Finance and General Purposes Committee Minutes 9th March 2016

Item 5 – ATTACHMENT A

MINUTES of the FINANCE AND GENERAL PURPOSES COMMITTEE MEETING OF
STANLEY TOWN COUNCIL held at the Civic Hall, Front Street, Stanley on Wednesday, 9th
March 2016 at 6.30pm
PRESENT:

Cllr D Walker*
Cllr B Nair
Cllr D Mills

Cllr R Harrison
Cllr J Nicholson
Cllr D Tully

Cllr D Marshall
Cllr W Nixon

*Chairman
OFFICERS:

Derek Shingleton (Finance Manager)

IN ATTENDANCE: Gordon Fletcher (Internal Auditor)
568

APOLOGIES
Apologies received from Cllrs C Bell and Alan Shaw (Town Clerk) were accepted
by the Committee.

569

DECLARATIONS OF INTEREST
Cllr D Marshall declared an interest in payments listed on the schedule of payments
to Graphic Print as he is a partner in the business.

570

PROCEDURAL AND APPROPRIATE ANNOUNCEMENTS FROM THE
CHAIRMAN
None.

571

PUBLIC PARTICIPATION
No members of the public were present at the meeting.

572

CONFIRMATION OF MINUTES
It was RESOLVED that the Committee approve the minutes of the meeting held
on 10th February 2016.

573

REPORTS FROM INTERNAL AUDITOR
Mr Fletcher talked Members through his internal audit reports:
Bar - Income Collection & Banking – Mr Fletcher has assessed the assurance
level as Substantial. The Action Plan recommended that a pre-numbered order
form is completed for all bar orders. In response to a question from Cllr Marshall,
Mr Fletcher confirmed that he does undertake follow-up audits and subject to no
other issues arising next time, a Full Assurance should be given if the
recommendations are implemented.
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Budgetary Control – Mr Fletcher has assessed the assurance level as Substantial.
The Action Plan recommended that a Medium Term Financial Plan be completed
during the next budget process. In response to a question from Cllr Nicholson, it
was confirmed that such a plan was a forecast which could be amended annually
and not a commitment of resources.
Events and Activities – this was given Full assurance. In response to a question
from Cllr Marshall, it was made clear that this audit covered events organised by
the Town Council and not those booked at the Civic Hall. The Finance Manager
agreed to submit a report to next month’s meeting of the Committee on the
financial performance of a representative sample of bookings held at the Civic Hall.
Members re-affirmed their view that any concessionary events at the Hall be
supported by either MIF contributions or Council funds.
The Finance Manager confirmed that future budgetary control reports would
separately identify the financial performance of the bar and the coffee shop.
Main Accounting – this was given Full assurance
Members Initiative Fund – this was given Full assurance.
Cllr Walker stated that it was reassuring that the conclusions on all five audits were
positive, and thanked the auditor for his work and attendance.
Mr Fletcher left the meeting.
It was RESOLVED that the Committee NOTE the reports with no further action
required at this time.
574

ACCOUNTS FOR PAYMENT AND BANK RECONCILIATION
Schedule of payments – members considered the schedule. In response to
questions raised by Members, D Shingleton explained that the space available in the
Transaction Details column is not enough to provide full details of invoices paid. He
also explained that recent work had identified some phone lines as being surplus to
requirements and these had been cancelled.
It was RESOLVED that:
(i)
(ii)

(iii)

the schedule of payments be APPROVED;
In future, the Finance Manager is to briefly summarise invoice details and
make available the file containing the month’s invoices for Members to
access if there are any questions.
The Finanace Manager to investigate the possibility of providing more
information on the schedule of receipts.

Bank Reconciliation & Unpresented Cheques – Members NOTED the Report
and RESOLVED that no further action was required.
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BUDGETARY CONTROL TO 29 FEBRUARY 2016
Members considered the Report from the Finance Manager and RESOLVED that
no further action was required at this stage.

576

EXTERNAL AUDIT ARRANGEMENTS
Members considered the Report from the Finance Manager and RECOMMENDED
that:
(i)
(ii)

577

the Council’s external audit arrangements for the year 2017/2018 onwards
be secured through SAAAL,
the 30-day period for public inspection of the accounts begins on Monday,
13 June 2016 and ends on Friday, 22 July 2016.

DATE, TIME AND VENUE OF NEXT MEETING
Wednesday, 13 April 2016, 6.30pm, Civic Hall.
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INTERNAL AUDIT REPORT
Stanley Town Council
Creditors (Accounts Payable)

Assurance level:
Report status:
Date:
Prepared by:

Full Assurance
Final Report
25th November 2015
Gordon Fletcher

Issued to:
Copied to:

Town Clerk
Finance Manager

1

1.

2.

3.

4.

5.

INTRODUCTION
In accordance with the agreed annual Internal Audit Plan, I have carried out a review of
Stanley Town Council, Accounts Payable system. The review involved a visit to Stanley
Town Council on the 13th October 2015.
In carrying out the audit, the time and assistance afforded by the Finance Manager was
greatly appreciated.
OBJECTIVES
The overall objective of my review is to provide a risk based assessment of the systems in
place in order to form an opinion as to whether they are robust and provide an adequate
basis for effective control. The detailed objectives for this audit, are to ensure that;
•
Compliance with internal and external regulations, legislation and guidance
•
Information used to monitor and manage the creditors’ payments is reliable and
accurate.
•
Use of Resources is efficient or economical.
•
All assets are safeguarded
The Key risks for this audit are that:
•
Payments are made for goods not required or received or for personal gain.
•
Payment is made for incorrect, defective or undelivered goods.
•
Fines for non compliance with Customs & Excise requirements.
•
Inappropriate payments are made.
•
Errors, frauds and processing errors are undetected.
•
Poor value for money in payment processing.
•
Poor use of resources.
•
Inefficient and ineffective payment methods.
•
‘Ghost’ suppliers are created to receive fraudulent payments.
•
Data is processed that is incomplete, inaccurate, out of date, or duplicated.
•
Duplicate payments are made
SCOPE OF THE AUDIT
Compliance and substantive audit tests were carried out on all payments between April
2015 to July 2015 to ensure that the system was being properly followed, and correct
payments had been made and properly accounted for.

