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1 INTRODUCTION

1.1 Financial Procedure Rules (previously known as Financial Regulations) provide the framework for good governance in the management of the Council’s financial affairs.  They apply to every Board, Committee, member and officer of the Council and anyone acting on its behalf.

1.2 It is the responsibility of all Members and officers to comply with the Council's Financial Procedure Rules. 

1.3 The provisions of these Procedure Rules shall not prevent the Chief Executive or Service Unit Manager from incurring expenditure which is essential to meet immediate needs created by a sudden emergency or which is referred to in Section 138 of the Local Government Act 1972. However, prior to any financial commitment being made the appropriate Service Unit Manager shall consult, wherever possible, the Chief Executive and the Borough Treasurer. In addition, the matter shall also be reported, as soon as practicable, to the appropriate Board.

1.4
Section 151 of the Local Government Act 1972 requires every local authority “to make arrangement for the proper administration of their financial affairs and secure that one of their Officers has responsibility for the administration of those affairs” The Council has appointed the Borough Treasurer as the Section 151 Officer and the Head of Finance as the designated deputy.
SECTION A: FINANCIAL MANAGEMENT

INTRODUCTION

A.1
Financial management covers all financial matters in relation to the running of the Council.

THE FULL COUNCIL

A.2
The Full Council is responsible for approving procedures and for recording and reporting decisions taken. The Terms of Reference and the delegations to Boards and Sub Boards and delegation to officers are set out in the Constitution.
A.3
Within these procedure rules, the Policy & Organisation Board shall be construed to be the Proper Board to which matters shall be referred, unless otherwise stated.
COUNCIL MANAGEMENT TEAM
Section 151 Officer 
A.4
The Council has appointed the Section 151 Officer statutory duties in relation to the financial administration and stewardship of the Council (in the absence of the Section 151 Officer, the Head of Finance shall exercise these functions as deputy). This statutory responsibility cannot be overridden.
A.5
The Section 151 Officer is responsible for:
· the proper administration of the Council’s financial affairs

· setting and monitoring compliance with accounting and financial management procedures and standards including International Financial Reporting Standards (IFRS)

· maintaining an effective and adequate internal audit and all audit arrangements

· advising on the Council’s finances

· providing financial information

· preparing and controlling forward financial plans, budget strategies, the revenue budget, the capital strategy and capital programme

· treasury management and banking arrangements

· All financial staff as Head of Profession

· schemes of financial delegation

· financial and related IT systems

· procedures and controls for ordering services, supplies and works

· payment of accounts and collection of income.

A.6
Section 114 of the Local Government Finance Act 1988 (the Act) requires the Section 151 Officer to report to the Council and external auditor if the Council or one of its officers: 
· has made, or is about to make, a decision which involves incurring unlawful expenditure

· has taken, or is about to take, an unlawful action which has or would result in a loss or deficiency to Gosport Borough Council

· is about to make an unlawful entry in Gosport Borough Council’s accounts.

A.7
Section 114 of the Act also requires: 

· the Section 151 Officer to nominate a properly qualified member of staff to deputise should he be unable to perform the duties under section 114. 


· that the Council provides the Section 151 Officer with sufficient staff, accommodation and other resources – including legal advice where this is necessary – to carry out the duties under Section 114.

Other Chief Officers 

A.8
These officers are responsible for: 
· ensuring that Members are advised of the financial implications of all proposals and that the financial implications have been agreed by the Section 151 Officer or his deputy.

· operating financial processes within their Units.  To do this they must ensure that adequate operational controls are in place.

· controlling expenditure and income, monitoring performance and taking the necessary action to remain within budgets and cash limits.

A.9
It is the responsibility of Service Unit Managers to consult with the Section 151 Officer and seek approval regarding any matters that are liable to significantly affect the Council’s finances, before any commitments are incurred. 

Virement 

Revenue

A.10
The Full Council is responsible for agreeing procedures for virement of expenditure between budget headings. 

A.11
The virement regulations below are aimed at providing the flexibility for Service Unit Managers to ensure that approved budgets are not exceeded while at the same time allowing for the delivery of services in line with the Council’s policies and plans.

A.12
Virements less than £20,000 can be approved by the Service Unit Manager after agreement with the Section 151 Officer and the Chief Executive. Over £20,000 requires the further approval of the appropriate Board(s).

