






















































































































































Appendix D 

FINANCIAL SYSTEMS AND PROCEDURES 

GENERAL 

WHY IS THIS IMPORTANT? 

4.01 Departments have many systems and procedures relating to the control of 
the Authority's assets, including purchasing, costing and management 
systems. Departments are increasingly reliant on computers for their 
financial management information. The information must therefore be 
accurate and the systems and procedures sound and well administered. 
They should contain controls to ensure that transactions are properly 
processed and errors detected promptly. 

4.02 The Treasurer/Director of Finance has a professional responsibility to ensure 
that the Authority's financial systems are sound and should therefore be 
notified of any new developments or changes. 

KEY CONTROLS 

4.03 The key controls for systems and procedures are: 

a) Basic data exists to enable the Authority's objectives, targets, 
budgets and plans to be formulated. 

b) Performance is communicated to the appropriate managers on an 
accurate, complete and timely basis. 

c) Early warning is provided of deviations from target, plans and 
budgets that require management attention. 

d) Operating systems and procedures are secure. 
e) Appropriate segregation of duties. 

RESPONSIBILITIES OF THE TREASURER/DIRECTOR OF FINANCE 

4.04 To make arrangements for the proper administration of the Authority's 
financial affairs, including to: 

a) Issue advice, guidance and procedures for officers and others acting 
on the Authority's behalf. 

b) Determine the accounting systems, form of accounts and supporting 
financial records. 

c) Establish arrangements for audit of the Authority's financial affairs. 
d) Approve any new financial systems to be introduced 
e) Approve any changes to be made to existing financial systems. 

RESPONSIBILITIES OF SMT OFFICERS 

4.05 To ensure that accounting records are properly maintained and held 
securely. 
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4.06 To ensure that vouchers and documents with financial implications are not 
destroyed, except in accordance with arrangements approved by the 
Treasurer/Director of Finance. 

4.07 To ensure that a complete management trail, allowing financial transactions 
to be traced from the accounting records to the original document, and vice 
versa, is maintained. 

4.08 To incorporate appropriate controls to ensure that, where relevant: 

a) All input is genuine, complete, accurate, timely and not previously 
processed. 

b) All processing is carried out in an accurate, complete and timely 
manner. 

c) Output from the system is complete, accurate and timely. 

4.09 To ensure that the organisational structure provides an appropriate 
segregation of duties to provide adequate internal controls and to minimise 
the risk of fraud or other malpractice. 

4.10 To ensure there is a documented and tested disaster recovery plan to allow 
information system processing to resume quickly in the event of an 
interruption. 

4.11 To ensure that systems are documented and staff trained in operations. 

4.12 To consult with the Treasurer/Director of Finance before changing any 
existing financial system or introducing new systems. 

4.13 To establish a scheme of delegation identifying officers authorised to act 
upon the SMT Officer's behalf in respect of payments, income collection and 
placing orders, including variations, and showing the limits of their authority. 

4.14 To supply lists of authorised officers, with specimen signatures and 
delegated limits, to the Treasurer/Director of Finance, together with any 
subsequent variations. 

4.15 To ensure that effective contingency arrangements, including back-up 
procedures, exist for computer systems. Wherever possible, back-up 
information should be securely retained in a fireproof location, preferably off 
site or at an alternative location within the building. 

4.16 To ensure that, where appropriate, computer systems are registered in 
accordance with data protection legislation and that staff are aware of their 
responsibilities under the legislation. 

4.17 To ensure that relevant standards and guidelines for computer systems 
issued by the SMT Officer are observed. 
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4.18 To ensure that computer equipment and software are protected from loss 
and damage through theft, vandalism, etc. 

4.19 To comply with the copyright, designs and patents legislation and, in 
particular, to ensure that: 

a) Only software legally acquired and installed by the Authority is used 
on its computers. 

b) Staff are aware of legislative provisions. 
c) In developing systems, due regard is given to the issue of intellectual 

property rights. 

INCOME AND EXPENDITURE 

INCOME 

WHY IS THIS IMPORTANT? 

