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SUNNINGHILL & ASCOT PARISH COUNCIL

Financial Regulations
[bookmark: _GoBack](reviewed May 2019)


1.	FINANCIAL ADMINISTRATION

1.1	The Parish Clerk as the responsible Financial Officer, under the direction of the Council, shall regulate and control the finances and accounts of the Parish Council and supervise and co-ordinate financial and accounting methods.(1.1 still applies if/should  the Council operate its Accounting through agency arrangement)

1.2	The Parish Clerk shall be responsible for the proper administration of the Council’s financial affairs and the production of financial management information.

2.	FINANCIAL PLANNING AND ANNUAL ESTIMATES

2.1	The Parish Clerk each year shall recommend to the Parish Council a programme of 	estimates for consideration.

2.2	Detailed estimates of income and expenditure shall be prepared each year by the Parish Clerk who will examine and complete the estimates and submit them to the Council by the prescribed date.

2.3	The Council shall review the estimates not later than December each year, together with such summaries, statements and reports as are considered desirable in order to enable Council to determine the precept to be levied for the ensuing year, these should include a review of pay and conditions of service for existing employees, identified Capital Programmes & associated costs.

3	BUDGETARY CONTROL

3.1	Expenditure on the revenue account may be incurred up to the amounts included in the approved budget, subject to the requirements of Standing Orders.

3.2	Expenditure may not be incurred which cannot be met from the amount provided within the net revenue budget when this is likely to result in an overspending in the year, unless a request for a supplementary estimate has been submitted to the Council. This regulation shall apply where such an event would result in an increase in net cost within the financial year.

3.3	Except as provided in the Standing Orders, all proposals involving expenditure on the capital account shall be the subject of an annual report to the appropriate Committee and the report shall include the full financial implications of the proposals.

3.4	The Council shall carry out a review of its expenditure and income at the same time as it undertakes its evaluation of the following year’s budgetary requirements.

4.	INCOME

4.1	The collection of all sums due to the Council shall be under the supervision of the Parish Clerk, who shall ensure adequate arrangements for prompt and proper accounting for all cash, including its collection, custody, control and deposit are maintained.

4.2	The Parish Council will agree the scale of fees and charges for each service on, at least, an annual basis following a report by the Parish Clerk.

4.3	Personal cheques shall in no circumstances be cashed out of money held on behalf of the Council.

4.4	Every transfer of official money from one member of staff to another shall be signed 	for by the receiving officer.

5.	BANKING ARRANGEMENTS

5.1	All arrangements with the Council’s Bankers shall be made by the Parish Clerk and approved by the Council.  The aforementioned officer shall be authorised to operate such banking accounts as considered necessary.

5.2	All payments of cheques shall be presented by presentation of a report on all payments in the appropriate period to a meeting of the Council. All cheques are to be signed by two Councillors.

6.	ORDERING PROCEDURES

6.1	Official instructions shall be issued for all work, goods or services to be supplied to the Council over £1000 and such instructions should be signed by the Parish Clerk, where possible the instruction should specify any cost which has been agreed, except where emergency repair/maintenance is required.  Email signature is considered valid.

6.2	Each order raised shall conform with the directions of the Council with respect to the Standing Orders.

7	PAYMENT PROCEDURES

7.1	Apart from petty cash payments, the normal method of payment of money due from the Council shall be by cheque. Payment by Direct Debit, BACS, internet and card payments are only to be used for the supply of utilities if approved by the Annual Council and where cheque payment is neither possible or efficient.  Internet purchases can only be made with the approval of two cheque signatories and up to a sum of £1 000 per transaction. Currently direct debit payments are made for the Parish Council mobile phone and internet dongle, the office photocopier and payroll provision.







7.2	All invoices for payment shall be examined, verified and certified by the Parish Clerk.  Before certifying an invoice the Clerk shall satisfy himself that the work, goods or services to which the invoice relates have been received, carried out, examined and approved. The invoice should then be checked for arithmetical accuracy and coded to the appropriate expenditure head.  The Parish Clerk/Councils Accountant shall take all reasonable steps to settle all invoices submitted, and which are in order, within 30 days of their receipt.  Information on all expenditure over £500 shall be made available to the Public and posted on the Parish Council’s web site.

7.3	The payment of all salaries, wages and other emoluments shall be made in accordance with the instruction of the Parish Clerk, concerning national pay awards and other information likely to have a bearing on individual members of staff conditions of service.  Payments will be made by BACS.

