Section 7 - Financial Rregulations

4.7.1. The Council’s legal obligation to manage public
money welllrtroduction

4.7.1.1. The Council is required by law, under section 151 of the Local
Government Act 1972 and the Accounts and Audit Regulations 2015 tFo conduct
its business efficiently, andBury-Coeuncil-reeds to ensure that ithasit has -sound
financial management policies in place whichard-that-they are strictly adhered
to.

4-731+4.7.1.2. The Local Government Act 1972 (Section 151) makes the
Executive Director of Finance responsible for the proper administration of the
Council’s financial affairs. These Financial Regulations (‘Regulations’) are issued
pursuant to these responsibilities and form part of the Council’s Constitution. Part
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4.7.1.3. These Regulations apply to every Councillor and Officer of the Council
and to anyone acting on its behalf, including agencies and partnerships with
whom the Council does business and for whom the Council is the relevant
accounting body.

4.7.1.4. These Rfiraneial-regulations -describeprevide—clarityabeut the financial
accountabilities of individuals - Cabinet Members, Audit Committee, Overview
and Scrutiny, the Head of Paid Service (the Chief Executive), the Monitoring
Officer, the Executive Director of Finance, and-other Chief Officers_and budget
holders.=

4.7.1.5. All Members and Officers have a common duty to abide by the highest
standards of integrity and propriety when making decisions about the use of
public money. The Council expects honesty, openness, and integrity to be the
values which underpin its financial affairs. All those involved with the Council’s
finances should work with these values in mind.

4.7.1.6. All members and staff have a general responsibility for taking reasonable
action to provide for the security of the assets under their control, and for
ensuring that the use of these resources is legal, is properly authorised,provides
value for money, and achieves best value.

4-712--The Requlations cover all major financial systems and processes. Regard
must also be had to other documents which form part of the Council’s

Constitution, e.g., Each—eofthefinancial regulations—sets—outtheoverarching




Council's Procedure Rules, Schemes of Delegation, Contract Standing Orders;
FermsOrders, Terms of Reference of Overview and Scrutiny Cemmittee_and
Article 4 of the Constitution which provides the meaning of the Council's budget.
Additionally, Appendix A of these Rregulations sets out the Budget and
Policy Framework Procedure Rules that also form part of the Council's
Constitution._Consideration should also be given to the Council’s policies relating
to Anti-Fraud, Bribery and Corruption, Anti-Money Laundering and
Whistleblowing.




471+7-4.7.1.8. In order to meet these statutory responsibilities, the Executive
Director of Finance is Head of Financial Services for the whole of the Authority

and as

sueh-all staff who provide financial services are accountable to the Director of
Finance for the maintenance and promotion of the highest standards of financial
management, integrityintegrity, and administration in line with these Financial
Regulations, the Accounts and Audit Regulations, Accounting Standards and
Codes of Practice.

All accounting and financial systems operated by the Council-shalt-besubjecttare
subject to minimum-standards set by latd-dewn-by-the Director of Finance Officer.
Officer.

4-718-4.7.1.9. andanydeparturefromusingcorporatefinancial-systemsmay
bt 0 ‘ H it Fi ficer.

4719 The Executive Director of Finance is responsible for maintaining a
eontinbousreviewcontinuous —review of these Ffinancial Rregulations and for
submitting any additions or changes necessary to the full Council for approval.
The Chief Finance Officer is also responsible for reporting, where appropriate,
breaches of the Ffinancial Rregulations to the Council and/or to the Cabinet and
Audit Committeeet—Members._ Any departure from using corporate financial
systems must be approved in advance by the Executive Director of Finance.

47116 4.7.1.10. For the purposes of these Regulations, '*Chief Officer™ shall
include theholders of positions of Executive Director, BirecterDirector, and Chief
Officers.

4.7.1.11. Chief Officers are responsible for ensuring that all staff in their
departments are aware of the existence and content of the Authority's Ffinancial
{Rregulations_—and-ether-internalregulaterydecuments—and_—that-they—comply
with_tthem. Fhey—mustalse—ensurethat an—adequatenumberofcopies—are
avatlable forreferencewithintheir departments:

4.7.1.12. Chief Officers are responsible for the control of resources within their
department and shall exercise that control within the Standing Orders and
Financial Regulations and any other decisions of the Council. Within their areasof
responsibilityresponsibility, they shall consult the Chief Finance Officer with
respect to any_mmatter which is Hable—materiallylikely materially to affect the
finances of the _ Council before any_provisional or other commitment is incurred
or before -reporting thereon to a Committee.




47411+4.7.1.13 is responsible for issuing advice and guidaneeteguidance to
underpin the Ffinancial Rregulations. —that-Members, OfficersOfficers, and
others acting on b-enbehalf of the Authority are required to follow_that advice
and guidance and make a written record of their decisions.=

4.7.1.14 It is not possible to draft requlations that cover every eventuality or
circumstance. Consequently, the principles of sound financial management,
proper exercise of responsibility, and accountability, as set out in the Regulations,
should be applied in all circumstances.

4.7.1.15 Failure to comply with any part of these Regulations may constitute
misconduct and lead to formal disciplinary action.




472-—Bury’s approach to fFinancial_—Regulation—A+
FirareaimManagement - introduction

4.7.2. Iintreduction

4.7.2.1 Financial management describes the system of financial control
throughout the Council, including financial planning, integrating medium-term
policy planning with financial planning (Medium Term Financial Strategy), budget
setting, budget monitoring and closing of the Accounts.

4.7.3.

4-7-3-——The fFull Council’s role in financial management

4.7.3.1. The Council is responsible for the stewardship of public money and will
plan to safequard the interests of taxpayers and other stakeholders. The Chief
Finance Officer also has a fiduciary duty to the public.

4.7.3.2. The full Council is responsible for adopting the Authority's Constitution
and Members' Code of Conduct. The full Council is responsible for approving ané
for—appreoving-the Policy Framework,—and Budget and borrowing which will be

proposed by the Cabinet.withinwhich-the Cabinet-operates:

H-The full Council is also responsible for approving and monitoring compliance
with the Authority's overall framework of accountability and control. Fhe
frameweorkis—setoutin-its-Constitution—Fheful-Counecillt is also responsible for
monitoring compliance with the agreed policy and related Cabiretdecisions.

Fhe4.7.3.3. The full Council is responsible for approving procedures for recording
and reporting decisions taken. This includes those decisions delegated by and
decisions taken by the Council and its Committees. These delegations and details
of who has responsibility for which decisions are set out in the Constitution.

4.7.3.4. The following financial functions are reserved for discharge by the full

Council-eeverthefollowing-matters:

Partt

=a. tFoe approve the Council's Revenue Budget and Capital
Expenditure_PProgramme_and borrowing requirements.

