Congleton Town Council

Historic market town
Chief Officer: David McGifford

15" March 2018

To: MEMBERS OF THE FINANCE & POLICY COMMITTEE

Dear Councillor,

Finance and Policy Committee Meeting — Thursday 22" March 2018

You are requested to attend a meeting of the Finance and Policy Committee to be held in the
Town Hall, High Street, Congleton on — Thursday 22" March 2018 commencing at 7.00pm.

The Public and Press are welcome to attend the meeting. There may be confidential items
towards the end of the meeting which the law requires the Council to make a resolution to
exclude the public and press.

Yours sincerely,

David McGifford
Chief Officer

AGENDA
1. Apologies for absence (Members are respectfully reminded of the necessity to submit
any apology for absence in advance and to give a reason for non-attendance).

2. Minutes of Last Meeting (enclosed)

To approve the Minutes of the Meeting of the Committee held on 15" February 2018.

3. Declarations of Interest

Members are requested to declare both “pecuniary” and “non pecuniary” interests as
early in the meeting as they become known.

4. Qutstanding Actions

None

5. Grant Approvals and Commitments 2017-18 (enclosed)

To receive a statement showing the current position.

Congleton

beartown

where friends are made

Congleton Town Council, Town Hall, Hiéh Street, Congleton, Cheshire CW12 1BN
Tel: 01260 270350 Fax: 01260 280357
Email: info@congletontowncouncil.co.uk www.congleton-tc.gov.uk



6. New Applications for Financial Assistance (enclosed)

GR12/ 1718 Ruby’s Fund £500 towards a soft play room

GR13/ 1718 Congleton Library £100 towards the Summer reading challenge

GR14/ 1718 Dane Valley Scouts ~ any contribution towards Jamboree 2019

GR15 /1718 Congleton Carnival £7,500 towards Carnivai 2018

GR16/ 1718 Bromley Farm Community £400 fowards newsletter

GR17/ 1718 Congleton Bath House and Physic Garden £100 Equip for community events
GR18/ 1718 Friends of Congleton Park £300 towards Brass on the Grass

GR19/ 1718 Go Triathlon Event £500 towards Children’s event.

GRZ20/ 1718 Congleton Museum £228 towards front improvements.

7. New Grant Activities Monitoring Forms

8. Management Accounts to 31st January 2018 (enclosed)

To receive and consider the Management Accounts to 31% January 2018.
9. Bank Reconciliation (enclosed)
To receive and consider the bank reconciliation as at 31* January 2018.

10. List of Payments (enclosed)

To receive and consider the Payments List between 1% January and
31° January 2018.

11. Interim Internal Audit Report (encilosed)

To receive and approve the interim internal audit report 2017/18.

12. Business Risk Assessment 2018/19 (enclosed)

To receive and approve the Business Risk Assessment for 2018/19

13. Financial Regulations {(enclosed)

To receive and approve the updated Financial Regulations.

14. Standing Orders for Contracts (enclosed)

To receive and approve the updated Standing Orders for contracts.

To: Members of the Finance & Policy Committee

Clirs:
G Edwards (Chairman), Mrs. J Parry (Vice Chairman)
Mrs D S Alien, J G Baggott, P Bates, R Boston,
Mrs S A Holland, Mrs A E Morrison, M A Walker and Mrs E Wardlaw

Ces:  Other members of the Council and Honorary Burgesses (5) for Information; Press (2)
Congleton Library, Congleton Tourist Information Centre.
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CONGLETON TOWN COUNCIL

MINUTES OF THE MEETING OF THE FINANCE & POLICY COMMITTEE
HELD ON THURSDAY 15" February 2018

Please note — These are draft minutes and will not be ratified until the next meeting
of the Finance & Policy Commitiee on 22™ March 2018.

PRESENT - Counciliors

G Baggott

P Bates

R Boston

D Brown

G R Edwards (Chairman)
Mrs, S A Holland

Mrs J D Parry

M Walker

. Apolcgies

Apologies for absence were received from Clirs Allen, Morrison and Wardlaw and non-
committee member G Williams.

Minutes

FAP/52/1718 RESOLVED that the Minutes of the Meeting of the Committee held on
11" January 2018 be approved and signed by the chairman,

Declarations of Interest

Members are requested to declare both “pecuniary” and “non pecuniary” interests as
early in the meeting as they become known.

Clirs G Baggott, P Bates, and Brown declared a non-pecuniary interest in any matters
relating to Cheshire East Council.

Qutstanding Actions

There were no outstanding actions.

Grant Approvals and Commitmenis 2017-18

A summary of grant approvals and commitments was considered by the committee and it
was noted that £11,705.60 was remaining for grants for 2017/18.

FAP/53/1718 RESOLVED that the grant summary be received and that £1,000 be vired
from the main grant budget to Subsidised Use of the Town Hall.

New Appilications for Financial Assistance

FAP/54/1718 RESOLVED that the following grants be awarded:-

1




10.

11.

12.

13.

14.

15.

16.

GR11/1718 — Congleton Pantomime - £250 towards the 40" Anniversary Production
2019.

New Grant Activities Monitoring Forms
There were no Grant Activity monitoring forms .

Management Accounts to 31* December 2017

FAP/55/1718 RESOLVED to receive the management accounts to 31% December 2017..

Bank Reconciliation

FAP/56/1718 RESOLVED to receive and consider the bank reconciliation as at
31% December 2017.

List of Payments

FAP/57/1718 RESOLVED to receive and consider the Payments List between
1% December 2017 — 31 December 2017,

Streetscape Van Leasing

FAP/58/1718 RESOLVED to receive and approve the recommendation to lease the
Streetscape vehicles from West Wallasey

Roval Visit payments

FAP/59/1718 RESOLVED to approve the use of the Tourism EMR for the cost of the
Royal Visit and to review the processes in the Financial Regulations to avoid
retrospective approval for revenue expenditure.

Paddling Pool Expenditure

FAP/60/1718 RESOLVED to approve the recommendation to replace the paddiing pool
pump before the 2018 season subject to the Chief Officer checking an alternative supplier
and the specifications on the quotations supplied. The Chief Officer has delegated
authority to work within the budget of £5,118.50p plus vat.

Investment Policy

FAP/61/1718 RESOLVED to approve the Investment Policy for 2018/19.

Investment Strategy

FAP/62/1718 RESOLVED to approve the Investment Strategy for 2018/19.

Appointment of the internal Auditor

FAP/63/1718 RESOLVED to reappoint Auditing Solutions Ltd as the internal auditors to
Congleton Town Council for 2018/19.

Clir G R Edwards
(Chairman)
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Part 1: Applicant(s) and Project Details

~ Congleton Town Council
© Application for Financial Assistance

CONCH

Applicatio; Reference Number (office use only) ' ) )
O] 1313

1.1 Applicant(s):

KASON  Padl.

1.2 Representing:

Liiels fFun o

1.3 Email Address.;

oY T T

COFT PLAY Koo

15 Project Title:

16 Project Objectives:

To PROVIOE AN INCLUSIVE. SOFT fiat oo
F ALL. CHILDREN + Young PeoRE  BSPeCite—

—_i_._7_ Brief ijéct Description:

To HAVE A SOET PAY Room Wil
AROOED WOLLS + FLoc2iva oL
PASl THERE Wi BE A BURBRE TURE
+ RENVEARBRE. P PANELS.

1.8 Details accounts/budyets

WE HAVE REQVED MoNEY ViA DoNATION.S
+ FUNCRALS NG Tp THE Sunn o~ L1395 50

A4 AT COnmisSt O AN A

Part 2: Cost Deta'ss / Resoucces / Timescale

2.1 Tetal Cost of Project:

E1§9S 50

2.2 Total contribution sought:

FSoo OO0

23 | What will ‘he marsy he
spent on?

CondTRARSTL D TOWYLDS THE THTAL
COST AE THE PPOCED Flam@inNYx

CF THe ST AA™ Koo

THOSE WITH AOOITIOOAL NEDS T O DEVELSP

SIPTIAL AWAEESS 00 GOENT + EXERCISE Trbo) \;f
..‘_

CeToen Qo1 N CLOED . ACoeTS AVABHE




project fromi start to finish:

ONE e FEara ARANEG ol YR,

Part 3: Potential Benefits / Outpuis

EXY

What are the potentiol
henefits/outputs to residents
of Congleton

Te S0 T ALy Loomy 16 SPEGiaicausy
DESIERELY Fol. CriuOREN CF AU AGES

SKILLS ¢ T Fave FUN

3.2

Are there similar services/
profects provided in the area

NO

Part 4: Evaluation/Publicity

4.1

How will . he projoct be
evaiuated and who will carry
cut the evaluotion?

?

VES w E Wil & m,ﬂa;mfr«z: *z”;-a:ez PecyecT

Describe  how  you  will
promote the Town Council in
your project

WE WL HOVE O FuAsuad On THE
AL, PECNOTE "The PETeECT

AN THE INERSTE T ON THE IS s cy

pgte: b € }’cQ ! 15

Signature: @ Ry

T

2.4 | Any ongoing costs: ﬁ\( 1 {
2.5 Details of wanfivnwsd gich S {43 w
Sfunding include source jjf' ! wi‘{") hJ> if Ve ﬂLJ(;f:ﬂ 3 / 5@%
Cash:  yoqy. §0 | RECIOSEO ThH THE SLVY e
i3y, KU
Inkind:
WAL PANELS BB TR0 Iyseiees B8 oy NOPNICHES
— el L e Fi“}[ﬂ S (ﬁm [{‘7’5‘;
26 | Resources needed: T COMPLETE THE éff(;}:‘:s.f'm NE
NEey Fesed Py g
EX, Estimated  timescale of

CAbL TIES T PRACTLSE + 1ondBovtl] :
THE . PLAY TN EMNENT + ConnMUEATION -




Page 1

wmaking sense of senses
Contact Name: Alison Parr
Centre Name: Ruby's Fund
Quote No: 25974 Date: 13 February 2018
Address: Upstairs Room
V.2ridian House, Row Street
Congleton
Cheshire
CWi2 1PG sales@rhinouk.com
Tel No: 01260 277666 www.rhinouk.com
Qty Code  Description | ~ Detalls  UnitPrice  Net Price
11.80 R0029 i:loor Padding- White (Depth 2") Click here £131.00 £1,545.80
INSTO1 Delivery & Installation £350.00
Designer: Keren Weills
Sales Administrator: Sarah Shore £1,895.80
£0.00
Note: THIS IS NOT A VAT INVOICE £1,895.80

All Quotations raised by Rhino UK are valid for three months from the date of the original quotation unless agreed in writing by Rhino UK.

Should there be any change to any roorn or area prior to fitting, notification must be made to Rhino UK 7 days prior to fitting. Current
Catalogue Terms and Conditions apply on all orders placed with Rhino UK. The above prices on this quotation apply only to the
above ordered as a whcle and not in part, part orders may incur increased prices, unless agreed in writing from the Sale Office.

s RS e S e




Charity Commission Annual Return 2017

RUBY'S FUND '
Charity registration number: 1152148
28 December 2017 Deadline

Most of the information you give in this form will become publicly avaitable on the Register of
Charities. Any field that the Charity Commission will not disptay will be clearly marked.

This document is a record of the information provided in the Anhual Return 2017.
THIS DOCUMENT IS A DRAFT AND HAS NOT YET BEEN SUBMITTED.

Do not send a printed copy of this document to the Charity Commission.

PART A - Charliy information

Financial PErOA STAM QB0 .o i e

20/02/2016

Financial period end date
28/02/2017

When is your next financial period end date afterthisone? e
2810212018 |

Income £

O U I

Spending £

£103,793

Did your charity operate outside England and Wales during the financial period covered by this
annual return?

No, the cherity did ot opsrals outside England and Wales i this financial period e




rity have during this financial petiod?

How many UK volunteers, excluding trusiees, did th

Does your charity own or lease any land ov buildings?

Yes, the charity owns or leases land or buildings
is any of your charity's land or buildings required to be used for the charity's purposes?

Yes, some or all of the land or buildings are sed for the charitable purposes of the charity

We currently have no active linked (subsidiary or constituent) charities associated with this
charity. If this is incorrect piease see our guidance on linking charities for administrative

purposes,

bl

Does the charity have a risk management policy? ...
Yes :

Does the charity have a written investment policy? . ..
Not applicable

Does the charity have a written safeguarding policy? o
Yeas

Does the charity have a conflict of interest policy?
Yes,

Does the charity have a policy for managing volunteers? e

Does the charity have written policies in handling complaints?

Does the charily have written policies on paying staff?
Yes
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Congleton Town Council
Application for Financial Assistance

Sudoon 1%{/6; £ - «f?

222 1%

Part 1: Applicant(s) and Project Details

Application Reference Mumber (office use enly}

GRI3|(T

—

1.1 Applicant(s):
Jenny Norton
12z Representing: ‘
CoV\g ledon Labmf\\j
1.3 Email Address: .
e ,\)Wﬂ-?\pﬁﬂhi@,mm{’ﬂﬂ?@ov-uif
:.4 Tel No. OIZ0 8“?5'5’5‘0
15 Project Title: Susvar Q""d"fﬂ Cl"ﬂi”!"s! Qogg)__ﬂv"émj,m'
Ol K17 K.
16 Project Objectives: Muktz o Lt Sheryieklidg etk fire £octtaSible o tvore famaties.
€ntowrnge fove cldiin to vead v pleasure -
Inoeage. Wbvowy fookfar), membtrship Figgaes.
Roword cud dven witta o fin free. evont for Legping up e Loy Skl
1.7 | Brief Project Description: u SU\MW dewg Chaihonge s & widoingd wahi Ot ot
chndran 1o ot o BoBKs Ortr yuwner fhug promehng
um% Log¥ grar et ad & Yecord brakung Lokt cuildren from
Wkon Fadie, PO LB 2ovp g s Mt Makers' b0
Celebrade §0 peen & &omo + e 0re Wueky 4o weltonaL pm{‘e)mw\al
&mdnmr Jd}w\ Ve who will be bmxgmg Aeans manjiaem tath haw
18 Details accounts/budgets

Part 2: Cost Details / Resources / Timescale

2.1 Total Cost of Project: )g OO
2.2 Total contribution sought:

£io00
2.3 What will the money be

spent on?

John Kk fee .




