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Full Council 13th October 2016
 

Update to Financial Rules  

 

SYNOPSIS  

Attached to this report are an updated set of Financial Rules, for approval by Full Council. 
This report was considered by the Audit & Governance Committee of 7th September 2016; 
the Committee are recommending approval. 

 
1. Background Details 

The Council is reviewing its governance arrangements and the update of the Financial 
Rules forms part of this. The current Financial Rules were approved in May 2013. It is 
good practice for these to be reviewed and updated on a regular basis, although the 
changes are fairly minimal.  

The revised policies for anti fraud and corruption and Anti Money laundering have already 
been approved by committee.  The revision to Contract Standing Orders is also on this 
agenda. 

2. Report 

The revised Financial Rules are appended to this report. Most of the changes are minor 
and mainly relate to changes in officers titles and names. The only other changes to bring 
to Members attention are the changes to the asset disposal limits in section 7. These are 
in line with the policy approved by OCPC in March 2014. 

3. Options to be considered  

Members of are free to suggest any amendments to the Financial Rules as presented. 

4. Issues to be taken into account:- 

Financial/Risks 

The Financial Rules provide the framework for good financial control and help to ensure 
that the assets of the authority are protected. They underpin the achievement of One 
Corby Priorities within the constraints of the Medium Term Financial Strategy.  

Legal 

The Financial Rules form an integral part of the Council’s constitution, and as such 
require approval by Full Council. 

Best Value 

The Rules and supporting procedures support the achievement of Best Value in the 
delivery of the Council’s services.   

Community Safety, Human Rights, Equalities, Sustainability 

There are no issues in relation to these arising directly from this report. 

5. Conclusion 

The revised Financial Rules attached to this report are substantially the same as those 
previously approved, but have been updated to reflect current systems, structures and 
processes. 
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6. Recommendation    

i) Full Council approve the revised Financial Rules and External Funding Protocol 
as attached as Appendices A & B. 

Background Papers 

None 
 

External Consultations 

Not applicable. 
 

List of Appendices 

Appendix A - Financial Rules – August 2016 
Appendix B – External Funding Protocol 

Wards 

All Wards 

Officer to Contact 

Adrian Sibley, Director of Corporate Services, ext. 4125  
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Introduction 
 
Financial Rules provide the framework for managing the Council’s financial affairs. They 
apply to every Member and officer of the Council and anyone acting on its behalf. The rules 
set out the roles and responsibilities of the Council, its Committees and senior officers. 
 
The rules are split into two parts. Part A sets out the Strategic Financial Rules that govern 
the financial strategy, management and governance. Part B deals with operational issues of 
a more detailed nature. References to the Director of Corporate Services should be taken to 
include his or her nominated representative. Any supplementary procedures issued by the 
Director of Corporate Services from time to time should be considered to form an integral 
part of these financial rules. 
 
In line with statutory requirements, the Council accounts separately for expenditure and 
income in relation to General Fund Revenue, Housing Revenue Account and Capital 
Programme activities. The Financial Rules apply equally to all accounts, except where 
explicitly excluded. 
 
Nothing in these financial rules shall prevent expenditure being incurred where an 
emergency or disaster involving destruction of or danger to life or property occurs or is 
imminent. Such expenditure can be incurred by Heads of Service, in consultation with the 
Chief Executive and Director of Corporate Services if possible. 
 
All staff are bound by these rules and will be affected to some degree depending on their 
duties. Every officer has a responsibility to read and be familiar with these rules. Non-
compliance may be considered to be a disciplinary offence. Regular training will be provided 
for those staff with direct financial management responsibilities. Ad hoc guidance can also be 
provided, and against each rule relevant contact details are provided. 
 
For the purpose of these rules, where written submission/approvals are required, an e-mail 
appropriately authorised and sent is considered to represent appropriate 
submission/approval, provided that electronic or manual records are maintained.  
 
 

General Roles and Responsibilities in Financial Management 
 
The Council 

 Agreeing the Strategic Financial Rules, which form an integral part of the Council’s 
constitution. 

 Ensuring that financial management is adequate and effective and that there is a sound 
system of internal control that is regularly reviewed and fit for purpose. 

 Approving the annual Budget, having regard to the Corporate Plan priorities, Medium 
Term Financial Strategy and the advice of the Director of Corporate Services in relation 
to prudent levels of reserves and the robustness of the financial estimates. 

 Setting the Council Tax and Housing Rents in line with statutory requirements. 

 Approving the prudential indicators, in accordance with the “CIPFA Prudential Code for 
Capital Finance in Local Authorities”. 
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One Corby Policy Committee 

 Approving the Medium Term Financial Strategy. 

 Making recommendations to the Council in relation to revenue and capital budgets, 
Council Tax and Rent levels. 

 Approving the business planning and budget setting process. 

 Regularly monitoring expenditure and income against budgets, the prudential indicators 
and other indicators of financial performance. 

 Agreeing procedures for virement between budget heads and for carrying forward 
underspends and overspends at the end of a financial year. 

 Approving virements between budget heads in accordance with Financial Rule 3. 

 

Audit and Governance Committee 

 Keeping under review and recommending changes as necessary to the Council’s 
financial rules. 

 Approving the annual Statement of Accounts and Annual Governance Statement.  

 Considering the appointment of the external auditor and any questions of resignation or 
dismissal of the external auditor. 

 Discussing, if necessary, with the external auditor before the audit commences the nature 
and scope of the audit. 

 Receiving the annual Audit Management Letter and referring any issues requiring 
attention to the relevant committee and/or officer. 

 Approving the appointment and monitoring the performance of the internal audit service. 

 Receiving the Annual Audit Plan for the Authority and Annual Internal Audit Report, 
addressing key internal control issues as required.  

 

Director of Corporate Services (Chief Finance Officer) 

The functions of the Chief Finance Officer are contained in Article 11 of the Constitution. The 
postholder also has statutory duties in relation to the financial administration and stewardship 
of the Council, which cannot be overridden. These arise from: 

 Section 151 of the Local Government Act 1972 
 The Local Government Finance Act 1988 
 The Local Government Act 2003 
 The Accounts and Audit Regulations 20015 

Section 114 of the Local Government Act 1988 requires the Chief Finance Officer to report to 
the full Council and external auditor if the Council or one of its officers: 

 Has made, or is about to make, a decision which involves incurring unlawful 
expenditure. 

 Has taken, or is about to take, an unlawful action which has resulted or would result in 
a loss or deficiency to the Council. 

 Is about to make an unlawful entry in the Council’s accounts. 

Section 114 of the 1988 Act also requires that the Chief Finance Officer nominate a deputy. 
For Corby Borough Council, this is the Financial Services Manager, who assumes the 
responsibilities listed below in the absence of the Director of Corporate Services. 

 Maintaining a continuous review of the Financial Rules and recommending any changes 
to Strategic Rules to Audit & Governance Committee and Council for approval. 
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 Maintaining appropriate Operational Financial Rules, ensuring that Heads of Service are 
given an opportunity to comment on any changes. 

 Reporting, where appropriate after consultation with the Head of Paid Service and 
Monitoring Officer, breaches of the financial rules and any consequent disciplinary action 
taken to Council and/or Standards Committee. 

 Issuing advice and guidance to underpin these financial rules. 

 Maintaining an adequate and effective system of Internal Audit in the Council. 

 Advising on the key strategic controls necessary to secure sound financial management 
and ensure that there is a sound system of internal control that is reviewed regularly, 
including proper risk management arrangements. 

