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1.
PREFACE
1.1
All local authorities are required to establish financial regulations to ensure the proper administration of financial affairs which have arisen from the legislative powers conferred upon local authorities and the consequential rights, powers and duties placed upon the Council, the Mayor, members and officers.

1.2
The financial regulations should ensure compliance with all accounting and auditing standards and codes of practice, which are produced by the appropriate professional accountancy bodies.

1.3
These Financial Regulations are intended as an aid to good financial management and outline the necessary procedures to secure the proper administration of financial affairs. They should be read and construed in conjunction with the Standing Orders of the Council and shall be in addition to and not in substitution for those Standing Orders. Financial regulations will also be supplemented by more detailed financial instructions issued as and when appropriate by the Director of Finance or his/her nominated representative.

1.4
Both Standing Orders and Financial Regulations will be constantly reviewed and updated to reflect the changing nature of the environment in which local government operates. 

2.
LEGISLATIVE AND REGULATORY REQUIREMENTS
2.1
The Local Government Act 1972, in section 151, directs that there should be a specifically designated officer responsible for the proper administration of the Council's financial affairs, and for reporting on these matters. The post of Director of Finance has been given these responsibilities within the current Council organisation.

2.2
In addition the Director of Finance, or his/her properly appointed nominated representatives, have duties under Sections 114 and 114A of the Local Government Finance Act 1988 to report to the Mayor and all members of the Council if there is, or is likely to be, unlawful expenditure and/or an unbalanced budget. (See paragraph 9.22 below.) 

2.3
The 2003 Accounts and Audit Regulations also confer responsibilities upon the Director of Finance, or his/her nominated representatives, including determination of and responsibility for the accounting systems and supporting records and systems. These regulations have been produced to comply with these requirements.

2.4 Whilst these responsibilities are specifically allocated to the Director of Finance, it is the responsibility of all responsible budget holders to be aware of and operate within the financial regulations in force at the present time.

2.5 In certain cases, such as schools operating under the School Standards and Framework Act 1998, there will be separate financial regulations applied to these areas of the Council which supersede these Financial Regulations. These will have to be approved by the appropriately specified body and until such time the organisation will still be subject to the Council’s Financial Regulations.  

3.
ACCOUNTING PROCEDURES
3.1
The Director of Finance is responsible for keeping the accounting records of the Council. All financial systems and records maintained within any business unit shall be in a form approved by the Director of Finance, kept up to date, and retained until after the formal completion of the external audit of the Council’s accounts and issue of the Audit Certificate or as otherwise required by law or indicated in the Council’s Retention of Documents Policy.

3.2
Accounting procedures will reflect recommended professional practices and follow principles determined from time to time by the Director of Finance. No changes should be made to these practices without the prior approval of the Director of Finance. 

3.3
The Director of Finance, in conjunction with other appropriate officers, shall be responsible for interpreting and implementing all relevant legislation relating to the Council's finances, both revenue and capital. The Director of Finance will also ensure that the Council's financial procedures comply with all current codes of practice and will report on relevant implications to the Mayor, members and strategic directors.

3.4
The Director of Finance shall also be responsible for the efficient control and monitoring of the “cash flow” and the “Collection Fund” of the authority.

4.
AUDIT
4.1
The Director of Finance shall maintain an adequate and effective internal audit of the accounts of the Council, as governed by responsibilities under Section 151 of the Local Government Act 1972.

4.2
The Audit and Efficiency Section shall follow professional standards and guidelines in accordance with the "Guidelines for Internal Auditors" published by the Consultation Committee of Accountancy Bodies (CCAB) and the Code of Practice for Internal Audit in Local Government in the United Kingdom issued by the Chartered Institute of Public Finance and Accountancy (CIPFA). 

4.3
Audit and Efficiency is an assurance function that primarily provides an independent and objective opinion to the organisation on the degree to which the internal control environment supports and promotes the achievement of the organisations objectives. It objectively examines, evaluates and reports on the adequacy of internal control and risk management as a contribution to the proper, economic, efficient and effective use of resources. 

4.4
The main objectives of the internal control system are:

(a)
to ensure adherence to management policies and directives in order to achieve the organisation's objectives;

(b) to safeguard assets;

(c) to secure the integrity, relevance, reliability, confidentiality and availability of information and resources, so ensuring as far as possible the completeness and accuracy of records; 

(d) to ensure compliance with statutory requirements; and

(e) to ensure risks are identified and appropriately managed.

4.5
The Director of Finance, or authorised representative, shall have authority, in connection with an audit: 

(a)
to visit all establishments and premises of the Council;

(b)
to have access to such documents which relate to the accounts of the Council, as may appear to be necessary for the purpose of the audit;

(c)
to call for the production of cash, stores or other property in the custody of any employee of the Council;

(d)
to require from any employee information and explanations necessary for that purpose; 

(e) to remove and keep in safe custody any books, records, vouchers and other material that may be relevant; and

(f) To receive access at user level and/or system level to any computing or communications device, including access to interactively monitor and log traffic on Torbay Council’s networks in accordance with the Council’s Acceptable Use and Internet and Email Policies.

4.6 The Director of Finance and the Assistant Director (Audit and Efficiency) shall be notified forthwith by the Chief Executive, a strategic director, director, or head of business unit concerned of any circumstances which suggests the possibility of irregularity in the exercise of the functions of the Council.  The Director of Finance or the Assistant Director (Audit and Efficiency) shall, on confirmation of the irregularity, be empowered to undertake any investigation considered necessary including informing the Police and shall inform the Chief Executive and Monitoring Officer of the full circumstances in accordance with the Council’s Fraud and Corruption Policy and Protocol.

4.7
The Assistant Director (Audit and Efficiency) (on behalf of the Director of Finance) shall produce audit reports as appropriate and when an audit report is issued, the head of business unit concerned should respond in writing with an agreed action plan on any recommendations made without delay.
4.8
Where it appears that there is an opportunity of increasing the financial efficiency, economy or effectiveness of any Business Unit, the Assistant Director (Audit and Efficiency) shall, in conjunction with the Director of Finance and the relevant strategic director(s) or other authorised officer, investigate any relevant aspect of the work of any Business Unit and shall be empowered to make recommendations thereon.  This includes appropriate value for money exercises.

4.9
The Assistant Director (Audit and Efficiency) shall have the right of direct access to, and freedom to report to, all senior management including the Chief Executive.

4.10
Audit and Efficiency shall be responsible for supplying to, or obtaining, such information required by the Overview and Scrutiny Board on behalf of itself or the overview and scrutiny committees or other nominated sub-committee or working party or carry out any investigations requested by the Board, subject to the appropriate resources being available to undertake such investigations.

5.
BANKING ARRANGEMENTS AND CHEQUES
5.1
The Director of Finance or authorised deputies are the sole officers authorised to make arrangements regarding the Council's bank accounts, including the opening of any account, and tendering for banking services. No charges/debits shall be set up on the bank accounts without the written consent of the Director of Finance or authorised deputy. All accounts must be in the name of Torbay Council except those required for officers performing a statutory function in his/her own right. The Director of Finance must be notified of all bank accounts so held.

5.2
Payments from the above-mentioned bank accounts, by cheque, Clearing House Automated Payments System (CHAPS), electronic data (BACS), direct debit, via Bankline or any other agreed format, shall only be made through the Director of Finance.

5.3
All cheques, or similar agreed documents authorising payment, shall be signed by, or bear the facsimile signature of the Director of Finance or other officers authorised in writing by the Director of Finance.

5.4
All cheques, purchasing, debit or credit cards shall be ordered only on the authority of the Director of Finance or authorised deputies who shall ensure that arrangements are made for their safe custody and recording. Where purchase cards are issued to the Mayor, members or officers, a record must be kept of the issue and signed by the receiving officer confirming acceptance of the applicable conditions.