2.4 Any ongeing costs: N
N A
2.5 Details of confirmed match
funding include source
Cash:
N |
In kind:
2.6 Resources needed:
N A
2.7 | Estimated  timescale  of iy
project from start to finish: One dﬁﬁ [ BAR off rtnts mmdc{j 123
, Auguat  Loom—Ilam

Part 3: Potential Benefits / Outputs

3.1 What are the potential . .
benefits/outputs to residents A gmﬁ— Wswid Unable. 4aa 1o 0% tikess Lor gf%

of Congleton Qg §6 make A Rtk chpLle\lﬁ \hc.lun'we,_

T M) ba s cidwth st exponsnce of o v
Haodnad et .

Emﬁuggh Oaldnin witl bt radang fov pasmue + mi‘xtamhg kauo#,
3.2 | Are there similar services/ ru" i ) o o
projects provided in the area ' NBMMJ G\.‘W\:{l ar m fe are

Part 4: Evaluation/Publicity

4.1 How will the project be lyn v Srakuhes {ov evuns: 4 2at  how
v ey vusii gut
evaluated and who wifl carry | v &w %M’%[@‘ I.oagiif Hay fund
out the evaluation? . :

| 2 Overalt Sy fapdiig Chailiinge povhopahon Sk are ollaed Seplember

4.2 Describe  how you  will . . - .
’ y Town (et fogo on fmaxtenvy waderial (val—trs +5ocal tacha )

promate the Town Council in ‘ :
your project Orany Stahng ek Spovored by Town {owned.

B e Srosk of fiw @VIAE e con pubiically Ehant Town (uncud
for e Gvowd™ - _ '

Signature: //\/M,QQL,\ | Date: | i 3 l f ‘3




Part 1: Applicant{s} and Project Details

Congleton Town Council
Application for Financial Assistance

SUBMTITED MEE TTAN G
20 YL Che LS

QUALITY
TOWK

CAURLIL

.Appiication Reference Number {office use only) G’PJL\‘ / l:’ﬂ & 57 (7 g‘*é;’i‘ﬁ? P%‘;
— - R - i ‘ ST E{H\EE
1.1 | Applicantfs): Fo£ ROBason , 1227 3«4“5{‘ AARSAA |
B Jog  Fluuwrek
1.2 | Representing: DaE  VELLEY  ScowTs / EXFLORERS AS
Pt oF  MACCHESTEID 4 Conea ETON MiSTRLCr Seanis
13 Eiait Adlgliass: '
14 | Tel No. o
15 Project Title: lnfcﬂ”u‘_}) ScowT FTAMBERS 2019 CNS-J— meo
1.6 Project Objectives: O RASE Tands o THE TUREK
HoovE NAMED  SeanTs JEXPLORERS TO
ATTEND "THE  WST Aolq N WEST (1RGANIA .
1.7 | Brief Project Description: WORLD Scingr  JANBOREES ARE UWELD ONCL
FVay  Fwr Yemes Avd CATHES 0,600 SeowTs
WO ARCUND  THE Wik 1T IS A EDicaT ot
et To PRONGTE  FERCE AND LN DERTANY M-
AN YouNo TeoPhe  Foart DiFrereNr CuTuRE .
1.8 Details accounts/budgets

Part 2: Cost Detalls / Resources / Timescale

2.1 | Total Cost of Project: Z; N Les Gb
2.2 Total contributi ht: , o - . ,

otar contribution soug ANT  DonATION Witk B NG  ACFARETIATE D
2.3 What will the money be T kel e SVenTS ) CH BT 'FEI: 'J—‘—UC./HTS,,

spent on?

TRANSFERS JANBOREE FEE + KT~




Asry Grgokng costs:

2.5 Details of onfined nisteh
Junding include source
Crish:
in kind:

2.6 Resources needad:

2.7 Fstimeted  timesoole of

project from stark io finksiv

NOVETISER. Qo177+ Hugusi 2019

Pary 3 Potential Benefits / Outpuis

3.1

What wre the polentlal
henefits/ouipits to rasidents
of Congleton

THE THRER  Youno GroRlE ik BEEN, AND NIk
CenTINAE TC BE, IV vEvED N ATEAL VOLwaTERRI NG +
CONNUN T Widg FaunD RASING “TREY WhvE HELPEY AT

UE RTINS SANTH Taghi AN THE Gl SKON, AND HEIZ
g B CES W Adtde SWARKTARISES , Fefta RE PLANS Iy
A VIekAGE TARN M},\(ézfﬂ, Hus ICAw EVENING, SrARALS AT

Are there similor servvices/
projecis provited in the orea

LA FTES INCLRD (i &'&f‘fﬁmmfﬁ?\f& BIHL R, WeNTEERI NV,

Part 4: Evaluation/Pablicliy

4.1 How will the project be A BRI NG (5 OVERSEEN  BY
evaluated and who will corry o N _ . "
out the evaluation? vl ENEN | MACCAESF1aLD 4 Condrkat
? DISTRACT Cor{MISS e 21,

4.2 | Describe how you Will | paiy DeniATIoN Woned B AreREDITED

promote the Town Council in
your project

IN PREMTIoNA.  YRTERY AL AND  ABTAL

B PapLicATeNS

Date; [) 3‘?{

Signature: 1:_»»*/ S Y
(4 0

S (T
SHTTRS
<y N TN

QUL G LH

GYSol

MowS &
LANE

OIS 712




Part 1: Applicant(s) and Project Details

CypmMIrren m CETTN G
998 par by 2B

Congleton Town Council
Application for Financial Assistance

Application Reference Number {office use only) GFU S’ / M g

11 Applicant(s):

Janet Etridge

1.2 Re'b}ésten ting:

Congleton Carnival

1.3 Email Address:

info@congletoncarnival.co.ul

1.4 Tel No.

1.5 Project Title:

Congleton Camivélﬁ Parade and Fun Day 2018

1.6 Project Objécti ves:

To deliver a carnival procession and fun day in the park for Congleton.
To give residents, schools, neighbourhoods, groups and businesses the
opportunity to get involved in their local community

To bring the community together

To promate Congleton as a place to visit

To hold a bucket collection for local charities and good causes

1.7 Brief Project Description: -

Congleton Carnival Committee is busy preparing for the 2018 Carnlval.
i will consist of a large and colourful parade with a theme of
Superheroes and Villains. The parade will process through the town,
leaving Bromley Road at 1lam and arriving at the Congleton Park
around 60— 90 minutes later.

There will also be a fun day in the park with food and craft stails, fair
rides, a wide range of entertainment, music, food and drink.

The parade will he free to enter. There will be no admission to visitors
attending the park. Park entertainment and activities are expected to

last from 1lam to 7pm,

1.8 | Details accoun ts/budgets

Available on request

Part 2: Cost Details / Resources f Timescale

. 2.1 | Total Cost of Project:

1 £20,000

' 2.2 Total contribution sought:

£7,500




2.3 What will the money be | The funding being sought from Congleton Town Council will largely pay
spent on? for the logistics of making the event possible inchuding:
Road Closures for the Parade
Marching Bands for the Parade
First Aid at the Park
Security at the Park
Toilets
Insurance
Signage
skip hire
Publicity and Marketing
A key act or two for the park
2.4 Any ongoing costs: None — this is a one day event.
Bucket Collections made on the day will be donated to local charities
Any surplus will be held in Congleton Carnival bank account to help with
future carnivals,
2.5 Details of confirmed match
funding include source
Cosh: There will be income from stalls, programme sponsorship and small fair
rides. Carnival Committee is also applying to local trusts.
in kind: Hundreds of volunteer hours given by local peaple
2.6 | Resources needed:
2.7 Estimated  timescale  of | Preparation on going. The avent will last one day, completing on the
project from start to finish: evening of Saturday 7" July.
Part 3: Potential Benefits / Outputs
3.1 What are the potential
benefits/outputs to residents | Free entertainment for the whole family.
of Congleton A feel good factor day for the town and a chance for alt to get involved
and connect with their community
tncreased tourism and footfall through the town
Improved community spirit.
3.2 | Are there similar services/

projects provided in the area

There is only one Congleton Carnival and it happens biennial




Part 4: Evaluation/Publicity

4.1 How will the project be
evaoluated and who will carry
out the evaluation?

3

Members of Carnival Committee will evaluate based on

Numbers in the Parade, numbers in the park, press coverage, stall
holder feedback, volunteer feedback and funds raised through the
bucket collection.

4.2 Describe  how you will
promote the Town Councif in
your project

Congleton Town Council will be acknowledged as the main sponsor with
their logo included on publicity materials and carnival brochure. Happy
to consider any requests for further involvement or recognition.

Sianature@V

q’l &I] 1R Dpate:




Part 1: Applicantls) and Project Details

Pﬁﬁlicationﬁeference Number {office use only)

s Congleton Town Council oy
™ Application for Financial Assistance

SUBMITTED MECTTE -
20 (YO 18

Council

GRi6 (13 %

1.1

Awp_ph cant(s):

1.2

1.3

Representing:

Glen Williams

Bromiey Farm Community Development Trust

Email Address:

1.4

Tel No.

1.5

Project Title:

Bromley Farm News

16

Project Objectives:

To produce an eight page quarterly resident newsletter.

To inform residents of what is going on In the Bromley Farm
neighbourhood.

Highlight and showcase the positive changes in the Bromley Farm
neighbourhood. During 2018 this will include 15 years of Bromley Farm
Community Development Trust, 10 years of the Friday night youth club,
10 years of the Bromley Farm News, Bromiey Farm in Bloom, NRG
Youth Project and school holiday activities for young people and
parents.

To provide informative articles from partner organisations that have a
relevance to life on Bromley Farm improving wellbeing of residents.

To forge stronger links between organisations delivering services to
residents of Bromley Farm and the residents themselves,

To promote an increased range of services and activities to improve the
well-being of Bromley Farm residents reducing dependency and costs
on the public purse,

1.7

Brief Profect Description:

The project is to produce a popular and weli received community based
newsletter for a further 12 months. The newsletter is well established
for 10 years and this is the main way the Trust and other partner
organisations can effectively communicate with the community directly
into resident’s homes. Bromley Farm Community Development Trust
are embarking on an ambitious plan to produce a vision for the
neighbourhood and the Bromiey Farm News will be a key component of
promoting this and to get engagement from residents. The newsletter
is the main way we promote what is going on at the community centre
and around the neighbourhood.

1.8

Details accounts/budgets

Cost of each newsletter is currently £400 per edition
Total cost for 12 months is £1600




Part 2: Cost Details / Resources / Timescale

2.1 Total Cost of Profect: £1600
2.2 Total contribution sought: £400
2.3 What will the money be | The money will be spent on the production of the newsletier namely
spent on? design contributions and printing costs.
2.4 Any ongoing costs: Necne
25 Details of confirmed match | Bromley Farm Community Development Trust £600
funding Include source
Cash: Cheshire Community Foundation £400
C4C £200
In kind: Local residents will deliver the newsletter saving at least £300 over 12
months
2.6 Resources needed: No specific resources except contributions of articles from pariner
organisations, and funding to print the newsletter.
2.7 Estimated  timescale  of | May 2018 — May 2019
profect from start to finish:

Part 3: Potential Benefits / Outpufs

3.1 What are the potential | Bromley Farm residents from 1300 homes will be regularly updatecﬂ
benefits/outputs to residents with what events and activities are taking place in their neighbourhood.
of Congleton These residents will have the knowledge of what is planned in their

neighbourhood and how they can get involved.

Key information and advice will be provided through the newsletter.
Provides a valuable link between organisations delivering services and
the community.

Demonstrates that organisations are responding to local priotities.
Shows the benefits of partnership working in action.

Provides an opportunity for residents to be engaged and involved in
beneficial projects.

Encourages volunteering in the community.

Improves the wellbeing of residents by increasing engagement in
valuable services and activities.

Nearly 200 residents provided positive feedback during 2017 about the
newsletter and we will ook to build on this during 2018.

3.2 Are there similar services/ i Bear Necessities, This is a valuable town wide newsletter, but is not

projects provided in the area resident led and focussed directly on the needs of Bromley Farm
residents. Congleton Town Council regularly contributes articles for the
Bromley Farm News
.

Part 4: Evaluation/Publicity

Ei

How will the project bhe
evaluated and who will carry

The project will be evaluated by the Trust through sample phone calls
and home visits throughout the year. The last 12 months 200 such

;
i
i
1




out the evaluation?

contacts were made with a 97% favourabie response rate. it will also be
evaluated by the range of articles from different organisations. We will
also evaluate by the level of attendance at our groups and events.

4.2

Describe  how  you  will
promote the Town Council in
your project

The town council’s logo will appear in each edition,
We will include articles from or about Congleton Town Council in the
next 4 editions,

N > P - -
Signature: C--t > (M ‘-AMJ:"’--’V\/) Date: 25 ’ ?:> A g
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Application for Financial Assistance
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Congleton Town Council o
Application for Financial Assistance

Part 1; Applicant(s) and Project Details

Application Reference Number (office use oniy} (;11 1&\'} (5( /( Ea %
!

1.1

Applicaﬁﬂs):

Clir Suzie Akers Smith

1.2

Representing:

Health and Welibeing Committee, CTC

1.3

Email Address:

1.4

Tel No.

1.5

Project Title:

700 Mayor's GO TRI Triathfon Event for children

1.6

Project Objectives:

1. Toimprove personal fitness levels, feel good factor and have fun.
2. Toinspire people to become more active,
3. To promote swimming, cycling and running for fitness.

1.7

Brief Project Description:

A taster triathlon to encourage children to take part as individuals or as a
team, GO TRI is an initiative by Triathlon England to provide children and
young people with the opportunity to find out what a multisport activity
is like and at minimal cost.

The aim of GO TRl is for people to discover the sport, enjoy the
achievement of finishing an event and believing that triathlon and its
related multisport is for them. For many who take part this wili be their
first entry into the sport. Many will then go onto club and commercial
events already established.

A triathion is a consecutive swim, cycle and run with distances varying for
age groups and for different types of events.

There are very few events of this kind for children and to be able to host
one in Congleton will inspire children and young people to get fit and
take part.

1.8

Details accounts/budgets

As this is a free to enter event, we cannot raise funds from the children,
funds are required to ensure health and safety measures are supported
and to cover the costs of organising the event.




Part 2: Cost Details / Resources / Timescate

2.1 | Total Cost of Profect: £1920

2.2 | Total contribution sought? | £500

2.3 | What will the money be £250 for first aid, and £250 for medals and certificates for 228 children

spent on?