 Providing advice and support to the Council, Committees, Scrutiny Panels, the Core 
Management Team and the Senior Management Team on all financial matters affecting 
the Council. 

 Selecting accounting policies and ensuring that they are applied consistently, and 
determining the accounting procedures and records for the Council. 

 Preparing the annual Statement of Accounts in accordance with appropriate code(s) of 
practice and regulations. 

 
Senior Management Team 
 
The Senior Management Team, which comprises the Chief Executive, the Director of 
Corporate Services and Heads of Service, provide the strategic direction to ensure the 
achievement of Council policies. This includes: 
 
 Development of the Council’s financial strategy.  

 Regular monitoring of the Council’s financial position. 

Heads of Service 

 Comply with the financial rules set out in this document and any supporting procedures 
issued by the Director of Corporate Services. 

 Ensuring that all staff under their control are aware of the existence of and content of the 
Council’s financial rules and other internal regulatory documents and that they comply 
with them. 

 Ensuring that Members are advised of the financial implications of all proposals and that, 
in all cases, the financial implications have been agreed by the Director of Corporate 
Services. 

 Consult with the Director of Corporate Services and seek approval on any matter liable to 
materially affect the Council’s finances, before any commitments are incurred. 

 Provide information to the Director of Corporate Services relating to the services under 
their control and as required to by the Director of Corporate Services in order to fulfil the 
duties of the Chief Finance Officer. 

 Maintain a written record where decision-making has been delegated to members of 
staff, quoting the relevant delegation scheme reference. Where decisions have been 
delegated or devolved to other responsible officers, references to Heads of Service within 
these rules should be read as referring to them. 

 A reference in these rules to Heads of Service includes, for the purpose of these rules, 
the members of the Core Management Team. 
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All Elected Members and Officers 

 All Members and staff have a general responsibility for taking reasonable action to 
provide for the security of the assets under their control, and for ensuring that the use of 
these resources is legal, is properly authorised, provides value for money and achieves 
best value. 

 
 
 
 
 

The Golden Rules 
 
 
GR1  The Senior management Team are responsible for the delivery of the Corporate Plan 

priorities, service plan objectives and performance targets within the resources 
allocated to them through the business and financial planning process. 

 
GR2  No order should be placed, or expenditure incurred, on goods or services without the 

budget for such being identified and approved. 
 
GR3  All budget holders are accountable for the control of income and expenditure budgets 

allocated to them. Financial Services will provide information, advice, support and 
training to assist with this.  
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Financial Rule 1 – Financial and Business Planning 
 
Context 
 
Effective forward planning requires the development of a Medium Term Financial Strategy, 
identifying the resources available to the Council and how these resources will be directed 
towards the achievement of corporate priorities and performance targets. The financial 
strategy and projections need to cover: 
 
 Revenue expenditure and income 
 Targets for efficiency and other savings 
 Government grants and local taxation 
 Capital investment requirements 
 Capital resources and asset usage 
 Partnership working 
 Financial risks and sensitivities 
 
Rules 
 
1.1 The financial strategy will cover a period of 5 years, taking into account trends into 

subsequent years. 

1.2 It will be rolled forward and updated annually in order to incorporate changing 
circumstances and assumptions. 

1.3 The strategy will be prepared by the Director of Corporate Services, in consultation 
with the Senior Management Team. 

1.4 The timetable for the update to the financial strategy will be aligned to the review of 
corporate priorities within the service planning framework. 

1.5 The strategy will be presented to the One Corby Policy Committee for approval. 

 

 

 

 

 

 

 

 

Contact 

Director of Corporate Services  
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Financial Rule 2 – Annual Revenue Budget 
 
Context 
 
The annual revenue budget process, for both the General Fund and Housing Revenue 
Account, is the process of developing detailed budgets that support the achievement of 
corporate and service objectives and priorities and performance targets. It is therefore a 
process that is integrated with the development of Service Plans, although these financial 
rules do not cover this aspect in detail. 
 
Rules 
 
2.1 The format of the budget will be determined by the Director of Corporate Services in 

consultation with the Senior Management Team. 

2.2 The timetable and guidelines for the preparation of annual budgets, as agreed with 
Senior Management Team, will be issued by the Director of Corporate Services and 
must be adhered to by all Heads of Service and budget holders. 

2.3 Heads of Service must ensure that budget estimates reflect agreed service plans and 
are submitted to the Director of Corporate Services in line with timetable and 
guidelines. Budget estimates will be subject to scrutiny and challenge by both Core 
Management Team and Members. 

2.4 The Director of Corporate Services will work with Heads of Service to encourage the 
best use of resources and value for money, identifying opportunities to improve 
economy, efficiency and effectiveness, and by encouraging good practice in 
conducting financial appraisals of development or savings options, and in developing 
financial aspects of service planning. 

2.5 The Director of Corporate Services will produce a consolidated budget report and 
make recommendations to the One Corby Policy Committee and Full Council. 

2.6 The Director of Corporate Services will report to this Committee on the robustness of 
the financial estimates and the adequacy of the levels of reserves. 

2.7 The One Corby Policy Committee is responsible for ensuring that budget proposals 
are made in the context of the Medium Term Financial Strategy, and that they reflect 
the priorities and performance targets set by the Council. 

2.8 The Full Council is responsible for approving the budget as defined in Article 4 of the 
Constitution.  

 

 

Contact 

Director of Corporate Services 

Financial Services Manager 

 

 



Corby Borough Council  Financial Rules 

  July 2016 8

Financial Rule 3 – Budgetary Control, Virement and Carry Forwards 
 
Context 
 
Heads of Service are accountable for the delivery of Service Plan objectives within the 
budgets allocated by the Council to them. Good financial control requires that all income and 
expenditure budgets are regularly monitored, and action is taken to address any potential 
variances from the budget. 
 
Virement and carry-forward rules are designed to empower Heads of Service in this delivery, 
through enabling resources to be re-allocated during the financial year, providing that this re-
allocation does not represent a change in policy and does not create an unfunded 
commitment into future years. 
 
A supplementary estimate would entail an addition to the overall budget, funded from 
reserves. Any such decision must be taken in the context of the Medium Term Financial 
Strategy and therefore budget pressures must initially be contained within existing overall 
budgets. 
 
Certain budgets are deemed to be outside of the direct control of budget holders and any 
variance against these budgets is a corporate issue. As such these budgets will be outside of 
the framework for virement and carry-forwards, and will be monitored closely as high risk 
areas. 
 
Rules 
 
Budgetary Control 
 
3.1 The Director of Corporate Services will establish a budgetary control framework that 

ensures that budget management is exercised and all Heads of Service are provided 
with the information and support required to monitor the budgets under their control. 

3.2 Heads of Service must regularly monitor the income and expenditure budgets under 
their control, with support from Financial Services. The regularity of monitoring should 
be linked to a risk assessment of all budgets. Corrective action must be taken where 
variances are projected, in order to ensure that overall budget allocations are not 
exceeded. 

3.3 Heads of Service must ensure that an accountable budget holder is identified for 
each budget head. Budget responsibility should be aligned as closely as possible to 
the decision making that commits expenditure. 

3.4 All budgets must be profiled appropriately in order to enhance budgetary control.   

3.5 The Director of Corporate Services will report the latest overall monitoring and 
projected outturn quarterly to the Senior Management Team and quarterly to the One 
Corby Policy Committee. This report will highlight significant issues requiring the 
Committee’s attention. 

