ADDENDUM 1

BUCKLEY TOWN COUNCIL

INTERNAL FINANCIAL CONTROLS

The Council’s Internal Financial Controls consist of the following:

1. Obtaining Best Value for money in all purchases. This includes the purchase of all
stationery and office supplies through the Wirral and North Wales Purchasing
Organisation, which provides discounted prices on items purchased. Where goods and/or
services are required, the annual value of which will exceed the limit specified in the
Council’s Standing Orders; contracts shall be let in accordance with the requirements of
Standing Order 30(a).

2. The checking of all invoices for accuracy and validity. The check shall be carried out
by an Office Administrator and/or the Town Clerk and Financial Officer prior to signing
the cheques or the authorising of Direct Debits and/or Bank Transfers.

3. The entering of all receipts and payments in the appropriate financial Cash Book on a
monthly basis and the balancing of the Cash Book both arithmetically and to the
summarised Statement of Income and Expenditure, again on a monthly basis (see Note 5

below).

4, The sequencing, on a monthly basis, of all invoices and supporting papets for keeping
as accounts records. VAT is separately identified in the Cash Book for reclaiming.

5. The maintenance and monthly reconciliation of an imprest Petty Cash Account and the
monthly analysis of Petty Cash payments, identifying and extracting VAT figures. The
work to be undertaken by an employee who is not an official signatory for Council
cheques, one or more of which will be used each month to reimburse the Petty Cash
system. The Petty Cash Account to be reported to the Finance and Economic
Development Commiittee, for approval, on a quarterly basis.

6. The preparation of cheques for signature by the Council’s authorised signatories by an
employee who is not one of the Council’s authorised signatories.

7. The signing of ali cheques and the initialling of cheque counterfoils, for goods and
services, by at least three of the Council’s authorised signatories, one of which must be
the Town Clerk and Financial Officer unless otherwise resolved by the Council. Those
signatories are responsible for checking the accuracy and validity of the cheque against
the invoice/vouchers tendered, when signing the cheques.

8. Under no circumstances shall cheques be signed by authorised signatories without the
cheque being fully completed, including the payee details.



9. For those payments made by other than cheques (eg direct debits, standing orders
and/or bank transfers) the signing of the schedule as indicated in Internal Financial
Control 10 below, requires that the three official signatories have verified the none
cheque payments against the supporting invoices/vouchers and satisfied themselves as to
the accuracy and validity of those supporting invoices/vouchers. To ensure that this is
properly undertaken, each signatory must initial the invoice and entry on the schedule for
the none cheque payments. The initialling of the invoice and the schedule also to indicate
that the Bank Account details of the supplier have been checked and alterations in Bank
Account details have been checked, verified and noted.

10. The presentation to the Finance and Economic Development Committee, for
approval on a monthly basis, of a detailed schedule of accounts to be paid and a
summarised Statement of Income and Expenditure to date. The schedule to be signed as
a correct record of the required payments and summarised statement of income and
expenditure to-date by three official signatories, one of whom must be the Clerk and
Financial Officer.

11. The maintenance of the on-line banking facility, for the Current and Business Call
Accounts of the Council, by the use of confidential passwords and sign-ins. Access to the
on-line Banking facility be restricted to the Clerk and Financial Officer and one Office
Administrator. No other member of staff or Councillor to have access to the on-line
Banking facility without the express resolution of the Council.

12. The reconciling of all bank statements on a monthly basis. The completed Bank
Reconciliation to be reported to the Finance and Economic Development Committee, for
approval, on a monthly basis. ‘

13. The arrangement of and compliance with, the requirement for two Internal Audits in
cach Financial Year. The first, the Interim Audit to be conducted in November or
December each year with the results of the Audit being reported to the Finance and
Economic Development Committee. The second, the Final Accounts Audit to be
conducted and the report received by the Council in time for the findings of the Audit to
be incorporated in the Final Accounts of the Council submitted for External Audit each

year.

14. The preparation of a first draft budget each year for presentation to the various
political groups within the Council, prior to the draft budget (amended where required)
being presented to the Council for approval.