5.5
All bank accounts shall, wherever practicable, be reconciled with cashbooks and/or other relevant records at least once each month.

5.6
The Director of Finance, or a deputy authorised by him/her in writing, is the sole person responsible for agreeing the overdraft facilities and the charges for the operation of the Council's bank accounts with the bank.

5.7
All charges made by the bank must be verified as being levied in accordance with the scale of charges current at the time the charge was incurred.

5.8
The Director of Finance, or authorised deputies, are responsible for the transfer of funds from one bank account to another.

5.9
The Director of Finance shall be responsible for the production of the electronic data for payments due, its forwarding to the processing centre and security.

5.10
Where such payment is by electronic data, the payment voucher shall be signed in manuscript or authorised by the appropriate electronic methods by two authorised cheque signatories.

5.11
All cheque payments should be made on crossed cheques unless otherwise directed and authorised by the Director of Finance.

5.12
All crossed cheques and CHAPS payments of £250,000 and over must be signed in manuscript by two authorised cheque signatories.
5.13
The Director of Finance shall arrange such safeguards as are deemed necessary and practicable including ensuring that the following duties, as far as possible, are the responsibility of separate officers:

(a)
the checking of creditors invoices;

(b)
the control of cheques and like forms;

(c)
the preparation of cheques and electronic payment data;

(d)
the signing of cheques and like forms;

(e)
the despatch of cheques or electronic data;

(f)
the entry of cash accounts; and

(g)
The reconciliation of bank balances.

5.14
Where bank accounts are used for imprest accounts then two authorised signatures shall appear on the cheque.

5.15
Changes to the authorised signatures or the mandate can only be made through the Director of Finance.

6
CAR LOANS 
6.1
The Assistant Director (Human Resources) shall be empowered to make loans in accordance with the Conditions of Service for the National Joint Council for Local Government Services, as modified by the Council's Local Conditions of Service to Employees, who are in receipt of an essential user car allowance and in all other cases where it is necessary for the proper conduct of the Council's business that the employee should provide a car.

6.2
Every applicant for a car loan shall submit, on the appropriate form:

(a)
particulars of the vehicle to be subject to a loan, i.e. make, model and year of registration; 

(b)
purchase price, trade-in price of the previous vehicle, amount of the loan requested and period of repayment (maximum of five years); 
(c) the signature of the applicant and the appropriate strategic director; and
(d) a current valid driving licence.

6.3
When applications have been approved the vendor’s invoice must be produced.

6.4
Payment of a loan shall be made by the Assistant Director (Human Resources) against an agreement to comply with the conditions of the scheme including authority to deduct amounts due from salary payments.  The form of such agreement is to be approved by the Chief Executive.

6.5
A register of car loans shall be maintained in a form approved by the Director of Finance.

6.6
Recipients of car loans must have comprehensive insurance cover extending to official use.  The Assistant Director (Human Resources) may request such policies and/or premium receipts as may be necessary to ensure adequate cover against any liability of the Council arising out of official use.

7.
CONTRACTS
7.1
All contracts entered into on the Council's behalf shall be subject to and comply with the Council’s Standing Orders in relation to Contracts and in accordance with the powers delegated by the Council.

7.2 It shall be incumbent on each relevant strategic director, director and heads of business units or their authorised deputy to ensure that the requirements of any legislation and European Union regulations are complied with.

7.3 In order to ensure value for money is obtained, statutory requirements are met in terms of UK and EU law and the Council’s affairs are managed prudently and properly controlled, the following contract limits are to be applied, and the procedure indicated is to be followed:-

(a)
Purchase price £0 - £ 5,000

Strategic director, director or head of business unit or authorised deputies to arrange directly. No formal written competitive quotations are necessary, but due regard shall be had to the desirability of securing competition by verbal enquiry and written confirmation, where appropriate. File notes to be kept to indicate action taken.

(b)
Purchase Price £5,001 - £10,000

At least two written quotations should be obtained and documentation held on file.

(c)
Purchase Price £10,001- £25,000

At least three written quotations should be obtained and documentation held on file.

(d)
Purchase Price £25,001- £50,000

Strategic director, director or head of business unit or authorised deputies to obtain at least three tenders or if fewer than four such tenders available, all such tenders. Tenders may be obtained via public advertisement, invitation to tender from a standing list where such a list is maintained, or from named persons. Ordinary contract to be issued in accordance with the Council’s Standing Orders in relation to Contracts. Documentation to be retained for 6 years and 6 months. 
(e)
Purchase Price £50,000 and above

Tender process in accordance with Standing Orders in relation to Contracts. Contract to be issued under seal. Documentation to be retained for 12 years and 6 months. Where price is expected to exceed EU thresholds, EU tendering rules should apply including appropriate advertisement in the Official Journal of the European Community (OJEC). Orders should not be broken down to make two or more orders a lower value thereby avoiding the more onerous requirements of a higher value.

7.4 Where applicable the current published price list from the Crown Suppliers, Her Majesty’s Stationery Office or other published catalogue may be used in lieu of one of the quotations/tenders in circumstances where competitive quotations/tenders are required. Where there is an in-house service they must be given the opportunity to provide a quote/tender together with any outside supplier.

7.5 The Director of Finance may give written authorisation to waive the requirements of regulation 7.3 where the contract value is below £50,000 if he/she is satisfied that:

(a)
the proposed contract is of a specialist nature and there are insufficient suitable contractors in the market to comply in full with the regulations; and/or

(b)
it would be in the best interest of the Council or local people not to comply in full with the regulation.

If the value of the contract is above £50,000, the Director of Finance may waive the requirements of regulation 7.3. Any such waiver shall be recorded and reported to the Financial, Ethical and Probity Officer Working Group and to the Overview and Scrutiny Board for information.

7.6 Where expenditure is expected to exceed £50,000 then Standing Orders in relation to Contracts shall apply.  The Director of Finance must be informed of the details of the contract and any documents shall be made available for inspection.

7.7 The head of business unit of the appropriate service shall be informed in advance of any formal tender opening where expenditure is expected to exceed £50,000.

7.8 Before a tender for any contract is accepted the strategic director, director or head of business unit concerned shall be satisfied that all the documents relating thereto are complete and correct in all respects.  Should this not be the case then a written report stating in what respects they are not so shall be submitted to the appropriate decision-making person or body seeking approval to proceed.

7.10
When the tender procedure is complete and a contract has been awarded the documents must be passed immediately to the Director of Law and Support for preparation of the necessary contract.  A contractor may not be allowed on site or to commence performing the contract prior to the formal contract documents being signed without the prior express written approval of the Chief Executive, save in cases of emergency.
7.11
In the event of the necessity of negotiations with a potential or actual contractor either pre-tender or post-tender, these negotiations should be conducted by two Council officers.  Detailed notes of the negotiations must be kept and the result reported to the appropriate head of business unit and Director of Finance if the contract value is amended. 

7.12
Whenever the Council is committed to expenditure on works, or supplies and services, in excess of £25,000, a formal contract should be used as the ordering procedure. For works in excess of £10,000 but less than £25,000, a minor works contract should be used. The Director of Law and Support should be consulted where there is any doubt as to whether an official order or a formal contract is to be used as the ordering procedure.

7.13
The Council shall maintain a register of contracts, which shall be sufficient to show the state of account on each contract between the Council and the contractor, and which will record outstanding levels of work with individual contractors. Heads of Business Units shall inform the Procurement Team of all such contracts above £10,000, identifying levels of work and financing, and will provide updates as required, in accordance with Standing Order H15 in relation to Contracts.

7.14
Any variation, addition or omission shall be authorised in writing by the head of business unit nominated in the contract to act as supervising officer or by a deputy nominated in writing for that purpose, who shall inform the Director of Finance of the financial effect and report to the appropriate decision-making person or body, if necessary.