A.13
Virements between Boards of more than £50,000 require approval from the Section 151 Officer, Chief Executive and the appropriate Board(s). They must also be approved by the Policy & Organisation Board.

Capital

A.14
Virements of less than £20,000 between approved schemes can be approved by the Service Unit Manager after agreement with the Section 151 Officer and Chief Executive. Applications for virements of more than £20,000 between approved schemes must be made to the appropriate Board by the Service Unit Manager for approval.

A.15
Virements between Boards of more than £50,000 require approval from the Section 151 Officer, Chief Executive and the appropriate Board(s). They must also be approved by the Policy & Organisation Board.

Supplementary Estimates

A.16
Supplementary estimates are a last resort and will only exceptionally be approved by both the Section 151 Officer and Chief Executive. They must also be approved by the Policy & Organisation Board.

Revenue
A.17
Where expenditure budget provisions are estimated to be exceeded or an income budget provision not achieved by more than £20,000, and a virement is not possible, then the Service Unit Manager responsible for the budget, following consultation with the Section 151 Officer, should apply to the appropriate Board for a supplementary estimate for the estimated overspend or shortfall of income. Board recommendations shall be referred to the next available meeting of the Policy & Organisation Board. 

Capital

A.18
If the estimated cost of a scheme or project included in the Capital Estimates is likely to exceed the approved expenditure by more than 10% or £100,000 whichever is the lesser (subject to a minimum of £20,000), and a virement is not possible, the Service Unit Manager responsible for controlling the expenditure on that scheme or project, following consultation with the Section 151 Officer, shall apply to the appropriate Board for a supplementary estimate for the amount of the estimated overspending. Board recommendations for any excess expenditure arising from other variations or changes to a scheme shall require the approval of the next available meeting of the Policy & Organisation Board.

Treatment of year-end balances

A.19
The treatment of year-end balances resulting from under and overspendings on budget headings shall be approved by the Policy and Organisation Board as part of the final accounts process.

A.20
Revenue budget carry forwards will generally not be permitted.

A.21
Capital programme slippage will be reported to Policy & Organisation Board as part of the final accounts process. 
Accounting policies
A.22
The Section 151 Officer is responsible for determining accounting policies and financial systems and ensuring that they are applied consistently.

Accounting records and returns
A.23
The Section 151 Officer is responsible for determining the accounting procedures and records for the Borough Council.

Journals

A.24
All individual journals over £50,000 are subject to monthly review by senior accounts staff and a further check of the monthly files are subject to review by the Section 151 Officer or his deputy. 

The annual statement of accounts

A.25
The Section 151 Officer is responsible for ensuring that the annual statement of accounts is prepared in accordance with statutory timescales and the applicable Codes and reporting financial standards.  .  Policy & Organisation Board is responsible for approving the Council’s Statement of Accounts and Annual Governance Statement.  

SECTION B: FINANCIAL PLANNING

BUDGETING
Budget format
B.1 The general format of the budget will be approved by the Council on the advice of the Section 151 Officer.  The draft budget should include allocations to different services and projects, potential taxation levels and will be prepared with due regard to the Medium Term Financial Strategy and annual Budget Strategy. 
Budget preparation

B.2 The Section 151 Officer shall prepare and present the annual estimates of revenue income and expenditure to the Council’s Boards with due regard to the relevant codes of practice. 

Policy and Organisation Board

B.3 The Policy and Organisation Board shall oversee the budget policy and strategy, Medium Term Financial Strategy and Budget and shall recommend to Council detailed estimates for approval. The Council shall determine the level of Council Tax for each property Band to be levied in the next financial year, by no later than 11th March in each year.

Budget monitoring

B.4 Service Unit Managers are responsible for ensuring that expenditure and income budgets assigned to their staff are monitored and controlled against the Council’s approved budget.

B.5 The Financial Services Unit is responsible for providing other Service Unit Managers with financial information in order to enable them to monitor the performance of the operations and services under their control.

B.6 Accountants are to attend Section meetings to provide input on the budget situation and resolve any budgetary queries.

B.7 The Section 151 Officer shall submit regular budget monitoring reports to the Council Management Team and Council Members identifying changes in trends and resource requirements.

B.8 All Service Unit Managers should ensure that arrangements are in place for their staff to record time spent on appropriate projects and services.

Preparation of the capital programme

B.9 Capital Programmes shall initially be prepared by the Section 151 Officer in conjunction with Service Unit Managers to reflect either approved or intended Council projects and the likely availability of resources. 

