
CHAPPEL PARISH COUNCIL 
INTERNAL AUDIT 2019/20 

 
A Proper Bookkeeping 

 Is the cash book maintained and up to date? 
Yes. Cash book is updated monthly using Scribe package. 

 Is the cash book arithmetic correct? 
Computerised accounting system (Scribe package) 

 Is the cash book regularly balanced? 
Computerised accounting system 

 
B Financial Regulations 

 Has the council formally adopted standing orders and financial regulations? 
Yes.    Standing Orders and Financial Regulations approved at meeting 13 May 2019 
(resolution 19030)  

 Has the council adopted other policies and procedures? 
Yes.  Training Policy, Social Media Policy, Complaints Policy, Co-option policy, Code 
of Conduct, FOI publication Scheme, Retention and Disposal Policy and Privacy 
Notice approved at meeting 13 May 2019 (resolution 19030) 

 Has a Responsible Financial Officer been appointed with specified duties? 
Yes. The clerk is the RFO – specified in the job title and description of responsibilities. 
Confirmed at meeting 13 May 2019 (resolution 19031) 

 Have items or services above a de minimis amount been competitively purchased? 
Regulation 3.4 allows payments of up to £250 by the clerk in cases of extreme 
urgency and up to £3000 with 3 councillor approvals.  Section 11 of FR requires 3 
estimates for amounts £200 to £3000; 3 quotes for amounts £3000 to £60,000 (11.1b 
& h).  SO 18(a) v. seems to imply a threshold of £25,000 for tenders whereas the FR 
allow the acquisition of 3 quotes for contracts valued below £60,000: quotes for 
contracts valued between £25,000 and £60,000 would need to be acquired through 
Contract Finder in accordance with The Public Contracts Regulations 2015.  During 
the year quotes were obtained for bark in play area (resolution 19040), tree work 
(resolution 19043); posts at play area (resolution 19070), Footpath improvements 
(resolution 20005, 20023).  

 Are payments in the cash book supported by invoices, authorised and minuted? 
Yes, Minutes include a ‘Financial Matters’ item that lists amounts authorised for 
payment and the VAT content.  The list includes payments by Standing Order and 
Direct Debit.  Minutes record source documents being available at the meeting as part 
of the authorisation. Two signatories sign the cheques and initial the cheque stub (and 
on most occasions sign the source documents).  Cheque number (or SO/DD) and 
date are also written on the source document.  Schedule of payments appended to 
the minutes also includes bank reconciliations. Standing Order and DD mandates 
confirmed at meeting 1 April 2019 (resolution 19025) and an addition at meeting 8 
July 2019 (resolution 19066). 

 Has VAT on payments been identified, recorded and reclaimed? 
VAT is recorded in a separate account code on the accounting package.  2018/19 
VAT claim of £694.17 approved at meeting 1 April 2019 (resolution 19024). Total VAT 
on payments for 2019/20 of £1813.58 was claimed on 27th April 2020. 

 Is s137 expenditure separately recorded and within statutory limits? 
Yes.  s137 expenditure limit in 2019/20 is £3345.44 (412 x £8.12) so total grants £165 
are within limits.  Grants for 2019/20 agreed at the following meetings: 1 April 2019, 
VH Committee £165 (£15 per meeting for 11 months) (resolution 19026). In addition, 
the council has ringfenced a future grant regarding the war memorial of £700 
(resolution 20010)      



 
C Risk Management 

 Does a scan of the minutes identify any unusual activity? 
Merger with Wakes Colne PC (minute 19/122), new website (minute 19/129.3, 
19/252), Poppy Trail (minute 19/148), filming on PC land (minute 19/154), exploration 
of internet banking (minute 19/155.3), vacant allotments (minute 19/201); land registry 
update (minute 19/249, 20/015); Grants to the church and ownership of war memorial 
(minute 19/253.4, 20/054); councillor email accounts (minute 20/057). 