7.15
No officer may authorise an increase in the cost of a contract greater than 5% or £50,000 (whichever is the lesser) of the original tender/quote value without the prior written approval of the Director of Finance and relevant strategic director(s).  Where the Director of Finance approves such increases he/she shall give written notification to the Mayor and Overview and Scrutiny Co-ordinator, including the reasons for his/her decision, as soon as reasonably practicable.

7.16
The head of business unit concerned or the person appointed to supervise the contract, if this person is not employed by the Council, shall promptly inform and consult with the Director of Finance with regard to any claim in connection with a contract for additional payment. This will not be the case though where such claims are clearly allowed for in contract or specification or any occurrence which might give rise thereto.  Officers shall not on the behalf of the Council accept any liability to pay any such claim without prior approval of Director of Finance and the person or body who approved entering into the contract.

7.17
All payments to contractors on account for contracts above the limit specified in these Financial Regulations shall be on a certificate signed by the head of business unit or other authorised officer of the appropriate business unit.

Each certificate shall show:

(a)
the amount of the contract;

(b)
the amount of contingencies and any additional expenditure approved;

(c)
the value of work executed to date;

(d)
the total amount previously certified;

(e)
the percentage and value of retention money;

(f)
the amount of VAT;

(g)
the amount of any liquidated or ascertained damages, when appropriate; and 

(h)
the amount now certified for payment.

7.18
The Director of Finance must be satisfied that:

(a)
a record is kept of all contracts and sub-contracts;

(b)
all variations, additions and omissions are duly authorised by the person or body who approved the contract and are recorded in writing;

(c)
there are adequate systems of financial and management control in relation to the performance of such contracts;

(d)
the Chief Executive, or strategic director(s) or director or head of business unit concerned shall, on entering into any such contract or sub-contract, provide the Director of Finance with a copy of an abstract containing all relevant details thereof; and

(e)
that, in all cases of contract extension, to ensure all reasonable checks have been undertaken before the contract is extended. 

7.19
A final certificate of payment under any contract shall not be issued, except upon the requirements of a particular contract, by the head of business unit or other authorised person acting as supervising officer until:
(a)
a detailed statement of account has been made available, together with such vouchers, documents and information as may be required;

(b)
a certificate of completion of the work has been supplied; and

(c)
the amount to be certified has been agreed by the head of business unit or nominated deputy concerned.

7.20
Every architect, engineer or other consultant appointed for the purpose of any contract, whether as supervising officer of otherwise, shall, on engagement, be placed under an obligation to conform to the requirements of these Financial Regulations and it shall be the responsibility of the head of business unit concerned to ensure that this is done and that a copy of the relevant part of Standing Orders is provided for their use.

7.21
Reference should also be made to Regulation 16 with regard to the ordering of works, goods and services.

8.
ESTATES AND PROPERTY ASSETS 
8.1
The Director of Finance shall maintain a terrier of all properties owned by the Council in a form approved by the Chief Executive.  The terrier shall record, inter alia, the holding body (if applicable), purpose details, nature of Council's interest and rents payable, with particulars and terms of tenancies granted.

8.2
The Director of Law and Support, the Director of Finance and other appropriate officers shall co-operate in the preparation and maintenance of an asset register in suitable format to comply with CIPFA guidelines on Capital Accounting.  The periodical valuation of assets shall be carried out as necessary for Capital Accounting purposes.
8.3
Individual assets valued at £10,000 and over must be entered onto the Assets Register. Where a group of assets e.g. computer equipment, collectively totals in excess of this amount, an entry should be made on the register to reflect this.

8.4
The Director of Law and Support shall have the custody of all title deeds under security arrangements agreed with the Director of Finance.

8.5 Where property transactions are to be undertaken with any company, whether for lease, assignment, sale, purchase or other reason, the Director of Finance may be requested to undertake a company search or financial appraisal of that company to ascertain its financial standing.

8.6 All property disposals shall be subject to a formal process prior to entering into a written contract. The disposal process shall include advertisement in at least one local newspaper circulating in the area giving details of the property and any conditions and specifying a reasonable closing date by which tenders must be received. Standard forms of tender documentation shall be used where possible, and all disposals shall comply with the Council’s Standing Orders.

8.7
The Director of Finance (in consultation with the relevant member) may give written authorisation to waive the requirements of Regulation 8.6 where he/she is satisfied that the proposed disposal will be in the best interest of the Council and that the proposed terms of the disposal are unlikely to be bettered by complying with Regulation 8.6.  All waivers given under this Regulation 8.6A shall be recorded in writing and promptly reported for information to the next appropriate ordinary meeting of the Overview and Scrutiny Board.
8.8
Tenders in respect of property expected to be greater than £50,000 should be returned to the Assistant Director (Democratic Services) in appropriately marked envelopes.  Returned tenders should be opened only in accordance with the conditions of the appropriate Standing Order in relation to Contracts or those laid down by the Chief Executive.

8.9
Where a disposal of land or buildings has been expressly approved by Council, that decision shall be actioned by officers.  Where the Council has delegated authority to officers for minor disposals, those disposals shall only take place after consultation with other services departments as to the alternative uses for the assets.  

9.
FINANCIAL CONTROL
9.1 Standing Orders F2 and F3 in relation to the Budget and Policy Framework refer to the timetable and preparation of the Council’s Revenue Budget for the forthcoming year along with the indicative budgets for the two following years and the development of the Capital Plan. Once approved, it is the responsibility of the Chief Executive and any budget-holders to ensure net expenditure is contained within the totals approved by Council, subject to any variations to these totals that may be approved by the Council.

9.2 The Director of Finance, in conjunction with strategic directors and heads of business units, shall produce regular reports to the Chief Executive (in respect of all functions), to the Mayor (in respect of Cabinet functions) and the Overview and Scrutiny Board (in respect of all functions) on the current year’s budget (including comparison with actual spending and projected out-turn). 
9.3 Within the context of these Financial Regulations the following definitions can be assumed to apply:

(a) Approved Budgets – Those sums approved by the Council at its budget setting meeting and identified in the Council’s Budget Digest and approved Capital Plan.

(b) Budgets (subject to virement rules) – The budgets shown in the Budget Digest as being separately identifiable areas of expenditure, usually being the total shown on one page of the Digest or an amount shown against an individual capital scheme or service programme.

(c) Virements – the transfer of money from one approved budget to another.

9.4
After consideration of the Council’s overall financial situation and following consultation with the Director of Finance, the Mayor (in respect of Cabinet functions) and Council (in respect to Council functions) may authorise expenditure on any item in the Revenue Budget saved or expected to be saved or additional revenue received on another item or items in accordance with the Virement rules. (References to Mayor and Council in this paragraph includes reference to any body, individual member or officer to whom such responsibility has been delegated.)

9.5
Subject to the approval of Council when considering the end of the financial year position, any net underspendings within a directly controllable revenue budget may be carried forward into the following financial year.  Any net overspending may also be carried forward to the following financial year and made good during that year.

9.6
The Council will approve the Annual Revenue Budget and identify within that budget:

(a)
a budget for every Business Unit; and

(b)
a budget for every service within a Business Unit.

9.7
Within an approved Service Budget, the responsible head of business unit (in consultation with the relevant strategic director and the Director of Finance) may approve any in-year budgetary changes provided there is (in the opinion of the relevant strategic director) no significant reduction in service quality or material change in policy.

9.8
Within an approved Business Unit Budget, the responsible head of business unit may approve in-year virements between the approved Service Budgets within the Business Unit provided that:

(a)
the virement does not exceed £50,000; and

(b)
the total virements approved within the Business Unit do not exceed 5% of the total approved budget for the Business Unit; and

(c)
the virement is recorded in writing by the head of business unit (and a copy sent to the Director of Finance); and

(d)
there is no significant change of policy or significant reduction in service quality (in the opinion of the relevant strategic director); and

(e)
the relevant strategic director and the Director of Finance have been consulted and (having regard to the overall financial position of both the Business Unit and the Council) have confirmed they have no objection to the proposed virement; and

(f)
the relevant member (as defined in the Officer Scheme of Delegation) has been consulted; and

(g)
the virement is reported to the Overview and Scrutiny Board when the next budget monitoring report is considered.