B.10 On an annual basis Boards will consider and report their forward capital programmes to the Policy and Organisation Board. Any changes to these programmes will be considered by Boards and referred to the Policy and Organisation Board for approval. The Policy and Organisation Board shall recommend to the Council the total programme for approval for the ensuing financial year, after taking into account both capital and revenue resource implications.

SECTION C: RISK MANAGEMENT AND CONTROL OF RESOURCES

INTRODUCTION

C.1 Robust, integrated systems should be developed and maintained for identifying and evaluating all significant operational risks to the Council.  This should include the proactive participation of all those associated with planning and delivering services.

RISK MANAGEMENT
C.2 The Standards & Audit Sub Board is responsible for approving the Council’s risk management policy statement and strategy and for reviewing the effectiveness of risk management.  In addition, the Council is responsible for ensuring that appropriate reserves and insurances are maintained.

C.3 The Chief Internal Auditor is responsible for co-ordinating the Council’s risk management policy statement and for promoting it throughout the Council.

INSURANCE

C.4 The Section 151 Officer shall ensure that, after discussion with the relevant Service Unit Manager, the Council has appropriate insurance cover at all times.

Insurable Items and Interests

C.5 Service Unit Managers shall notify the Financial Services Unit promptly of all liabilities, risks, properties, assets and rights that could be insured and of any alterations that should be made to existing cover.

C.6 Service Unit Manager shall promptly notify the Financial Services Unit of every loss, liability or damage sustained, or event likely to lead to a claim, which is or may be covered by insurance. Where appropriate, e.g. suspected arson, the Service Unit Manager shall also inform the Police.
INTERNAL CONTROL
C.7 Internal control refers to the systems of control put in place to help ensure the Council’s objectives are achieved in a manner that promotes economical, efficient and effective use of resources and that the Council’s assets and interests are safeguarded.

C.8 The Section 151 Officer is responsible for advising on effective systems of internal control.  These arrangements need to ensure compliance with all applicable statutes and regulations and other relevant statements of best practice.  They should ensure that all funds are properly safeguarded and used economically, efficiently and in accordance with the statutory and other authorities that govern their use.

C.9 It is the responsibility of Service Unit Managers to establish sound arrangements for planning, appraising, authorising and controlling their operations in order to achieve continuous improvement, economy, efficiency and effectiveness and for achieving their financial performance targets.

AUDIT REQUIREMENTS

C.10 The Accounts and Audit Regulations 1996 require every Council to maintain an adequate and effective internal audit.

C.11 The Audit Commission is responsible for appointing external auditors to each Council.  The basic duties of the external auditor are governed by section 15 of the Local Government Finance Act 1982.

C.12 The Council may, from time to time, be subject to audit, inspection or investigation by external bodies such as HM Revenue & Customs, who have statutory rights of access.

INTERNAL AUDIT

C.13 The Section 151 Officer shall be responsible for maintaining a continuous and independent internal audit appraisal of the Council's internal control systems, as a service to the organisation. The Internal Audit Section shall objectively examine, evaluate and report on the adequacy of internal control as a contribution to the proper, economic, efficient and effective use of resources. 

REPORTING LINES

C.14 The Chief Internal Auditor shall report at least quarterly to the Standards and Audit Sub Board on the activities of Internal Audit.

AUDIT AUTHORITY

C.15 The Section 151 Officer and Chief Internal Auditor or authorised representative has authority to:

(a)
enter, at all reasonable times, any premises or land owned, leased or controlled by the Council

(b)
inspect and examine all records, accounts, leases, agreements, contracts, vouchers, correspondence and other documents of the Council

(c)
require and receive explanations on any matter under examination, either verbally or in writing

(d)
require any employee to produce and account for cash, stores, or other Council property under their control.

EXTERNAL AUDIT

C.16 The basic duties of the External Audit are defined in the Local Audit  and Accountability Act 2014.

C.17 Their duties are to review and report upon:

· All financial aspects of the Council’s corporate governance arrangements.
· the Council’s financial statements and incorporating results within the  “Annual Governance Report”.

· the External Auditors are to be given access, at all reasonable times, to premises, personnel, documents and assets as required

· VFM Conclusion (The External auditor’s conclusion on whether the audited body has put in place proper arrangements for securing economy, efficiency and effectiveness in its use of money, people and time.).
· to present to the Council their “Annual Audit Letter”.
PREVENTING FRAUD AND CORRUPTION

C.18 The Section 151 Officer is responsible for the development and compliance of an anti-fraud and corruption policy.

