


















































Objective 

Audit Findings 

(A) Proper Bookkeeping

To confirm that appropriate books of account have been properly kept 
throughout the year 

The basic record of receipts and payments is always the starting point of an accounting system; the 
majority of internal controls will work back to that original record. It is essential that the system requires 
that the basic cash book is kept up to date and balances are regularly verified against a bank 
statement or the actual cash in the petty cash tin. This record will also agree with the supporting 
vouchers, invoices or receipts. Even though the arithmetic may be automatic on a computer based 
system it is necessary to check that the additions and balancing are correct. The level of checking 
will depend on who does what and with what frequency. Where there is a computer based system, the 
reliability of information reported by the system depends on the quality and accuracy of data input, and 
how it is then processed, and so tests of the integrity of data input and processing should be 
considered. A councillor or member of staff may do the checking or verification; internal audit will test 
that the checking verification within the system has been undertaken. 

Test Comments /Conclusions /Points Forward 

1 Using the previous year's annual The cash book balances bfwd agrees to the 2015/16 
return agree the current year's cwfd balances. 
brought forward balances in the cash 
book. 

2 Review the nominal ledger/cashbook Council uses the electronic RBS system, all entries laid 
for large and unusual entries and out in clear and logical manner with references and cross 
agree to supporting documentation references as appropriate to supporting documentation. 

No data fields have been left blank and the reader can 
easily identify from the narrative the nature and scope of 
the transaction. 

No unusual amounts. 

3 Verify arithmetic by casting a sample RBS is an electronic system; I have verified the arithmetic 
of the cash book, if this is maintained by testing the bank reconciliation at month 1. There 
electronically check one month only were no errors 

4 Is the cashbook maintained and up The RFO maintains the system on a regular basis. 
to date 

5 Is the cashbook regularly balanced Evidence seen to show bank reconciliations are produced 
on a regular basis - printed and signed off at committee 
level 

6 Is the data input by the RFO checked Yes - The accountants work is checked by the RFO/Clerk 
internally and at committee level as appropriate. 

OVERALL CONCLUSION (Subject to points carried forward in final notes} 
Satisfactory - I am of the opinion that the RBS package is being used properly, and that it is fit for purpose 
for a council of this size. I was pleased to see that the books and records on RBS are regularly maintained 
and clerk/RFO has a positive attitude to keeping these up to date. 



(B) Financial Regulatio 1s, Standing Orders & PaymentControls

Objective To confirm The council's financial regulations have been met, payments 

were supported by invoices, all expenditure was approved and VAT was 
appropriately accounted for. 

The first step in establishing a financial system is to identify the general rules applicable at council or 
committee meetings and in carrying out the council's business. The Standing Orders, Financial Regulations 
and other internal instructions do this. Internal audit should have a copy of the current Standing 
Orders, Financial Regulations and any internal instructions. Internal audit's report to the council 
will include any recommendations for improvement in these documents arising as a result of their work 
during the year. The level of checking will depend on the content of the Standing Orders and Financial 
Regulations. The amount of work may well vary, and more extensive testing of compliance may be needed 
from time to time, but as a minimum, having established whether the council has within the year 
reviewed its Standing Orders and Financial Regulations for continued relevance, internal audit will 
test. 

In purchase order procedures: 
· that the correct number of estimates, quotes or full tenders depending on estimated value of
contract have been obtained (Standing Orders will state the value at which tenders are required;
Financial Regulations or Standing Orders will show the value where estimates or quotes only are required);
· that proper purchase authority by council, a committee or officers (under clear delegated
powers) is in place; and
· that a proper legal power has been identified for the expenditure.

In purchase payments: 

· that the supporting paperwork confirms that there is a fully approved invoice and authorisation for
payment; and
· that VAT is identified appropriately for reclaim.

In most councils these checks can be limited to a sample of transactions selected at random, plus those 
which are large or unusual, such as each payment for a value in excess of £1,000, or some other figure 
appropriate to the level of activity of the council. The aim is for internal audit to check that the 
systems put in place by management are working and are appropriate. 

Standing Orders and Financial Regulations may well repeat the statutory requirement to maintain 'a 
separate account' of expenditure and income under Local Government Act 1972 section 137 and Local 
Government Act 1986 section 5. Internal audit should check annually that such an analysis is kept 
and that the cash limit in section 137 is not exceeded. Internal audit may scrutinise the resulting list 
of expenditure and should consider whether the power is being properly used but would not check through 
for the correct analysis of every item. 
Internal audit should also check that payments of interest and principal in respect of loans (and 
investments if any are held) are in accordance with an agreed schedule. 

Test Comments /Conclusions /Points Forward 

1 Has the council formally adopted Yes - these were on site and to hand they are both 
standing orders and financial based on the NALC model. 
regulations? 

Standing orders were reviewed and approved by council 

Financial requlations updated and based on NALC model 
2 Has a Responsible finance officer Yes. 

been appointed with specific duties? 

3 Have items or services above the de Yes - IA has seen evidence to show council has strived to 
minimus amount been competitively get three quotes and discussion of the same. Council is 
purchased? seen to be following regulations in this regard in respect 

of getting best value for money. 



