[image: ]		Internal Controls – Appendix 1
INCOME – CASH/CHEQUES/BACSELECTRONIC BANK TRANSFER
	Procedure No:
	PROCEDURE
	CARRIED OUT BY
	CHECKED BY

	1.
	Write out receipt for all cash and cheque income received
	ADM/EM
	RFO

	2.
	Mark appropriate Sales Ledger invoice with receipt no
	ADM/EM
	RFO

	3.
	If non-SL invoice (i.e.: Tea dance revenue) mark appropriate Cash Pay-In Voucher with receipt no
	EM
	RFO

	4.
	All cash/cheques income to be entered onto Excel pay-in sheet & received into the Rialtas A/c System under the appropriate income nominal codes
	RFO
	INTERNAL AUDITOR

	5.
	All BACS Electronic Bank Transfer income to be represented by a corresponding Remittance Advice or, in absence, a BACS receipt voucher & received into the Rialtas A/c System under the appropriate income nominal codes
	RFO
	INTERNAL AUDITOR

	6.
	Bank Reconciliations to be carried out throughout the month, with Final Reconciliation at month end
	RFO
	Chair of Finance Ctte

	7.
	Annual Precept: to be paid into current a/c by BACS by WSC at the end of April
	RFO
	INTERNAL AUDITOR





EXPENDITURE – CURRENT ACCOUNT (CASHBOOK 1)
	Procedure No:
	PROCEDURE
	CARRIED OUT BY
	CHECKED BY

	1.
	Purchase Orders prepared against quotes for non-contract expenditure
	ADMIN
	RFO

	2.
	Invoices matched & checked against purchase order on receipt & prepared for weekly payment run
	RFO
	Two A/c signatories

	3.
	Entered into Rialtas A/c System under the appropriate nominal code
	RFO
	INTERNAL AUDITOR

	4.
	On Mondays, pPayment run to be prepared for batch of invoices in Rialtas A/c System
	RFO
	INTERNAL AUDITOR

	5.
	BACS Electronic Bank Transfer payments set up for the batch (any cheques prepared as a separate batch)
	RFO
	Two A/c signatories

	6.
	Any cheques, DDs to be prepared as separate batches
	RFO
	Two A/c signatoriesFTC annually in advance

	7.
	Remittance Advices to be produced from Rialtas A/c System and postedemailed
	ADMIN
	RFO

	8.
	Final Bank Reconciliation at month end
	RFO
	Chair of Finance Ctte




EXPENDITURE – PETTY CASH (CASHBOOK 2)
	Procedure No:
	PROCEDURE
	CARRIED OUT BY
	CHECKED BY

	1.
	A receipt must be obtained for all expenditure.  A VAT receipt if appropriate
	ALL STAFF
	RFO

	2.
	Petty Cash Voucher to be completed for each receipt; Date, Staff Initials, Outlet Name, Details of goods/services, which area, price including VAT amount where relevant
	RFO
	INTERNAL AUDITOR

	3.
	Petty Cash Summary Excel Spreadsheet completed at  month end with cashbox tally enteredVouchers entered into the Rialtas A/c System under the appropriate expenditure nominal codes
	RFOADMIN
	INTERNAL AUDITORRFO

	4.
	Summary Excel totals entered into Rialtas A/c System under appropriate expenditure nominal codes. Petty Cash Summary Excel Spreadsheet completed at  month end with cashbox tally entered
	RFO
	INTERNAL AUDITOR

	5.
	Cheque written for petty cash amount to be withdrawn with a denomination listing & authorising letter for NatWest Bank (acting as agent for Unity Trust Bank)
	RFO
	Two a/c signatories

	6.
	Cashbook transfer completed on the Rialtas A/c System (from Current Account to Petty Cash Account)
	RFO
	INTERNAL AUDITOR

	7.
	Final Bank Reconciliation at month end
	RFO
	Chair of Finance Ctte





EXPENDITURE – SALARIES (CASHBOOK 3)
	Procedure No:
	PROCEDURE
	CARRIED OUT BY
	CHECKED BY

	1.
	Employees to complete a monthly overtime sheet as necessary for authorisation
	ALL STAFF
	RFO / TCTC

	2.
	A monthly wages spreadsheet to be prepared detailing all staff gross pay and overtime if applicable
	RFOTC
	?TC

	3.
	Wages are processed in the Moneysoft Payroll Manager software
	RFO
	INTERNAL AUDITOR

	4.
	Pensions are processed in the B&CEandC People’s Pension online system for DD payment
	RFO
	INTERNAL AUDITOR

	5.	
	PAYE/NICs BACS Electronic Bank Transfer payment set up
	RFO
	Two A/c Signatories

	6.
	Net Wages, PAYE/NICs, Pensions payments entered into Rialtas A/c System under the appropriate expenditure nominal codes
	RFO
	INTERNAL AUDITOR

	7.
	Salary Summary Excel spreadsheet completed & entered into the Rialtas A/c System as a Wages Control Account Journal
	RFO
	INTERNAL AUDITORTC

	8.
	Final Bank Reconciliation at month end
	RFO
	Chair of Finance Ctte





EXPENDITURE – CREDIT CARD (CASHBOOK 4)
	Procedure No:
	PROCEDURE
	CARRIED OUT BY
	CHECKED BY

	1.
	A receipt must be obtained for all expenditure.  A VAT receipt if appropriate
	ALL STAFF
	RFO

	2.
	Credit Card Voucher to be completed for each receipt; Date, Staff Initials, Outlet Name, Details of goods/services, which area, price including VAT amount where relevant
	ALL STAFF
	RFO

	3.
	Vouchers entered into the Rialtas A/c System under the appropriate expenditure nominal codes
	RFO
	INTERNAL AUDITOR

	4.
	Amounts checked at month end with online credit card statement
	RFO
	INTERNAL AUDITOR

	5.
	Cashbook transfer completed for statement payment on the Railtas A/c System (Current Account to Barclaycard Account)
	RFO
	INTERNAL AUDITOR

	6.
	Final Bank Reconciliation at month end
	RFO
	Chair of Finance Ctte



NB: ALL FOUR CASHBOOKS ARE PRESENTED BY RFO AT THE NEXT FINANCE & POLICY COMMITTEE MEETING FOR APPROVAL.
COVID-19 ADDENDUM: Due to national restrictions regarding ways of working, NTC staff may be working from home over a period(s) of time.  At these times, face-to-face checking by councillors/town clerk may be suspended and all checks will be carried out via email and/or Zoom meeting.
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