Potential fraud and corruption3
C.19 Where there is a suspicion of irregularity in the administration of the financial affairs of the Council, it is the duty of all individuals to report the matter to the Head of Internal Audit & Risk Assurance.

C.20 Where, upon investigation, reasonable grounds appear to exist for suspecting that a loss may have occurred as a result of misappropriation, irregular expenditure or fraud, the Chief Internal Auditor  shall decide, in consultation with the Chief Executive and Section 151 Officer, whether the circumstances require further investigation by the Police and take appropriate action.  The Chief Executive, Section 151 Officer and Monitoring Officer shall be consulted prior to referring any matter to the Police.

C.21 Where, upon investigation, the Chief Internal Auditor  believes that a loss may have occurred as the result of waste, 

C.22 extravagance or maladministration, a report on the matter shall be submitted to the relevant Service Unit Manager, Section 151 Officer, Chief Executive and Monitoring Officer.

ASSETS

C.23 Service Unit Managers should ensure that records and assets are properly maintained (inventory) and securely held.  They should also ensure that contingency plans are in place for the continuity of service and the security of assets in the event of disaster or system failure.

LAND (inc. leases etc.)
Terrier

C.24 A terrier of all land owned by the Council shall be maintained by the Head of Property Services.

Sale and Purchase of Land

C.25 Unless covered under the Scheme of Delegation to Officers or falling within the terms of reference of a Board, land shall not be sold, purchased or leased except as authorised by the Economic Development Board. The Board must be presented with a report prepared by the relevant Service Unit Manager in consultation with the Borough Solicitor, Financial Services Manager and the Head of Property Services containing a detailed evaluation (including a reason for the proposal, the overall implications of the proposal, a valuation and risk assessment) of the consequences and implications of such sale or purchase.

TREASURY MANAGEMENT

C.26 The Council has adopted CIPFA’s Code of Practice for Treasury Management in Local Authorities.

C.27 The Council is responsible for approving the Treasury Management policy statement setting out the matters detailed in paragraph 15 of CIPFA’s Code of Practice for Treasury Management in Local Authorities. The policy statement is proposed to the Full Council.  The Section 151 Officer has responsibility for implementing and monitoring this statement.

C.28 The Section 151 Officer is responsible for ensuring an appropriate Treasury Management Strategy is adopted by Council at or before the start of each financial year.

Borrowing

C.29 The Section 151 Officer has authority to arrange the borrowings necessary to finance the Council's Capital Programme, to defray payments to be met from revenue funds pending the receipt of sums due in respect of the same period, or to replace debts repaid as prescribed in the Council's Scheme of Delegation to Officers.

Lending

C.30 The Section 151 Officer has authority to invest or deposit any temporary surplus funds on the Wholesale Money Market. Such funds will only be placed with those institutions that meet the criteria approved by the Council.

C.31 The Section 151 Officer is responsible for reporting annually to Full Council on the activities of the Treasury Management operation.

BANKING

C.32 The opening of any Council bank account must be authorised by the Section 151 Officer or his deputy.

C.33 Direct debit instructions (DDI’s) for payment of invoice(s) must be signed by an authorised Officer under the agreed Council’s Bank Mandate. Further information regarding the signatories may be obtained from the Head of Accountancy.

C.34 Arrangements and terms for banking shall be in accordance with a contract that shall from time to time be subject to competitive tender.

C.35 All forms of cheque and cheque stationery shall be ordered, issued and controlled by the Financial Services Manager.

C.36 Cheques for less than £20,000 shall bear the lithographic signature of the Section 151 Officer. Cheques equal to or greater than £20,000 should be signed by an authorised signatory under the Council’s Bank Mandate. In exceptional circumstances manual cheques can be produced which are signed manually by an authorised signatory.

C.37 All payments sent electronically must be authorised by a designated Officer. Those greater than £20,000 (individual payment) should also be counter authorised by an authorised signatory.

STAFFING

C.38 Service Unit Managers shall exercise control over their staffing establishments within the approved annual staffing budgets.

C.39 Where a Service Unit Manager wishes to make changes the cost should be absorbed in the current year and future years' budgets.

C.40 Vacancies shall only be filled where they are essential to the services the Council provides and are subject to the approval of the Chief Executive, in consultation with the appropriate Board Chairman.