{b)b. t+o set a Council Tax.

e)c. tFo determine any matter involving expenditure not provided



for in the Council's approved budget, subject to any -agreed-virement
arrangements_approved by Council.

ehd. tFo fix Council house rents.

e. tTo approve any plan or strategy for the control of the Authority's

lending, borrowing or capital expenditure, including the adoption of:
* a Trtreasury_Mamanagement Ppolicy Sstatement.

e an Annual Treasury Management Strategy.

{e)> a Minimum Revenue Provision (MRP) Policy.-

f. tFo approve policies and practices regarding the granting of a

discretionary rate relief or remission of rates in accordance with
Section_47 of the Local Government Finance Act 1988.

g. tFo approve the Annual Statement of Accounts, following their
consideration by, and reporting of observations from, the Audit
Committee.

4.7.3.5 Executive decisions can be delegated by Council to a Committee of the
Cabinet, an individual Cabinet Member, an Officer, or a Joint Committee.

7

47324.7.4. The Cabinet’s role in financial
management, including making key decisions.

4.7.4.1 The Cabinet is responsible for proposing the Policy Framework and Budget
to the_full Council, and for discharging Executive functions in accordance with the
Policy Framework and Budget.




Framework—and-Budget—4.7.4.2. Cabinelt is responsible for developing and
implementing the Budget and for the allocation, maragementmanagement, and
control of the financial and other and-etherresources of the Council, within the
Budget and Policy Framework approved by the Council. -Ir-it is also responsible
for considering and ¢

making recommendations to the Council on the Revenue Budget and Capital
PProgramme for each financial year and the setting of virement limits in
accordance with Article 4 of the Council Constitution.

4.7.4.3. Cabinet H-also considers and makes recommendations to the Council on
matters—relatingte the borrowing of money in accordance with Article 4 and the
Ttreasury Mmanagement Popelicy Sstatement.

4.7.4.4. T¥he Cabinet is responsible for establishing protocols to ensure that
individual Cabinet Members consult with relevant officers before taking a decision
within_theihis—er-her delegated powers. In doing so, the individual Member must
take account of legal and financial liabilities and risk management issues that may
arise from the decision. Appendix A details the financial implications and risksk
considerations that need to be taken into account when submitting a report to_the
Cabinet for a decision to be made.

4.7.4.5. Decisions on Executive functions are defined as:—as:

o kKey dBecisions.
o nMNon-kkey dPecisions.
e o0Operational dPecisions.

4.7.4.6. A 'Key Decision' is an Executive Decision (made by the Cabinet or /
Cabinet Member or /Chief Officer acting in accordance with the responsibility for
functions_aand delegations contained in Part 3 of the Council Constitution-) if it
comes within one or more of the fellewing-categeriesi—categories listed below.

a) It is likely to be significant in terms of its effects on communities living or
working in an area comprising two or more Wards in the Borough.

b) It is likely to have a major impact on the day—to-dayday-to-day life of a
community living or working in the Borough.

c) It forms part of the development of, or a change to, the Policy Framework
or Budget.

d) Itinvolves revenue expenditure or saving that is neither provided forwithin
the Budget, nor virement permitted by the Constitution.

e) It involves capital expenditure that is estimated to exceed £500,000 or is
not provided for within the approved Capital Programme.

f) Itinvolves a significant reduction in or significant change to any service or



facility provided by the Council, such reduction or change not being within
the Policy Framework or Budget.



g) It consists of the declaration of land or property, the estimated value of
which exceeds £500,000, as surplus to the Council's requirements.

h) It involves securing approval in principle to the acquisition or disposal of
land or property the value of which is estimated to exceed £500,000.

H—It involves securing approval in principle to the taking of, or the granting,
renewal, assignment, transfer, surrender, taking of surrenders, review,
variation or termination of any leases, licences, easementseasements, or
wayleaves,atwayleaves, at —considerations in excess of £500,000 per
annum or a premium of

i) £500,000.

1) Its consequences are likely to result in compulsory redundancies or major
changes to the terms and conditions of employment of a significant number
of Council employees or in a major reductiondestructing of staffing
resources.

i)

473.34.7.5. The role of Bury's Committees in financial
management-of-the Couneci

Overview and Scrutiny Committee

4.7.5.1. The Overview and Scrutiny Committee is responsible for scrutinising
Executive decisions before or after they have been implemented and for holding
the Cabinet to account. The Committee is also responsible for making
recommendations on future policy options and for reviewing the general policy
and service delivery of the Council.

It is particularly concerned with:

a) the setting of the Council's budget and -the management of its budget.;

b) revenue borrowing and assets.a
c) nad-ts-audit arrangements.;
d) the-management of the Council's land and property_pgortfolio.+

e) the provision, management and planning of financial, personnel and
training, property, information technology, legal, democratic, corporate
policy and research, grants to voluntary organisations, health and

safety, and emergency planningg-services/activities.;

f) fFinancial reporting on c€ompetitive sServices including Direct Labour
Organisations, Building Services and the Architectural Practice.;

g) rRelated Best Value Reviews and cEommunications and cCommunity
dBevelopment issues.



Audit Committee

4.7.5.2. The Audit Committee is an advisory body and reports to the full Council.
It hasright of access to all the information it considers necessary and can consult
directly with internal and external auditors.

and-externalaudit-plansand-asseciated-issue4.7.5.3. The Audit Committee is

responsible for:s:

a) receiving and considering on a quarterly-basisdetallsef-internalaudit

repertsquarterly basis detail of internal and external audit reports.
I | by the I FAudit Section:
b) taking appropriate action to ensure the implementation and review of
audit recommendations.+

OT—<appTrovVv

boediesapproving, monitoring and reviewing internal and external audit

plans, the annual audit letter and the internal auditor’s annual report.

d) dealing with any appropriate matter referred to the Committee by other
bodies.

e) preparing an__annual report on its activities and for making
recommendations to full Council.

FheAnnuat-Statement of Accounts

4.7.56.4-. The Audit Committee will receive a report on the Statement of Accounts
from the €FOChief Finance Officer and will also receive reports directly on the
Statement of Accounts from the internal and external Auditors. Audit Committee
will report their observations on the Statement of Accounts to full Council.

Standards Committee

4.7.5.5. 4 The Standards Committee is established by the full Council and is
responsible-fer for promoting premeting-and maintaining high standards of conduct
amongst Councillors. In particular, it is responsible for advising the Council on the
adoption and revision of the Members' Code of Conduct and for monitoring the
operation of the Code.

