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BRAUNSTONE TOWN COUNCIL 
www.braunstonetowncouncil.org.uk 

 

Darren Tilley – Executive Officer & Town Clerk 
Braunstone Civic Centre, Kingsway, Braunstone Town, Leicester, LE3 2PP 

Telephone: 0116 2890045   Fax: 0116 2824785 
Email: enquiries@braunstonetowncouncil.org.uk 

 
 
 
1st June 2016  
 
To: Councillor Nick Brown (Chair), Councillor Amanda Hack (Vice-Chair) and 
Councillors Shabbir Aslam and Bill Wright. 
    
Dear Councillor 
 
You are summonsed to attend a meeting of the CORPORATE GOVERNANCE SUB-
COMMITTEE to be held in the Fosse Room at Braunstone Civic Centre on 
Thursday, 9th June 2016 commencing at 6.30pm, for the transaction of the business 
as set out below. 
 
Yours sincerely, 
 

 
Executive Officer & Town Clerk 
 

AGENDA 
 
1. Apologies 
 To receive apologies for absence. 
 
2. Disclosures of Interest 

To receive disclosures of Interest in respect of items on this agenda:  
a) Disclosable Pecuniary Interests,  
b) Other Interests (Non-Pecuniary). 

 
3. Public Participation 

Members of the public may make representations, give evidence or answer 
questions in respect of any item of business included on the agenda.  At the 
discretion of the Chairperson the meeting may be adjourned to give members 
of the public present an opportunity to raise other matters of public interest.   

 
4. Minutes of the Meeting held 11th June 2015   

To confirm the accuracy of the Minutes of the meeting held 11th June 2015 
to be signed by the Chairperson (Enclosed). 
 

5. External Audit 2014/2015 
To note that the External Audit was completed on 17th September 2015 and 
an unqualified opinion was given (Enclosed).  
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6. Financial Procedures 
To report on the effectiveness of the actions taken and to ensure that the 
processes put in place were sufficient to prevent future reoccurrences 
(Enclosed). 
 

7. Internal Audit Report 2015/2016 
To receive the Internal Auditor’s Report in respect of compliance with 
relevant procedures and controls in operation during the financial year ended 
31st March 2016 (Enclosed). 
 

8. Appointment of Internal Auditor for 2016/2017 
To appoint an Internal Auditor for 2016/2017 in accordance with the Terms of 
Reference set out in ‘Governance and Accountability for Local Councils – A 
Practitioners Guide’ (Enclosed). 
 

9. Annual Governance Statement 2015/2016 
To ensure sound systems of internal control, including the management of 
risk and the preparation of accounting statements during the financial year 
ended 31st March 2016 and to recommend to Policy & Resources 
Committee that Council completes and submits the Annual Governance 
Statement 2015/2016 accordingly (Enclosed). 

 
10. Accounting Statements 2015/2016 

To receive the End of Year Accounts for the financial year ended 31st March 
2016 and to recommend to Policy & Resources Committee that Council 
adopts and submits the Accounting Statements 2015/2016 accordingly 
(Enclosed). 
 

11. Financial Regulations 
To review the Council’s Financial Regulations and recommend to Policy & 
Resources Committee for adoption at Council (Enclosed). 
 

12. Termination of the Meeting 
 

 

 
NOTE:  
CRIME & DISORDER ACT 1998 (SECTION 17) – The Council has an obligation to consider Crime and  
Disorder implications of all its activities and to do all that it can to prevent Crime and Disorder in its area. 
EQUALITIES ACT 2010 
Braunstone Town Council has a duty in carrying out its functions to have due regard to:- 

• eliminate unlawful discrimination, harassment and victimisation; 
• advance equality of opportunity between different groups; and; 
• foster good relations between different groups 

To ensure that no person receives less favourable treatment on the basis of race, disability, sex, gender re-
assignment, sexual orientation, age, religion or belief, marriage or civil partnership, pregnancy or maternity.  
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ITEM 4 
 

BRAUNSTONE TOWN COUNCIL 
 

MINUTES OF CORPORATE GOVERNANCE SUB-COMMITTEE 
 

THURSDAY 11th JUNE 2015 AT 6.30PM 
 

PRESENT: Councillor Nick Brown (Chair), Councillor Amanda Hack (Vice-Chair) 
and Councillor Bill Wright. 
 
Officers in Attendance: Darren Tilley, Executive Officer & Town Clerk. 
 
There were no members of the public present at the meeting.  
 
1. Apologies 
  

An apology for absence was received from Councillor Shabbir Aslam. 
 
2. Disclosures of Interest 
  

There were no disclosures of any Disclosable Pecuniary or Non-Pecuniary 
Interests by Members. 

 
3. Public Participation 

 
In accordance with Standing Order 3.6, members of the public may attend 
the meeting for the purpose of making representations, giving evidence or 
answering questions in respect of any item of business included on the 
agenda.   
 

 There were no members of the public at the meeting.  
 
4. Minutes of the Meeting held 12th June 2014   

 
The Minutes of the Meeting held on 12th June 2014 were circulated (item 4 
on the agenda). 
 
RESOLVED that the Minutes of the meeting held on 12th June 2014 be 
approved and signed by the Chairperson as a correct record. 

 
5. Review of Systems of Internal Control and Management of Risk 
 
 The Committee received a report confirming action taken in completing a 

review of the systems of internal control in line with Section 2 of the 
Statement of Accounts for the Year Ended 31st March 2015 (item 5 on the 
agenda). 

 
RESOLVED that the systems of internal control and management of risk be 
confirmed as sound and that Section 2, Annual governance statement 
2014/15, of the Statement of Accounts be completed accordingly. 
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Reason for Decision 
 

 Having reviewed the control measures for each of the areas listed on the 
Annual Governance Statement and the assessment of risks facing the 
Council and associated mitigating measures, the Sub-Committee were 
confident that to the best of their knowledge and belief, with respect of the 
accounting statements for the year ended 31st March 2015, there were 
sound systems of internal control and management of risk. 

 
6. External Audit 2013/2014 
 
 The Committee noted that the Council’s External Audit had been completed 

by Grant Thornton UK LLP on 5th September 2014 and an unqualified 
opinion had been given. 

 
7. Internal Auditor’s Report for the Year Ended 31st March 2015 
  
 The Committee received the Internal Auditor’s Report and associated 

Improvement Action Plan in respect of the Annual Return for the year ended 
31st March 2015 (item 7 on the agenda). 

 
RESOLVED that the observations of the Internal Audit be noted and that the 
recommendations for improvement, as set out in the Improvement Action 
Plan, be adopted. 
   
Reason for Decision 
 

 To ensure that the observations of the Internal Audit would be addressed 
with appropriate and balanced measures.  

 
8. Appointment of Internal Auditor for 2015/2016 

 
The Committee considered appointing an Internal Auditor for 2015/2016 in 
accordance with the Terms of Reference set out in “Governance and 
Accountability for Local Councils – A Practitioners Guide” (item 8 on the 
agenda).   
 
RESOLVED that North West Leicestershire District Council be requested to 
undertake the Town Council’s Internal Audit for the Year Ending 31st March 
2016. 

 
Reason for Decision 
 

 To ensure arrangements were in place for compliance with Accounts and 
Audit Regulations. 

 
9. Statement of Accounts for the Year Ended 31st March 2015 
 

The Committee received the Statement of Accounts for the Year Ended 31st 
March 2015 in order to determine whether to recommend approval to the Full 
Council meeting on 25th June 2015 (item 9 on the agenda).   
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RESOLVED THAT IT BE RECOMMENDED TO POLICY & RESOURCES 
COMMITTEE THAT IT BE RECOMMEDNED TO COUNCIL that the 
Statement of Accounts for the Year Ending 31st March 2015 be adopted. 
 
 
Reason for Decision 
 

 The Corporate Governance Sub-Committee, having carried out an 
assessment of the effectiveness of the Internal Audit process, concluded that 
there were sound systems of internal control. 

 
10. Termination of the Meeting 
  
 The meeting closed at 7.00pm 
 
 
 

 

 
 
 
 
 
 
 
 
SIGNED ________________________ (CHAIR) 
 
 
DATED _________________________ 
 
 
 

 
 
 
 
 

NOTE:  
CRIME & DISORDER ACT 1998 (SECTION 17) – The Council has an obligation to consider Crime & Disorder implications of all its 
activities and to do all that it can to prevent Crime and Disorder in its area. 
EQUALITIES ACT 2010 
Braunstone Town Council has a duty in carrying out its functions to have due regard to:- 

• eliminate unlawful discrimination, harassment and victimisation; 
• advance equality of opportunity between different groups; and; 
• foster good relations between different groups 

 

To ensure that no person receives less favourable treatment on the basis of race, disability, sex, gender re-assignment, sexual 
orientation, age, religion or belief, marriage or civil partnership, pregnancy or maternity.  
 

These issues were considered in connection with each of the above decisions.  Unless otherwise stated under each item of this 
report, there were no implications.  
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BRAUNSTONE TOWN COUNCIL 

 
CORPORATE GOVERNANCE SUB–COMMITTEE – 9th JUNE 2016 

 
 

Item 6 – Financial Procedures 
 
Purpose 
 
To report on the effectiveness of the actions taken and to ensure that the processes 
put in place were sufficient to prevent future reoccurrences. 
 
Background 
 
Policy & Resources Committee received a report on 1st October 2015 (minute 57), 
setting out issues which had arisen with the financial system and the actions taken 
to resolve these.   Given some of the actions were in progress and to ensure that 
they were sufficient to prevent future reoccurrences, the Committee agreed to 
receive a further report at its meeting on 14th January 2016 (Minute 79); where the 
Committee agreed that “a report covering the position and action taken during the 
2015/2016 financial year, including the year end processes be given to Corporate 
Governance Sub-Committee when it considers the Statement of Accounts and 
Internal Audit, scheduled for June 2016”.   
 
Progress Report 
 
Errors with the system transfer from end of 2014/2015 financial year into the start of 
the current financial year – this has affected how transactions, debtors and creditors 
are recorded and reconciled in the current year, were all resolved by Christmas and 
transactions reconciled. 
 
Unique codes and a system of referencing have now been fully implemented for 
invoices and transactions.  
 
The VAT returns for the second, third and fourth quarters were submitted on time.   
Due to an  
 
The manual invoicing process to debtors was abolished and all invoices are now 
generated using the system, which means a transaction is created at the time of 
issuing the invoice.   However, there were some teething problems with the 
automatic linkage between the bookings system and the finance system on the more 
complex bookings, which has now been resolved by the system operators, Edge.  
This resulted in the slight delay of around a couple of weeks to a month on the 
reconciliation process since it was not possible to reconcile those transactions until 
the error with the linkage on each of the transactions had been corrected.  
 
However, there was an issue with the number of unpresented and uncleared effects, 
resulting duplicate bookings on the Facilities System.   Once the duplicates had 
been removed, it resulted in an over claim on VAT.   In addition, transfers from the 
reserve had been incorrectly recorded as income and expenditure, these were 
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picked up by the Responsible Financial Officer, however their reversal on the system 
was incorrectly attributed VAT, resulting in a further over claim on VAT.   Since these 
errors were discovered in the balancing process at the end of year, an adjustment 
has been added as a Closing Debtor and the VAT Return for the first quarter of 
2016/2017 will be adjusted accordingly. 
 
Now that these system errors have been resolved, the invoicing and accounting 
process is now more efficient, timely and effective. 
 
In addition, the system is now used to generate Purchase Orders removing the 
manual purchase ordering system; this means that an entry has already been 
generated on the system when the goods and the invoice are received. 
 
Internal Audit Assessment 
 
The report of the Internal Auditor is included as item 7 on the agenda.   The internal 
audit reported that “The overall opinion is that systems are operating efficiently and 
effectively”. 
 
Additional Actions 
 
A representative from Edge Systems will be attending the Town Council’s Offices 
later in the month to undertake additional training for staff using both the Finance 
and Facilities systems.   This training will include training for the Responsible 
Financial Officer in running system reports and checks through the year and also 
undertaking a quarterly check on the accounts to ensure that uncleared effects are 
resolved and that the accounts balance, prior to submission of the quarterly VAT 
Return. 
  
Recommendation 
 
That the report be received and noted. 
 
Reason 
 
The end of year accounts had been generated and the Internal Auditor did not find 
any systematic problems with the accounts or the Council’s accounting systems or 
systems of internal control. 
 
 

9



INTERNAL AUDIT SERVICES

BRAUNSTONE TOWN COUNCIL 
2015/16 

FINAL INTERNAL AUDIT REPORT 

ITEM 7

10



  

 
 
Contents 
          Page 
 
1. Executive Summary          1 
 
2. Detailed Findings          2 
 
3. Action Plan            5 
 
 
Auditor: 
 
Lisa Cotton 
 
 
Date of Issue: 
 
27th May 2016 
 
 
Circulation: 
 
 Draft Final 
Mr D Tilley 
Executive Officer & Town Clerk 

√ √ 

Councillor Nick Brown 
Leader 

 √ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11



1 

1. Executive Summary 
 

1.1 Introduction 
 

This audit was undertaken in accordance with the agreement to provide 
an Internal Audit Service to Braunstone Town Council for 2015/16. 

 
1.2 Scope 

 
The programme of work was undertaken to support Section 4 of the 
Council’s Annual Return. 
 
The following transactions/documents were sampled and examined: 
 

• bookings agreed to invoices and receipts;  
• bookings income agreed to the current schedule of charges; 
• bookings income and miscellaneous income received agreed to 

the daily banking summaries and to the bank account 
statements; 

• confirmation of receipt and banking of monies received from 
Blaby District Council, including the Precept; 

• petty cash and expenditure records to ensure that payments are 
supported by receipts, expenditure is approved and any VAT 
content correctly accounted for; 

• VAT returns; 
• salary and timesheet records to ensure payments are in 

accordance with Council approvals and PAYE and NI 
contributions have been applied and paid over correctly; 

• asset register and insurance policy to ensure compatible and 
accurate; 

• risk register; 
• Financial Accounts for year ending 31st March 2016; and 
• bank reconciliations for year ending 31st March 2016. 
 

1.3 Conclusion 
 

The overall opinion is that systems are operating efficiently and 
effectively. Three recommendations have been made (see the action 
plan at the end of the report).  
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2. Detailed Findings 
 

2.1 Bookings Diary and Income 
 

A review of the bookings diary and income for 2015/16 was undertaken 
and a sample of ten bookings were selected. Tests relating to the 
bookings statements, receipts and daily income summaries were 
carried out.  
 
Two of the bookings sampled contained incorrect treatment of VAT. 
The bookings included items which were subject to VAT at standard 
rate. The items were set out on the invoice however they were not 
detailed on the cash summary forms which meant the full value of the 
booking was allocated to a zero rated category on the applicable VAT 
return (sales). The total effect of the errors is £11.60 which should have 
been included at standard rate therefore the VAT return was £2.32 
under. In order to understand and explore the frequency of this type of 
error I extended the testing by selecting another 5 bookings from a 
report which identified those bookings which included extras that could 
be subject to VAT. The results of the extra testing found correct VAT 
treatment therefore I have reasonable assurance that the original errors 
identified were due to the manual nature of the completion of the cash 
summary forms and were not systematic. Following the recent 
integration of the booking and finance system which took place during 
quarter 3 of 2015/16, I would recommend that current manual 
processes are reviewed to identify those which could be automated as 
reducing manual intervention could reduce the likelihood of errors.  
 
One of the bookings sampled was charged at the incorrect rate – a 
resident rate was applied instead of a private function rate. The 
Resources and Facilities Manager had already identified this issue on 
another booking prior to the audit and had clarified the correct 
treatment with officers therefore no recommendation will be made in 
relation to this error.  
 
 

2.2 Income Receipts 
 

A sample of 10 Banking and Income Analysis sheets were reviewed 
and verified to the receipts, bank statements and VAT records.  In 
addition to the VAT issue identified above, one item for £3.80 
(tea/coffee relating to one booking) was correctly recorded on the 
Banking and Income Analysis sheet however when the transaction was 
created on the system a zero rate of VAT was allocated instead of a 
standard rate. This meant that the VAT was £0.63 under (sales). 
 
 

2.3 Precept Payments 
 

Precept payments were agreed to minutes and bank statements.  
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2.4 Petty Cash  

 
A sample of four petty cash claims processed during the financial year 
were reviewed.  All had been authorised in line with current procedures 
however on one claim dated 17.12.15 two items which should have 
been claimed at the standard VAT rate were claimed at zero rate. This 
totalled £8.60 under claimed on purchases.  
 
