
 
 

INTERNAL CONTROLS 
 

1. The Financial Officer will prepare annual estimates of income and 

expenditure for submission to the December meeting of the Council, following 

consultation with the Chairman and Vice-Chairman and, after giving other 

Members of the Council an opportunity of bringing forward items for 

inclusion/review at the December Meeting of the Council. 

 
2. As soon as estimates have been approved it shall be the responsibility of the 

Responsible Financial Officer to submit the precept required to Flintshire 

County Council, which under arrangements agreed with that authority, is 

received in three equal instalments at the end of April, August and December, 

and transferred automatically to the Council's current account facility at 

NATWEST Bank, Mold by means of BACS Transfer with a notification of this 

action forwarded to the Clerk. 

 
3. The Responsible Financial Officer will report to the July, October, February 

and April meetings of the Council, the quarterly financial position in relation to 

income and expenditure for the particular financial year. 

 
4. The Responsible Financial Officer shall record all payments and income 

received in the ledger on a regular basis, to reconcile on a quarterly basis and 

report to the July, October, February and April meetings of the Council, and at 

the financial year end with the bank statements, and to prepare accounts in 

the receipts and payments format with balance sheet and supporting 

statements for Council approval as soon as possible after the end of the 

financial year. 

 
5. The Responsible Financial Officer shall pay all invoices approved by the 

Council by means of a minute reference o r  p a y m e n t  s c h e d u l e  

which will include the expenditure powers, ensuring all schedules have the 

signature of two Council Members included. 

 
6. Documentation should be available from online banking showing the payment 

details. 

 

 



7. Controls over online banking should have a level of control by two signatories 

v i e w i n g  the invoice prior to payment or having a schedule of online 

payments authorised prior to payment. 

 
8. The Responsible Financial Officer will ensure that all payments have a 

voucher and are kept in a folder appropriately numbered for audit purposes 

and that all miscellaneous income is paid in promptly to the Council's current 

account facility at NATWEST Bank, Mold. 

 
9. The Responsible Financial Officer will keep the Council's present two bank 

accounts with the NATWEST Bank, Mold transferring monies between each 

as appropriate to ensure interest earning opportunities are maximised, and 

after each four yearly election of the Council report as necessary on the 

preparation of a new bank mandate. 

 
10. The Responsible Financial Officer will reclaim VAT at the end of each financial 

year and check that this and other incomes received automatically (precept, 

bank interest), or otherwise, are credited to the appropriate bank account held 

by the Council and inform the Council once such action has been undertaken. 

 
11. The Responsible Financial Officer will ensure that salary payments due to the 

Clerk are in accordance with the agreed scale by the Council and are subject 

to the appropriate deductions of income tax and national insurance, keep 

appropriate employment records and submit an annual return to HM Revenue 

and Customs by use of their on-line facility. 

 
12. The Members will  ensure a check is made on reimbursements claimed by the 

Clerk on a monthly basis. 

 
13. The Responsible Financial Officer as part of the Annual Risk Assessment 

required to be undertaken by the Council, will ensure that insurance cover is 

at the appropriate level and that the Asset Register is kept up to date. 

 
14. As soon as the Council have approved the year end accounts referred in 

paragraph 4, the Responsible Financial Officer will arrange for the appropriate 

documentation to be made available to the Council's Internal Auditor. 

 
15. The report and action plan (if any) of the Internal Auditor will be reported to 

the Council at the meeting following their receipt and the Responsible 

Financial Officer will respond to any action plan items for Council approval. 

 
16. On receipt of formal notification of external audit, the Responsible Financial 

Officer will arrange for, appropriate public notice to be given, arrange for 

completion of the Annual Return required by the External Auditor and public 

notice of the completion of the audit, ensuring that the Council is notified of 

both stages including formal approval of Sections 1 and 2 of the Annual 

Return. 

 
17. If the Council becomes aware of a personal data breach in relation to 

personal data for which the controller is responsible, the controller must notify 

the breach to the Commissioner (a) without undue delay, and (b) where 



feasible, not later than 72 hours after becoming aware of it. (2) Subsection (1) 

does not apply if the personal data breach is unlikely to result in a risk to the 

rights and freedoms of individuals. 

 
18. The Council will ensure GDPR compliance, having a GDPR policy in place 

together with an Information Asset Register and Privacy Notice. 

 
19. The Clerk will ensure that GDPR compliance is maintained and that all 

personal information that isn't in the public domain is help_ safe and securely 

and is not given to any third party 

 
 
 
 

 
 
 

  This Statement of Internal Controls was adopted by Nannerch Community 

Council on 5th December 2024  
 

 

CHAIR 