6.

The tests carried out covered all cheque, direct debit and debit card payments made
between April to July 2015

7.

The report is intended to present to management the observations and conclusions
of the audit. Wherever possible the observations and recommendations have been
discussed with members of staff and their views taken into account.

2

SUMMARY OF WORK CARRIED OUT
8.
Creditor payments comply with internal and external regulations,
legislation and guidance.
8.1. Compliance tests showed that the system for the payment of creditors had been followed
with good internal checks in place and separation of duties in place between Officers
and Members.
8.2. The testing carried out was when the Council’s Responsible Finance Officer was the
Acting Town Clerk who was also the Finance Officer. The new Town Clerk has now
commenced his duties and the Finance Manager is in his post and this will strengthen the
separation of duties within the Council as stated in the Council's financial regulations.
9. Information used to monitor and manage payment of accounts is
reliable and accurate.
9.1. Substantive tests were carried out with the following results:
•
for all the payments examined, Committee approval was verified as obtained and
were correct.
•
If required, all had copy orders attached and properly authorised
•
all had been properly coded to the correct financial code, and recorded in the
nominal ledger.
•
all direct debits, and debit card payments had been properly recorded on bank
statements.
•
All had a copy of the signed cheque attached to the invoice.
•
All had 2 authorised signatories on the cheque.
9.2.

Petty cash arrangements were examined with receipts obtained for all expenditure and
records were properly kept and the balance of money held was confirmed as correct.

10.
10.1

Use of Resources is efficient or economical.
Cheques payments is the preferred method of payment for the Council although it was
recommended to Council on 14th May 2014 to try to encourage payment by Bank
transfer, this is currently being progressed.

11.
11.1.

All assets are safeguarded
Payment methods are securely controlled as at least two officers are involved in the
processing of payments, and at least 1 Member. All payments are reported
retrospectively monthly to the Finance and General Purposes Committee where they are
approved by Members.

11.2. There is adequate internal control arrangements in place regarding the use and the
security of the debit card.
11.3. Blank cheques are kept in a locked cupboard with the keys kept by a designated Officer.
12.

OBSERVATIONS, RISKS AND RECOMMENDATIONS
My observations together with the associated risks are detailed in an action plan (if
required), with this report. For each area where an observation is made, a
recommendation and priority for action is attached.

3

13.

I have categorised the importance of my recommendations as follows:
Critical – A control weakness that may have a significant impact upon the
achievement of, not only the system objectives, but also the organisation’s objectives
•
High – A control weakness that may have a significant impact upon the achievement
of the system objectives
•
Medium – A control weakness that may have an impact upon the achievement of
the system objectives
•
Low – A control weakness that does not impact upon the achievement of the system
objectives, however, the implementation of which would improve overall control

•

14.

15.

My review has highlighted 0 issues considered significant enough for inclusion within this
report.
AUDIT ASSURANCE LEVEL
Based upon the number and potential impact of the observations made, I can provide
Full Assurance. This level of assurance is one of five possible levels which are
shown in the table below.
Level of Assurance
Full Assurance
Substantial Assurance
Moderate Assurance
Limited Assurance
No Assurance

Definition
There is a sound system of controls in place & those controls
are consistently applied & are fully effective. Control objectives
are fully met.
There is a sound system of control in place but some of the
controls are not consistently applied or fully effective. Control
objectives are largely achieved.
There is basically a sound system of control in place, but there
are weaknesses and evidence of non-compliance with or
ineffective controls. Control objectives are often achieved.
The system of control is weak & there is evidence of noncompliance with controls that do exist. Control objectives are
sometimes achieved.
There is no system of control in place and control objectives are
rarely or never achieved.

Gordon Fletcher
Internal Auditor for the Council
Date:25th November 2015
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Item 6 – Attachment C

INTERNAL AUDIT REPORT
Stanley Town Council
Accounts receivable (customer invoices)

Assurance level:
Report status:
Date:
Prepared by:

Full Assurance
Final Report
25th November 2015
Gordon Fletcher

Issued to:
Copied to:

Town Clerk
Finance Manager, Civic Hall
Manager

1

1.

2.

3.

INTRODUCTION
In accordance with the agreed annual Internal Audit Plan for Stanley Town Council, I have
carried out a review of the accounts receivable (debtors). The review involved a visit to Stanley
Town Hall Office on 13th October 2015.
In carrying out the audit, the time and assistance afforded by Civic Hall Manager and the Finance
Manager was greatly appreciated.
OBJECTIVES OF THE AUDIT
The overall objective of my review is to provide a risk based assessment of the systems in place
in order to form an opinion as to whether they are robust and provide an adequate basis for
effective control. The detailed objectives for this audit, as specified in the terms of reference, were
to ensure:
•
•
•
•

4.

5.
6.

7.
7.1.

7.2.

Compliance with internal and external regulations, legislation and guidance.
Information used to monitor and manage the Debtors is reliable and accurate
There is economic and efficient use of resources
All assets are safeguarded.