One claim, transaction number 10687, was subsequently reversed in 
January 2016 as the associated cheque (109835) had not been 
presented. The transaction was incorrectly assumed to be a duplicate 
so the reversal was the incorrect treatment and meant that the 
expenditure was excluded from the VAT return. The cheque had not 
been presented as it had not been included and adjusted for in the 
banking for that day. Scan review of a number of other petty cash 
returns and banking and income analysis sheets gives me reasonable 
assurance that this was due to human error and is a one-off. However, 
this could have been identified prior to the audit had the reversal been 
properly reviewed and justified at the time so that correct remedial 
action could be taken.  

 
2.5 Expenditure  

  
A sample of four high value items of expenditure were selected and 
tested. All were found to have been appropriately authorised and 
accounted for correctly, including VAT.  

 
 

2.6 Financial Accounts 
 
A review of the annual accounts for the year ending 31st March 2016 
was carried out and they were found to have been prepared on the 
correct basis and were supported by adequate audit trails to underlying 
records.  
 
 

2.7 VAT Return 
 

The issues identified with the VAT returns have been detailed at 2.1, 
2.2 and 2.4 above.  
 

2.8 Salaries 
 

The Income Tax and National Insurance records for the year were 
examined for accuracy and to ensure that payments have been paid 
over correctly.  All testing proved satisfactory. 
 
A sample of employee payslips from June 2015 and September 2015 
have been reviewed and compared to the employee’s timesheet. 
Testing identified one case where an employee was paid at double 
time for 2 hours and time and a half for 2 hours when it should have 
been 4 hours for each.  Details have been passed to the Executive 
Officer and Town Clerk.  
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2.9 Insurance Cover 
 

The Asset Register was compared to the current insurance policy. This 
confirmed that the Council is adequately insured.  

 
2.10 Risk Management 
 

A review of the risk register presented annually to the Corporate 
Governance Sub Committee and the Policy and Resources Committee 
meeting minutes concluded that risk management arrangements are 
adequate.  
 

 
2.11 Bank Reconciliations 
 

Testing found that the bank reconciliations have been completed for 
the financial year in a timely manner although there were some delays 
in reviewing the reconciliations. Overall there has been an 
improvement since last year with each reconciliation being signed and 
dated by the preparer and reviewer.  
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3. Improvement Action Plan 
 
Detailed Finding 

Reference 
Observation Risk Recommendations Priority 

High/ 
Medium 

/Low 

Officer 
Responsible 

Action 
Date 

2.1 & 2.2 Bookings 
Diary and Income 
and Analysis 
Sheets 

Cash summary forms 
are not always 
completed correctly 
which can lead to 
incorrect VAT 
treatment for sales 
items.  
 
 
 
 
 

Should a VAT 
inspection be 
carried out by 
HMRC it could 
result in fines 
being imposed. 

Manual processes for cashing up and reconciling income to 
bookings should be reviewed as the recently integrated 
booking and finance systems may have created opportunities 
for automating more processes.  
 

High 
 
 
 
 
 

 

Darren Tilley September 
2016 

2.4 Petty Cash The VAT element of 
petty cash purchases 
is not always entered 
onto the system.  

Should a VAT 
inspection be 
carried out by 
HMRC it could 
result in fines 
being imposed. 

Staff should take care when entering petty cash records onto 
the system ensuring that VAT rates and amounts agree to 
receipts.  

High Lydia Assi June 2016 

2.4 Petty Cash Incorrect remedial 
action was taken to 
correct an error.   

Transactions are 
reversed without 
fully 
understanding the 
consequences. 

Before any transactions are reversed the cause should be 
properly investigated to ensure the correct remedial action is 
being taken. The action taken and associated transaction 
references should be recorded to provide a satisfactory audit 
trail. 

High  Darren Tilley June 2016 
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BRAUNSTONE TOWN COUNCIL 

 
CORPORATE GOVERNANCE SUB–COMMITTEE – 9th JUNE 2016 

POLICY & RESOURCES COMMITTEE – 9th JUNE 2016 
 

 
Item 8 – Appointment of Internal Auditor for 2016/2017 
 
Purpose 
 
To appoint an Internal Auditor for 2016/2017 in accordance with the Terms of 
Reference set out in ‘Governance and Accountability for Local Councils – A 
Practitioners Guide’. 
 
Roles and Responsibilities  
 
The Council members as a whole are responsible for ensuring that the Council 
maintains proper accounting records together with an appropriate system of internal 
control along with responsibility for the preparation of annual accounts and the 
completion of the ‘Local Councils in England – Annual Return’. 
 
The Council is required to appoint an Internal Auditor who is independent of the 
Council’s Governance and Financial arrangements.  
 
The internal auditor is responsible for reporting to the Council on the adequacy of 
the systems of internal control. 
 
Scope of Audit and Reporting Requirements 
 
The detailed scope of the internal audit is set out in the schedule attached as an 
Appendix. The Internal Auditor will have full regard to this guidance, which is set out 
in ‘Governance and Accountability for Local Councils – A Practitioners’ Guide 2014 
(England)’ published by NALC and the SLCC.  Appendix 9 – An approach to Internal 
Audit Testing. 
 
In addition to this work, the Council requires the Internal Auditor to:- 
 

• Complete and sign Section 4 of the Annual Return; and 
• Provide the Council with a written report of findings upon completion of the 

audit. 
 
Audit Timetable 
 
Unless specifically required by the Council at any other stage during the financial 
year, the internal audit will commence after the end of year accounts have been 
finalised by the Responsible Financial Officer and prior to the meetings of Corporate 
Governance Sub-Committee and Policy & Resources Committee in June which will 
consider the Annual Governance Statement, Accounting Statements alongside the 
Internal Audit Report. 
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Appointment of Internal Auditor 
 
The Council currently uses North West Leicestershire’s Internal Audit Services, who 
also provide Audit Services to Blaby District Council under a shared services 
arrangement.   North West Leicestershire District Council provide both a competent 
and independent Internal Audit Service. 
 
Recommendation 
 
That North West Leicestershire District Council be requested to undertake the Town 
Council’s Internal Audit for the Year Ending 31st March 2017. 

 
Reason 
 
To ensure arrangements were in place for compliance with Accounts and Audit 
Regulations. 
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Appendix 9 – An approach to internal 

audit testing 

1 The council will determine the scope and coverage of the work to be carried out 
by internal audit in accordance with proper practices guidance. Internal audit 
testing of internal controls will be sufficient for the proper completion of the 
annual internal audit report. The annual internal audit report should provide an 
adequate level of assurance for the council to complete assertions 2 and 6 in its 
annual governance statement. 

2 In completing the annual report at section 4 of the annual return, internal audit 
will have planned and carried out the work necessary to give the assurances 
called for. The ten key control tests in the annual report represent the minimum 
level of internal audit coverage required. Additional testing and reporting should 
be tailored to local circumstances. 

3 Internal audit work always requires the application of judgement and should only 
be carried out following risk assessment. The scope and frequency of testing 
should reflect that assessment, and therefore should always be in proportion to 
the likelihood of fraud, error or misstatement that could occur. It should be directly 
related to the size and level of business activity of the council. 

4 The following schedule suggests an approach to the testing of key internal 
controls to provide assurance that the minimum level of coverage has been met. 

3

APPENDIX
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Internal Control Suggested testing 

Proper 
bookkeeping 

 Is the cashbook maintained and up to date?
 Is the cashbook arithmetic correct?
 Is the cashbook regularly balanced?

a) standing
orders and
financial
regulations
adopted and
applied; and
b) payments
controls

 Has the council formally adopted standing orders and
financial regulations?

 Has a Responsible finance officer been appointed with
specific duties?

 Have items or services above the de minimus amount
been competitively purchased?

 Are payments in the cashbook supported by invoices,
authorised and minuted?

 Has VAT on payments been identified, recorded and
reclaimed?

 Is s137 expenditure separately recorded and within
statutory limits?

Risk 
management 
arrangements 

 Does a review of the minutes identify any unusual
financial activity?

 Do minutes record the council carrying out an annual risk
assessment?

 Is insurance cover appropriate and adequate?
 Are internal financial controls documented and regularly

reviewed?

  Continued 

4
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Internal Control Suggested testing 

Budgetary 
Controls 

 Has the council prepared an annual budget in support of
its precept?

 Is actual expenditure against the budget regularly
reported to the council?

 Are there any significant unexplained variances from
budget?

Income Controls 
 Is income properly recorded and promptly banked?
 Does the precept recorded agree to the Council Tax

authority’s notification?

 Are security controls over cash and near-cash adequate
and effective?

Petty cash 
procedures 

 Is all petty cash spent recorded and supported by VAT
invoices/receipts?

 Is petty cash expenditure reported to each council
meeting?

 Is petty cash reimbursement carried out regularly?

Payroll Controls 
 Do all employees have contracts of employment with

clear terms and conditions?
 Do salaries paid agree with those approved by the

council?
 Are other payments to employees reasonable and

approved by the council?
 Have PAYE/NIC been properly operated by the council

as an employer?

Assets controls 
 Does the council maintain a register of all material assets

owned or in its care?
 Are the assets and Investments registers up to date?
 Do asset insurance valuations agree with those in the

asset register?

Bank 
Reconciliation 

 Is there a bank reconciliation for each account?
 Is a bank reconciliation carried out regularly and in a

timely fashion?
 Are there any unexplained balancing entries in any

reconciliation?
 Is the value of investments held summarised on the

reconciliation?

Year-end 
procedures 

 Are year end accounts prepared on the correct
accounting basis (Receipts and Payments or Income and
Expenditure)?

 Do accounts agree with the cashbook?
 Is there an audit trail from underlying financial records to

the accounts?
 Where appropriate, have debtors and creditors been

properly recorded?

5
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BRAUNSTONE TOWN COUNCIL 

CORPORATE GOVERNANCE SUB–COMMITTEE – 9th JUNE 2016 
POLICY & RESOURCES COMMITTEE – 9th JUNE 2016 

Item 9 – Annual Governance Statement 2015/2016 

Purpose 

To ensure sound systems of internal control, including the management of risk and 
the preparation of accounting statements during the financial year ended 31st March 
2016 and to recommend (to Policy & Resources Committee) that Council completes 
and submits the Annual Governance Statement 2015/2016 accordingly. 

Background 

Under the Regulations it is the Council as a whole that is responsible in law for 
ensuring that their financial management is adequate and effective and that the 
Council has a sound system of internal control which facilitates the effective exercise 
of their functions and which includes arrangements for the management of risk. 
Under the regulations, all local councils are required to conduct a review at least 
once a year of the effectiveness of their system of internal control, in accordance 
with proper practices. 

Annual Governance Statement 

As part of the Annual Return, the Council has to demonstrate that it is compliant with 
the statements set out in Section 1, Annual Governance Statement: 

1. We have put in place arrangements for effective financial management
during the year, and for the preparation of the accounting statements.

Prepared accounting statements in accordance with the Accounts and Audit
Regulations.

The accounting statements have been produced and have formed part of the
Internal Audit, which reported “A review of the annual accounts for the year
ending 31st March 2016 was carried out and they were found to have been
prepared on the correct basis and were supported by adequate audit trails to
underlying records” (section 2.6 of the Internal Audit Report.

The accounting statements have been submitted:
• Corporate Governance Sub-Committee, 9th June 2016 (item 10);
• Policy & Resources Committee, 9th June 2016 (item 9); and
• will be submitted to Full Council on 30th June 2016 (the deadline date

for determining the Accounting Statements).

For the purpose of the Regulations, Braunstone Town Council is currently 
classed as a smaller relevant body (as defined by the Accounts and Audit 
Regulations 2011) whose gross annual income or expenditure is less than 
£6.5 million.  Accordingly it is audited under the Audit Commission’s limited 
assurance approach.   
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Throughout the year, the Responsible Financial Officer has reviewed the 
operation of the Financial Procedures and taken action to ensure the 
implementation of proper practices. The issues and actions have been 
reported to the Council’s Policy & Resources Committee on 1st October 2015 
(minute 57) and 14th January 2016 (minute 79) and also to Corporate 
Governance Sub-Committee (9th June 2016).  

 
2. We have maintained an adequate system of internal control, including 

measures designed to prevent and detect fraud and corruption and 
reviewed its effectiveness. 
 
Made proper arrangements and accepted responsibility for safeguarding 
public money and resources. 
  
The Council’s systems of internal control are set out in the Financial 
Regulations, which were reviewed by Policy & Resources Committee on 16th 
April 2015 following publication of NALC’s Model Financial Regulations and 
adopted by the Annual Meeting of the Council on 14th May 2015.   Prior to this 
date, the Financial Regulations had been adopted on 8th September 2011.  In 
addition we have adopted the ‘Braunstone Area Office – Operational 
Instructions and Procedures’ for Customer Service Shop transactions.   
 
Operational expenditure transactions are authorised by two account 
signatories and each ordinary Full Council meeting receives a list of all 
expenditure transactions since the previous report 

 
3. We took all reasonable steps to assure ourselves that there are no 

matters of actual or potential non-compliance with laws, regulations and 
proper practices that could have a significant financial effect on the 
ability of the Council to conduct its business or on its finances. 
 
Only done what it has the legal power to do and has complied with proper 
practices in doing so. 
 
The relevant legal powers for all the Council’s activities are listed in the 
Budget and Precept for 2016/2017 and future estimates report and 
appendices considered by Policy & Resources Committee on 14th January 
2016 and approved by Full Council on 28th January 2016. 

 
4. We provided proper opportunity during the year for the exercise of 

electors’ rights in accordance with the requirements of the Accounts 
and Audit Regulations. 
During the year gave all persons interested the opportunity to inspect and ask 
questions about this authority’s accounts. 
 
For the Year Ending 31st March 2015, the External Auditor required us to 
publish the period during which electors may inspect the accounting records 
from 27th May to 26th June 2015.  The External Audit was completed on 17th 
September 2015.  

 
 DEADLINE FOR ACCOUNTS TO BE APPROVED BY THE COUNCIL 
 30th June 2016. 
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NOTICE OF AUDIT & PUBLIC INSPECTION OF ACCOUNTS 
 The Accounts & Audit Regulations 2015 requires the Responsible Financial 

Officer (instead of the External Auditor) to set the period during which electors 
may inspect the accounting records.  It must be a period of 30 consecutive 
working days (i.e. excluding weekends and public holidays) and must include 
the first ten working days in July).   Since the Council is not considering the 
Annual Governance Statement and Accounting Statements until 30th June, 
the inspection period will therefore be Friday 1st July until Thursday 11th 
August 2016.    The unaudited Annual Return must be published on the 
website before the start of the inspection period, and it will be published 
initially as part of the meeting Agenda, which for Corporate Governance Sub-
Committee and Policy & Resources Committee was on Wednesday 1st June 
2016. 
 
PUBLICATION OF CONCLUSION OF AUDIT - AUDITOR’S REPORT & 
ACCOUNTS 
Before 30th September 
Sections 1 – 3 of Annual Return to be published on the Town Council notice 
Board at both Community Centres and on the Website.  

 
5. We carried out an assessment of the risks facing the Council and took 

appropriate steps to manage those risks, including the introduction of 
internal controls and/or external insurance cover where required.  

 
 Considered financial and other risks and has dealt with them properly. 
 

(REFER TO APPENDIX ‘A’). 
 

PUBLIC LIABILITY CLAIMS 
Insurance Claim No. 8715746 dated 22nd October 2013 – incident on 
Shakespeare Park tennis courts causing alleged injury (ONGOING).   The 
Insurers closed this claim in September 2015 since no response had been 
received from the claimant’s solicitors for two years.   However, in December 
2015, further correspondence was received from the claimants solicitors 
asking for safety check records and these were provided in February 2016. 
 
INTERNAL CONTROLS 
A review will be undertaken of the Council’s Insurance Policy and Assets 
Register in October when the Policy is due for renewal.  It is a requirement of 
the Policy, that questionnaires are completed and submitted to the Insurers in 
relation to Councillors over the age of 80 years. Following the elections in 
2015, no Councillors are over 80 years of age. 

