
 

CLARBOROUGH & WELHAM PARISH COUNCIL 
 

FINANCIAL REGULATIONS 
 

 1. General 
 

Financial regulations provide the framework for managing the Council’s financial affairs.  They apply to every Member and 

Officer of the Council and anyone acting on its behalf.  Standing Order 28 requires the Council to consider and approve 

financial regulations drawn up by the Responsible Financial Officer, which shall include detailed arrangements in respect of the 

following: 

 

Matters referred to in Standing Orders 11, 17 and 18 - see Financial Regulations 2, 3 and 4; 

The accounting records and systems of internal control - see Financial Regulation 5; 

The work of the Internal Auditor; and the inspection and copying by councillors and local electors of the Council’s accounts 

and/or other financial records - see Financial Regulation 6; 

Procurement policies - see Financial Regulations 11 to 13; 

The assessment and management of financial risks faced by the Council - see Financial Regulations 15 and 16. 

 

These financial regulations may only be amended or varied by resolution of the Council - see Financial Regulation 18. 

 

The Responsible Financial Officer (RFO), under the direction of the Council, shall be responsible for the proper 

administration of the Council’s affairs and shall produce financial management information as described within these 

regulations and as and when requested by the Council. The Clerk is the Council's designated RFO. 

 

 2. Expenditure (SO 11) 
 

Any expenditure incurred by the Council shall be in accordance with these financial regulations, which shall be reviewed 

annually unless the Council decides otherwise.  The Council’s financial regulations may make provision for the authorisation 

of the payment of money in exercise of any of the Council’s functions to be delegated to a committee, sub-committee or to 

an employee.  In the unlikely event that any proposed contract for the supply of goods, materials, services and the execution 

of works has an estimated value in excess of £60,000, the Council shall have regard to recommended procurement practices 

on the basis of a formal tender and, where appropriate, to the Public Contracts Regulations 2006 (SI No.5, as amended) and 

the Utilities Contracts Regulations 2006 (SI No. 6, as amended) and, if either of those Regulations apply, the Council must 

comply with EU procurement rules.  Neither the Council, nor any committee, is bound to accept the lowest tender, estimate 

or quote. 

 

 3. Accounts and Financial Statement (SO 17) 
 

All accounting procedures and financial records of the Council shall be determined by the RFO in accordance with the 

Accounts & Audit Regulations 2003 as amended. 

 

The Responsible Financial Officer shall submit for approval by the Council as soon as practicable after 31 March in each year a 

detailed financial statement prepared on the appropriate accounting basis for the year ended 31 March. The summarised 

Statement of Accounts of the Council including the annual governance statement (which is subject to external audit) shall be 

presented to the Council for formal approval before 30 June or as otherwise necessary to comply with the timescales set by 

the external auditor in accordance with the Accounts and Audit Regulations 2003 as amended. 

 

 4. Estimates, Budget and Precept (SO 18) 
 

Any committee desiring to incur expenditure in the coming financial year shall give the RFO a written estimate of the 

expenditure recommended for that year no later than the end of December. 

 



 

A budget including detailed estimates of all income and expenditure for the current and forthcoming financial years shall be 

prepared annually by the RFO for consideration by the Council.  The Council shall approve this document, with or without 

amendment, which shall be adopted as the revised budget for the current financial year and the budget for the coming 

financial year, at a meeting before the end of January. 

 

The Council shall issue, through the RFO, a precept (being an instruction to the billing authority for payment to the Council 

of amounts raised through local taxation) for the coming financial year no later than the end of February. 

 

Approval of the budget and of the amount to be included in the precept shall be given only at a duly convened meeting of the 

Council and shall not be delegated to any committee, sub-committee or officer. 

 

The annual budget shall form the basis of financial control for the ensuing year. The RFO shall bring to the attention of the 

Council any factors likely to cause significant under- or over-spending on the budget. 

 

 5. Accounting Records, Routine Expenditure and Budgetary Control 
 

The RFO shall maintain up-to-date records of receipts and payments within each financial year and shall reconcile these 

records with the monthly bank statements.  A summary of transactions to date within each year shall be supplied to the 

Council at least every quarter.  Any significant variations from the approved budget shall be reported to the Council. 