4.20 Income can be a vulnerable asset and effective income collection systems 
are necessary to ensure that all income due is identified, collected, receipted 
and banked properly. It is preferable to obtain income in advance of 
supplying goods or services as this improves the Authority's cashflow and 
also avoids the time and cost of administering debts. 

KEY CONTROLS 

4.21 The key controls for income are: 

a) All income due to the Authority is identified and charged correctly, in 
accordance with an approved charging policy, which is regularly 
reviewed. 

b) All income is collected from the correct person, at the right time, 
using the correct procedures and the appropriate stationery. 

c) All money received by an employee on behalf of the Authority is paid 
without delay to the Treasurer/Director of Finance or, as he or she 
directs, to the Authority's bank account, and properly recorded. The 
responsibility for cash collection should be separated from that: 

• For identifying the amount due 
• For reconciling the amount due to the amount received 

d) Effective action is taken to pursue non-payment within defined 
timescales. 

e) Formal approval for debt write-off is obtained. 
f) Appropriate write-off action is taken within defined timescales. 
g) Appropriate accounting adjustments are made following write-off 

action. 
h) All appropriate income documents are retained and stored for the 

defined period in accordance with the document retention schedule. 
i) Money collected and deposited is reconciled to the bank account by 

a person who is not involved in the collection or banking process. 

55 
S:IStandingOrderslFinancial Regulations 2007-08 



RESPONSIBILITIES OF THE TREASURER/DIRECTOR OF FINANCE 

4.22 To agree arrangements for the collection of all income due to the Authority 
and to approve the procedures, systems and documentation for its 
collection . 

4.23 To satisfy himself or herself regarding the arrangements for the control of all 
receipt forms, books or tickets and similar items. 

4.24 To establish and initiate appropriate recovery procedures, including legal 
action where necessary, for debts that are not paid promptly. 

4.25 To approve all debts to be written off, up to £5 ,000, in consultation with the 
relevant SMT Officer and to keep a record of all sums written off up to the 
approved limit and to adhere to the requirements of the Accounts and Audit 
Regulations 2003. 

4.26 To obtain the approval of the Authority in consultation with the relevant SMT 
Officer for writing off debts in excess of the approved limit of £5000. 

4.27 To ensure that appropriate accounting adjustments are made following write­
off action. 

RESPONSIBILITIES OF SMT OFFICERS 

4.28 To establish a charging policy for the supply of goods or services, including 
the appropriate charging of VAT, and to review it regularly, in line with 
corporate policies. 

4.29 To separate the responsibility for identifying amounts due and the 
responsibility for collection , as far as is practicable. 

4.30 To issue official receipts or to maintain other documentation for income 
collection. 

4.31 To ensure that when post is opened that money received by post is properly 
identified and recorded. 

4.32 To hold securely receipts, tickets and other records of income for the 
appropriate period. 

4.33 To lock away all income to safeguard against loss or theft , and to ensure the 
security of cash handling. 

4.34 To ensure that income is paid fully and promptly into the appropriate 
Authority bank account in the form in which it is received . Appropriate 
details should be recorded on to paying-in slips to provide an audit trail. 
Money collected and deposited must be reconciled to the bank account on a 
regular basis. 

4.35 To ensure income is not used to cash personal cheques or other payments . 
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4.36 To supply the Treasurer/Director of Finance with details relating to work 
done, goods supplied , services rendered or other amounts due, to enable 
the Treasurer/Director of Finance to record correctly the sums due to the 
Authority and to ensure accounts are sent out promptly. SMT Officers have a 
responsibility to assist the Treasurer/Director of Finance in collecting debts 
that they have originated, by providing any further information requested by 
the debtor, and in pursuing the matter on the Authority's behalf. 

4.37 Levels of cash held on the premises must be minimised. 

4.38 To recommend to the Treasurer/Director of Finance all debts to be written off 
and to keep a record of all sums written off up to the approved limit. Once 
raised , no bona fide debt may be cancelled , except by full payment or by its 
formal writing off. A credit note to replace a debt can only be issued to 
correct a factual inaccuracy or administrative error in the calculation and/or 
bill ing of the original debt. 

4.39 To obtain the approval of the Treasurer/Director of Finance when writing off 
debts, and the approval of the Authority where required . 