2.4 | Any ongoing costs: No

2.5 | Details of confirmed mateh | £250 from the Young People’s Trust

Junding include source
Cash:
R Marshals and help from Everybody Leisure staff, Congleton Cycling
1 ing: Club, The Danes swimming club, Congleton Harriers, Air Cadets,
Congleton Pavilion, Friends of Congleton Park, Morrisons, Tesco and
other volunteers.

2.6 | Resources needed: Medals and certificates, trophies, first aid, pay for use of the leisure
centre, advertising and promotion, PA and music on the day, food and
drink, race and bike numbers.

2.7 | Estimated timescale of 4 months, started organising in Januéry and project ends on the 22nd

project from start to finish: | April 2018
Part 3: Potential Benefits / Outputs

3.1 | What are the potential The British Triathlon GO TRI event will support over 200 Congleton

benefits/outputs to children to take part in either swimming, cycling or running or all three

residents of Congletony

disciplines. The event includes primary school and secondary schoo!
children and children from different groups such as the Air Cadets, the
swimming, running, football, clubs etc. The event is being held in
Congleton Leisure Centre and Congleton Park and is being supported by
the Congleton Harrlers, Congleton Cycling Club, The Danes swimming
club, along with volunteer marshals from the Air Cadets and Friends of
Congleton Park.

This year we are encouraging any activity or sporting clubs that would
like to showcase what they do by setting up a table/garebo inside the
running area of the event. Please see map attached. So far the rugby
and foothall, cycling and running clubs are going to be there on the day
to encourage young people to take part in an activity. Since the
triathlon is also encouraging adults to participate in an event after the
Go Tri event {t will be a family day out for all the family. We are also
inciuding a 50m sprint for 7's and under, dressed up as a medieval
character to celebrate 700 years of Mayoralty in Congleton.

We would like to be able to help those taking part feel encouraged by
their achievements with rewards for their participation, and
encouragement to keep on being fit and carry on exercising.

The Health & Wellbeing Committee has been set up to promote healthy
lifestyles, fitness, and to encourage residents of Congleton to think
about their own wellbeing, health and fitness. An example of the way




we have promoted health and fitness is through the first Congleton
Sprint Triathlon which took place in 2017 and encouraged people who
had not exercised for a jong time to take on a programme of fitness and
to enter in their first sprint triathton event.

We also support activities to promote mind fitness as well as thinking of
ideas that will help Congleton residents be more active on a daily basis.

We are part of Congleton Town Council, but all members of the
committee are volunteers.

3.2

Are there simflar
services/projects provided
in the area?

No

Part 4: Evaluation/Publicity

promaote the Town Council
In your project?

4.1 | How will the project be The project is evaluated by comments and feedback from the entrants
evaluated and who will and the other groups and volunteers that take part in the event.
carry out the evaluation? | Fyaluation is carried out by the organisers, collated either via email
and/or a mop up meeting to go through what went well and what could
he done bhetter.
4.2 | Describe how you will The Congleton Town Mayor Clir Charles Booth is iearning to swim to

take part in the event, which is encouraging for others to give it a try.
The Town Council logo is being used on all correspondence, and the
event has the support of officers and councillors, some of whom are
taking part. To promote the event for children to take part will means
that all the schoals are being sent details of the event and in some way
be involved.

Signature:

Dagie




Go Tri Event Cosis and lncome;

Children- 60 teams - primary school age = 180 children
48 individual entries = 48 children
Total children allowed 228

income:
e Young Peoples Trust- £250.00
e Inclosure Trust

Town Trust
e Congleton Partnership
e Tesco

e  Morissons

Expenditure as of March 2018:
e Medals and certificates (£2.20 each)

Trophies

First Aid

Leisure Centre- use on the day and training
Advertising

e PA Music for the day

o Food (subsidised by The Pavilion)

e Race and bike numbers

Sub Total

@ o 8

£500.00
£50.00
£200.00
£300.00
£300.060
£50.00
£400.00
£120.00
£1920.00




700 Mayor’s Charity Sprint Triathlon Event 2018 in Congleton Park and Congleton Leisure Centre
Sunday 22 April 2018 - Go Tri children’s event starts at 1.30pm.

6km bike
25mins
6.5 laps

1.8km run
16 mins
4 laps

¢ ongleton
Park

150m swim

6 lengths
5 mins
.,
S\QOQ‘DD.Q _I\m.&n

Prize Giving from 4.30pm

Juiod 3u155010



Part 1: Applicant(s} and Project Details

Congleton Town Council
Application for Financial Assistance

Application Reference Number (office use only} GR 20/ 1718

1.1 Applicant{s): Sam Vinsun

12 Representing: Congleton Museum

1.3 Email Address:

1.4 Tel No. 01260 276360

1.5 Project Title: Museum Front Improvement

1.6 Project Objectives: To enhance the look of the entrance to the Museum

1.7 Brief Project Description: Banners to be designed, printed and attached to the front of the
Museum.
To add colour and to advertise the key aspects of Congleton Museum
and what it has to offer.

1.8 Details accounts/budgets Quote for the banner attached.

Part 2: Cost Details / Resources / Timescale

2.1 Total Cost of Project: £728.00
2.2 Total contribution sought: £228.00
2.3 What will the money be | The final banner for the front of the museum.
spent on? X3 banners are complete, leaving a fourth space currently empty.
Museum in-house design has kept costs to a minimum.
2.4 Any ongoing costs: N/A
2.5 Details of confirmed match | £500.00 already contributed by Congleton Museum.
funding include source
Cash:
In kind:
2.6 Resources needed: N/A




2.7

Estimated  timescole  of
project from start to finish:

End of April 2018.

Part 3: Potential Benefits / Quiputs

projects provided in the area

3.1 What ore the potential | The banners on the front of Congleton Museum will add colour and
benefits/outputs to residents | visuals on first look at the building and the design gives brief key
of Congleton aspects of what the Museum has to offer,

The bright colours and design will attract more people to the Museum.

3.2 Are there similar services/ | No.

Part 4; Evaluation/Publicity

4.1 How will the project be | A monitoring form and pictures of the project will be sent in for the
evaluated and who will carry | next Finance & Policy Committee Meeting once the project is complete,
out the evaluation?

4.2 Describe  how you will | Congleton Museum always works closely with the Town Council.
promote the Town Council in
your project

Signature: S. Vinsun Date: 15.03.2018




FRIMT OISRLAY BHGHAGE

Estimate No: 57151

Date: 13/03/2018

Sam Vinsun
Congleton Museum

Title: 3500 x 600mm Vinyl Covering

Dear Sam

Thank you for your enquiry. We have pleasure in submitting the following estimate for your approval.

Description: 3500 x 600mm Vinyl Covering

Origination: Customer to supply print ready PDF

Proofs: PDF proof supplied.

Colour: CMYK one side only.

Size: 3500 x 600mm

Materials: WW300 Grey Back Self Adhesive Vinyl.

Finishing: Apply gloss laminate,frimmed to size and re-cover the existing sign in-situ.
Delivery: Congleton Museum

Quantity: Price

1 £190.00

| trust this is of interest to you but should you require any further product information, samples or would simply
like to discuss this further please do not hesitate to contact me.

NON AGCOUNT CUSTOMERS ARE ON A PRO FORMA BASIS AND MUST MAKE PAYMENT PRICR TO
ANY WORK BEING CARRIED OUT.

| laok forward to hearing from you soon.

Best regards,

Lucy Carpenter

** plaase ba advised that in the current climate, quotes are valid for a maximum of 10 days from date quoted **

VAT at the standard rate of 20% will be added where applicable

Spiral Colour, Augusius Mili, Buckley Street, Macclesfield, Cheshire, SK11 6UH
www.spiralcolour.com e: sales@spiraleolour.com b +44 (0) 1625 435130

Part of Alimand - Smith Limited %"éﬁﬁlh‘




CONGLETON TOWN COUNCIL

COMMITTEE REPORTS AND UPDATES

COMMITTEE: = | Finance and:Policy. Committee - SRk I R
‘MEETING DATE .22nd March 20']8-7pm_ LOCATION - :"Congleton Town Hall -
AND TIME . R e
REPORT FROM Jackle Potts' Support Manager R
AGENDAITEM - | o B '
REPORT TITLE : -Management accounts to January 2018
Background
Variance analysis of the Management Accounts to January 2018 to accompany
the spreadsheet.
Updates These are for 10 months of 2017/18 (April to January 2018) — so 83% of the

budget would be used if expenditure was regular monthly. Please see
spreadsheet for details. Central overheads reallocated is an accounting
mechanism to apportion the administrative costs over all the other cost centres
containing staff, in line with the audit and accountancy regulation guidelines.
The figures to January 2018 show figures largely in line with the budget.

Finance and Policy Committee

Corporate Management

Overall on budget

o The training budget has been used but the Health and Safety audit
showed gaps in management knowledge so essential training has been
arranged. There is a training EMR which will be used to fund this but the
training budget for next year has been increased.

¢ Subscriptions and Publications, and Insurance are full year costs.

e Reception TIC is an annual charge paid in October for the TIC to act as
the Town Council's reception.

¢ Bank Charges — internet banking charges are higher than budgeted.

e Audit fees — external audit is accrued for at the year end and the
internal auditor has completed the first of 3 visits.

Democratic/Civic

¢ This cost centre is over budget due to nearily £18,000 of election costs.
There is £15,000 in an earmarked reserve but this then will need
replacing from any underspend at the year end.

Grants'

e £10,456 is still available for grants up to 31/03/18.




Community, Environment and Services Committee

Generally on budget

e PCSO’s is a full year cost.

e Christmas Fayre is showing an overspend but £1,000 extra sponsorship
will be shown as received in February.

e Streetscape Insurance is a full year cost

e General expenditure is overspent and includes skip hire, traffic cones &
signs, various materials for repairs.

e Streetscape External work has brought in £6,773 income up to January
2018

Town Hall Committee

» Expenditure slightly over budget and income slightly over so overall 69%
of budget used.

Personnel Commitiee
e Staffing costs on budget.

Decision
Requested

To receive the Management Accounts for January 2018




Congleton Town Council - Management Accounts - January 2018

Finance and Policy

1

=

1

N

Corporate Management
Staff Costs (re-allocated)
Travel

Training / Conferences
Rent Payable

Reception - TIC
Miscellaneous Office Costs
Telephone/Fax/Internet
Postage

Stationery & Printing
Subscriptions & Publications
Insurance

Computer/IT Costs
Photocopy Charges
Recruitment Advertising
Other Advertising

Bank Charges

Audit Fees - External

Audit Fees - Internal
Accountancy Support
Legal & Professional fees
HR & H&S support

Central Overheads reallocated

Corporate Management:-Expenditure
Printing and Stationary recharges
Interest Receivable
Misc Income
Corporate Management :- Income

Net Expenditure over Income
Democratic Rep'n & Mamt/Civic
Staff Costs (re-allocated)
Training / Conferences
Stationery & Printing
Marketing/Promotions
Council Newsletter
Council Website
Mayor's Allowance
Members Expenses
Civic Expenses
Civic Regalia
Hall & Room Hire
Civic Artefacts and Treasures
Election expenses
Central Qverheads reallocated

Democratic Rep'n & Mgmt/Civic:-Expenditure

Grants

F&P Income - Expenditure Totals

Current Month Actual Year Current Variance
Actual To Date Annual Budget  Annual Total
11,786 114,860 136,484 21,624
0 228 900 672

184 1,184 1,000 -184
1,163 11,625 13,950 2,325
0 3,083 3,010 -53

19 347 400 63

53 663 3,000 2,337

942 2,545 2,500 -45
198 1,814 2,000 186

0 2,841 2,900 59

0 8,127 9,800 1,673

815 8,446 9,950 1,504
-38 1,743 2,500 757

0 0 500 500

0 134 300 166

63 695 600 -95

0 0 2,000 2,000

0 420 1,260 840

0 2,420 4,100 1,680

0 174 3,000 2,826

0 3,575 4,000 425
-2,151 -39,375 -56,292 -16,917
13,034 125,529 147,862 22,333
0 =212 0 212

-215 -3,767 -3,000 767
-207 0 207

-215 -4,186 -3,000 1,186
12,819 121,343 144,862 23,519
2,116 21,163 25,396 4,233
0 0 500 500

138 225 500 275

0 1,190 900 -290
1,171 3,513 5,230 1,717
70 70 1,500 1,430

0 3,000 3,000 0

0 0 200 200

0 3,710 5,000 1,290

0 0 250 250

618 4,063 5,500 1,437
50 535 500 -35

0 17,914 0 -17,914

100 1,833 2,520 687
4,263 57,216 50,996 -6,220
0 55,027 65,483 10,456
17,082 233,586 261,341 27,755

% of
Budget

84%
25%
118%
83%
102%
87%
22%
102%
91%
98%
83%
85%
70%
0%
45%
116%
0%
33%
59%
6%
89%
70%

85%

126%
#DIV/0!
140%

84%

83%
0%
45%
132%
67%
5%
100%
0%
74%
0%
74%
107%
#DIV/0!
73%

112%

84%

89%



Current Month Aclual Year Current Variance % of

Actual To Date Annual Budget  Annual Total  Budget
Community, Environment & Services
Paddling Pool 50 20,754 23,529 2,775 88%
Floral Displays -1,018 10,011 12,000 1,989 83%
Allotments 36 252 290 38 87%
Public Toilets 1,205 5,605 6,775 1,270 81%
Public Realm CCTV 0 9,544 14,450 4,906 66%
Congleton Partnership 2,794 27,938 33,525 5,588 83%
Community Development 4,855 50,294 62,364 12,070 81%
Police Community Support Officers 0 47,672 48,150 478 99%
Christmas Fayreflights 1,274 5,441 4,000 -1,441 136%
Neighbourhood Plan 0 0 0 0  #DIv/O!
Tourism 4,482 6,695 4,000 -2,695 167%
From Tourism EMR -4,482 0 0 4,482  #DIV/0!
Youth and Young People 32 579 2,000 1,421 29%
Luncheon Club 1,254 5,421 11,000 5,579 49%
10,482 190,106 222,083 36,460 86%
Streetscape
Staff Costs 30,959 312,259 375,834 63,575 83%
Agency Staff 0 0 6,000 6,000 0%
Training 0 2,000 2,000 0 100%
Protective Clothing\H & Safety 1,083 3,483 3,000 483 116%
Office rent 256 2,556 3,067 511 83%
Cleaning Materials 320 3,301 3,000 301 110%
Telephones 45 198 1,200 1,002 17%
Insurance 0 5,307 6,400 1,093 83%
Property maintenance 0 567 1,000 433 57%
Horticultural etc Supplies 170 17,591 16,000 1,591 110%
Vehicle maintenance/Serv etc 80 5,665 8,000 2,335 71%
Vehicle fuel and oil 632 10,265 15,000 4,735 68%
Vehicle rental charges 3,404 31,120 35,616 4,496 87%
Street Cleansing 92 2,759 3,000 241 92%
General expenditure 0 2,687 1,600 1,187 179%
Central Overheads Reallocated 1,481 27,132 39,740 12,608 68%
Rechargable expenses 0 48 0 48  #DIV/O!
Streetscape Expenditure 38,522 426,938 520,357 93,419 82%
Streetscape - Income -305,585 -368,220 -62,635 83%
Streetscape - External work income 0 -6,773 0 6,773
Streetscape - Misc Income 0 -675 -900 -225 75%
0 -313,033 -369,120 -56,087 85%
Net Expenditure over Income 38,622 113,905 161,237 37,332 75%
C,E &S Income - Net Expenditure Totals 49,004 304,011 373,320 73,792 81%
Town Hall
Town Hall - Expenditure 152,047 173,823 -21,776 87%
Town Hall - Income -106,618 -107,950 1,332 99%
Net Expenditure over Income 0 45,429 65,873 -20,444 69%
Total Net Expenditure 0 583,026 700,534 81,103 83%