3.6 Heads of Service are responsible for preparing action plans setting out options to 
address any areas of overspend, as set out in the budgetary control framework. 

3.7 All decisions made by Committees or by Officers using their delegated authority must 
give consideration to the financial implications of the decision. The Director of 
Corporate Services must be consulted on these financial implications. 
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Virements and Supplementary Estimates 

3.8 A virements is the transfer or movement of a budget. Virements must not be made 
with the intention of supporting recurring expenditure from one-off sources of saving 
or additional income, nor should they create future commitments, including full-year 
effects of decisions made part way through the year. 

3.9 Virements should be made before expenditure is incurred. No virement relating to a 
specific financial year should be made after 31 March in that year. 

3.10 Virements cannot be made between the General Fund and Housing Revenue 
Account, nor between Capital and Revenue budgets. 

3.11 Powers of virement between revenue accounts are subject to the following financial 
limits on any one budget head during the financial year. For the purpose of this 
scheme, a budget head is a cost centre within the approved Budget Book. 

Heads of Service -  £10,000 
Core Management Team -  £25,000 (Director of Corporate Services & Chief 
Executive) 
One Corby Policy Committee - unlimited 
 

3.12 These limits do not apply to ear marked reserves which are established for a specific 
purpose and held centrally pending allocation to specific service areas during the 
year, provided the use is in line with the fund’s approved purpose. Approval of the 
purpose of specific reserves is by the One Corby Policy Committee and funds are 
under the control of Core Management Team. 

3.13 In some circumstances it will be necessary to make “technical virements” to rectify 
situations where budgets have been allocated to an incorrect detail code. These will 
be subject to approval by the Core Management Team, irregardless of value. 

3.14 A Virement that is likely to impact on the level of service activity of another Head of 
Service should be implemented only after agreement in writing from the other Head of 
Service. 

3.15 The Director of Corporate Services will maintain a register of all virements agreed 
and actioned. 

3.16 Supplementary estimates can only be approved by the One Corby Policy Committee. 
Where this would result in a material shift in the Medium Term Financial Strategy, 
approval of Full Council is required. Materiality in this context will be determined by 
the Director of Corporate Services following consultation with Core Management 
Team. 

3.17 The Director of Corporate Services will determine from time to time, in consultation 
with the Senior Management Team, those budget heads from which virement may 
not be made. Such budget heads will also be excluded from the scheme for carry-
forwards and from any efficiency savings targets. 

Carry Forward of Revenue Budgets 

3.18 Any net overspend on the total budgets under the control of a Head of Service may 
be carried forward to the following financial year and will constitute the first call on 
that year’s budget. The Director of Corporate Services will report the extent of such 
overspending to the One Corby Policy Committee, so that the impact on service 
delivery of the carry forward can be assessed. 
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3.19 The following rules in relation to the carry forward of underspends may only apply if 
the Council’s General Fund budget as a whole is underspent. 

3.20 Where there is a net underspend on the total of the budgets under the control of a 
Head of Service (excluding those referred to in 3.17 above), the following rules may 
be applied in order. These rules represent guidelines – the final decision regarding 
the use of any underspends and carry forwards rests with CMT and One Corby Policy 
Committee. 

 Budgets that have been allocated for the achievement of specific projects within 
existing service plans – where the project has not been completed then the budget 
relating to this can be carried forward in its entirety. This will be subject to review 
and approval by CMT. 

 Where there remains a net underspend following the carry-forward of project 
budgets then this will be shared equally between the relevant Head of Service and 
balances. 

 The Head of Service must provide details as to how the carry forward will be spent 
and how this expenditure will contribute to the achievement of their Service Plan. 
Such expenditure must be one-off in nature and not create commitments into 
future years. This use of carry forwards will be subject to approval by One Corby 
Policy Committee. 

 The contribution to balances will aid the achievement of corporate priorities in the 
context of the Medium Term Strategy. Contributions to Earmarked Reserves are 
subject to the approval of One Corby Policy Committee. 

 

3.21 The above guidelines relate to the treatment of General Fund underspends, but 
similar but separate rules may also apply in relation to the Housing Revenue Account 
if applicable. 

 

 

 

 

 

 

 

 

 

Contact 

Director of Corporate Services 

Financial Services Manager 
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Financial Rule 4 – Capital Programme Development and Control 
 
Context 
 
Investment in capital assets must reflect the Council’s priorities for regeneration, as well as 
supporting opportunities for efficiency and income generation. 
 
The Asset Management Group (AMG) plays a key role in the development and control of the 
Capital Programme, as set out below.  
 
Any assessment of the affordability of the capital programme will be undertaken using the 
principles within the CIPFA Prudential Code for Capital Finance. 
 
Rules 
 
Capital Programme Development 
 
4.1 Heads of Service should make proposals for capital schemes in support of the 

achievement of the Council’s objectives and One Corby priorities, as well as meeting 
legislative requirements. 

4.2 The Director of Corporate Services will determine the definition of capital, having 
regard to government regulations and accounting requirements. 

4.3 The Director of Corporate Services will determine the format of the scheme proposals 
and assessment criteria in consultation with the AMG.  

4.4 The prioritised list of schemes will be presented to the One Corby Policy Committee 
along with any limitations on total expenditure given the available resources and the 
Medium Term Financial Strategy. The Committee will recommend a Capital 
Programme for the year to Full Council. 

4.5 Certain schemes will require a detailed Options Appraisal prior to commencing. This 
will be determined by the AMG, along with the format to be used for the options 
appraisal. 

4.6 Full Council is responsible for approving the Capital Programme for the year, 
alongside the revenue budget and prudential indicators. 

Capital Programme Monitoring and Control 

4.7 Each scheme must be assigned to a Lead Officer. The Lead Officer is responsible for 
delivery of the project within the approved budget. 

4.8 The Director of Corporate Services will report the latest overall monitoring and 
projected outturn to each meeting of the AMG and quarterly to Policy Committee. 
This will be supported by a technical update showing progress of capital projects. 

4.9 Heads of Service must ensure that adequate records are maintained for all capital 
contracts. 
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4.10 Where the cost of a capital scheme exceeds the estimated cost, this will be 
considered as appropriate using the following limits, with any virement to be funded 
from elsewhere within the approved programme. 

Asset Management Group – up to 10% of approved scheme cost or £25,000, 
whichever is the lower. 
 
One Corby Policy Committee - unlimited 

4.11 Any increase in the overall programme can only be approved by One Corby Policy 
Committee. Where this would result in a material shift in the Medium Term Financial 
Strategy, approval of Full Council is required. Materiality in this context will be 
determined by the Director of Corporate Services. 

4.12 The AMG can approve the carry-forward of unspent resources from one financial year 
to the next, provided that it is for the original purpose and within the original total.  

4.13 On certain major projects a separate Board, rather than the AMG, will be convened to 
oversee the project.  Examples include Kingswood and the Housing Regeneration 
Board.  The decision to delegate the role of AMG to each Board will be determined by 
the Director of Corporate Services, in conjunction with the Core Management Team.  
The same budgetary rules in terms of OCPC approval will apply. 

 

 

 

 

 

 

 

 

 

 

 

 

Contact 

Group Accountant 
 
Financial Services Manager 

Director of Corporate Services 
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Financial Rule 5 – Financial Management and Accounting 
 
Context 
 
To enable Financial Management to be effective it is important that financial information is 
available to Managers and that it is prompt, accurate, consistent and meaningful.  Such 
accurate information helps to ensure that the Council's assets and interests are accounted 
for and safeguarded against loss.  These Rules set out the basic framework for accounting 
within the Council. 
 