SECTION D: SYSTEMS AND PROCEDURES

INTRODUCTION

D.1 Sound systems and procedures are essential to an effective framework of accountability and control.

GENERAL

D.2 The Financial Services Unit is to advise on and supply the financial information that needs to be included in performance plans in accordance with statutory requirements and agreed timetables.

D.3 The Financial Services Unit shall be responsible for advising on the financial administration and accounting procedures and for the maintenance of all accounting records. Where records are maintained by service units the appropriate Manager shall have a duty to maintain a clear audit/management trail to support their management control responsibilities.

D.4 Service Unit Managers shall obtain the Head of Finances’ approval before introducing any books, forms or procedures or other records that relate to or may affect the Council's finances.

D.5 Service Unit Managers, in consultation with the Section 151 Officer, shall submit to the Head of Finance such information as the latter deems necessary for accounting and costing purposes and shall afford access at all reasonable times to all accounting records and documents which relate to or may affect the Council's finances.

D.6 Service Unit Managers shall ensure that as far as is practicable, the duties of staff concerned with financial systems and transactions are trained and they maintain an up to date procedural manual of fundamental financial systems.

COUNCIL TAX AND NATIONAL NON-DOMESTIC RATES

Register

D.7 The Financial Services Manager shall compile and maintain up-to-date records of all relevant properties and businesses.

Billing

D.8 The Financial Services Manager shall send appropriate bills promptly to those liable for Council Tax or National Non-Domestic Rates.

Collection and Recovery

D.9 The Financial Services Manager shall take all action necessary, in accordance with Council policy, to secure the prompt collection and recovery of amounts due.

INCOME

Collection

D.10 The collection of all money due to the Council shall be under the control of the Section 151 Officer and each Manager shall provide such information as may be required to record correctly and recover promptly all sums due. The use of electronic collection (direct debit) must be encouraged to all customers, where available. 

D.11 There is a statutory requirement for the Council to be aware of its cash income and to protect against the risk of becoming involved in money laundering. In order to assist with this requirement a limit on single cash transactions has been set at £5,000. All single cash transactions of this amount or greater must be reported to the Chief Internal Auditor  immediately.

Stationery

D.12 All receipt forms, books, tickets and other documents of a financial nature by which income is demanded or receipted, shall be ordered, controlled and supplied to Service Units by the Pay and Central Services Section, except where otherwise specifically approved by the Section 151 Officer. Service Unit Managers shall be responsible for the safe custody of such documents within their service units and for maintaining control over their use in accordance with arrangements approved by the Chief Internal Auditor .

Receipting

D.13 Every Service Unit Manager whose unit receives money on behalf of the Council shall comply with arrangements approved by the Chief Internal Auditor and Head of Finance concerning its acknowledgement and recording. This includes the issue of formal instructions to staff. Service Unit Managers shall also be responsible for the safe custody of the money and shall, promptly deposit it with the Cash Office.  Payment counterfoils shall be stamped, dated and signed by the Cashier, save where an approved machine receipting system is in use. No Officer shall give a receipt for money received on behalf of the Council on any form other than an official receipt form. All monies received should be banked or paid into the cashiers promptly and within 1 working day.

D.14 All cheques, money orders, postal orders and payment warrants received shall be immediately crossed with the name of "Gosport Borough Council".

D.15
All cheque (due to the abolition of the cheque guarantee service)

payments require clearance approval from Accountancy prior to a Council service being commissioned.

D.15 Money received shall not be used to cash personal or other cheques but shall be deposited intact.

Paying-in

D.16 Every Officer who pays money into the cash office or any other authorised cash collection point shall enter on the paying-in slip and on the counterfoil or duplicate particulars of such payment, including the receipt number(s) to which the payment(s) relates. In addition, for each cheque, the amount and the receipt number to which it relates shall be entered separately.  If a cheque is received in full or partial discharge of a debt, the counterfoil should be marked as such.

D.17 The Section 151 Officer shall be notified of all money due to the Council under contracts, leases, tenancies and other agreements that have been entered into on the Council's behalf as soon as possible and shall have access to the original documents and relevant particulars and information.

Sundry Debtors

D.18 Sundry debtors invoices will only be raised in response to a documented request in a format approved by the Head of Finance.
D.19 A sundry debtor invoice request form must be completed within 14 days of the date of supply or from when the debt was incurred.