4.40 To notify the Treasurer/Director of Finance of outstanding income relating to 
the previous financial year as soon as possible after 31 March in line with the 
timetable determined by the Treasurer/Director of Finance. 

ORDERING AND PAYING FOR WORK, GOODS AND SERVICES 

WHY IS THIS IMPORTANT? 

4.41 Public money should be spent with demonstrable probity and in accordance 
with the Authority's policies. Authorities have a statutory duty to achieve 
best value in part through economy and efficiency. The Authority's 
procedures should help to ensure that services obtain value for money from 
their purchasing arrangements. These procedures should be read in 
conjunction with the Authority's Contract Standing Orders. 

GENERAL 

4.42 Every officer and member of the Authority has a responsibility to declare any 
links or personal interests that they may have with purchasers , suppl iers 
and/or contractors if they are engaged in contractual or purchasing decisions 
on behalf of the Authority, in accordance with appropriate codes of conduct. 

4.43 Official orders must be in a form approved by the Treasurer/Director of 
Finance. Official orders must be issued for all work, goods or services to be 
supplied to the Authority, except for supplies of utilities, periodic payments 
such as rent or rates, petty cash purchases or other exceptions specified by 
the TreasurerlDirector of Finance. Telephone orders should not be placed in 
advance of the official order. 
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4.44 Each order must conform to the guidelines set by the Head of Procurement 
(in consultation with the Treasurer/Director of Finance). Standard terms and 
conditions must not be varied without the prior approval of the Head of 
Procurement. 

4.45 The normal method of payment from the Authority shall be by automated 
electronic payments (BACS), cheque or other instrument or approved 
method, drawn on the Authority's bank account by the Treasurer/Director of 
Finance. The use of direct debit shall require the prior agreement of the 
Treasurer/Director of Finance. 

4.46 Official orders must not be raised for any personal or private purchases, nor 
must personal or private use be made of Authority contracts. 

KEY CONTROLS 

4.47 The key controls for ordering and paying for work, goods and services are: 

a) All goods and services are ordered only by appropriate persons and 
are correctly recorded . 

b) All goods and services shall be ordered in accordance with the 
Authority's Contract Standing Orders unless they are purchased 
from sources within the Authority. 

c) Goods and services received are checked to ensure they are in 
accordance with the order. Goods should not be received by the 
person who placed the order. 

d) Payments are not made unless goods have been received by the 
Authority to the correct price, quantity and quality standards. 

e) All payments are made to the correct person, for the correct amount 
and are properly recorded, regardless of the payment method. 

f) All appropriate evidence of the transaction and payment documents 
are retained and stored for the defined period, in accordance with 
the document retention schedule. 

g) All expenditure, including VAT, is accurately recorded against the 
right budget and any exceptions are corrected . 

h) In addition, the effect of e-business/e-commerce and electronic 
purchasing requires that processes are in place to maintain the 
security and integrity of data for transacting business electronically. 

RESPONSIBILITIES OF THE TREASURER/DIRECTOR OF FINANCE 

4.48 To ensure that all the Authority's financial systems and procedures are 
sound and properly administered. 

4.49 To approve any changes to existing financial systems and to approve any 
new systems before they are introduced. 

4.50 To approve the form of official orders and associated terms and conditions. 
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4.51 To make payments from the Authority's funds on the SMT Officer's 
authorisation that the expenditure has been duly incurred in accordance with 
financial regulations. 

4.52 To make payments, whether or not provision exists within the estimates, 
where the payment is specifically required by statute or is made under a 
court order. 

4.53 To make payments to contractors on the certificate of the appropriate SMT 
Officer, which must include details of the value of work, retention money, 
amounts previously certified and amounts now certified . 

4.54 To provide advice and encouragement on making payments by the most 
economical means. 

RESPONSIBILITIES OF SMT OFFICERS 

4.55 To ensure that unique pre-numbered official orders are used for all goods 
and services, other than the exceptions specified in 4.43. 

4.56 To ensure that orders are only used for goods and services provided to the 
department or directorate. Individuals must not use official orders to obtain 
goods or services for their private use. 