Rules 
 
5.1 The Director of Corporate Services is responsible for determining the accounting 

procedures adopted by the Council.  Financial Procedures explain the necessary 
accounting records and procedures in detail.  No variations shall be made to 
accounting records and procedures without the written agreement of the Director of 
Corporate Services. 

5.2 Heads of Service are responsible for ensuring that all procedures are complied with in 
the services under their control and that records and systems are properly 
maintained. 

5.3 All Heads of Service must comply, as far as practicable, with the following principles: 

 Separating the duties of providing information about sums due to the Council and 
calculating, checking and recording these sums from the duty of collecting or 
disbursing them. 

 Employees with the duty of examining or checking the accounts of cash 
transactions must not themselves be engaged in these duties. 

5.4 The accounting procedures will have regard to all current and appropriate best 
accounting practice.  Such best practice will normally be taken as that defined 
through International Financial Reporting Standards (IFRSs) and the Code of Practice 
on Local Authority Accounting, and Accounts and Audit Regulations. 

5.5 The Director of Corporate Services will prepare the annual Statement of Accounts, 
Governance Statement and supporting working papers. Heads of Service and other 
staff must comply with the timetable and information requests issued by the Director 
of Corporate Services. The Accounts will be submitted to the Audit and Governance 
Committee for approval, and will be signed by both the Director of Corporate Services 
and the Chair of that Committee. 

5.6 The Annual Governance Statement will be signed by both the Chief Executive and 
the Leader of the Council and approved by the Audit & Governance Committee. 

 

 

Contact 

Director of Corporate Services 
 
Financial Services Manager 
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Financial Rule 6 – Risk Management 
 
Context 
 
Risk is the chance or possibility of loss, damage, injury or failure to achieve objectives 
caused by an unwanted or uncertain action or event. Risk management is the planned and 
systematic approach to the identification, evaluation and control of risk. It is concerned with 
evaluating the measures an organisation already has in place to manage identified risks and 
then recommending the action the organisation needs to take to control these.  
 
Rules 
 
6.1 The Director of Corporate Services is responsible for the maintenance of both the 

Risk Management Strategy and Strategic Risk Register and, through the Senior 
Management Team and Audit & Governance Committee, planning the actions 
required in response to identified risks. 

6.2 Heads of Service are similarly responsible for the maintenance of, and action 
planning in response to, Operational Risk Registers in their service areas. 

6.3 All Heads of Service should maintain an up to date and relevant service area 
Business Continuity Plan in line with the Council’s overall Business Continuity Plan, 
setting out roles and responsibilities in the event that there is an unplanned 
interruption to service delivery. 

6.4 All plans and procedures should consider the associated risks and identify how these 
will be managed. 

6.5 Some risks are insurable, and the rules relating to this are covered in Operational 
Financial Rule 21. 

 

 

 

 

 

 

 

 

 

 

Contact 

Director of Corporate Services 
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Financial Rule 7 – Asset Management & Disposal 
 
Context 
 
The Council’s assets provide a basis for delivery of services, as well as opportunity to 
maximise the revenue and capital resources available to support the achievement of One 
Corby priorities. 
 
The Head of CB Property Services, as the designated Corporate Property Officer, plays a 
key role in asset management. The Corporate Asset Management Group (AMG) acts as a 
management forum. 
 
Rules 
 
7.1 The  Head of CB Property Services will produce and maintain an Asset Management 

Plan (AMP) for approval by the One Corby Policy Committee, in line with government 
guidelines. 

7.2 The Head of CB Property Services will maintain a comprehensive asset register in 
accordance with best practice and the Council’s Asset Management Plan. Assets will 
be valued in accordance with proper practice and linked to the fixed asset register 
held by Financial Services. 

7.3 Any proposal for the sale or letting of land or buildings that are less than £5k in value 
surplus to requirements must be considered on a case by case basis by the Head of 
CB Property. 

7.4 Where surplus land is valued at greater than £5,000 CB Property will consider the 
most appropriate method of disposal as part of its recommendation to the Asset 
Management Group. It is vital that a disposal is given appropriate market exposure to 
achieve best value. Any disposal must be at the most appropriate time and at the 
best price obtainable.  

7.5 Where disposal is successful, the Head of CB Property, in consultation with the Chief 
Executive will have delegated authority for items of value up to £200k. Disposal of 
over £200k will require the approval of OCPC. All property disposals below market 
value will also require OCPC approval.  

7.6 Receipts from the sale of assets must be properly banked and coded and notified to 
the Director of Corporate Services who will ensure appropriate accounting entries are 
made. 

7.7 All leases and disposal agreements must be in a form agreed by the Head of CB 
Property Services and the Legal Services Manager, the latter of which is also 
responsible for the custody of all title deeds. 

7.8 All Heads of Service are responsible for the proper security and safe custody of all 
assets under their control. A register of all moveable assets must be maintained in a 
format prescribed by the Director of Corporate Services and no Council asset must 
be subject to personal use without the express permission of the Head of Service.  

Contact 

Head of CB Property Services 

Director of Corporate Services 
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Financial Rule 8 – Internal and External Audit 
 
Context 
 
The Accounts and Audit Regulations 2015 and section 151 of the Local Government Act 
1972 require the Council to maintain an adequate and effective system of internal audit.  The 
Council has delegated responsibility for this function to the Director of Corporate Services as 
the Chief Financial Officer.  The Director of Corporate Services discharges this responsibility 
through the operations of the Welland Consortium Audit and these Rules provide the 
framework for its operations. 

External Audit is undertaken by KPMG, whose audit work is governed by the Audit 
Commission Act 1998 and the Code of Audit Practice, and operate independently, outside of 
the Councils controls. 

Rules 
 
8.1 The Director of Corporate Services assists the Council to put in place an appropriate 

control environment and effective internal controls which provide reasonable 
assurance of effective operations, financial stewardship, probity and compliance with 
laws and rules. 

8.2 The Chief Executive is responsible for ensuring the effectiveness of systems of 
internal control. The Director of Corporate Services will produce an annual 
Governance Statement, which must be signed by the Chief Executive and Leader of 
the Council and published along with the annual Statement of Accounts.  

8.3 The Director of Corporate Services is responsible for ensuring proper arrangements 
for the audit of the Council’s accounts in accordance with the Accounts and Audit 
Regulations 2015. 

8.4 The Audit and Governance Committee will approve the Annual Plan for Internal Audit 
work and receive a report as soon as possible after the year end on the outcomes 
from audit work.  

8.5 All Heads of Service must ensure that internal and external auditors are given access 
at all reasonable times to any premises, personnel, documents, information and 
assets that the auditors consider necessary for the purposes of their work. 

8.6 Heads of Service must ensure that any agreed actions arising from audit 
recommendations are carried out in a timely and efficient manner. The Director of 
Corporate Services will maintain a schedule of agreed recommendations and monitor 
their implementation. 

8.7 Any new systems for maintaining financial records, or records of assets, or changes 
to such systems, must be discussed and agreed by Internal Audit prior to 
implementation. 

 

Contact 

Director of Corporate Services 
 
Welland Audit 
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Financial Rule 9 – Fraud and Irregularity 
 
Context 
 
The Council will not tolerate fraud and corruption in the administration of its responsibilities, 
whether from inside or outside the Council. It’s expectation of propriety and accountability is 
that Members and staff at all levels will lead by example in ensuring adherence to legal 
requirements, rules, procedures and practices. The Council also expects that individuals and 
organisations (e.g. suppliers, contractors, and service providers) with whom it comes into 
contact will act towards the Council with integrity and without thought or actions involving 
fraud and corruption. 
 