 

Expenditure on routine revenue items (but excluding items of grant aid and items subject to the obtaining of competitive 

quotations) may be incurred up to the amount included for that class of expenditure in the approved budget without 

reference to the Council.  No expenditure may be incurred which will exceed the amount provided in the revenue budget for 

that class of expenditure unless the Council has approved it.  During the year to which the budget relates and with the 

approval of the Council, unspent and available amounts may be moved to or from other budget headings or to or from 

reserves.  Unspent provisions in the revenue budget shall not be carried forward to a subsequent year unless placed in an 

earmarked reserve by resolution of the Council. 

 

The Chairman or Clerk may incur expenditure on behalf of the Council which is necessary to carry out any repair, 

replacement or other work which is of such urgency that it must be done at once, whether or not there is any budgetary 

provision for the expenditure, subject to a limit of £250.  The Chairman or Clerk shall report the action to the Council as 

soon as practicable thereafter. 

 

No expenditure shall be incurred in relation 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 borrowing approval 

has been obtained. 

 

 6. Audit and inspection of the accounts 
 

The Council through the RFO shall ensure that there is an adequate and effective system of internal audit of the Council’s 

accounting, financial and other operations in accordance with regulation 5 of the Accounts & Audit Regulations 2003 as 

amended.  Any member of the Council shall, if the RFO or internal auditor requires, make available such documents of the 

Council which appear to the RFO or internal auditor to be necessary for the purpose of the internal audit and shall supply the 

RFO or internal auditor with such information and explanation as is considered necessary. 

 

The RFO shall make arrangements for the opportunity for inspection of the accounts, books and vouchers by councillors, 

local electors and other interested parties, as required by Audit Commission Act 1998 section 15 and the Accounts & Audit 

Regulations 2003 as amended. 

 

The RFO shall 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. 

 

The internal auditor shall be appointed by, and shall carry out the work required by, the Council in accordance with proper 

practice and as required annually by the Audit Commission.  The internal auditor, who shall be competent and independent of 

the operations of the Council, shall report to the Council each financial year. 



 

 7. Banking arrangements, Cheques and other methods of payment 
 

The Council’s banking arrangements shall be made by the RFO and approved by the Council.  They shall be regularly 

reviewed for efficiency. 

 

All payments shall be effected by cheque or other order drawn on the Council’s bankers, with the proviso that the Council 

may from time to time approve the payment by Direct Debit, Standing Order or other form of automated payment of 

specified categories of expenditure, subject to appropriate measures for budgetary control being in place. 

 

Invoices shall be examined, verified and certified by the Clerk who shall satisfy himself that the work, goods or services to 

which the invoice relates shall have been received, carried out and approved. 

 

All cheques drawn on the bank account shall be signed by two members of the Council, as described below. 

 

The Council at its Annual Meeting shall appoint at least two members to act as authorised signatories on the bank account or 

accounts.  Such members shall be authorised to sign cheques or other orders for payment at the request of the RFO, either 

at meetings or otherwise.  On each occasion, the two members involved shall satisfy themselves as to the legitimacy of the 

payment and compliance with these financial regulations before signing any cheque or order for payment.  The counterfoil in 

the cheque book shall be checked for accuracy and initialled by the two signatories. 

 

All payments made (other than items previously approved for payment by Direct Debit, Standing Order or other form of 

automated payment) since the previous meeting shall be reported to the first available Council meeting and recorded in the 

Minutes of the meeting. 

 

The Council will not maintain any form of cash float.  Any payments made in cash by the Clerk (for example for postages or 

minor stationery items) shall be refunded on a regular basis, including a reimbursement as close to the end of each financial 

year as is reasonably practicable. 

 

 8. Payment of Salaries and Wages 
 

All salaries and wages shall be paid at rates agreed by the Council. 

 

At the time of preparation of these financial regulations, the Council was not contemplating appointing or continuing the 

appointment of any employee who would be in receipt of salaries or wages reaching the statutory levels at which accounting 

for income tax or national insurance would become necessary.  The Clerk shall have regard to any changes in the relevant 

regulations or to any proposed changes in the Council's employment policies which would affect this situation, and 

immediately advise the Council accordingly.  The payment of any salaries or wages so affected shall be made in accordance 

with appropriate payroll records and the rules of PAYE and National Insurance currently operating. 