4.57 To ensure that only those staff authorised by him or her sign orders and to 
maintain an up-to-date list of such authorised staff, including specimen 
signatures identifying in each case the limits of their Authority. The 
authoriser of the order should be satisfied that the goods and services 
ordered are appropriate and needed, that there is adequate budgetary 
provision and that quotations or tenders have been obtained if necessary. 
Best value principles should underpin the Authority's approach to 
procurement. Value for money should always be achieved. 

4.58 To ensure that goods and services are checked on receipt to verify that they 
are in accordance with the order. This check should, where possible, be 
carried out by a different officer from the person who authorised the order. 
Appropriate entries should then be made in inventories or stores records . 

4.59 To ensure that payment is not made unless a proper VAT invoice has been 
received , checked , coded and certified for payment, confirming: 

a) Receipt of goods or services. 
b) That the invoice has not previously been paid. 
c) That expenditure has been properly incurred and is within budget 

provision. 
d) That prices and arithmetic are correct and accord with quotations, 

tenders, contracts or catalogue prices. 
e) Correct accounting treatment of tax. 
f) That the invoice is correctly coded. 
g) That discounts have been taken where available. 
h) That appropriate entries will be made in accounting records . 
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i) Note, prepayments should only be made where there are no 
alternatives, i.e. purchases on the internet, travel and 
accommodation, software/hardware support and maintenance, 
rates, utilities etc If in doubt the TreasurerlDirector of Finance should 
be consulted 

4.60 To ensure that two authorised members of staff are involved in the ordering, 
receiving and payment process. Whenever possible, a different officer from 
the person who signed the order, and in every case, a different officer from 
the person checking a written invoice, should authorise the invoice. 

4.61 To ensure that the department maintains and reviews period ically a list of 
staff approved to authorise invoices. Names of authorising officers together 
with specimen signatures and details of the limits of their authority shall be 
forwarded to the Treasurer/Director of Finance. 

4.62 To ensure that payments are not normally made on a photocopied or faxed 
invoice, statement or other document other than the formal invoice. 
Electronically submitted invoices can be accepted if submitted in a form 
agreed by the TreasurerlDirector of Finance. Copy invoices should only be 
kept where required and must be marked as "COPY" 

4.63 To encourage suppliers of goods and services to receive payment by the 
most economical means for the Authority. It is essential, however, that 
payments made by direct debit have the prior approval of the 
Treasurer/Director of Finance. 

4.64 To ensure that the department obtains best value from purchases by taking 
appropriate steps to obtain competitive prices for goods and services of the 
appropriate quality, with regard to the best practice guidelines issued by the 
Treasurer/Director of Finance, which are in line with best value principles 
and contained in the Authority's Contract Standing Orders. 

4.65 Where contracts exceed £10,000 the procurement department must be 
consulted. 

4.66 The financial limits for entering into contracts are set out below (on the basis 
that the relevant managers have been consulted) : 

Limit Department Director Chief Fire TreasurerlDirector Authority Head Officer of Finance 
Up to y 
£50,000 
£50,000- Y 
£100,000 
£100,000- Y £250,000 
£250,000-

Y £550,000 
Over y 
£550,000 
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Note, for contracts valued at over £50,000 the completed Procurement 
Project Initiation document must be passed to the relevant authorising 
officer(s) and a copy of the contract must be retained by procurement. 

4.67 To ensure that adequate records are maintained for all contracts 

4.68 To prepare a quarterly return of progress to date and estimated final costs 
for all contracts where the initial purchase is valued at over £50,000, for 
submission to the Treasurer/Director of Finance and relevant Director. 

4.69 Where contracts have been entered into with a value in excess of £50,000 
any variations in estimated/contract costs shall be dealt with as follows. 