 
RISK ASSESSMENTS 
An updated Business Continuity Plan was adopted on 12th June 2014.  Fire 
Risk Assessments as required by Regulatory Reform (Fire Safety) Order 2005 
were completed on 8th April 2008 (Braunstone Civic Centre) and 25th October 
2010 (Thorpe Astley Community Centre) as a result of these, a Fire Risk 
Assessment checklist is completed every three months.    
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An assessment of the following was also undertaken during the year: 
• Safety check of Fire Doors 
• Water testing for Legionnaires disease 
• Asbestos survey 
• Safety checks and locations of smoke detectors.  

 
During the year staff who needed their Emergency First Aid at Work certificate 
renewing and new employees received first aid training.  Also during the year 
staff received the annual training in fire safety, manual handling and the 
groundstaff the Tractor Action training in accordance with the Council’s Health 
& Safety Statement.  

 
The Health & Safety Consultative Group carried out a review of the Icy 
Surfaces Risk Assessment.  It was decided to discard Entry in to Confined 
Spaces – drains and also Franklin Park Volunteer Wardens since these were 
no longer relevant.   All risk assessments have been reviewed and updated in 
the last 3 years.   The next review of risk assessments is scheduled for April 
2017. 
 
RoSPA Play Area Safety Inspection Reports were received in May 2015 for 
Mossdale Meadows, Franklin Park, Holmfield Park, Shakespeare Park, Isobel 
Close, Priestman Road, Hilcott Green, Marshall Close and Impey Close. 
There were no High Risk items highlighted.  
 
Banking – Compensation Scheme – with effect from 31st December 2010 the 
Government Scheme offers full compensation up to £85,000 per saver or 
authorised institution.   

 
PROPERTY DAMAGE 

 
COMMUNITY ASSETS LAND VALUES (NOT INSURED)  £ 
Holmfield Park – 2.42 hectares (6 acres) NIL 
Shakespeare Park – 2.63 hectares (6.5 acres) NIL 
Franklin Park – 3.62 hectares (8.9 acres) 15,731.00 
Mossdale Meadows – 9.51 hectares (23.5 acres)  33,753.00 
Merrileys Park – 2.95 hectares (7.31 acres) 10,499.00 
Watercourse Walk Thorpe Astley – 102 hectares (2.47 acres) 3,547.00 
Thorpe Astley Open Spaces (South) adopted 2011.  2.25 hectares (5.6 
acres) 

8,040.00 

Thorpe Astley Open Spaces 6,289.00 
Thorpe Astley Parkland – 7.14 Hectares (17.7 acres) 25,414.00 
Thorpe Astley Persimmon Homes  Sites (17.61 acres) 24,381.53 
 127,654.53 
PROPERTY DAMAGE (ALL RISKS)   
Buildings, Street Furniture, Play Equipment, etc (Risk 1 in Policy)  3,256,705.20 
Thorpe Astley Community Centre and Contents (Risk 16) 1,097,748.00 
Business all Risks, Regalia, CCTV, Garden Machinery (Risk 5 in Policy) 57,340.00 
 4,411,793.20 

TOTAL 4,539,447.73 
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INSURANCE 
The Town Council’s insurance policy covered the following risks:- 
 

Public Liability  up to £5m any one claim 
Employers Liability up to £10m any one claim 
Money   £10,000 cash in transit, £10,000 in safe 
Fidelity Guarantee £220,000.00 
Wage roll  £386,000.00 

 
Business Interruption Gross Rentals   £153,559.00 
(Including Thorpe Astley Community Centre)  
Braunstone Civic Centre     £51,000.00 
 (Maximum Indemnity Period:- 12 months) 
 
Official Indemnity, 
Libel and Slander  £374,000.00 

 
6. We have maintained throughout the year an adequate and effective 

system of internal audit of the accounting records and control systems. 
 
Arranged for a competent person, independent of the financial controls and 
procedures, to give an objective view on whether internal controls meet the 
needs of the Council. 
 
An Internal Audit undertaken by North West Leicestershire District Council’ 
Internal Audit Services and was completed on 27th May 2016. 

 
7. We took appropriate action on all matters raised in reports from internal 

and external audit.   
 
Responded to matters brought to its attention by internal and external audit. 
 
INTERNAL AUDITOR’S REPORT 2014/2015 
The Internal Auditor was asked to have full regard to the guidance on Internal 
Audit set out in “Governance and Accountability for Local Councils – A 
Practitioners’ Guide 2008 (England)” published by NALC and the SLCC.  In 
particular, to have due regard to Section 4 of the Annual Return.  The Internal 
Auditor confirmed that the programme of work undertaken was based on 
suggested tests detailed by the Audit Commission.  
 
The overall opinion was that systems are operating efficiently and effectively. 
A copy of the action plan is attached (Appendix ‘B’) 
 
EXTERNAL AUDITOR’S REPORT 
The external audit was concluded on 17th September 2015 and an unqualified 
audit opinion given.  
 
MATTERS ARISING FROM CORPORATE GOVERNANCE SUB-
COMMITTEE MEETING HELD 11TH JUNE 2015   
None 
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8. We considered whether any litigation, liabilities or commitments, events 
or transactions, occurring either during or after the year-end, have a 
financial impact on the Council and, where appropriate have included 
them in the accounting statements. 
 
Disclosed everything the Council should have about its business activity 
during the year including events taking place after the year-end if relevant. 
 
Council considered medium to long term priorities and financial planning on 
5th November 2015.   This document forms the framework for assessing the 
Council’s priorities and future financial risks when developing its budget 
estimates for 2016/2017. 
 
The Council’s Medium to Long Term Priorities and Financial Planning strategy 
assessed the impact of the following Financial Pressures: 

• Council Tax Support Grant – Each year the District Council will 
formulate a Council Tax Support Grant Scheme.  In future this presents 
a financial risk to the Town Council should the grant be withheld or is 
insufficient.   

• Local Government Pension Scheme (Auto Enrolment) from 1st October 
2015 the Town Council was required to auto-enrol all eligible 
employees. 

• Thorpe Astley Open Spaces – the current level of reserves allocated to 
the Thorpe Astley open spaces monitored, along with maintenance and 
wages costs.  

• Pressures on Principal Authorities and other public bodies, presenting 
a risk to services in the community, such as Library Services, and 
potential costs implications to be considered by the Town Council.   

 
The strategy sets these within the political and economic context and 
expected changes to the provision of services.  

 
9. Trust funds including charitable – in our capacity as the sole managing 

trustee we have discharged our accountability responsibilities for the 
funds(s)/assets, including financial reporting and, if required, 
independent examination or audit. 
 
Has met all of its responsibilities where it is a sole managing trustee of a local 
trust or trusts. 
 
None. 

 
 
Recommendation 
 
(THAT IT BE RECOMMEDED TO POLICY & RESOURCES COMMITTEE)  
THAT IT BE RECOMMENDED TO COUNCIL that the systems of internal control 
and management of risk be confirmed as sound and that Section 1, Annual 
governance statement 2015/16, of the Annual Return for the year ended 31st March 
2016 be completed and submitted accordingly. 
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Reason 
 
Having reviewed the control measures for each of the areas listed on the Annual 
Governance Statement and the assessment of risks facing the Council and 
associated mitigating measures, the Corporate Governance Sub-Committee were 
confident that to the best of their knowledge and belief, with respect of the 
accounting statements for the year ended 31st March 2016, there were sound 
systems of internal control and management of risk. 
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APPENDIX A 

BRAUNSTONE TOWN COUNCIL: RISK MANAGEMENT – 1st JUNE 2016     
 
 
Area 

 
Risk 

 
Level 

 
Controls        (bold indicates areas where work is needed)  

 
Assets 
 
 
 

 
Protection of physical assets 

 
L 

 
Buildings ‘All Risks’ insurance. Value increased annually by RPI.  
Buildings, Street Furniture, Play Equipment, etc (Risk 1 in Policy) 
£3,256,705.20; Business all Risks, Regalia, CCTV, Garden Machinery 
(Risk 5 in Policy) £57,340.00; Thorpe Astley Community Centre 
£1,097,748.00. 
 

 
Security of buildings, equipment etc 

 
L 

 
Civic Centre and Thorpe Astley Community Centre protected by CCTV 
and  ‘Redcare’ call-out alarm system. Shakespeare Park Store and 
Mossdale Meadows Garage have stand alone alarm systems.  
 

 
Maintenance of buildings & Equipment 
etc 

 
L-M 

 
Buildings currently maintained on an ad hoc basis. Annual ROSPA Report 
on Play Equipment – any remedial work undertaken on Winter Works 
Programme. Planned programme of electrical and safety equipment in 
place – In accordance with the Council’s Safety Statement the Community 
Development & Centres Manager and the Senior Groundspersons are 
responsible for maintaining the Work Equipment Inventory, Legionella 
Inspection Regime and Equipment Maintenance Schedules (Form BTC 
60) 
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Area 

 
Risk 

 
Level 

 
Controls        (bold indicates areas where work is needed)  

 
Finance 

 
Banking 
 
 
 
 
 
 
 
 

M A minimum of two Current Accounts with the Co-operative Bank are 
maintained, a general account and a payroll account. Banking 
Arrangements are governed by Para 5 of the Council’s Financial 
Regulations adopted on 14th May 2015.  
 
Out of £323,741.51 total cash and investments on 31st March 2016, 
£156,037.82 is invested with a Cambridge Building Society 90 Day Notice 
Account.  £58,459.96 was invested in the Co-operative Bank Fixed Term 
Investment Account, which matured during the year, the funds are 
currently in the General Account and are due to be reinvested. 
 
The government Compensation Scheme offers full compensation up to 
£85,000 per saver or institution.  The Council currently has its financial 
resources with two banking institutions (End of Year Balance - £420,480). 
 

 
Risk of consequential loss of income 

 
L 

 
Insurance cover.  This will be reviewed at the next renewal date to take 
account of the additional revenue from the Council’s Community Centres.  
Important documents stored in fire proof safe. Council documents backed-
up off premises.  
 
The Council’s Computer Booking System and Accounts Package are 
backed up daily on-line off the premises by the Package provider.  
 

 
Loss of cash through theft or 
dishonesty 

 
L 

 
The Council’s systems of internal control are set out in the Financial 
Regulations adopted on 14th May 2014.  In addition we have adopted the 
‘Braunstone Area Office – Operational Instructions and Procedures’ for 
Connect Service Shop transactions. 
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Area 

 
Risk 

 
Level 

 
Controls        (bold indicates areas where work is needed)  

 
Finance 
(cont.) 

 
Loss of cash through theft or 
dishonesty (cont.) 

  
The Council’s Insurance Policy Limit to Employee Dishonesty has 
remained at £220,000.  
 

 
Financial controls and records 

 
L 

 
Monthly bank reconciliations are prepared by the officer administering day 
to day finances and checked by the Executive Officer & Town Clerk.  Two 
signatories on cheques and internet banking payments. Internal and 
external audit. 
 

 
Comply with Customs and Excise 
Regulations 

 
L 

 
Use help line when necessary. VAT payments and claims calculated by 
Executive Officer & Town Clerk. Internal and external auditor to provide 
double check.  
 

 
Sound budgeting to underlie annual 
precept 

 
L 

 
Policy & Resources Committee and Council receive detailed budgets in 
the late autumn. Precept derived directly from this. Expenditure against 
budget reported to Committees quarterly. 
 

 
Complying with borrowing restrictions 

 
L 

 
No new borrowing.  Potential future borrowing has been identified in 
relation to large projects on the Council’s Capital Plan (approved by 
Council on 28th January 2016.   These include renovation/rebuild of 
Shakespeare Park Pavilion. 
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Area 

 
Risk 

 
Level 

 
Controls        (bold indicates areas where work is needed)  

 
Liability 

 
Risk to third party, property or 
individuals 

 
M 

 
Insurance in place. Open spaces checked weekly.  Trees investigated 
annually and when damage reported. Risk assessments of individual 
events carried out as necessary. 
 

 
Legal liability as consequence of asset 
ownership (especially playgrounds) 

 
M 

 
Insurance in place. Weekly checks of playgrounds and written records 
kept. Annual checks by ROSPA of playgrounds. 
 

Employer 
Liability 
 
 

 
Comply with Employment Law 

 
L 

 
Membership of various national and regional bodies including Local 
Government Employees Association, Society of Local Council Clerks, 
National Association of Local Councils. DIS checked weekly for updates.  
As reported earlier, the Council has insurance for Employer’s Liability.  
In March 2015, the Council commissioned a professional Human 
Resource advisor to assist with an Organisation Review and the 
implementation of the Living Wage, following the review the Human 
Resource advisor was appointed in October 2015 to advise and support 
the Council on all employment matters. 
 

 
Comply with Inland Revenue 
requirements 

 
L 

 
Regular advice from IR and Sage. Internal and external auditor carries out 
annual checks. 
 

 
Safety of Staff and visitors 

 
L-M 

 
Panic alarms (Redcare system) and CCTV fitted at Civic Centre and 
Thorpe Astley Community Centre. Regular risk assessment checks and 
reviews undertaken by the Health & Safety Consultative Group.  Health & 
Safety Policy Statement reviewed and adopted on 15th May 2013.  
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Area 

 
Risk 

 
Level 

 
Controls        (bold indicates areas where work is needed)  

Legal 
Liability 

 
Ensuring activities are within legal 
powers 

 
L 

 
Executive Officer & Town Clerk to clarify legal position on any new 
proposal. Legal advice to be sought where necessary.  
 

  
Proper and timely reporting via the 
Minutes 

 
L 

 
Council meets six times per annum and always receives Minutes of 
Standing Committees held in interim. Minutes made available to press and 
public at the Civic Centre and via the web site.  
 

  
Proper document control 

 
L 

 
Original leases deeds etc stored at in fire proof safe and at the Council’s 
Solicitors office. 
 

 
Councillor 
propriety 

 
Registers of Interests and gifts and 
hospitality in place 

 
L 

 
Register of interest completed. Gifts and hospitality register is available for 
public inspection during normal office hours 
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APPENDIX B 

3. Improvement Action Plan 2014/2015 Internal Auditor’s Report 
 
 

Detailed 
Finding 

Reference 

Observation Risk Recommendations Priority 
High/ 

Medium 
/Low 

Officer 
Responsible 

Action Taken and Date 

2.1 Bookings 
Diary and 
Income 

One booking had a 
discount applied 
however the 
qualifying 
conditions had not 
been met.  
 
 
 
 
 
 

Bookings are 
not being 
charged at the 
correct rates.  

Officers are reminded to 
ensure that qualifying 
criteria are met before 
applying discounts. If 
bookings are subsequently 
amended charges should 
be reviewed to ensure they 
are still correct. The line 
manager should carry out 
monthly sample checks on 
bookings.  
 

High 
 
 
 
 
 

 

Lydia Assi Staff circular sent to all staff 
that operate the Council’s 
bookings system.   New staff 
received appropriate training.   
Sample Checks carried out by 
Resources & Facilities 
Manager and individual staff 
members receive a sheet 
detailing the checks and any 
comments.   System 
implemented from June 2015. 

2.2 Income 
Receipts 

Two minor errors 
in recording of 
information and 
Banking and 
Income Analysis 
Sheets. 

Income is not 
accounted for 
correctly.  

Officers are reminded to 
take care when completing 
Banking and Income 
Analysis Sheets. If errors 
are identified at a later 
date the Banking and 
Income Analysis Sheet 
should be corrected.  

Medium Darren Tilley Staff circular sent to all staff 
that operate the Council’s 
bookings system.   New staff 
received appropriate training. 
Resources & Facilities 
Manager makes any 
corrections identified by the 
reconciliation process.   
System implemented from  
September 2015 
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Detailed 
Finding 

Reference 

Observation Risk Recommendations Priority 
High/ 

Medium 
/Low 

Officer 
Responsible 

Action Taken and Date 

2.5 Financial 
Accounts 

The reserves 
section of the 
balance sheet 
does not currently 
reflect the intended 
uses of the 
reserves or the 
balances for the 
specified reserves.  
 
 

The Balance 
Sheet is 
misleading.  

The reserves section of the 
balance sheet is updated 
to reflect the intended 
uses, the movement during 
2014/15 and the current 
balances.  

High Darren Tilley Report showing intended uses 
of Reserves submitted to 
Policy & Resources 
Committee on 20th August 
2015 and approved.   
Reserves and their intended 
uses included in the medium 
to long term priorities and 
financial planning report 
approved by Council on 5th 
November 2015. 

2.11 Bank 
Reconciliatio
ns 

Not all bank 
reconciliations 
were signed and 
dated by the 
preparer and 
reviewer.  