 

 9. Loans and Investments 
 

Any loans and investments shall be negotiated in the name of the Council.  The terms and conditions shall be approved by the 

Council. 

 

All investments of money under the control of the Council shall be in the name of the Council and documents relating 

thereto shall be retained in the custody of the RFO. 

 



 

 10. Income 
 

The collection of all sums due to the Council shall be the responsibility of and under the supervision of the RFO. 

 

All sums received shall be banked intact and the origin of each receipt shall be entered on the paying-in slip. 

 

The RFO shall promptly complete any VAT return/repayment claim that is required in accordance with the appropriate 

legislation. 

 

11. Orders for work, goods and services 
 

An official order or letter shall be issued for all work, goods and services unless a formal contract is to be prepared or an 

official order would be inappropriate.  Copies of orders shall be retained and controlled by the RFO. 

 

All members 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 transaction, for example by 

obtaining three quotations or estimates from appropriate suppliers or as otherwise described in Financial Regulation 12 

below. 

 

The RFO shall verify the lawful nature of any proposed purchase before the issue of any order. 

 

 12. Contracts 
 

Procedures as to contracts are as follows: 

 

Where it is intended to enter into a contract exceeding £1,000 for the supply of goods or materials or for the execution of 

works or specialist services the Council, through the Clerk, shall invite tenders from at least three firms.  The Council may 

agree, by resolution, to waive this requirement if either (a) the Council considers it to be beneficial to negotiate a new price 

with an existing contractor or (b) the resolution is supported by two-thirds of the members present and specifies the reason 

for waiving the requirement. 

 

Any invitation to tender shall state the general nature of the intended contract; 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. 

 

When it is intended to enter into a contract less than £1,000 but in excess of £100 in value the Clerk shall obtain two 

estimates. 

 

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

 

 13. Payments under contracts for building or other construction works 
 

Payments on account of the contract sum shall be made within the time specified in the contract by the RFO upon the issue 

of an authorised certificate.  Where contracts provide for payment by instalments the RFO 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 a report shall be submitted to the Council. 

 

Any variation to a contract or addition to or omission from a contract must be approved by the Council and Clerk to the 

contractor in writing, the Council being informed where the final cost is likely to exceed the financial provision. 

 



 

 14. Properties and Estates 
 

The Clerk shall make appropriate arrangements for the custody of all title deeds of properties owned by the Council and shall 

ensure as far as reasonably practicable that records are maintained of all properties owned by the Council, recording the 

location, extent, plan, reference, purchase details, nature of the interest, tenancies granted, rents payable. 

 

No property shall be sold, leased or otherwise disposed of without the authority of the Council, together with any other 

consents required by law, save where the estimated value of any one item of tangible movable property does not exceed £50. 

 

 15. Insurance 
 

Following consideration of a risk assessment, the RFO shall effect all insurances and negotiate all claims on the Council’s 

insurers.  The RFO shall keep a record of all insurances effected by the Council and the property and risks covered thereby 

and annually review it.  All appropriate employees of the Council shall be included in a suitable fidelity guarantee insurance 

which shall cover the maximum risk exposure as determined by the Council from time to time. 

 

 16. Risk Management 
 

The Clerk shall prepare and promote risk management policy statements in respect of all activities of the Council.  When 

considering any new activity the Clerk shall prepare a draft risk management policy for the activity and shall bring a draft 

addressing the legal and financial liabilities and risk management issues that arise to the Council for consideration. 

 

 17. Charities 
 

At the time of preparation of these financial regulations, the Council was not a trustee of any charitable body.  In the event 

that the Council becomes sole trustee of a charitable body the RFO shall ensure that separate accounts are kept of the funds 

held on charitable trusts and separate financial reports made in such form as shall be appropriate, in accordance with Charity 

Law and legislation, or as determined by the Charity Commission.  The RFO shall arrange for any audit or independent 

examination as may be required by the Charity Law or any Governing Document. 

 

 18. Revision of Financial Regulations 
 

It shall be the duty of the Council to review the Financial Regulations of the Council from time to time. 

 