7.4	The payment of salary and wages information including information of superannuation, income tax, national insurance and the like should be fully maintained and updated in accordance with instruction of the Parish Clerk.

8	PETTY CASH FLOAT

8.1	The Parish Clerk may maintain such petty cash float as is deemed necessary for operational purposes up to a maximum of £400 and provide petty cash to officers for the purpose of defraying operational and other expenses or miscellaneous items of an urgent nature.  Such petty cash accounts are to be maintained in the manner and form prescribed by the Parish Clerk/Councils Accountant and be reported to the Council. 	 

8.2	Vouchers and receipts for payments made from this account shall be kept in accordance with instructions laid down from time to time by the Parish Clerk.

8.3	Income due and/or received must be banked in accordance with the procedures laid down by the Parish Clerk from time to time in accordance with these regulations.

9.	LEGAL DOCUMENTS

9.1	The Parish Clerk shall have the custody of all Title Deeds of properties owned by the Council and shall ensure a record is maintained of all such properties and that all such documents are securely kept and maintained within the Council’s Safe.

10.	INSURANCES

10.1	The Parish Clerk effects all insurance cover and negotiates all claims.

10.2	All members of staff are responsible for notifying the Parish Clerk of all new risks which require to be insured and of any alterations affecting existing risks or insurance.

10.3	A comprehensive record of all insurance effected by the Council and the property and risks covered thereby shall be maintained and this reviewed annually.

10.4	All members of staff are responsible for immediately notifying the Parish Clerk of any loss, theft, liability or damage, or of any event likely to lead to a claim.

11	INVESTMENTS, BORROWINGS AND TRUST FUNDS

11.1	All investments of money under the control of the Council shall be in the name of the Council and made under arrangements approved by the Council.

11.2	All borrowings shall be effected in the name of the Council.

12.	TENDERING PROEDURES

12.1	Where the estimated cost of works, goods and materials and related services is as set out below and the requisite provision thereof has been made in the approved budget, the arrangements for the invitation of tenders or quotation and the subsequent acceptance thereof shall be as shown.

	Estimated Value
	Quotations required	
	Acceptance By

	£2,000 to £5,000
	Minimum of two invitations for quotations
	Parish Clerk

	£5,000 to £10,000
	Minimum of two invitations for quotations
	Chairman of appropriate Committee or nominee & Parish Clerk

	Above £10,000
	Minimum of three invitation for tenders (with discretion to invite his/her tenders by public advertisement up to £80,500)
	Full Council

	Where Quotations exceed estimates by 5% it shall be reported to the appropriate Committee for acceptance or otherwise.  



12.2	Tenders to be invited by public advertisement.  Contracts which exceed £80,500 in valuation or amount for the supply of goods or materials or the execution of any work which provision has been made in the annual budget shall not be made unless at least ten days public notice has been given in one or more of the local newspapers circulating in the district.  Provided that it shall not be obligatory for the Council or any Committee or Sub Committee exercising powers delegated by the Council to invite tenders for a contract or materials where effective competition is prevented by Government control or where the Parish Clerk reports in writing to the Council or to the Committee or Sub Committee exercising such powers that effective competition is prevented by the special nature of the goods or materials required.  Nor shall it be necessary to give public notice of the intention to enter into such a contract. 
The Parish Council shall use the Contracts Finder website to advertise contract opportunities, set out the procedures to be followed in awarding new contracts and to publicise the award of new contracts which are valued at £25,000 or more in compliance with the Public Contracts Regulations 2015.

12.3	Exceptions to procedures:
	
(i)         The supply of goods and materials or the execution of works of less than £2000 in value, where urgent repair/maintenance is required and remains within budget;
(ii) Purchase by auction;
(iii) Purchase or repair of patented or proprietary goods or materials sold at fixed price;
(iv) Purchase of materials normally supplied by specialist contractors;
(v) The execution of work, the purchase of goods or materials or the provision of services involving special, scientific or artistic knowledge;
(vi) The execution of work or the purchase of goods or materials which are a matter of urgency after prior reference to the appropriate Committee Chairman;
(vii) The purchase of goods or materials which the Parish Clerk may from time to time deem it expedient to make in the open market provided that before making any such purchase the approval of the Chairman of the appropriate Committee concerned is obtained and finance is available in the appropriate budget;
(viii) Contracts with professional persons or companies for the execution of work and for advice in which the personal skills of the person or company is of primary importance;
(ix) Those contracts where a Committee may expressly determine that it is in the Council’s interest that a tender be negotiated directly with a contractor or supplier of goods or services.
	
