KENTS HILL AND MONKSTON PARISH COUNCIL

MANAGEMENT OF BUSINESS AND RISK ASSESSMENT
The following sheets document how the affairs of Kents Hill and Monkston Parish Council are managed to ensure that all is done as accurately as possible, with as little risk of mismanagement/fraud as possible. It notes the financial arrangements and how they are conducted and monitored.
A.  Management of business:

Management:

	Financial Matters/Receipts

a.         Precept

- to determine a realistic base for its calculation

- accurate notification

- receipt/banked at appropriate times

b.
Transfer of funds between current
accounts in Lloyds TSB Bank
accounts.
(To maximise interest)


	Discussion on what should be included in budgets set in November full budget decisions in January.

Copy of notification filed in Finance Records.

Notification from MKC, reported in Accounts at appropriate monthly mtg.

All transactions reported to monthly meetings with approval noted in minutes.



	Financial Matters/Expenses

Contracts

Other contracts as they arise


	Three quotations sought where large costs involved in excess of £1,000.  For small jobs, particular appropriate local persons approached to cost/do work. See Financial Regulations.



	Salaries for Clerk
	These in agreement with NALC/SLCC recommendations, to be determined October. Payments in equal monthly installments, recorded for approval at bi-monthly meetings. The Clerk shall return annually to the Inland Revenue all remuneration and expenses.



	Payments of Invoiced costs


	These are paid as soon after receipt as the monthly timescale allows. A full report is listed for the monthly meeting where items are discussed (if necessary) and approved. The signatures of two Councillors are put onto each cheque and corresponding stub.



	Overall financial accounting:
VAT
Statement of accounts/accuracy: 
a. Bi-monthly

b. 6 monthly
c. End of year summary
Papers for external audit


	This is recorded in ledger.

All receipts and payments included in the minutes to all Councillors, together with statement of bank balances at monthly meeting.

To all Councillors, a financial summary with budgets of details of receipts and payments. Internal Council audit of finances reported to meeting by RFO.

To all Councillors: Full analysis to indicate Income and Expenditure for the year.  Chairman will give a report at the Annual Meeting including a breakdown of the precept requirements for the following year.

This is prepared on an Income and Expenditure basis.  Papers showing the income and expenditure analysis for the year, balance sheet, list of creditors, debtors, payments in, advance VAT to be reimbursed, audit notes and Register of Assets as for the ‘old 1996 regulations’.  
These go to a full meeting as soon as possible after 31st March for their adoption.  After the Appointed Internal Auditor (currently Mr C Davies) has verified them.  Papers prepared for external audit as prescribed by external auditor.  These are approved by the Council and by the internal auditor as required to timetable of external auditor.  Notice is posted to invite parishioners to inspect accounts/papers by arrangement with the Clerk, within time framework set out by external auditor.


	Other factors:
Expenses
Stationery/Equipment
	Clerk to record itemized post expenses and copy of traveling expenses and receipts.

Receipt to be kept with reimbursement invoice.



	Risks being addressed:
Insurance

Play Equipment
	Management:
Assets all insured, with values upgraded in line with inflation each year.

The Parish Council does not have responsibility for any play equipment in the Parish.  
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