9.9
Virements in-year between Business Units may be approved with the consent of both/all relevant Heads of Business Units (in consultation with the relevant strategic director(s)) provided that:

(a)
the virement does not exceed £50,000; and

(b)
the total virements approved with any Business Units affected do not exceed 5% of the total approved budget of that Business Unit; and

(c)
the virement is recorded in writing by both/all the relevant Heads of Business Units (and a copy sent to the Director of Finance); and

(d)
there is no significant change of policy or significant reduction in service quality (in the opinion of the relevant strategic director); and

(e)
the Director of Finance has been consulted and (having regard to the overall financial position of the relevant Business Units and the Council) has confirmed he/she has no objection to the proposed virement; and

(f)
the relevant member(s) (as defined in the Officer Scheme of Delegation) has been consulted; and

(g)
the virement is reported to the Overview and Scrutiny Board when the next budget monitoring report is considered.

9.10
The Director of Finance may authorise the use of any contingencies approved as part of the Council’s Revenue Budget in consultation with the relevant member (as defined in the Officer Scheme of Delegation).

9.11
The Director of Finance may authorise officers to use Earmarked Reserves provided that:

(a)
the funds are used for the stated purpose of the reserve in question; and

(b)
the use of such Earmarked Reserves is reported to the Overview and Scrutiny Board when the next budget monitoring report is considered (together with proposals for replenishment of the reserve in question where the Director of Finance considers it appropriate).

9.12
The Director of Finance (in consultation with the relevant member (as defined in the Officer Scheme of Delegation)) may approve in-year virements from the Council’s General Fund Reserve to any Business Unit provided that:

(a)
the total virements approved under this paragraph do not exceed 0.25% of the Council’s Approved Net Revenue Budget for the financial year; and

(b)
any virements are reported as soon as practicable to the Overview and Scrutiny Board.

9.13
Where a permanent change to the Revenue Base Budget is being proposed (i.e. it affects more than the current financial year) the relevant strategic director(s) and the head(s) of business unit(s) concerned and the Director of Finance will identify the proposed change(s) in the Budget Development Process.

9.14
All other proposed virements (and all projected overspends that cannot be contained within the above virement rules and/or Financial Regulation 9.4) must be reported to the Council with a request for the requisite change to the approved Annual Revenue Budget.

9.15
Allocation of the Council’s pay/price contingency or any other specifically designated contingency shall be allocated at the discretion of the Director of Finance and not be subject to the controls indicated above.

9.16
Urgent decisions which are not wholly in accordance with the budget will be dealt with in accordance with the Council’s Standing Orders in relation to Budget and Policy Framework. 

9.17
The Mayor may authorise variations to (but not deletions from) the Capital Plan provided that the Director of Finance is satisfied that the proposed variations will be contained within the overall approved Capital Budget or that additional (and adequate) funding resources have been identified (otherwise than through additional disposals of assets not authorised by Council) by the Mayor.  In both cases the on-going revenue consequences must be contained within the approved Revenue Budget for the current financial year and be reasonably capable of being contained within future year’s budgets (as detailed in the Council’s Medium Term Financial Strategy) all to the satisfaction of the Director of Finance.  Where corporate resources are required to fund such variations, the Corporate Asset Management Team (CAMT) will normally initially consider the variations.

9.18
If an urgent and unforeseen need arises to undertake a project not included in the current approved Capital Plan, or to accelerate the preparation or commencement of a scheme, or to otherwise vary a scheme, the proposal shall be referred to the Director of Finance at the earliest opportunity and before a substantial amount of preparatory work (i.e. costing more that £1,000) is undertaken and only if he/she, after appropriate consultation, concurs may a scheme be prepared and a special capital estimate submitted for approval to the Council.

9.19
Any review of the Capital Plan during its currency shall be accompanied by a review of the funding including a forecast of receipts from asset disposals.  Whenever the total funding available appears insufficient to finance the Capital Plan, or Director of Finance shall forthwith report the fact to the Council.

9.20
All proposals of the Mayor to incur capital expenditure which is not covered within the approved Capital Plan or is within the ambit of Financial Regulation 9.17 above, shall be accompanied by a report on the revenue and capital implications and shall be referred to the Council whose duty it shall be to determine the matter.

9.21
The Director of Finance is responsible for advising the Council and all decision-making persons and bodies on all financial matters. Accordingly he/she or his/her nominated representative must be consulted on all financial matters and they should be given adequate opportunity to provide written comments on any report that may have a financial impact or commitment on the authority at some point in the future.

9.22
The Director of Finance or his/her properly authorised and nominated deputies have a duty under Sections 114 and 114A of the Local Government Finance Act 1988 to report to the Mayor, members of the Council and its appointed external auditor, if it appears that the Council, a committee or officer of the Council, or a joint committee on which the Council is represented, or the Mayor or individual members of the Cabinet or the Cabinet or committee of the Cabinet, in the following legally defined instances:

(a)
has made or is about to make a decision which involves or would involve the Council incurring expenditure which is unlawful;

(b)
has taken or is about to take a course of action which, if pursued to its conclusion, would be unlawful and likely to cause a loss or deficiency on the part of the Council, 

(c)
is about to enter an item of account, the entry of which is unlawful; OR
(d)
if it appears that the expenditure of the Council incurred (including expenditure it proposes to incur) in a financial year is likely to exceed the resources (including sums borrowed) available to it to meet the expenditure.

9.23
The Council shall provide the Director of Finance with such staff, accommodation and other resources as are sufficient to allow statutory duties under Sections 114 and 114A to be performed.  

9.24
The Director of Finance must consult with other appropriate statutory officers and strategic directors of the Council before submitting any report under Sections 114 or 114A.

10.
IMPREST AND PETTY CASH ACCOUNTS
10.1
The Director of Finance may advance a fixed imprest to an officer of the Council for the purpose of meeting petty cash expenses.  Each imprest shall be of such an amount as the Director of Finance may determine in consultation with the head of business unit or other authorised officer, but shall not exceed the sum anticipated to be sufficient to meet such expenses for a period of two months, (unless there are exceptional circumstances necessitating a higher level and this is agreed by the Director of Finance).

10.2
The Director of Finance shall prescribe such conditions in connection with petty cash disbursements as are deemed desirable.

10.3
Petty Cash items shall be limited to minor items of expenditure and in the case of individual items, shall not exceed £100 except by arrangement with the Director of Finance.

10.4
Vouchers for petty cash disbursements and/or receipts must be obtained for all claims. They should be forwarded to the Director of Finance at appropriate times, with the claim for reimbursement.  The relevant assistant directors shall certify these claims as correct or such person nominated for that purpose.

10.5
All Heads of Business Units shall maintain a list of all persons authorised to sign petty cash vouchers on their behalf and a copy of this list, including specimen signatures and initials shall be supplied to the Director of Finance.

10.6
Where petty cash disbursements are made for goods which include VAT, a VAT invoice or receipt must be obtained.

10.7
No income is to be paid into a petty cash account, other than reimbursement cheques. 

10.8
No personal cheques are to be cashed via a petty cash account.

10.9
Travel and subsistence claims for the Mayor, members or officers, salaries and wages, periodic payments, Construction Industry Scheme payments and governor expenses must not be paid out of a petty cash account, as these usually have Inland Revenue Tax implications.

10.10
Petty cash imprests must be reconciled and balanced on a regular basis, and agreed to the bank statement (including unpresented cheques) where a bank account is in use. Imprests must be balanced at the 31st March each year to ensure the expenditure is coded into the correct financial year.

10.11
Every officer holding a petty cash imprest shall certify to the Director of Finance the amount of that imprest at 31st March each year.