15. The presentation of a draft budget cach year to Council for approval.

16. The presentation to the Finance and Economic Development Committee for approval
on aregular basis (at least quarterly), of an itemised Statement of Income and
Expenditure showing, Income and Expenditure as against the Budget and a proj ection of
the likely Income and Bxpenditure for the financial year in question. The detailed
Statement to also include a note of the statutory powers invoked for spends and a
variance analysis of the projected Income and Expenditure against the Budgeted Income
and Expenditure.



17. The preparation of year end accounts for submission to Council for approval and
subsequently for audit purposes.

18. The carrying out and presentation of, an annual Risk Assessment to Council for
approval and the adherence to that Risk Assessment in relation to all financial and other
relevant matters of the Council.

19. The carrying out and presentation of, an annual review of the Council’s Treasury
Management and Investment Strategy.

20. The annual level of salary grades and gross salaries payable to be approved, in
advance of the Financial Year to which they apply, by the Establishment Sub-Committee
which has delegated powers to act. Where changes to gross salaries are recommended,
the calculations should be presented to the Establishment Sub-Committee for its
consideration and approval of those changes. The decision of the Establishment Sub-
Committee to be reported for noting to the next meeting of the Council. The
Establishment Sub-Committee is not required to approve the annual level of salary grades
and gross salaries if the Budget, approved by the Council, for the forthcoming year
contains no increase in salary grades or gross salaries save for incremental increases
within salary grades. The notes to the approved Budget to clearly specify this fact.

21. A complete, up-to-date and accurate Asset Register, including asset valuations will
be maintained and presented to Council at least annually. The updated Asset Register to
be provided to the Council’s Insurance Company when any amendments are made.

Last updated January 2015
Reviewed January 2016
Reviewed February 2017
Revised January 2018
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ADDENDUM 2

BUCKLEY TOWN COUNCIL

ANNUAL TREASURY MANAGEMENT AND
INVESTMENT STRATEGY

2018/19 - 2019/20

PREAMBLE:

This Annual Treasury Management and Investment Strategy is prepared in
accordance with the statutory guidance on Local Government Investments
issued by the Welsh Assembly Government.

All cash, bank balances, financial assets, borrowing and credit arrangements are defined
as a part of the Council’s treasury management activities. This Annual Strategy will
concentrate not only on the Council’s treasury management activities but also upon the
Council’s temporary surplus resources (or other financial assets it holds) and the
investments it undertakes of these resources.

The Council undertakes to ensure that for all its treasury management and investments,

priority will be given to security and liquidity rather than to vield. In drafting this Annual

Strategy the Council has made appropriate arrangements for:

1. Identification, management and control of risks in the investments/treasury
management activities it undertakes.

2. Budgeting, accounting and audit arrangements.

3. Tts cash and cash flow management requirements.

4. Segregation of responsibilities, organisational arrangements, adequate documentation

and the identification of a responsible officer for investment/treasury management

activities.

Corporate governance.

6. Procedures to ensure it is alert to the possibility it may become subject to an attempt
to involve it in a transaction involving the laundering of money.

w

All treasury management activities and investments undertaken by this Council will be
made and repaid in Sterling.



TREASURY MANAGEMENT ARRANGEMENTS:

For the day to day financial management of the Council two bank accounts are operated:
a. Current Account

b. Business Call Account

Both the accounts are held at [loyds Bank and the interest rate received on the Business
Call Account is currently (correct as at November 2017) as follows:

Below £5,000 0.05%

£50,000+ 0.05%
£100,000+ 0.05%
£250,000+ 0.05%
£1,000,000-+ 0.05%

Interest is credited on a monthly basis. There are monthly bank charges levied for the
transactions on the Current Account and the Business Call Account, no interest is
received on the Current Account. Authorised overdrafts are charged at 0.88% (correct at
January 2018) per month on the Business Call Account and Current Account.

The Current Account is used only for making the monthly payments as agreed by
reference to the schedule presented each month to the Finance and Economic
Development Committee. In order to achieve a balance sufficient to pay the monthly
outgoings, sums of money are transferred from the Business Call Account, which is the
account where all income owed to and received by the Council is deposited.

The accrued balances, with the exception of the Current Account shall be reviewed on an
ongoing basis to ensure that specific and general reserves are maintained at a level to
meet expected demands. Should the balances in those reserves reach a level beyond that
which is reasonably required, potential transfers to High Interest earning accounts should
be considered.