4734 4.7.6. The role of sStatutory oOfficers in



financial management

The role of the Chief Executive in financial management

4.7.6.1. The Head of Paid Service (Chief Executive) is responsible for the
corporateand-overall-strategic management of the Authority as a whole. TheyHe
er—she must repertreport tote and provide information for the Cabinet, the full
Council, the Overview and Scrutiny Management—Committee and other
Committees. They areHe—er—she-is responsible for establishing a framework for
management direction, stylestyle, and for monitoring standardsand-formenitering
the performance of the organisation. The Head of Paid Service-isalseresponsible;
together with the Monitoring Officer, is responsible for the system of record
keeping of in—relatien-to-all the full Council's decisions.{see-belew)-

The role of the Monitoring Officer_in financial management

4.7.6.2. The Monitoring Officer (the Director of Law & Governance) is responsible
for:
a) promoting and maintaining high standards-ef-financial-conduetds of probity
andand therefore -provides support to the Standards Committee.

b) FhreMeonitoringOfficeris—also—responsible ferthe administration of the

Council’s political management structures.

Cc) reporting any proposal, decision or omission which has, or may give rise to
contravention of law or maladministration to full Council; actual or potential
breaches of the law or maladministration to the full Council and/or to the
Cabinet, and for ensuring that procedures for recording and reporting key

decisions are operating effectively.eperatingeffectively-

d) 5TheMonitering—Officer—must—ensuringe that Cabinet decisions and the
reasons for them are made public. TheyHe-er-she must also ensure that

Council Members are aware of decisions made by the Cabinet and of those
made by Officers who havedelegatedhave delegated -responsibility.

——6The—Menitering—Officer—is—respoensible—fer—advising all Councillors and
OfficersOfficers aboutabeut who has delegated authority to take a particular

decision.

e) The Monitoring Officer is responsible for advising the Cabinet or full Council
about whether a decision is likely to be considered contrary to, or not wholly
iin _aaccordance with, the Policy Framework.

4.7.6.3. 75 The Monitoring Officer, —{together with the Executive Director of
Finance,} is responsible for advising feradvising-the Cabinet or full Council about
whether a decision is likely to be considered contrary to or not wholly in accordance
with the budget. Actions that may be 'contrary to the budget' include_the following
matters.+




a) Initiating a new policy.
By—Committing expenditure in future years to above the budget level.
b)



c¢) Incurring departmental transfers above virement limits.

4.7.6.4. 86 The Monitoring Officer is responsible for maintaining an up-to-date
Constitution_and for submitting any changes to full Council for decision.=

The role of the Chief Finance Officer in financial management

4.7.6.5. 97 The Chief Finance Officer is appointed in accordance with Section1510of
the Local Government Act 1972 and has statutory duties in relation to the financial
administration and stewardship of the Authority. -This statutory responsibility y
cannot be overridden. The statutory duties of the Chief Finance Officer arise from:

a) Section 151 of the Local Government Act 1972.

d——>b)

The Local Government Finance Act 1988.
e——=C)

The Local Government and Housing Act 1989.
fd)

Local Government Act 2000.

e) The Local Government Act 2003.

g—rf)
The Accounts and Audit Regulations 2015.
ky

—tocat-Government-Act2003

4.7.6.6. 7106 The Executive Director of Finance is responsible for the following
matters.:+—

a) Tthe proper administration of the CouncilAutherity's financial
affairs_(section 151 of the Local Government Act 1972).

b) Providing financial advice to full Council, Officers, and Members.

It is the responsibility of the Chief Finance Officer to advise the Cabinet
and/or the full Council on prudent levels of reserves and balances for the
authority as per the requirement of the Local Government Act 2003 and
following the CIPFA Guidance Note on Local Authority Reserves and Balances
(LAAP Bulletin55, February 2003).




c) Ensuring that the financial implications of decisions made are
lawful and prudent.

(i) Section 114 of the Local Government Finance Act 1988 requires the
Chief Finance Officer to report to the full Council, EabinretCabinet, and
external auditor if the Council- oré@rter one of its Officers:

e has made, or is about to make, a decision which involves
egrringincurring unlawful yrawfual-expenditure.

e has taken, oris about to take, an unlawful action which has
resulted erorwwould result in a loss or deficiency to the

Authority.
e is about to make an unlawful entry in the Accounts.

(ii) The 1988 Act also requires:

o the Executive Director of Finance to nominate a properly
gualified member of staff to deputise should he or she be
unable to perform the duties under section 114 personally.

e the Authority to provide the Chief Finance Officer with
sufficient officers, aecemmedatieraccommodation, and
other resources — as are in their opinion sufficient to allow
their duties to be performed in accordance with Section 5 of
the Local Government and "Housing Act 1989 and Section
114 of the Local Government Finance Act 1988 respectively.

(iii) Section 25 of the Local Government Act 2003 provides that, where
a billing authority such as Bury is making calculations for the purposes
of setting its Council Tax, the EFOChief Finance Officer must report to
it on the following matters:

e the robustness of the estimates made for the purpose of the
calculations; and

e the adequacy of the proposed financial reserves.

The Council shall have regard to this Section 25 report when making its
decisions.

d) Ssetting and monitoring compliance with financial management
and financial accounting standards.

4-7714-The Accounts and Audit Reqgulations (England) 2015 came into
effect on 1 April 2015. Under the Regulations:

(i) Authorities are responsible for ensuring that financial
management is adequate and effective and that there is a sound
system of internal control which facilitates the effective exercise of




the authority’s functions and includes risk management
arrangements.

(ii) The Chief Finance Officer must ensure that the accounting
control systems determined by them are observed and that the
accounting records of the body are maintained in accordance with
proper practices and kept up to date.

(iii) Authorities must maintain adequate and effective systems of
internal auditaudit ofef their accounting records and systems of
internal _control in accordance with the proper internal audit

practices.
e) AThe-Chief Finance-Officershall-arranginge for an effective and

independent internal audit function which operates in accordance with
the principles embodied in CIPFA's UK Public Sector Internal Audit
Standards, the National Audit Office's Code of Audit Practice, the Financial
Reporting Council's Auditing Standards, and with any other statutory
obligations and regulations.

Note that tFhe Public Sector Audit Appointments (PSAA) is
responsible for appointing external auditors to each Local Authority.
The basic duties of the external auditor are governed by Section 15
of the Local Government Finance Act 1982, as amended by Section 5
of the Audit Commission Act 1998.

Revised procedures for 'local audit' in England took full effect in the
2018-19 financial year. They were introduced by the Local Audit and
Accountability Act2014. 'Local audit' relates to the audit procedure
which must be followed by local authorities amongst other related
bodies.