The key risks associated with this audit are:
•
Untraceable debtors and accumulation of arrears.
•
No record to refer to in the case of a query.
•
Debtor records created incorrectly.
•
Disputed invoices.
•
Fraudulent debts are raised or there is under/over charging.
•
Failure to comply with legislation and misinterpretation of legislation.
•
Lack of source of reference.
•
Duplicated invoice request forms.
•
Income is lost or misappropriated.
•
Recovery action initiated unnecessarily.
•
Debts and bad debts are allowed to accumulate.
•
Invoices delayed or not raised.
SCOPE OF THE AUDIT WORK
The scope of the work carried out involved the examination of copy invoices raised for
customers to hire the rooms of the Civic Hall from April 2015 to July 2015.
This audit report is intended to present to management the observations and conclusions of
the audit. Wherever possible the observations and recommendations have been discussed with
members of staff and their views taken into account.
SUMMARY OF WORK CARRIED OUT
Compliance with internal and external regulations, and guidance.
Financial regulations have adequate general procedures on the control of Income, (being
updated), and there is an operating system manual for the financial system, where all accounts
are raised and payments made are recorded. The Council is currently using SAGE to produce
invoices and record all invoices raised but this system is to change to RBS.
New policy for collecting, accounting and banking of income has recently been completed which
outlines the debtors procedure. This has been discussed by the Finance Manager, Civic Hall
Manager and internal Auditor and appears adequate..

2

8.
8.1.1.

Information used to monitor and manage customer invoices is reliable and accurate
Customers of the Civic Hall will normally be expected to pay for facilities or services at the time of
booking or at the time of use. Where this is not possible debtors invoices will be prepared.

8.1.2.

The files of customer events and regular bookings for room hire are held in cabinets in date order.
(monthly for customer events and weekly for regular events).

8.1.3.

Regular bookings file shows event enquiry booking form showing what is required and is signed
and dated with terms and conditions attached.

8.1.4.

Customer bookings file shows room hire booking form which are signed and dated by hirer
this shows room requirements and equipment needed and hospitality required.

8.1.5.

Details of payment are recorded on the booking forms for both regular and others if paid
immediately if not then a customer invoice sent out.

8.1.6. Customer invoices are raised by the Civic Hall Manager through the SAGE system and sent out
to the customer with a copy kept on file.
8.1.7. All invoices examined had been properly and promptly raised.
8.2.

Payments are recorded into the SAGE computer system where Civic Hall Manager checks non
payments from the SAGE debtors recovery system by producing customer invoices due report.

9.
9.1.

Economic and efficient use of resources
Customer invoices due report is reviewed each month and any outstanding invoices are sent a
reminder letter after a month. This reminder gives 7 more days to pay, if still not paid then a
further reminder letter then final reminder letters are sent out.

9.2.

Outstanding invoices may not be up to date as some may have paid by bank transfer where the
Finance Manager gives the bank statements for checking payments to Civic Hall Manager This
will be reviewed when the new RBS accountancy software is installed.

10.
10.1

All assets are safeguarded.
Access to the system is password protected with each user having their own user identification.

11.

12.

13.
14.

OBSERVATIONS, RISKS AND RECOMMENDATIONS
My observations together with the associated risks are detailed in an action plan (if
required) accompanying this report. For each area where an observation is made, a
recommendation and priority for action is attached.
I have categorised the importance of my recommendations as follows:
•
Critical – A control weakness that may have a significant impact upon the achievement
of, not only the system objectives, but also the organisation’s objectives
•
High – A control weakness that may have a significant impact upon the achievement of
the system objectives
•
Medium – A control weakness that may have an impact upon the achievement of the
system objectives
•
Low – A control weakness that does not impact upon the achievement of the system
objectives, however, the implementation of which would improve overall control
My review has highlighted 0 issues within this report, and no action plan is required.
AUDIT ASSURANCE LEVEL
Based upon the number and potential impact of the observations made, I can provide Full

3

Assurance. This level of assurance is one of five possible levels which are shown in the table
below.
Level of Assurance
Definition
Full Assurance
There is a sound system of controls in place & those controls
are consistently applied and are fully effective. Control
objectives are fully met.
Substantial Assurance There is a sound system of control in place but some of the
controls are not consistently applied or fully effective. Control
objectives are largely achieved.
Moderate Assurance
There is basically a sound system of control in place, but there
are weaknesses and evidence of non-compliance with or
ineffective controls. Control objectives are often achieved.
Limited Assurance
The system of control is weak & there is evidence of noncompliance with controls that do exist. Control objectives are
sometimes achieved.
No Assurance
There is no system of control in place and control objectives are
rarely or never achieved.

Gordon Fletcher
Internal Auditor to the Council,
Date: 25th November 2015
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Item 6 – Attachment D

INTERNAL AUDIT REPORT
STANLEY TOWN COUNCIL
Income collection and banking

Assurance level:
Report status:
Date:
Prepared by:

Full Assurance
Final Report
25th November 2015
Gordon Fletcher, Internal
Auditor

Issued to:
Copied to:

Town Clerk
Finance Manager, Civic Hall
Manager

1.

2.

INTRODUCTION
As agreed in the annual internal audit plan for 2015/16 an audit was carried out on
income collection and banking at the Civic Hall. This involved a visit to Stanley
Town Council on 13th October 2015.
In carrying out the audit, the time and assistance afforded by the Finance Officer
and Civic Hall Manager was greatly appreciated.

OBJECTIVES
3. The overall objective of my review is to provide a risk based assessment of the
systems in place in order to form an opinion as to whether they are robust and
provide an adequate basis for effective control.
4. The detailed objectives for this audit are to;
•
There is compliance with internal and external procedures and policies,
legislation and guidance.
•
All income collected at reception desk is accounted for and follows
procedures.
•
All income from the bar was accounted for and follows procedures.
•
Bankings of monies are controlled and accounted for.
5.