Cumulative Action 
Variance 

Less than 5% or Retrospective report to TreasurerlDirector of Finance 
£10,000, which and relevant Director. No requirement to report to the 
ever is the lesser Authority. (Where costs cannot be contained within 

budget prior approval of the Executive Board is 
required) 

Less than 10% or Report to Executive Board to seek approval, before 
£50,000, which any cost increases incurred 
ever is the lesser 
Over 10% or Approval required from the Authority before any cost 
£50,000 increases incurred , other than in exceptional 

circumstances when the delay incurred would , in the 
option of the CFO & Treasurer/Director of Finance, be 
impractical in which case this must be reported 
retrospectively to the Authority 

4.70 Where contracts have been entered into with a value in excess of £50,000 to 
prepare and submit reports, jointly with the Treasurer/Director of Finance, to 
the Authority, on completion of all contracts where the final expenditure 
exceeds the approved original contract sum by more than 10%. 

4.71 To ensure that employees are aware of the Employee code of conduct. 

4.72 To ensure that loans, leasing or rental arrangements are not entered into 
without prior agreement from the Treasurer/Director of Finance. This is 
because of the potential impact on the Authority's borrowing powers, to 
protect the Authority against entering into unapproved credit arrangements 
and to ensure that value for money is being obtained. 

4.73 To notify the Treasurer/Director of Finance of outstanding expenditure 
relating to the previous financial year as soon as possible after 31 March in 
line with the timetable determined by the Treasurer/Director of Finance. 
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4.74 With regard to contracts for construction and alterations to buildings and for 
civil engineering works, to document and agree with the Treasurer/Director 
of Finance the systems and procedures to be adopted in relation to financial 
aspects, including certification of interim and final payments, checking, 
recording and authorising payments, the system for monitoring and 
controlling capital schemes and the procedures for validation of 
subcontractors' tax status. Under no circumstances should a pre-payment be 
agreed without prior consent of the Treasurer/Director of Finance. 

4.75 To notify the Treasurer/Director of Finance immediately of any expenditure 
to be incurred as a result of statute/court order where there is no budgetary 
provision. 

4.76 To ensure that all appropriate payment records are retained and stored for 
the defined period, in accordance with the document retention schedule. 

PAYMENTS TO EMPLOYEES AND MEMBERS 

WHY IS THIS IMPORTANT? 

4.77 Staff costs are the largest item of expenditure for Authority services. It is 
therefore important that payments are accurate, timely, made only where 
they are due for services to the Authority and that payments accord with 
individuals' conditions of employment. It is also important that all payments 
are accurately and completely recorded and accounted for and that 
members' allowances are authorised in accordance with the scheme 
adopted by the Authority. 

KEY CONTROLS 

4.78 The key controls for payments to employees and members are : 

a) Proper authorisation procedures are in place and that there is 
adherence to corporate timetables in relation to: 

• Starters 
• Leavers 
• Variations 
• Enhancements 

and that payments are made on the basis of time records or claims . 

b) Frequent reconciliation of payroll expenditure against approved 
budget and bank account. 

c) All appropriate payroll documents are retained and stored for the 
defined period in accordance with the document retention schedule. 

d) That Inland Revenue Regulations are complied with . 
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RESPONSIBILITIES OF THE DIRECTOR OF PEOPLE AND DEVELOPMENT 

4.79 To arrange and control secure and reliable payment of salaries, wages, 
compensation or other emoluments to existing and former employees, in 
accordance with procedures prescribed by him or her, on the due date. 

4.80 To record and make arrangements for the accurate and timely payment of 
tax, superannuation (pension) and other deductions. 

4.81 To make arrangements for payment of all travel and subsistence claims or 
financial loss allowance. 

4.82 To make arrangements for paying members travel or other allowances upon 
receiving the prescribed form, duly completed and authorised. 

4.83 To provide advice and encouragement to secure payment of salaries and 
wages by the most economical means. 

RESPONSIBILITIES OF SMT OFFICERS 

4.84 To ensure appointments are made in accordance with the regulations of the 
Authority and approved establishments, grades and scale of pay and that 
adequate budget provision is available. 

4.85 To notify the Director of People and Development of all appointments, 
terminations or variations which may affect the payor pension of an 
employee or former employee, in the form and to the timescale required by 
the Director of People and Development. 

4.86 To ensure that adequate and effective systems and procedures are 
operated, so that: 

• Payments are only authorised to bona fide employees 
• Payments are only made where there is a valid entitlement 
• Conditions and contracts of employment are correctly applied 
• Employees' names listed on the payroll are checked at regular intervals 

to verify accuracy and completeness 

4.87 To send an up-to-date list of the names of officers authorised to sign records 
to the Director of People and Development, together with specimen 
signatures. The payroll provider should have signatures of personnel 
officers and officers authorised to sign timesheets and claims. 

