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FOREWORD 

Local (parish and town) councils are the first tier of local government and are 
statutory bodies. They are independently elected and raise their own precept (a 
form of council tax) to fund local services. 

There are 10,000 local councils in England which cover over 30% of the country. 
There are over 100,000 councillors serving on local councils. 

NALC is the sole national body representing the interests of local councils in 
England. NALC works in partnership with county associations to support, promote 
and improve local councils. 

As part of NALC’s work to help local councils improve, NALC has launched a 
Diversity Commission to support the growth of diversity and representation in 
local councils.  

The commission is made up of representatives from the Fawcett Society, the 
Local Government Association (LGA), De Montfort University, Wiltshire 
Association of Local Councils and local councils. 
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FINANCIAL ADMINISTRATION 

These financial regulations are made by the National Assembly pursuant to its 
Standing orders and are intended to be the working arrangements whereby 
NALC’s financial transactions are regulated in accordance with the powers and 
duties conferred by the National Assembly on the Management Board, the vice-
chairman (finance), the Finance and Scrutiny Committee. 

The Management Board is responsible for the overall management of the finances 
of NALC in accordance with its Terms of reference. 

The vice-chairman (finance) will support the Management Board in accordance 
with the Terms of reference. 

The Finance and Scrutiny Committee will monitor and report on NALC’s financial 
performance to the Management Board and the National Assembly in accordance 
with its Terms of reference. 

The chief executive is responsible for the accountability and control of staff and 
the security, custody and control of all resources appertaining to NALC. 

AUDIT AND IRREGULARITIES 

The members of the Finance and Scrutiny Committee shall have authority to: 

• Have access to any of NALC’s records and correspondence, which they 
consider relevant to the financial activities of NALC. 

• Require and receive such explanations as are necessary concerning any 
matter under examination. 

• Require any member or employee of NALC to produce cash, stores or any 
other NALC property under their control. 

• The members of the Finance and Scrutiny Committee shall have the 
responsibility of providing an internal audit service to appraise the systems 
of internal audit control, to comment on the efficiency, effectiveness and 
economy of NALC’s activities which they consider necessary in meeting 
NALC’s account and audit responsibilities. 

• Where any member or officer has cause to suspect irregularity they shall 
immediately inform a member of the Finance and Scrutiny Committee. If it 
is established that irregularity has occurred, or is occurring, the chairman of 
the committee shall immediately inform the Management Board. 

• All members and officers shall supply the members of the Finance and 
Scrutiny Committee with all necessary information and access to records to 
enable them to discharge this responsibility. 

CONTRACTS 

The regulations for the conduct of contracts shall be as follows: 

• Contracts between £1 and £15,000 to be authorised by the chief executive. 
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• Contracts over £15,000 to be authorised by the vice-chairman (finance) in 
liaison with the chair of the Finance and Scrutiny Committee whenever 
possible. 

• The contract is within budget (or refers back to the Management Board to 
consider budget variance). 

• A larger contract is not sub-divided. 
• Contract checklists relevant to the nature of the contract are followed. 
• The authorising officer signs the retained purchase order document, which 

will then form the register of contracts. 

ACCOUNTS  

The vice-chairman (finance) in liaison with the chair of Finance and Scrutiny 
Committee shall determine all accounting procedures and records of NALC and 
its officers. 

The chief executive or the finance officer under their direction shall compile all 
accounts and accounting records. 

The finance officer in liaison with the vice-chair (finance) shall be responsible for 
preparing for approval by the Management Board all timetables and requirements 
for the updating of NALC’s accounts. All staff shall comply with such timetables 
and requirements. 

ANNUAL BUDGET 

Revenue Estimates 

The Management Board shall annually consider draft estimates of their 
expenditure and income for the following financial year. Estimates of expenditure 
and income falling within particular programme areas shall be prepared by the 
finance officer and submitted for the consideration. The Finance and Scrutiny 
Committee shall examine the estimates and may call for such reports, statements 
or working papers as they may require. 

The various estimates shall then be coordinated by the finance officer to form the 
proposed budget for the forthcoming financial year and on approval of the 
Management Board submitted to the National Assembly. When approved by the 
National Assembly, this shall be the budget for the ensuing year. 

If during the course of the year it appears likely that any expenditure estimate will 
be substantially exceeded or any income estimates not be realised, the finance 
officer shall inform the chief executive and the vice-chair (finance) who shall 
report the matter to the Management Board. 