The Key risks for this audit are that:
•
Arrangements are not administered in line with Council procedures,
policies, legislation and guidance.
•
Inefficient and uneconomic arrangements in place.
•
possible theft of monies
•
loss of income
•
incorrect calculations
•
possible fraud

SCOPE OF THE AUDIT
6.1. The scope of the audit involved evaluating the procedures in place for the
collection and banking of income and to carry out relevant tests on these
procedures.
6.2. To review the new policy for collecting, accounting for, banking of income and debt
recovery.
7.

The report is intended to present to management the observations and conclusions
of the audit. Wherever possible the observations and recommendations have been
discussed with members and staff and their views taken into account.

SUMMARY OF THE AUDIT WORK CARRIED OUT
8.1. Income is received by the Council in the form of cash, cheques, card payments
and bank transfers paid direct to the Council.
8.2.

The Town Council receives income from a variety of activities (hire of rooms, sale
of tickets for events, bar sales miscellaneous sales, and provision of services.
This can be made through receipted income from reception, income from the bar
or as a result of raising invoices for providing services, supplying goods or work
carried out by the Council.

9.

Ensure that there is compliance with internal and external
regulations, legislation and guidance.
Financial Regulations of the Council had previously been approved by the
Finance, HR and General Purposes Committee and these appear to be fit for
purpose for the Council. A proposal for room hire costs and associated costs
has been completed by the Civic Hall Manager.

9.1.

9.2.

A new policy for collecting, accounting for and banking of income has recently
been completed by the Finance Manager detailing the procedures to be carried
out. This has been discussed with the Civic Hall Manager and the Internal
Auditor and is to go to the Finance Committee for approval.

10.

All income collected at reception desk is accounted for and follows
procedures
10.1. Income is collected at the Civic Hall’s till at reception desk and is usually for the
sale of tickets for theatre productions or for room hire. A receipt is produced from
the till and given to the customer.
10.2

All monies received is recorded onto a Daily Banking Sheet by one of the
receptionists, who at the end of their shift, produce X and Z readings and sign the
Daily Banking Sheet to confirm the monies taken. At the end of the day this is
passed to the Civic Hall Manager who checks the amounts and signs the Daily
Banking Sheet to confirm the amount handed over. The money is placed in the
safe in the Civic Hall Managers office.

11 All takings from the bar tills were controlled and accounted for.
11.1. Income received from the bar where all monies taken is placed in the bar till by
bar staff. At the end of the night the Bar Manager takes an “Z” reading from the
till which is checked to the cash collected. The amount of the till reading is
confirmed by the Duty Manager by initialling the amount recorded and the “Z”
reading is attached to the Daily Banking Sheet. The monies are recorded and
signed on the Daily Banking Sheet by the Civic Hall Manager and placed in the
safe.
12.

Banking of monies

12.1. At the end of the week the Civic Hall Manager records all daily income from the
safe onto a Weekly Banking Sheet this is totalled and the monies to be banked is
counted and collected by the P.A. to the Town Clerk who ticks the sheet as
confirmation of the monies collected and then banks the monies.
13.
Room hire bookings
13.1. Booking forms are completed when a room is required for hire. Details are
recorded onto the SAGE finance system where an invoice is produced. (See
accounts receivable report) . Payment is made by post or at reception
14.
TESTING
14.1. The Daily Banking Sheets were checked from 1st June 2015 and the Weekly
Banking Sheets checked from 11th June 2015 to the 8th October 2015.
All daily banking sheets reconciled to z readings and to the weekly banking
sheets and all the Daily Banking Sheets were signed by the cashier and duty
manager. The Weekly Banking Sheets were signed by the duty manager.
14.2. All totals from the Weekly Banking Sheets were confirmed to the bank
statements as correctly paid in.
15.
CONCLUSIONS
15.1 The new procedure notes for collecting, accounting for, banking of income and
debt recovery are comprehensive with good internal controls in place.
15.2. The new procedures are to work alongside the Council's Financial Regulations
regarding income.
16.

17.

OBSERVATIONS, RISKS AND RECOMMENDATIONS
My observations together with the associated risks are detailed in an action
plan (if required) accompanying this report. For each area where an observation
is made, a recommendation and priority for action is attached.
I have categorised the importance of my recommendations as follows:
• Critical – A control weakness that may have a significant impact upon the
achievement of, not only the system objectives, but also the organisation’s
objectives
• High – A control weakness that may have a significant impact upon the
achievement of the system objectives
• Medium – A control weakness that may have an impact upon the
achievement of the system objectives
• Low – A control weakness that does not impact upon the achievement of the
system objectives, however, the implementation of which would improve
overall control

18. My review has highlighted 0 issues considered significant enough for inclusion

within this report.
19.

AUDIT ASSURANCE LEVEL
Based upon the number and potential impact of the observations made, I can
provide Full Assurance. This level of assurance is one of five possible levels
which are shown in the table below.
Level of Assurance
Full Assurance
Substantial Assurance
Moderate Assurance
Limited Assurance
No Assurance

Definition
There is a sound system of controls in place & those controls
are consistently applied & are fully effective. Control objectives
are fully met.
There is a sound system of control in place but some of the
controls are not consistently applied or fully effective. Control
objectives are largely achieved.
There is basically a sound system of control in place, but there
are weaknesses and evidence of non-compliance with or
ineffective controls. Control objectives are often achieved.
The system of control is weak & there is evidence of noncompliance with controls that do exist. Control objectives are
sometimes achieved.
There is no system of control in place and control objectives are
rarely or never achieved.

