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  1.
GENERAL INTRODUCTION   These general rules and procedures only apply to the work of Ian Hutchinson. 

    a.
Ian Hutchinson West Felton Parish Clerk was appointed Responsible Financial Officer 27 Sep'12 see 129-15.1. 

    b.
These rules are based on the old Audits and Accounts Regulations 1996 plus the newer Practitioners Guide 2008. 

  2.
ACCOUNTS BOOK   contains the following nine separate sections: 
    a.
Cash Book  for all Receipts and Payments with chq nos, dates, minutes, descriptions, costs and a running balance. 
    b.
Receipts & Payments  double entry bookkeeping set out in budget category columns and budgetary comparisons. 

    c.
Year End Summary  for each year with all credits and start balance cross checked against debits and end balance. 
    d.
Budget  for next year with the precept and Clerk's pay and all costs for the previous years plus this year estimates. 
    e.
Bank Reconciliation which explains the difference if any between the Cash Book figures and the bank statements. 
    f.
Significant Variances  between the figures for the last financial year and figures for the financial year before that. 

    g.
Assets Register  showing insurance valuations for all WFPC fixed assets e.g: play equipment plus street furniture. 
    h.
Clerk's Pay Sheet showing Clerk's hourly rates of pay & an itemised Work Schedule with his annual gross salary. 

    i.
VAT payments and yearly VAT claims showing VAT on all purchases and VAT reference numbers and amounts. 

  3.
AUDIT TRAIL  There is a very clear audit trail which connects agendas, minutes, accounts, cheques, statements. 

    a.
All payments are clearly detailed in section 7 of our agendas  - and are paid only by resolution at WFPC meetings. 
    b.
All payments are by cheque and each counterfoil is initialled by two signatories. All our cheques need two to sign. 
    c.
All payments must be supported by a voucher which is usually an invoice, or receipt, or a letter requesting a grant. 
    d.
The Clerk is responsible for preparing the cheques and all papers for all payments but he cannot sign any cheques. 
    e.
The Clerk does not keep any petty cash in the Parish Office so we have no petty cash accounts or petty cash book. 

  4.
FINANCIAL ROUTINES  The Clerk prepares all accounts for payment by entering the details on the agenda and duplicating them in the cash book and on the cheques and counterfoils and finally in the minutes when approved. 
    a.
The Clerk monitors all spending and alerts councillors if any spending varies significantly from that year's budget. 
    b.
For expenditures below a de minimus of £1000 WFPC will frequently make the most convenient local purchase. 

    c.
For goods or services above £1000 WFPC usually seeks three separate bids to be considered at the next meeting: 


WFPC will consider all the quotations then accept the bid which offers best value:  not necessarily the lowest one. 

    d.
The Clerk will seek additional insurance cover for any new assets and report premium increases as they may arise. 
    e.
WFPC donations: 137 payments are intended for our parish ONLY so WFPC makes no grants outside our parish: 


WFPC grants to parish bodies will only be considered on receipt of a letter stating amount requested and purpose. 

  5.
BUDGET AND PRECEPT   The Clerk normally submits a draft Budget and recommended Precept for the next financial year at our routine WFPC December Meeting since Shropshire Council asks for the precepts in January. 
    a.
The Clerk will often present a projected Budget  up to eighteen months previously for advanced planning reasons. 

    b.
The Clerk's draft budgets are based on comparisons with the actual previous years plus any planned expenditure.  
    c.
All WFPC Reserve Funds are only earmarked and so they may be used for any purpose whatsoever by resolution. 
    d.
The Budget is the basis for our precept requirement each year but WFPC does not have to stick to budget figures. 

  6.
THE CLERK'S HOURS AND PAY  are summarised each year on the Clerk's Hours Sheet and Work Schedule. 
    a.
The Clerk's hourly rate of pay of £10 is 50p less than NJC national salary guidelines for part-time Parish Clerks. 
    b.
The Clerk's 9 paid hours per week is 3 hours per week less than WFPC Pay Policy 12D-6.3 of 12 hours per week. 
    c.
The Clerk's annual pay of £4680 is £1872 less than expected as he does no work originating from one individual. 

    d.
The Clerk's expenses+office costs are paid by one negotiated annual payment which is currently £500 per annum. 
  7.
FINANCIAL SAFEGUARDS  The Clerk will be responsible for the safe keeping of the cheque book at all times. 
    a.
All cheques require two signatures but Nat West does not check small sums so our cheque book must be kept safe. 

    b.
At each meeting under Agenda Section 6.1  the meeting checks the cash book figures against our bank statements. 
12.
AUDIT OF ACCOUNTS  As well as the Chairman's monthly routine check of the accounts we have two audits: 
    a.
Our Internal Auditor is an experienced professional internal auditor who is kept informed of all WFPC finances. 
    b.
The auditor checks ALL our books at the end of each year but he can also make spot checks at our Parish Office. 
    c.
 Mazars our External Auditors never see our books but they receive our Annual Return and two summary papers. 
    d.
The Clerk will arrange for the Annual Return to be completed and signed and returned to the auditors each year. 

13.
TRANSPARENCY AND ELECTORS RIGHTS  WFPC allows anyone to inspect/receive our WFPC accounts: 
    a.
The Clerk brings the Accounts File to each WFPC meeting so the Councillors may inspect them and make queries. 

    b.
The relevant document informing electors of their rights is displayed as required for every WFPC annual audit. 
    c.
Anyone can inspect any of our accounts whenever the Clerk is at home and request free electronic copies of them. 
    d.
All accounts and financial papers for each year are presented to the Annual Council Meeting for official approval and they are also freely available for public scrutiny and any queries from anyone at the Annual Parish Meeting. 
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