The Council may, from time to time, be subject to audit, inspection
or _investigation by external bodies such as HM Customs and Excise
and the Inland Revenue, who have statutory rights of access.

f) Establishing and maintaining effective systems of internal control.

Internal-control

Internal control refers to the systems of control devised by management
to help ensure the Council's objectives are achieved in a manner that
promotes economical, efficient and effective use of resources and that the
Authority's assets and interests are safequarded.

The Chief Executive and Leader of the Council are responsible for producing
the Statement of Internal Control each year as part of the Statement of
Accounts.

The_ChicfFi 6 horised . ot |




g) Preventing fraud and corruption

The Chief Finance Officer is responsible for the development and md
fmaintenance of an Anti-Fraud and Anti-Corruption Policy.

h) Administering all matters to do with tFaxation

B The Chief Finance Officer is responsible for all taxation issues,
including PAYE, Corporation Tax, VAT, Construction Industry Taxation
and other regulatory requirements. This involves maintaining the
authority's tax records, making all tax payments, receiving tax
credits, submitting tax returns by their due date and similar

functions.Pprevisien-ofan-internalauditserviee:

e} Ppreparing the annual Rrevenue Bbudget, the —and-Ceapital
Pprogramme_and the Medium-Term Financial Strategy and all related

quarterly monitoring reports.

j) #reasury—managementlssuing and updating Financial




Regulations and Financial Procedure Rules

LD hhe Chief Hlosaes Cifficce 1o coceoaclbonlocting te—fer—selestas

accounting policies and ensuring that they are applied consistently in
accordance with the Accounts and Audit Reqgulations 2015 and the Local
Government Housing Act 1989. They will also follow the principles and form
recommended by the Code of Practice on Local Authority Accounting in the
United Kingdom: A Statement of Recommended Practice issued by CIPFA /

LASAAC.




Accountingrecordsandreturns
47714 TheChief FinanceOfficerisresponsiblefer—k) Ddetermining
accounting procedures and maintaining accurate and complete
financial and accounting records for the authority in accordance with

requlatory reguirements (e.qg., for tax purposes, National Insurance
purposes, VAT purposes, external audit, best value and similar purposes).

I o e R A My s o Y e

_ 47-7-15—TFhe—€Chief Finance—Officer—isresponsiblefor—Eensuring

that the annual Statement of Accounts is prepared in accordance
with the Code of Practice on Local Authority—~AeecountingAuthority

Accounting -in the United Kingdom: A Statement of Recommended Practice
(CIPFA / LASAAQ).

m) A 6—The—CEhicitFlaanece—ofiecer—is—responsible—for—the
Ceompletion of all statutery-finaneialstatutory financial -returns and

grant claims.
Lebvmaeetecs s srd-Ltesets

n) 47 7—The—EhicFlhance—Ciecer—is—respeonsible—feor—the
Eestablishingshment and managingement arrangements of all
advance accounts. Such accounts shall be maintained on the imprest

system.

Parldner reanseraernts

0) Arranging 4-7-7-18 The €FO-isautherised to-make arrangements
for banking facilities to be provided to the Council. The €FOChief

Finance Officer shall ensure that the bank accounts are operated in an
appropriate and proper manner.

4-F719-All bank accounts shall be in the name of “Bury Council’® unless
authorised by the €FSChief Finance Officer.

4-/720—Each employee who banks money shall comply with any
instructions prescribed by the €FQO Chief Finance Officer. All money received
on behalf of the Council shall be made to the Council’s cashier, approved
cash receptacles or to the Council’s bank account without delay and always
within three working days of collection.

47721—-The €FOChief Finance Officer may authorise appropriate officers
to be ‘authorised signatories’ on the Council’s bank accounts. The €EFQChief
Finance Officer shall maintain a list of authorised signatories. Developing
and maintaining robust, integrated risk management systems.




p) Developing and maintaining robust, integrated systems for
identifying and evaluating all significant operational risks to the
Authority. This should include the proactive participation of all those
associated with planning and delivering services.

q) Ensuring effective treasury management by implementing the
Council’s annual Treasury Management Strategy, monitoring its performance
and reporting to the Cabinet and full Council in line with agreed reporting
requirements.

r) Trading accounts / Business units. It is the responsibility of the Chief
Finance Officer to advise on the establishmentand operation of trading
accounts and business units.

4.7.6.72718 Specifically the Authority's Executive Director of Finance shall be
authorised to discharge any of the Council's functions in relation to financial
matters including the following matters:

a) the statutory and professional duties of the Executive Director of Finance.

b) the administration of benefits.

c) the collection of revenue (including debt recovery).

d) administration of Council Tax and national non-domestic rates.

e) Internal Audit.

f) Pensions.

g) Creditor payments.

h) Accountancy.

i) the Council's insurance arrangements and risk management.

i) _the writing-off of debts from £10,001 to £50,000, with Directors being
authorised to write-off debts from £1,001 to £10,000 and budget holders
up to £1,000.

k) the administration of the payroll function.

) grants to the voluntary sector

m) providing financial information to the media, the public and local
communities in accordance with Council policy.

n) taking any action remitted to him/her under corporate policies and




procedures.

The role of Chief Officers in financial management

4.7.6.8 Chief Officers are responsible for the following matters.

a) Signing contracts on behalf of the Council.

b) The verification and certification of invoices for services
provided to the Council to ensure that:

i) the work, goods, or services to which the invoice relates have been
received, carried out, examined and approved.

ii) the prices, calculations, discounts and allowances, credits and tax
are correct.

i) the relevant expenditure has been properly incurred and is within
budget, appropriate entries have been made in inventories or
other records as required, and the invoice has not previously been
passed for payment and is a proper liability of the Council.

c). Ensuring that Cabinet Members are advised of the financial
implications of all proposals and that the financial implications have been
agreed by the Chief Finance Officer.

d). Consulting with the Chief Finance Officer and seeking approval
on any matter likely to affect the Council's finances materially
before any commitments are incurred. Chief Officers are required to set
out the full financial implications of their proposals separately in the report
rather than within the main body. The Head of Finance in each Department
will assist the Chief Officer with this work. Appendix A of these Regulations
provides further details. Additionally, a statement by the Chief Finance
Officer on the financial and risk implications of the report and whether the
proposals in the report ensure financial prudence in decision-making,
probity in budgeting, avoid financial impropriety and comply with Policy led
budgeting, must be included. The statement can only be completed by the
Chief Finance Officer, who may delegate that responsibility through a written
procedure note.

e) Consulting with the Chief Finance Officer well in advance of the

date the report is required to be submitted to Democratic Services
to be uploaded onto the Committee Management System for inclusion on
the appropriate agenda. Statements requested less than 5 days before the
date for receipt of reports may not be completed and the report is then at
risk of not being placed on the agenda.

f) Establishing sound arrangements for planning, appraising,




authorising, and controlling their operations in order to achieve
continuous improvement, economy, efficiency, and effectiveness and for
achieving their financial performance targets.

