ITEM 427/20 TIMETABLE OF TASKS IN FINANCIAL REGULATIONS
The Financial Regulations set out tasks that need to be undertaken by the Town Clerk/RFO, the Finance Committee and/or Council.  The purpose of this document is to provide assurance to the Finance Committee that the tasks identified have or will be done.  However, more importantly, the Finance Committee will need to approach Council to ensure that some key tasks can be undertaken.  These key tasks are highlighted in the table below.
Recommendations:
The Finance Committee are requested to make the following recommendations: - 
1. The Finance Committee ask the Council to establish a task team to undertake the internal control review during the month of February 2021.  
2. The Finance Committee ask the Council to appoint a member to review the bank reconciliations as required in terms of the Financial Regulations.
3. The Finance Committee remind all other Committees of the Council to review their fees and charges during the budget process, if not already done.

	Financial Regulation Requirement
	Date When Last Performed
	Further Action 
	When to be undertaken

	(Clause 1.5) At least once a year, prior to approving the Annual Governance Statement, the Council must review the effectiveness of its system of internal control which shall be in accordance with proper practices (see Appendix A).
	March 2020
	Yes
	February 2021.  To be taken to Council in January 2021

	(Clause 2.2) On a regular basis and at each financial year end, a member other than a cheque signatory shall be appointed by the Council to verify bank reconciliations (for all accounts) produced by the RFO. The member shall sign the reconciliations and the original bank statements (or similar document) as evidence of verification. This activity shall on conclusion be reported, including any exceptions, to and noted by the Finance Committee.
	Not done since 2019.
	Yes

Two reviews required: 2019/20 and 2020/21
	Ask for Council appointment in October 2020 meeting.

	(Clause 2.6) The internal auditor shall:…. report to Council in writing, or in person, on a regular basis with a minimum of one annual written report during each financial year;
	During the 2020 audit.
	No
	Internal audit before 30/06/2021

	(Clause 3.2) The RFO shall table a budget timetable for approval by the Council at its meeting in September of each year.  The budget timetable shall set out the responsibilities of each of the Council Committees to ensure that a realistic budget and MTFP forecast can be approved by Council by no later than January of each year.
	July 2020
	No
	Not applicable

	(Clause 4.3) (Should the RFO initiate a virement)….  The RFO must table a revised budget at the next Finance Committee meeting after the virement has been initiated.  This will give the revised budget legal affect.
	Virement not exercised
	Not applicable
	Not applicable

	(Clause 4.7) The RFO shall regularly provide the Finance Committee with a statement of receipts and payments to date under each head of the budgets, comparing actual expenditure to the appropriate date against that planned as shown in the budget. These statements are to be prepared at least at the end of each financial quarter and shall show explanations of material variances.
	Every finance committee meeting
	No
	Not applicable

	(Clause 6.7) The approval of the use of a variable direct debit shall be renewed by resolution of the Finance Committee at least every two years.
	Not done during 2019/20
	Yes
	Listing to be tabled at January 2021 Finance Committee meeting.

	(Clause 7.1) The RFO shall prepare a schedule of all payments (including BACS, cheque payments, Direct Debits and Standing Orders) already made or to be made from the Council’s bank accounts.  The payment schedule shall form part of the Agenda for the Finance Committee Meeting and the RFO shall present the payment schedule to the Finance Committee.  The payment schedule will contain payments already made and which require ratification by the Finance Committee.  The schedule will also contain payments that will still have to be made and these will need to be approved prospectively by the Finance Committee. The detailed list of all payments already made or still to be made shall be disclosed within or as an attachment to the minutes of the meeting at which payment was authorised. Personal payments (including salaries, wages, expenses and any payment made in relation to the termination of a contract of employment) may be summarised to remove public access to any personal information.
	Every finance committee meeting.  To avoid duplication, payments actually made presented.
	Amend Financial Regulation to include only payments already made.  The reason is to create a robust audit trail.
	Amend Financial Regulations for January 2021 Finance Committee meeting..

	(Clause 7.3) The RFO shall bring the invoices and other supporting documentation to the meeting where the schedule of payments is tabled.  Members of the Finance Committee may inspect the invoices and other supporting documentation prior or during the meeting as directed by the Chair of the Finance Committee.
	Offer to Finance Committee members at each Committee meeting
	Not applicable
	Not applicable

	(Clause 12.3) The Council will review all fees and charges at least annually, following a report to the relevant Council Committee. 

	 Unknown
	Include in budget guidelines
	Budget preparation process for 2021/22

	(Clause 15.2) Where contracts provide for payment by instalments the RFO shall maintain a record of all such payments. In any case where it is estimated that the total cost of work carried out under a contract, excluding agreed variations, will exceed the contract sum of 5% or more a report shall be submitted to the Council.

	
Unknown
	Yes
	To be done as part of 2020/21 financial year

	(Clause 17.2) No tangible moveable property shall be purchased or otherwise acquired, sold, leased or otherwise disposed of, without the authority of the Council, together with any other consents required by law, save where the estimated value of any one item of tangible movable property does not exceed £3,000. 
	
Unknown
	Yes
	To be done as part of 2020/21 financial year

	(Clause 20.1) The Council is responsible for putting in place arrangements for the management of risk. The Town Clerk shall prepare, for approval by the council, risk management policy statements in respect of all activities of the Council. Risk policy statements and consequential risk management arrangements shall be reviewed by the Council at least annually.
	10/07/2019
	Yes
	31/12/2020
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