Rules 
 
9.1 The Monitoring Officer, in consultation with the Director of Corporate Services, will 

develop and maintain an anti-fraud and corruption policy. 

9.2 All suspected irregularities and financial impropriety must be reported to the Director 
of Corporate Services, who will report to Internal Audit, the Chief Executive and 
Monitoring Officer. Where financial impropriety is discovered, and where sufficient 
evidence exists to believe that a criminal offence may have been committed, the 
Director of Corporate Services will, following consultation, ensure that the Police are 
called in to investigate. Consultation will be through an urgent meeting with the Head 
of Paid Service and Monitoring Officer. 

9.3 Pending investigation and reporting, Heads of Service should take all necessary 
steps to prevent further loss and to secure records, documentation and information 
against removal or alteration. 

9.4 The Monitoring Officer will ensure that a corporate register of interests is maintained, 
in which any hospitality or gifts offered to or accepted by Members and employees 
must be recorded. 

9.5 The Monitoring Officer must ensure that whistle blowing procedures are in place and 
operating effectively. 

9.6 Where the outcome of an audit investigation indicates improper behaviour, the 
relevant Head of Service must instigate the Council’s disciplinary procedures. 

 

 

 

 

Contact 

Director of Corporate Services 
 
Democratic Services Manager 
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Financial Rule 10 – Partnerships 
 
Context 
 
Partnerships are key features of the Council’s ability to achieve One Corby priorities. This 
financial rule is applicable to all partnership activity. 
 
A partner is defined as either: 
 An organisation (private or public) undertaking, part funding or participating as a 

beneficiary in a project, or 
 A body whose nature or status gives it a right or obligation to support the project. 
 
Heads of Service must ensure that full implications of any partnership or contract 
procurement are explored and that Finance, Legal and Procurement officers are consulted at 
an early stage. 
 
Rules 
 
10.1 Heads of Service must ensure that, before entering into agreements with external 

bodies, approval has been gained from Core Management Team. All agreements and 
arrangements must be properly documented. 

10.2 All requested information must be supplied to the Director of Corporate Services to 
enable proper entries to be made in the Council’s Statement of Accounts. It is 
important to recognise where our interest in other organisations may have 
implications for Group Accounts. 

10.3 Any proposals to trade or undertake work for third parties are subject to Committee 
approval and must be in line with guidance issued by the Director of Corporate 
Services. No contractual agreements can be signed without the prior agreement of 
the Legal Services Manager.  

10.4 Heads of Service must ensure that risks have been fully appraised and also consider 
the overall corporate governance arrangements and legal issues before agreements 
are entered into with external bodies. 

 

 

 

 

 

 

 

 

Contact 

Director of Corporate Services 
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Financial Rule 11 – External Funding 
 
Context 
 
External Funding is a key feature and method of providing services and delivering projects 
that achieve One Corby priorities. 
 
Rules 
 
11.1 All external funding bids should be made in accordance with the “External Funding 

Protocol”, separately attached. Official orders must not be raised for any personal or 
private purchases, nor must personal or private use be made of Council contracts. 

11.2 The Key features of this are that approval is sought and obtained, whenever possible, 
from the Director of Corporate Services in conjunction with the Corporate 
Management Team, prior to any funding applications being made. This is a 
mandatory requirement when match funding may be required. 

11.3 A grants claim register for all successful external funding bids will be maintained by 
the Director of Corporate Services. Heads of Service are responsible for informing the 
Director of Corporate Services of successful bids to enable the grants claims register 
to be maintained and up to date. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Contact 

Group Accountant 
 
Financial Services Manager 

Director of Corporate Services 
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Financial Rule 12 – Procurement of Goods and Services 
 
Context 
 
The procurement of goods and services by the Council needs to be in line with Contract 
Procedure Rules and the Council’s Procurement Strategy, as effective procurement 
represents a key opportunity to realise efficiency savings in line with the Medium Term 
Financial Strategy. 
 
Heads of Service and Officers must ensure that full implications of any partnership or 
contract procurement are explored and that Finance, Legal and Procurement officers are 
consulted at an early stage. 
 
Orders create contracts and commit the Council to expenditure.  It is therefore vital that the 
ordering process fully protects the Council's interests, that the authorisation of orders is 
strictly controlled and that there is budgetary provision for the expenditure. 
 
Payment should be made promptly following receipt of an invoice and satisfactory completion 
of the works or delivery of the goods. This is important, as performance in this area is subject 
to a Performance Indicator, as well as having an impact on local businesses. 
 
Rules 
 
12.1 Each order must conform to the Council’s Contract Procedure Rules, Procurement 

 Strategy, Procurement Code of Practice and Sustainability Strategy. Official orders 
 must be raised electronically via the Council’s Financial Management System (FMS). 

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

12.3 The Director of Corporate Services will maintain a list of officers authorised to raise 
 and approve orders on the FMS. Heads of Service must notify the Director of 
 Corporate Services of any changes required to this list. 

12.3.1 Order for goods and services should be raised at the time of commitment and should 
not be placed without first identifying the budget  against which the expenditure is 
being committed. Where appropriate, a virement  should be completed to transfer 
budgets.  

12.4 The principle of not incurring or committing expenditure without sufficient budget is a 
 golden rule and should only be overridden with the prior agreement of the 
 Director of Corporate Services. 

12.5 Goods and services should be checked on receipt and entries made in inventories 
 and stores records where appropriate. A Goods Received Notes must be raised 
 against the FMS order. 

12.6 On receipt of a proper VAT invoice, Heads of Service are responsible for matching 
 the invoice against the FMS order and passing promptly to EnCor Financial 
 Services for payment. 

12.7 Apart from petty cash, the normal method of payment from the Council shall be by 
 electronic means, cheque or other instrument or method approved by the Director of 
 Corporate Services. The use of direct debit shall require the prior agreement of the 
 Director of Corporate Services. 
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12.8 Payments must not be made on a photocopied, proforma of faxed invoice, statement 
 or other document other than the formal invoice without prior approval of the Director 
 of Corporate Services. Any instances of these being rendered should be reported to 
 internal audit. 

12.9 Appropriate payment records must be retained in line with the Council’s document 
 retention policy. 

12.10 The Council’s Credit Card is held by the Director of Corporate Services, and is for use 
 for obtaining more cost effective goods and services, or only in emergencies, or 
 where the supplier of goods or services is not able to issue an invoice, for example if 
 procuring via the internet or for occasional hotel usage. Each usage of the Credit 
 Card requires the completion of a form available on the intranet which will require the 
 approval of Encor Financial Services. A VAT receipt should be requested from the 
 supplier. 

12.11 Where officers or have been issued with Procurement or Fuel Cards, these are to be
  used only with authorised suppliers and in line with the detailed procedures issue by 
 the Director of Corporate Services. 

12.12 No loans, leasing or rental arrangements should be entered into without the prior 
 written approval of the Director of Corporate Services, in order that the Council is 
 protected against entering into unapproved credit arrangements. 

12.13 With regard to contracts for construction and alterations to buildings and for civil 
 engineering works, the procedures to be adopted in relation to financial aspects must 
 be agreed with the Director of Corporate Services. This includes certification of 
 interim and final payments, checking, recording and authorising payments, and the 
 procedures for validation of subcontractors’ tax status. 