4.7.7. The role of Members and Officers generally for
accounting and for the administration of resources.

Risk Management

4.7.7.1 The Cabinet is responsible for approving the Authority's Risk Management
Policy Statement and Strategy and for reviewing the effectiveness of Risk
Management.

4.7.7.2 The Executive Director of Finance _is responsible for preparing the
Authority's Risk Management Policy Statement, for promoting it throughout the
Authority and for advising the Cabinet on proper insurance cover where

appropriate.

4.7.7.3 Chief Officers are responsible for identifying and managing the risks
within their own services.

4.7.7.4 The Cabinet is responsible for ensuring that proper insurance exists where
appropriate.

Virements

4.7.7.5 To transfer funds between budgets in accordance with the Council’s
virement rules requires the prior agreement of the Chief Finance Officer who shall
report virements to Cabinet and Council on a quarterly basis in accordance with
the virement rules.

Treatment of year-end balances

4.7.7.6 The Chief Finance Officer must be consulted and agree any proposals for
carrying forward under and overspending on budget headings. The Chief Finance
Officer will produce a report on carry-forward balances for Cabinet, in turn,
Cabinet will make recommendations to full Council for a decision on those
balances.

Payments

4.7.7.7. 3622 Payments made on behalf of the Council can be made as set out
below.

a) By Bankers Automated Clearing Services order direct to the recipient’s




b)

personal aeeeuntraccount.

By Faster Payments or CHAPS using the online banking system provided

c)

by the Council’'s bankers:bankers.

By written instruction, not being a cheque, to the Council’s bankers bearing

d)

the impressed or manuscript signature of the €EF©Chief Finance Officer or
any two *authorised sighrateries=signatories.

Standing orders, direct debits and other regular bank account transfers

e)

shall only be set up with the prior written approval of the €F© Chief Finance
Officer.

By computer generated cheque bearing the facsimile signature of the €FOS.

f)

The maximum single value of a computer-generated cheque shall be up to

q)

£50,000. All payments above £50,000 shall be made by electronic
payment only.

The €Chief Finance OfficerF© shall determine and deploy safe and secure

h)

procedures for electronic payments and transfers. All electronic payments
shall be authorised by the Chief Finance Officer €F6—or their delegated
officer. An up-to-date record of signatures shall be securely and accurately
maintained.

The maximum single value of a payment requiring two authorised

signatories, one of which must be the—-€FS, The Chief Finance Officer is
£250;600:£250,000.

a. Any payment of greater than £250,000 requires the authorisation of
the €F6Chief Finance Officer and either the Monitoring Officer or the
Head of Paid Service; and

b. The exception shall be transactions for the purposes of Treasury
Management, including borrowing from the PWLB, which shall be
authorised by the €FOChief Finance Officer and other authorised
signatories in accordance with a written procedure determined by the
€FOChief Finance Officer. This written procedure and its operation
shall be subject to internal audit at least twice in a financial year.
There will be a division of duties established to meet the requirements
of the bank.

The €F6Chief Finance Officer shall determine and deploy safe and secure

i)

procedures for electronic payments and transfers. All electronic payments
shall be authorised by the €FOChief Finance Officer or his/her delegated
officer. An up-to-date record of signatures shall be securely and accurately
maintained.

The €F6Chief Finance Officer shall maintain a facility to make emergency

payments. Payments will be authorised in line with the limits set out above.
Directors shall ensure that all emergency payments made in the event of




initiating an approved emergency plan are charged, in the first instance,
to the emergency cost code.

—Payments received in full and final settlement shall only be accepted if they
are sufficient to fully clear the appropriate debt. Personal chegues shall not
be cashed out of the money held on behalf of the Council.

K)

Local Management of Schools

4.7.7.8 7-23-The Chief Finance Officer is responsible for the financial scheme of
delegation to schools under LMS. Whilst the Council's Financial Regulations apply
to all activities and services, variations may be approved by the Chief Finance
Officer under the scheme of delegation.

4.7.7.9 The responsibility for delegating budgets to schools by an approved
formula rests with the Executive Director of Children's Services who has the
power to withdraw such delegation.

Payments to employees and Elected Members

4.7.7.10 The Chief Finance Officer is responsible foral-paymentsefsalariesand
wages—toal—sta_theff; ircluding—payments—for—overtime,—and—for—payment of

allowances to Members.

4.7.7.11 The payments of all salaries, wages, pensions, compensation and other
emoluments to all employees or former employees of the Council shall made by

the Chief Finance Officer. erunderarrangementsapproved-and-authorised-by-the
~hiof Fi -

4.7.7.12 The process for the payment of staff and members is set out in Financial
Procedure Rule XXX

4.7.7.13724 All claims for payment of car allowances, subsistence allowances,
travelling and incidental expenses shall be submitted, duly certified by authorised
Officers, to the Chief Finance Officer in accordance with timetables set by the
Chief Finance Officer.

4.7.7.14 725-Payments to Members and Co-opted Members of the Council and
its EommitteeCommittees will wilH-be made by the Chief Finance Officer in
accordance with approved procedures.

4.7.7.157426 Claims for the payment of car allowances must be submitted no
later than six mo-sixmenths after the period being claimed.




























The Annual Statement of Accounts

4.7.7.1636 Chief Officers are responsible for the provision of information to the
chief FinraneeChief Finance Officer in accordance with timescales and format set
by the Chief Finance Officer

4.7.7.1737 Chief Officers will cooperate fully with the Chief Finance Officer and
the internal and external Auditors in maintaining accurate financial and
accounting records and making them available for analysis, reviewreview, and
reporting purposes.

Advance Accounts and Assets

4.7.7.1838 Chief Officers should ensure that records and assets are properly
maintained and securely held. They should also ensure that contingency plans for
the security of assets and continuity of service in the event of disaster or system
failure are in place.

4.7.7.1939 Chief Officers are responsible for the operation of advance accounts.




Upon leaving the employment of the Council or otherwise relinquishing control of
an advance account or other assets, an Officer shall account to the Chief Officer
for the amount of the advance and return of assets.

4735+ 4. /416-Staffing

4.7.7.20 The full Council is responsible for determining how officer support for
Executiveand non-Executive roles within the Authority will be organised.

4.7.7.2110 The Chief Executive is responsible for providing overall management
of staff. Heershe-isThey are also responsible for ensuring that there is proper
use of the evaluationor other agreed systems for determining the remuneration
of a job.