Bank 
reconciliations 
are not 
completed 
accurately.  

All bank reconciliations 
should be signed and 
dated by both the preparer 
and reviewer.  

High Darren Tilley Process implemented 
immediately by the 
Responsible Financial Officer 
in June 2015. 
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BRAUNSTONE TOWN COUNCIL 

 
CORPORATE GOVERNANCE SUB–COMMITTEE – 9th JUNE 2016 

POLICY & RESOURCES COMMITTEE – 9th JUNE 2016 
 
 

Item 10 – Accounting Statements 2015/2016 
 
Purpose 
 
To receive the End of Year Accounts for the financial year ended 31st March 2016 
and to recommend (to Policy & Resources Committee) that Council adopts and 
submits the Accounting Statements 2015/2016 accordingly. 
 
Accounting Statements 
 
The Year end for the financial year 2015/2016 has now been completed in order to 
report the following as required by the Annual Return: 
 

1. Balances brought forward £424,269.43 
2. (+) Annual precept £477,804.00 
3. (+) Total other receipts £329,155.36 
4. (-) Staff costs £373,274.97 
5. (-) Loan interest / capital repayments £64,038.42 
6. (-) Total other payments £443,494.72 
7. (=) Balances carried forward £350,420.68 
8. Total cash and investments £323,741.51 
9. Total fixed assets and long term assets £4,539,447.73 
10. Total borrowings £422,628.08 

 
The following reports form part of the audited year end accounts: 

• Consolidated Balance Sheet (Appendix 1) 
• Income & Expenditure Account (Appendix 2) 
• Financial Summary – Cashbook (Appendix 3) 
• Reserves (Appendix 4) 
• Financial Budget Comparison (Appendix 5) 
• Schedule of Fixed Assets (Appendix 6) 
• Details of Borrowing and Repayments (Appendix 7) 
• Creditors, Debtors and Receipts in Advance (Appendix 8) 

 
A review of the annual accounts for the year ending 31st March 2016 was carried out 
by the Internal Auditor and they were found to have been prepared on the correct 
basis and were supported by adequate audit trails to underlying records (internal 
audit report – paragraph 2.6).  
 
The Internal Auditor has completed appropriate section of the Annual Return to 
confirm that appropriate accounting arrangements are in place (Appendix 9). 
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Recommendation 
 
(THAT IT BE RECOMMENDED TO POLICY & RESOURCES COMMITTEE)  
THAT IT BE RECOMMEDNED TO COUNCIL that Section 2, Accounting statements 
2015/16, of the Annual Return for the year ended 31st March 2016 be completed 
and submitted accordingly. 
 
Reason 
 
The Corporate Governance Sub-Committee, having carried out an assessment of 
the effectiveness of the Council’s financial arrangements, concluded that there were 
sound systems of internal control.  The Internal Auditor, having reviewed the annual 
accounts, found the Accounting Statements to have been prepared on the correct 
basis and were supported by adequate audit trails to underlying records. 
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31/03/16
£

31/03/15
£

Consolidated Balance Sheet

Current assets

0.000.00 Loans Made
0.000.00 Investments

Investments 0.000.00

Stocks 0.00650.00

358,312.64TOTAL CURRENT ASSETS428,602.89

34,541.937,472.48 VAT Recoverable

29.200.00 Debtors

0.000.00 Payment in Advance

323,741.51420,480.41 Cash in Hand  at Bank

358,312.64TOTAL ASSETS428,602.89

Current liabilities
0.000.00 Loans Received

7,891.96TOTAL CURRENT LIABILITIES   4,333.46

0.000.00 Temporary Borrowing

7,872.764,333.46 Creditors

19.200.00 Receipts in Advance

350,420.68TOTAL ASSETS LESS CURRENT LIABILITIES 424,269.43

0.000.00 Long Term Borrowing

0.000.00 Deferred Liabilities

0.000.00 Deferred Credits

0.000.00

350,420.68424,269.43 NET ASSETS 

0.000.00 VAT Payable

Long Term assets
Investments 0.000.00

Long Term Debts 0.000.00

0.00TOTAL LONG TERM ASSETS0.00

Represented by

General Fund 213,865.56287,714.31

Thorpe Astley Commuted Sums 136,555.12136,555.12

Millfield Hall Refurbishment 0.000.00
Earmarked

Holmfield Park Improvements 0.000.00
Earmarked

Franklin Park Balance Beams 0.000.00
Earmarked

350,420.68424,269.43

Signed 

Chairman Responsible Financial Officer

Date

AUDIT OPINION

Page 303/05/16    10:15 PM Vs: 7.23 Braunstone Town Council

Appendix 1
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Income and Expenditure Account

31/03/16
£

31/03/15
£

INCOME

Hirings 130,457.98136,598.23

Income 146,262.90145,164.51

Interest on Investments 3,369.984,177.31

Loan/Capital Receipts 49,064.500.00

Precept 477,804.00463,281.00

INCOME TOTAL 806,959.36749,221.05

EXPENDITURE

Expenditure 409,310.09242,548.27

General Administration 27,202.4321,016.05

Interest on Long Term Debts 64,038.4264,164.42

Salaries 379,607.17385,365.55

EXPENDITURE TOTAL 880,158.11713,094.29

Balance as at 01/04/15

Add Total Income

Deduct Total Expenditure

Transfer to/ from reserves

Balance as at 31/03/16

251,587.55

749,221.05

713,094.29

0.00

287,714.31

287,714.31

806,959.36

880,158.11

1,000,808.60 1,094,673.67

0.00

213,865.56

Stock Adjustment -650.000.00

Page 403/05/16    10:17 PM Vs: 7.23 Braunstone Town Council
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Financial Summary - Cashbook
Summary between 01/04/15 and 31/03/16 inclusive.

Balances at the start of the year

Ordinary Accounts

Cambridge 90 Day Notice Account £253,379.94
Cash office floats £315.00
No. 2 Account £13,374.63
No. 3 Account Co-op fixed term invest £58,459.96
No.1 Account £94,700.88
Petty Cash Account £250.00

£420,480.41Total

RECEIPTS Net Vat Gross
Corporate management £580,787.57 £2.34 £580,789.91
Open Spaces/Parks Management £11,793.30 £14.16 £11,807.46
Civic Centre £149,640.58 £115.69 £149,756.27
Planning & Environment £3,399.66 £274.33 £3,673.99
Crime Reduction £68.33 £13.17 £81.50
Social Inclusions £50,202.35 £956.63 £51,158.98
Thorpe Astley Community Centre £49,717.97 £156.33 £49,874.30

£845,609.76 £1,532.65 £847,142.41Total Receipts

PAYMENTS Net Vat Gross
Corporate management £448,480.55 £7,132.97 £455,613.52
Open Spaces/Parks Management £91,976.60 £17,886.28 £109,862.88
Civic Centre £281,030.05 £35,902.55 £316,932.60
Planning & Environment £8,278.12 £1,243.56 £9,521.68
Crime Reduction £124.90 £24.98 £149.88
Social Inclusions £13,000.01 £1,072.05 £14,072.06
Thorpe Astley Community Centre £33,728.58 £4,000.11 £37,728.69

£876,618.81 £67,262.50 £943,881.31Total Payments

Closing Balances
Ordinary Accounts

Cambridge 90 Day Notice Account £156,037.82
Cash office floats £315.00
No. 2 Account £10,473.75
No. 3 Account Co-op fixed term invest £0.00
No.1 Account £156,664.94
Petty Cash Account £250.00

£323,741.51Total

Uncleared and Unpresented effects
No.1 Account -£100.00

Statement Closing Balances
Ordinary Accounts

Cambridge 90 Day Notice Account £156,037.82
Cash office floats £315.00
No. 2 Account £10,473.75
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No. 3 Account Co-op fixed term invest £0.00
No.1 Account £156,764.94
Petty Cash Account £250.00

£323,841.51Total
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Reserves
Start of year 01/04/15

Thorpe Astley Commuted Sums
Start of year value£136,555.12

£136,555.12 Current value

Millfield Hall Refurbishment
Start of year value£0.00

20/08/15 £82,693.00 From General Fund, Funding for Replacement Roof - Millfield Hall

23/12/15 -£421.44 Expenditure transaction 11166, Millfield Hall Internal Refurbishment

18/01/16 -£25,000.00 Expenditure transaction 11385, Part Payment for roof refurbishment

18/01/16 -£30,000.00 Expenditure transaction 11384, Part Payment for roof refurbishment

18/01/16 -£25,847.60 Expenditure transaction 11281, Part Payment for roof refurbishment

18/01/16 -£436.25 Expenditure transaction 11282, Part Payment for roof refurbishment

27/02/16 -£987.71 To General Fund, Balance of Refurbishment costs to Grant Funding

£0.00 Current value

Holmfield Park Improvements
Start of year value£0.00

20/08/15 £17,010.00 From General Fund, Balance of funding for Holmfield Park Play Area

29/02/16 -£18,049.07 Expenditure transaction 11110, Holmfield Park Playground Improvements

29/02/16 £1,039.07 From General Fund, Part Contribution  - Grants

£0.00 Current value

Franklin Park Balance Beams
Start of year value£0.00

£0.00 Current value

Page 705/05/16    12:23 PM Vs: 7.23 Braunstone Town Council
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Financial Budget Comparison
Comparison between 01/04/15 and 31/03/16 inclusive.
Excludes transactions with an invoice date prior to 01/04/15

Actual Net2015/2016 Balance

Corporate management

£573,315.09£536,369.00 £36,946.09Total Income

£447,991.45£430,833.00 -£17,158.45Total Expenditure

Open Spaces/Parks Management

£11,793.30£27,046.00 -£15,252.70Total Income

£91,169.86£93,192.00 £2,022.14Total Expenditure

Civic Centre

£149,640.58£105,600.00 £44,040.58Total Income

£279,964.25£124,956.00 -£155,008.25Total Expenditure

Planning & Environment

£3,399.66£1,600.00 £1,799.66Total Income

£8,278.12£10,300.00 £2,021.88Total Expenditure

Crime Reduction

£68.33£300.00 -£231.67Total Income

£124.90£800.00 £675.10Total Expenditure

Social Inclusions

£50,202.35£29,200.00 £21,002.35Total Income

£11,435.01£48,380.00 £36,944.99Total Expenditure

Young People

£0.00£0.00 £0.00Total Income

£0.00£1,200.00 £1,200.00Total Expenditure

Thorpe Astley Community Centre

£49,717.97£46,284.00 £3,433.97Total Income

£33,319.80£36,738.00 £3,418.20Total Expenditure

£838,137.28Total Income £746,399.00

£872,283.39Total Expenditure £746,399.00

-£34,146.11Total Net Balance £0.00

Page 803/05/16    10:26 PM Vs: 7.23 Braunstone Town Council
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REF NO. DESCRIPTION OPEN SPACES 
VALUE

VALUE AS PER 
INSURANCE 
SCHEDULE

ins 
doc 

annota
te

CUST
ODIAN

DATE INSTALLED (IF APPLICABLE) DISPOSAL OR 
ESTIMATED 

REPLACEMENT

NOMINAL LAND VALUES
(not included on 
insurance)

HOLMFIELD PARK 2.42HECTARES (6 ACRES) £0.00 £0.00 SG last valued 2005

SHAKESPEARE PARK 2.63 HECTARES (6.5 
ACRES)

£0.00 £0.00 SG last valued 2005

FRANKLIN PARK 3.62 HECTARES (8 ACRES) 
(Includes extension)

£15,731.00 £0.00 SG last valued 2005

MOSSDALE MEADOWS 9.51 HECTARES (23.5 
ACRES)

£33,753.00 £0.00 SG last valued 2005

MERRILEYS PARK 2.95 HECTARES (7.31 ACRES) £10,499.00 £0.00 SG last valued 2005

WATERCOURSE WALK TA 1.02 HECTARES (2.47 
ACRES) 

£3,547.00 £0.00 SG last valued 2005

THORPE ASTLEY (SOUTH) OPEN SPACES 2.25 
HECTARES (5.6 ACRES) Isobel Close & Priestman 
Road (adopted 25/03/11)

£8,040.00 £0.00 EO&T
C

Adopted 2011

THORPE ASTLEY OPEN SPACES - Cobbett Road, 
Tuffleys Way, Marshall Close, Hilcot Green, Haskell 
Close, Cooke Close, Tom Paine Close, Tillet Road, 
and Collins Close 1.7HECTARES (4.38 ACRES) 
ADOPTED 31/07/11)

£6,289.00 £0.00 EO&T
C

Adopted 2011

THORPE ASTLEY PARKLAND 7.14HECTARES 
(17.7 ACRES) ADOPTED 01/08/11

£25,414.00 £0.00 EO&T
C

BDC adopted 2011 (same year BTC 
agreed lease to maintain)

THORPE ASTLEY - PERSIMMON HOMES SITES 
Goodheart Way, Long Spinney, Foxholes Spinney, 
Bolus Road Jewsbury Way, Gavin Close, The Green, 
Smart Close, Seacole, Sherrard Way, Tuffleys Way 
leading to Murby Way, Open Space north of brook inc 
leading up to the Green, Imipey Close, Netherfield, 
Gregories Close; 6.85 HECTARES (17.61 ACRES) 
ADOPTED 1ST APRIL 2013

£24,381.53 £0.00 EO&TC Adopted 2013 

£127,654.53

RISK 1 - PROPERTY DAMAGE ALL RISK

BRAUNSTONE TOWN COUNCIL
SCHEDULE OF ASSETS YEAR END 2015/2016

Appendix 6
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REF NO. DESCRIPTION CUSTODIAN
ITEM 1 CIVIC CENTRE £2,200,037.00 £2,200,037.00 14 EO&T

C/CCM
last updated value November 2012

ITEM 2 GARAGE MM £50,296.00 SG last valued 2005
PAVILION MM £66,764.00 SG last valued 2005
SP BOWLS, CHANGING ROOMS (refurb 04), GARAGE £124,493.00 SG last valued 2005 changing rooms refurb 2004

FOOTBALL CHANGING ROOMS HP £0.00 SG refurbished 2005 demolished 2014

£241,553.00 15

ITEM 3 5 STREET SEATS
£2,169.00

EO&T
C

01 January 2007

14 NOTICE BOARDS
£5,464.00

EO&T
C

01 January 2007

2 NOTICE BOARDS £666.00 EO&T
C

No info

8 BT NAME PLATE SIGNS £6,250.00 EO&T
C

No info

CCTV TOWER + 2 CAMERAS £7,103.00 EO&T
C

No info

CC CAR PARK LIGHTING £4,853.00 CCM No info

3 LIGHTING COLUMNS FP £9,266.00 EO&T
C

No info
INFORMATION BOARD MERRILEYS £2,995.00 SG 01 January 2002
STONE SCULPTURE MERRILEYS £4,389.00 SG 01 January 2002
STEEL BENCH FRANKLIN PARK £1,132.00 SG 01 January 2000
MEETING POINT MM £9,379.00 SG 01 June 2005
BENCH SEATS X 1 TA MARSHALL CLOSE £435.00 EO&T

C
01 June 2004

BENCH SEATS X 8 - TA PARKLAND £2,930.00 EO&T
C

01 January 2010

BENCH / SEAT / PICNIC TABLE / LEAN BACK MM £2,272.00 SG 01 June 2012

BENCH SEATS IMPEY CLOSE £711.00 SG approx 2004

£60,014.00 16

ITEM 4
Franklin ROCKING HORSE FP (wicksteed) £8,605.00 SG Pre 2000 - no current rospa issues

CLIMBING FRAME FP £786.00 SG Pre 2000 - no current rospa issues
SEESAW FP (wicksteed) £1,567.00 SG Pre 2000 - no current rospa issues
JUNGLE WALK FP wicksteed £1,001.00 SG Pre 2000 - no current rospa issues
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NON MUMP SEESAW FP wicksteed £2,881.00 SG Pre 2000 - no current rospa issues
SWING SET CRADLE FP wicksteed £1,525.00 SG Pre 2000 - no current rospa issues
SWING SET FP wicksteed £1,591.00 SG Pre 2000 - no current rospa issues
KOMPAN CNUPUS FRAME FP (sb mm?) £11,989.00 SG 01 June 2005
MULTI GOAL UNITS FP Kompan £7,595.00 SG 01 June 2005
SUPER NOVA FP Kompan £3,338.00 SG 01 June 2005
CONCORD MID SPACE NET FP kompan £8,012.00 SG 01 June 2005
ACTIVITY CLIMB /SLIDE FP Russell play £8,723.00 SG 01 June 2012

