
STINCHCOMBE PARISH COUNCIL

FINANCIAL PROCEDURES FOR COMPLIANCE WITH THE “ACCOUNTS AND

AUDIT REGULATIONS 2006 “

1-Responsible Financial Officer  

The Clerk of the Parish Council shall be the Responsible Financial Officer (RFO) of the Council

2-Parish Council Account  

The Financial Instrument of the Council shall be the Stroud & Swindon Building Society Treasurer’s Account number 13.08.819095.5. All transaction shall be conducted in accordance with the Rules of the Society. 

There shall be three authorised signatories whose specimen signatures are recorded in the Building Society Book, the Clerk/RFO, Chairman and Vice Chairman. In all but exceptional circumstances such as absence or illness all transactions shall be conducted by the Clerk/RFO. On such occasions the written agreement of the Clerk/RFO shall be obtained.

The Building Society Book shall be kept at all times for safekeeping at the address of the Clerk/RFO with the other Parish Council documents and records.

3-Transactions 

All transactions shall be conducted by cheque. No cash transactions are permissible.

4-Receipts 

All receipts shall be deposited by the Clerk/RFO within 48 hours of receipt and recorded in the Cash Book (See below)

5-Payments 

Payments can only be authorised on the basis of a valid invoice. Payments shall be by Building Society cheque and shall be recorded in the Cash Book and the cheque number recorded for audit purposes. The only exception to this rule shall be the payment of salaries to employees of the Council. Such payments may be by Building Society Transfer from the account of the Parish Council to the account of the employee where agreed by the employee.

No cash payments shall be allowed.

6-Authorisations of Payments 

All payments including payments of salaries shall be authorised on the basis of a resolution by the Parish Council and the authorisation duly recorded in the Minutes of the Meeting. The authorisation shall be recorded in the Statement of Receipts Payments and Authorisations (See below) together with the Minute number and signed by the Chairman of the Meeting and Vice Chairman, or one other Councillor in the absence of the Vice Chairman. Two signatures shall be required in every circumstance.

7- Statement of Receipts Payments and Authorisations 

This is the principal financial control document. Clerk/RFO shall prepare the Statement of Receipts Payments and Authorisations for presentation and approval at each Meeting of the Parish Council

The Statement shall record all Receipts and Payments since the previous Meeting and the Building Society Account balance at the date of the Meeting.

The Statement shall also listed all invoices received since the previous Meeting so that payment may be duly authorised by Councillors and the Minute number of the resolution allowing the payment duly recorded in the Statement (See above)  

The Statement shall be signed by the Chairman of the Meeting and Vice Chairman or one other Councillor in the absence of the Vice Chairman (See above) and appended to the Minutes of the Meeting.

8-Continuous Audit 

At each Meeting of the Parish Council Receipts and Payments since the previous Meeting and the accuracy of the Building Society Book shall be verified by the Chairman of the Meeting and Vice Chairman, or one other Councillor in the absence of the Vice Chairman and the accuracy of the balance verified. This shall be recorded in the Minutes of the Meeting.

All other Councillors shall be free to examine the Building Society Book if they so wish.

9-Cash Book 

Clerk/RFO shall record all transactions in the Cash Book. This shall clearly identify Discretionary Payments made under Section 137 of the Local Government Act and VAT payments.

10-VAT Payments and Income/Corporation Tax Payments 

Clerk/RFO shall ensure that all qualifying VAT payments and Income Tax deductions from the interest earned on the Building Society account are duly reclaimed.

11-Internal Financial Audit
Every year the Parish Council shall appoint a fully qualified Internal Auditor. The appointment shall be by a resolution of the Council and duly recorded in the Minutes of the Meeting.

Each year immediately following the closure of the financial year on 31st March of that year the Clerk/RFO shall prepare the Statement of Receipts and Payments in the format agreed with the Internal Auditor. He shall also arrange for all appropriate invoices, receipts, Cash Books and Building Society Books to be verified by Chairman and Vice Chairman and for the Statement of Receipts and Payments to be submitted for approval at a Meeting of the Parish Council. This approval shall be by formal resolution and duly recorded in the Minutes of the Meeting. The Statement shall then be signed by the Chairman.

Clerk/RFO shall also submit all invoices, receipts, Cash Books, Building Society Books and sections 1 and 2 of the Annual Return for verification by the Internal Auditor. Copies of Financial procedures, Standing Order, Budgetary Statements shall be submitted to the Internal Auditor if requested.

12-Annual Return
Each year the Annual Return shall be completed and returned to the External Auditor before the specified Date of Audit.

The External Auditor is appointed by the Audit Commission.

The Annual Return consists of four Sections.

Section 1- The Accounting Statement shall be completed by the Clerk/RFO on the basis of the Statement of Receipts and Payments (See above) and submitted for approval at a Meeting of the Parish Council. This approval shall be by formal resolution and duly recorded in the Minutes of the Meeting. Section 1 shall be signed by the Chairman. An explanation shall be provided for any significant variances from the Statement of the previous year. 

Section 2-The Annual Governance Statement shall be completed and formally approved by resolution of the Parish Council and the approval duly recorded in the Minutes of the Meeting. It will be signed by the Chairman and Clerk/RFO.

Section 3 is the External Auditor’s Certificate and Opinion.

Section 4 is the Annual internal Audit report and shall be completed by the Internal Auditor.

Clerk shall ensure that the Notice of Audit and a Notice of Closure of Audit are displayed on Notice Boards by the statutory dates.
13-Income and Expenditure Forecasts/ annual Budget   At the start of each Financial Year Clerk/RFO shall prepare a Forecast of Income and Expenditure for the ensuing year. The Forecast shall be submitted to a Meeting of the Parish Council for formal approval. This approval shall be by resolution and duly recorded in the Minutes of the Meeting.

Performance against the Forecast (Budget) shall be regularly reviewed during the year and at least at 6 monthly intervals.

This Forecast shall also form the basis of the annual Precept request.

14-Competitive Tendering
All expenditure in excess of £1000 shall be the subject of competitive tendering. A minimum of 3 quotations shall be obtained.

In cases where the required number of quotations has not been received this and the reason for the noncompliance shall be recorded in the Minutes of the Meeting at which a decision is reached on the bids.

15-Discretionary Payments under Section 137 of the Local Government Act
Payments may be made to Registered Charities which are potentially beneficial to the Residents of the Parish are permitted within the limits set by the Act and applicable at the time. Such payments shall be approved by a resolution of the Parish Council and recorded in the Minutes of the Meeting. They shall be clearly identified in the Cash Book and in the Annual Statement of Receipts and Payments.

Payments to political and religious organisations are not permitted.

16-Declaration of Income Tax
Clerk/RFO shall furnish the Council with an annual declaration that his salary has been included in his annual tax return.

J Larroucau

Clerk and RFO

22nd April 2010