4.7.7.22+% Chief Officers are responsible for controlling total staff numbers by:

e advising the Cabinet on the budget necessary in any given year to cover
estimated staffing levels.

e adjusting the staffing to a level that can be funded within approved budget
provision, varying the provision as necessary within that constraintin order
to meet changing operational needs.

e the proper use of appointment procedures.

4736+ 147-11-Insurances

4.7.7.23 The Chief Finance Officer is responsible for effecting all insurance cover
and shall negotiate all claims in consultation with Chief Officers as necessary. This
also includes off-site insurance in respect of school trips etc.

4.7.7.2413 Chief Officers shall give prompt notification to the Chief Finance
Officer of all rewrisksnew risks, properties or vehicles which require to be insured
and of any alternations affecting existing insurances. All Chief Officers shall
undertake risk management in accordance with any guidance issued from time
to time by the Chief Finance Officer.

4.7.7.2514 Chief Officers shall promptly notify the Chief Finance Officer when
considering #-writing--off anyany potential ltoss, liability or damage or any event
likely to lead to a claim_against the Council.

4.7.7.2615 The Chief Finance Officer shall annually, or at such other periods as
may beconsidered necessary, review all insurances in consultation with other
Chief Officers. ChiefOfficers:

4.7.7.2716 Chief Officers shall consult the Chief Finance Officer and the Council
Solicitor requesting the terms of any indemnity which the Council is requested to
give.

47312-Inventories



4.7.7.28 Inventories shall be maintained by all departments recording furniture,
equipment, plant and machinery. The extent to which property is recorded, and
the form of inventory used, shall be agreed with the Chief Finance Officer.

4.7.7.2948 In additienaddition, Chief Officers must seek the approval of the Head
of Information



Technology for all new information technology acquisitions, changes to ee
equipment and alternations to maintenance contracts.

4.7.7.3019 Chief Officers are responsible for arranging a complete check, at least
annually, of all items recorded, for taking appropriate action in the event of any
discrepancies, and for disposing of any surplus or obsolete items, and taking
account of the Council's documents retentions policy. It is the responsibility of
Chief Officers to ensure that all software used in their departments has a licence.

4.7.7.3126 Council property must not be removed other than in connection with
authorisedCouncil business, and any such removal should be properly recorded.

4-73-8- Security

4.7.7.32 Chief Officers are responsible for maintaining proper security at all times
for allbuildings, contents, cash, computers and computer records under their
control.They shall consult the Chief Finance Officer in any case where security is
considered to be defective or where special security arrangements may be
needed.

4.7.7.33_Maximum limits for cash holdings shall be agreed with the Executive
Director of Finance.

4.7.7.34_Keys to safes and similar security receptacles are to be managed in
accordancewith guidance issued by the Chief Finance Officer.

4.7.7.35_Chief Officers are responsible for adhering to the corporate information
Technology Security Policy and Procedures.

4.7.7.36 The Executive Director of Finance or an authorised representative shall
have authority to:

a) enter at all times onto any Council premises or land.

b) have access to all records, documents and correspondence relating
to any financial and other transactions of the Council, including
computer held information.

c) require and receive such explanations as are necessary concerning
any matter under examination.

—require any employee and Member of the Council to produce cash,
stores or any other Council property under the employee's or
Member’s control.




- -
4739, Stocks and stores

4.7.7.37_Chief Officers are responsible for the care and custody of all stocks and
stores in tatheir departments.

4.7.7.38 Stock levels shall not be carried in excess of nhormal requirements except
inspecial circumstances authorised by the appropriate Chief Officer.

4.7.7.39_Chief Officers shall arrange for periodical test checks of stocks by
persons other trthan storekeepers and shall ensure that all stocks are checked at
least once in every year.

4.7.7.40_The Chief Finance Officer shall be entitled to receive from each Chief
Officer such ikinformation as they requires for accounting, insurance and other
purposes.

4.7.7.41_Chief Officers are responsible for the disposal of surplus or obsolete
stocks inaccordance with guidance issued by the Head of Internal Audit and Risk
Management.

47310~ Contracts

4.7.7.42_All contracts shall be managed under guidelines issued by the Executive
Director of Finance and the Director of Law & Governance.

4.7.7.43_All contracts on behalf of the Council shall be let in accordance with
Standing OgOrders and must comply with European and competition legislation.

47311 Orders for work, goods and services

4.7.7.44 Official orders shall be in a form approved by the Executive Director of
Finance and Director of Law and Governance and are only to be signed by Officers
authorised by the appropriate Chief Officer who is responsible for the security of
such order books.

4.7.7.45_Official orders shall be issued for all work, goods or services to be
supplied to theCouncil except for supplies of public utility services, for periodical
payments such ahkas rents and rates, for petty cash or such other exceptions as
approved by the Chief Finance Officer.

4.7.7.46_Each order shall conform to the directions of the Council with respect to
centralpurchasing and the standardisation of supplies and materials.

4.7.7.47_Chief Officers shall keep records of authorised Officers and their
signatures.

47312 Unofficial and voluntary funds



4.7.7.48 Where an employee of the Council controls, by virtue of office, unofficial
or voluntary funds, then the appropriate Chief Officer must ensure that adequate
aearrangements are made for the audit of those funds.

47313~ Gifts and hospitality

4.7.7.49_Chief Officers are responsible for ensuring that all employees, including
themselves, follow the corporate guidelines and Code of Conduct on gifts and hé
hospitality and on personal interests. In addition, guidance from professional it
institutes and other bodies must be followed in appropriate cases.

47314 479 Treasury management and trust funds

4.7.7.50_The Council has adopted CIPFA's Code of Practice for Treasury
Management inLocal Authorities.

4.7.7.51 _The full Council is responsible for approving the Treasury Management
Policy Statement, the Annual Treasury Management Strategy and the Minimum
Revenue Provision policy, setting out the matters detailed in paragraph 15 of
CIPFA's Code of Practice for Treasury Management in Local Authorities.

4.7.7.52 The policy statement is proposed to the full Council by the Cabinet. The
Chief Finance Officer has delegated responsibility for implementing and
monitoring the statement.

4.7.7.53_All money in the hands of the Authority is controlled by the Officer
designated for the purposes of Section 151 of the Local Government Act 1972,
referred to in the Code as the Chief Finance Officer.

4.7.7.54 The Chief Finance Officer is responsible for reporting to the Cabinet a
proposed Treasury Management Strategy for the coming financial year at or
before the start of each financial year.

4.7.7.55_All Cabinet decisions on borrowing, investment or financing shall be
delegated to the Chief Finance Officer, who is required to act in accordance with
CIPFA's Code of Practice for Treasury Management in Local Authorities.