Holmfield ROUNDABOUT HP £1,575.00 SG Pre 2000 - no current rospa issues
MYSTICAL WORLD MULTI-PLAY Wicksteed £6,729.00 SG 27 November 2015
SWING 2 BAY FLAT & 1 BASKET Wicksteed £4,300.00 SG 27 November 2015
2DOUBLE BAY SWING SET £1,362.00 SG Pre 2000 - no current rospa issues
ROCKING HORSE HP wicksteed £8,550.00 SG Pre 2000 - no current rospa issues
JNR PARALLEL BAR HP £544.00 SG Pre 2000 - no current rospa issues
MINI SPACENET HP Kompan £8,171.00 SG 01 June 2004
MEETING POINT HP kompan £3,519.00 SG 01 June 2004
MULTIPLAY AREA HP base leisure £45,013.00 SG 01 June 2004

Mossdale SWING SET MM £1,522.00 SG pre 2000 - no current rospa issue
COMBINATION BANK SLIDE MM £3,482.00 SG pre 2000 - no current rospa issue
SADLEMATE MM £1,041.00 SG pre 2000 - no current rospa issue
CRADLESEAT SWING SET MM £1,824.00 SG pre 2000 - no current rospa issue
2 SPINNER BOWLS MM kompan £1,428.00 SG 01 June 2005
CLIMBING FRAME KOMPAN MM £8,703.00 SG 01 June 2005
SUPERNOVA ROUNDAOUT MM kompan £3,338.00 SG 01 June 2005

MOSSDALE MEADOWS 2012 IMPROVEMENT 
Basketball Court (SMP)
2 x Philadelphia Basketball/goal posts £6,027 SG 01 June 2012
1 x Maine Goal Arena System £3,530 SG 01 June 2012
1 x straight round grinder skate £199 SG 01 June 2012
1 x inclined square grinder skate £189 SG 01 June 2012
1 x grind box skate £1,007 SG 01 June 2012
1 x jump ramp skate £1,185 SG 01 June 2012
1 x stepped grind box skate £1,490 SG 01 June 2012
1 x driveway street course £16,013 SG 01 June 2012
Outdoor Fitness (SMP)
2 x Ski Steppers (A) £3,007 SG 01 June 2012
1 x Mini Ski (A) £1,197 SG 01 June 2012
1 x Leg Stretch (A) £873 SG 01 June 2012
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1 x fitness sign (A) £748 SG 01 June 2012
1 x Sit Up (B) £1,233 SG 01 June 2012
1 x Health Walker (B) £2,410 SG 01 June 2012
1 x Pull Down Challenger (B) £2,128 SG 01 June 2012
1 x Fitness Sign (B) £747 SG 01 June 2012
1 x Push Hands (C) £1,180 SG 01 June 2012
2 x Handle Boats (C) £2,788 SG 01 June 2012
1 x Parallel Rails (C) £1,009 SG 01 June 2012
1 x Fitness Sign (C) £748 SG 01 June 2012

Children's Play Area (SMP)
1 x UniMini Dinghy £2,133 SG 01 June 2012
1 x Pull Up Rope £499 SG 01 June 2012
1 x Rota Roka £1,286 SG 01 June 2012
1 x Roko £834 SG 01 June 2012
1 x Zingo Dek Climb £6,870 SG 01 June 2012
1 x Pair Talking Tubes £773 SG 01 June 2012
1 x Lobster Pot Climbe £4,902 SG 01 June 2012
3 x NRG Ross Ice Shelves £1,119 SG 01 June 2012
1 x Amazon Basin £2,370 SG 01 June 2012
1 x NRG Klondike Double £1,360 SG 01 June 2012
Total Play surface area £4,294 SG 01 June 2012

Shakespeare SLIDE SP £2,078.00 SG pre 2000 - no current rospa issue
WHIRLWIND CLIMBING FR SP £9,820.00 SG pre 2000 - no current rospa issue
2 DOUBLE BAY SWING SP £1,890.00 SG pre 2000 - no current rospa issue
SADDLEMATE SP £1,007.00 SG pre 2000 - no current rospa issue
PLAY SAFETY SURFACE £38,908.00 SG
ROCKING HORSE SP £8,278.00 SG 01 June 2002

TA Isobel SPRING SEESAW TA ISOBEL Kompan £2,010.00 EO&T
C

approx 2004

SPRING ELEPHANT TA ISOBEL kompan £679.00 EO&T
C

approx 2004

SPRING LION TA ISOBEL kompan £679.00 EO&T
C

approx 2004

STEPPING STONES TA ISOBEL kompan £180.00 EO&T
C

approx 2004
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TA Priestman TOWER SLIDE TA PRIESTMAN kompan £6,524.00 EO&T
C

approx 2004

SWINGS TA PRIESTMAN kompan £4,634.00 EO&T
C

approx 2004

SPRING PLANE TA PRIESTMAN kompan £700.00 EO&T
C

approx 2004

SPRING ELEPHANT TA PRIESTMAN kompan £700.00 EO&T
C

approx 2004

SURFACING TA ISOBEL AND PRIESTMAN komp £8,487.00 EO&T
C

approx 2004

TA Hilcott SPRING SEESAW - TA HILCOTT GREEN komp £2,010.00 EO&T
C

approx 2004

ROCKER ELEPHANT - TA HILCOTT GREEN kompa £700 EO&T
C

approx 2004

SWING TODDLER - TA HILCOTT GREEN komp £1,550 EO&T
C

approx 2004

MULTI PLAY TOWER/SLIDE TA HILCOTT GREEN £6,523 EO&T
C

approx 2004

SAFETY SURFACE - TA HILCOTT GREEN komp £5,062 EO&T
C

approx 2004

TA Marshall IGLOO CLIMBER - TA MARSHALL CLOSE komp £922 EO&T
C

appox 2004

GAME PANELS X 2 - TA MARSHALL CLOSE komp £1,437 EO&T appox 2004
BALANCE TRAIL - TA MARSHALL CLOSE komp £1,183 EO&T

C
appox 2004

PLAY TRAIN - TA MARSHALL CLOSE komp £6,733 EO&T
C

appox 2004

SAFETY SURFACE - TA MARSHALL CLOSE komp £4,587 EO&T appox 2004

TA Impey ROCKER HORSE £642 EO&T approx 2004
MULTIPLAY TOWER AND SLIDE £6,456 EO&T approx 2004
DOUBLE SWING £1,824 EO&T approx 2004
SAFETY SURFACE IMPEY £4,572 EO&T approx 2004

TA Parkland SPACE NET 3144 - TA PARKLAND kompan £13,754.00 EO&T
C

01 June 2011

ELECTRA GXY 932 FRAME WITH SATELITTE 
SPINNERS - TA PARKLAND kompan

£16,117.00 EO&T
C

01 June 2011

SUPERNOVA GXY916 ROUNDABOUT - TA 
PARKLAND komp

£3,720.00 EO&T
C

01 June 2011
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RIDGE ELE500003 CLIMBING FRAME/SLIDE - TA 
PARKLAND komp

£9,462.00 EO&T
C

01 June 2011

SPINNER BOWL ELEC400024 - TA PARKLAND £922.00 EO&T
C

01 June 2011

BLAZER ELE400021 3 SIDED SPRUNG SEESAW - 
TA PARKLAND komp

£2,148.00 EO&T
C

01 June 2011

SWING SET M69201 - TA PARKLAND komp £1,665.00 EO&T
C

01 June 2011

DINO SWING SPME40400 - TA PARKLAND komp £4,895.00 EO&T
C

01 June 2011

MEETING POINTS X 2 - FRE3000 - TA PARKLAND 
komp

£6,916.00 EO&T
C

01 June 2011

MULTI USE GAMES AREA FRE2115 - TA 
PARKLAND 

£19,439.00 EO&T
C

01 June 2011

TOTAL SAFETY SURFACE £14,742.00 EO&T
C

01 June 2011

TRIME TRAIL SUPPLIED BY BOYD SPORT & PLAY

CHIN UPS - FT906 - TA PARKLAND £1,255.40 EO&T
C

01 June 2008

HORIZONTAL LADDER - FT909 - TA PARKLAND £1,958.40 EO&T
C

01 June 2008

2 BAY PLATFORM SIT UPS FT929 - TA PARKLAND £1,793.40 EO&T
C

01 June 2008

GATE CLIMB FT913 - TA PARKLAND £1,702.40 EO&T
C

01 June 2008

BALANCE BEAMS FT920 - TA PARKLAND £1,682.40 EO&T
C

01 June 2008

£465,809.00 18

ITEM 5 GATES AND FENCES £17,997.00 SG
GATES AND FENCES TA ISOBEL £3,143.00 EO&T

C
approx 2004

GATES AND FENCES TA PRIESTMAN £16,525.00 EO&T
C

approx 2004

BOW TOP FENCE - TA MARSHALL CLOSE £3,195.00 EO&T
C

approx 2004

BOW TOP FENCE - TA HILCOTT GREEN £4,235.00 EO&T
C

approx 2004
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GATES AND FENCES (COMMUNITY ORCHARD) £6,783.00 SG 01 June 2009
PLAY AREA FENCE - TA PARKLAND £8,188.00 EO&T

C
01 June 2010

TENNIS COURTS - WELDMESH FENCING AND 
GATES - TA PARKLAND

£10,495.00 EO&T
C

01 June 2010

12 x FENCING PANELS MM BASKETBALL AREA £4,531.20 EO&T
C

01 June 2012

£75,092.20 17

ITEM 6 1 AUTOMATIC WATER SYSTEM SP £5,470.00 9 SG No Info

£5,470.00 19

ITEM 7 CONTENTS OF CIVIC CENTRE £195,223.00 5 EO&T
C

NA

CONTENTS OF PAVILION MM £955.00 6 SG NA
CONTENTS OF BOWLS PAV SP £3,200.00 7 SG NA
CONTENTS OF FC CHANGING ROOMS £510.00 8 SG NA

GENERAL OFFICE EQUIPMENT (for Assets list 
only value included in Contents of Civic Centre)

£0.00 AEO NA

GLASS DISPLAY CABINET £1,221.00 CCM NA
CONTENTS OF GLASS DISPLAY CAB £2,406.00 CCM NA
AUTOMATIC DOORS / RECORD £16,907.00 CCM 01 January 2006
Divar DIG CCTV Vantage Colour Mon 7 Dig Cams £1,386.00 CCM 01 June 2006
RICOH MP 2500 PHOTOCOPIER £7,149.00 AEO 01 October 2009
DATA PROJECTOR £306.00 CCM 01 June 2011
OVERHEAD TROLLEY SCREEN £630.00 AEO/C

CM
01 June 2013

COMPUTERS CIVIC CENTRE
Digital TV and Associated £236.00 01 June 2011
Intel Core 15 (Admin) £766.00 AEO/C

CM
01 June 2013

Fujitsu S No.YLST013512 PC (Reception) £766.00 AEO/C
CM

01 April 2014

Fujitsu S No.YLST013355 PC (Centres Manager) £766.00 AEO/C
CM

01 April 2014
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HP Compaq 6000 PC (Executive Officer) £766.00 AEO/C
CM

01 June 2009

Fujitsu SN YLST013490 PC (Reception2) £766.00 AEO/C
CM

01 April 2014

Vaio Sony Laptop (Dep Centre Manager) £766.00 AEO/C
CM

01 June 2011

Acer Laptop (Planning) £766.00 AEO/C
CM

01 June 2011

Clone PC (Finance) £766.00 AEO/C
CM

01 August 2012

Vaio Sony Laptop (Crime Reduction) £938.00 AEO/C
CM

01 June 2012

Brother Fax Machine £308.00 AEO 01 June 2008
HP LASERJET (P2500d) Admin £308.00 AEO 01 June 2008
HP INKJET 1200 (Admin) £308.00 AEO 01 June 2008
EPSON WF7015 B511A (Centres Manager) £308.00 CCM 01 June 2008
HP Laserjet pro 400 M40ld VnC4116835 £308.00 CCM 01 January 2013

SUB TOTAL £8,842.00 4
£208,730.00 20

RISK 16 - THORPE ASTLEY
RISK 16 THORPE ASTLEY COMMUNITY CENTRE £1,076,733.00 1 CCM 01 October 2010

CONTENTS
CURTAINS/BLINDS £1,061.00 CCM 01 October 2010
FOLDING TABLES £1,703.00 CCM 01 October 2010
BEECH TABLES & CROME FRAMED CHAIRS £6,426.00 CCM 01 October 2010
FOLDING CHAIRS £4,090.00 CCM 01 October 2010
CHAIR TROLLEY £612.00 CCM 01 October 2010
NOTICE BOARDS £709.00 CCM 01 October 2010
KITCHEN ELECTRICAL GOODS (Microwave, Tea 
Urn, Hoover, Trolley, Fridge)

£723.00 CCM 01 October 2010

MISC KITCHEN UTENSILS £348.00 CCM 01 October 2010
BOTTLE COOLER £758.00 CCM 01 October 2010
CASH REGISTER £460.00 CCM 01 October 2010
DISH WASHER £1,030.00 CCM 01 October 2010
RECEPTION CHAIRS £326.00 CCM 01 October 2010
OFFICE FURNITURE £1,075.00 CCM 01 October 2010
HP COMPAQ 6000 and associated equipment £1,694.00 CCM 01 October 2010

SUB TOTAL £21,015.00 2
£1,097,748.00 3
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RISK 5 - BUSINESS ALL RISK
REGALIA Item 1
TOWN MAYOR'S CHAIN £6,197.00 TM No info
TOWN MAYOR'S COMPANION CHAIN £1,329.00 TM No info
DEPUTY TOWN MAYORS PENDANT £461.00 £7,987.00 11 DTM No info

HEARING LOOP SYSTEM Item 3 £214.00 £214.00 12 CCM 01 June 2005

GARDEN MACHINARY & EQUIPMENT Item 2
CUTLESS PASTURE TOPPER MM £2,500.00 SG No info
MISC HAND TOOLS GARAGE MM £1,000.00 SG No info
RANSOME SUPER CERTEES SP £2,800.00 SG No info
FLYMO HOVER MOWER GT2 SP £440.00 SG 01 February 2013
DANARM HEDGECUTTER SP £461.00 SG No info
SISIS ROLLER SP £470.00 SG No info
HOLLAND MC 35 RIDE ON MOWER £19,300.00 SG No info
BATESON TRAILER £2,500.00 SG 01 June 2002
AIRMASTER COMPRESSOR £255.00 SG 01 June 2007
PETROL GENERATOR £710.00 SG 01 June 2008
McConnel PA5155 Left Hand Cut Hedgecutter £12,500.00 SG 01 June 2008
ROLLER GARAGE MM £1,400.00 SG 01 June 2008
MCCULLOCH MAC 838 CHAINSAW £200.00 SG 01 June 2010
RHYOBE HEDGECUTTER £200.00 SG 01 June 2010
KAWASKI 43A STRIMMER £200.00 SG 01 June 2011
STIHL LEAF BLOWER £200.00 SG 01 June 2012
ECHO 350 ES STRIMMER £200.00 SG 01 June 2012
LEAF BLOWER £300.00 SG 01 April 2013
HEDGETRIMMER £750.00 SG 01 April 2013
PRESSURE WASHER £120 01 November 2013

£46,386.00 10
RADARLUX MINIVISOR 230NG VAS/SID CAMERA £2,753.00 £2,753.00 13 CCM 01 May 2013

TOTAL NOMINAL VALUE OF LAND £127,654.53
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TOTAL ASSETS £4,411,793.20 (As per 
Insuran
ce 
Schedu
le)

TOTAL ALL ASSETS £4,539,447.73 (Value to show on Annual Return)

CUSTODIAN KEY UPDATED: 27th November 2015
EO&TC = Executive Officer & Town Clerk 13th October 2015
SG = Senior Groundsperson 27th November 2015
CCM = Civic Centre Manager
AEO = Assistant Executive Officer
TM = Town Mayor
DTM = Deputy Town Mayor
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ITEMS CHANGES DURING 2015/2016

REMOVED

Holmfield
JUNGLE 
WALK HP

£1,103.00
Removed 13/10/2015

JUNGLE 
BRIDGE HP

£1,022.00
Removed 13/10/2015

WOBBLE 
BOARD HP

£702.00
Removed 13/10/2015

SWING SET £1,818.00 Removed 13/10/2015
SLIDE HP £2,327.00 Removed 27/11/2015

Risk 5 PA41 
MCCONNEL 
HEDGE 
FLAIL 
(TRACTOR)

£2,500.00

Removed 13/10/2015

ADDED
Risk 5 McConnel 

PA5155 Left 
Hand Cut 
Hedgecutter

£12,500.00

Added 13/10/2015

Holmfield

MYSTICAL 
WORLD 
MULTI-PLAY 
Wicksteed

£6,729.00

Added 27/11/2015
SWING 2 
BAY FLAT & 
1 BASKET 
Wicksteed

£4,300.00

Added 27/11/2015
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Public Works Loan Board

Eastcheap Court

11 Philpot Lane

London

EC3M 8UD

T 020 7862 6610

F 020 7862 6509

E pwlb@dmo.gsi.gov.uk

www.pwlb.gov.uk

OFFICIAL

Loan Payment due 9 November 2015

PWLB Reference - 507  07134

The Clerk

Braunstone Town Council

Civic Centre

Kingsway

Braunstone

LEICESTER

LE3 2PP

Your authority has elected to pay loan repayments by direct debit and therefore the sum of £32,003.46 detailed on the 

schedule will be debited from your nominated account on  9 November 2015.  You need take no further action.