 Do the minutes record the council carrying out a risk assessment? 
Yes.  Risk Assessment for council operations, Risk Assessment for Strimmer, and 
Litter Picking Risk Assessment approved at meeting 13 May 2019 (resolution 19030)  

 Is insurance cover appropriate and adequate? 
Yes. Councillors approved 1st June 2019 renewal with Zurich at meeting 13 May 2019 
(resolution 19033).  It was agreed to carry out some work on the asset cover in the 
policy in time for the 2020 renewal date. The cover is for Property damage, loss of 
money, Public liability, officials indemnity, Employers liability, libel & slander, fidelity 
guarantee, personal accident, legal expenses.  Loss of money cover may not be 
needed given lack of cash handling and storage. 

 How is the Council assessing the risks presented by COVID19? 
FR 3.4 allows for payments, where it is necessary, of up to £3000 by clerk with 
approval of 3 councillors.  April 2020 meeting agenda was circulated by email and 
councillors responded by email regarding decisions.  All payments in April were below 
£3000.  Meeting on 11 May 2020 will be by zoom conference with approvals in the 
usual way. 

 Are internal financial controls documented and regularly reviewed? 
Councillors have sight of bank statements, reconciliations and accounting package 
print out at each meeting.   Financial risks are minimal.  No cash received in 2019/20: 
most allotment holders now settle by direct transfer. The processes for payments 
have good controls. 

 Are all risks identified and actions undertaken to mitigate risks? 
Yes.  The risk assessment has columns for area of risk, level, detail, ‘management of 
risk’ setting out mitigating action, review / assess/ revise notes.  Also included is a 
signed Risk assessment Schedule (controls sheet) showing frequency of control 
actions, date last reviewed, and a comments column.  Cllrs see bank reconciliations 
at each meeting.  A councillor is appointed to check the play area each month and it is 
recorded at each meeting.  Minutes evidence that mitigating actions are being 
undertaken:  Laptop antivirus software (resolution 19027); regular check of play area 
(resolution 19038 to 19040); servicing of equipment (resolution 19045); defibrillator 
service (minute 19/106); ROSPA report (minute 19/121); tree survey and tree work 
(minute 19/178). 
 

D Budgetary Controls 

 Has the council prepared an annual budget in support of its precept? 
Yes.  Proposed budget for 2020/21 discussed at meeting 13 Jan 2020 and spend 
requirement set at £19525 (resolution 20011).  Cllrs agreed precept of £17034 by use 
of income £695, reserves £722 and LCTS £1074 (resolution 20012).   

 Is actual expenditure against the budget reported to the council? 
Yes.  Councillors receive monthly Council Budget Information Sheet showing total 
spend to date against budget for the year and the amount of under or over spend for 
each budget heading.  

 Are there any significant unexplained variances from budget? 
The November summary of receipts and payments against budget show actual 
income £474 in excess of estimate and actual expenditure £2428 below forecast (with 



4 months remaining).  Although I have not seen later summaries, I can see that the 
net result for 2019/20 is a £4235 reduction in reserves.  However, the closing 
reserves of £28394 are 1.45 times the budgeted spend requirement for 2020/21 so I 
have no concerns. 

 
E Income Controls 

 Are there other sources of income other than VAT refund and precept? 
The council operates allotments.  Licence fees to remain unchanged agreed at 
meeting 11 November 2019 (resolution 19087).  Grant from EALC (£500, minute 
20/030), CBC LCTS, Wormingford PC (clerk telephone contract) and Wakes Colne 
PC park contribution). Small amount of bank interest. 

 Is income properly recorded and promptly banked? 
Income mostly direct credits.  Any cheque deposits are banked as soon as possible 
after receipt.     

 Does the precept recorded in the cash book agree to the district council’s notification? 
CBC pays in 2 instalments but notification does not show a split of precept, general 
grant and localised council tax support.  The total of £18108 (2 x £9054 received April 
and September) from CBC is precept £17034, plus Revenue Grant and Localised CT 
support totalling £1074 

 Are security controls over cash adequate and effective 
No cash received at all this year 

 
F Petty Cash       No Petty cash is held.  
 