4.7.7.56_T Officer Fhe-ChiefFinance-Officeris—responsiblefor

he Chief Finance

is responsible for reporting to the Cabinet, not less than four times in each

financial year, on the activities of the Treasury Management operation and on the
exercise of their delegated Treasury Management powers. One such report will
comprise an annual report on Treasury Management, for presentation by 30




September of the succeeding financial year.

4.7.7.57



All investments of money under its control shall be in the name of the Council.
Wherever possible all trust funds shall also be in the name of the Council.

4.7.8 General—delegations—teThe role of Budget
Managers——officers in respeet——eof—-financial

matkersmanagement

47315

2 4191 As detailed-withintheC e G ution.
——B
4.7.8.1 udget managers are responsible for:

a) ensuring that Financial Regulations and Contract Standing Orders are
observed in the management of their budgets.

b) ensuring the legality and proper control of expenditure and income
under their direction, including compliance with the law relating to
general taxation, VAT and the Public Contracts Regulations.

c) _ensuring expenditure and income is within the agreed budget within
their control and complying with the budget management framework
agreed by the Council.

d) proper, secure and efficient management of assets under their control.

e) the management of risk within their services.

f) the management of capital and specific grant funded projects in
accordance with the grant conditions.

g) notifying the Chief Finance Officer of any loss or shortfall of funds,
including any errors or discrepancies.
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4.7.8.274 Budget holders are responsible for the verification and certification of

invoices for services provided to the Council to ensure that:

a)

the work, goods or services to which the invoice relates have been

b)

received, carried out, examined and approved.

the prices, calculations, discounts and allowances, credits and tax are

c)

correct.

the relevant expenditure has been properly incurred and is within

d)

budget, appropriate entries have been made in inventories or other
records as required, it has been charged to the correct cost centre, the

invoice has not previously been passed for payment and is a proper

liability of the Council.

Costs should be allocated to the relevant account codes with the prior

knowledge and approval of the budget holder.

4.7.8.37-465 CapitalExpenditure

TFeBudget Managers may incur expenditure on capital schemes.-in—aceoerdance
bt i the Fi . ture_Rules_in—the Couneil
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474 4.7.9 Finanecial Regulatieon—b+—Systems and

PeProcedures

4-7-4-1- Introduction

4.7.9.1 Sound systems and procedures are essential to an effective framework
ofaccountability and control.

4742 General

4.7.9.2 The Chief Finance Officer is responsible for the operation of the Authority's
accounting systems, the form of accounts and the supporting financial records.
Corporate financial systems include:

a) General Ledger, accounting and financial reporting
b)-Accounts Payable (Creditors)

b)
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¢) Accounts Receivable (Debtors and periodic income)

d) Income accounting and recovery, including Council Tax and NationalNen
PemesticNon-Domestic Rates

e) Payroll
f) Housing Benefits

4.7.9.3 Any changes made by Chief Officers to the existing financial systems or
the establishment of new systems must be approved by the Chief Finance Officer.
However, Chief Officers are responsible for the proper operation of financial
processes in their own departments.

4.7.9.4 Any changes to agreed procedures by Chief Officers to meet their own
specificservice needs should be agreed with the Chief Finance Officer.

4.7.9.5 Chief Officers should ensure that their staff receive relevant financial
trainingthat has been approved by the Chief Finance Officer.

4.7.9.6 Chief Officers must ensure that, where appropriate, computer and other
systemsare registered in accordance with Data Protection legislation. Chief
Officers mustensure that staff are aware of their responsibility under Freedom of
Information legislation.

4743 4.7.10 Income and expenditure

4.7.10.1 It is the responsibility of Chief Officers to ensure that a proper scheme
of delegation has been established within their area and is operating effectively.
The scheme of delegation should identify staff authorised to act on the Chief
Officer's behalf, or on behalf of the Cabinet, in respect of payments, income
collection and placing orders, together with the limits of their Authority. The
Cabinet is responsible for approving procedures for writing off debts as part ofthe
overall control framework of accountability and control.

4744 Income

4.7.10.2_The collection of all money due to the Council shall be under the
supervision of the Chief Finance Officer. Given the statutory requirements in
respect of VAT andfinancial reporting, all income must be recorded promptly in a
manner approved by the Chief Finance Officer.

4.7.10.3_Chief Officers shall furnish the Chief Finance Officer with particulars of
all cash income collected, all accounts rendered for the recovery of income due
and all contracts, leases or other agreements which involve the receipt of money
by theCouncil.

4.7.10.4_All money received on behalf of the Council shall, without delay, be paid
to the Cechief Finance Officer or as the Chief Finance Officer may direct to the
Council's oser other banking account.
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4.7.10.5_No deduction may be made from such money unless specifically
authorised by tythe Chief Finance Officer.

4.7.10.6_Every transfer of money from one employee to another shall be
evidenced in the rerecords of the department(s) concerned by the signature of
the receiving employee.

4.7.10.7_All receipts, tickets, collection strips and other receipting devices shall
be the responsibility of Chief Officers. They should be designed, ordered, printed,
numbered and securely stored, registered and issued in a manner approved by
tythe Chief Finance Officer.

4.7.10.8 The Chief Finance Officer is responsible for the setting aside of provisions
for bad dddebts in accordance with statutory accounting practice:- Budget
Holders responsible for writing off irrecoverable debts up to £1,000; Directors
responsible for writing off irrecoverable debts from £1,001 to £10,000; The Chief
Finance Officer responsible for writing off irrecoverable debts from £10,001 to
£50,000; and with write-offs above £50,000 being subject to approval by the
Cabinet.

58-full Council, as part of the annual budget process, based upon
recommendations from Cabinet.
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475 4.7.12 Finonecial—Regulatien—E:—External _at

arrangements

4-7/-51- Introduction

4.7.11.1 The Council provides a distinctive leadership role for the community and
brings together the contributions of the various stakeholders. It must also act to
achieve the promotion or improvement of the economic, social or environmental
well-being of its area.

4752 Partnerships

4.7.11.2 The Cabinet is responsible for approving delegations, including
frameworks forpartnerships. The Cabinet is the focus for forming partnerships
with other localpublic, private, voluntary and community sector organisations to
address localneeds.

4.7.11.3 The Cabinet can delegate functions - including those relating to
partnerships - toOfficers. These are set out in the scheme of delegation that forms
part of the Authority's constitution. Where functions are delegated, the Cabinet
remains accountable for them to the full Council.

4.7.11.4 The Chief Executive represents the Council on partnership and external
bodies,in accordance with the scheme of delegation.

4.7.11.5 The Monitoring Officer is responsible for promoting and maintaining the
same high standards of conduct with regard to financial administration in
partnershipsthat apply throughout the Council.

