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Section 1
  
   
   

Responsibilities

Honiton Town Council is responsible for the conduct of public business and for spending public money and is accountable for ensuring both that public business is conducted in accordance with the law and proper standards, and that public money is safeguarded.

Honiton Town Council is also responsible for ensuring its financial management is adequate and effective and that the Council has a sound system of internal control which facilitates the effective exercise of its functions and which includes arrangements for the management of risk.

Honiton Town Council has a responsibility to put in place proper arrangements to ensure the proper conduct of its financial affairs, and to monitor the adequacy and effectiveness of those arrangements in practice. Accounts are prepared in accordance with statutory responsibilities and the Council maintains an adequate system of internal audit of its accounting records and control systems. 

Section 151 of the Local Government Act 1972 requires Honiton Town Council to appoint a Responsible Financial Officer (RFO) as the person responsible for the administration of its financial affairs and the production of financial management information.  Honiton Town Council’s RFO is its Clerk.

Section 2

Budgetary Controls and Setting Budgets

In line with Honiton Town Council’s Standing Order No 20, the Council shall approve its budget in writing for the coming financial year at a meeting before the end of December.

Any committee desiring to incur expenditure shall, not later than 31st October in each year, give to the RFO a written estimate of the expenditure recommended for the coming year.

The RFO shall supply each Member with a copy of the approved estimated budget.

The annual budgets shall form the basis of financial control for the ensuing year.

Section 3

Income and Expenditure Controls

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

Orders for the payment of money shall be authorised by Resolution of the Council and signed by two Members.

The RFO may incur expenditure on behalf of the Council as follows :

a) Items in support of established policy or day to day running of the Council up to a value of £1500 per item

b) Items as approved as part of the annual precept setting for ongoing grants

c) Staff salaries in accordance with formal agreement of rates by the Council

d) Any other items formally delegated by the Town Council or any committee

No expenditure shall be incurred in relation to any capital project and no contract entered into or tender accepted involving capital expenditure unless the Council is satisfied that the necessary funds are available, or the requisite borrowing approval has been obtained. All capital works shall be administered in accordance with the Council’s standing orders and financial regulations relating to contracts.

In line with Honiton Town Council’s Standing Order No 19, all accounts for payment and claims upon the Council shall be laid before the Council.

Where it is necessary to make a payment before it has been authorised by the Council, such payment shall be certified as to its correctness and urgency by the appropriate officer. Such payment shall be authorised by the committee, if any, having charge of the business to which it relates, or by the RFO for payments with the approval of the Chairman or Vice‑Chairman of the Council. All payments ratified in this way shall be separately included in the next schedule of payments laid before the Council.

In line with Honiton Town Council’s Standing Order No 19, the RFO shall supply to each Member as soon as practicable after 31 March in each year a statement of the receipts and payments of the Council for the completed financial year.

Any Resolution which is moved otherwise than in pursuance of a recommendation of the Policy Committee or of another committee after recommendation by the Policy Committee and which, if carried, would, in the opinion of the Chairman, substantially increase the expenditure upon any service which is under the management of, or reduce the revenue at the disposal of, any committee, or which would involve capital expenditure, shall, when proposed and seconded, stand adjourned without discussion to the next ordinary meeting of the Council, and any committee affected by it shall consider whether it desires to report thereon, and the Policy Committee shall report on the financial aspect of the matter.

The RFO is responsible for keeping the books of account, or an effective computerised accounting system, to give Honiton Town Council information at any time regarding the amounts it has spent in the year, the income it has received and its financial commitments.  The RFO will ensure that the accounting systems are observed and that the accounts and supporting records of the Council are maintained in accordance with proper practices and kept up to date.

The RFO will undertake a monthly reconciliation of the cashbook and the bank statement and this shall be open to scrutiny by the Chairman of the Council and/or the Chairman of the Policy committee.

Section 4

Petty Cash Procedure

Honiton Town Council does not maintain a petty cash account. 