10.12
Heads of Business Units shall inform the Director of Finance in advance when employees who hold an imprest account either leave the employ of the Council or otherwise cease to be responsible for the imprest.  Whenever a person in charge of the imprest hands over, leaves or ceases to have custody of the imprest, the Assistant Director shall ensure that a prior check is made of the imprest concerned and that a handing over certificate is signed by the outgoing and incoming officer.

10.13
The conditions for operating an imprest through a bank account must be agreed with the Director of Finance, including the number and level of signatories.

10.14 Imprest accounts operated through a bank account must not go into overdraft.

10.15 Heads of Business Units or their authorised deputies may exercise delegated power to make ex-gratia payments to officers, recognised volunteers and customers in a sum not greater than £50 as compensation for damage to or loss of property. Such payments can only be made when the incident occurred during normal Council activities and where such payment is calculated to facilitate or is conducive or incidental to the discharge of any of the functions of the Council. All requests for payment must be authorised and be supported with full written details of the incident and resulting damage/loss, reason for payment and evidence (e.g. receipts) of the actual cost of repair or replacement.

10.16
Where it is considered that £50 is insufficient to compensate for any damage or loss, then the individual may submit details of the incident and related damage/loss to officers in the Claims Handling Section who will determine if the Council is legally liable to pay compensation via the standard claims handling procedure. If it is determined that no legal liability exists in respect of the loss/damage then no payment will be made. (Special arrangements may exist for schools).

11.
INCOME 
11.1
Arrangements for the collection of all money due to the Council shall be subject to the approval and control of the Director of Finance and in accordance with the requirements of the Accounts and Audit Regulations being in force at that time.

11.2
All money received on behalf of the Council shall be promptly receipted and shall without delay be either paid to the Director of Finance or banked in full in the Council's name as instructed, in compliance with the Accounts and Audit Regulations being in force at that time.  Such banking shall be made daily or at such intervals as the Director of Finance may decide but in any event not less frequent than once per week and in any case where the cash and cheques exceeds the insurance level of the respective safe or other facility used for holding the income.

11.3
Heads of Business Units shall be responsible for the safe custody of cash and items having a cash value entrusted to the care of their Business Unit.  The arrangements made for safe custody shall be subject to review and authorisation by the Director of Finance.

11.4
Collecting officers shall ensure that all cheques received are correctly dated, the words and figures agree and are signed and wherever possible cheques should be endorsed on the reverse with the cheque card details (i.e. number, valid date and value).

11.5
In all cases cheques should be marked on the reverse with either the appropriate Business Unit date stamp or a source reference (i.e. account number, Business Unit, waybill number and payer’s reference) before banking, as required by the Accounts and Audit Regulations being in force at that time.

11.6
Transfer of monies from one member of staff to another must be properly recorded and evidenced by the signature of the receiving officer.

11.7
Money held on the Council's behalf must at all times be kept separate from private or unofficial money (separate arrangements are allowed for schools where school funds are managed through the SIMS FMS6 software) and must never be used for private or unauthorised purposes.

Note:
Contravention of this Regulation may be considered to be a disciplinary offence.

11.8
All cash collection devices shall be emptied at frequent and regular intervals as laid down by the Director of Finance in consultation with the head of business unit.  This shall be done by two officers who shall agree and certify the amounts of cash collected, or such arrangements as the Director of Finance may determine.

11.9
The head of business unit or other authorised officers shall provide such particulars of charges for work done, goods supplied or services rendered on the behalf of the Council and of other amounts accruing due, as the Director of Finance may require to ensure prompt recording of all funds receivable by the Council.  Sundry Debtor invoices should not normally be raised for amounts of less than £100.  Heads of Business Units or other authorised officers should arrange, wherever possible, for all amounts to be collected at the actual time or in advance of the supply of goods or rendering of the service and paid in by such method as agreed by the Director of Finance.

11.10
All books of accounts, and all official receipt forms or books, licences, tickets and all documents or vouchers representing receipts for cash or other forms of income, shall be in the form approved by the Director of Finance. The head of business unit of the appropriate service or his/her nominated officer shall be responsible for the ordering, control and issue of these documents and all receipts and issues thereof shall be properly recorded and acknowledged.

11.11
Each head of business unit, in consultation with the relevant member(s) (as defined in the Officer Scheme of Delegation) and relevant strategic director(s), has a delegated power to vary charges with a view to maximising use and income and otherwise achieving the Council's objective for individual services.  This power does not apply to those charges laid down by legislation or fixed by national agreement.  In all cases of proposed variation, the Director of Finance must be advised so that necessary arrangements and adjustments may be made relating to tickets, waybill and accounting procedures.  New charges shall be determined by the Director of Finance in consultation with the Mayor.

11.12
The head of business unit of the service raising the charge shall be empowered, after giving due consideration to all the circumstances involved, to write off individual debts below £1,000 and shall inform the Director of Finance of the action taken.  For all other sums the Director of Finance, in consultation with the appropriate strategic director and head of business unit, shall be empowered to write off accounts. The Director of Finance will maintain a written record of any amounts over £1,000. An annual report shall be made to the Mayor and the Overview and Scrutiny Board of the total amounts written off which exceed £5,000, by category stating the reason for write-off. 
11.13
Personal cheques shall not be cashed nor money loaned out of cash held on the behalf of the Council.

11.14 Payment by credit or debit card is acceptable where proper arrangements have been made for this facility.  The Director of Finance must approve such facilities and arrangements.

11.15
Postal Remittances:

(a)
All postal opening duties shall be clearly defined and supervised by the appropriate head of business unit or an authorised deputy and two officers should empty all post boxes.

(b)
All post shall be opened promptly in the presence of two officers and all cheques must be marked on the reverse with the appropriate Business Unit date stamp. Cash remittances received via the post must be promptly and accurately recorded by the responsible officers and paid in as agreed in 11.2 above.

11.16
Heads of Business Unit shall notify the Director of Finance as early as possible of all money due to the Council under contracts, leases, tenancy agreements, agreements for the sale of property and any other agreements involving the receipt of money by the Council.

12.
INFORMATION TECHNOLOGY
12.1
All users of Council provided IT facilities must be aware of and comply with the Council's current Computer Security Policy  and any associated policies/codes of conduct.  The Computer Security Policy addresses the following areas:

(a)
hardware and software;
(b)
handling information;
(c)
security;
(d)
email and internet usage; and
(e)
general compliance and monitoring.
12.2
The Mayor, all members and officers shall have responsibility under the Data Protection Act 1998, the Computer Misuse Act 1990 and the Freedom of Information Act 2002 and shall be aware of these responsibilities and the implications of contravening the conditions of the Acts.

Data Protection:

http://intranet/index/structure/community/financialservices/itservices/it-policies/dataprotection.htm
Freedom of Information:

http://intranet/index/structure/community/financialservices/itservices/it-policies/foi.htm
Computer Misuse Act:
http://www.homeoffice.gov.uk/crime/internetcrime/compmisuse.html#1
12.3
All users are responsible for compliance with the relevant Council policies and procedures and any associated policies/codes of conduct and/or legislative requirements.  Failure to comply with requirements may result in action being taken against the individual user.

12.4
All software purchased and installed must be authorised by the Assistant Director (IT Services) to ensure compliance with licence conditions and the Council’s Corporate IT Strategy.  It is prohibited to load unauthorised software onto the Council’s personal computers/network.

12.5
The Director of Law and Support in conjunction with the Assistant Director (IT Services) is responsible for ensuring adequate insurance cover for all computer hardware, software and the information held thereon.

13.
INSURANCE 
13.1
The Director of Law and Support, where necessary in consultation with the Director of Finance and other heads of business units, shall effect all approved insurance cover and negotiate all claims and maintain necessary records. Special arrangements exist for schools.

13.2
Each head of business unit shall give prompt notification to the Director of Law and Support of all new risks to be insured, any existing risks for which cover is no longer required and any changes to existing policies.