4 Are payments in the cashbook • Per FR 2.2. Bank reconciliations prepared,
supported by invoices, authorised signed off and taken to council in accordance with
and minuted? regulations.

• Per FR 3.2 reviewed by chairman of each
committee - with a view to taking to committee for
approval in December and full council in January.
Council has taken into consideration additional costs in
respect of auto enrollment.

• Per 6.2 schedules of payment are produced and
verified by councilors - this is in accordance with
Financial Regulations, although the minutes of the
finance committee will not show or document this
approval. Approval being given by virtue of budget
approval.

• Per 6.6 Business charge card being used in
accordance with regulation

• No Tenders

• IA has seen evidence to see council is following
regulations in respect of quotations and reporting to
council.

5 Has VAT on payments been Yes 
identified, recorded and reclaimed? 

6 Is s137 expenditure separately None. General Power of Competence used although 
recorded and within statutory limits? amounts paid as general grants is well below threshold. 

7 Note down if council is registered for Council is registered for VAT 
VAT or if they use the annual reclaim 
method 

8 Review VAT returns for supporting refund noted on bank statements. 
documentation and verify a sample of 
transactions to 

• Invoices
• Other third party evidence
• Correct rate of VAT
• Correct treatment of VAT

9 Review bank account for payments Receipts of refunds in evidence 
or receipts of VAT 

10 Reconcile VAT returns to cash book Reconciles 

11 Ensure Returns are made on a Quarterly returns made - all returns on time. 
prompt basis 

OVERALL CONCLUSION (Subject to points carried forward in final notes) 
Satisfactory - The nominal ledger balances are brought forward correctly and the postings to the nominal 
accounts are properly made 







Objective 

(E) Income Controls

To confirm expected income was fully received, based on correct prices, 

properly recorded and promptly banked; and VAT was appropriately 
accounted for. 

Internal audit will look for evidence that the precept and grant income is properly and 
promptly received. In value this is usually the largest item of income. Internal audit is more likely to 
focus on other income particularly where it is unusual or cash-based. Cash income brings higher 
risks, in turn requiring greater control by ticket issues, receipt issues, segregation of duties of the cashier 
and the invoice-raising clerk. The need for greater control implies a need for internal audit to 
verify the operation of all checks and balances. 

If the council has let property or holds investments, then the council should have established a system to 
ensure regular income collection; a diary of expected dates of income etc. Internal audit will look for 
evidence of such activity and any necessary progress or invoice chasing. 

If the income is from quoted investments there is a clear risk to be addressed in terms of identifying the 
investment policy to be followed, controls over who can initiate a change of investment and an awareness 
of the investment risks being accepted. 

Test Comments /Conclusions /Points Forward 

1 Is income properly recorded and Precept and grant received by bacs properly recorded in 
promptly banked? cashbook and annual return. 

Credits paid in within a week of receipt - no cut off issues 
to report. 

Other income tested to documentary evidence and 
analytical review as applicable. 

Council is correctly receiving and recording income 

2 Does the precept recorded agree to Yes - agreed to application as seen by IA 
the Council Tax authority's 
notification? 

3 Are security controls over cash and Yes 

near-cash adequate and effective? 

4 Is VAT correctly applied at the Council registered for VAT - VAT is applied at 20% on 
correct rates Vatable sales. 

5 Is there income from sale of No 

investments or investment income 

OVERALL CONCLUSION (subject to points carried forward in final notes) 

Satisfactory - The income process is carried correctly in accordance with documented procedures. 

































Delegated to Deputy Consultation 
2.10 Consultation Responses Town Clerk Deputy Relevant 
The responding to formal Town Clerk Committee 
consultations from external and Chair 
organisations. Responsible 

Financial 
Officer (1) 
Assistant 
Town Clerk 
(2) 

2.11 Museum Collection Museum Curator Deputy Deputy Town 
The day-to-day management of Town Clerk Clerk and 
the Museum collection, including and Responsible 
acquisitions, disposals, display, Responsible Financial 
exhibitions and presentation, all Financial Officer (when 
within Council policies. Officer (1) there are 

Assistant financial 
Town Clerk implications) 
(2) 

3. POWERS DELEGATED SOLELY TO THE TOWN CLERK

Function 

3.1 Urgency 
The taking on the Council's 
behalf of any action requiring 
urgency. 

Deputy 

Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
Assistant Town Clerk 
(2) 

3.2 Staff Deputy Town Clerk 
(a) The confirmation or otherwise and Responsible
of appointments on completion of Financial Officer 
probationary period. 

(b) The implementation of the
Council's approved training
policy including the assessment
of training needs, the approval of
attendance at courses as
necessary and the determination
of appropriate conditions.

Deputy Town Clerk 
and Responsible 
Financial Officer (1) 
Assistant Town Clerk 
(2) 

Consultation 

Town Mayor or Deputy 
Mayor for Council 
matters. Relevant 
Committee Chair where 
matter delegated to 
Committee and Deputy 
Town Clerk and 
Responsible Financial 
Officer where finance is 
involved. 

Deputy Town Clerk and 
Responsible Financial 
Officer & Heads of 
Service 

Deputy Town Clerk and 
Responsible Financial 
Officer & Heads of 
Service 
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