Section 5

Payroll Controls

Honiton Town Council appoints an external payroll bureau to manage its payroll.  The payroll bureau works in conjunction with the RFO who provides details of hours worked on a monthly basis.  The payroll bureau manages all aspects of taxation, national insurance and annual returns on behalf of the Council and these are open to scrutiny by the RFO.
In line with Honiton Town Council’s Standing Order No 26, if at a meeting there arises any question relating to the appointment, conduct, promotion, dismissal, salary or conditions of service of any person employed by the Council, it shall not be considered until the Council or committee (as the case may be) has decided whether or not the press and public shall be excluded. 

Employees of Honiton Town Council are paid in line with the National Agreement on Salaries and Conditions for Local Council Clerks in England and Wales 2004. Salaries are reviewed by the Policy Committee on an annual basis and ratified by full Council.

Section 6

Asset Controls

The RFO will maintain a register detailing the assets of Honiton Town Council. This register will detail 

· Description of asset

· Identification

· Date of acquisition

· Value

· Custodian

· Disposal/Discharge

Section 7

Audit Procedures

In line with the requirements of the Accounts and Audit Regulations 2003 and 2006, Honiton Town Council will appoint an internal auditor who is competent to carry out the role in a way that will meet the business needs of the Council. The internal auditor will be a member of a panel of individuals administered by the DAPC and/or SLCC.

The purpose of the internal audit will be to review whether the systems of financial and other controls over the Council’s activities and operating procedures are effective.

In line with the requirements of the Accounts and Audit Regulations, Honiton Town Council will complete an annual return and submit this to the Audit Commission. This annual return

· Will report the annual statement of accounts as approved by the Council

· Will certify that the Council has discharged its statutory duties in relation to its financial affairs

· Will record that the external auditor has fulfilled his statutory responsibility

· Will inform the local taxpayer and elector about what and how their Council has been doing during the last financial year.

· Will be a source of information for Government and other stakeholders about the activity of the Council

The RFO will sign the annual return to certify that it presents fairly the financial position of Honiton Town Council at the end of the financial year to which it relates and its income and expenditure and that it is consistent with the Council’s underlying financial records. The annual return will also be signed by the person presiding at the committee or meeting at which approval is given – to show that the accounts have been approved by the Council in accordance with the Regulations. From 2009 such approval must be obtained by 30th June each year.

Public announcements re the external audit will be displayed in accordance with the Regulations. The RFO shall make arrangements for the opportunity for inspection of the accounts, books and vouchers required by Audit CommissionAct 1998 section 15 and the Acounts and Audit Regulations 2003 and 2006, and any subsequent amendments thereto. 
The RFO shall be responsible for ensuring that there is an adequate and effective system of internal audit of the Council’s accounting, financial and other operations in accordance with Regulation 5 of the Accounts and Audit Regulations 2003 and 2006, and any subsequent amendments thereto. Any officer or Member of the Council shall, if the RFO or Internal Auditor requires, make available such documents of the Council which appear to the RFO or Internal Auditor to be necessary for the purpose of the internal audit and shall supply the RFO or Internal Auditor with such information and explanation as the RFO or Internal Auditor considers necessary for that purpose.

The Councils shall carry out a review of the effectiveness of internal audit on an annual basis in accordance with the Accounts and Audit Regulations 2003 and 2006, and any subsequent amendments thereto. 
The RFO shall, as soon as practicable, bring to the attention of all Councillors any correspondence or report from the Internal or External Auditor, unless the correspondence is of a purely administrative matter. 

Section 8

Annual Accounts

Honiton Town Council meets its responsibilities by preparing and publishing, and providing the auditor with, the accounts prepared for the financial year, together with such additional information and explanation as is necessary to provide sufficient evidence that it has maintained adequate systems of internal control and internal audit throughout the financial year.

In line with Honiton Town Council’s Standing Order No 19, the Statement of Accounts of the Council (which is subject to external audit) shall be presented to Council for formal approval before the end of the following month of June.