13.3
Each head of business unit must notify the Director of Law and Support as soon as is practically possible and then confirm in writing details of any loss, liability or damage or any event likely to lead to a claim against the Council. 

13.4
Heads of Business Units must assist the Director of Law and Support by supplying all information required promptly in order that the Director of Law and Support may comply with current legislation and enable claims to be settled as quickly as possible.

13.5 The Director of Law and Support shall, at regular intervals, provide other Heads of Business Units with details as to the progress and eventual settlement of all claims made on their behalf.

13.6
The Heads of Business Units shall maintain a continuous review of insurance cover held, which must include a regular review of valuations and the types of risks covered by existing policies.

13.7
All appropriate Council employees shall be insured by fidelity guarantee insurance.

13.8
No indemnities shall be given without the written authority of the Director of Law and Support, who will inform the Council's insurers when appropriate.

13.9 The Director of Law and Support shall administer the Council’s Insurance Fund and take appropriate decisions regarding all insurance strategies. This will include financing expenditure from the fund to mitigate future risks or areas of poor performance.  

13.10
The Director of Law and Support shall liaise with the Director of Finance in relation to the allocation of insurance premium costs.

14.
INVENTORIES
14.1
All Heads of Business Units shall be responsible for preparing and maintaining an inventory of moveable property, in standard form agreed by the Director of Finance, for each of the establishments under their control. All inventories should be kept in a lockable fireproof container.

14.2 The inventory will record an adequate description of all moveable items of equipment, office machinery, IT and communication equipment if not purchased via IT Services or with no Torbay Asset Number, and other property belonging, held on leasing agreement, donated to, or on trust to the Council, valued at over £100. Where there are vulnerable items these should be recorded in inventories irrespective of price.

14.3
All Heads of Business Units shall be responsible for the physical security and inventory of all computer hardware and software within their business units (where this has not been purchased through IT Services as per 14.2).  Where hardware and software is purchased through IT Services or has been assigned a Torbay asset number, IT Services will maintain an appropriate inventory record.

14.4
Details on the inventory should include:

(a)
the name of supplier;

(b)
the normal location of the item;

(c)
the original purchase price;

(d)
any relevant model or serial numbers, etc; and

(e)
lease, loan and trust agreement details.

14.5
All property belonging to the Council and covered by the inventory category must be recorded in inventories immediately on receipt and notified to the Council’s Insurance Section where the cost is more than £500. Where practicable, inventory items should be marked in a suitable manner as being the property of the Council.  

14.6
Inventories should be checked and certified as correct and complete by an authorised officer on an annual basis.  Deficiencies and/or surpluses should be reported to the Director of Finance for action by the Assistant Director (Risk Management) and/or Audit and Efficiency.

14.7
Inventory items deemed to be surplus to requirements and saleable old materials shall be disposed of only on the written authority of the head of business unit or authorised deputies. Where appropriate, items should be offered to other areas of the Council before being put up for use of other groups or offered for sale. Heads of Business Units shall obtain the best possible prices when disposing of redundant and obsolete items.

14.8
The Director of Finance shall, at all reasonable times, have access to all property of the Council to audit the inventory.

14.9
Copies of the inventories shall be supplied to the Assistant Director (Risk Management) on at least an annual basis.

15.
INVESTMENTS, BORROWING AND TRUST FUNDS
15.1
Investment of Council funds shall be made by the Director of Finance in the name of Torbay Council or its approved nominees.

15.2
The Treasury Management Strategy (in line with the CIPFA Code for Treasury Management in Local Authorities and any other relevant legislation in force at the time) shall be adhered to at all times.

15.3
The Director of Finance shall be authorised to invest temporarily or utilise such surplus monies of the Council as may seem proper and in the Council's interest.

15.4
Investments other than those within the Council's own Loans Fund shall only be realised on the authority of the Director of Finance.

15.5 Investments to any one borrower shall not exceed the limits laid down in the Council's Treasury Policy Statement at any one time.  

15.6
The Director of Finance shall be responsible for the safe custody of securities and shall maintain a record of all such borrowing.

15.7
The Director of Finance will be responsible for the borrowing requirements of the Council including overdrafts up to the limits imposed by statute and approved by Council, all such borrowing shall be in the name of Torbay Council.

15.8
All Trust Funds shall be administered by the Director of Finance acting on the behalf of the legally appointed trustees.

15.9
All officers acting as trustees by virtue of their official position have a legal duty to exercise due care of valuables, documents, securities etc. and shall deposit them, and any other items relating to the Trust, with the Director of Finance unless the deed otherwise provides.

15.10
The requirements of the Charities Act 1992 must, where appropriate, be observed.

16.
ORDERS FOR WORK, GOODS AND SERVICES
16.1 Orders must be issued for all work, goods and services supplied to the Council (including those supplied under a call off contract or where supplier pro-forma orders are used) and must be produced via the Council’s Financial Information Management System (FIMS) on an official order except in the following circumstances:
(a)
a purchase card (or other electronic ordering e.g. email or Internet) system agreed by the Director of Finance is in use for high-volume low value purchases. In such cases reference should be made to the relevant code of practice in force at the time;

(b)
payment for rent, taxes or supply of electric, gas, telephone and water services;

(c)
Small cash purchases which are properly paid out of petty cash or imprest accounts. The conditions and limits for petty cash payments are specified in Regulation 10.3 above;

(d)
payments where Standing Orders require the Director of Law and Support to make a formal contract; 

(e)
where a single Corporate Account Card agreed by the Director of Finance is in place and orders are made via email or requisition from a central procurement office; and
(f)
payments in relation to applications where payment is required in advance with the application form.
any further exceptions must be agreed by the Heads of Business Units concerned with the Director of Finance.

16.2 Official orders shall be serially numbered by the FIMS System. 

16.3 Where FIMS is not used, custody and issue of all order books shall be under the control of the Procurement Team. Where purchase cards are used, such cards shall be issued by the Director of Finance and will be individually numbered, issued to named officers only and recorded. 

16.4  A list must be maintained by the Heads of Business Units of all persons approved to authorise orders within their Business Unit budget responsibility (or hold purchase cards).  A copy of such lists must be available to the Director of Finance and the FIMS Team.

16.5 Authorisation controls shall be maintained within the FIMS system.  Each head of business unit shall maintain authorisation permissions and ensure that the FIMS Team is notified of any changes to the authorisation structure immediately.

16.6
Orders shall be produced in keeping with current FIMS guidance, training and advice (including POP FAQs).

16.7
Orders shall comply with current contracts and framework agreements where they exist. 

16.8
Suppliers should be aware of the conditions and instructions that appear on the official order which include:

(a)
goods supplied must be accompanied by a delivery note;
(b)
invoices shall be sent to the Payments Section, or establishment issuing orders where this has been agreed with the Director of Finance, as soon as possible after the despatch of goods;
(c)
where VAT is charged, a tax invoice must be supplied and this must show:
(i)
the name and address of the supplier;

(ii)
the point of delivery;

(iii)
the nature, quality and quantity of goods or services required;

(iv)
the correct expenditure code and estimated cost;

(v)
the date of the order;

(vi)
any discounts or price agreements; and

(vii)
supplier’s VAT registration number; and
(d)
contractual conditions and liabilities imposed by the Council.

16.9
No order shall be issued for goods, work or services unless the cost is covered by the approved annual estimates, a supplementary estimate or by virement approved by Financial Regulation 9.4 or delegated powers.

16.10
Every officer issuing an official order (or ordering via any other approved medium) shall ensure, and be able to show that, as far as is reasonable and practicable and with regard to the sums of money involved, that the best terms are obtained in respect of each transaction.  Current levels with regard to the number of quotations are laid out in paragraph 7.3.

16.11
The Director of Finance may approve alternative arrangements for the ordering of goods etc., where circumstances or trading necessity make this desirable.  Such approval must be given in writing.