4.88 To ensure that payroll transactions are processed only through the payroll 
system. SMT Officers should give careful consideration to the employment 
status of individuals employed on a self-employed consultant or subcontract 
basis. The Inland Revenue applies a tight definition for employee status, 
and in cases of doubt, advice should be sought from the Director of People 
and Development. 
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4.89 To certify travel and subsistence claims and other allowances. Certification 
is taken to mean that journeys were authorised and expenses properly and 
necessarily incurred, and that allowances are properly payable by the 
Authority, ensuring that cost-effective use of travel arrangements is 
achieved. Due consideration should be given to tax implications and that 
the Treasurer/Director of Finance is informed where appropriate . 

4.90 To ensure that the Treasurer/Director of Finance is notified of the details of 
any employee benefits in kind, to enable full and complete reporting within 
the income tax self-assessment system and Inland Revenue regulations. 

4.91 To ensure that all appropriate payroll documents are retained and stored for 
the defined period in accordance with the document retention schedule. 
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4.92 To ensure that there are adequate arrangements for administering 
superannuation matters on a day-to-day basis . 

RESPONSIBILITIES OF MEMBERS 

4.93 To submit claims for members' travel and subsistence allowances on a 
monthly basis and, in any event, within one month of the year end. 

TAXATION 

WHY IS THIS IMPORTANT? 

4.94 Like all organisations, the Authority is responsible for ensuring its tax affairs 
are in order. Tax issues are often very complex and the penalties for 
incorrectly accounting for tax are severe. It is therefore very important for all 
officers to be aware of their role. 

KEY CONTROLS 

4.95 The key controls for taxation are: 

a) Budget managers are provided with relevant information and kept up 
to date on tax issues. 

b) Budget managers are instructed on required record keeping . 
c) All taxable transactions are identified, properly carried out and 

accounted for within stipulated timescales. 
d) Records are maintained in accordance with instructions 
e) Returns are made to the appropriate authorities within the stipulated 

timescale 

RESPONSIBILITIES OF THE TREASURER/DIRECTOR OF FINANCE 

4.96 To complete all Inland Revenue returns regarding PAYE. 

4.97 To complete a monthly return of VAT inputs and outputs to HM Customs and 
Excise. 

4.98 To provide details to the Inland Revenue regarding the construction industry 
tax deduction scheme. 

4.99 To provide guidance for Authority employees on taxation issues 

4.100 To maintain and monitor the Authority's partial exemption position . 

RESPONSIBILITIES OF SMT OFFICERS 

4.101 To ensure that the correct VAT liability is attached to all income due and that 
all VAT recoverable on purchases complies with HM Customs and Excise 
reg u lations. 
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4.102 To ensure that, where construction and maintenance works are undertaken, 
the contractor fulfils the necessary construction industry tax deduction 
requirements. 

4.103 To ensure that all persons employed by the Authority are added to the 
Authority's payroll and tax deducted from any payments, except where the 
individuals are bona fide self-employed or are employed by a recognised 
staff agency. 

4.104 To follow guidance on taxation issued by the Treasurer/Director of Finance. 

TRADING ACCOUNTS AND BUSINESS UNITS 

WHY IS THIS IMPORTANT? 

4.105 Trading accounts and business units have become more important as local 
authorities have developed a more commercial culture. Under best value, 
authorities are required to keep trading accounts for services provided on a 
basis other than straightforward recharge of cost. They are also required to 
disclose the results of significant trading operations in the Statement of 
Accounts. The Authority currently only accounts for the Training Centre on 
this basis. 

RESPONSIBILITIES OF THE TREASURER/DIRECTOR OF FINANCE 

4.106 To advise on the establishment and operation of trading accounts and 
business units . 

RESPONSIBILITIES OF SMT OFFICERS 

4.107 To observe all statutory requirements in relation to business units, including 
the maintenance of a separate revenue account to which all relevant income 
is credited and all relevant expenditure, including overhead costs, is 
charged, and to produce an annual report in support of the final accounts. 