Gordon Fletcher,
Internal Auditor to the Council
Date: 25th November 2015

Item 6 – Attachment E

INTERNAL AUDIT REPORT
Stanley Town Council
Enhanced Services (follow up)

Assurance level:
Report status:
Date:
Prepared by:

Substantial Assurance
Final Report
25th November 2015
Gordon Fletcher

Issued to:
Copied to:

Town Clerk
Civic Pride Officer

1.

2.

3.

4.

INTRODUCTION
In accordance with the agreed annual Internal Audit Plan, I have carried out a
review of Stanley Town Council – Enhanced Services, follow up. The review
involved a visit to Stanley Town Council on the 13th October 2015.
In carrying out the audit, the time and assistance afforded by the Civic Pride
Officer was greatly appreciated.
OBJECTIVE
The overall objective of my review is to provide a risk based assessment of the
systems in place in order to form an opinion as to whether they are robust and
provide an adequate basis for effective control.
The detailed objectives for this audit are to ensure that;
•
To determine the arrangements following the previous audit report for the
provision of Enhanced Services to Stanley Town Council.

5.

6.

7.

The
•
•
•
•
•

Key risks for this audit are that:
Payments are made for services not agreed
Poor use of resources.
Inefficient and ineffective payment methods.
Data is processed that is incomplete, inaccurate or out of date.
Duplicate payments are made

SCOPE OF THE AUDIT
The scope of the audit involved discussions with the Civic Pride Officer on the
current arrangements for the provision of Enhanced Services following the
previous internal audit report.
The report is intended to present to management the observations and
conclusions of the audit. Wherever possible the observations and any
recommendations have been discussed with members of staff and their views
taken into account.

SUMMARY OF AUDIT WORK CARRIED OUT
8.
Following the previous audit report to determine the arrangements for the
provision of Enhanced Services to Stanley Town Council.
8.1. Previously Stanley Town Council provides additional Neighbourhood Wardens (provided
by Durham County Council) and Community Environmental Caretakers (provided by
Groundwork North East and DCC) to deliver an enhanced service for Stanley in addition to
what is already received from Durham County Council (Statutory Services).
8.2. Contracts (Service Level Agreements) were agreed between Stanley Town Council and
Durham County Council (DCC) and Groundwork which ended on 31st March 2015.

CURRRENT ARRANGEMENTS
8.3. It was agreed not to renew the contract with DCC and that they would only provide
statutory services.
8.4 The contract with Groundwork has been extended by 1 year from April 2015 where

they are to provide the same services as before (litter picking, grounds
maintenance). Discussions are ongoing about what services Stanley want from
Groundwork for the future.
8.5. Stanley Council receive job sheets from Groundwork on the work they have
carried out which are checked when the invoice is received.
9.

10.

11.

CONCLUSIONS
As it was previously unclear what Enhance Services DCC was providing, and the
decision not to extend the contract was probably a good one. To continue with
Groundwork providing Enhanced Services is more clearer as time sheets are provided to
show what work was being carried out and can be monitored. However, the Council
needs to have arrangements in place to control the service requirements.

OBSERVATIONS, RISKS AND RECOMMENDATIONS
My observations together with the associated risks are detailed in an action plan
(if required) accompanying this report. For each area where an observation is
made, a recommendation and priority for action is attached.
I have categorised the importance of my recommendations as follows:
•
Critical – A control weakness that may have a significant impact upon the
achievement of, not only the system objectives, but also the organisation’s
objectives
•
High – A control weakness that may have a significant impact upon the
achievement of the system objectives
•
Medium – A control weakness that may have an impact upon the
achievement of the system objectives
•
Low – A control weakness that does not impact upon the achievement of the
system objectives, however, the implementation of which would improve
overall control

12. My review has highlighted 1 issue for inclusion within this report, and is included in
an action plan.
13.

AUDIT ASSURANCE LEVEL
Based upon the number and potential impact of the observations made, I can
provide Substantial Assurance. This level of assurance is one of five
possible levels which are shown in the table below.
Level of Assurance
Full Assurance

Definition
There is a sound system of controls in place & those controls
are consistently applied & are fully effective. Control objectives
are fully met.

Substantial Assurance
Moderate Assurance
Limited Assurance
No Assurance

There is a sound system of control in place but some of the
controls are not consistently applied or fully effective. Control
objectives are largely achieved.
There is basically a sound system of control in place, but there
are weaknesses and evidence of non-compliance with or
ineffective controls. Control objectives are often achieved.
The system of control is weak & there is evidence of noncompliance with controls that do exist. Control objectives are
sometimes achieved.
There is no system of control in place and control objectives are
rarely or never achieved.

Gordon Fletcher
Internal Auditor to the Council
Date: 25th November 2015

Item 6 – Attachment F
ACTION PLAN – Stanley Town Council – Enhanced Services Audit follow up.
Action
Ref
1.

Observation
To continue with Groundwork
providing Enhanced Services is
more clearer as time sheets are
provided to show what work was
being carried out and can be
monitored. However, the Council
needs to have arrangements in
place to control the service.

Associated
Risk
Not value for money

Priority
High

Recommendation
There should be a clear agreed
plan of work between the Council
and Groundwork and monitored..

Management
Comment
Discussions are ongoing about
what services Stanley want from
Groundwork for the future.