12.14 The Director of Corporate Services should be notified immediately of any expenditure 
 to be incurred as a result of statute or court order where there is no budgetary 
 provision. Such expenditure can only be approved by the Director of Corporate 
 Services. 

12.15 If there is a need for a payment to be made urgently, rather than through the main 
 creditors, then at least 24 hours notice needs to be given to the officers below. 

 

 

 

 

 

Contact 

Financial Services Manager 

Group Accountant 
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Financial Rule 13 – Staffing and Salaries and Wages 
 
Context 
 
Salaries and Wages account for a substantial proportion of the Council's expenditure.  It is 
essential that proper controls are in place and implemented within service areas. 
 
Rules 
 
Staffing Issues 

13.1 The Director of Corporate Services will produce an annual staffing budget based on 
 the current establishment and pay scales, and the prevailing rates of employers 
 National Insurance and Pension contributions. 

13.2.1 Heads of Service are responsible for ensuring that the staffing budget is not 
exceeded and that it is managed to enable the agreed levels of service to be 
provided, and controls should be in place over such costs as sickness, overtime, 
training and temporary staff. 

13.3 Recruitment can only be undertaken following proper authorisation by the relevant 
 Head of Services and Core Management Team if required. The authorisation form 
 must include a code to which recruitment costs are to be charged. Heads of Service 
 are responsible for ensuring that budget is vired to their recruitment code in order that 
 orders can be placed by Human Resources. 

13.4 Human Resources should ensure that checks and references are undertaken prior to 
 employing new staff to ensure that they are appropriately qualified, experienced, 
 trustworthy and have the legal right to be employed in the UK. 

13.5 All staff should be aware of their personal responsibility with regards to the protection 
 and confidentiality of information, whether held in manual or computer records. 

13.6 Staff should not carry out private work in Council time and should be aware of an 
 employer’s rights with regard to intellectual property. 

Payments to Employees and Members 

13.7 The Director of Corporate Services will ensure secure and reliable systems are in 
 place for the payment of salaries, wages and other expenses and emoluments, and 
 the accurate and timely payment of tax, National Insurance, pensions contributions 
 and other deductions. 
 

13.8 Payment to Members and Officers of travel, subsistence and other allowances will 
 only be made on receipt of the prescribed form, duly completed and authorised. 

 
13.9 Officer and Member claims must be made monthly and timely, and in any event,  

within 1 week of the month end. Overdue submissions will also require the approval 
of the Director of Corporate Services. If individual submissions are regularly overdue 
without good reason, then they will not be paid. 

 
13.10 Human Resources must notify the Director of Corporate Services of all appointments, 

 terminations or variations that may affect the pay or pension of an employee or 
 former employee, in the form and to the timescale required by the Director of 
 Corporate Services. 
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13.11 Procedures should be in place to ensure that all payments are correctly made and 

 authorised. A list of approved signatories for payroll and staffing documents must be 
 maintained and updates supplied to the Director of Corporate Services. 
 

13.12 Heads of Service should give careful consideration to the employment status of self-
 employed consultants and sub-contractors. In order to ensure compliance with 
 Revenue & Customs rules, prior to appointment advice should be sought from the 
 Principal Payroll Officer. 

 
13.13 Heads of Service should notify the Director of Corporate Services of any employee 

 benefits in kind, to enable full and complete reporting within the income tax self-
 assessment system. 

 
13.14 All appropriate payroll documents must be retained in line with the Council’s 

 document retention policy. 

Members Expenses 

13.15 Members’ travel and subsistence claims must be submitted on a monthly basis and, 
 in any event, within one month of the year-end. In line with the Members Allowances 
 Scheme, claims should only be made in relation to travel outside of the Borough. 

 

 

 

 

 

 

 

 

 

 

 

 

Contact 

Human Resources Manager 

Principal Payroll Officer 
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Financial Rule 14 – Income 
 
Context 
 
The Council receives significant amounts of income through its various methods of collection, 
for a wide variety of purposes.  It is essential that proper arrangements are made to ensure 
all income due is collected / banked properly and promptly. 
 
Rules 
 
Recording, Invoicing and Write-Off 

14.1 The One Corby Policy Committee will agree a strategy for the setting of fees and 
 charges and Heads of Service are responsible for setting charges in line with the 
 strategy. The Director of Corporate Services will advise on the appropriate charging 
 of VAT. 

14.2 All arrangements for the collection of income due to the Council must be agreed with 
 the Director of Corporate Services. Receipt books, forms or tickets and similar items 
 will be issued by the Director of Corporate Services and must be used to record 
 income collected. 

14.3 Heads of Service must make arrangements for such sums to be properly recorded 
and invoiced via the Council’s Financial Management and other Systems. Prompt 
recovery action should be taken where debts are not paid promptly, in line with the 
Council’s debt recovery policy. 

14.4 All debts to be written off should be agreed by the Director of Corporate Services 
 following recommendation from the appropriate Head of Service. A record will be 
 maintained of all sums written off, and appropriate accounting adjustments will be 
 made. 

14.5 Where income is subsequently received in relation to debts previously written off, 
 arrangements must be made for the account to be re-activated and the debt written 
 back on. 

14.6 Once raised, no bona fide debt may be cancelled. A credit note can only be issued to 
 correct a factual inaccuracy or administrative error in the calculation and/or billing of 
 the original debt. 

Security and Cash Handling 

14.7 Responsibility for collection should be separated from responsibility for identifying 
 amounts due, as far as is practicable. More than one employee should be present 
 when post is opened so that money received by post is properly recorded. 

14.8 Income should be locked away to safeguard against loss or theft and a record kept of 
 every transfer of money between employees. This record should be signed and 
 retained. Income should be paid fully and promptly into the appropriate Council bank 
 account and recorded on paying-in slips. 

14.9 An officer not involved in the collection and banking process must reconcile money 
 collected and deposited to the bank account on a regular basis. 

14.10 Income must not be used to cash personal cheques or other payments. 
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Contact 

Customer First & Recovery Manager 
 
Billing Team Leader 
 
Customer Services Team Leader 
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Financial Rule 15 – Value Added Tax and Other Taxation 
 
Context 
 
Compliance with statute and regulations related to taxation is vital. Due to the VAT 
regulations, the Council is generally able to recover the VAT it incurs in excess of that it 
receives.  The correct VAT treatment in respect of all payments and receipts is vital to ensure 
the Council continues to be a net-receiver and does not incur penalties from Revenues and 
Customs. 
 
Rules 
 
15.1 The Director of Corporate Services will advise on all taxation issues that affect the 
 Council, in the light of guidance issued by appropriate bodies and relevant legislation, 
 and maintain up to date guidance for Council employees. This guidance must be 
 followed. 

15.2 Heads of Service must ensure that the correct VAT liability is attached to all income 
 due and that all VAT recoverable on purchases complies with HM Revenue and 
 Customs rules. The Director of Corporate Services will complete a monthly return of 
 VAT inputs and outputs to Revenues and Customs. 

15.3 Any VAT mis-declaration or other penalty will be the responsibility of the relevant 
 Head of Service and will be charged to the relevant budget. 

15.4 The Director of Corporate Services will provide details to Revenues and Customs of 
 the construction industry tax deduction scheme. Heads of Service must ensure that, 
 where construction works are undertaken, the contractor fulfils the necessary 
 deduction requirements. 