16.12
Verbal orders must only be given in cases of urgency and must only be given by officers who have the appropriate budgetary responsibility. Where a verbal order is made, it must be confirmed no later than the next working day by the issue of an official order, endorsed ‘confirmation order’. With regard to major emergencies, reference should be made to paragraphs 16.18 to 16.20 below.

16.13
The Director of Finance shall assist Heads of Business Units to ensure that they are able to obtain the fullest possible price advantage in line with any appropriate corporate purchasing policy.  Audit and Efficiency will assist Heads of Business Units by carrying out relevant Value for Money exercises where resources allow.

16.14
Each head of business unit or other authorised officer is authorised, in accordance with Standing Orders and powers delegated by the Council, to incur normal recurring and non-recurring expenditure, subject to the following conditions:

(a)
budgetary provision has been made for the expenditure by way of revenue or supplementary estimate or compensating income is recoverable from a third party;

(b)
the quotation and tendering procedures described by the Standing Orders and these Financial Regulations have been observed and it has been demonstrated that value for money has been obtained, unless minuted authority has been given by the Council or Director of Finance for their waiving; and

(c)
any procedures for the acceptance of quotations have been observed. 

16.15
In cases where orders have been lost by suppliers, confirmation of the order shall be given by letter quoting the original order number and/or a photocopy of the original order.  Duplicate orders must not be given.

16.16
In the event of an order being issued on the understanding that the terms and conditions of a National Form of Contract should apply, then the order must be endorsed to indicate those terms.
16.17
Reference should also be made to Regulation 7 (Contracts) with regard to the ordering of works, goods and services.

16.18
In the case of a major emergency, as declared by the Chief Executive or his/her authorised deputy, paragraph 16.10 will not apply for a period not to exceed 24 hours or until the emergency is declared over. Non-authorised officers with responsibility for dealing with the emergency may issue verbal orders, with evidence of the goods or services ordered being appropriately documented.  For verbal orders 16.12 still applies.

16.19
A senior officer with responsibility for dealing with the emergency should be informed where any order is likely to lead to significant subsequent expenditure by the Council.

16.20
Where officers identify a need for expenditure of a strategic nature, this request should be directed to the Emergency Management Team for consideration and approval. 

17. 
PAYMENT OF ACCOUNTS/INVOICES
17.1
The payment of all money due from the Council shall be made by the Director of Finance with the exception of payments properly made from petty cash imprest accounts in line with Financial Regulation 10.  (Special arrangements have been made for some schools.)

17.2 Each head of business unit or assistant director shall arrange for invoices to be sent in the first instance to the Payments Section and any exceptions to this must be previously agreed with the Director of Finance. In accordance with directions to be specified on the orders, the supplier shall be asked to quote the name of the Business Unit, the number of the order, details of the goods or service supplied and the place where the work was done or goods delivered.

17.3 Where purchases have been made using an approved Purchase Card scheme where one exists, it is the responsibility of each head of business unit to ensure that all card statements are checked, reconciled and authorised and that the goods/services are for business use and comply with all the current guidelines issued for Purchase Cards.

17.4 Invoices shall not be made out by officers of the Council except in any case or category of cases agreed by the Director of Finance, nor shall any officer add any item to an invoice rendered by a tradesman or supplier.  Invoices shall only be accepted on which details are written in ink, typewritten, printed or computer generated.  Photocopied invoices will not be accepted unless certified ‘not previously paid’ by a head of business unit or the Payments Section.

17.5
No amendments shall be made to an invoice. Incorrect invoices should be returned to the supplier for replacement. 

17.6
The head of business unit or authorised deputy is responsible for the examination, verification and certification of manually certified invoices.  The manual certification of an invoice by or on the behalf of a head of business unit shall imply:

(a)
that the goods have been received, examined and approved as to quality and quantity, or that services rendered or work done have been performed satisfactorily;

(b)
that they conform to the order;

(c)
that the price is in accordance with the quotation, contract or current market rate, whichever is applicable or is otherwise reasonable;

(d)
that the arithmetic accuracy of the invoice is correct and that all trade and cash discounts, other proper allowances and other credits due have been deducted;

(e)
that the expenditure has been properly incurred, has been duly authorised and is within the financial provisions;

(f)
that the cost allocations are correct;

(g)
that the invoice has not previously been passed for payment and is a proper liability of the Council;

(h)
that where items of moveable property are purchased costing more than £100, an entry has been made in the appropriate Inventory;

(i)
that where the purchase is over £10,000 for a single item, an appropriate entry has been made in the Council's Asset Register maintained jointly by the Director of Law and Support and Director of Finance; and

(j) that appropriate entries have been made in any goods received and/or stores records that are required to be kept.

The above checks should be undertaken irrespective of the order mechanism used.

17.7
The certification of manual invoices/vouchers shall be by the appropriate head of business unit or an authorised deputy.  A list of officers authorised to certify invoices/vouchers shall be sent by each head of business unit to the Director of Finance, including specimen signatures and initials.  All amendments to the list shall be notified to the Director of Finance in writing.  Every invoice shall be signed or initialled in manuscript in the authorised officer's own name.

17.8
With regard to manually certified invoices/vouchers, the duties of ordering and receiving goods, works and services and of certifying the relative invoices for payment shall not be performed by the same officer, subject to the Director of Finance being informed if such a separation of duties in any individual instance is impracticable. Special arrangements in respect of a dedicated procurement officer may be agreed by the Director of Finance.

17.9
Invoices that are manually certified (statements if purchase card used) for payment shall be examined by the Business Unit promptly and submitted immediately to the Director of Finance for payment.  Care should be taken to ensure that ‘prompt payment’ discounts are not lost or any penalties incurred.

17.10
The Director of Finance shall examine, in so far as is considered necessary, all invoices passed for payment and shall be entitled to make all such enquiries and to receive such information and explanations as are necessary to ensure that the invoices are in order.

17.11
Subject to the foregoing regulations being complied with, the Director of Finance shall, pay all invoices passed for payment in line with BVPI requirements.

17.12
All paid invoices and certificates shall be retained by the Director of Finance, or authorised officer, in line with the Council’s Retention of Documents Policy.

17.13
Each head of business unit or authorised deputy shall be responsible for prompt processing of invoices to meet the Council’s BVPI on late payment of invoices.  This includes both FIMS and manually processed invoices and shall imply the following:

(a)
prompt despatch of manually certified invoices to the Payments Section;
(b)
prompt receipt goods/services (GRN) on the FIM system; and
(c)
prompt response to BEM messages with regard to mismatched invoices on the FIM system.
18.
RISK MANAGEMENT
18.1
Heads of Business Units shall ensure that all staff are aware of the Council’s Risk Management Policy and Strategy, and the Register of Key Strategic and Operational Risks.

18.2
Each head of business unit shall identify new or changing risks within their area of responsibility and these shall be communicated either directly to the Director of Law and Support or to such other person or body as he/she requires.

19.
SALARIES AND WAGES 
19.1
The Assistant Director (Human Resources) shall make the payment of all salaries, wages, compensation and other emoluments to all employees.  These payments shall be made, directly to the employees’ bank account or in exceptional circumstances by cheque.

19.2
Each head of business unit’s nominated deputy shall notify the Assistant Director (Human Resources) as soon as possible and in such a form as may be prescribed, of:

(a)
appointments, resignations, dismissals, suspensions from duties and transfers;

(b) periods of sickness, reasons and any actions in line with the Council’s Monitoring of Sickness Absence Policy (including information required for BVPI purposes);

(c) periods of unpaid leave and unauthorised absence;

(d) changes in the rate of remuneration (other than nationally agreed pay awards); and

(e)
such other information as may be required by the Assistant Director (Human Resources) in connection with the calculation and payment of salaries, wages, compensation and other emoluments to the employee.