Section 9

Reserves

Honiton Town Council maintains reserves as part of its risk management as follows

· Earmarked reserves where funding has been identified for a specific purpose to fulfil the Town Council’s responsibilities

· General reserves at a level equivalent to 50% of the precept in any one year

Section 10

Bank Accounts

The Clerk will review the Town Council’s bank accounts on an annual basis and make recommendations to the Council to ensure that the Council’s funds are appropriately invested to produce a good return.

Section 11

Risk Management and Insurance

Risk management is the process whereby Honiton Town Council methodically addresses the risks associated with what it does and the services that it provides. The focus of good risk management is to identify what can go wrong and take proportionate steps to avoid this or successfully manage the consequences. 

Honiton Town Council will undertake regular risk assessments to cover all aspects of its responsibilities including

· The protection of physical assets

· The risk of damage to third party property or individuals as a consequence of the Council providing services or amenities to the public

· The risk of consequential loss of income or the need to provide essential services following critical damage, loss or non‑performance by a third party

· Loss of cash through theft or dishonesty

· Legal liability as a consequence of asset ownership

Honiton Town Council is covered by insurance necessary to ensure that it is able to continue to operate, though possibly with a reduced level of service, in the event of an incident. Such insurance includes

· Employer and Public Liability Insurance

· Contents Insurance

· Fidelity Insurance

The RFO shall effect all insurances and negotiate all claims on the Council’s insurers.

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

Section 12

Tenders and Contracts

In line with Honiton Town Council’s Standing Order No 30
a)
Where it is intended to enter into a contract exceeding £1,000.00 but not exceeding £30,000.00 in value for the supply of goods or materials or for the execution of works, the Clerk shall give at least three weeks public notice of such intention in the same manner as public notice of meetings of the Council is given. Where the value of the intended contract exceeds £30,000.00, similar notice shall be given in addition to all firms included in the appropriate standing approved list of contractors maintained by the District Council, or if no such list is maintained then in such newspapers circulating in the district as the Council shall direct.

b)
Notice of a contract exceeding £30,000.00 shall state the general nature of the intended contract and state the name and address of the person to whom tenders are to be addressed and the last date by which those tenders should reach that person in the ordinary course of post.

c)
Tenders shall be opened by the Clerk or other person to whom tenders are required to be addressed on the date specified pursuant to paragraph (b) and shall be reported by the person who opened them to the Council or, where the tenders have been sought by a committee or sub‑committee, to that committee or sub‑committee.

d)
Neither the Council nor any committee or sub‑committee is bound to accept the lowest tender.

e)
If no tenders are received or if all the tenders are identical, the Council may make such arrangements for procuring the goods or materials or executing the work as it thinks fit.

f)
A notice issued under this Standing Order shall contain a statement relating to Members’ responsibilities with regard to Interests, Canvassing and Recommendations in line with Honiton Town Council’s Standing Order 21.

European Union Public Sector Procurement Rules are likely to apply to contracts with a value in excess of £138,893 and Honiton Town Council will seek advice at this level.

Contracts awarded will be reviewed on an annual basis and the Council will undertake regular scrutiny of performance against targets. 

Section 13

Properties and Estates

The Clerk shall make appropriate arrangements for the custody of all title deeds of properties owned by the Council. The RFO shall ensure a record is maintained of all properties owned 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 Regulation 4(3)(b) of the Accounts and Audit Regulations 1996 as amended.

No property shall be sold, leased or otherwise disposed of without the authority of th Council, together with any other consents required by law, save where the estimated value of any one item of tangible movable property does not exceed £50.

Section 14
Loans and Investments

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. All investments of money under the control of the Council shall be in the name of the Council. 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 the Councils as to terms and purpose. All investment certificates and other documents relating thereto shall be retained in the custody of the RFO.
Section 15
Review

Honiton Town Council will conduct, in accordance with proper practices, a review of the effectiveness of its system of internal control and publicly report the outcome. This annual governance review will include a separate review of the Council’s internal audit.

The Town Council will review its Financial Regulations on an annual basis.
Signed:.............……........
Chairman of the Council      
Signed:................……....
Town Clerk
Dated:.................……....
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