Personnel

Staff Costs - Reallocated 56,117 568,715 681,905 113,190 83%




Reserves as at 31/01/18

General Reserve

Capital Equipment Fund
Capital Contingency Fund
EMR Elections

EMR Carnival

EMR Crime Prevention/Traffic calming

EMR Ancient Treasures
EMR Website

EMR Training

EMR Streetscape

EMR Loan Repayments
EMR Toilets

EMR Play Areas

EMR Public Realm
EMR Legal Fees

EMR Tourism

EMR Congleton Neighbourhood Plan
EMR Cenotaph

EMR Rotary Bonfire
EMR in Bloom

EMR Christmas Lights

176,859
35,240
246,583
15,000
6,210
3,779
3,000
1,651
1,747
56,767
850
24,012
6,000
12,000
5,202
10,518
24,371
10,000
5,000
3,000
7,673

654,452




/
7 Date:  15/02/2018 Congleton Town Council 17 18 : Page No: 1

Time: 1049 User: JP

Bank Reconciliation Statement as at: 31/01/2018 for Cash Book 1 RBS Current/| Access Acct

Bank Statement Account Name (s) Statement Date Page No Balances
RBS High interest Alc 11411162 31/07/2016 646 0.00
RBS Current Account 11411170 31/01/2018 252 203,435.99
203,435.99 |
Unpresented Cheques {Minus) Amount .
12/12/2017 008481 Cheshire East Council 180.00 %/:/ ié
09/01/2018 008501 Brereton Bears childcarevouche 50.00 ¥
17/01/2018 008503 Broken Cross Paint & Wallpapet 13.056 *
19/01/2018 008506 EE 54,16 ™
— 30/01/2018 008508 Ann Beedham 40.00~
'\‘ 30/01/2018 008509 Broken Cross Paint & Wallpapet 57.63 %
30/01/2018 008510 MPH Services 80.00 «
30/01/2018 008512 Sandbach Partnership 500.00 <«
30/01/2018 008513 Stringing and Frames 1,190.00
30/01/2018 008514 Stu's Porta Loos 354.00\
30/01/2018 008511 Mr David Pugh 1.470.00
3,988.84
199,447 .15

Receipts not Banked/Cleared (Plus)

.00
199,447.156

Balance per Cash Book is :- 199,447.15

Difference is :- 0.00

A §E?‘€fgf>ﬁmdti%“
tor Andiling Soferiio.




o

Ein

SIBA and Cambridae and Counties Bank Balance as at 31/01/2018

Balance per Special Interest Bearing Account (10180876)
Cambridge and Counties 1 year fixed deposit

608,486.99
150,000.00

758 486.99

Balance Omega code 202




Congleton Town Council 17 18

RBS Current/] Access Acct

List of Payments made between 01/01/2018 and 31/01/2018

60743/8692/Prism telephones

41100797/8728/election costs
4772/2018/8702/equip protectio

33/8770/In Bloom awards transp
INVO3039058/8794/Water charges

1451467/8737/P pool standing ¢
01269090304/8773/SS phone

V01446195527/8803/JM phone

141117/8805/P/shipMW Book

0004/8800/P/ship walking map
220118/8801/reframe mayors

Date Paid Payee Name Cheaue Ref Amount Paid Transaction Detai
02/01/2018 Prism Business Developments bacs 38.63
02/01/2118 Cheshire East BC DD 2,663.00 Business Rates town hall
02/01/2018 Cheshire East BC DD 201.00 Businass rates mkt st toilets
03/01/2018 Cheshire East Council 008499 17,914.15

04/01/2018 Grenke Leasing Ltd dd 192.85
04/01/2018 Grenke leasing (Tom Tom) DD 4086.1¢ Quarter tracker leases
08/01/2018 BACS B/L Pymnt Page 1835 BACS Pymnt 4712.64 BACS B/L Pymnt Page 1835
08/01/2018 RHS 008500 50.00 090118/8781/Tickets
09/01/2018 Brereton Bears (08501 50.00 childcarevoucher scheme
10/01/2018 Water Plus Ltd 008502 1,399.37 3045718/8743/P/pocl water
10/01/2018 Purchase Power DD 213.00 BF205155/8736/postage
10/01/2018 Pitney Bowes DD 190.05 Franking m/c rental
1140172018 West Mercia Energy Dd 3,503.44 1444799/8714/Utilities
16/01/2018 BACS B/L Pymnt Page 1842 BACS Pymnt 8,330.22 BACS B/L Pymnt Page 1842
15/01/2018 TomTom Telematics db 117.42 7382434/8787 lvehicle tracker
15/01/2018 RBS Bankline DB 50.60 RBS Bankline chgs
17/01/2018 Broken Cross Paint & Wallpap 008503 13.05 8033/8763/flagpole paint
17/01/2018 Congleton Community Trans F008504 136.00

17/01/2018 RBS Credit Card DD 198.40 030118/8782/xmas free
18/01/2018 Water Plus Ltd 008505 988.18

18/01/2018 Payroll January 18 BACS 56,718.70 Payroll January 18
18/01/2018 West Mercia Energy DD 9.47

19/01/2018 EE 0085086 5418

19/01/2018 RBS charges DD 12.07 RBS charges
22/01/2018 BACS B/L Pymnt Page 1848 BACS Pymnt 10,205.81 BACS B/l Pymnt Page 1848
2210172018 Petty cash 008507 113.94 reimburse Petty cash
23/01/2018 EE dd 25.34
2510172018 Prism Bus Developments DD 978.50 T Support Monthly
29/01/2018 Allpay - Plus Dane bD 36.28 Garage rental allotments
30/01/2018 Ann Beedham 008508 40.00
30/01/2018 Broken Cross Paint & Wallpap 008509 57.63 8148/8796/paint T Hall
30/01/2018 MPH Services 008510 80.00 246/8806/bracket repair
30/01/2018 Sandbach Partnership 008512 500.00
30/01/2018 Stringing and Frames 008513 1,190.00

30/01/2018 Stu's Porta Loos 008514 354.00 535/8802/Royal visit
30/01/2018 Mr David Pugh 008511 1,470.00 220118/8799/Decorating TH
31/01/2018 Suez Recycling and Recovery DD 285,82

Total Payments

113.399.91

30920160/87 42/waste recycling




Printed on : 03/(41/2018 Congleten Town Council 17 18 Page 1834
Ab:16:22 List of Purchase Ledger BAGS Paymenis User: 8T
Ledger: 1 Month : 10 Linked to Cash Boolc: 1
Invoice Amount Discount Amount fnvoice
Date  jnvoice No Supplier Name and Invoice Detaits Authorized Ref Due  Taken Paid Balance
Supplier : Amberol Lid AMBEROL
211212017 16692 16692/8723/planters 1,777.20 0.00 1,777.20 0.00
‘\\1
0.00 1,777.20
Above paid on :  08/01/2018 BACS No AMBEROL.
Supplier :  Ansa Environmental Services ANSA

19/12/2017 531012028

Supplier :

16122017 2610

Supplier :

20/09/2017 1310

Supplier:

- 1212017 18154

Supplier:

241212017 108459

Supplie( :

20M12/2017 1261

531012028/8724/HR services

AWC Electrical Ltd

2610/8725/install xmas lights

The Catering Shop

1310/8726/dishwasher repairs

Cavern Protective Clothing

18154/8727/Hi viz clothing

Heads Congleton Limited

108459/872%/wedding licence ad

Stringer & Pickford

- 1261/8730/p/ship cenotaph

975.00 0.00

975,00 0.00

0.60
Above paid on: 08/01/2018
AWGC

480.00 0.00

975.00 \

BAGCS No ANSA

0.00
Above paid on: 08/01/2018
CATERING

150.00 0.00

0.00
Above paid on; 08/01/2018
CAVERN

283.20 0.00

480.00 0.00
450.00 \

BACS No AWC
150.00 0.00
150.00 ™

BACS No CATERING

283.20 0.00

0.00
Above paid on:  08/01/2018
CHRONICLE

57.60 0.00

283.20 ™

BACS No CAVERN

57.60 0.00

0.00
Above paid on:  08/01/2018
STRINGER

468.00 0.00

57.60 \

BACS No CHRONICLE

468.00 0.00

0.00

Above paid on: 08/01/2018

463.00\

BACS No STRINGER

Continued on Page No ; 1835




Frinted on : 03/01/2018 Congleton Town Councll 17 18 Page 1835

At:16:22 List of Purchase Ledger BACS Paymsenis User: ST

Ledger : 1 Month : 10 Linked to Cash Book : 1
inveice Amount Discount Amount Invoice
Date  |nvoice No Supplier Name and Invoice Detaits Authorized Ref Due  Taken Paid Balance

Supplier: Talke Chemical Company Limited TALKECHEM
1212/2017 65347 65347/8732/oilet roll/gloves 379.13 0.00 379.13 8,00
18/12/2017 65348 65348/8731/T Hall floor polish 101.28 0.00 101.28 .00
RS
0.00 480.41

Supplier :

13/12/2017 3640AEL944

Travis Perkins Trading Company Ltd

3640AEL944/8734/door locks

Above paid on: 08/01/2018

TRAVIS

41.23 0.00

BACS No TALKECHEWM

41.23 0.00

6.00

Above paid on:  08/01/2018

41.23

BACS No TRAVIS

PAYMENT TOTALS 0.00

ES
471264




Printed on : 10/01/2018 Congleton Town Council 17 18 Page 1841
ALIT1:53 List of Purchase Ledger BACS Payments User: ST
Ledger: 1 Month : 10 Linked to Cash Book : 1
Invoice Amount Discount Amount Invoice
Date  Invoice No Supptier Name and Invoice Details Authorized Ref Due  Taken Paid Balance
Supplier : Broxap Ltd BROXAP
25/10/2017 218709 218709/8738/bollard key 192.00 0.00 192.00 0.00
‘,\\
0.00 192.00

Supplier :

281172017 1210A
281172017 1211A
0112/2017 1212
1272017 1307
05/12/2017 1304
05/12/2017 1305
06/12/2017 1306
07H2/2017 1309
11/12/2017 1310
13122017 1313
16M12/2017 1314

Supplier:

05/10/2017 80400

Supplier :

19/12/2017 33176

Supplier:

17/10/2017 72204
21M1/2017 72950

Supplier :

C TH Events & Parties

1210A/8747/TC12032
1291A/8748/TC12034
1212/8744/5LCC Event
1307/8753/final council
1304/8750/P/ship Cenotaph
1305/8749/P/Ship Exec mig
1306/8751/TC12039
1309/8752/TC12040
1310/8754/Sporis Trust mig
1313/8755/TC12042
1314/8756/TC12055

Four Oaks Nurseries Ltd

80400/8745/winter bedding '17

K G Loach

33176/8757/Thermal fleece

Landscape Supply Company

72204/8739/PPE S/scape
72950/8740/Cargo net

Mitten Clarke

Above paid on: 15/01/2018
CTHEVENTS

193.14 0.00

BACS No BROXAP

21.24 0.00
195.60 0.00
227.64 0.00

17.40 0.00

64.80 0.00

87.00 0.00

20.88 0.00

20.88 0.00

13.92 0.00
222.00 0.00

0.00

Above paidon:  15/01/2018

FOUR

5,561.83 0.00

193.14 0.00
21.24 0.00
195.60 0.00
227.64 0.00
17.40 0.00
64.80 0.00
87.00 0.00
20.88 0.00
20.88 0.00
13.92 0.00
222.00 0.00
1,084.50 \\

BACS No CTHEVENTS

5,561.83 0.00
%
Hy

0.00
Above paid on: 15/01/2018
KGLOACH

8.14 0.00

5,5661.83

BACS No FOUR

8.14 0.00

0.00

Above paid on ;. 15/01/2018

A

8.14

BACS No KGLOAGCH

LANDSCAPE
130.74 0.00
67.39 0.00
0.00

Above paid on: 15/01/2018

MITTEN

130.74 0.00
67.39 0.00
198.13 \

BACS No LANDSCAPE

Centinued on Page No ; 1842




Printed on : 10/01/2018 Congleton Town Council 17 18 Page 1842
At 1153 List of Purchase Ledger BACS Payments User: 8T
Ledger: 1 Month : 10 Linked to Cash Book : 1
invoice Amount  Biscount Amounlt nvoice
Date  |pyoice No Supplier Name and Invoice Details Authorized Ref Due  Taken Paid Balance
3112/2017 18024 18024/8741/payrollfPAYE 439.20 0.00 439.20 0.00
0.0 439.20 \

Supplier :

