
   

 

Billing Parish Council  
Financial Control & Internal Audit Procedure & Policy                          Last Approved 11th May 2026 

Adopted Prior to 2008                                                                                 Next review 11th May 2027         
 

Billing Parish Council 

Financial Control & Internal Audit 

Procedure Policy 

 
Introduction  
The Accounts and Audit Regulations 2015 define the responsibilities of the Responsible Financial 
Officer (RFO) as ensuring the Council’s day-to-day finances are run properly but it falls to the 
Council’s members to exercise a proper and reasonable degree of control over financial matters.  
For Billing Parish Council, the Clerk is also the RFO.  
 
Internal controls are the activities that the council undertakes to prevent and detect fraud and 
ensure that the council’s finances are maintained properly.  
 
Internal controls undertaken include:  
 

• Adhering to Financial Regulations.  
• All invoices are reviewed and approved by the RFO  
• Payroll function is contracted to a third party  
• Cheques signed in accordance with bank mandate.  
• Invoices are presented for review when cheques are signed or electronic payments made.  
• Bank reconciliations are carried out promptly and are reviewed by the ICC  

 
Internal Control Councillor (ICC)  
The Council shall appoint Internal Control Councillors, who shall have the delegated task of 
reviewing the internal controls on behalf of the Council quarterly. 
 

Month Inspection by Parish Council 
Meeting 

Documents 

June End of first 
week July 

July Internal 
Monitoring 
Report  

September End of first 
week October 

October Internal 
Monitoring 
Report 

December End of first 
week January 

January Internal 
Monitoring 
Report 

March End of first 
week April 

April Internal 
Monitoring 
Report 

 
 
 
Internal Control checks  
The ICCs shall carry out the following:  

• A sample check to ensure all anticipated income has been received;  
• Expenses are properly authorised before payment is made; 
• The record of income and expenditure is kept up to date;  
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• That monthly bank reconciliations are carried out.  
• A sample check to ensure that wages are paid in accordance with pay scales and that 

pension     
• contributions re correctly accounted for.  
• A check of expenditure made on the corporate card to ensure that all expenditure is 

supported by receipts and is approved by the council.  
• A checklist for the Internal Controllers is shown in appendix 1  

 
The ICC’s will record the completion of their checks, and this will be reported to council on a 
quarterly basis.  
 
The Council’s Role: 
To meet its overarching financial responsibilities the Council is responsible for appointing an Internal 
Auditor to maintain an adequate and effective system of audit. This responsibility shall be 
discharged through the appointment of an independent and suitably qualified auditor who is 
conversant with the regime of local government finance. The Council shall engage the services of the 
Internal Audit Service of Northants County Association of Local Councils to supply an appropriate 
auditor for this purpose.  
 
To receive the reports of its Internal Auditor and take appropriate action on the recommendations 
therein.  
 
To oversee the arrangements for internal control,  
 
To review annually the effectiveness of its internal controls and internal audit service.  
 
To ensure adequate arrangements are in place to assess and mitigate risks to the Council. The 
Council will operate, maintain, monitor and annually review its financial regulations.  
 
The role of the Internal Auditor  
The Internal Audit Service is available all year round. The appointed Auditor may be contacted 
during this period if required.  
 
The Internal Auditor shall visit the Council at least once a year, more if requested. The duties of the 
IA are set out in the Terms of Reference for the Internal Audit Service.  
 
An important part of the role of the Auditor is to report on the Council’s Annual Return (a public 
document) on the effectiveness of the Council’s internal controls and financial systems. 
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Appendix A 

Once completed all inspections should be filed and retained for a period of twelve months. 

  
Task 

Seen If ‘No’ then comment 
required 

 
Completed Yes No 

Financial 

1 

Bank reconciliation 
completed for previous three 
months and match banking 
statements 

    

2 Invoices issued for quarter     

3 
Date of previous quarters 
VAT received 

    

4 
Date of current quarters VAT 
refund submission 

    

5 
Cash/cheques received 
banked for previous quarter 

    

6 

Random checks on the 

accounts, following an 

invoice from payment, 

through the finance and 

administration system to 

bank statement entries. 

    

7 

All monthly procurement 

card purchases are 

reconciled with monthly 

statement and supported by 

VAT invoices/receipts  

    

8 

S137 payments are recorded 

separately within the 

accounts and are within the 

statutory limits. 

    

Payroll (administered by Small Business Payroll Co) 

9 
Payroll analysis completed 
and filed for previous month 

    

7 TAX and NI paid to date     

8 Pension Contribution     
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Minutes 

9 
Minutes signed, dated and 
filed from previous month 

    

Playing Field/Pavilion Hire 

10 
Form, Insurance, payment 
for each event  

    

11 
Keys returned where 
applicable 

    

Miscellaneous 

12 Notice Boards up to date     

13 Website up to date     

14 Risk Assessments up to date     

General Comments/Recommendations to improve service 
 
 
 
 
 
 
 
 
 
 
 
 

• Discuss with Clerk/Raise at Parish Council Meeting (*delete one) 
 

Audit Completed 
 
 
Councillor ……………………………………………………………………….  Dated ………………………………………. 
 
 
Clerk/RFO ……………………………………………………………………… 
 
 
Actions Completed 
 
 
Councillor ……………………………………………………………………..  Dated ………………………………………. 
 
 
Clerk/RFO …………………………………………………………………….. 


