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Proper  book-keeping

1. Is the cashbook maintained and up to date?

Tested samples of income & expenditure for each month (April 2016-Mar 2016). Agreed to bank, minutes and ledgers. Well maintained and good internal controls.
Recommend

When raising invoices for hire ensure the full name including any Company names are included in the address.

2. Is the cashbook arithmetic correct?


Cross checked arithmetic all correct 

3. Is the cashbook regularly balanced?

· The cash book is balanced monthly 
· Reconciliations are presented at each council meeting and signed off at the meeting. 

· Petty cash reconciled at the same time
Standing Orders & Financial Regulations adopted and applied and payment Controls
Additional policies to be reviewed in 2017 audit
-Internal Controls

-Complaints procedure

-Press Policy

-Freedom of Information

-Health and Safety

-Openness and transparency

1. Has the council formally adopted standing orders and financial regulations?


Yes 15/2/2016 Minute 15/189
2. Has the Responsible Financial officer been appointed with specific duties

No change to responsibilities from previous year
3. Have items or services above the deminimus amount been competitively purchased? No evidence as no significant purchases during the year
4. Are payments in the cashbook supported by invoices, authorised and minuted?










Yes all authorised and minuted. Direct Bank Payments authorisation process of 2 signatories not followed in March 2016. Clerk obtaining 2nd signature. 
Recommended Process improvement
Ensure the 2 signatories have signed the authorisation form before the payments are made I recommend firstly adding the date of signing as there is no evidence that this is signed before the payments are made. Secondly ensure these documents are checked for compliance at the next available council meeting.
5. Has VAT on payments been identified, recorded and reclaimed

Reclaimed regularly all VAT returns checked
6. Is s137 expenditure separately recorded and within statutory limits?

Process checked: recorded separately and within statutory limits

Risk Management Arrangements

1. Does a review of the minutes identify any unusual financial activity? All minutes checked no unusual financial activity noted that I was not aware of.
2. Do the minutes record the council carrying out an annual risk assessment?


Yes 14/3/2016 15/212.
3. Is insurance cover appropriate and adequate?

Insurance policy checked and appears adequate & appropriate. 
4.
Are internal financial controls documented and regularly reviewed?


Annually reviewed 15/2/2016 15/189
Budgetary Controls

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

Yes, It would be good to see this being reviewed in line with a three year plan. 

Recommend: Rolling 3 year plan created to review when planning the budget. 
2. Is actual expenditure against budget regularly reported to the council?

Budget figures are on the bank reconciliations that are reviewed monthly

3. Are there any significant unexplained variances from budget?

No all variances explained fully

Income Controls

1. Is the income properly recorded and promptly banked?




Samples checked accurate & prompt

2. Does the precept recorded agree to the council tax authority’s notification?

Yes

3. Are security controls over cash and near cash adequate and effective?

Yes checked, ledgers reflect income and expenses
Petty Cash Procedures

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

Yes spot checked
2. Is petty cash expenditure reported to each council meeting?

All expenditure is recorded in the same ledger and reported to the Parish Council monthly
3. Is petty cash reimbursement carried out regularly?


Yes

Payroll Controls

1. Do all employees have contracts of employment with clear terms and conditions?

Yes
Recommend: Contract review in light of constantly changing legislation  
2. Do salaries paid agree with those approved by the council?

Yes 
3. Are other payments to employees reasonable and approved by the council


Yes all reasonable and checked to minutes
4. Have PAYE/NIC been properly operated by the council as an employer?


PAYE & NIC checked and correct. 
5. No evidence of staff appraisal. 
Recommend: This should be done annually

Assets Controls

1. Does the council maintain a register of all material assets owned or in its care?

Yes 
2. Are the assets and investment registers up to date?


All up to date.   
3. Do asset insurance valuations agree with those in the asset register?

The insurance appears sufficient
Bank Reconciliation
1. Is there a bank reconciliation for each account?


Yes

2. Is a bank reconciliation carried out regularly and in a timely fashion?

Monthly reconciliations presented and signed off at council meetings
3. Are there any unexplained balancing entries in any reconciliation?

No unexplained entries

4. Is the value of the investments held summarised on the reconciliation?
Yes

Year-end procedures

1. Are year end accounts prepared on the correct accounting basis?

Yes, Receipts and Payments
2. Do accounts agree with the cashbook?

Agreed

3. Is there an audit trail from underlying financial records to the accounts

Yes 
4.
Where appropriate have debtors and creditors been properly recorded?

Yes

Summary of Recommendations

1. Direct Payments

a. Ensure two signatures are on direct payment authorisations
b. Add a date to the signatures on the Direct Payments. These should be before the payments are made.

c. Ensure these are checked for compliance at next Parish Council meeting

2. Invoices: When raising invoices for hire ensure the full name including any Company names are included in the address.

3. Create a rolling 3 year plan created to review when planning the budget. 

4. Annual Employment contract review to ensure compliant with current legislation. There are lots of employment law changes that impact contracts. Pensions need to be in 2017/18 budget and will require new clauses in the contract.
5. Annual staff appraisal required.