All sums of money owed by the Council will be discharged by either Bank Direct Debit,
Standing Order, Bank Transfer or authorised Council cheque payment. The only
exception is for small, non credit, transactions for which an imprest petty cash float of
£300 will be maintained together with a petty cash book and petty cash account.

LISTINGS OF INVESTMENTS UNDERTAKEN:

The Council will undertake the following categories of investment for the financial years
2018/19 and 2019/20:

1. As from 30™ November 2011, the balance of the Lloyds Premier Account was
transferred to a Lloyds Bank High Interest Deposit for a 12 month term with an interest
rate of 1.55% (minute 14062 of the Finance and Economic Development Committee
held on 22" November 2011 refers). As from 30™ November 2017, the Lloyds Bank
High Interest Deposit matured sum, plus interest received, was renewed for a further 12



month term, with an interest rate of 0.90%. The interest rate is a special rate for a High
Interest Deposit Account which matures on 30" November 2018.

2. As from 27 June 2018, £100,650.00 was invested in a Lloyds Bank High Interest
Deposit Account for a 12 month period. This followed the maturing of the previous
year’s High Interest Deposit Account on 27" June 2018. The interest rate on the new
High Interest Deposit Account is 1%. The new High Interest Deposit Account matures
on 27" Tune 2019,

3. If during the financial years 2018/19 and 2019/20 the Council disposes of any
fixed assets, the net proceeds of any such disposal shall be placed in the Lloyds Business
Call Account as soon as they are received. If the net proceeds of the sale of any
individual asset exceed £20,000.00, the monies shall be placed in a Lloyds High Interest
Deposit Account as soon as is practicable.

NEW TREASURY MANAGEMENT AND/OR INVESTMENTS —
REPORTING REQUIREMENTS:

Tf any Treasury Management or Investment Instruments (other than those approved in the
lists above) are proposed during the financial year 2018/19 or 2019/20, before such
proposals are undertaken notification shall be made to the Mayor and Chairs Briefing
meeting, which is held one week before each Council and Committees meeting and be
reported to a subsequent Finance and Economic Development Committee meeting for its
ratification.

REVIEW OF ARRANGEMENTS:

A review of banking arrangements was conducted in 2007/08, comparing the costs and
benefits of the four High Street Banks in Buckley, Lloyds, HSBC, Barclays and

Nat West. The result was the retention of Lloyds TSB for banking services for the
Town Council. As Lloyds TSB is now the only Bank Branch left in Buckley (as at
January 2018) Lloyds TSB has been retained as the Council’s Bank.

Document last updated September 2018
MBW/LG
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ADDENDUM 4

BUCKLEY TOWN COUNCIL

PUBLIC QUESTION TIME

Public Question Time will be conducted on the Main Council Agenda each month and
will occur after Apologies. The rules relating to the Public Question Time are listed

below:-

1.

An Agenda item should appear on each Ordinary Council Meeting Agenda,
immediately after Declarations of Interest. The Agenda item heading should
read ‘Public Question Time’.

Questions should be in writing, received by the Friday preceding the Briefing
Meeting which is held one week before the Council Meeting. The date for
receiving questions each month, should be posted on the Town Council’s

Website,

Questions should only be accepted from electors from the four Wards of
Buckley Town Council and should be limited to one question per elector per
month. The Council should not accept or answer frivolous or vexatious

questions,

Questions should only be asked that relate to matters regarding the services
provided by Buckley Town Council, questions should not be accepted that
relate to other Councils or Agencies,

No questions will be entertained that may be deemed to include potential
personal canvassing on any matter or seek to gain an advantage for the
questioner on any matter,

A maximum of five written questions per month should be accepted. The
selection of the five questions, if more are received, should be made at the
Mayor and Chairs’ Briefing Meeting. The questions should normally be
chosen on a first come first served basis,

A maximum of 30 minutes should be allowed for the Mayor or Chair of a
relevant Committee to answer the questions. The questions should be read
out, the answer given with no further debate.

Repeat questions from previous months should not be considered.

The minutes should record the questions asked and the answers given.

Revised February 2017
MBW/LG