4.7.11.6 The Executive Director of Finance must ensure that-the accounting
arrangements (including the development of financial rules and-regulatiens) to
be adopted relating to partnerships with Greater Manchester Police and Fire
Authorities, Six Town Housing, Persona, Bury Primary Care Trust and joint
ventures are satisfactory. They must also consider the overall corporate
governance arrangements and legal issues when arranging contracts with
external bodies, including contracts with voluntary organisations. They must
ensure that therisks have been fully appraised before agreements are entered
into with externalbodies.
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4.7.11.7 Chief Officers are responsible for ensuring that appropriate approvals
are obtained before any negotiations are concluded in relation to work with
externalbodies.

4753+ External funding

4.7.11.8 The Chief Finance Officer is responsible for ensuring that all funding
notified byexternal bodies is received and properly recorded in the Authority's
accounts.

4754~ Work for third parties

4.7.11.9 The Cabinet is responsible for approving the contractual
arrangements for anywork for third parties or external bodies.
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Appendix A

-8-11Policy Fframework and Budget

A81t.1 The full Council is responsible for approving the Policy Framework and

Budget.

The Policy Framework comprises the fellewing-statutory plans and strategies set

out below.+

aj-Those plans and strategies required by law:

a)
——Community Safety Plan.+
i

{H-Plans and alterations which

together comprise the

Development Plan documents.PevelopmentPlan-documents:

iii. Youth Justice Plan.
«—Youth-JusticePlan

eiv. Gambling Act 2005 - Policy Statement of Principles.

v. Licensing Act Statement of Licensing Policy.

©

Ghb) The followinghese-ether plans and strategies which the Council
has determinedshalleutd be adopted by the Council as part of the

Policy Framework.+

el.  Bury's Council’s Strategic Plan — the “Let’s Do It” framework.
VisionF /ol 2015202¢
oili.  Code of Corporate Governance.

elil.  Tenancy Strategy.

slv.  Health and Well Being Strategy.

V.  Risk Management Annual Report.

eVvi.  Growth Strategy 2017.

vii.  Plans and Strategies which comprise the Housing- Investment

ProgrammelnvestmentProgramme.;

©
c) Otherplans—and-strategies—determined-by—theCouncilThe Medium-

Term Financial Strategy, which comprises:

i. The annual Revenue Budget,
ii. The Capital Expenditure Programme and  borrowing
requirements,
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iii. The Treasury Management Policy Statement,
iv. The annual Treasury Management Strategy, and
oV. The Minimum Revenue Provision Strategy.

A81t.2 The full Council is also responsible for approving procedures for agreeing
variations to approved budgets, plans and strategies forming the policy
framework and for determining the circumstances in which a decision will be
deemed to be contrary to the budget or policy framework. Decisions should be
referred bereferred-to the full Council by the Monitoring Officer.

A811.3 The full Council is responsible for setting the level at which the Cabinet
may reallocate budget funds from one service to another. The Cabinet is
responsiblefor taking in-year decisions on resources and priorities in order to
deliver the budget policy framework within the financial limits set by the Council.

Preparation of the Corporate Plan

A811.4 The Chief Executive is responsible for proposing the corporate plan to the
Cabinet for consideration before its submission to the full Council for approval.

Preparation of the Best Value Performance Plan

A811.5 The Chief Executive is responsible for proposing the Best Value
Performance Plan (BVPP) to the Cabinet for consideration before its submission
to the full Council for approval.
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Preparation of the Medivm—FermMedium-Term Financial
Strategy

A811.6 The Executive Director of Finance is responsible for proposing the

Medium-—Term__Financial Strateqy Firancial-Strategy—to the Cabinet for
consideration before its submission to the full Council for Eeunetfor-approval.

Budget Format

4.7.8141.7 The general format of the budget will be approved by the full Council
and proposed by the Cabinet on the advice of the Chief Finance Officer. The-draft
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Appendix B

Financial implications and risk considerations for reports for the
Cabinet

It is necessary to separately identify the revenue and capital costs, where
applicable, together with their sources of funding e.g., existing budgetary
provision, virement from another budget, bid for resources (budget pressure)
etc., for the current financial year and the following 2 financial years. This is in
line with the requirements of the Prudential Code. Affordability of the
development/issue is critical and for the following 2 years you will also need to
consider the possible effect on Council Tax where there are considerable revenue
implications, together with highlighting any savings that may arise from the
development / issue.

Revenue

to provide a suitable breakdown of the type of expenditure andincome, together
with a total for both expenditure and income.

For example, standard groupings include:
e Employees - salaries and wages; employers NI and superannuation
contribution; agency staff, employee expenses and advertising costs.

e Premises related expenditure - e.g., energy costs; rents; rates; water
services; fixtures and fittings, cleaning and domestic supplies.

e Transport related expenditure - staff travelling expenses; car allowances;
public transport, contract hire and operating leases.

e Supplies and services - including equipment, furniture, and materials;
catering; printing, stationery, and general office expenses;
communications and computing; grants and subscriptions.

e Third Party payments - payments to external providers or internalservice
providers. Can include: - payments to health authorities, government
departments, other Councils and joint authorities.

o Capital charges - this records the revenue impact of capital items in the
revenue account of a department.

e Income - e.g., government grants; customer and client receipts;
contributions from other parties.

Distinguish between funding sources and costs that are one-off and those that
are ongoing.
Capital

For schemes over £250,000 a project brief will need to be completed for approval
by the Cabinet.

For expenditure you will need to break down the costs between works costs; fees/
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salaries; furniture and equipment; land acquisition and other costs. For the
sources of funding you will need to identify whether the source is government
grant, capital receipts, loan, revenue reserves, external funding or other sources.

Risk considerations

You will need to consider and highlight the risks that the Council may face.

Such risks may include one or more of the items below:

legal - associated with current or potential changes in legislation.
competitive - those affecting the competitiveness of the service.

social - those relating to the effects of changes in demographic, residential
or socioeconomic trends on the organisations ability to deliver its
objectives.

financial - connected with financial planning and adequacy of insurance
cover and internal funds.

physical - those related to fire, security, accident prevention and health
and safety.

reputational - those relating to the Council's reputation and the public's
perception of its effectiveness and efficiency.

environmental - those relating to pollution, noise or energy efficiency.
technological - those relating to reliance on operational equipment e.g., IT
systems or equipment and machinery, plus those associated with the
Council's capacity to deal with the pace and scale of technological change.
contractual - those associated with the failure of contractors to deliver
services or products to the agreed cost and specification.

Customers and clients - those associated with the failure to meet current
and changing needs and expectations.
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