The chief executive in liaison with the vice-chair (finance) shall be responsible for 
keeping strict supervision of the expenditure of NALC. A proposal to incur 
expenditure, which is not included in the budget or is in excess of the budget, 
shall be drawn to the attention of the Management Board. 
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The finance officer, in consultation with the chief executive shall ensure that 
adequate financial reporting systems are in place to enable budgets to be 
controlled within the limits of the council’s estimates and NALC’s resources. 

Consideration of a proposal involving expenditure for which provision has not 
been made in the annual budget shall be subject to approval by the Management 
Board. 

When considering an application for a supplementary estimate the vice-chair 
(finance) shall liaise with the Finance and Scrutiny Committee.  

Any proposal or event, which involves a loss of income, shall be treated in the 
same way as a proposal involving expenditure. 

Capital Estimates 

The Management Board shall annually receive and consider estimates of the 
capital expenditure proposed for the ensuing year, distinguishing between 
projects to which NALC is already committed and those not so committed. 

These estimates shall be prepared by the finance officer and vice-chair (finance) 
and presented to the Finance and Scrutiny Committee for comment.  

No commitment concerning a scheme of a capital or exceptional nature shall be 
entered into before approval by the Management Board of a report by the chief 
executive together with a statement prepared by the finance officer of the 
estimated capital cost and the continuing revenue charge likely to result on 
completion together with any other technical or legal reports as necessary. 

BANKING 

The chief executive shall be authorised to operate with bankers approved by the 
treasury management policy such accounts, as he considers necessary for NALC’s 
financial administration. 

All accounts shall be clearly identified with NALC as part of the title. 

No account may be opened or closed without the prior approval of the vice-
chairman (finance) and the chief executive. 

No monies shall be paid out of or transferred to or from any account without the 
authority of the chief executive or his authorised deputy. 

All cheques shall be ordered and issued only on the authority of the chief 
executive or designated deputy. 

All cheques shall show a designated space for two signatories. 

All cheques for more than £15,000 shall be counter signed by members 
nominated from time to time by the Management Board. 
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No cheque shall be signed by the finance officer, who shall be responsible for their 
preparation and dispatch to creditors and for the proper arrangements for their 
safe custody. 

No employee or member shall give approval for or sign a cheque in respect of 
their own expenses or salary. 

All cheques shall be issued in sequential order and not more than two books of 
cheques per account shall be in use at any one time. 

All cheques shall be banked within two working days of receipt and a member of 
staff other than the finance officer shall produce a checklist detailing the cheques 
received. The financial officer shall audit the list and payments into the bank 
account. 

Electronic-banking (e-banking) may be delegated to the chief executive, finance 
officer and accounting staff in accordance with the bank mandate. E-banking 
authorisation of payments may be made by chief executive or finance officer 
providing they did not arrange that payment. 

The finance officer may arrange transfers between the associations bank 
accounts. 

PAYMENT OF ACCOUNTS 

All invoices claims and accounts shall be completely checked, such checks being 
indicated on the account by the initials of the finance officer who shall be the 
examining officer for this purpose. 

For accounting purposes the finance officer shall transfer/allocate all expenditure 
and monies in to the appropriate budget/expenditure headings. 

Before certifying the account, the certifying officer shall, save to the extent that 
the Finance and Scrutiny Committee may otherwise determine, have satisfied 
that: 

• The work, goods or services, to which the account relates have been 
received, carried out examined and approved. 

• The prices, extensions, calculations, trade discounts, other allowances, 
credits and tax are correct. 

• The relevant expenditure has been properly incurred, and is within the 
relevant estimated provisions. 

• The account has not been previously passed for payment and is proper 
liability of NALC. 

Certification of an account shall imply that the above-mentioned checks have 
been applied to the satisfaction of the certifying officer, that standing orders with 
regard to contracts have been complied with in full and that the expenditure was 
necessary for the purpose of the expenditure heading thereon. 
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The finance officer shall pay all accounts after due certification, but shall bring to 
the attention of the vice-chairman (finance) or the chairman of the Finance and 
Scrutiny Committee any which are contrary to standing orders or financial 
regulations. 

The chief executive and members nominated by the Management Board shall 
supply the finance officer with sample signatures and initials together with details 
of any limit placed on such authority (i.e. committee minutes). 