19.3
The head of business unit or authorised deputies shall, in order to facilitate the payment of salaries and wages at the proper time, ensure such documents as are required for data processing are submitted in accordance with a timetable to be agreed with the Assistant Director (Human Resources).

19.4
The Assistant Director (Human Resources) shall be provided with information, in an agreed format, to maintain and control records relating to:

(a)
Service;
(b)
Pension;
(c)
PAYE;
(d)
National Insurance;
(e)
Statutory Payments;
(f)
Trade Union Deductions;
(g)
Inland Revenue requirements related to P11D forms; and
(h)
any other regular additions or deductions relating to pay.
19.5
Appointment of all employees shall be made in accordance with the establishment and/or rates of remuneration approved by the Council.  The Assistant Director (Human Resources) shall be consulted in connection with any proposal to seek approval to any appointment outside the approved establishment and/or rates of remuneration.

19.6
All time records and pay sheets shall be in a form approved by the Assistant Director (Human Resources) and must be properly completed, signed and certified by or on the behalf of the head of business unit concerned.  A list of officers authorised to sign such documents shall be sent to the Assistant Director (Human Resources) together with specimen signatures and initials any amendments to the list shall be notified in writing.  Documents shall be signed in manuscript in the authorised officer's own name. If email or electronic authorisation means have been agreed by the Director of Finance then a list of authorised email addresses must be supplied and enforced.

19.7
In applying scales of salaries, wages and related matters each head of business unit must consult with the Assistant Director (Human Resources).

19.8
The Assistant Director (Human Resources) shall be authorised to implement forthwith any nationally agreed salary or wage award, any nationally negotiated personal allowance, car allowances, etc.  The Assistant Director (Human Resources) shall also implement any locally agreed pay and remuneration rates and allowances together with any consequential adjustments to variations of national scales.  Arrears of 'back-pay' etc. will be paid automatically to employees but former employees will need to apply, in writing, for any appropriate entitlement.

19.9
Salaried employees leaving the service of the Council will receive their final payment on the next normal pay day following their leaving.

19.10
Payments may be made in advance at the discretion of the Assistant Director (Human Resources) in consultation with the head of business unit concerned.

19.11
Each head of business unit or other authorised officer shall be responsible for controlling the absence on annual leave or flex-leave of employees within their Business Unit and keeping adequate records thereof.

20.
SECURITY 
General

20.1
Each head of business unit is responsible for maintaining proper security at all times and shall consult the Director of Finance where security is thought to be defective or where it is considered that special security arrangements may be needed.

Cash/Cheques/Payment Instruments

20.2
Each head of business unit shall be responsible for ensuring the safe custody of cash, cheques and other payment instruments entrusted to their care in accordance with arrangements to be approved by the Director of Finance.

20.3
The loss of any money, cheques or safe keys must be reported to the Assistant Director (Audit and Efficiency) and the Director of Law and Support.

20.4
Both the Director of Law and Support and Director of Finance shall be consulted prior to the purchase of any safes to ensure the safe insurance limits are adequate for the Council’s needs. Each head of business unit shall be responsible for informing the Assistant Director (Risk Management) of the required level of cover, type of safe to be purchased and it's proposed location.

20.5
Maximum limits of cash holdings shall be agreed with the Director of Finance and must not exceed the insurance limit of the safe concerned.

20.6
Keys to safes and similar receptacles must not be left on the premises unless satisfactory alternative arrangements such as combination locks or a secure key cabinet with restricted access are in place and agreed with the Director of Finance.  Such keys are the responsibility of the officer entrusted with them, who should take adequate security measures to ensure their safekeeping.

Property and other assets

20.7
Each head of business unit is responsible for maintaining proper security of all buildings, furniture and equipment under their control and shall ensure that all members of their staff are aware of the Corporate Security Policy, and of their responsibility for the security of offices and the possession of keys and other means of access.

20.8
The Director of Finance in conjunction with the Director of Law and Support shall be responsible for maintaining the Asset Register.

20.9
Heads of Business Units shall give prompt notification to the Director of Finance and the Director of Law and Support of any new assets purchased on the behalf of the Council.

20.10
All valuables, including lost property, held on the behalf of a third party shall be kept in a secure place.  If the owners of any lost property do not reclaim items within one week the items shall be transferred to the Director of Finance and entered into the appropriate records. 

20.11
Heads of Business Units shall ensure that information regarding call-out procedures and alarm systems have been logged with the Police and security companies.

20.12
No furniture or equipment (including computers) shall be removed from Council property without the strategic director’s (or director’s or assistant director’s) express permission.

Information Technology

20.13
With regard to security in this area reference should be made to Financial Regulation 12.

21.
STOCKS AND STORES
21.1
Each head of business unit shall be responsible for the care and custody of stores in their Business Unit. 

21.2
Stores shall not be in excess of reasonable requirements.

21.3
Records controlling the receipt and issue of all stores and equipment shall be kept in a form to be approved by the Director of Finance.

21.4
The Director of Finance, or authorised representative, shall be entitled to check stores and be supplied with such information relating thereto as may be required for the accounting, costing and financial records of the Council.  They shall take such action as deemed necessary to deal with any discrepancies shown in any items of stock revealed at any time.  In the event of the head of business unit, or authorised representative becoming aware of any deficiency or theft a report should be made to the Director of Finance immediately so appropriate action may be taken.

21.5
The head of business unit or other authorised officer shall certify that the quantities of stocks and stores held at 31st March each year are reasonable and necessary and, except where agreed by the Director of Finance, that there has been adequate continuous and cyclical stocktaking carried out independently of the storekeeper concerned.    

21.6
Surplus and obsolete stocks, having ensured that they cannot be of use elsewhere within the Council, shall be disposed of by competitive tender or public auction unless the Director of Finance, in consultation with the appropriate head of business unit, decides otherwise.

21.7
Whenever a storekeeper or person in charge of stores hands over, leaves or ceases to have custody of the stores, the head of business unit shall ensure that a prior check is made of the stores concerned and that a handing over certificate is signed by the outgoing and incoming officer.

22.
TRAVELLING AND SUBSISTENCE CLAIMS
22.1
All claims must be in accordance with the conditions laid down by the National Joint Council for Local Government Services, Standing Orders or minutes of the Council.

22.2
All timesheets and associated claims shall be in a form approved by the Assistant Director (Human Resources) and Director of Finance, signed by the claimant in their own handwriting and certified by or on the behalf of the appropriate head of business unit.  Each head of business unit shall maintain a list of officers authorised to sign claims, together with specimen signatures and initials, a copy of which is to be sent to the Assistant Director (Human Resources) and Director of Finance.

22.3 The certification of officer claims by or on the behalf of the strategic director or head of business unit shall mean that the duties and related journeys were authorised and that the certifying officer is satisfied that expenditure was necessarily incurred on travel and subsistence for which the proper allowances have been claimed. Officers shall submit appropriately certified and authorised claims for travel and subsistence at the end of each month. Any claims older than three months must be countersigned by the relevant head of business unit prior to submission to the Assistant Director (Human Resources) or Director of Finance. All claims shall be completed fully to the satisfaction of the Assistant Director (Human Resources) and Director of Finance. 

22.4 Expenditure must be within the rates agreed by the Assistant Director (Human Resources) for the duties undertaken.  Receipts must be obtained, wherever necessary and possible, for all expenditure while on official business.

22.5 Officers in receipt of a car allowance should maintain a record of business mileage, on a monthly basis, showing sufficient detail of each journey, in order to satisfy the requirements of the Director of Finance and the Inland Revenue. Claims for reimbursement of mileage must show a complete record of business mileage. 

22.6 Officers should be aware that P11D returns will be submitted to the Inland Revenue each year related to all expenses and benefits paid and allowed.

23.
MEMBERS’ ALLOWANCES
23.1
Allowances for the Mayor and members shall be paid in accordance with the Council’s approved Members’ Allowance Scheme as set in the Council’s Constitution.
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