
COLSTON BASSETT FINANCIAL REGULATIONS -Revised April 2025
	




	DISCLAIMER

The Model Financial Regulations template produced by the National Association of Local Councils (NALC)) in March 2025 forms the basis of this document. 
Any modification for use by Colston Bassett Parish Council has been done in good faith to reflect the size of the Council and the activities it undertakes. 
Bold text indicates legal requirements, which any council cannot change, omit or suspend.







[bookmark: _Toc165549952]General  
1.1. These Financial Regulations govern the financial management of the council and may only be amended or varied by resolution of the council. They are one of the council’s governing documents and shall be observed in conjunction with the council’s Standing Orders. 

1.2. The Responsible Financial Officer (RFO) holds a statutory office, appointed by the council. [The Clerk has been appointed as RFO for this Parish Council and these regulations apply accordingly.]  The RFO;
· acts under the policy direction of the council.
· administers the council's financial affairs in accordance with all Acts, Regulations and proper practices.
· determines on behalf of the council its accounting records and control systems.
· ensures the accounting control systems are observed.
· ensures the accounting records are kept up to date.
· seeks economy, efficiency and effectiveness in the use of council resources; and
· produces financial management information as required by the council.
1.3. The council must not delegate any decision regarding:
· setting the final budget or the precept (council tax requirement);
· the outcome of a review of the effectiveness of its internal controls
· approving accounting statements.
· approving an annual governance statement.
· borrowing.
· declaring eligibility for the General Power of Competence; and
· addressing recommendations from the internal or external auditors 
1.4. In addition, the Finance Advisory Group will consider all council financial matters, including the Precept before bringing their recommendations to full council at a formal Parish Council meeting. This Group will comprise the Chairman of Council, The Finance lead, an additional Parish councillor and RFO, with an Internal Auditor in attendance by invitation. 
As with full council meetings, voting rights of the Finance Advisory Group are restricted to Councillors only but any financial decisions made by the Group are only recommendations and, as such, do not pre-empt or supersede decisions made by full council.
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1.5. The council must ensure that it has a sound system of internal control, which delivers effective financial, operational and risk management. 
1.6. At least once a year, the council must review the effectiveness of its system of internal control, before approving the Annual Governance Statement.  
1.7. The accounting control systems determined by the RFO must include measures to:
· ensure that risk is appropriately managed; 
· ensure the prompt, accurate recording of financial transactions;
· prevent and detect inaccuracy or fraud; and
· allow the reconstitution of any lost records;
· identify the duties of officers dealing with transactions and 
· ensure division of responsibilities.
1.8. At each Parish Council meeting a current print out of the bank balances for all three accounts; the current, reserve and De-fib accounts, shall be circulated to councillors. 
1.9. Regular back-up copies shall be made of the records on any council computer or laptop and stored either online or in a separate location from the computer.  The RFO and council shall put measures in place to ensure that the ability to access any and all documentation pertaining to the Parish Council is not lost or compromised if the RFO leaves or is incapacitated for any reason.
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1.10. All accounting procedures and financial records of the council shall be determined by the RFO in accordance with the Accounts and Audit Regulations. 
1.11. The accounting records determined by the RFO must be sufficient to explain the council’s transactions and to disclose its financial position with reasonable accuracy at any time.  In particular, they must contain:
· day-to-day entries of all sums of money received and expended by the council and the matters to which they relate.
· a record of the assets and liabilities of the council.
1.12. The accounting records shall be appropriate to facilitate the efficient preparation of the accounting statements in the Annual Governance and Accountability Return.
1.13. The RFO shall complete and certify the annual Accounting Statements of the council contained in the Annual Governance and Accountability Return in accordance with proper practices, as soon as practicable after the end of the financial year.  Having certified the Accounting Statements, the RFO shall submit them (with any related documents) to the council, within the timescales required by the Accounts and Audit Regulations.
1.14. The council must ensure that there is an adequate and effective system of internal audit of its accounting records and internal control system in accordance with proper practices. 
1.15. Any officer or member of the council must make available such documents and records as the internal or external auditor consider necessary for the purpose of the audit and shall, as directed by the council, supply the RFO, internal auditor, or external auditor with such information and explanation as the council considers necessary.
1.16. The council shall ensure that the internal auditor:
· is competent and independent of the financial operations of the council;
· reports to council in writing at least once each year.
· can demonstrate competence, objectivity and independence, free from any actual or perceived conflicts of interest, including those arising from family relationships; and
· has no involvement in the management or control of the council
1.17. Internal or external auditors may not under any circumstances:
· perform any operational duties for the council;
· initiate or approve accounting transactions;
1.18. The RFO shall, without undue delay, bring to the attention of all councillors any correspondence or report from internal or external auditors unless the correspondence is of a purely administrative nature.
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1.19. Before setting a precept, the council must calculate its requirement for each financial year by preparing and approving a budget, in accordance with The Local Government Finance Act 1992 or succeeding legislation.
1.20. The Finance Advisory Group lead on reviewing estimates of all receipts and payments for the forthcoming financial year prepared by the RFO. This budget forecast forms the basis upon which to recommend the Precept for the ensuing Financial year and any changes to the Reserve at Full Council. Council will review these recommendations and set the Precept and Reserve not later than the beginning of January. 
1.21. Any member with council tax unpaid for more than two months is prohibited from voting on the budget or precept by Section 106 of the Local Government Finance Act 1992 and must disclose at the start of the meeting that Section 106 applies to them.
1.22. The RFO shall issue the precept to the billing authority no later than the end of February. This budget forecast shall form the basis of financial control for the ensuing year.

