MINSTERLEY PARISH COUNCIL
(MPC)

Financial Regulations
Financial Regulations and Procedures


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

    a.
Ian Hutchinson Minsterley Parish Clerk appointed Responsible Financial Officer on 1st Aug 2021  see 2108-6.2. 
    b.
These rules are based on the old Audits and Accounts Regulations 1996  plus the newer Practitioners Guide 2020. 

  2.
ACCOUNTS BOOKS 
    a.
Cash Book    for all Receipts and Payments with Ref. nos, dates, minutes, descriptions, costs plus running balance. 
    b.
Budget  in six-year format: three actual old years, this year's estimates, next year's budget and a year after forecast. 
    c.
Yearend Bank Reconciliation that explains the difference if any between Cash Book figures and bank statements. 
    d.
Significant Variances  between the figures for the last financial year and figures for the financial year before that. 

    e.
Assets Register  lists the nominal valuations for all of MPC fixed assets e.g: street furniture including bus shelters. 
    f.
Clerk's Pay Sheet   stipulates the Clerk's pay, tax and expenses  plus his weekly Work Schedule of ten paid hours. 
    g.
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, budgets, statements. 

    a.
All payments are listed in section 7 of our agendas and they are all either paid or ratified by resolution at Meetings. 
    b.
Payments are routinely made by the Clerk operating Lloyds online banking:   see Minute 2201-6.3 of 11 Jan 2022. 
    c.
Payments are supported by electronic vouchers which are usually:  an invoice or receipt or notification of payment. 
    d.
There is no petty cash so the Clerk makes some purchases from his own pocket to be refunded at the next Meeting. 
  4.
ONLINE BANKING    MPC holds an online Treasurers Account with Lloyds Bank on Pride Hill in Shrewsbury. 

    a.
For maximum speed and efficiency the Clerk was made a full signatory to this account:  see 2111-6.2 on 09.11.21. 
    b.
For maximum security Lloyds Bank has authorised Ian Hutchinson only to operate online banking on this account. 
    c.
The Clerk will use online banking to download pdf bank statements to email to all Members before each Meeting. 
  5.
FINANCIAL ROUTINES  The Clerk prepares all accounts for payment by entering the details into the cash book then electronically copying them into section 7 of the agenda and into the Minutes once they have been approved. 
    a.
Routine or preapproved LATE accounts received after agenda distribution may be paid at the earliest opportunity. 

    b.
The Clerk monitors all spending and alerts councillors if any spending varies significantly from that year's budget. 
    c.
For expenditures below our de minimus of £2500  MPC will frequently make the most convenient local purchase. 
    d.
For goods or services above £2500 MPC tries to obtain three separate bids to be considered at the next Meeting: 

BUT if three bids cannot be obtained MPC will decide in each case whether to go ahead with one or two quotes. 

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

    e.
The Clerk will seek additional insurance cover for any new assets and report premium increases as they may arise. 
    f.
MPC donations:   LGA 1972 s137 grants can NOT be made to individuals and are subject to s137 spending limits. Parish council grants are usually made to local charities and NOT to local businesses that are being run for profit. 

    g.
LGA 1972 s111 ex gratia payments CAN be made to individuals IF their activity facilitates parish business which could be interpreted for example as:   work on rights of way,  flood alleviation,  or any parish or community event. 
  6.
BUDGET AND PRECEPT   The Clerk normally submits a draft Budget and recommended Precept for the next financial year at our routine MPC November Meeting since Shropshire Council asks for the precepts in January. 
    a.
The Clerk's draft budgets are based on comparisons with the actual previous years plus any planned expenditure.  
    b.
The Clerk normally presents an Updated Budget at least once during the financial year for monitoring purposes. 

    c.
MPC's Reserve Funds are:  earmarked or ring-fenced:   or free reserves to be used for any purpose by resolution. 
    d.
The Budget is the basis for our precept requirement each year but MPC does NOT have to stick to budget figures. 

  7.
CLERK'S HOURS AND PAY  are shown in the Clerk's Contract and on his Pay sheet with his Work Schedule.
    a.
The Clerk's  hourly rate of pay is £10.50 with ten paid hours weekly = £5460 per year less £1092 tax = £4368 p.a.
    b.
These payments are well below the NJC National Guidelines for Clerks Pay but they are fair to the Clerk and cost effective in keeping the parish taxes low because MPC allows the Clerk to use fast and efficient working methods. 

    c.
The Clerk's travel and training expenses plus Parish Office costs are paid by a fixed annual lump sum of £480.00. 
  8.
FINANCIAL SAFEGUARDS       The Clerk is responsible for the safe keeping of our online banking pass-codes. 
    a.
At each Meeting under Agenda Item 6.1  the Meeting checks the Cashbook figures against our Bank Statements. 
    b.
As well as the two audits below the Clerk submits a Financial Report each year for MPC's own Internal Controls. 

  9.
AUDIT OF ACCOUNTS  As well as the Council's monthly routine check of the accounts we have two audits: 
    a.
Our Internal Auditor is a well respected experienced internal auditor who is kept informed of all MPC 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.
External Auditors Littlejohns 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. 

 10.
TRANSPARENCY AND ELECTORS RIGHTS     MPC allows anyone to inspect/receive our MPC accounts: 
    a.
The relevant document informing electors of their rights is published on our website as required for annual audits. 
    b.
Anyone can inspect any of our accounts whenever the Clerk is at home and request free electronic copies of them. 
    c.
These Financial Regulations are presented each year to the Annual Council Meeting for official MPC approval and they are also available for public scrutiny and any queries from any attendees at the Annual Parish Meeting. 
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