a full Parish Council meeting before the order is placed by the RFO in writing to the approved supplier, quoting the price and enclosing the agreed specification.

(ii) All orders for Parish Council routine expenditure over £200 shall be made in writing by the RFO only (except in exceptional circumstances when the Parish Council Chairman with the Chairman of the Finance Committee may place orders on the Parish Council’s behalf).

(iii) When applications are made to waive financial regulations relating to contracts to enable a price to be negotiated without competition the reason shall be embodied in a recommendation to the Council.

(iv) Such invitation to tender shall state the general nature of the intended contract and the Clerk shall obtain the necessary technical assistance to prepare a specification in appropriate cases. The invitation shall in addition state that tenders must be addressed to the Clerk in the ordinary course of post. Each tendering firm shall be supplied with 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.

(v) All sealed tenders shall be opened at the same time on the prescribed date by the Clerk in the presence of at least three member of the Council.

(vi) If less than three tenders are received for the contracts above £1,000 or if the tenders are identical the Council may make such arrangements as it thinks fit for procuring the goods or materials or executing the works.

(vii) The Council shall not be obliged to accept the lowest or any tender, quote or estimate.

Asset Management:

29.The Parish Council’s Asset Register shall be maintained by the RFO.
Risk Assessment:
30. The RFO/Clerk, in consultation with the appropriate Committee, shall carry out a Risk Assessment of all the Parish Council’s activities, and shall bring to the Parish Council a draft Risk Management Policy and Recommendation for consideration  and, when appropriate, adoption.

Insurance:

31.Following the Risk Assessment, the RFO shall effect all insurances and negotiate all claims on the Council’s insurers.

32.The RFO shall give prompt notification of all new risks, properties or vehicles which require to be insured and of any alterations affecting existing insurances.

33.The RFO shall keep a record of all insurances effected by the Council and the property and risks covered thereby and annually review it.

34.The RFO shall be notified of any loss liability or damage or of any event likely to lead to a claim.

35.All appropriate employees of the Council shall be included in a suitable fidelity guarantee insurance.

Revision of Financial Regulations:

36. It shall be the duty of the Parish Council to review these Financial Regulations on a three year cycle.
37.This document was agreed by the full Parish Council on  6th November 2013 and will be reviewed in 2016 or sooner in the event of circumstances.

Signed..............................................     Dated......................................

Chairman of the Parish Council