If you have any queries relating to this payment please contact the Board either by e -mail or telephone as shown 

above.  The Board's staff will be pleased to supply any further information.

Appendix 7

2055



PWLB Reference -  507 07134

OFFICIAL

Schedule of Loan Repayments due 9 November 2015

Interest

Rate

%

Total

Due

£      p.

Interest 

Due

£      p

Principal

Due

£      p.

Balance

Outstanding

£      p.
Loan

Number

477930  83,695.43  4,536.45  3,452.44  7,988.89 8.250

480508  30,190.05  1,387.32  905.70  2,293.02 6.000

481235  7,548.09  1,172.40  212.29  1,384.69 5.625

482623  74,318.35  2,872.92  1,950.86  4,823.78 5.250

485188  28,531.66  1,049.61  713.29  1,762.90 5.000

485557  47,862.08  1,635.15  1,256.38  2,891.53 5.250

487506  57,202.81  1,729.59  1,287.06  3,016.65 4.500

490422  42,000.00  1,400.00  945.00  2,345.00 4.500

501336  71,898.58  4,835.53  661.47  5,497.00 1.840

TOTAL:  443,247.05  20,618.97  11,384.49  32,003.46
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Opening Debtors Start of year 01/04/15

Tn no Gross (£) Vat (£) Net (£) Inv. date Invoice noAccrued (£) Paid dateOpening
adjustment

HM Customs
5032 7472.48 0.00 7472.48 31/03/157472.48 07/05/157472.48

7472.48 0.00 7472.48Total 7472.48 7472.48

Taylor Gemma  (Aerobics)   (CP)
6949 -36.76 0.00 -36.76 08/02/15 452760.00 25/01/16-36.76

6562 36.76 0.00 36.76 08/02/15 452760.00 16/12/1536.76

0.00 0.00 0.00Total 0.00 0.00

£7,472.48 £0.00 £7,472.48Total 7472.48 £7,472.48

Page 2205/05/16    12:13 PM Vs: 7.23 Braunstone Town Council

Appendix 8
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Opening Creditors Start of year 01/04/15

Tn no Gross (£) Vat (£) Net (£) Inv. date Cheque no.Accrued (£) Paid dateOpening
adjustment

82nd Scouts Leicester

10362 300.00 0.00 300.00 29/03/15 1104550.00 02/04/15300.00

300.00 0.00 300.00Total 0.00 300.00

A Shah

9761 175.00 0.00 175.00 18/09/14 1098600.00 01/04/15175.00

175.00 0.00 175.00Total 0.00 175.00

AnchorPrint

10369 312.60 0.00 312.60 29/03/15 Bacs2015/04/0
8 Anc

0.00 08/04/15312.60

11604 0.00 52.10 -52.10 29/03/15 Bacs2015/04/0
8 Anc

0.00 31/03/16-52.10

312.60 52.10 260.50Total 0.00 260.50

Braunstone Swimming Club

10363 40.00 0.00 40.00 29/03/15 1104530.00 02/04/1540.00

40.00 0.00 40.00Total 0.00 40.00

Braunstone Town Council

10364 118.06 19.69 98.37 29/03/15 1104570.00 02/04/1598.37

118.06 19.69 98.37Total 0.00 98.37

Coalpit Lane Spinney Pals

9194 150.00 0.00 150.00 08/04/14 1096050.00 08/04/15150.00

150.00 0.00 150.00Total 0.00 150.00

George Walker Ltd

10370 858.00 143.00 715.00 29/03/15 Bacs2015/04/0
8 Walk

0.00 08/04/15715.00

858.00 143.00 715.00Total 0.00 715.00

Kirby and West

10315 2.40 0.40 2.00 17/03/15 1099892.42 01/04/152.42

10358 4.78 0.00 4.78 29/03/15 1104512.40 02/04/152.40

10352 2.40 0.40 2.00 29/03/15 1099940.00 01/04/152.00

9.58 0.80 8.78Total 4.82 6.82

Leicestershire County Council

10865 94.40 15.73 78.67 20/01/15 Bacs150820LC
C

0.00 20/08/1578.67

11554 -94.40 -15.73 -78.67 20/01/15 BACS150820L
CC

0.00 29/01/16-78.67

0.00 0.00 0.00Total 0.00 0.00

LRALC

10316 60.00 0.00 60.00 17/03/15 1099900.00 01/04/1560.00

60.00 0.00 60.00Total 0.00 60.00

Meadowcroft

10366 200.00 0.00 200.00 31/03/15 Bacs2015/04/0
8 Mead

0.00 08/04/15200.00

200.00 0.00 200.00Total 0.00 200.00
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Opening Creditors Start of year 01/04/15

Tn no Gross (£) Vat (£) Net (£) Inv. date Cheque no.Accrued (£) Paid dateOpening
adjustment

Public

9777 100.00 0.00 100.00 25/09/14 1098710.00 01/04/15100.00

100.00 0.00 100.00Total 0.00 100.00

Radford United

10372 300.00 0.00 300.00 23/03/15 Bacs2015/04/0
8 R.U

0.00 08/04/15300.00

300.00 0.00 300.00Total 0.00 300.00

RAFA

10360 300.00 0.00 300.00 29/03/15 1104540.00 02/04/15300.00

300.00 0.00 300.00Total 0.00 300.00

Refund Deposit

9901 100.00 0.00 100.00 05/11/14 1099040.00 01/04/15100.00

10031 100.00 0.00 100.00 09/12/14 1099390.00 01/04/15100.00

10365 100.00 0.00 100.00 29/03/15 Bacs2015/04/0
8 NIM

0.00 08/04/15100.00

10368 100.00 0.00 100.00 29/03/15 Bacs2015/04/0
8 Staff

0.00 08/04/15100.00

10359 100.00 0.00 100.00 29/03/15 1104520.00 02/04/15100.00

10367 100.00 0.00 100.00 29/03/15 Bacs2015/04/0
8 Shah

0.00 08/04/15100.00

10354 100.00 0.00 100.00 29/03/15 1099960.00 01/04/15100.00

10355 100.00 0.00 100.00 29/03/15 1099970.00 01/04/15100.00

10356 100.00 0.00 100.00 29/03/15 1099980.00 01/04/15100.00

10357 100.00 0.00 100.00 29/03/15 1100000.00 01/04/15100.00

1000.00 0.00 1000.00Total 0.00 1000.00

Servo-Rod

10209 96.00 16.00 80.00 18/02/15 1099780.00 01/04/1580.00

96.00 16.00 80.00Total 0.00 80.00

Ses Technical Ltd

10371 95.00 15.83 79.17 29/03/15 Bacs2015/04/0
8 Ses

0.00 08/04/1579.17

95.00 15.83 79.17Total 0.00 79.17

SLCC Enterprises Ltd

10353 125.00 0.00 125.00 29/03/15 1099950.00 01/04/15125.00

125.00 0.00 125.00Total 0.00 125.00

SWAGAT

10361 300.00 0.00 300.00 29/03/15 1104560.00 02/04/15300.00

300.00 0.00 300.00Total 0.00 300.00

Unison

10215 43.60 0.00 43.60 20/02/15 1008720.00 01/04/1543.60

43.60 0.00 43.60Total 0.00 43.60

£4,582.84 £247.42 £4,335.42Total £4.82 £4,333.46
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Closing Debtors Start of year 01/04/15

Tn no Gross Vat Net Inv. date Invoice no DetailsAccrued Closing
adjustment

HM Customs
7379 -£110.00 £0.00 -£110.00 06/11/15 VAT 01/07/15 - 30/09/15 £0.00 -£110.00

7380 -£3,333.33 £0.00 -£3,333.33 31/03/16 VAT 01/01/16 - 31/03/16 £0.00 -£3,333.33

7378 £37,985.26 £0.00 £37,985.26 31/03/16 VAT 01/01/16 - 31/03/16£0.00 £37,985.26

£34,541.93 £0.00 £34,541.93Total £0.00 £34,541.93

Let's Talk Wellbeing (City)  (CP)
7242 £29.20 £0.00 £29.20 25/02/16 45567 Facilities Booking Invoice£0.00 £29.20

£29.20 £0.00 £29.20Total £0.00 £29.20

£34,571.13 £0.00 £34,571.13Total £0.00 £34,571.13
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Tn no Gross Vat Net TypeAdvance

date

Closing Receipts in Advance

Received from

Start of year 01/04/15

Receipts with advance dates on or after 01/04/16

7250 Prepayment06/05/16 Adult Learning Service Brockingto£19.20 £0.00 £19.20

£19.20 £0.00 £19.20Total

For spread prepayments the top line shows the prepaid amount, whilst underneath the full amount is shown.
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Closing Creditors Start of year 01/04/15

Tn no Gross Vat Net Inv. date Cheque no DetailsAccrued Closing
adjustment

Alexandra
11558 £19.19 £3.20 £15.99 18/03/16 BACS160331

ALEX
Clothing for cleaners£0.00 £15.99

£19.19 £3.20 £15.99Total £0.00 £15.99

Blaby District Council
11566 £1,937.99 £323.00 £1,614.99 18/03/16 BACS150331

BDCPOOP
POOP BIN EMPTY£0.00 £1,614.99

£1,937.99 £323.00 £1,614.99Total £0.00 £1,614.99

Brandon Hire Plc
11570 £38.47 £6.41 £32.06 17/03/16 BACS160331

BRANDON
MEDIUM BREAKER 110£0.00 £32.06

£38.47 £6.41 £32.06Total £0.00 £32.06

Braunstone Life
11580 £100.00 £0.00 £100.00 31/03/16 110328 GRANT - QUEENS 90TH£0.00 £100.00

£100.00 £0.00 £100.00Total £0.00 £100.00

Bridge Coffee Company Ltd
11563 £95.44 £1.79 £93.65 17/03/16 BACS160225

BRIDGE
supplies£0.00 £93.65

£95.44 £1.79 £93.65Total £0.00 £93.65

George Walker Ltd
11562 £780.00 £130.00 £650.00 16/03/16 BACS151130

WALKER
Timber£0.00 £650.00

£780.00 £130.00 £650.00Total £0.00 £650.00

KB Packaging
11541 £309.60 £51.60 £258.00 09/03/16 BACS160331

KBPACKAGI
N

£0.00 £258.00

£309.60 £51.60 £258.00Total £0.00 £258.00

Kings Amoured Security
11557 £83.46 £13.91 £69.55 29/03/16 BACS160331

KINGS
cash transit£0.00 £69.55

£83.46 £13.91 £69.55Total £0.00 £69.55

Legal & General Assurance Society Ltd
11574 £61.86 £0.00 £61.86 02/03/16 110327 scheme no G 73551-13 / I£0.00 £61.86

£61.86 £0.00 £61.86Total £0.00 £61.86

Leicestershire Citizens Advice Bureau
11299 £2,500.00 £416.67 £2,083.33 23/12/15 110304 Grant for CAB serives at £0.00 £2,083.33

£2,500.00 £416.67 £2,083.33Total £0.00 £2,083.33

MUCKLE
11576 £40.00 £40.00 £0.00 08/02/16 BACS160331

MUCKLE
LAND REGISTERY SEA£0.00 £0.00

£40.00 £40.00 £0.00Total £0.00 £0.00

NPS NIGEL SUMMERFIELD
11571 £90.00 £15.00 £75.00 29/03/16 BACS160331

NPS
RESET WATER HEATE£0.00 £75.00

£90.00 £15.00 £75.00Total £0.00 £75.00

Principal Hygiene Systems Ltd
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Closing Creditors Start of year 01/04/15

Tn no Gross Vat Net Inv. date Cheque no DetailsAccrued Closing
adjustment

11567 £1,049.41 £174.90 £874.51 18/03/16 BACS160331
PRIN1

01.04.2016 - 30.06.2016£0.00 £874.51

11568 £508.09 £84.68 £423.41 18/03/16 BACS160331
PRIN2

01.04.2016 - 30.06.2016£0.00 £423.41

£1,557.50 £259.58 £1,297.92Total £0.00 £1,297.92

Public
11560 £100.00 £0.00 £100.00 18/03/16 BACS160331

TEMPLE
ref dep re 18.03.16£0.00 £100.00

11561 £100.00 £0.00 £100.00 22/03/16 BACS160331
MISTRY

ref dep re 20.03.16£0.00 £100.00

11559 £100.00 £0.00 £100.00 22/03/16 BACS160331
PHAN

ref dep re 19.03.16£0.00 £100.00

11572 £100.00 £0.00 £100.00 26/03/16 BACS160331
POLLOCK

ref dep re 26.03.2016£0.00 £100.00

11573 £100.00 £0.00 £100.00 29/03/16 BACS160331
LOWE

ref dep re 27.03.2016£0.00 £100.00

11578 £100.00 £0.00 £100.00 29/03/16 BACS160331
KARIA

ref dep re 25.03.2016£0.00 £100.00

11579 £100.00 £0.00 £100.00 29/03/16 BACS160331
GODDHALL

ref dep re 26.03.2016£0.00 £100.00

£700.00 £0.00 £700.00Total £0.00 £700.00

Severn Trent Water Ltd
11486 £98.23 £0.00 £98.23 18/02/16 BACS151112

SEVERN
WATER BILL - AVON R£0.00 £98.23

£98.23 £0.00 £98.23Total £0.00 £98.23

SGC Plumbing
11565 £96.29 £16.05 £80.24 02/02/16 BACS160331

SGC
plumbing - REPLACE KIT£0.00 £80.24

£96.29 £16.05 £80.24Total £0.00 £80.24

Towergate Underwriting Group Ltd
11577 £770.33 £128.39 £641.94 29/03/16 BACS160331

TOWERGAT
E

Insurance - BRAU04TW0£0.00 £641.94

£770.33 £128.39 £641.94Total £0.00 £641.94

£9,278.36 £1,405.60 £7,872.76Total £0.00 £7,872.76
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Annual internal audit report 2015/16 to 

Enter name of 

smaller authority here: I BRAUNSTONE TOWN CDUNC.IL 
This smaller authority's internal audit, acting independently and on the basis of an assessment of 

risk, carried out a selective assessment of compliance with relevant procedures and controls 

expected to be in operation during the financial year ended 31 March 2016. 

Internal audit has been carried out in accordance with this smaller authority's needs and planned 

coverage. On the basis of the findings in the areas examined, the internal audit conclusions are 

summarised in this table. Set out below are the objectives of internal control and alongside are the 

internal audit conclusions on whether, in all significant respects, the control objectives were being 

achieved throughout the financial year to a standard adequate to meet the needs of this 

smaller authority. 

Internal control objective 

A. Appropriate accounting records have been kept properly throughout the year.

B. This smaller authority met its financial regulations, payments were supported by invoices, all 
expenditure was approved and VAT was appropriately accounted for. 

c. This smaller authority assessed the significant risks to achieving its objectives and reviewed the 
adequacy of arrangements lo manage these.

D. The precept or rates requirement resulted from an adequate budgetary process: progress
against the budget was regularly monitored; and reserves were appropriate.

E. Expected income was fully received, based on correct prices, properly recorded and promptly
banked; and VAT was appropriately accounted for.