PAYMENT OF SALARIES AND WAGES 

All records relating to payment of salaries and wages, superannuation, tax, 
national Insurance and reimbursement expenses of NALC’s employees, shall be 
kept by the finance officer in a manner approved by the Finance and Scrutiny 
Committee. 

The chief executive shall notify the finance officer of all relevant information for 
the purpose of keeping the above records (i.e. appointments, resignations, 
dismissals, absence through sickness or other reason). 

Time sheets, where appropriate, shall be submitted and certified by the chief 
executive or other officer specifically designated by him in respect of all agency 
or locum staff. 

PETTY CASH ACCOUNTS 

The finance officer shall be responsible for the maintenance of the petty cash 
records and making cash advances to such employees of NALC as may need 
them for the purposes of defraying small items of expenditure.   

Employees to whom advances are made shall keep a record of receipts and 
payments in a form approved by the Finance and Scrutiny Committee. 

ATTENDANCE, TRAVELLING, SUBSISTANCE ALLOWANCES 

Payments to staff 

All claims for payment of car allowances, travelling and other expenses to staff 
shall be submitted and authorised in a form approved by the Finance and Scrutiny 
Committee. 

Apart from the chief executive and the vice-chairman (finance), the names of the 
other persons authorised to approve such payments shall be determined by the 
Management Board from time to time and notified to the finance officer. 

Payments to members 

Payments to members, including co-opted members of the National Assembly or 
its committees and sub-committees who are entitled to claim subsistence, 
travelling or other allowances will be made in line with the Expense policy upon 
receipt of the prescribed form duly completed. 
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Authorisation for the above named payments shall be taken to mean that the 
certifying officer is satisfied that the attendances and/or journeys were 
authorised, the expenses properly and necessarily incurred and that the 
allowances are properly payable by NALC. 

Corporate credit cards 

Corporate charge cards will be available to be issued to officers and members as 
required. 

The chief executive shall authorise the issue of corporate cards. 

INSURANCE 

The chief executive shall effect all insurance cover in consultation with the vice-
chairman (finance) and chairman of the Finance and Scrutiny Committee. 

The chief executive shall negotiate all claims. 

All members and employees shall give prompt notification to the chief executive 
of all new risks, properties or vehicles that require to be insured and of any 
alterations affecting the existing insurances. 

All members and employees shall notify the chief executive in writing of any loss, 
liability or damage or any event likely to lead to a claim and inform the police 
where appropriate. 

All appropriate employees of NALC shall be included in suitable fidelity guarantee 
insurance. 

The finance officer shall annually or at such other period as he may consider 
necessary, review all insurances and where appropriate make recommendations 
to the chief executive in respect of changes required to the type or level of cover. 

The chief executive shall consult with the vice-chairman (finance) and chairman of 
Finance and Scrutiny Committee regarding the terms of any indemnity that NALC 
is requested to give. 

SECURITY 

Each employee is responsible for maintaining proper security at all times for all 
buildings, stocks, stores, furniture, equipment, cash, etc., under his control. 

Maximum limits for cash holdings shall be agreed by the chief executive with the 
finance officer and shall not be exceeded without his express permission. 

Keys to safes and similar receptacles are to be carried on the person of those 
responsible at all times; the loss of any such keys must be reported to the chief 
executive forthwith. 

The office manager shall be responsible for maintaining the proper privacy and 
security of information held on the office computers and computer taking back up 
records in the office. 
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PRODUCT AND SERVICE ENDORSEMENT 

No external product or provision of service shall be given NALC approval or 
recommendation without the prior approval of the Management Board. This shall 
only be given after careful scrutiny and feedback from existing users and the 
potential professional position of NALC. 

INVENTORY 

The finance officer shall be responsible for maintaining an inventory of all items of 
office equipment and furniture. 

All major items of equipment should be clearly and permanently marked for 
identification. All major reference manuals and law books are to be stamped so as 
to identify them as the property of NALC. 

RISK MANAGEMENT 

The Management Board is responsible for putting in place arrangements for the 
management of risk. The Finance and Scrutiny Committee shall prepare, for the 
approval of the Management Board, a financial risk policy together with a financial 
risk register. 

When considering any new activity the Finance and Scrutiny Committee shall 
prepare a draft risk assessment including risk management proposals for 
consideration and adoption by the Management Board. 