Responsibility
Timescale
Town Clerk
Civic Pride Officer
Immediate

Item 7 – Attachment G
STANLEY TOWN COUNCIL
To:

Finance and General Purposes Committee, 13 April 2016

From:

D Shingleton, Finance Manager

Subject:

INVOICES FOR PAYMENT AND BANK RECONCILIATION

Payments Made
1. This report provides the latest details of all invoices and other liabilities paid by the
Council by cheque, direct debit and using the Council’s debit card. Last month’s report
included payments by cheque up to cheque number 101956. Details of direct debit and
debit card payments were provided up to 29 February 2016.
2. I now include a statement of payments made by cheque (up to cheque number
102025), and by direct debit and debit card for the month up to 31 March 2016
(ATTACHMENT H attached).
3. The statement is produced directly from the RBS Omega system, and combines
payments by cheque, card and direct debit.
4. I have also included a summary of income received for information (ATTACHMENT I),
and this is also produced directly from the new accounting system.
Bank Reconciliation
5. I include here information on our current account balance (reconciled with the Omega
accounting system by taking into account unpresented cheques), and the interest
earning account. The purpose of taking the actual bank balance at the end of a month
and then adjusting for cheques not yet presented (and any cash in transit where
appropriate) is to provide reassurance that the accounting records of the Council and
the bank account both agree to the same figure, indicating that all transactions have
been accounted for.
6. Details are as follows (copies of bank statements at the end of the period are attached
as ATTACHMENTS J AND K to confirm the figures). I have used the starting balance as
at 31 March 2015.
Active Saver Account
Balance at 31 March 2015
Add:
Transfer on 14 April 2015
Transfers on 28 September 2015
Interest Earned

£725,000
£200,000
£350,000
£2,880.18
___________
£1,277,880.18
1

Less:
Transfer on 7 April 2015
Transfer on 4 June 20 15
Transfer on 13 July 2015
Transfer on 27 July 2015
Transfer on 10 August 2015
Transfer on 13 August 2015
Transfer on 24 August 2015
Transfer on 27 August 2015
Transfer on 15 October 2015
Transfer on 19 October 2015
Transfer on 12 November 2015
Transfer on 17 November 2015
Transfer on 26 November 2015
Transfer on 6 January 2016
Transfer on 19 January 2016
Transfer on 2 February 2016
Transfer on 9 February 2016
Transfer on 29 February 2016
Transfer on 15 March 2016
Transfer on 21 March 2016

(£25,000)
(£25,000)
(£50,000)
(£40,000)
(£35,000)
(£30,000)
(£45,000)
(£40,000)
(£20,000)
(£150,000)
(£50,000)
(£30,000)
(£35,000)
(£25,000)
(£27,880.18)
(£25,000)
(£50,000)
(£50,000)
(£25,000)
(£30,000)
___________
£470,000.00
==========

Balance at 31 March 2016
Current Account
Balance at 31 March 2016
Less
Unpresented Cheques (see attached ATTACHMENT L)

TOTAL Balances at Bank (after deducting unpresented)
Total in Omega Accounts (Code 200) – including invested sum
(trial balance included as ATTACHMENT M to confirm figures)

£20,151.49
£20,478.03
_________
(£326.54)
--------------£469,673.46
==========
£469,673.46
==========

7. The above shows that, at 31 March 2016, the Council’s bank balances totalled
£469,673.46 after cheques amounting to £20,478.03 are presented.
8. An additional reconciliation statement is shown below.
9. I would RECOMMEND that Members:
a) Approve the payments as detailed in Attachment H;
b) Note the total balances at the bank at 31 March 2016;
c) Note the bank balances and Omega accounting figures both agree, indicating that all
transactions are properly accounted for.
Derek Shingleton
Finance Manager
2

BANK RECONCILIATION
Balance at 29 February 2016:
Current Account
Saver Account

£12,008.87
£575,000.00

Less:
Unpresented Cheques – February

£587,008.87
£23,375.25
----------------£563,633.62

Add:
Income Received – March

£20,399.23
----------------£584,032.85

Less:
Direct Debits and Card Payments – February
Cheques Drawn – January
Balance as per Trial Balance (Code 200)
Add:
Unpresented Cheques – March

£43,785.69
£70,573.70

£114,359.39
----------------£469,673.46
£20,478.03
---------------£490,151.49
=========

CURRENT BALANCE – 31 March 2016
Current Account
Saver Account

£20,151.49
£470,000.00
__________
£490,151.49
==========
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STANLEY TOWN COUNCIL

Meeting:

Finance and General Purposes Committee, 13 April 2016

From:

D Shingleton, Finance Manager

Subject:

EVENTS – FINANCIAL PERFORMANCE

1. Members, and in particular Councillor David Marshall, have asked for some
considerable time for a report on the financial performance of events at the Civic
Hall. Since the Council took over the Hall on 1 August 2013 there has been a
considerable number of events held here, including shows, pantomimes,
meetings, weddings, parties, classes etc. It is impractical to provide details of all of
these events. However, I have selected what I hope Members consider to be a
representative sample of events held over the fifteen months period from 1
January 2015 to date, and details are shown in appendix 1.
2. In considering financial performance I have taken into account the following
elements.
Income
3. The two main elements of income are receipts from hire of the relevant room and
from sales at the bar, both exclusive of VAT. In the case of some shows, the
Council receives all ticket money and pays over a proportion to the organisers
after deducting the charge for rooms used.
Expenditure
4. In considering the cost of events there are the marginal costs involved in holding
the event and the cost of stock sold at the bar, again both exclusive of VAT.
Marginal costs are those incurred specifically as a result of the event being held. A
good example is the cost of casual staff and additional costs incurred in cleaning
after an event. No other staff are paid overtime. It could also be argued that the
additional cost of electricity, water, gas etc incurred through keeping the building
open for an event when it would otherwise be closed should also be included. For
example, the christening held on 22 February 2015 was a Sunday when the
building would normally be closed. However, these are difficult to calculate and in
any case are likely to be low.
5. The total estimated cost for a year for electricity, gas and water is £17,000. Based
on a six day week, this equates to about £54 per day or around £5.40 per hour,
based on a twelve hour day Tuesday to Friday, an eight hour day Monday and a
four hour day Saturday. I realise that this is not very exact but without meters it is
virtually impossible to calculate. However, even if a figure of £5.40 per hour was