311212017 301217

Above paid on:  15/01/2018
Porters Service Station Lid PORTERS

301217/8746/Fuel for vans 846.42 0.00

BACS No MITTEN

846.42 0.00

0.00

Above paid on :  15/01/2018

S
846.42

BACS No PORTERS

PAYMENT TOTALS 0.00

8,330.22 \




Printed on : 17/01/2018 Congleton Town Gouncil 47 18 Page 1847
AT List of Purchase Ledger BACS Payments User: ST
Ledger: 1 Month : 10 Linked to Cash Book : 1
Invoice Amount  Discount Amount Invaice
Date  nvoice No Supplier Name and tnvoice Details Authorized Ref Due  Taken Paid Balance
04/01/2018 5102187 5102187/8771/P/ship 27.36 0.60 27.38 0.00
04/01/2018 5102192 5102192/8772/Mayor xmas cards 166.12 0.00 166.12 0.00
0.00 193.48 ™,
Above paid on:  22/01/2018 BACS No CHS
Supplier : HCI Data Lid HCGI
03/01/2018 WEB10368 WEB10368/8774/domain name 83.88 0.00 83.88 0.00
0.00 83.88 \\
Above paid on: 22/01/2018 BACS No HCI
Supplier : JAF Graphics JAF
10/01/2018 20291 20291/8775/P/ship 186.00 0.00 186.00 0.00
0.00 186.60 .\
Above paid on:  22/01/2018 BACS No JAF
Supplier: MAC Teol & Plant Hire Ltd MAC
04/01/2018 292 292/8776/0il 78.00 0.00 78.00 0.00
0.00 7800 ™
Above paid on: 22/01/2018 BACS No MAC
Supptier : A P Matthews Nurseries Ltd MATTHEWS
0172018 33517 33517/8777/plants 87.00 0.00 87.00 0.00
0.00 87.00 \\
Above paidon: 22/01/2018 BACS No MATTHEWS
Supplier: Old Saw Mill OLDSAW
08/01/2018 170551 170551/8778/P/ship 40.50 0.00 40.50 0.00
0.00 40.50%\
Above paid on: 22/01/2018 BACS No OLDSAW
Supplier: Otis Ltd OTIS
01/01/2018 0195872 01956872/8779/ift ervice 52290 0.00 522,90 0.00
0.00 522,90
Above paid on:  22/01/2018 BAGS No OTIS

Continued on Page No ; 1848




Printed on : 17/01/2018 Congleton Town Council 17 18 Page 1848
At:12:1 List of Purchase Ledger BACS Payments User: 8T
Ledger: 1 Month : 10 Linked to Cash Book : 1
invoice Amount Discount Amount invoice
Date  javolce No Supplier Name and Invoice Details Authorized Ref Due  Taken Paid Balance
Supplier : AWC Electrical Ltd AWGC
11/01/2018 2617 2617/8759%/remove xmas lights 1,994.40 0.00 1,994.40 0.00
,s‘\\‘
0.00 1,994.40 *
Above paid on:  22/01/2018 BACS No AWGC
Supplier : Bomford Office Products Lid BOMFORD
10/01/2018 75838 75838/8760/stationery 111.80 0.00 111.90 0.00
.,
0.00 11190
Above paidon: 22/01/2018 BACS No BOMFORD
Supptier: Chris Booth BOOTH
03/01/2018 030118 030118/8761/projector hire 50.00 0.00 50.00 0.00
03/01/2018 0301184 030118A/8762/xmas lights 50.00 0.00 50.00 0.00
0.00 100.00 *
Above paid on: 22/01/2018 BACS No BOOTH
Supplier: OCS Group UK Ltd CANMNON
01/01/2018 CN19612381 CN19612381/8764/clinical wasle 73.94 0.00 73.94 0.00
01/01/2018 CN19612382 CN'19612382/8765/clinical waste 34.96 0.00 34.96 0.00
0.00 108.90 \

Supplier ;

05/01/2018 18176
08/01/2018 18181
10/01/2018 18179

Supplier :

05/01/2018 30250

Supplier :

Cavern Protective Clothing

18176/8768/S Scape PPE
18181/8767/S Scape PPE
18179/8766/S Scape PPE

Chains & Lifting Tackle (Midlands) Ltd

30250/8769/Site visit & festin

Congleton High School

Above paidon: 22/01/2018
CAVERN

181.80 0.00

BACS No CANNON

85.20 0.00
84.00 0.00
0.00

Above paid on:  22/01/2018
CHAINS

180.00 0.00

181.80 0.00
85.20 0.00
84.00 0.00

hN

/100 °

BACS No CAVERN

180.00 0.00

0.00
Above paid on:  22/01/2018

CHS

180.00 "=

BACS No CHAINS

Continued on Page No ; 1847




Printed on : 17/01/2018 Conglaton Town Council 17 18 Page 1848

Attt List of Purchase Ledger BACS Paymenis User: ST

Ledger : 1 Month : 10 Linked to Cash Book : 1
Invoice Amount Discount Amouqt Invoice
Date  nvoice No Supplier Name and Invoice Details Authorized Ref Due  Taken Paid Balance

Supplier : Talke Chemical Company Limited TALKECHEM
03/01/2018 65358 65358/8783/bin bags 384.00 0.00 384.00 0.00
A,
0.00 384.00

Supplier :

12/01/2018 SIN094920
12/01/2018 SIN094924
"01/2018 SIN094925

Supplier :

16/01/2018 028628

Supplier :

10/01/2018 WAL229726

Supplier ;

15/01/2048 150118

Threadfast Engineers 1984 Lid

SIN084920/8786/paint for flagp
SIN094924/8784/bar door lock
SIND94925/8785/glue & screws

Vibrant Graphics Ltd

028628/8793/Bear Necessities

West Wallasey Contract Hire

WAL229726/8788/ease vehicles

Miss E J Young

150118/8790/P/ship

Above paid on: 22/01/2018

BACS No TALKECHEN

35.88 0.00
25820 0.00
6.24 6.00

THREADFAST
36.88 0.00
25.20 0.00
6.24 0.00
0.00

Above paidon: 22/01/2018

VIBRANT

780.00 0.00

\

67.32

BACS No THREADFAS

780.00 0.00

by

0.00
Above paid on: 22/01/2018
WESTWALLAS

3,561.53 0.00

780.00\

BACS No VIBRANT

3,661.53 6.00

0.00
Above paidon: 22/01/2018
YOUNG

1,376.00 0.00

3,561.53

BACS No WESTWALL

1,375.00 0.00

0.00

Above paid on: 22/01/2018

X,
1,375.00 °

BACS No YOUNG

PAYMENT TOTALS 0.00

N
10,205.81 { {350
\\,S'U‘; &




Congleton Town Council

Internal Audit Report 2017-18: Interim update

Adrian Shepherd-Roberts

For Auditing Solutions Ltd




Background

All town and parish councils are required by statute to make arrangements for an independent
internal audit examination of their accounting records and system of internal control and for
the conclusions to be reported each year in the Annual Return. Auditing Solutions Ltd has
provided this service to Congleton Town Council since 2003.

This report sets out the work undertaken in relation to the 2017-18 financial year, during our
visit on 12" October 2017 and 8" March 2018 together with the matters arising and
recommendations for action, where appropriate.

Internal Audit Approach

In undertaking our review for the year to date, we have had regard to the materiality of
transactions and their susceptibility to potential mis-recording or misrepresentation in the
yeat-end Statement of Accounts/Annual Return. We have employed a combination of
selective sampling techniques (where appropriate) and 100% detailed checks in a number of
key areas in order to gain sufficient assurance that the Council’s financial and regulatory
systems and controls are appropriate and fit for the purposes intended.

Our programme of cover has been designed to afford appropriate assurance that the Council’s
financial systems are robust and operate in & manner to ensure effective probity of
transactions and to afford a reasonable probability of identifying any material errors or
possible abuse of the Council’s own and the national statutory regulatory framework. The
programme is also designed to facilitate our completion of the *Annual Internal Audit Report’
in the Council’s Annual Return, which requires independent assurance over a number of
internal control objectives.

Overall Conclusion

We have concluded that, on the basis of the programme of work we have undertaken to date,
the Council has maintained adequate and effective internal control arrangements during the
yeat.

We ask that members consider the content of this report and acknowledge that the report has
been reviewed by Council.

This report has been prepared for the sole use of Congleton Tewn Council. To the fullest extent permitted by law, no responsibility
or liability is accepted by Auditing Sclations Ltd to any third party who purports to use or rely, for any reason whatsoever, on this
report, its contents or conclusions.




Detailed Report

Review of Accounting Arrangements & Bank Reconciliations

Our objective here is to ensure that the accounting records are being maintained accurately
and currently and that no anomalous entries appear in cashbooks or financial ledgers. To that
end, we have: -

» Ensured that the ledger remains in balance at the present date;

» Verified the opening trial balance for 2017-18 to the Statement of Accounts and
Annual Return for 2016-17 to ensure that the closing balances have been brought
forward accurately and completely;

» Checked and agreed transactions in the Council’s main bank account cashbooks to the
relevant RBS Bank statements for April and August 2017 and January 2018;

» Checked and agreed for the same two months, all inter account “sweep” transfers
between the current and high interest bank account;

> FExamined and verified the accuracy of transactions in the Council’s mayoral charity
bank account cashbooks for the year to August 2017, combined cwirent and deposit
accounts as at 30™ April, 31 August 2017 and 31* January 2018 to ensure that no
long-standing uncleared cheques or other anomalous entries exist.

Conclusions

We are pleased to report that no issues have been identified in this area warranting further
comment. We will undertake further work in this area future visits.

Review of Corporate Governance

Our objective is to ensure that the Council has robust corporate governance documentation in
place; that Council and Commitiee meetings are conducted in accordance with the adopted
Standing Orders and that, as far as we are able to ascertain, no actions of a potentially
unlawful nature have been or are being considered for implementation. We noted previously
that an updated Corporate Business Plan had been prepared and have examined the content
accordingly.

We note that the Standing Orders were adopted in June 2017 with an updated version of the
Financial Regulations approved in July 2015.

We have continued our review of the minutes of the Full Council and Standing Committees,
excluding Planning, to ensure that no actions of an ultra vires nature are being either
considered or have been actioned, whilst also ensuring that the Council’s finances remain at a
healthy level to provide appropriate funds for future planned development and current
revenue spending plans. We also note that, as previously, various grants have been approved
for payment during the current year.

Congleton TC: 2017-18 Interim update 8-Mch-18 Anditing Solutions Litd




Conclusions

There are no matters requiring formal comment or recommendation in this area of our
review process. We will undertake further work in this area at future visits.

Review of Expenditure

Our aim here is to ensure that: -

% Council resources are released in accordance with the Council’s approved procedures
and budgets;

» Payments are supported by appropriate documentation, either in the form of an
original trade invoice or other appropriate form of document confirming the payment
as due and/or an acknowledgement of receipt, where no other form of invoice is
available;

» An official order has been raised in each and every case where one would be
expected;

3 All discounts due on goods and services supplied are identified and appropriate action
taken to secure the discount;

» The correct expense codes have been applied to invoices when processed; and

» VAT has been appropriately identified and coded to the control account for periodic
recovery.

We have continued work in this arca examining a sample of payments individually in excess
of £3,500 plus every 35™ payment processed in the year to 3 1* January 2018 totalling
£298,148 and equating to 47% by value of all non-pay related expenditure.

We have also examined the periodically prepared and submitted VAT returns to HMRC to
December 2017 agreeing sample detail to the underlying Omega control account.

Conclusions

We are pleased to report that no issues have been identified in this area. We will extend the
test sample for the remainder of the year at future visits and also ensure the accurate
disclosure of the year-end balance in the Accounts and Annual Return.

Assessment and Management of Risk

Qur aim here is to ensure that the Council has put in place appropriate arrangements to
identify all potential areas of risk of both a financial and health and safety nature, whilst also
ensuring that appropriate arrangements exist to monitor and manage any such risks identified
in order to minimise the opportunity for their coming to fruition.

Risk assessment registers are in place and they are subject to routine annual review and
update. We note that the Business Risk Assessment was approved by Finance & Policy
Committee in February 2017 and it will again be reviewed before the end of this financial
year.
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We noted at a previous visit that an external agent for Health and Safety and HR Services
Ansa Environmental Services Ltd has been appointed.

Zurich Municipal continues to provide the Council’s insurance cover: we have examined the
current year’s schedule (to May 2018) and consider it meets the current needs of the Council
appropriately with Employer’s liability set at £10 million and Public Liability cover set at £15
million and Fidelity Guarantee cover at £1.0 million.

Conclusions

We are pleased to report that no issues have been identified in this area warranting further
comment currently. We will undertake further work at fufure visits. We take this
opportunity to remind the Chief Officer and members of the now mandatory requirement
Jor financial and associated risk registers to be the subject of atf least annual review and
Sormal adoption by the Full Council,

Precept Determination and Budgetary Control

We aim in this area of our work to ensure that the Council has appropriate procedures in
place to determine its future financial requirements leading to the adoption of an approved
budget and formal determination of the amount of the precept placed on the Unitary
Authority, that effective arrangements are in place to monitor budgetary performance
throughout the financial year and that the Council has identified and retains appropriate
reserve funds to meet future spending plans.

We are pleased to note that members continue to receive regular budget monitoring reports
with over/under-spends and the level of carmarked reserves the subject of regular review.

We also note that the Council approved a precept of £836,152 for 2018-19 at its December
2017 meeting.

Conclusions

There are no matters requiring formal comment or recommendation in this area of our
review process. We will undertake further work at our final visit,

Review of Income

In considering the Council’s income streams, we aim to ensure that robust systems are in
place to ensure that all income due to the Council is identified and invoiced in a timely
manner and that effective procedures are in place to pursue recovery of any outstanding
monies. We have: -

» Examined the “Aged debtors schedule” generated by the accounting software and are
pleased to record that there are no significant issues arising with regard to long-
standing debts of which officers and members are unaware.

» We have at this interim update visit reviewed the management processes and
procedures for the Town Hall bookings including the completion of booking forms,
the invoicing of fees and the subsequent receipt of fees and their banking records. We
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are pleased to report that the booking process is well managed and that records are
maintained in a satisfactory manner.

We have also reviewed the nominal ledger detailed transaction reports for income items for
the year to August 2017 to ensure that no obvious coding errors or other anomalous entries
are apparent and are pleased to record that none are in evidence,

Conclusions

We are pleased to record that there are no significant issues in this area. We will undertake
Sfurther work at future visits including an analysis of year end income and debtors.

Petty Cash Account and Credit Card

The Council operates a limited petty cash account at the Town Hall on an imprest basis with
reimbursement of expenditure incurred at regular intervals topping the cash balance back to
the approved level of £200.