D.20 Care must be taken to ensure that the debtors’ details, including full name, address and postcode, are entered correctly, and that the correct accounting and VAT codes are used.

D.21 Wherever possible, a formal legal agreement for the debt should be established which must be provided in the event of recovery action being necessary.

D.22 Wherever possible, efforts should be made to avoid raising small value invoices by encouraging the customer to pay in advance.

Bad Debts

D.23 Service Unit Managers shall refer to the Borough Solicitor all debts (other than Housing Rents and Local Taxation) which they are unable to recover following the recognised arrears process.

D.24 Service Unit Managers shall also inform the Financial Services Unit of any sums that have been referred to the Borough Solicitor.

D.25 The Borough Solicitor shall take all reasonable steps to recover such debts that are not considered as irrecoverable.

D.26 No sum of money due to the Council, after it has been correctly determined, shall be discharged otherwise than by payment in full or by writing off the debt or the unpaid portion of it on the authority of:

a)
both the appropriate Service Unit Manager and the Section 151 Officer, up to £20,000

b)
by the Policy and Organisation Board in excess of £20,000, following a report by the Section 151 Officer confirming that the debt is not recoverable at reasonable effort and expense.
D.27 An annual summary of all debt write-offs shall be notified to members of the Policy and Organisation Board by the Section 151 Officer.

Scales of Fees and Charges

D.28 Fees and Charges shall be reviewed as part of the Council’s annual budget process and amendments reported to the Policy & Organisation Board.

D.29 The recommendation of the Board on the amendment of the Scales of Fees and Charges shall be reported to the next available Full Council.

PURCHASE ORDERS

D.30 Paragraphs D33, D34 and D36 in this section do not apply to Housing (tenants requested repairs).

Ordering goods and services

D.31 A requisition shall be raised for all purchases.  

D.32 All requisitions shall be approved by the appropriate Senior Officer.

D.33 Request for a quote form shall be used for all non catalogue goods and will be sourced by Central Purchasing.

D.34 Official orders for all purchases, other than petty cash, shall only be placed in accordance with systems approved by the Head of Pay & Central Services, Head of Finance and the Chief Internal Auditor .

D.35 Orders for goods, works or services, other than recurring services eg.- public utility supplies etc. shall be on an official order form.

D.36 Each order shall specify and describe adequately the nature and quantity of the goods, works, services etc., required and any agreed prices. In addition, all incentives or inducements on ordering goods must be registered and reported prior to authorisation and recorded on the order.

D.37 Any changes to the terms of the order as issued originally shall be approved by the relevant Service Unit Manager.

D.38 No order shall be placed which will commit the Council to expenditure unless authority exists to incur such expenditure.

D.39 Official orders may not be used for the procurement of goods, materials or services for the personal use of an employee, except for the purchase of personal protective equipment.

EXPENDITURE

D.40 In order to comply with the Late Payment of Commercial Debts (Interest) Act 1998 the Section 151 Officer shall ensure that payment of all sums due from the Council is made promptly. Service Unit Managers shall be responsible for ensuring that all invoices and other accounts are sent for payment without delay, particularly where a discount is available. All procurement cards held within the Council must follow the same principles as set out in this section. In addition, these cards must be kept secure at all times. 

D.41 Prior to an invoice being authorised for payment, Service Unit Managers shall ensure that responsible officers under their control are satisfied that:

(a) invoices are date stamped on receipt

(b) the terms of the order have been complied with

(c) prices are in accordance with any quotation given or are otherwise reasonable

(d) the amount of the invoice is arithmetically correct

(e) all discounts have been taken

(f) appropriate entries have been made in stores records/inventories/copy orders etc

(g) the amount of the expenditure is provided for in the approved budgets and that the grid stamp is fully completed including the expenditure code and certification.  As a minimum the checked by, certified for payment, creditor number and expenditure code boxes must be completed on the grid stamp.

(h) the invoice has not been authorised previously for payment

(i) the account is not a photocopy or statement or Facsimile (unless approved by the Head of Finance)

(j) a pro-forma voucher is not being used as a substitute for an invoice

(k)
Value Added Tax has been correctly identified, checked and coded on official tax invoices

(l)
if an invoice is disputed, delayed or paid on a copy the details of this must be noted on the invoice.