Item 8 – Attachment N

used to estimate marginal costs for events held, it would not make a significant
difference to the financial performance of the events shown.
Conclusion
6. The opening of the bar significantly contributes to the profitability of an event.
Three of the events on the appendix attached are where the bar was not
available. The income shown is from booking fees and, as the events were held
during the day, no additional costs were incurred.
7. The figures show that in all cases a significant surplus was made, with the help of
income from the bar. Overall, the events highlighted are showing a surplus of
almost exactly double the cost.
8. Now that we are in the new financial year, I will discuss with the Civic Hall
Manager the introduction of a system to monitor the performance of this year’s
events and report quarterly to the Committee.
Recommendation
9. I RECOMMEND that Members note the situation regarding the financial
performance of the events shown and agree to a quarterly report for future events.
Derek Shingleton
Finance Manager

BOOKINGS - FINANCIAL PERFORMANCE
DATE

EVENT

17.1.15
01.2.15
03-06.2.15
08.2.15
20.2.15
22.2.15
05.3.15
07.3.15
10.4.15
11.4.15
08-09.5.15
11-14.5.15
23.5.15
26-29.5.15
26.6.15
17-18.5.15
22.08.15
06.11.15
17-21.11.15
01-05.12.15
08.12.15
10.12.15
12.12.15
2.2.16
13.2.16
16.2.16

18th Birthday Party
50th Birthday Party
Aladdin
American Wrestling
North Road Gym
Christening
Ladies Bowls
MMA
Memory Lane
Wes Fagan Boxing
Pinocchio
The Wedding Singer
Renolds Wedding
Learning Concepts
Sylvia Dance Show
Potens (Workshop)
Penfold Wedding
Real Lives, Real Choices
Sleeping Beauty
Miracle on 34th Street
North Road Gym
Stanley Childrens Centre
MMA
Funeral
Benidorm Party
Suzanne Gill

BOOKING
FEES

BAR TAKE
Exc VAT

TOTAL
INCOME
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COST OF BAR
CASUAL
STOCK SOLD STAFF COSTS

£212.50
£125.00
£1,470.00
£408.33
£350.00
£75.00
£41.67
£500.00
£720.83
£416.67
£516.67
£1,106.25
£1,398.33
£320.00
£385.00
£133.33
£179.17
£116.67
£1,581.25
£1,458.33
£673.33
£130.00
£661.67
£75.00
£326.25
£271.67

£247.25
£472.50
£1,149.88
£353.42
£1,599.00
£190.96
£107.58
£3,616.75
£227.50
£1,633.08
£578.58
£985.08
£1,145.67
£0.00
£421.92
£0.00
£1,795.17
£33.42
£1,189.33
£2,034.83
£741.33
£0.00
£4,307.92
£54.42
£807.50
£218.42

£459.75
£597.50
£2,619.88
£761.75
£1,949.00
£265.96
£149.25
£4,116.75
£948.33
£2,049.75
£1,095.25
£2,091.33
£2,544.00
£320.00
£806.92
£133.33
£1,974.34
£150.09
£2,770.58
£3,493.16
£1,414.66
£130.00
£4,969.59
£129.42
£1,133.75
£490.09

£111.02
£212.15
£516.30
£158.69
£717.95
£85.74
£49.16
£1,652.85
£98.28
£705.49
£254.58
£433.44
£504.09
£0.00
£178.89
£0.00
£728.84
£13.40
£476.92
£913.64
£275.03
£0.00
£1,598.24
£20.24
£300.39
£81.25

£26.80
£60.30
£134.00
£60.30
£134.00
£13.40
£53.60
£294.80
£80.40
£241.20
£40.20
£80.40
£214.00
£0.00
£40.20
£0.00
£160.80
£13.40
£120.60
£134.00
£107.20
£0.00
£294.80
£20.10
£70.35
£20.10

£13,652.92

£23,911.51

£37,564.43

£10,086.58

£2,414.95

OTHER
COSTS

£0.00

TOTAL
COSTS

SURPLUS (+) OR SURPLUS AS
DEFICIT (-)
% OF COST

£137.82
£272.45
£650.30
£218.99
£851.95
£99.14
£102.76
£1,947.65
£178.68
£946.69
£294.78
£513.84
£718.09
£0.00
£219.09
£0.00
£889.64
£26.80
£597.52
£1,047.64
£382.23
£0.00
£1,893.04
£40.34
£370.74
£101.35

£321.93
£325.05
£1,969.58
£542.76
£1,097.05
£166.82
£46.49
£2,169.10
£769.65
£1,103.06
£800.47
£1,577.49
£1,825.91
£320.00
£587.83
£133.33
£1,084.70
£123.29
£2,173.06
£2,445.52
£1,032.43
£130.00
£3,076.55
£89.08
£763.01
£388.74

233.6
119.3
302.9
247.8
128.8
168.3
45.2
111.4
430.7
116.5
271.5
307.0
254.3

£12,501.53

£25,062.90

200.5

268.3
121.9
460.0
363.7
233.4
270.1
162.5
220.8
205.8
383.6

REQUEST FOR COMMITTEE / FULL COUNCIL FUNDING
Durham Money Advice Centre, part of Durham
Christian Partnership Ltd

Name of Delivery
Organisation

Money advice centre to be continued with
extended availability, including debt and benefits
advice on a drop in and home visits basis