1.23. The budget (REVENUE) for any one financial year should ideally be equal to the amount set by Precept. Any shortfall may, with agreement of Council be covered by utilising some of the existing Reserve. 
1.24. The closing balance from the previous financial year determined from final, audited and approved accounts, shall be transferred to the Council Reserve (deposit) Account at the earliest opportunity and in support of 4.3 above.
1.25. Transfer of funds from the Council Reserve (deposit) Account may be made for specific and desirable services, schemes or projects authorised and minuted by Council.
1.26. The Reserve account shall be maintained at £12,000. This sum may only be revised by resolution at a full Council meeting, authorised and minuted accordingly.
1.27. The agreed budget provides a basis for monitoring progress during the year by comparing actual spending and income against what was planned or anticipated. 
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1.29. Members and officers are responsible for obtaining value for money at all times. Any Councillor procuring goods, services or works should ensure, as far as practicable, that the best available terms are obtained, where possible, by obtaining prices from several suppliers.
1.30. For contracts of a significant value the RFO or Councillor shall ideally seek at least three quotes or estimates if fixed pricing is not appropriate or available. 
For smaller purchases, the RFO or Councillor shall seek to achieve value for money.
1.31. Contracts must not be split to avoid compliance with these rules.

1.32. For a contract for the supply of goods, services or works where the estimated value will exceed the thresholds set by Parliament, the full requirements of The Procurement Act 2023 and The Procurement Regulations 2024 or any superseding legislation (“the Legislation”), must be followed in respect of the tendering, award and notification of that contract.
1.33. For contracts estimated to be over £30,000 including VAT, the council must comply with any requirements of the Legislation regarding the publication of invitations and notices.

1.34. The council shall not be obliged to accept the lowest or any tender, quote or estimate. 
1.35. No individual member, or informal group of Councillors may issue an official order or make any contract on behalf of the council.
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1.37. The Council's banking arrangements, including the bank mandate, shall be made by the Financial Portfolio Lead, overseen by the RFO and approved by the Council. 
1.38. Currently Colston Bassett Parish Council’s Banking mandate is with Unity Trust Bank and the mandate currently supports 4 authorised signatories. These 4 signatories should always include the Finance Lead and Chair. The RFO has viewing rights only. Under no circumstances must an authorised signatory be involved in approving any payment to themselves.
1.39. The Council must have safe and efficient arrangements for making payments, to safeguard against the possibility of fraud or error.  
1.40. All invoices or requests for reimbursement should be examined for arithmetical accuracy, and verified to confirm that the work, goods or services were received, checked and represent expenditure previously authorised by the council. Only then should a schedule of these invoices be submitted by the RFO for approval by Council at the next possible Council meeting. If the schedule is in order, it shall be authorised by Council, shown in the minutes of the meeting and paid through the online banking process at the earliest opportunity. See 4.25 for clarification where an exceptional urgent payment is required.  
1.41. Normally, the Portfolio Finance Lead would pay any approved invoices unless it is the Finance Lead who requires reimbursement, or they are unable to make the online payment due to absence. 
1.42. Where an invoice or reimbursement request exceeds £1500, the online banking process is currently configured with Unity Trust Bank so that it requires two authorised signatories to complete the payment transaction.
1.43. All payments shall be made by online banking, in accordance with a resolution of the council.
1.44. Where a regular monthly, quarterly or yearly payment is required, (such as a salary or payroll charge) this amount may be paid by standing order through the bank account. Any amendments to the standing orders must be notified to council at a full meeting for agreement before any change is made. 
1.45. The RFO, in conjunction with two other authorised signatories shall have delegated authority to authorise an invoice for payment urgently, only in the following circumstances:
i. payments of up to £1500 excluding VAT in cases of serious risk to the delivery of a Parish Council service or to public safety. 
ii. any payment necessary to avoid a charge under the Late Payment of Commercial Debts (Interest) Act 1998 or to comply with contractual terms, where the due date for payment is before the next scheduled meeting of the council, where the RFO and Finance Lead certify that there is no dispute or other reason to delay payment. The details of any such payment must be included in the next Council meeting for subsequent ratification by Council. 
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a) The council will not maintain any form of cash float. In the unlikely event that cash is received by the Parish Council in the form of reimbursement, donation, income etc. it must be declared to Council immediately by the recipient. It is not possible to pay cash into the Parish Council Bank account so an alternative solution to receive the cash must be sought and agreed upon by the Council.
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1.46. As an employer, the council must make arrangements to comply with the statutory requirements of PAYE legislation.
1.47. Councillor allowances(where paid) are also liable to deduction of tax under PAYE rules and must be taxed correctly before payment.
1.48. Salary rates shall be agreed by the council, or a duly delegated committee. No changes shall be made to any employee’s gross pay, emoluments, or terms and conditions of employment without the prior consent of the council.