15.5 The Director of Corporate Services will complete all Revenues and Customs returns 
 regarding taxation. 

15.6 When new projects or capital expenditure is planned it is important that Managers are 
 aware that there may not be an automatic right that VAT can be reclaimed without the 
 Council being hit with significant VAT penalties by HMRC.  This will be mainly due to 
 buildings/land being used for exempt supplies (e.g. leisure services and renting out 
 facilities).  To ensure that the Council’s finances are safeguarded, the Financial 
 Services Manager must be notified of any new projects or capital expenditure. 

 

 

 

 

Contact 

Financial Services Manager 

Group Accountant  
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Financial Rule 16 – Treasury Management and Banking 
 
Context 
 
The Council holds and borrows large sums of money and a considerable value of 
transactions passes through our accounts on an annual basis. Effective treasury 
management strategies and procedures seek to maximise the interest earned on the money 
held and minimise the costs of borrowing, and to ensure there are sufficient funds available 
to meet our commitments. 
 
A consistent and secure approach to banking activities is essential in order to achieve 
optimum performance from the Council's bankers, and to obtain the best possible value for 
money. 
 
Rules 
 
16.1 The One Corby Policy Committee will agree an annual treasury management policy 
 and strategy, developed by the Director of Corporate Services in line with the 
 requirements of CIPFA’s Code of Practice for Treasury Management and the 
 Prudential Code. The borrowing and investments of the Council will comply with 
 these policies and guidance. 

16.2 The Director of Corporate Services will report on treasury management activity 6 
 monthly to meetings of the Audit & Governance Committee. 

16.3 The Director of Corporate Services will ensure that all investments of money, and all 
 borrowings, are made in the name of the Council or in the name of nominees 
 approved by One Corby Policy Committee. Records will be maintained of all 
 borrowing of money by the Council and the Director of Corporate Services shall  act 
 as the Council’s registrar of stocks, bonds and mortgages. 

16.4 All securities that are the property of the Council or its nominees and the title deeds of 
 all property in the Council’s ownership will be held by the Legal Services Manager. 

16.5 Heads of Service must ensure that loans are not made to third parties and that 
 interests are not acquired in companies, joint ventures or other enterprises without 
 the approval of the One Corby Policy Committee, following consultation with the 
 Director of Corporate Services. 

16.6 The Director of Corporate Services shall operate such bank accounts as are 
 considered necessary. The opening or closing of any bank account shall require the 
 approval of the Director of Corporate Services. Heads of Service must follow the 
 instructions on banking issued by the Chief Finance Officer. 

16.7 All staff should be aware of the risks of money laundering when taking payments 
 involving large amounts of cash. Action should be taken in line with the Anti-Money 
 Laundering Policy. In case of any doubt the Director of Corporate Services or the 
 Democratic Services Manager should be contacted immediately. 

16.8 All staff should inform EnCor Financial Services of any large receipts receipts due 
(i.e. over £10k). 

Contact 

Treasury Accountant  

Financial Services Manager  
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Financial Rule 17 – Voluntary and Trust Funds 
 
Context 
 
A voluntary fund is any fund that, although not officially owned by the Council is controlled or 
administered solely or in part, by an employee by reason of their employment with the 
Council.  In these circumstances the fund owners will expect the same standards of 
accounting and propriety as would apply to Council funds.  Furthermore, if such standards 
are not applied, Council employees will be placed in a vulnerable position. 
 
Rules 
 
17.1 The relevant Head of Service should arrange for all trust funds to be held, wherever 
 possible, in the name of the Council. All officers acting as trustees by virtue of their 
 official position shall deposit securities, etc. relating to the trust with the Director of 
 Corporate Services, unless the deed provides otherwise. 

17.2 Trust funds must be operated within relevant legislation and the specific requirements 
 for each trust. 

17.3 Where funds are held on behalf of third parties, arrangements must be made for their 
 secure administration and written records maintained of all transactions. Such 
 arrangements should follow the same rules as those applied to the Council’s own 
 funds and will be subject to Internal Audit scrutiny. 

17.4 Staff must never mix their own finances with those voluntary funds they are 
 authorised to administer. Staff must never cash personal cheques using Client 
 monies, nor should they borrow monies or use voluntary funds (including credit 
 approvals e.g. catalogues) for their own purposes / purchases. 

 

 

 

 

 

 

 

 

 

 

Contact 

Financial Services Manager  
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Financial Rule 18 – Imprest Accounts (Petty Cash) 
 
Context 
 
Imprest accounts are used by the Authority to enable Employees to pay minor items of 
expenditure without the need to requisition payment through the creditors system or where 
an Official Order / Invoice is not appropriate.  The responsibility for the control over such 
accounts rests with the imprest holder. Any cash float maintained by staff is subject to the 
controls documented within this section. 
 
Rules 
 
18.1 Cash holdings on premises should be kept to a minimum. Keys to safes and other 

similar receptacles should be kept safe at all times. Where  responsibility passes from 
one employee to another, a written record of the transfer of  keys should be 
maintained, and the contents of the safe at the time of transfer  recorded. Loss of 
such keys must be reported to the Director of Corporate Services  as soon as 
possible. 

18.2 The Director of Corporate Services will provide cash or bank imprest accounts to 
 relevant employees and prescribe the rules for operating these accounts. Minor items 
 of expenditure must not exceed the amount prescribed by the Director of Corporate 
 Services, who will maintain records of all transactions and petty cash advances 
 made. Imprest accounts will normally be restored monthly. 

18.3 Where an amount exceeds the prescribed amount (currently £100 per individual 
item), separate approval must be obtained from the Director of Corporate Services. 

18.4 Employees operating an imprest account must: 

  obtain and retain vouchers to support each payment from the imprest account.  
Where appropriate, an official receipted VAT invoice must be obtained; 

 make adequate arrangements for the safe custody of the account; 
 produce upon demand by the Director of Corporate Services, cash and all vouchers 

to the total value of the imprest amount; 
 record transactions promptly; 
 reconcile and balance the account at least quarterly, reconciliation sheets to be 

signed and retained by the imprest holder; 
 provide the Director of Corporate Services with a certificate of the value of the 

account held at 31 March each year; 
 ensure that the float is never used to cash personal cheques or to make personal 

loans and that the only payments into the account are the reimbursement of the float 
and change relating to purchases where an advance has been made; 

 on leaving the Council’s employment or otherwise ceasing to be entitled to hold an 
imprest advance, an employee shall account to the Director of Corporate Services for 
the amount advanced to him or her.  In addition, under these circumstances, there 
should be a formal handover to a replacement imprest holder which will include a full 
explanation of procedures. 

 
18.5 Where it is necessary for an employee to purchase goods in the pursuit of their duties 

 but where seeking a receipt would provoke suspicion, reimbursement can be made 
 without a receipt following the approval of the relevant manager and the Director of 
 Corporate Services. 

18.6 Spot checks will be undertaken by the Financial Services Manager during the course 
 of each year to ensure that cash floats records are maintained and up-to-date during 
 the year. 
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Contact 

Director of Corporate Services 

Financial Services Manager 

Housing Accountant 
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Financial Rule 19 – Stocks and Stores 
 
Context 
 
The maintenance of stocks and stores within service areas aids the efficient and effective 
delivery of services by ensuring that ordering of materials does not cause delays. Levels of 
stock should be maintained in support of this, but not to levels that cause excessive loss and 
obsolescence. 
 
Rules 
 
19.1 Heads of Service must make arrangements for the care and custody of stocks and 

 stores in their service area.  