G Payroll 

 Do salaries paid agree with those approved by the council? 
Yes.  NALC annual rate increase is part of contract. Salary paid by standing order as 
spread-over pay with same amount each month, based on 34.67 hours per month. A 
parish office allowance of £20.83 per month is paid with salary.   

 Are other payments to the clerk reasonable and approved by the council? 
Yes.  Clerk can claim reimbursements for mileage at 45p per mile, calls at 9.58p per 
minute, printing at 4p per print and for stationery.  Expenses are recorded on 
spreadsheet and paid by cheque, separately from salary (spreadsheet is seen by 
councillors for approval of payment).  

 Has PAYE / NIC and pensions been properly operated by the council as an 
employer? 
HMRC RTI BASIC Tools is used; salary paid last day of each month. The PAYE 
deductions are calculated by the HMRC system.  Pension is with ECC scheme: 
contributions as notified by the scheme are paid by SO on the last day of each month. 
Number of hours fixed each month at 34.67 and wage slip clearly shows the hourly 
rate which is in accordance with NALC pay as approved by the council. 

 What controls exist over management of staff time and duties? 
Workload is discussed with chair and manages peaks and troughs.  Clerk keeps a 
time sheet which is attached to the payslip for approval at meetings.  Additional hours 
tend to be carried over and taken in lieu  

 
H Assets 

 Does the council keep an asset register of all material assets owned? 
Yes.   Approved at meeting 13 May 2019 (resolution 19030).  Councillors have also 
created an asset map (minute 19/105, 19/229). The register has 3 columns for asset 
description, location and cost for AGAR purposes. 

 Is the register regularly updated? 



As outlined on the Risk assessment, councillors inspect the assets annually and sign 
an asset inspection sheet (the one on file dated 13 May 2019).  The register does not 
include space for notes that could be made during the inspection (e.g. condition of 
asset / need for repair / anticipated replacement date) which could assist in budgeting.   
No new assets purchased, or disposals in the year so the AGAR total remains 
unchanged at £156622. 

 Do asset insurance valuations agree with those in the asset register? 
No - the asset register does not have an insurance value column.  Part C of insurance 
policy has item descriptions which are similar to those on the register, but values have 
been inflation adjusted by the insurer for simplicity.  Not all of the assets on the 
register may need to be insured against material damage: Without replacement 
values in the asset register it is not known whether some assets may be 
underinsured.  A replacement value column on the asset register would facilitate a 
comparison with the insurance schedule.  

 
I Bank reconciliations 

 Is there a bank rec for each account? 
Yes. 2 bank accounts: Community account and Business Saver account 

 Is the bank rec carried out regularly on receipt of statements? 
Yes.  Monthly 

 Are there any unexplained balancing entries in any reconciliation? 
No. 

 
J Year End 

 Are year end accounts prepared on the correct accounting basis (R & P / I & E)? 
Yes.  R & P basis 

 Do accounts agree with the cash book and working papers? 
Yes.  The accounts package provides the totals for the accounts. 

 Is there an audit trail from underlying financial records to the accounts? 
Yes.  All receipts and payments are referenced and easy to track. 

 Where appropriate, have debtors and creditors been properly recorded? 
Not required for R&P.   

 
K Council Exempting itself from a limited assurance review  

 Did the council meet the criteria? 
Yes. Gross income and gross expenditure in 2018/19 was less than £25000. 

 Did the council exempt itself from the review?     Yes.  

 Was the exemption certified at a meeting?      Meeting 13 May 2019 resolution 19048 

 Was the appropriate notice displayed?      Yes 
 
L Public Rights in Summer 2019 

The council agreed the dates for the period for the Exercise of Public Rights 
commencing 17 June 2019 and ending 26 July 2019.   

 
 

M Trustees 

 If the council is a trustee, has it met its responsibilities? 
Not applicable.  Chappel PC is not a sole trustee 

 
 

Jan Stobart 
7 May 2020 