4.108 To ensure that the same accounting principles are applied in relation to 
trading accounts as for other services or business units. 

4.109 To ensure that each business unit prepares an annual business plan 
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Appendix E 

EXTERNAL ARRANGEMENTS 

PARTNERSHIPS 

WHY IS THIS IMPORTANT? 

5.01 Partnerships are likely to playa key role in delivering community strategies 
and in helping to promote and improve the well being of the area. Local 
authorities are working in partnership with others - public agencies, private 
companies, community groups and voluntary organisations. Local 
authorities still deliver some services, but their distinctive leadership role is 
to bring together the contributions of the various stakeholders. They 
therefore need to deliver a shared vision of services based on user wishes. 

5.02 Local authorities will mobilise investment, bid for funds, champion the needs 
of their areas and harness the energies of local people and community 
organisations. Local authorities will be measured by what they achieve in 
partnership with others. 

GENERAL 

5.03 The main reasons for entering into a partnership are: 

a) The desire to find new ways to share risk 
b) The ability to access new resources 
c) To provide new and better ways of delivering services 
d) To forge new relationships 

5.04 A partner is defined as either: 

a) An organisation (private or public) undertaking, part funding or 
participating as a beneficiary in a project; or 

b) A body whose nature or status give it a right or obligation to support 
the project. 

5.05 Partners participate in projects by: 

a) Acting as a project deliverer or sponsor, solely or in concert with 
others. 

b) Acting as a project funder or part funder. 
c) Being the beneficiary group of the activity undertaken in a project. 

5.06 Partners have common responsibilities: 

a) To be willing to take on a role in the broader programme appropriate 
to the skills and resources of the partner organisation. 

b) To act in good faith at all times and in the best interests of the 
partnership's aims and objectives. 
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c) Be open about any conflict of interests that might arise. 
d) To encourage joint working and promote the sharing of information, 

resources and skills between public, private and community sectors . 
e) To hold confidentially any information received as a result of 

partnership activities or duties that is of a confidential or 
commercially sensitive nature. 

f) To act wherever possible as ambassadors for the project. 

KEY CONTROLS 

5.07 The key controls for Authority partners are: 

a) If appropriate, to be aware of their responsibilities under the 
Authority's Financial Regulations and Contract Standing Orders. 

b) To ensure that risk management processes are in place to identify 
and assess all known risks. 

c) To ensure that project appraisal processes are in place to assess the 
viability of the project in terms of resources, staffing and expertise. 

d) To agree and accept formally the roles and responsibilities of each of 
the partners involved in the project before the project commences. 

e) To communicate regularly with other partners throughout the project 
so that problems can be identified and shared to achieve their 
successful resolution. 

RESPONSIBILITIES OF THE TREASURER/DIRECTOR OF FINANCE 

5.08 To advise on effective controls that will ensure that resources are not 
wasted . 

5.09 To advise on the key elements of funding a project. They include: 

a) A scheme appraisal for financial viability in both the current and 
future years. 

b) Risk appraisal and management. 
c) Resourcing, including taxation issues. 
d) Audit, security and control requirements. 
e) Carry-forward arrangements. 

5.10 To ensure that the accounting arrangements are satisfactory. 

RESPONSIBILITIES OF SMT OFFICERS 

5.11 To maintain a register of all partnerships. 

5.12 To maintain a register of all contracts entered into with external bodies in 
accordance with procedures specified by the Treasurer/Director of Finance. 

5.13 To ensure all partnerships entered into contribute to the achievement of the 
Authority's objectives. 
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5.14 To ensure that, before entering into significant agreements with extemal 
bodies, a risk management appraisal has been prepared for the 
Treasurer/Director of Finance. 

5.15 To ensure that such agreements and arrangements do not impact adversely 
upon the services provided by the Authority. 

5.16 To ensure that all agreements and arrangements are properly documented. 

5.17 To provide appropriate information to the Treasurer/Director of Finance to 
enable a note to be entered into the Authority's statement of accounts 
conceming material items. 

EXTERNAL FUNDING 

WHY IS THIS IMPORTANT? 