19.2 Stocks should be maintained at reasonable levels and subject to a regular 
 independent physical check.  All discrepancies should be investigated and pursued to 
 a satisfactory conclusion. 

19.3 Discrepancies should be investigated and removed from the Council’s records (i.e. 
 written off) as necessary. Approval of the Director of Corporate Services is required if 
 they are in excess of the limit advised from time to time. 

19.4 Heads of Service may authorise the write off or disposal of redundant stocks and 
 equipment.  Procedures for disposal of such stocks and equipment should be by 
 competitive quotations or auction, unless agreed otherwise by the Director of 
 Corporate Services in a particular case. 

 

 

 

 

 

 

 

 

 

 

 

Contact 

Group Accountant  

Financial Services Manager 

Housing Accountant  
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 Financial Rule 20 – Inventories - ICT and Other Equipment 
 
Context 
 
The Council has a substantial investment in furniture, IT and equipment, and it is important 
that these assets are properly maintained and protected against loss or damage.  An up to 
date schedule of all such assets, to be known as the inventory, must be kept by each Head 
of Service. 
 
Rules 
 
20.1 Heads of Service must maintain inventories and record an adequate description of 

 furniture, fittings, equipment, plant and machinery above a value of £100. 

20.2 These inventories (including the value of each item) will be requested once a year by 
 the Financial Services Manager to enable adequate insurance cover to be obtained.  
 Heads of Service should ensure that these inventories are provided to the Financial 
 Services Manager when required. 

20.3 An annual check should be undertaken of all items on the inventory in order to verify 
 location, review condition and take action in relation to surpluses or deficiencies, 
 annotating the inventory accordingly.  Attractive and portable items such as 
 computers, cameras and video recorders should be identified with security markings 
 as belonging to the Council. The inventory should be updated for disposals and 
 additions as and when they occur and an email must be sent to the Financial 
 Services Manager with details of any new purchases which fit with the description of 
 “attractive and portable” above as specific insurance will be required. 

20.4 Spot checks will be undertaken from time to time by the Financial Services Manager 
 to ensure that inventories are up-to-date. 

20.5 The ICT Team will maintain a register of all key ICT hardware (including monitors, 
 towers, printers and mobile phones) and any software applications deployed at the 
 Council. 

20.6 Property should only be used in the course of the Council’s business, unless, 
 exceptionally, both the Head of Service concerned, and Director of Corporate 
 Services have given permission otherwise. 

 

 

 

 

Contact 

ICT Operations Manager 
 
Financial Services Manager 
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Financial Rule 21 – Insurance 
 
Context 
 
It is a responsibility of all employees to minimise the risk of financial or other loss to the 
Council. 
 
Rules 
 

a. The Director of Corporate Services will include all appropriate employees of the 
 Council in a suitable fidelity guarantee insurance, will effect corporate 
insurance  cover, through external insurance and internal funding, and will 
negotiate all claims in  consultation with other officers where necessary. 

21.2 Heads of Service are responsible for notifying the Director of Corporate Services 
 immediately of any loss, liability or damage that may lead to a claim against the 
 Council. An explanation and any further information should be given in a timely 
 fashion to ensure that claims against the Council are able to be defended efficiently 
 and effectively. 

21.3 The Director of Corporate Services should be notified promptly of all new risks, 
 properties or vehicles that require insurance and of any alterations affecting existing 
 insurance. 

21.4 The Director of Corporate Services and Head of Legal Services Manager  should be 
 consulted on the terms of any indemnity that the Council is requested to  give. 

21.5 Any employee, or anyone covered by the Council’s insurance, should not admit 
 liability or make any offer to pay compensation that may prejudice the assessment of 
 liability in respect of any insurance claim. 

 

  

 

 

 

 

 

 

Contact 

Financial Services Manager 
 
Insurance Officer 
 
 



Appendix B 

 
CORBY BOROUGH COUNCIL 

 
EXTERNAL FUNDING PROTOCOL 

 
DISCRETIONARY EXTERNAL FUNDING 

 
This procedure applies to all situations where external funding is available to 

support delivery of services, whatever the value. 
 
 
PROCEDURE 
 
Application 
 
1. A Head of Service should nominate an officer responsible for each application for 

external funding.  The “Responsible Officer” will be responsible for managing the 
grant application and project in accordance with this protocol. 
 

2. It is important that approval is sought and obtained from your Head of Service, 
whenever possible, prior to any funding applications being made. This is a 
mandatory requirement when match funding may be required and in this instance 
it is a golden rule that approval is required for match funding (in cash or in-kind 
terms) by the Director of Corporate Services in conjunction with CMT. 

3. Your Accountant is available to provide support when an application for external 
funding is being considered or made. 

 
4. The responsible officer should consider the following: 
 

 The nature of the application. 
 The amount. 
 Whether there is a matched funding requirement by the Council. 
 What conditions are attached to the application 
 When it will be received  
 The period of funding. 
 Other funding partners and the amount contributed. 
 Exit Strategies  

 
5. The responsible officer should ensure that all requirements relating to the delivery 

of outputs and spend are met in line with approved bid or project plan. 
 

6. Where there is a matched funding requirement this needs to be checked and 
agreed with the Head of Service and the Director of Corporate Services. 

 
7. When the application is submitted as well as successful your accountant should 

be made aware of the items listed in 4 above. 
 

8. The flowchart attached gives an indication of the process you should follow. 
 

 



Working File 
 
9. The Responsible Officer should establish a working file for each application.  The 

file should contain copies of application forms, conditions of funding, source 
documentation, working papers, partnership minutes and notes, other 
organisations’ approvals, copies of committee reports and minutes, details of 
expenditure and income and explanatory documentation.  If the documentation is 
presented clearly and logically then this will save time later (e.g. when external 
audit is required). 

 
10. Where matched resources are to be supplied by the Council in the form of staff 

hours, a time recording system should be implemented and evidence included on 
the file. 

 
Timetable and Claim Requirements 
 
11. The Responsible Officer should ensure that he or she is clear regarding the claim 

timetable and requirements in respect of interim and/or final claims. 
 
12. Claims should be made on time and in accordance with the timetable.  Care 

should be taken that the claim is completed in accordance with any guidance 
notes.  Where figures have been extracted from reports, the working file should 
contain detailed explanatory documentation. 

 
VAT 
 
13. Responsible Officers should be clear as to the funding arrangements in respect of 

VAT, and should consult with the Financial Services Manager at the earliest 
opportunity. 

 
Internal Certification 
 
14. The Responsible Officer should be clear as to who is to certify the claim as 

correct for the funding provider.  This is likely to be one or more of the 
Responsible Officer, the Head of Service and the S.151 Officer (the “Certifying 
Officer[s]”).  The Certifying Officer(s) should check the claim form carefully before 
signature and be clear that he or she is certifying that the claim is in respect of 
eligible expenditure and is supported by appropriate accounting records and 
documentary evidence.   

 
NOTE: Where the claim form requires only the S.151 Officer to be the Certifying 

Officer, the Responsible Officer must countersign the form to the effect 
that it may be properly certified. 

 
 
 
 
 
 
 
 
 
 
 



External Funding Protocol flow chart 
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Does the Application need 
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Create Working 
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Submit Claim / relevant 
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Requires Audit 

Does not require Audit Liaise with Auditors 

Submit Claim to funding body 

Receive balance of funding 

Provide details 
of claim to 
accountant 

Provide details 
of claim to 
accountant 

Get approval from Head 
of Service 

Get approval from 
Director of Corporate 

Services if match funding 
required
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