D.42 Invoices must be authorised for payment without delay to comply with both payment terms and the Council’s Local Performance Indicator which requires payment of all invoices within 30 days. In the case of small or medium sized enterprises the Council will endeavour to make payment within 10 days of receipt of a correct invoice. 

Invoice Certification

D.43 Invoices for payment shall be independently initialled as checked. The form and content of the certification for payment shall be that required by the Financial Services Unit. Nominated certifying officers shall be required to provide the Head of Finance with specimen signatures and initials, together with an expenditure limit annually (as agreed by Council Management Team). Officers shall not certify any voucher payable to themselves, family relatives or organisation/club in which they have an interest. Separate officers shall carry out responsibilities for verifying receipt of goods, checking invoices and certification for payment.
Urgent Payments

D.44 Urgent payments are costly to process, so Units should keep requests for such payments to a minimum and only in cases where there is a genuine need. The use of electronic payment must be encouraged to all suppliers, where available, at all times (direct credit).

Payment of Salaries, Wages and Allowances

D.45 The payment of all salaries, wages and other allowances shall be under the control of the Section 151 Officer.

Changes

D.46 Service Unit Managers shall immediately notify the Head of Pay & Central Services, the Head of Personnel and the Chief Executive of all matters affecting staffing establishments and the payment of employees' remuneration and allowances, in particular:

(a)
appointments, resignations, dismissals, suspensions, secondment and transfer

(b)
absences from duty for sickness or other reasons, apart from approved leave

(c)
changes in remuneration, other than normal increments, pay awards and agreements of general or national application

(d)
information necessary to maintain records of service for superannuation, income tax, national insurance and items of a similar nature

(e)
significant changes in duties and responsibilities.

D.47 All notifications must be signed or approved by the appropriate Service Unit Manager.

Time Sheets

D.48 Service Unit Managers shall ensure that any required time sheets for staff under their control are properly completed and are examined and independently certified by a responsible officer.

Payroll Information

D.49 Service Unit Managers shall make available to the Head of Pay & Central Services all information necessary for the prompt and accurate preparation of payrolls. The arrangements shall include an approved form of time and pay records and such records may only be authorised by approved certifying officers as agreed with the Head of Pay & Central Services.

Allowances

D.50 All claims by Members and Officers for payment of car allowances, subsistence allowances, travelling and other expenses shall be submitted, duly certified, in accordance with the procedure approved by the Section 151 Officer.  Such claims may be authorised only by an approved certifying officer. Certifying officers may not certify their own claims. Claims submitted more than three months after the expenses were incurred will only be paid with the express approval of the Section 151 Officer, after consultation with the appropriate Service Unit Manager.

D.51 A certification by or on behalf of a Service Unit Manager shall be taken to mean that the certifying officer is satisfied that the journeys were for official business and that the most cost effective option was used, the expenses were properly and necessarily incurred and that the allowances are properly payable by the Council.

D.52 Officers in receipt of car allowances shall maintain a log of all mileage in respect of official business.

TAXATION

D.53 The Council is responsible for ensuring its tax affairs are in order. Service Unit Managers are to be provided with relevant information and kept up to date with tax issues and required record keeping. This will ensure that all taxable transactions are identified, properly carried out and accounted for within stipulated timescales. 

SECURITY

D.54 Each Service Unit Manager is responsible for maintaining proper security of all information, buildings, stocks, stores, furniture, equipment, documents, financial records, cash etc., under their control (including such information held on computer which shall be in accordance with the principles of the Data Protection Act 1998 and the Council’s policies). The Chief Internal Auditor shall be consulted in any case where security is thought to be defective or where it is considered that special security arrangements may be needed (e.g. intruder alarms).

Cash holding limits

D.55 Every effort should be made to bank monies within one working day. In those units that have access to a safe a maximum limit for cash holdings must be agreed with both the Financial Services Unit (for insurance purposes) and the Chief Internal Auditor .

Safe keys

D.56 Keys to safes, key safe boxes (where used) and similar receptacles shall be issued to named individuals who shall be held responsible for their safe custody; the loss of any such keys must be immediately reported to the Chief Internal Auditor .

