St Brides Major Community Council 
[bookmark: incorporating_scribe_accounts_internet_b][bookmark: financial_regulations][bookmark: st_brides_major_community_council]Financial Regulations
[bookmark: h_1_general]1. General
· These Financial Regulations govern the financial management of St Brides Major Community Council and ensure compliance with:
· The Accounts and Audit (Wales) Regulations.
· The Governance & Accountability Framework for Local Councils in Wales.
· The Council’s Standing Orders.
· The Clerk is the Responsible Financial Officer (RFO) unless the Council appoints another person.
· The RFO is responsible for maintaining the Council’s financial records using Scribe Accounts, ensuring accuracy, transparency, and audit readiness.
· All members and officers must comply with these Regulations.

[bookmark: h_2_accounting_financial_management]2. Accounting & Financial Management
· The Council’s accounting system shall be Scribe Accounts, which must be:
· Updated promptly with all financial transactions.
· Reconciled to bank statements monthly.
· Secured using Scribe’s cloud-based environment.
· The RFO must produce:
· Monthly or quarterly budget monitoring reports.
· A year-end closedown using Scribe’s year-end module.
· VAT returns generated through Scribe.
· The Council will review financial reports at each ordinary meeting.


[bookmark: h_3_budgeting_precept]3. Budgeting & Precept
· The RFO prepares detailed budget estimates each autumn using Scribe’s budget module.
· Committees (if applicable) review their cost centres and propose amendments.
· The Council approves the final budget and precept request.
· The RFO submits the precept demand to the billing authority and confirms receipt of instalments.

[bookmark: h_4_internal_controls]4. Internal Controls
· The Council shall maintain robust internal controls including:
· Monthly bank reconciliation in Scribe, verified by a councillor who is not an online banking authoriser.
· Segregation of duties between data entry (RFO) and authorisation (councillors).
· A documented internal control checklist reviewed annually.
· The Internal Auditor must have full read-only access to Scribe Accounts.
· The Council will review internal controls annually as part of the AGAR process.

[bookmark: h_5_banking_internet_banking]5. Banking & Internet Banking
[bookmark: h_5_1_bank_accounts]5.1 Bank Accounts
· The Council shall maintain bank accounts in its own name only.
· The RFO manages day-to-day banking administration but cannot authorise payments.
[bookmark: h_5_2_internet_banking_controls]5.2 Internet Banking Controls
· Online banking must use dual authorisation:
· The RFO sets up payments.
· An authorised councillor approves them online.
· Councillors must not share login credentials.
· The RFO must retain digital evidence of authorisation, such as:
· Bank audit logs.
· Screenshots.
· Scribe payment reports.
[bookmark: h_5_3_cheques_if_still_used]5.3 Cheques (if still used)
· Cheques require two councillor signatures.
· No blank cheques may be signed.

[bookmark: h_6_payments]6. Payments
[bookmark: h_6_1_approval]6.1 Approval
· All payments must be:
· Supported by an invoice, contract, or receipt.
· Entered into Scribe by the RFO.
· Approved by Council or under delegated authority.
· Payments must be listed on a Payments Schedule presented to each Council meeting.
[bookmark: h_6_2_payment_methods]6.2 Payment Methods
· Preferred method: Internet banking with dual authorisation.
· Debit card payments (if held):
· Must be pre-approved by Council.
· Receipts must be uploaded to Scribe.
· Direct Debits/Standing Orders:
· Must be approved by Council.
· Reviewed annually.
[bookmark: h_6_3_payment_reporting]6.3 Payment Reporting
· The RFO must present a Payments List from Scribe to each Council meeting.
· Councillors must verify payments against invoices.

[bookmark: h_7_income]7. Income
· All income must be recorded in Scribe promptly.
· The RFO issues invoices through Scribe and monitors aged debtors.
· Cash handling should be avoided; if unavoidable, two people must count and record it.
· All income must be banked intact and without delay.

[bookmark: h_8_procurement_contracts]8. Procurement & Contracts
· For purchases:
· Under £500 - RFO may obtain best value.
· £500-£3,000 - at least two quotations.
· Over £3,000 - three quotations or formal tendering.
· All procurement must comply with:
· These Financial Regulations.
· The Council’s Standing Orders.
· Public procurement thresholds (where applicable).

[bookmark: h_9_assets_insurance]9. Assets & Insurance
· The RFO maintains the Asset Register in Scribe (or spreadsheet if preferred).
· The Council reviews insurance annually, ensuring:
· Fidelity Guarantee is adequate for bank balances.
· Assets are correctly valued.
· Public liability and employer liability cover are appropriate.

[bookmark: h_10_payroll_hmrc_pensions]10. Payroll, HMRC & Pensions
· Payroll may be processed via Scribe Payroll or an external provider.
· The RFO ensures:
· PAYE and NI submissions are made.
· Pension contributions are processed.
· Staff contracts and pay scales are up to date.
· Payroll records must be retained in accordance with HMRC requirements.

[bookmark: h_11_vat]11. VAT
· VAT must be recorded correctly in Scribe.
· The RFO submits VAT claims using Scribe’s VAT report.
· VAT must be reclaimed at least annually, or more frequently if beneficial.

[bookmark: h_12_reserves_investments]12. Reserves & Investments
· The Council must maintain:
· General Reserve (typically 3-12 months’ expenditure).
· Earmarked Reserves for specific projects.
· Any investments must follow the Council’s Investment Policy and be reviewed annually.


[bookmark: h_13_risk_management_audit]13. Risk Management & Audit
· The Council must maintain:
· A Finance Risk Register.
· A Risk Management Policy.
· The Internal Auditor must have unrestricted access to:
· Scribe Accounts (read-only).
· Bank statements.
· Minutes and policies.
· The Council must review internal controls annually as part of the AGAR.

[bookmark: h_14_transparency_publication]14. Transparency & Publication
The following must be published on the Council website:
· Annual Governance & Accountability Return (AGAR).
· Notice of Public Rights.
· Payments over £500 (or all payments if the Council chooses).
· Budget and precept information.
· Councillor allowances (if claimed).

[bookmark: h_15_review_of_financial_regulations]15. Review of Financial Regulations
· These Regulations must be reviewed annually by the Council.
· Any amendments require Council approval.
	