5.18 Extemal funding is potentially a very important source of income, but funding 
conditions need to be carefully considered to ensure that they are 
compatible with the aims and objectives of the Authority. Local authorities 
are increasingly encouraged to provide seamless service delivery through 
working closely with other agencies and private service providers . Funds 
from extemal agencies such as the National Lottery and the single 
regeneration budget provide additional resources to enable the Authority to 
deliver services to the local community. However, in some instances, 
although the scope for extemal funding has increased, such funding is 
linked to tight specifications and may not be flexible enough to link to the 
Authority's overall plan. 

KEY CONTROLS 

5.19 The key controls for extemal funding are: 

a) To ensure that key conditions of funding and any statutory 
requirements are complied with and that the responsibilities of the 
accountable body are clearly understood. 

b) Arrangements are in place to ensure that all relevant grant claims 
are identified, accurate and prepared on a timely basis. 

c) To ensure that funds are acquired only to meet the priorities 
approved in the policy framework by the Authority. 

d) To ensure that any match-funding requirements are given due 
consideration prior to entering into long-term agreements and that 
future revenue budgets reflect these requirements. 

e) To ensure that the consequences of withdrawal of funding at the end 
of the period is given appropriate consideration. 

RESPONSIBILITIES OF THE TREASURER/DIRECTOR OF FINANCE 

5.20 To ensure that all funding notified by extemal bodies is received and 
properly recorded in the Authority's accounts. 
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5.21 To ensure that the match-funding requirements are considered prior to 
entering into the agreements and that future revenue budgets reflect these 
requirements. 

5.22 To ensure that audit requirements are met. 

5.23 To ensure that the consequences of withdrawal of funding at the end of the 
period are considered and plans are in place to ensure that this does not 
affect future service provision. 

RESPONSIBILITIES OF SMT OFFICERS 

5.24 In respect of external funding bids valued in excess of £25,000, to submit 
details of proposals to SMT/Executive Board prior to bidding, such reports to 
state how the proposed funding will contribute towards achievement of the 
Authority's objectives. 

5.25 To ensure that all claims for funds are made by the due date. 

5.26 To ensure that the project progresses in accordance with the agreed project 
and that all expenditure is properly incurred and recorded. 

WORK FOR THIRD PARTIES 

WHY IS THIS IMPORTANT? 

5.27 Current legislation enables the Authority to provide a range of services to 
other bodies. Such work may enable a unit to maintain economies of scale 
and existing expertise. Arrangements should be in place to ensure that any 
risks associated with this work is minimised and that such work is intra vires. 

KEY CONTROLS 

5.28 The key controls for working with third parties are: 

a) To ensure that proposals are costed properly in accordance with 
guidance provided by the Treasurer/Director of Finance. 

b) To ensure that contracts are drawn up using guidance provided by 
the Treasurer/Director of Finance and that, where required, the 
formal approvals process is adhered to. 

c) To issue guidance with regard to the financial aspects of third party 
contracts and the maintenance of the contract register. 

RESPONSIBILITIES OF TREASURER/DIRECTOR OF FINANCE 

5.29 To issue guidance with regard to the financial aspects of third party 
contracts and the maintenance of the contract register. 
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RESPONSIBILITIES OF SMT OFFICERS 

5.30 To ensure that appropriate approvals are obtained before any negotiations 
are concluded to work for third parties. 

5.31 To maintain a register of all contracts entered into with third parties in 
accordance with procedures specified by the Treasurer/Director of Finance. 

5.32 To ensure that appropriate insurance arrangements are made. 

5.33 To ensure that the Authority is not put at risk from any bad debts. 

5.34 To ensure that no contract is subsidised by the Authority. 

5.35 To ensure that, wherever possible, payment is received in advance of the 
delivery of the service. 

5.36 To ensure that the department/unit has the appropriate expertise to 
undertake the contract. 

5.37 To ensure that such contracts do not impact adversely upon the services 
provided for the Authority. 

5.38 To ensure that all contracts are properly documented. 

5.39 To provide appropriate information to the Treasurer/Director of Finance to 
enable a note to be entered into the Statement of Accounts. 
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