F. Petty cash payments were properly supported by receipts, all petty cash expenditure was
approved and VAT appropriately accounted for.

G. Salaries to employees and allowances to members were paid in accordance with this smaller
authority's approvals, and PAYE and NI requirements were properly applied.

H. Asset and investments registers were complete and accurate and properly maintained.

I. Periodic and year-end bank account reconciliations were property carried out.

J. Accounting statements prepared during the year were prepared on the correct accounting basis
(receipts and payments or income and expenditure), agreed to the cash book, supported by an 
adequate audit trail from underlying records and where appropriate debtors and creditors were 
properly recorded. 

K. (For local councils only)

Trust funds (including charitable) - The council met its responsibilities as a trustee.

� 
v 

../ 

v 

v 

v 

v 

v 

v 

v 

v 

I I 
Not

Yes No applicable 

For any other risk areas identified by this smaller authority adequate controls existed (list any other risk areas below or on separate 
sheets if needed) 

I No, A P�LlCF\&LE. 
------------------------------------' 

Name of person who carried out the internal audit .....___l-_l '5 A (0 It oN

Signature of person who carried out the internal audit L� I Date I 2 G:,/ OS /2.D I b I-����'-""------..... � . 

*If the response Is 'no' please state the Implications and action being taken to address any weakness in control Identified

(add separate sheets if needed).

**Note: If the response Is 'not covered' please state when the most recent Internal audit work was done In this area and when it Is
next planned, or, lf coverage Is not required, internal audit must explain why nol (add separate sheets if needed).
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 1 

 
BRAUNSTONE TOWN COUNCIL 

 
CORPORATE GOVERNANCE SUB–COMMITTEE – 9th JUNE 2016 

POLICY & RESOURCES COMMITTEE – 9th JUNE 2016 
 

 
 

Item 11 – Financial Regulations 
 
Purpose 
 
To review the Council’s Financial Regulations and recommend (to Policy & 
Resources Committee) for adoption at Council. 
 
Background 
 
Policy & Resources Committee on 14th April 2016, reviewed the Council’s Standing 
Orders, Financial Regulations and scheme of delegation, these changes were 
adopted at the Annual Council Meeting on 12th May 2016.    
 
On 14th May 2015, the Financial Regulations were updated to take account of the 
repeal of Section 150(5) of the Local Government Act 1972 (the two signatory by 
Councillors cheque rule) and changes to OJEU thresholds.  
 
Revisions are required to the Financial Regulations this year to take account of The 
Public Contracts Regulations 2015 (which has already been dealt with in the 
Standing Orders on 12th May) and other legislative changes and guidance and 
advice on good practice.   In addition, in light of some of the difficulties faced this 
financial year with the Council’s financial management systems, some procedures 
would benefit from being clarified/codified. 
 
Therefore, both Policy & Resources Committee and Annual Council decided that a 
full review of the Financial Regulations be undertaken after the completion of the 
accounts for 2015/2016 and the Internal Audit.  Recommendations can then be 
considered by Corporate Governance Sub Committee alongside the report 
scheduled on the effectiveness of the actions taken concerning the financial 
processes.     
 
Review of Financial Regulations 
 
Attached as an Appendix are the proposed revised Financial Regulation, which take 
into account of the following: 

• 1.6 has been amended to provide for the possibility of disciplinary action in 
the event of breach of the Regulations, rather than a definitive statement as 
to gross misconduct 

• 6.4 has been re-written to apply more generally than merely in respect of 
disclosable interests. 

• Incorporation of the specific requirements of The Public Contracts 
Regulations 2015 in Section 11 
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In addition, the draft has been clarified and aligned with the Standing Orders and 
Scheme of Delegation, clarifying the relevant responsible body (Council or Standing 
Committee) and relevant roles of the RFO, Officers and members of the Council. 
 
Some wording has been changed or added and these are highlighted for ease of 
reference in the Appendix. 
 
Recommendations 
 
(THAT IT BE RECOMMENDED TO POLICY & RESOURCES COMMITTEE) 
THAT IT BE RECOMMENDED TO COUNCIL 
 
1. that the revised Financial Regulations, attached as an Appendix to the report, be 

approved and adopted; and 
 
2. that delegated authority be given to the Executive Officer & Town Clerk to 

correct cross-referencing errors and make formatting, presentational, spelling, 
punctuation and grammatical corrections prior to publication.  

 
Reasons 
 
1. To comply with The Public Contracts Regulations 2015 and other legislative 

changes and to codify operational financial processes. 
 
2. To ensure that the document was consistent and user-friendly. 
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1. GENERAL 
 
1.1. These financial regulations govern the conduct of financial management by the council and may only 

be amended or varied by resolution of the council. Financial regulations are one of the council’s three 
governing policy documents providing procedural guidance for members and officers. Financial 
regulations must be observed in conjunction with the council’s standing orders and any individual 
financial regulations relating to contracts. 

 
1.2. The council is responsible in law for ensuring that its financial management is adequate and effective 

and that the council has a sound system of internal control which facilitates the effective exercise of the 
council’s functions, including arrangements for the management of risk. 

 
1.3. The council’s accounting control systems must include measures: 

• for the timely production of accounts; 
• that provide for the safe and efficient safeguarding of public money; 
• to prevent and detect inaccuracy and fraud; and 
• identifying the duties of officers. 

 
1.4. These financial regulations demonstrate how the council meets these responsibilities and 

requirements. 
 
1.5. At least once a year, prior to approving the Annual Governance Statement, the council must review the 

effectiveness of its system of internal control which shall be in accordance with proper practices. 
 
1.6. Deliberate or wilful breach of these Regulations by an employee may give rise to disciplinary 

proceedings. 
 
1.7. Members of Council are expected to follow the instructions within these Regulations and not to entice 

employees to breach them. Failure to follow instructions within these Regulations brings the office of 
councillor into disrepute. 

 
1.8. The Responsible Financial Officer (RFO) holds a statutory office to be appointed by the council. The 

Executive Officer & Town Clerk has been appointed as RFO for Braunstone Town Council and these 
regulations will apply accordingly. 

 
1.9. The RFO; 

• acts under the policy direction of the council; 
• administers the council's financial affairs in accordance with all Acts, Regulations and proper 

practices; 
• determines on behalf of the council its accounting records and accounting control systems; 
• ensures the accounting control systems are observed; 
• maintains the accounting records of the council up to date in accordance with proper 

practices; 
• assists the council to secure economy, efficiency and effectiveness in the use of its 

resources; and 
• produces financial management information as required by the council. 

 
1.10. The accounting records determined by the RFO shall be sufficient to show and explain the 

council’s transactions and to enable the RFO to ensure that any income and expenditure account 
and statement of balances, or record of receipts and payments and additional information, as the 
case may be, or management information prepared for the council from time to time comply with 
the Accounts and Audit Regulations. 

 
1.11. The accounting records determined by the RFO shall in particular contain: 

• entries from day to day of all sums of money received and expended by the council and the 
matters to which the income and expenditure or receipts and payments account relate; 

• a record of the assets and liabilities of the council; and 
• wherever relevant, a record of the council’s income and expenditure in relation to claims 

made, or to be made, for any contribution, grant or subsidy. 
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1.12. The accounting control systems determined by the RFO shall include: 
• procedures to ensure that the financial transactions of the council are recorded as soon as 

reasonably practicable and as accurately and reasonably as possible; 
• procedures to enable the prevention and detection of inaccuracies and fraud and the ability 

to reconstruct any lost records; 
• identification of the duties of officers dealing with financial transactions and division of 

responsibilities of those officers in relation to significant transactions; 
• procedures to ensure that uncollectable amounts, including any bad debts are not submitted 

to the council for approval to be written off except with the approval of the RFO and that the 
approvals are shown in the accounting records; and 

• measures to ensure that risk is properly managed. 
 
1.13. The council is not empowered by these Regulations or otherwise to delegate certain specified 

decisions. In particular any decision regarding: 
• setting the final budget or the precept (council tax requirement); 
• approving accounting statements; 
• approving an annual governance statement; 
• borrowing; and 
• declaring eligibility for the General Power of Competence. 
 

1.14. In these financial regulations, references to the Accounts and Audit Regulations or ‘the regulations’ 
shall mean the regulations issued under the provisions of section 27 of the Audit Commission Act 
1998, or any superseding legislation, and then in force unless otherwise specified. 
 

1.15. In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall refer to guidance 
issued in  Governance and Accountability for Local Councils  - a Practitioners’ Guide (England) 
issued by the Joint Practitioners Advisory Group (JPAG) of National Association of Local Councils 
and the Society for Local Council Clerks. 
 

2. ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL) 
 
2.1. All accounting procedures and financial records of the council shall be determined by the RFO in 

accordance with the Accounts and Audit Regulations, appropriate guidance and proper practices. 
 

2.2. On a regular basis, at least once a month for operational accounts and at least once a quarter for 
reserve accounts, and at each financial year end, bank reconciliations will be produced by a 
finance/administrative officer and verified by the Responsible Financial Officer.  Both officers shall sign 
the reconciliations and the original bank statements (or similar document) as evidence of production 
and verification. 

 
2.3. The RFO shall complete the annual statement of accounts, annual report, and any related documents 

of the council contained in the Annual Return (as specified in proper practices) as soon as practicable 
after the end of the financial year and having certified the accounts shall submit them and report 
thereon to the council within the timescales set by the Accounts and Audit Regulations. 

 
2.4. The council shall ensure that there is an adequate and effective system of internal audit of its 

accounting records, and of its system of internal control in accordance with proper practices. Any 
officer or member of the council shall make available such documents and records as appear to the 
council to be necessary for the purpose of the audit and shall, as directed by the council, supply the 
RFO, internal auditor, or external auditor with such information and explanation as the council 
considers necessary for that purpose. 

 
2.5. The internal auditor shall be appointed by and shall carry out the work in relation to internal controls 

required by the council in accordance with proper practices. 
 
2.6. The internal auditor shall: 

• be competent and independent of the financial operations of the council; 
• report to council in writing, or in person, on a regular basis with a minimum of one annual written 

report during each financial year; 
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• to demonstrate competence, objectivity and independence, be free from any actual or perceived 
conflicts of interest, including those arising from family relationships; and 

• have no involvement in the financial decision making, management or control of the council. 
 

2.7. Internal or external auditors may not under any circumstances: 
• perform any operational duties for the council; 
• initiate or approve accounting transactions; or 
• direct the activities of any council employee, except to the extent that such employees have 

been appropriately assigned to assist the internal auditor. 
 

2.8. For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and ‘independence’ 
shall have the same meaning as is described in proper practices. 
 

2.9. The RFO shall make arrangements for the exercise of electors’ rights in relation to the accounts 
including the opportunity to inspect the accounts, books, and vouchers and display or publish any 
notices and statements of account required by Audit Commission Act 1998, or any superseding 
legislation, and the Accounts and Audit Regulations. 

 
2.10. The RFO shall, without undue delay, bring to the attention of all councillors any correspondence or 

report from internal or external auditors. 
 
3. ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING 
 
3.1. Each Standing Committee, having regard to the Medium to Long term forecast approved by Council, 

shall formulate and submit proposals to the Policy & Resources Committee in respect of revenue and 
capital projects for inclusion in the rolling capital plan not later not later than the end of December each 
year. 

 
3.2. The RFO must each year, by no later than January, prepare detailed estimates of all receipts and 

payments including the use of reserves and all sources of funding for the following financial year in the 
form of a budget to be considered by the Policy & Resources Committee and the Council. 

 
3.3. The Council shall consider annual budget proposals in relation to the council’s three year forecast of 

revenue and capital receipts and payments including recommendations for the use of reserves and 
sources of funding and update the forecast accordingly. 

 
3.4. The Council shall fix the precept (council tax requirement), and relevant basic amount of council tax to 

be levied for the ensuing financial year not later than by the end of January each year. The RFO shall 
issue the precept to the billing authority and shall supply each member with a copy of the approved 
annual budget. 

 
3.5. The approved annual budget shall form the basis of financial control for the ensuing year. 
 
4. BUDGETARY CONTROL AND AUTHORITY TO SPEND 
 
4.1. Expenditure on revenue items may be authorised up to the amounts included for that class of 

expenditure in the approved budget. This authority is to be determined by: 
• the Policy & Resources Committee for all items over £25,000; 
• the relevant Standing Committee for items between £3,000 and £24,999; or 
• the Executive Officer & Town Clerk for any items below £3,000. 
Such authority is to be evidenced by a minute or by an authorisation slip duly signed by the Clerk, and 
where necessary also by the appropriate Chairman. 
Contracts may not be disaggregated to avoid controls imposed by these regulations. 
 

4.2. No expenditure may be authorised that will exceed the amount provided in the revenue budget for that 
class of expenditure other than by Policy & Resources Committee or the Council.   During the budget 
year, and with the approval of the Policy & Resources Committee or the Council, having considered 
fully the implications for public services, unspent and available amounts may be moved to other 
budget headings or to an earmarked reserve as appropriate (‘virement’). 
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4.3. Unspent provisions in the revenue or capital budgets for completed projects shall not be carried 
forward to a subsequent year. 

 
4.4. The salary budgets are to be reviewed at least annually by January for the following financial year. The 

RFO will inform committees of any changes impacting on their budget requirement for the coming year 
in good time. 

 
4.5. In cases of extreme risk to the delivery of council services, the Executive Officer & Town Clerk may 

authorise revenue expenditure on behalf of the council as necessary. Such expenditure includes 
repair, replacement or other work, whether or not there is any budgetary provision for the expenditure, 
subject to a limit of £3,000. The Executive Officer & Town Clerk shall report such action to the Leader 
of the Council and chairperson of the relevant Standing Committee as soon as possible and to the 
relevant Standing Committee as soon as practicable thereafter. 

 
4.6. No expenditure shall be authorised in relation to any capital project and no contract entered into or 

tender accepted involving capital expenditure unless the relevant Standing Committee is satisfied that 
the project is contained in the Capital Plan and the necessary funds are available and the requisite 
borrowing approval has been obtained. 

 
4.7. All capital works shall be administered in accordance with the council's standing orders and financial 

regulations relating to contracts. 
 

4.8. The RFO shall regularly provide each Standing Committee with a statement of receipts and payments 
to date under each budget heading, comparing actual income and expenditure to the appropriate date 
against that planned as shown in the budget. These statements are to be prepared at least at the end 
of each financial quarter.  
 

4.9. Changes in earmarked reserves shall be approved by Policy & Resources Committee or Council as 
part of the budgetary control process. 

 
5. BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS  
 
5.1. The council's banking arrangements, including the bank mandate, shall be made by the RFO and 

approved by the Policy & Resources Committee.  They shall be regularly reviewed for safety and 
efficiency.  A minimum of two current accounts shall be maintained at the bank, a general account and 
a payroll account. 

 
5.2. A schedule of the payment of money shall be prepared by the RFO and presented to the relevant 

Standing Committee, supported by relevant invoices. The committee shall review the schedule for 
compliance and, having satisfied itself shall approve the schedule.  A detailed list of all payments shall 
be disclosed within the agenda or as an attachment to the minutes of the meeting.  Personal payments 
(including salaries, wages, expenses and any payment made in relation to the termination of a contract 
of employment) may be summarised to remove public access to any personal information. 

 
5.3. All invoices for payment shall be examined, verified and certified by the officer issuing the order to 

confirm that the work, goods or services to which each invoice relates has been received, carried out, 
examined and represents approved expenditure. 

 
5.4. The RFO shall examine invoices for arithmetical accuracy and analyse them to the appropriate 

expenditure heading. The RFO shall take all steps to pay all invoices submitted, and which are in order 
within 30 days of their receipt. 

 
5.5. The Executive Officer & Town Clerk shall have delegated authority to authorise the payment of items. 
 
5.6. The RFO shall retain a list of due payments which arise on a regular basis as the result of a continuing 

contract, statutory duty, or obligation, provided that the requirements of regulation 4.1 (Budgetary 
Controls) are adhered to. 
 

5.7. A record of regular payments made under 5.6 above shall be drawn up and be signed by two account 
signatories on each and every occasion when payment is authorised - thus controlling the risk of 
duplicated payments being authorised and / or made. 
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5.8. In respect of grants a duly authorised committee shall approve expenditure within any limits set by 

Council and in accordance with any approved policy statement. 
 
5.9. Members are subject to the Code of Conduct that has been adopted by the council and shall comply 

with the Code and Standing Orders when a decision to authorise or instruct payment is made in 
respect of a matter in which they have a disclosable pecuniary or other interest, unless a dispensation 
has been granted. 