We have by reference to transactions in October 2017: -
» Verified that all payments were suitably supported by a traders invoice or till receipt,

» Noted that sound “internal” vouchers, sequentially numbered and signed by the
claimant, are attached to the receipts;

3 Verified that VAT is correctly identified with a journal entry made to the Omega
control account for periodic recovery;

> Verified and balanced the petty cash to the holding of £200; and

» We have also completed a review of the credit card facility for three months from
May to July 2017 and have checked the receipts and subsequent payments by the bank
and we are satisfied that this is managed and controlled effectively.

Conclusions

No matters arise in this area of our review.

Salaries and Wages

In examining the Council’s payroll function, we aim to confirm that extant legislation is
being appropriately observed as regards adherence to the Employee Rights Act 1998 and the
requirements of HM Revenue and Customs (HMRC) legislation as regards the deduction and
payment over of income tax and NI confributions, together with meeting the requirements of
the local government pension scheme, as further revised from 1% April 2015 in relation to
employee percentage bandings. To meet that objective, we have: -

5 Ensured that the Council has approved staff pay rates for the financial year, based
upon the approved NJC rates:

» Checked and agreed the computation of staff gross and net pay and salary deductions
for August 2017, noting the continued use of a local, third party bureau service
provider who utilises Sage software for this purpose;
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» Checked to ensure that appropriate tax codes and national insurance tables are being
applied in the year and that the correct deductions / contributions have been deducted
and paid over to HMRC in a timely manner;

» Ensured that the appropriate revised superannuation contribution rates have been
applied, also ensuring that the deductions have been paid over to the County Council
in a timely manner; and

» Examined a sample of the time sheets and travel expenses supporting payments made
through the August 2017 payroll to ensure that they have been approved for payment
and processed appropriately.

Conclusions

We are pleased to record that no issues have been identified in this area.

Investments & Loans

Our objectives here are to ensure that the Council is “investing” surplus funds, be they held
temporarily or on a longer term basis, in appropriate banking and investment institutions, that
an appropriate investment policy is in place, that the Council is obtaining the best rate of
return on any such investments made, that interest earned is brought to account correctly and
appropriately in the accounting records and that any loan repayments due to or payable by the
Council are transacted in accordance with the appropriate loan agreements.

The Council holds no specific investments but holds a special Interest account with RBS and
a deposit with the Cambridge and Counties Bank.

We have verified the half-yearly loan repayments to PWLB and the interest free loan from
Cheshire East BC by reference to their “invoice” advices as part of the aforementioned
expenditure testing.

Conclusions

We are pleased to report that no issues have been identified in this area that warrants any

further attention by officers or formal recommendation. We will undertake further work at
Sfuture visifs,
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CONGLETON TOWN COUNCIL

CONMMITTEE REPORTS AND UPDATES

Requested

‘COMMITTEE: . | Finance and Pollcy 2 RN I e T

'MEETING DATE - ]22" March 2018 . LOCATION : _C_o_n"gle_t_dh TownHall -

AND TIME | 7.00pm | - G TR s

REPORT FROM. | Chief . Ofﬁcer and Management Team

AGENDAITEM | Item ; o

'REPORT TITLE - | Business Risk Assessment

Background
Congleton Town Council generally and members individually are responsible for the risk
management of the Town Council. Risk Management is the process by which we identify
what can go wrong and take proportionate steps to avoid this or successfully manage the
consequences. The Business Risk Assessment is a higher level document dealing with
general risks. In addition to the Business Risk Assessment the Town Councif has numerous
operating procedures and risk assessments to deal with events and working practices.
Every year the Town Council prepares a Business Risk Assessment as part of our Audit. This
Assessment forms part of our constitution and is available on the website. The Business
Risk Assessment
e identifies and updates the record of key risks facing Congleton Town Council
e evaluates the potential consequences to the council if an event identified as a risk takes
place
¢ decides upon appropriate measures to avoid, reduce or control the risk or its
consequences
¢ records any conclusions or decisions reached.

Updates The Business Risk Assessment 2018/19 considers the key risks and processes put in place to
reduce the risk and if necessary manage the consequences
¢ The protection of physical assets owned by the council — buildings, furniture, equipment,
v The risk of damage to third party property or individuals as a cansequence of the council
providing services or amenities to the public
v' The risk of consequential foss of income or the need to provide essential services
following critical damage, loss or non-performance by a third party (consequential loss
v Loss of cash through theft or dishonesty
v Legal liability as a consequence of asset ownership
This needs to be a living document and although it will be amended and updated and
presented to Council annually for checking and approving, if for any reason risks to the
Council change due to a change in circumstances, new asset etc then it will be reviewed
earlier than March 2019,

Decision To approve the Business Risk Assessment for 2018/19
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These Financial Regulations were adopted by the Council at its Meeting held on

]

1. GENERAL

1.1. These financial regulations govern the conduct of financial management by the
council and may only be amended or varied by resolution of the council. Financial
regulations are one of the council’'s three governing policy documents providing
procedural guidance for members and officers. Financial regulations must be
observed in conjunction with the council's standing orders' and any individual
financial regulations relating to contracts.

1.2. The council is responsible in faw for ensuring that its financial management is
adequate and effective and that the council has a sound system of internal control
which facilitates the effective exercise of the council's functions, including
arrangements for the management of risk.

1.3. The council’'s accounting control systems must include measures:
e for the timely production of accounts;
® that provide for the safe and efficient safeguarding of public money;
o to prevent and detect inaccuracy and fraud; and
® identifying the duties of officers.

14. These financial regulations demonstrate how the council meets these responsibilities
and requirements.

1.5. At least once a year, prior to approving the Annual Governance Statement, the
council must review the effectiveness of its system of internal control which shall be
in accordance with proper practices.

1.6. Deliberate or wilful breach of these Regulations by an employee may give rise to
disciplinary proceedings. '

1.7. Members of Council are expected to follow the instructions within these Regulations
and not to entice employees to breach them. Failure to follow instructions within
these Regulations brings the office of councillor into disrepute.

1.8. The Responsible Financial Officer (RFO) holds a statutory office to be appointed by
the council.

 Model standing orders for councils are available in Local Councils Explained ® 2013 National Association
of Local Councils
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1.9. The RFO;

@

acts under the policy direction of the council;

administers the council's financial affairs in accordance with all Acts,
Regulations and proper practices;

determines on behalf of the council its accounting records and accounting
control systems;

ensures the accounting control systems are observed;

maintains the accounting records of the council up to date in accordance with
proper practices;

assists the council to secure economy, efficiency and effectiveness in the use
of its resources,; and

produces financial management information as required by the council.

1.10. The accounting records determined by the RFO shall be sufficient to show and

' explain the council's transactions and to enable the RFO to ensure that any

income and expenditure account and statement of balances, and additional

information, as the case may be, or management information prepared for the
council from time to time comply with the Accounts and Audit Regulations.

1.11. The accounting records determined by the RFO shall in particular contain:

entries from day to day of all sums of money received and expended by the
council and the matters to which the income and expenditure relate;

a record of the assets and liabilities of the council; and

wherever relevant, a record of the council's income and expenditure in
relation to claims made, or to be made, for any contribution, grant or subsidy.

1.12. The accounting control systems determined by the RFO shall include:

procedures to ensure that the financial transactions of the council are
recorded as soon as reasonably practicable and as accurately and
reasonably as possible;

procedures to enable the prevention and detection of inaccuracies and fraud
and the ability to reconstruct any lost records;

identification of the duties of officers dealing with financial transactions and
division of responsibilities of those officers in relation to significant
transactions;

procedures to ensure that uncollectable amounts, including any bad debts
are not submitted to the council for approval to be written off except with the
approval of the RFO and that the approvals are shown in the accounting
records; and
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o measures to ensure that risk is properly managed.

1.13. The council is not empowered by these Regulations or otherwise to delegate
certain specified decisions. In particular any decision regarding:

o setting the final budget or the precept (council tax requirement);
e approving accounting statements;

° approving an annual governance statement;

e borrowing;

° writing off bad debts;

° declaring eligibility for the General Power of Competence; and

° addressing recommendations in any report from the internal or external
auditors,

these shall be a matter for the full council only.
1.14. In addition the council must:

e determine and keep under regular review the bank mandate for all council
bank accounts;

® approve any grant or a single commitment in excess of £3,000; and

. in respect of the annual salary for any employee have regard to
recommendations about annual salaries of employees made by the relevant
committee in accordance with its terms of reference.

1.15. In these financial regulations, references to the Accounts and Audit Regulations or
‘the regulations’ shall mean the regulations issued under the provisions of section
27 of the Audit Commission Act 1998, or any superseding legislation, and then in
force unless otherwise specified.

In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall
refer to guidance issued in Governance and Accountability for Local Councils - a
Practitioners’ Guide (England) issued by the Joint Panel on Accounting Guidance
(JPAG), available from the websites of NALC and the Society for Local Council
Chief Officers (SLCC).
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2.

2.1.

2.2.

2.3.

24.

2.5.

2.6.

2.7.

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

All accounting procedures and financial records of the council shall be determined by
the RFO in accordance with the Accounts and Audit Regulations, appropriate
guidance and proper practices.

On a regular basis, at least once in each guarter, and at each financial year end, a
member other than the Mayor (Chairman) shall be appointed to verify bank
reconciliations (for all accounts) produced by the RFO. The member shall sign the
reconciliations and the original bank statements (or similar document) as evidence of
verification. This activity shall on conclusion be reported, including any exceptions, to
and noted by the Finance Committee.

The RFO shall complete the annual statement of accounts, annual report, and any
related documents of the council contained in the Annual Return (as specified in
proper practices) as soon as practicable after the end of the financial year and
having certified the accounts shall submit them and report thereon to the council
within the timescales set by the Accounts and Audit Regulations.

The council shall ensure that there is an adequate and effective system of internal
audit of its accounting records, and of its system of internal control in accordance
with proper practices. Any officer or member of the council shall make available such
documents and records as appear to the council to be necessary for the purpose of
the audit and shall, as directed by the council, supply the RFO, internal auditor, or
external auditor with such information and explanation as the council considers
necessary for that purpose.

The internal auditor shall be appointed by and shall carry out the work in relation to
internal controls required by the council in accordance with proper practices.

The internal auditor shall:
° be competent and independent of the financial operations of the council;

e report to council in writing, or in person, on a reguiar basis with a minimum of
one annual written report during each financial year;

D to demonstrate competence, objectivity and independence, be free from any
actual or perceived conflicts of interest, including those arising from family
relationships; and

. have no involvement in the financial decision making, management or control
of the council.

Internal or external auditors may not under any circumstances:
o perform any operational duties for the council;

o initiate or approve accounting transactions; or
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2.8.

2.9,

2.10.

3.

3.1.

3.2.

3.3.

3.4.

o direct the activities of any council employee, except to the extent that such
employees have been appropriately assigned {o assist the internal auditor.

For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and
‘independence’ shall have the same meaning as is described in proper practices.

The RFO shall make arrangements for the exercise of electors’ rights in relation to
the accounts including the opportunity o inspect the accounts, books, and vouchers
and display or publish any notices and statements of account required by the Local
Audit and Accountability Act 2014, or any superseding legislation, and the Accounts
and Audit Regulations.

The RFO shall, without undue delay, bring to the attention of all councillors any
correspondence or report from internal or external auditors.

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

The RFO must each year, by no later than November, prepare defailed estimates of
all income and expenditure, including the use of reserves and all sources of funding
for the following financial year in the form of a budget to be considered by each
committee and the council.

The council shall consider annual budget proposals in relation to the council’s three
year forecast of revenue and capital receipts and payments including
recommendations for the use of reserves and sources of funding and update the
forecast accordingly.

The Finance Committee shall recommend and the Council shall fix the precept
(council tax requirement), and relevant basic amount of council tax to be levied for
the ensuing financial year not later than by the end of January each year. The RFO
shall issue the precept to the billing authority and shall supply each member with a
copy of the approved annual budget.

The approved annual budget shall form the basis of financial control for the ensuing
year.
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4,

4.1.

4.2.

4.3.

4.4,

4.5.

4.6

4.7.

4.8.

BUDGETARY CONTROL AND AUTHORITY TO SPEND

Expenditure on revenue items may be authorised up to the amounts included for that
class of expenditure in the approved budget. This authority is to be determined by:

° the council for all items over £10,000;

° a duly delegated committeé of the counci for items over £5,000; or

. the Chief Officer for any items below £5,000.

Contracts may not be disaggregated to avoid controls imposed by these reguiations.

Expenditure in accordance with 4.1 above which results in a budget being exceeded
by no more than 10% may be authorised in arrears by the Finance Committee. No
other expenditure may be authorised that will exceed the amount provided in the
revenue budget for that class of expenditure other than by prior resolution of the
council, or duly delegated committee. During the budget year and with the approval
of council having considered fully the implications for public services, unspent and
available amounts may be moved to other budget headings or to an earmarked
reserve as appropriate (‘virement').

Unspent provisions in the revenue or capital budgets for completed projects shall not
be carried forward to a subsequent year.

The salary budgets are to be reviewed at least annually for the following financial
year and such review shall be evidenced by a hard copy schedule signed by the
Chief Officer and the Chairman of Council or relevant committee. The RFO will
inform committees of any changes impacting on their budget requirement for the
coming year in good time.

In cases of extreme risk to the delivery of council services, the Chief Officer may
authorise revenue expenditure on behalf of the council which in the Chief Officer's
judgement it is necessary to carry out. Such expenditure includes repair,
replacement or other work, whether or not there is any budgetary provision for the
expenditure, subject to a limit of £2,000. The Chief Officer shall report such action to
the chairman as soon as possible and to the council as soon as practicable
thereafter.

No expenditure shall be authorised in relation to any capital project and no contract
entered into or tender accepted involving capital expenditure unless the council is
satisfied that the necessary funds are available and the requisite borrowing approvai
has been obtained.

All capital works shall be administered in accordance with the council's standing
orders and financial regulations relating to contracts.

The RFO shall regularly provide the council with a statement of income and
expenditure to date under each heading of the budgets, comparing actual
expenditure to the appropriate date against that planned as shown in the budget.
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4.9.

5.1.

52

2.3.

54.

5.5.

5.6.

9.7.

These statements are to be prepared at least at the end of each financial quarter and
shall show explanations of material variances.

Changes in earmarked reserves shall be approved by council as part of the
budgetary control process.

BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

The council's banking arrangements, including the bank mandate, shall be made by
the RFO and approved by the council; banking arrangements may not be delegated
to a committee. They shall be regularly reviewed for safety and efficiency.