Town Hall

D.57 Service Unit Managers shall refer any relevant matters to the Chief Executive or to the Manager who has responsibility for the overall security of the Town Hall.
ASSET REGISTERS

Preparation and maintenance

D.58 The Section 151 Officer shall be responsible for preparing and maintaining an asset register which shall record all Council owned land, buildings and assets initially costing (or currently valued at) greater than £10,000. This will include maintaining inventories and recording an adequate description of furniture, fittings, equipment, plant and machinery. Inventions, writing and software (including in-house developed spreadsheets) will give rise to Intellectual Property and various Acts of Parliament will cover different types of intellectual property. Service Unit Managers shall provide, on a regular basis, such information as is required by the Head of Finance for the maintenance of the asset register.

Verification

D.59 At least once a year the Section 151 Officer will require other Service Unit Managers to arrange for their portion of the register to be checked against the physical assets. The Head of Finance shall be advised of surpluses or deficiencies requiring amendment of the asset register.

Disposal

D.60 The disposal of any items considered to be obsolete or surplus to requirements shall be in accordance with the Council's Scheme of Delegation to Officers.

STOCKS AND STORES

Custody

D.61 Service Unit Managers shall be responsible for the custody and control of the stocks and stores in their units.

Accounts

D.62 The stores accounting records maintained by Service Unit Managers shall be approved by the Head of Finance and Service Unit Managers shall supply such information as is required for the Council's accounting and financial records.

Levels

D.63 Stocks shall not be in excess of reasonable requirements.

Valuation

D.64 The Head of Finance, in conjunction with Service Unit Managers, shall determine the method to be followed in the valuation of stores.

Stocktaking

D.65 Not less frequently than annually, Service Unit Managers shall ensure that a stock take of all stocks and stores in their units is carried out independently of the officers responsible for their custody. Where items are obsolete or surplus to requirements, the Manager shall dispose of them in accordance with the Council's Scheme of Delegation to Officers.

D.66 The Chief Internal Auditor may be represented at any stocktaking for the purpose of making test checks and shall be allowed to make test checks at any time.

Adjustment of stores records

D.67 Adjustments of stores records in consequence of discrepancies revealed by stocktaking shall be authorised by the appropriate Service Unit Manager and, if significant, shall be reported to the Head of Finance and Chief Internal Auditor.

Report to Head of Finance
D.68 The total value of stores written off in each financial year shall be reported to the Head of Finance.

Stores records

D.69 Details of stores received, returned or issued shall be entered promptly in the stores records.

Stores issues/returns

D.70 Stores issue/returns shall be made only against a properly completed official stores issues/returns note.

Other

D.71 A Service Unit Manager may, in consultation with the Head of Finance, instruct that the maintenance of records of particular items of stocks and stores are not necessary on economic grounds.

INFORMATION COMMUNICATION TECHNOLOGY

D.72 The acquisition and disposal of ICT equipment (hardware & software) shall be in accordance with the Council's approved IT strategy, which requires, inter alia, a detailed financial appraisal of any significant proposed investment.

D.73 The development or acquisition of software or systems shall comply with the principles of a recognised project management methodology e.g. PRINCE2.  Any deviation from the agreed methodology must be reported to Council Management Team.

D.74 All system selections must be signed off by the sponsoring Manager and the Head of Information Technology. 

D.75 The use of all ICT systems and equipment shall be in accordance with the standards and policies laid down for security, privacy and acceptable use.

D.76 The use of ICT systems and equipment shall comply with the Data Protection Act 1998 and other ICT related Law. 

D.77 Only official, licensed versions of authorised software from a known, reliable source shall be used on Council equipment.

SECTION E: EXTERNAL ARRANGEMENTS

PARTNERSHIPS

E.1 The Section 151 Officer shall ensure that accounting arrangements adopted relating to partnerships and joint ventures are satisfactory and that the overall corporate governance arrangements are satisfactory when contracts are arranged with external bodies. Service Unit Managers must ensure that the risks have been fully appraised before agreements are entered into with external bodies.

E.2 Service Unit Managers are responsible for ensuring that appropriate approvals are obtained before any negotiations are concluded in relation to work with external bodies.

EXTERNAL FUNDING 

E.3 The Section 151 Officer, in conjunction with the relevant Service Unit Manager, is responsible for ensuring that all funding notified by external bodies is received and properly recorded in the Council’s accounts.

WORK FOR THIRD PARTIES 

E.4 The Section 151 Officer and Borough Solicitor are responsible for approving the contractual framework for any work for third parties or external bodies.

� A Virement is an approved transfer of a budgetary sum of money between budget headings (a budget heading being a budget line in the budget book).


�  A supplementary estimate is an additional budgetary sum of money – generally from the Council’s reserves. 
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