12.4		Requirements for submission of tenders:
Where in pursuance of the Standing Orders a public invitation to tender is required, every notice of such invitation shall state that no tender will be received except in a plain sealed envelope which shall bear the word ‘Tender’ followed by the subject to which it relates, but shall not bear any name or mark indication. The sender and such envelopes shall remain in the custody of the Parish Clerk until the time appointed for their opening.  Upon opening the pricing areas of the tender should be date stamped and initialled by two persons

12.5	Declarations as to conduct of Tenderer:
	In connection with the submission of tenders for the execution of works or supply of goods and materials, declaration shall be obtained from each tenderer in the following form:
	“we declare that we are not parties to any scheme or arrangement under which;
(i)   we communicate the amount of our tender to any other person or body before the contract is let.
(ii)   Any other tenderer for the works, which are the subject of our tender, is reimbursed for any part of his tendering costs.
(iii)   Our tender prices are adjusted by reference directly or indirectly to the prices of any other tenderer for the works.
(iv) No provision is made in our tender price for any reimbursement of any adjustment of any contribution thereto.”	



12.6	Procedure for opening tenders
	Tenders shall be opened by the Parish Clerk or an official of the Council designated by 	him/her at one time only in the presence of such a Member or Members of the Council as may have been designated for the purpose by the Council or by the Committee, to which the power of making the contract to which the tenders relate has been delegated. When opened on the specified closure date the pricing area/s shall be date stamped and initialled.

12.7	Limitations of acceptance of tenders
A tender other than the lowest tender if payment is to be made by the Council or the highest tender if payment is to be received by the Council shall not be accepted until 	the Council shall have considered a written report from the appropriate Officer.

13	CONTRACTS FOR SUPPLIES AND SERVICES ETC

13.1	Every contract which exceeds £80,500 in value or amount shall be in writing and in a form prescribed or approved by the Council’s legal adviser and signed by the Parish Clerk on behalf of the Council.

14.	CONTRACTS FOR SUPPLIES, SERVICES OR WORKS

14.1	Every contract for which provision has been made in the approved annual estimates and/or approved by the appropriate Committee of the Council pursuant to the Standing Orders and being in value of an amount less than £80,500 shall be entered into on behalf of the Council by the Parish Clerk or authorised officer by the issuing of an official order only.

15.	CONTENTS OF WRITTEN CONTRACTS AND PENALTIES	

15.1	Every written contract shall specify:-
(i) the work, materials, matters or things to be furnished, had or done;
(ii) the price to be paid with a statement of discounts or other deductions;
(iii) the time or times within which the contract is to be performed;
(iv) whether the contractor is accredited to ISO 9000 and will carry out work to the standard laid down by an appropriate national organisation, such as the Confederation of Registered Gas Installers (CORGI) or National Inspection Council of Electrical Installation Contractors (NICEIC) and that such work will be covered by guarantees issued by these bodies.	

16.	CORRUPT PRACTICES

16.1	There shall be inserted in every written contract a clause empowering the Council to cancel the contract and to recover from the contractor the amount of any loss resulting from such cancellation if the contractor shall have offered or given or agreed to give any person any gift or consideration of any kind as an inducement or reward for doing or forbearing to do so for having done or forborne to do any action in relation to the favour or disfavour to any person in relation to the contract with the Council, or if without the knowledge of the contractor or any person employed by him/her or acting on his/her behalf shall have committed any offence under the Prevention of Corruption Acts 1889-1916, or shall have given any fee or reward the receipt of which is an offence under section 117(2) of the Local Government Act 1972.


17.	SALE OF PARISH COUNCIL ASSETS
In accordance with the detailed definition of ‘capital receipt’ arising from the disposal of an interest in a ‘capital asset’ as set out in s.9 LGA 2003, the Parish Council will enter into a process of sealed bids, by public advertisement, for any item worth over £10 000. 

18.	REVISION OF FINANCIAL REGULATIONS 
Shall be reviewed by the Council from time to time, being reviewed and adopted by the Annual Council and minuted.

			………………………………………
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