1.49. Payment of salaries shall be made, after deduction of tax, national insurance, pension contributions and any similar statutory or discretionary deductions, on the dates stipulated in employment contracts.
1.50. Deductions from salary shall be paid to the relevant bodies within the required timescales, provided that each payment is reported, as set out in these regulations above.
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1.51. Any application for Government approval to borrow money and subsequent arrangements for a loan must be authorised by the full council and recorded in the minutes. All borrowing shall be in the name of the council, after obtaining any necessary approval.  
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1.52. The collection of all sums due to the council shall be the responsibility of and under the supervision of the RFO.
1.53. The council will review all fees and charges for work done, services provided, or goods sold at least annually as part of the budget-setting process, following a budget report of the RFO. 
1.54. The RFO shall ensure that VAT is correctly recorded in the council’s accounting software and that any VAT Return required is submitted from the software by the due date. OR Any repayment claim under section 33 of the VAT Act 1994 shall ideally be made quarterly where the claim exceeds £100 and at least annually before the end of the financial year.
[bookmark: _Toc164858106][bookmark: _Toc164866547][bookmark: _Toc164871839][bookmark: _Toc164937803][bookmark: _Toc165194567][bookmark: _Toc165238397][bookmark: _Toc165238489][bookmark: _Toc164858107][bookmark: _Toc164866548][bookmark: _Toc164871840][bookmark: _Toc164937804][bookmark: _Toc165194568][bookmark: _Toc165238398][bookmark: _Toc165238490][bookmark: _Toc164858108][bookmark: _Toc164866549][bookmark: _Toc164871841][bookmark: _Toc164937805][bookmark: _Toc165194569][bookmark: _Toc165238399][bookmark: _Toc165238491][bookmark: _Toc164858109][bookmark: _Toc164866550][bookmark: _Toc164871842][bookmark: _Toc164937806][bookmark: _Toc165194570][bookmark: _Toc165238400][bookmark: _Toc165238492][bookmark: _Toc164858110][bookmark: _Toc164866551][bookmark: _Toc164871843][bookmark: _Toc164937807][bookmark: _Toc165194571][bookmark: _Toc165238401][bookmark: _Toc165238493][bookmark: _Toc164858111][bookmark: _Toc164866552][bookmark: _Toc164871844][bookmark: _Toc164937808][bookmark: _Toc165194572][bookmark: _Toc165238402][bookmark: _Toc165238494][bookmark: _Toc164858112][bookmark: _Toc164866553][bookmark: _Toc164871845][bookmark: _Toc164937809][bookmark: _Toc165194573][bookmark: _Toc165238403][bookmark: _Toc165238495][bookmark: _Toc164858113][bookmark: _Toc164866554][bookmark: _Toc164871846][bookmark: _Toc164937810][bookmark: _Toc165194574][bookmark: _Toc165238404][bookmark: _Toc165238496][bookmark: _Toc164858114][bookmark: _Toc164866555][bookmark: _Toc164871847][bookmark: _Toc164937811][bookmark: _Toc165194575][bookmark: _Toc165238405][bookmark: _Toc165238497][bookmark: _Toc164858115][bookmark: _Toc164866556][bookmark: _Toc164871848][bookmark: _Toc164937812][bookmark: _Toc165194576][bookmark: _Toc165238406][bookmark: _Toc165238498][bookmark: _Toc164858116][bookmark: _Toc164866557][bookmark: _Toc164871849][bookmark: _Toc164937813][bookmark: _Toc165194577][bookmark: _Toc165238407][bookmark: _Toc165238499][bookmark: _Toc164858117][bookmark: _Toc164866558][bookmark: _Toc164871850][bookmark: _Toc164937814][bookmark: _Toc165194578][bookmark: _Toc165238408][bookmark: _Toc165238500][bookmark: _Toc164858118][bookmark: _Toc164866559][bookmark: _Toc164871851][bookmark: _Toc164937815][bookmark: _Toc165194579][bookmark: _Toc165238409][bookmark: _Toc165238501][bookmark: _Toc164858119][bookmark: _Toc164866560][bookmark: _Toc164871852][bookmark: _Toc164937816][bookmark: _Toc165194580][bookmark: _Toc165238410][bookmark: _Toc165238502][bookmark: _Toc164858120][bookmark: _Toc164866561][bookmark: _Toc164871853][bookmark: _Toc164937817][bookmark: _Toc165194581][bookmark: _Toc165238411][bookmark: _Toc165238503][bookmark: _Toc164858121][bookmark: _Toc164866562][bookmark: _Toc164871854][bookmark: _Toc164937818][bookmark: _Toc165194582][bookmark: _Toc165238412][bookmark: _Toc165238504][bookmark: _Toc164858122][bookmark: _Toc164866563][bookmark: _Toc164871855][bookmark: _Toc164937819][bookmark: _Toc165194583][bookmark: _Toc165238413][bookmark: _Toc165238505][bookmark: _Toc164858123][bookmark: _Toc164866564][bookmark: _Toc164871856][bookmark: _Toc164937820][bookmark: _Toc165194584][bookmark: _Toc165238414][bookmark: _Toc165238506][bookmark: _Toc164858124][bookmark: _Toc164866565][bookmark: _Toc164871857][bookmark: _Toc164937821][bookmark: _Toc165194585][bookmark: _Toc165238415][bookmark: _Toc165238507][bookmark: _Toc164858125][bookmark: _Toc164866566][bookmark: _Toc164871858][bookmark: _Toc164937822][bookmark: _Toc165194586][bookmark: _Toc165238416][bookmark: _Toc165238508][bookmark: _Toc164858126][bookmark: _Toc164866567][bookmark: _Toc164871859][bookmark: _Toc164937823][bookmark: _Toc165194587][bookmark: _Toc165238417][bookmark: _Toc165238509][bookmark: _Toc164858127][bookmark: _Toc164866568][bookmark: _Toc164871860][bookmark: _Toc164937824][bookmark: _Toc165194588][bookmark: _Toc165238418][bookmark: _Toc165238510][bookmark: _Toc164858128][bookmark: _Toc164866569][bookmark: _Toc164871861][bookmark: _Toc164937825][bookmark: _Toc165194589][bookmark: _Toc165238419][bookmark: _Toc165238511][bookmark: _Toc164858129][bookmark: _Toc164866570][bookmark: _Toc164871862][bookmark: _Toc164937826][bookmark: _Toc165194590][bookmark: _Toc165238420][bookmark: _Toc165238512][bookmark: _Toc165549968]Insurance
1.55. The RFO shall keep a record of all insurances effected by the council and the property and risks covered. The Finance Lead, in conjunction with the RFO is responsible for reviewing these annually, before the renewal date, in conjunction with the council’s review of risk management. Where a Community Asset is not insured at all, or isn’t insured exclusively by the Council, care must be taken and evidence proffered by the insurer to corroborate that the asset is correctly and appropriately ensured.
The RFO shall give prompt notification to the Council of all new risks which require to               be insured and of any alterations affecting existing insurances.
1.56. The RFO shall be notified of any loss, liability, damage or event likely to lead to a claim, and shall report these to the council at the next available meeting. 
Assets, Properties and Estates 
The RFO shall make appropriate arrangements for the custody of all title deeds of properties owned by the Council. The RFO shall ensure a record is maintained of all properties owned by the Council, recording the location, extent, plan, reference, purchase details, nature of the interest, tenancies granted, rents payable and purpose for which held in accordance with Accounts and Audit Regulations. No property shall be sold, leased or otherwise disposed of without the authority of the Council, together with any consents required by law.
The RFO shall ensure that an appropriate and accurate Register of Assets and    Investments is kept up to date. The continued existence of tangible assets shown in the Register shall be verified annually. The asset register includes a maintenance review schedule to support budgetary planning and control.
At least every Five years, from and including 2025, the Memorandum of Understanding between the Village Hall Management Committee and the Parish Council shall be reviewed for fitness of purpose.
[bookmark: _Toc165549970]Financial Regulations
1.57. The council shall review these Financial Regulations at the end of each financial year. 
1.58. [bookmark: _Hlk164865589]The council may temporarily amend these Financial Regulations by a duly notified resolution, to cope with periods of absence, local government reorganisation, national restrictions or other exceptional circumstances. 

1.59. The Council’s Financial Regulations, like its Full Standing Orders, should be published on the Council’s website.
[bookmark: _Toc164085319]These Financial Regulations were adopted by the council at its meeting held on Tuesday 2nd September 2025