The RFO shall prepare a schedule of payments, forming part of the Agenda for the
Meeting and present the schedule to The Finance Committee. The committee shall
review the schedule for compliance and, having satisfied itself shall note the
payments.

All invoices for payment shall be examined, verified and certified by the RFO to
confirm that the work, goods or services to which each invoice relates has been
received, carried out, examined and represents expenditure previously approved by
the council.

The RFO shall examine invoices for arithmetical accuracy and analyse them to the
appropriate expenditure heading. The RFO shall take all steps to pay all invoices
submitted within the stated credit terms.

The Chief Officer and RFO shall have delegated authority to make payment of items
only in the following circumstances:

a)  If a payment is necessary to avoid a charge to interest under the Late Payment
of Commercial Debts (Interest) Act 1998, and the due date for payment is
before the next scheduled Meeting of council, where the Chief Officer and RFO
certify that there is no dispute or other reason to delay payment.

by An expenditure item authorised under 5.6 below (continuing contracts and
obligations) or

¢} fund transfers within the councils banking arrangements.

In respect of grants a duly authorised committee shall approve expenditure within
any limits set by council and in accordance with any policy statement approved by
council. Any Revenue or Capital Grant in excess of £5,000 shall before payment, be
subject to ratification by resolution of the council.

Members are subject to the Code of Conduct that has been adopted by the council
and shall comply with the Code and Standing Orders when a decision to authorise or
instruct payment is made in respect of a matter in which they have a disclosable
pecuniary or other interest, unless a dispensation has been granted.
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5.8. The council will aim to rotate the duties of members in these Regulations so that
onerous duties are shared out as evenly as possible over time.

6. INSTRUCTIONS FOR THE MAKING OF PAYMENTS

6.1. The council will make safe and efficient arrangements for the making of its
payments.
6.2. Following authorisation under Financial Regulation 5 above, the council, a duly

delegated committee or, if so delegated, the Chief Officer or RFO shall give
instruction that a payment shall be made.

6.3. All payments shall be efiected by cheque or other instructions to the council's
bankers, or otherwise, in accordance with a resolution of council or duly delegated
committee.

6.4 Cheques or orders for payment drawn on the bank account in accordance with the
schedule as presented to council or committee shall be signed by two members of
council. A member who is a bank signatory, having a connection by virtue of family
or business relationships with the beneficiary of a payment, should not, under normal
circumstances, be a signatory to the payment in question.

6.5. To indicate agreement of the details shown on the cheque or order for payment, the
invoice and other documentation shall be initialled by the signatories.

6.6. If thought appropriate by the council, payment for utility supplies (energy, telephone
and water) and any National Non-Domestic Rates may be made by variable direct
debit provided that the instructions are sighed by two members and any payments
are reported to council as made. The approval of the use of a variable direct debit
shall be renewed by resolution of the council at least every two years.

6.7. if thought appropriate by the council, payment for certain items (principally salaries)
may be made by banker's standing order provided that the instructions are signed, or
otherwise evidenced by two members are retained and any payments are reported
to council as made. The approval of the use of a banker's standing order shall be
renewed by resolution of the council at least every two years.

6.8. If thought appropriate by the council, payment for certain items may be made by
BACS or CHAPS methods provided that the instructions for each payment are
signed, or otherwise evidenced, by two authorised bank signatories, are retained and
any payments are reported to council as made. The approval of the use of BACS or
CHAPS shall be renewed by resolution of the counci! at least every two years.

6.9. If thought appropriate by the council payment for certain items may be made by
internet banking transfer provided evidence is retained showing which members
approved the payment.
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6.10.

6.11.

6.12.

6.13.

6.14.

6.15.

6.16.

6.17.

6.18.

Where a computer reguires use of a personal identification number (PIN) or other
password(s), for access to the council’s records on that computer, a note shall be
made of the PIN and Passwords and shall be handed to and retained by the
Chairman of Council in a sealed dated envelope. This envelope may not be opened
other than in the presence of two other councillors. After the envelope has been
opened, in any circumstances, the PIN and / or passwords shall be changed as soon
as practicable. The fact that the sealed envelope has been opened, in whatever
circumstances, shall be reported to all members immediately and formally to the next
available meeting of the council. This will not be required for a member's personal
computer used only for remote authorisation of bank payments.

No employee or councilior shall disclose any PIN or password, relevant to the
working of the council or its bank accounts, to any person not authorised in writing by
the council or a duly delegated committee.

Regular back-up copies of the records on any computer shall be made and shall be
stored securely away from the computer in question, and preferably off site.

The council, and any members using computers for the council’s financial business,
shall ensure that anti-virus, anti-spyware and firewall software with automatic
updates, together with a high level of security, is used.

Where internet banking arrangements are made with any bank, the Chief Officer and
the RFO shall be appointed as Service Administrators. The bank mandate approved
by the council shall identify a number of councillors who will be authorised to approve
transactions on those accounts. The bank mandate will state clearly the amounts of
payments that can be instructed by the use of the Service Administrator alone, or by
the Service Administrator with a stated number of approvals.

Access to any internet banking accounts will be directly to the access page (which
may be saved under “favourites”), and not through a search engine or e-mail link.
Remembered or saved passwords facilities must not be used on any computer used
for council banking work. Breach of this Regulation will be treated as a very serious
matter under these regulations.

Changes to account details for suppliers, which are used for internet banking may
only be changed on written hard copy notification by the supplier and supported by
hard copy authority for change signed by the Chief Officer and the RFO. A
programme of regular checks of standing data with suppliers will be followed.

Any corporate credit card or trade card account opened by the council will be
specifically restricted to use by the Chief Officer and shall be subject to automatic
payment in full at each month-end. Personal credit or debit cards of members or staff
shall not be used under any circumstances.

The RFO may provide petty cash to officers for the purpose of defraying operational
and other expenses. Vouchers for payments made shall be forwarded to the RFO
with a claim for reimbursement.
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7.

71

7.2.

7.3.

7.4

7.5.

7.6.

a) The RFO shall maintain a petty cash float of £200 for the purpose of defraying
operational and other expenses. Vouchers for payments made from petty cash
shall be kept to substantiate the payment.

b) Income received must not be paid into the petty cash float but must be
separately banked, as provided elsewhere in these regulations.

¢} Paymenis to maintain the petty cash float shall be shown separately on the
schedule of payments presented to council under 5.2 above.

PAYMENT OF SALARIES

As an employer, the council shall make arrangements to meet fully the statutory
requirements placed on all employers by PAYE and National Insurance legislation.
The payment of all salaries shall be made in accordance with payroll records and the
rules of PAYE and National Insurance currently operating, and salary rates shall be
as agreed by council, or duly delegated committee.

Payment of salaries and payment of deductions from salary such as may be required
to be made for tax, national insurance and pension contributions, or similar statutory
or discretionary deductions must be made in accordance with the payroll records and
on the appropriate dates stipulated in employment contracts, provided that each
payment is reported to the next available council meeting, as set out in these
regulations above.

No changes shall be made to any employee’s pay, emoluments, or terms and
conditions of employment without the prior consent of the relevant committee.

Each and every payment to employees of net salary and to the appropriate creditor
of the statutory and discretionary deductions shall be recorded. This confidential
record is not open to inspection or review (under the Freedom of Information Act
2000 or otherwise) other than:

a) by any councillor who can demonstrate a need to know;
b) by the internal auditor;
c) by the external auditor; or

d) by any person authorised under Audit Commission Act 1898, or any
superseding legislation.

The total of such payments in each calendar month shall be reported with all other
payments as made as may be required under these Financial Regulations, to ensure
that only payments due for the period have actually been paid.

An effective system of personal performance management should be maintained for
the senior officers.
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7.7. Any termination payments shall be supported by a clear business case and reported
to the council. Termination payments shall only be authorised by council.

7.8. Before employing interim staff the council must consider a full business case.

8. LOANS AND INVESTMENTS

8.1. All borrowings shall be effected in the name of the council, after obtaining any
necessary borrowing approval. Any application for borrowing approval shall be
approved by Council as to terms and purpose. The application for borrowing
approval, and subsequent arrangements for the loan shall only be approved by full
council.

8.2. Any financial arrangement which does not require formal borrowing approval from
the Secretary of StateMeish Assembly Government (such as Hire Purchase or
Leasing of tangible assets) shall be subject to approval by the full council. In each
case a report in writing shall be provided to council in respect of value for money for
the proposed transaction.

8.3. The council will arrange with the council’s banks and investment providers for the
sending of a copy of each statement of account to the Chairman of the council at the
same time as one is issued to the Chief Officer or RFO.

8.4. All loans and investments shall be negotiated in the name of the council and shall be
for a set period in accordance with council policy.

8.5. The council shall consider the need for an Investment Strategy and Policy which, if
drawn up, shall be in accordance with relevant regulations, proper practices and
guidance. Any Strategy and Policy shall be reviewed by the council at least annually.

8.6. All investments of money under the control of the council shall be in the name of the
council.

8.7. All investment certificates and other documents relating thereto shall be retained in
the custody of the RFO.

8.8. Payments in respect of short term or long term investments, including transfers
between bank accounts held in the same bank, or branch, shall be made in
accordance with Regqulation 5 (Authorisation of payments) and Regulation ©
{Instructions for payments).

9. [INCOME

9.1. The collection of all sums due to the council shall be the responsibility of and under
the supervision of the RFO.
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9.2.

9.3.

94.

9.5.

90.6.

9.7.
9.8.

2.9.

Particulars of all charges to be made for work done, services rendered or goods
supplied shall be agreed annually by the council, notified to the RFO and the RFO
shall be responsible for the collection of all accounts due to the council.

The council will review all fees and charges at least annually, following a report of the
Chief Officer.

Any sums found to be irrecoverable and any bad debts shali be reported to the
council and shall be written off in the year.

All sums received on behalf of the council shall be banked intact as directed by the
RFO. In all cases, all receipts shall be deposited with the council's bankers with such
frequency as the RFO considers necessary.

The origin of each receipt shall be entered on the paying-in slip.
Personal cheques shall not be cashed out of money held on behalf of the council.

The RFO shall promptly complete any VAT Return that is required. Any repayment
claim due in accordance with VAT Act 1994 section 33 shall be made at least
annually coinciding with the financial year end.

Where any significant sums of cash are regularly received by the council, the RFO
shall take such steps as are agreed by the council to ensure that more than one
person is present when the cash is counted in the first instance, that there is a
reconciliation to some form of control such as ticket issues, and that appropriate care
is taken in the security and safety of individuals banking such cash.

10. ORDERS FOR WORK, GOODS AND SERVICES

10.1.

10.2.

10.3.

10.4.

10.5.

An official order or letter shall be issued for all work, goods and services unless a
formal contract is to be prepared or an official order would be inappropriate. Copies
of orders shall be retained.

Order books shall be controlled by the RFO.

All members and officers are responsible for obtaining vaiue for money at all times.
An officer issuing an official order shall ensure as far as reasonable and practicable
that the best available terms are obtained in respect of each transaction, usually by
obtaining three or more quotations or estimates from appropriate suppliers, subject to
any de minimis provisions in Regulation 11.1 below.

A member may not issue an official order or make any contract on behalf of the
council.

The RFO shall verify the lawful nature of any proposed purchase before the issue
of any order, and in the case of new or infrequent purchases or payments, the
RFO shall ensure that the statutory authority shall be reported to the meeting at
which the order is approved so that the minutes can record the power being used.
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1. CONTRACTS

11.1. Procedures as to contracts are laid down as follows:

a.

i

Vi,

Every contract shall comply with these financial regulations, and no exceptions
shall be made otherwise than in an emergency provided that this regulation
need not apply to contracts which relate to items (i) to (vi) below:

for the supply of gas, electricity, water, sewerage and telephone services;

for specialist services such as are provided by solicitors, accountants,
surveyors and planning consultants;

for work to be executed or goods or materials to be supplied which consist of
repairs to or parts for existing machinery or equipment or plant;

for work to be executed or goods or materials to be supplied which constitute
an extension of an existing contract by the council;

for additional audit work of the external auditor up to an estimated value of
£500 (in excess of this sum the Chief Officer and RFO shall act after
consultation with the Chairman and Vice Chairman of council); and

for goods or materials proposed to be purchased which are proprietary
articles and / or are only sold at a fixed price.

Where the council intends to procure or award a public supply coniract, public
service contract or public works contract as defined by The Public Contracts
Regulations 2015 (“the Regulations”) which is valued at £25,000 or more, the
council shall comply with the relevant requirements of the Regulations?.

The full requirements of The Regulations, as applicable, shall be followed in
respect of the tendering and award of a public supply contract, public service
contract or public works contract which exceed thresholds in The Regulations
set by the Public Contracts Directive 2014/24/EU (which may change from time
to time)®.

When applications are made to waive financial regulations relating to contracts
to enable a price to be negotiated without competition the reason shall be
embodied in a recommendation to the council.

Such invitation to tender shall state the general nature of the intended contract
and the Chief Officer shall obtain the necessary technical assistance to prepare
a specification in appropriate cases. The invitation shall in addition state that

2 The Regulations require councils to use the Contracts Finder website to advertise contract opportunities,
set out the procedures to be followed in awarding new contracts and to publicise the award of new contracts
® Thresholds currently applicable are:

a. For public supply and public service contracts 209,000 Euros (£164,176)

b. For public works contracts 5,225,000 Euros (£4,104,394)
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tenders must be addressed to the Chief Officer in the ordinary course of post.
Each tendering firm shall be supplied with a specifically marked envelope in
which the tender is to be sealed and remain sealed until the prescribed date for
opening tenders for that contract.

f.  All sealed tenders shall be opened at the same time on the prescribed date by
the Chief Officer in the presence of at least one member of council.

g. Any invitation to tender issued under this regulation shall be subject to Standing
Orders, and shall refer to the terms of the Bribery Act 2010.

h.  When itis to enter into a contract of less than £25,000 in value for the supply of
goods or materials or for the execution of works or specialist services other
than such goods, materials, works or specialist services as are excepted as set
out in paragraph (a) the Chief Officer or RFO shall obtain 3 quotations (priced
descriptions of the proposed supply), where the value is below £3,000 and
above £500 the Chief Officer or RFO shall strive to obtain 3 estimates.
Otherwise, Regulation 10.3 above shall apply.

i. The council shall not be obliged to accept the lowest or any tender, quote or
estimate.

j-  Should it occur that the council, or duly delegated committee, does not accept
any tender, quote or estimate, the work is not allocated and the council
requires further pricing, provided that the specification does not change, no
person shall be permitted to submit a later tender, estimate or quote who was
present when the original decision making process was being undertaken.

12. PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION
WORKS (PUBLIC WORKS CONTRACTS)

12.1.  Payments on account of the contract sum shall be made within the time specified in
the contract by the RFO upon authorised certificates of the architect or other
consultants engaged to supervise the contract (subject to any percentage
withholding as may be agreed in the particular contract).

12.2.  Where contracts provide for payment by instalments the RFO shall maintain a record
of all such payments. In any case where it is estimated that the total cost of work
carried out under a contract, excluding agreed variations, will exceed the contract
sum of 5% or more a report shall be submitted to the council.

12.3. Any variation to a contract or addition to or omission from a contract must be
approved by the council and Chief Officer to the contractor in writing, the council
being informed where the final cost is likely to exceed the financial provision.
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13. STORES AND EQUIPMENT

13.1.

13.2.

13.3.
13.4.

The officer in charge of each section shall be responsible for the care and custody of
stores and equipment in that section.

Delivery notes shall be obtained in respect of all goods received info store or
otherwise delivered and goods must be checked as to order and quality at the time
delivery is made.

Stocks shall be kept at the minimum levels consistent with operational requirements.

The RFO shall be responsible for periodic checks of stocks and stores at least
annually.

14. ASSETS, PROPERTIES AND ESTATES

14.1.

14.2.

14.3.

14.4.

14.5.

The Chief Officer shall make appropriate arrangements for the custody of all title
deeds and Land Registry Certificates of properties held by the council. The RFO
shall ensure a record is maintained of all properties held by the council, recording the
location, extent, plan, reference, purchase details, nature of the interest, tenancies
granted, rents payable and purpose for which held in accordance with Accounts and
Audit Regulations.

No tangible moveable property shall be purchased or otherwise acquired, sold,
leased or otherwise disposed of, without the authority of the council, together with
any other consents required by law, save where the estimated value of any one item
of tangible movable property does not exceed £3,000.

No real property (interests in land) shall be sold, leased or otherwise disposed of
without the authority of the council, together with any other consents required by law.
In each case a report in writing shall be provided to council in respect of valuation
and surveyed condition of the property (including matters such as planning
permissions and covenants) together with a proper business case (including an
adequate level of consultation with the electorate).

No real propery (interests in land) shall be purchased or acquired without the
authority of the full council. In each case a report in writing shall be provided to
council in respect of valuation and surveyed condition of the property (including
matters such as planning permissions and covenants) together with a proper
business case (including an adequate level of consultation with the eiectorate).

Subject only to the limit set in Regulation 14.2 above, no tangible moveable property
shall be purchased or acquired without the authority of the full council. In each case a
report in writing shall be provided to council with a full business case.
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14.6.

15.

15.1.

15.2.

15.3.

15.4.

15.5.

The RFO shall ensure that an appropriate and accurate Register of Assets and
Investments is kept up to date. The continued existence of tangible assets shown in
the Register shall be verified at least annually, possibly in conjunction with a health
and safety inspection of assets.

INSURANCE

Following the annual risk assessment (per Regulation 16), the RFO shali effect all
insurances and negotiate all claims on the council's insurers in consultation with the
Chief Officer.

The Chief Officer shall give prompt notification to the RFO of all new risks, properties
or vehicles which require to be insured and of any alterations affecting existing
insurances.

The RFO shall keep a record of all insurances effected by the council and the
property and risks covered thereby and annually review it.

The RFO shall be notified of any loss liability or damage or of any event likely to lead
to a claim, and shall report these to council at the next available meeting.

All appropriate members and employees of the council shall be included in a suitable
form of security or fidelity guarantee insurance which shall cover the maximum risk
exposure as determined annually by the council, or duly delegated commitiee.

16. RISK MANAGEMENT

16.1.

16.2.

The council is responsible for putting in place arrangements for the management of
risk. The Chief Officer shall prepare, for approval by the council, risk management
policy statements in respect of all activities of the council. Risk policy statements and
consequential risk management arrangements shall be reviewed by the council at
least annually.

When considering any new activity, the Chief Officer shall prepare a draft risk
assessment including risk management proposals for consideration and adoption by
the council.
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17. SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

17.1. It shall be the duty of the council to review the Financial Regulations of the council
from time to time. The Chief Officer shall make arrangements to monitor changes in
legislation or proper practices and shall advise the council of any requirement for a
consequential amendment to these Financial Regulations.

17.2. The council may, by resolution of the council duly notified prior to the relevant
meeting of council, suspend any part of these Financial Regulations provided that
reasons for the suspension are recorded and that an assessment of the risks arising
has been drawn up and presenied in advance to all members of council.
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1.1

12

1.3

1.4

CONGLETON TOWN COUNCIL

STANDING ORDERS FOR CONTRACTS

GENERAL

The following Standing Orders set out the procedures by which the Council
will enfer into contracts for the provision of goods, services, materials and
work. Every contract made by or on behalf of the Council shall comply with
these procedure rules and no exception from any of the provisions shall be
made otherwise than by direction of the Council or under Standing Order.

The Orders do not apply to contracts for the sale or purchase of land or
buildings. Every contract relating to the sale or purchase of any land or
buildings shall be in writing and be signed on behalf of the Council by the
Chief Officer. Purchases of land should not be above the current market
value as determined by the Council's appointed valuer and sales of land
should not be below the current market value as determined by the Council’s
appointed valuer. Where this is not the case a report should be made to
Council setting out the reasons for such variation, which may take into
account any community benefits or justification on the grounds that it helps
fulfil a wider policy of the Council.

Subject to Rule 1.2 every contract made by or on behalf of the Council shall

comply with

1.3.1 these Standing Orders

1.3.2 the Council's Financial Regulations

1.3.3 the Council's Standing Orders

1.3.4 all relevant statutory provisions including any relevant E.C. directive

1.3.5 any direction by the Council, Committee, Sub-Committee having
appropriate delegated authority.

These Contract Procedure Rules shall not apply or may be varied where or to
the extent that:

1.4.1 the Council so resolves

1.4.2 statute or subordinate legislation prescribes otherwise

TENDERS
Where tenders are required, one of the following methods shall be used:
1 Open competitive tender (Rule 3)
2 Ad hoc approved list {(Rule 4)
3 Standing approved list (Rule 5)
4 Approved list of another Council (Rule 6)

5 Established procurement specialist (Rule 7)




4.1

5.1

5.2

6.1

7.1

OPEN COMPETITIVE TENDERS

Tenders shall be invited after giving at least 14 days public notice in at least
one local newspaper circulating in the area of the Authority and in such frade
journals as the Chief Officer has considered appropriate stating the nature
and purpose of the contract, inviting tenders and stating the last date when
tenders will be accepted.

AD HOC APPROVED LIST

Tenders shall be invited after giving notice in the manner set out in Rule 5
seeking applications to be placed on a list from which selected contractors will
be invited to submit tenders.

STANDING APPROVED LIST

Tenders shall be invited from persons included in a list approved by the
Council for the supply of goods or materials of specified categories values or
amounts or for the carrying out of specified categories of work

The list shall be compiled in the following manner:

5.2.1 Notices inviting applications for inclusion in the list shall be published
not less than 28 days before the list is compiled in at least one local
newspaper and one trade journal.

5.2.2 No person shall be included in the list unless, at the time of
compilation of the list, the Responsible Financial Officer is satisfied as
to his or her financial status and suitability.

5.2.3 The approved list may be amended as required from time to time by
the Council and shall be reviewed at intervals not exceeding two
years.

APPROVED LIST OF ANOTHER AUTHORITY

Tenders shall be invited from persons included in a list approved by the
Principal Council for the supply of goods or materials of specified categories
values or amounts or for the carrying out of specified categories of work

ESTABLISHED PROCUREMENT SPECIALIST

Where large, high value tender exercises take place, in areas in which the
Council have limited expertise, it may be necessary to engage the use of
established procurement specialists. These specialists will undertake the
tender process on behalf of the Council, subject to compliance with Financial
Regulations for the opening of tenders.




8 SELECTION OF TENDERERS OR INVITEES

8.1 The selection of persons from whom tenders shall be invited shall be
delegated to the Chief Officer.

8.2 In inviting applications for inclusion in a list of approved tenderers or in
selecting persons from whom tenders are to be invited, steps shall be taken
to ensure fair competition.

9 FORM OF INVITATION TO TENDER AND SUBMISSION OF TENDERS

9.1 All tenders shall be required to be submitted on a Form of Tender approved
by the Chief Officer. This Form shall include a statement that the Council will
not be bound to accept any tender and reserves the right to accept a tender
other than the one which is the most favourable or not to accept any tender at
all.

9.2 The invitations to tender shall state that no tender will be considered unless
contained in a unmarked plain sealed envelope and endorsed "Tender”
followed by the subiject to which it relates.

9.3 Every tender shall be addressed to the Chief Officer and the tender shall
remain in his custody, or that of his nominated representative, until the time
appointed for its opening. (See also 11.1)

10 EXTENSION OF TIME

10.1  Where the Chief Officer considers it to be in the best interests of the Council
the time within which tenders must be received may be extended after giving
notice of such extension of time in the following manner: -

10.1.1 Open competitive tenders - in accordance with paragraph 3.

10.1.2 Ad hoc approved list / Established procurement specialist - by
giving 14 days written notice to each of the selected contractors.

10.1.3 Standing approved list - by giving 14 days written notice to each of
the relevant persons on the list.

11 OPENING OF TENDERS

11.1  All tenders for a contract shall be opened at the same time and as soon as
possible after the closing time for the acceptance of tenders. The tenders will
be opened by the Chief Officer or other nominated officer in the presence of
two Members of Council. (See also 7.1)

11.2  The Chief Officer shall prepare and maintain a register of tenders received
and shall record in that register the following particulars:
11.2.1 the last date and time for the receipt of tenders
11.2.2 the date and time the tender was actually received
11.2.3 the name of the tenderer and the amount of the tender
11.2.4 the date and time they were opened and by whom.
11.2.5 the signature of the officer to whom the tenders were handed after
opening.




1.3

11.4

12

12.1

13

13.1

14

14.1

14.2

15

15.1

15.2

16.3

15.4

All persons required to be present at the opening of tenders shall immediately
sign against the relevant particulars in the register and shall also sign each
page of the tender as evidence of such tenders having been opened by them
or in their presence.

Following the opening of tenders invited the Chief Officer shall write to all
persons who were invited to tender but who failed to fender to ascertain the
reasons for that faiiure.

LATE TENDERS

Any tender received late will be returned promptly to the tenderer by the Chief
Officer. A late tender which has been received may be opened in the
presence of the two Members to ascertain the name and address of the
tenderer but no details of the tender shall be disclosed.

ALTERATIONS TO TENDERS

Where the tender reveals errors or discrepancies, which would affect the
tender figure in an otherwise successful tender, the tenderer shall be told of
the errors and discrepancies and given an opportunity of confirming,
correcting or withdrawing the offer.

ACCEPTANCE OF TENDERS

In accepting a tender, consideration will be given to price and quality. A
suitable pre-determined price-quality modei (Evaluation Model) will be
devised by the Chief Officer. Selection of the best tender will be based on this
evaluation.

If no tenders are received or if all tenders are identical, the Council may make
such arrangements for procuring the goods or materials or executing the
works as it thinks fit.

CONTRACTS TO BE iN WRITING
Every contract shall be in writing in a form approved by the Chief Officer.

Every contract shall specify, amongst other things:

15.2.1 the goods, materials, works, matters, or things, to be furnished,
supplied or done (including any appropriate technical specifications}

15.2.2 the price to be paid with a statement of discount or other deductions

15.2.3 where applicable, the time or times that the contract is to be performed

15.2.4 how the contractor will be accountable for performance, and any
information or reports that he will be required o submit.

The Chief Officer shall sign every contract not required to be made under seal
on behalf of the Council.

The Chief Officer or his nominated representative shall seal every contract
required or intended to be made under seal on behalf of the Council, in
accordance with Standing Orders.




16 ASSIGNMENT

16.1  In every written contract for the execution of work or the supply of goods or
materials, the following clause shall be inserted:

16.2 “The contractor shall be prohibited from transferring or assigning directly or
indirectly, to any person or persons whatever, any portion of the contract
without the written permission of the Council. Sub-letting of any part(s) of the
work, except to the extent permitted in writing by the officer concerned, shall
be prohibited”.

17 LIQUIDATED DAMAGES

17.1  Every contract that exceeds £50,000 shall, where considered appropriate by
the Chief Officer, provide for liquidated damages to be paid by the contractor
in case the terms of the contract are not duly performed.

18 PERFORMANCE BONDS

18.1  Where a contract is estimated to exceed £150,000 in value (or otherwise as
the council so desires) and is for the execution of the works, or for the supply
of goods or materials by a particular date or series of dates, the Finance &
Policy Committee shall consider whether the Council should require security
for its due performance and shall either certify that no such security is
necessary or shall specify in the conditions of tender the nature and amount
of any security to be given. In the latter event, the Council shall require and
will take a bond or other sufficient security for the due performance of the
contract.

19 RETENTION

19.1  Works contracts, which are estimated to exceed £50,000 in value, will be
subject to a defects period. The Council will retain a percentage of the monies
due to the contractor for a period that the Chief Officer deems appropriate,
having regard to the current practice in the relevant industry and to the
circumstances of the contract.

20 CANCELLATION

20.1  Every contract will include a clause allowing the Council to cancel the contract
and to recover costs if the contractor has offered, or given, any gift or
consideration whatsoever as an inducement or reward fo obtain the contract,
or any other contract with the Council.

21 NOMINATED SUB-CONTRACTORS

211  Where a sub-contractor or supplier is o be nominated to a main contractor
the following provisions shall have effect.

21.2  \Where the estimated amount of a sub-contract exceeds £50,000 then, unless
the Chief Officer certifies that it is not reasonably practicable to obtain
competitive tenders, tenders for the nomination shali be invited and dealt with
in accordance with these Contract Procedure Rules as if they were for a
contract with the Council.




21.3

22

221

A nominated sub-contractor must be willing to enter into a contract with the
main contractor on terms which indemnify the main contractor against his own

obligations under the main contract in relation to the work or goods included in
the sub-contract.

ENGAGEMENT OF CONSULTANTS

In the event of the Council engaging the services of consultants these
Contract Procedure Rules will apply, where relevant.