Purpose of Funding
Total Amount
Required

£30,000.00
£15300.00 advisor salary including employers NI
£ 7000.00 administrator salary
£ 3000.00 staff management and supervision
£ 1500.00 mileage

Breakdown of Costs
(Elements of Project)

£

500.00 postage

£

380.00 stationery and printing

£

300.00 insurance

£

475.00 phones (mobile phone and land line)

£

495.00 CMA affiliation

£

350.00 training

£ 700.00 publicity,miscellaneous and contingency
Applicants Details
Project Manager /
Lead Officer
Position Held on
Organisation
Telephone Number
Address
Email Address
Cheque to be made
Payable to

Isla Biggs
Project Manager
0191 3037514
3 Fram Well House, Framwelgate, Durham.
DH1 5SU
isla@moneyadvicedurham.org.uk
Durham Christian Partnership Money Advice

PLEASE ATTACH A QUOTE / EVIDENCE OF COSTINGS TO THIS APPLICATION
(i.e. letter headed quote or price list from reputable supplier)
Done o
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1.

Conditions of funding
1) Simplified Terms and Conditions:
a) Your application sets out full details of the estimated eligible costs.
Funding will only be payable in respect of money spent on the
approved project. Any money spent prior to the date of any
Funding Offer may be ineligible. The funding must be spent within
a timescale agreed with the Council and the delivery organisation.
b) Any significant change to the project as described in the
application must be agreed in advance by the Responsible
Finance Officer.
c) Stanley Town Council reserves the right to vary the amount of
funding payable where there have been such changes.
d) Stanley Town Council reserves the right to reduce the amount of
funding if the total amount spent on the project is less than the
estimated total in the Funding Offer.
e) A monitoring report must be submitted within 6 months of the date
of receipt of funding. The monitoring form will be sent to you with
payment, and it is designed to collect financial and non-financial
details to enable progress to be monitored.
2) Eligible Project Costs:
a) The delivery organisation agrees that the funding must be used on
the Project and must not be used for:
i. Payment for unfair dismissal or redundancy to staff.
ii. Expenditure on activities of a political or exclusively
religious nature.
iii. Expenditure supported from other sources (for example: the
total cost of the Project must not be less than the total of
ALL Grants, Offers of Funding etc towards its cost).
iv. Expenditure on works or activities which any other person
or organisation has a statutory duty to undertake.
v. Recoverable VAT.
vi. Any liability arising out of negligence.
b) The delivery organisation should contact the RFO at Stanley Town
Council (01207 299 109) if there is any doubt as to whether a
particular cost is eligible to be paid out of the funding.
3) Breach of Conditions and Recovery:
a) Stanley Town Council may also reduce, suspend or withhold
funding or require all or part of the funding to be repaid, if it is
believed that:
i. The funding has not been used for the purposes for which
it was given.
ii. The application form was completed dishonestly or the
supporting documents gave false or misleading information.
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iii.
iv.
v.

Insufficient measures are being taken to investigate and
resolve any reported irregularity.
There are reasonable grounds to believe that it is necessary
to protect public money.
There are any other reasons why continuing to fund the
Project would be undesirable.

4) Maintaining Records:
a. The delivery organisation must keep accurate records of activities
and outcomes achieved by the project.
b. These must be available for inspection at any reasonable time by
Stanley Town Council.
c. Up to date accounts must be kept with all invoices, receipts and
other relevant documents relating to a claim for payment, such that
a clear audit trail can be followed. These must be made available
for inspection at any reasonable time.
d. All receipts for spend must be copied and returned with the claim
and monitoring forms when requested; (please only supply copies,
not the original receipts).
5) Publicity:
a. The delivery organisation must ensure that appropriate publicity is
given to the approved project wherever practicable by:
i. Drawing attention to the benefits and opportunities afforded
by the scheme.
ii. Appropriate reference to the Stanley Town Council funding
should be included on any related literature and publicity
associated with the project e.g. annual report, posters etc.
(with evidence provided to STC).
iii. Digital photographs shall be provided (and other
audio/visual material if applicable) for use in future Town
Council publications such as Town Council News and/or the
website etc.
6) Other Matters:
a. The delivery organisation should ensure that it and anyone acting
on its behalf complies with the law for the time being in force in the
United Kingdom and in particular:
i. Takes all necessary steps to secure health, safety and
welfare of all persons involved in the project.
ii. Does not unlawfully discriminate against any person on the
grounds of sex, disability, race, age or faith.
b. The delivery organisation should ensure that the project has the
necessary authority (legislative or otherwise) for the activity
proposed.
7) Insurance:
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a. The delivery organisation will maintain adequate appropriate
insurance at all times.
b. The delivery organisation must keep any assets acquired by the
funding in good repair and must make sure that it has adequate
insurance for all of them.
8) Financial Arrangements:
a) The delivery organisation should have a bank account in its own
name, or obtain written agreement from STC to use another
organisation as an ‘accountable body’. Appropriate arrangements
should be in place for the management and administration for this
account.
b) The delivery organisation may be required to provide Stanley
Town Council with details of all income or profit received in
respect of the project.
c) The delivery organisation must seek advice from the Responsible
Finance Officer (01207 299 109) if financial problems appear
likely or are actually experienced.
d) When purchasing equipment and supplies, services etc. the
delivery organisation should ensure that it is able to obtain value
for money.
2.

Acceptance of Funding Award / Offer of Financial Support:
a) Any queries regarding this offer letter should be referred to the
Town Council’s Responsible Finance Officer.
b) Please sign below to show that you have read and understood
the Conditions of Funding above
Name ISLA BIGGS

Signature

c) A copy of these Conditions will be sent to you with your cheque

