CHERITON PARISH COUNCIL

FINANCIAL REGULATIONS – MAY 2011

1. The Responsible Financial Officer (RFO) which shall be either a councillor appointed for the duties or the Clerk, shall undertake responsibility for all financial and accounting functions, for Cheriton Parish Council (CPC).

2. All financial transactions must be authorised by full CPC meetings or the Finance sub-committee, if a prompt decision should arise.

3. All invoices must be paid promptly.

4. The Clerk will provide a finance report together with cheques and supporting invoices for signing at meetings. Three signatures are required. Cheques stubs and invoices must be initialled as well. All financial transactions and bank balances must be minuted. 

5. The bank account will be held with Unity Bank. No changes will be made without the approval of CPC.

6. The collection of all monies due to CPC will be the responsibility of the Clerk and banking the monies at the earliest opportunity. Any outstanding charges will be reported to CPC.

7. The Clerk will issue the necessary orders for work, goods and services once approved by CPC. Three estimates must be obtained for work over £250, which must be approved by CPC and written acceptance given to the successful tender.

8. The Clerk will be responsible for maintaining all legal documents, insurance records, making claims etc. CPC will ensure that adequate cover is maintained by checking the schedule on a regular basis.

9. The Clerk will complete the annual accounts by the end of the financial year (April) each year and present them for adoption at the May meeting. Prior to approval the Clerk shall sign and date the accounts and certify that they present fairly the financial position of CPC.

10. Upon adoption of the accounts, they will be presented for public inspection at the Annual Parish Meeting in April/May and must note on them that the accounts are un-audited.

10 The Clerk will liaise with an appointed internal auditor to check the records for the Annual Return for the Audit Commission.

11. The Clerk is responsible for reclaiming any VAT due to CPC.

12. The financial records shall be retained for seven years - each year clearly labelled. At the end of the seven-year period the old accounts must be taken to the Records Office at Winchester for archiving.  In the event of a change of officer, these records must be passed on the newly appointed person. 

13. In an emergency the Clerk can spend up to £50 to repair any broken equipment without the consent of Parish Council or Finance sub-committee, but must bring to the attention of the Parish Council or Finance sub-committee at the earliest opportunity. 

SIGNED…………………………………   (CHAIR)     DATE…………………..

SIGNED……………………………(VICE  CHAIR)      DATE…………………..