 
5.10. The council will aim to rotate the duties of members in these Regulations so that onerous duties are 

shared out as evenly as possible over time. 
 
5.11. Any changes in the recorded details of suppliers, such as bank account records, shall be approved by 

the Executive Officer & Town Clerk. 
 
6. INSTRUCTIONS FOR THE MAKING OF PAYMENTS 
 
6.1. The council will make safe and efficient arrangements for the making of its payments. 

 
6.2. Following authorisation under Financial Regulation 5 above, the Executive Officer & Town Clerk or 

RFO shall give instruction that a payment shall be made. 
 

6.3. All payments shall be effected by cheque or other instructions to the council's bankers, or otherwise. 
 

6.4. Cheques or orders for payment drawn on the bank account in accordance with the schedule as 
presented shall be signed by two members of the council or one member of the council and the 
Executive Officer & Town Clerk.  The Executive Officer & Town Clerk shall not sign a cheque or order 
for payment where he/she issued the order for the work.  A bank signatory, having a connection by 
virtue of family or business relationships with the beneficiary of a payment, should not, under normal 
circumstances, be a signatory to the payment in question. 

 
6.5. To indicate agreement of the details shown on the cheque or order for payment, the signatories shall 

each also initial the invoice or similar documentation. 
 
6.6. Payment for utility supplies (energy, telephone and water) and any National Non-Domestic Rates may 

be made by variable direct debit provided that the instructions are signed by two account signatories 
and any payments are reported to the relevant Standing Committee as made. The approval of the use 
of a variable direct debit shall be renewed by resolution of the council at least every two years. 

 
6.7. Payment for certain items may be made by banker’s standing order provided that the instructions are 

signed, or otherwise evidenced by two account signatories are retained and any payments are 
reported to the relevant Standing Committee as made. The approval of the use of a banker’s standing 
order shall be renewed by resolution of the council at least every two years. 

 
6.8. Payment for certain items may be made by BACS or CHAPS methods provided that the instructions 

for each payment are signed, or otherwise evidenced, by two authorised bank signatories, are retained 
and any payments are reported to the relevant Standing Committee as made. The approval of the use 
of BACS or CHAPS shall be renewed by resolution of the council at least every two years. 

 
6.9. Payment for certain items may be made by internet banking transfer provided evidence is retained 

showing which authorised bank signatories approved the payment. 
 
6.10. Where a computer requires use of a personal identification number (PIN) or other password(s), for 

access to the council’s records on that computer, the Responsible Financial Officer and at least one 
other officer will be given their own PIN and Passwords. 

 
6.11. No employee  shall disclose any PIN or password, relevant to the working of the council or its bank 

accounts, to any person not authorised in writing by the Responsible Financial Officer. 
 
6.12. Regular back-up copies of the records on any computer shall be made and shall be stored securely 

away from the computer in question, and preferably off site. 
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6.13. The council, its employees and any members using computers for the council’s financial business, 

shall ensure that anti-virus, anti-spyware and firewall software with automatic updates, together with a 
high level of security, is used. 

 
6.14. Where internet banking arrangements are made with any bank, the Responsible Financial Officer shall 

be appointed as the Service Administrator. The bank mandate approved by the Policy & Resources 
Committee shall identify a number of account signatories who will be authorised to approve 
transactions on those accounts. The bank mandate will state clearly the amounts of payments that can 
be instructed by the use of the Service Administrator alone, or by the Service Administrator with a 
stated number of approvals. 

 
6.15. Access to any internet banking accounts will be directly to the access page, and not through a search 

engine or e-mail link. Remembered or saved passwords facilities must not be used on any computer 
used for council banking work. Breach of this Regulation will be treated as a very serious matter under 
these regulations. 

 
6.16. Changes to account details for suppliers, which are used for internet banking may only be changed on 

written hard copy notification by the supplier and supported by hard copy authority for change signed 
by the Responsible Financial Officer or nominated delegate. A programme of regular checks of 
standing data with suppliers will be followed. 

 
6.17. Any Debit Card issued for use will be specifically restricted to the Officer to which it has been issued 

and will also be restricted to a single transaction maximum value of £1,000 unless authorised by the 
Policy & Resources Committee in writing before any order is placed. 

 
6.18. A pre-paid debit card may be issued to employees with varying limits. These limits will be set by the 

Policy & Resources Committee. Transactions and purchases made will be reported to the Responsible 
Financial Officer and authority for topping-up shall be at the discretion of the Responsible Financial 
Officer. 

 
6.19. Any corporate credit card or trade card account opened by the council will be specifically restricted to 

the Officer to which it has been issued and will also be restricted to a single transaction maximum 
value of £1,000 unless authorised by the Policy & Resources Committee in writing before any order is 
placed and shall be subject to automatic payment in full at each month-end. Personal credit or debit 
cards of members or staff shall not be used under any circumstances. 

 
6.20. The RFO may provide petty cash to officers for the purpose of defraying operational and other 

expenses. Vouchers for payments made shall be forwarded to the RFO with a claim for 
reimbursement. 
a) The RFO shall maintain a petty cash float of £250 for the purpose of defraying operational and 

other expenses. Vouchers for payments made from petty cash shall be kept to substantiate the 
payment. 

b) Income received must not be paid into the petty cash float but must be separately banked, as 
provided elsewhere in these regulations. 

c) Payments to maintain the petty cash float shall be shown separately on the schedule of 
payments presented to council under 5.2 above. 

 
7. PAYMENT OF SALARIES 

 
7.1. As an employer, the council shall make arrangements to meet fully the statutory requirements placed 

on all employers by PAYE and National Insurance legislation. The payment of all salaries shall be 
made by the RFO from the payroll account in accordance with payroll records and the rules of PAYE 
and National Insurance currently operating, and salary rates shall be as agreed by Policy & Resources 
Committee or Council, as appropriate. 
 

7.2. Payment of salaries and payment of deductions from salary such as may be required to be made for 
tax, national insurance and pension contributions, or similar statutory or discretionary deductions must 
be made in accordance with the payroll records and on the appropriate dates stipulated in employment 
contracts. 
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7.3. The payroll account shall not be overdrawn at the bank.   Transfers to fund it shall be made from the 
Council’s general account, signed by at least two members of the Council who are bank signatories, 
and shall be shown separately on the Schedule of the payment of money presented to the relevant 
Standing Committee (under 5.2 above). 

 
7.4. No changes shall be made to any employee’s pay scale, emoluments, or terms and conditions of 

employment without the prior consent of the Policy & Resources Committee or Council, as 
appropriate. 

 
7.5. Each and every payment to employees of net salary and to the appropriate creditor of the statutory 

and discretionary deductions shall be recorded as a confidential record, which is not open to inspection 
or review (under the Freedom of Information Act 2000 or otherwise) other than: 
a) by any councillor who can demonstrate a need to know; 
b) by the internal auditor; 
c) by the external auditor; or 
d) by any person authorised under Audit Commission Act 1998, or any superseding legislation. 

 
7.6. An effective system of personal performance management should be maintained for officers. 
 
7.7. Any termination payments shall be supported by a clear business case and reported to and authorised 

by the Employing Committee or Council, as appropriate. 
 
8. LOANS AND INVESTMENTS 
 
8.1. All borrowings shall be effected in the name of the council, after obtaining any necessary borrowing 

approval. Any application for borrowing approval shall be approved by Full Council as to terms and 
purpose. The terms and conditions of borrowing shall be reviewed at least annually. 

 
8.2. Any financial arrangement which does not require formal borrowing approval from the Secretary of 

State (such as Hire Purchase or Leasing of tangible assets) shall be subject to approval by the Policy 
& Resources Committee. In each case a report in writing shall be provided in respect of value for 
money for the proposed transaction. 

 
8.3. All loans and investments shall be negotiated in the name of the council and shall be for a set period in 

accordance with council policy. 
 
8.4. The council shall consider the need for an Investment Strategy and Policy which, if drawn up, shall be 

in accordance with relevant regulations, proper practices and guidance. Any Strategy and Policy shall 
be reviewed by the council at least annually. 

 
8.5. All investments of money under the control of the council shall be in the name of the council. 
 
8.6. All investment certificates and other documents relating thereto shall be retained in the custody of the 

RFO. 
 
8.7. Payments in respect of short term or long term investments, including transfers between bank 

accounts held in the same bank, or branch, shall be made in accordance with Regulation 5 
(Authorisation of payments) and Regulation 6 (Instructions for payments). 

 
9. INCOME 
 
9.1. The collection of all sums due to the council shall be the responsibility of and under the supervision of 

the RFO. 
 

9.2. Particulars of all charges to be made for work done, services rendered or goods supplied shall be 
agreed annually by the Council, notified to the RFO and the RFO shall be responsible for the collection 
of all accounts due to the council. 

 
9.3. The Policy and Resources Committee will review all fees and charges at least annually, following a 

report of the Executive Officer & Town Clerk and will report to Full Council for approval. 
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9.4. Any sums found to be irrecoverable and any bad debts shall be reported to the Policy & Resources 
Committee and shall be written off in the year. 

 
9.5. All sums received on behalf of the council shall either be paid to the RFO for banking or be banked by 

the officer collecting the money 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. 

 
9.6. The origin of each receipt shall be entered on the paying-in slip. 
 
9.7. Personal cheques shall not be cashed out of money held on behalf of the council. 
 
9.8. The RFO shall promptly complete any VAT Return that is required. Any repayment claim due in 

accordance with VAT Act 1994 section 33 shall be made at least annually coinciding with the financial 
year end. 

 
9.9. Where any significant sums of cash are regularly received by the council, the RFO shall take such 

steps as are agreed by the council to ensure that more than one person is present when the cash is 
counted in the first instance, that there is a reconciliation to some form of control such as ticket issues, 
and that appropriate care is taken in the security and safety of individuals banking such cash. 

 
10. ORDERS FOR WORK, GOODS AND SERVICES 
 
10.1. 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 (e.g. Petty Cash purchases). Copies of orders 
shall be retained. 
 

10.2. An Order will only be issued following receipt of a signed requisition request, which must be counter 
signed by another officer who has been authorised to do so by the RFO. 

 
10.3. All members and officers are responsible for obtaining value for money at all times. An officer issuing 

an official order shall ensure as far as reasonable and practicable that the best available terms are 
obtained in respect of each transaction, usually by obtaining three or more quotations or estimates 
from appropriate suppliers, subject to any de minimis provisions in Regulation 11.1 below. 

 
10.4. The RFO shall verify the lawful nature of any proposed purchase before the issue of any order. 
 
11. CONTRACTS 
 
11.1. 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 this regulation need not apply to contracts which 
relate to items (i) to (vi) 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; 
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 additional audit work of the external auditor up to an estimated value of £500 (in excess 

of this sum the RFO shall act after consultation with the Leader and Deputy Leader of the 
Council); and 

vi. for goods or materials proposed to be purchased which are proprietary articles and / or are 
only sold at a fixed price. 

b. Where the council intends to procure or award a public supply contract, public service contract 
or public works contract as defined by The Public Contracts Regulations 2015 (“the 
Regulations”) which is valued at £25,000 or more, the council shall comply with the relevant 
requirements of the Regulations. 

c. The full requirements of The Regulations, as applicable, shall be followed in respect of the 
tendering and award of a public supply contract, public service contract or public works 
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contract which exceed thresholds in The Regulations set by the Public Contracts Directive 
2014/24/EU (which may change from time to time). 

d.  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. 

e. Such invitation to tender shall state the general nature of the intended contract and the 
Executive Officer & Town 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 Executive Officer & Town Clerk. 

f. All sealed tenders shall be opened at the same time on the prescribed date by the Executive 
Officer & Town Clerk in the presence of at least one member of council. 

g. Any invitation to tender issued under this regulation shall be subject to Standing Orders 6.5, and 
shall refer to the terms of the Bribery Act 2010. 

h. When it is to enter into a contract of less than £25,000 in value for the supply of goods or 
materials or for the execution of works or specialist services other than such goods, materials, 
works or specialist services as are excepted as set out in paragraph (a) the Executive Officer & 
Town Clerk shall obtain 3 quotations (priced descriptions of the proposed supply); where the 
value is below £3,000 the Executive Officer & Town Clerk shall have delegated authority. 
Otherwise, Regulation 10.3 above shall apply. 

i. The council shall not be obliged to accept the lowest or any tender, quote or estimate. 
 
12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION 

WORKS (PUBLIC WORKS CONTRACTS) 
 
12.1. Payments on account of the contract sum shall be made within the time specified in the contract by the 

RFO upon authorised certificates of the architect or other consultants engaged to supervise the 
contract (subject to any percentage withholding as may be agreed in the particular contract). 
 

12.2. 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 of 5% or more a report shall be submitted to 
the relevant Standing Committee. 

 
12.3. Any variation to a contract or addition to or omission from a contract must be approved by the RFO to 

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

13. STORES AND EQUIPMENT 
 

13.1. The officer in charge of each section shall be responsible for the care and custody of stores and 
equipment in that section. 

 
13.2. Delivery notes shall be obtained in respect of all goods received into store or otherwise delivered and 

goods must be checked as to order and quality at the time delivery is made. 
 
13.3. Stocks shall be kept at the minimum levels consistent with operational requirements. 
 
14. ASSETS, PROPERTIES AND ESTATES 
 
14.1. The Executive Officer & Town Clerk shall make appropriate arrangements for the custody of all title 

deeds and Land Registry Certificates of properties held by the council. The RFO shall ensure a record 
is maintained of all properties held by the council, recording the location, extent, plan, reference, 
purchase details, nature of the interest, tenancies granted, rents payable and purpose for which held in 
accordance with Accounts and Audit Regulations. 
 

14.2. No tangible moveable property shall be sold, leased or otherwise disposed of, without the authority of 
the relevant standing committee, together with any other consents required by law, save where the 
estimated value of any one item of tangible movable property does not exceed £1,000. 
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14.3. No real property (interests in land) shall be sold, leased or otherwise disposed of without the authority 
of the relevant Standing Committee, together with any other consents required by law. In each case a 
report in writing shall be provided to the relevant Standing Committee in respect of valuation and 
surveyed condition of the property (including matters such as planning permissions and covenants) 
together with a proper business case (including an adequate level of consultation with the electorate). 

 
14.4. No real property (interests in land) shall be purchased or acquired without the authority of the relevant 

Standing Committee. In each case a report in writing shall be provided to the relevant Standing 
Committee in respect of valuation and surveyed condition of the property (including matters such as 
planning permissions and covenants) together with a proper business case (including an adequate 
level of consultation with the electorate). 

 
14.5. The RFO shall ensure that an appropriate and accurate Register of Assets and Investments is kept up 

to date. The continued existence of tangible assets shown in the Register shall be verified at least 
annually. 

 
15. INSURANCE 
 
15.1. Following the annual risk assessment (per Regulation 17), the RFO shall effect all insurances and 

negotiate all claims on the council's insurers. 
 

15.2. The RFO shall keep a record of all insurances effected by the council and the property and risks 
covered thereby and annually review it or make necessary amendments/additions to the insurance as 
they arise. 

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

shall report these to the next meeting of the relevant Standing Committee. 
 
15.4. All appropriate members and employees of the council shall be included in a suitable form of security 

or fidelity guarantee insurance which shall cover the maximum risk exposure as determined by the 
relevant Standing Committee. 

 
16. RISK MANAGEMENT 
 
16.1. The council is responsible for putting in place arrangements for the management of risk. The Executive 

Officer & Town Clerk shall prepare, for approval by the council, risk management policy statements in 
respect of all activities of the council. Risk policy statements and consequential risk management 
arrangements shall be reviewed by the relevant Standing Committee at least annually. 
 

16.2. When considering any new activity, the Executive Officer & Town Clerk shall prepare a draft risk 
assessment including risk management proposals for consideration and adoption by the Corporate 
Health & Safety Group.  

 
17. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS 

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

The Executive Officer & Town Clerk shall make arrangements to monitor changes in legislation or 
proper practices and shall advise the Council of any requirement for a consequential amendment to 
these Financial Regulations. 

 
17.2. The Council may, by resolution of the Council duly notified prior to the relevant meeting of Council, 

suspend any part of these Financial Regulations provided that reasons for the suspension are 
recorded and that an assessment of the risks arising has been drawn up and presented in advance to 
all members of Council. 
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