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Suffolk 
Internal Audit Objectives and Responsibilities 

The primary objective of Internal Audit is to review, appraise and report upon the adequacy of internal control systems operating throughout the council, and to 

achieve this will adopt a predominantly systems-based approach to audit. 

The council's internal control system comprises the whole network of systems established within the council to provide reasonable assurance that the council's 

objectives will be achieved, with reference to: 

• The effectiveness of operations

• The economic and efficient use of resources

• Compliance with applicable policies, procedures, laws and regulations

• The safeguarding of assets and interests from losses of all kinds, including those arising from fraud, irregularity and corruption

• The integrity and reliability of information, accounts and data

Accordingly, in the conduct of planned audits Internal Audit may: 

• Carry out a selective assessment of compliance with relevant procedures and controls expected to be in operation during the financial year in order to

be able to complete the Annual Internal Audit Report 2017 /18 of the Annual Governance and Accountability Return {AGAR)

• Review the reliability and integrity of financial information and the means used to identify, measure, classify and report such information

• Review the means of safeguarding assets and, as appropriate, verify the existence of such assets

• Appraise the economy and efficiency with which resources are employed, identify opportunities to improve performance and recommend solutions to

problems

• Review the established systems to ensure compliance with those policies, procedures, laws and regulations which could have a significant impact on

operations, and determine whether the council is in compliance

• Review the operations and activities to ascertain whether results are consistent with objectives and whether they are being carried out as planned
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Subject Requirements Comments/Recommendations 

1. Proper Book-keeping Type of cash book or ledger used The council uses the Omega accounting package which 

produces reports on an Income and Expenditure basis. Council 

follows Proper Practices in ensuring that its accounting 

procedure gives a more accurate presentation of an authority's 

true financial position by focusing on the balance of economic 

benefits that it has under its control, rather than just its bank 

balance. 

Cash book kept up to date and regularly verified against Cash books are reconciled on a monthly basis and the Town 

bank statement Council is registered for VAT, both sales and purchase ledgers 

are implemented via the Omega Accounting system. 

Correct arithmetic and balancing Spot checks were made and were found to be correct 

2. Financial Regulations & Evidence that standing orders have been adopted and Model Standing Orders and Financial Regulations, with 

Standing Orders reviewed regularly particular reference to Woodbridge Town Council, were 

reviewed and adopted by the Town Council at a meeting of 

15th May 2018. Minute 16 of the Annual meeting held 14-05-

2019 show an opportunity to do this was deferred, without 

explanation. 

Recommendation: The Council should review Standing 

Orders annually to ensure they are relevant and up to date. 

Evidence that Financial Regulations have been adopted and The Council approved the current Financial Regulations on 11-

reviewed regularly 06-2019

Evidence that a Responsible Financial Officer has been Full Council, in accordance with proper practices and with 

appointed with specific duties reference to section 151 of the Local Government Act 1972, 

confirmed in its Internal Control Statement 12-03-2019 

(minute 506) that the Clerk was the Responsible Financial 

Officer (RFO) responsible for the financial administration of the 

authority. 
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Evidence that Financial Regulations (FR) have been tailored FRS.3 has been amended to allow for payments ahead of 
to the Council delivery of service, by way of a pro-forma invoice, which allows 

the Council to obtain better value for the taxpayer by enabling 
it to work with a broader range of suppliers of services and 
support cashflow for local businesses. 

3. Payment controls Supporting paperwork for payments, and appropriate A sample of recent transactions was reviewed, following 
authorisation the paper trail from purchase order through invoice, bank 

payment and cash book. All was found to be correct with 

a sound system in place. 

Internet Banking transactions properly recorded/approved Accounts for Payment list including the HSBC.net are checked 

by an authorised member of the Finance and Staffing 
Committee prior to being submitted for approval at each Town 
Council Meeting. The process of tracking payments made via 
HSBC.net provides a very clear audit trail. 

The two-step payment authorisation system provides a 
proportionate segregation of duties. 

VAT correctly identified and reclaimed within time limits Council's VAT Registration Number is 268 4119 85. 

A VAT reclaim was submitted on 15-07-2019 for Ql of 2019/20 
for the sum of £6,361.02 

The Council's Finance and Staffing Committee held 21-05-2019 
approved obtaining a VAT audit from the Parkinson Partnership 

LLP (The national advisor for local councils) and they were 

engaged on 14-06-2019. 

Has Council adopted the General Power of Competence and Minute 21 of the Annual Meeting held 14-05-2019 shows the 
is it being correctly applied? Council resolving to adopt the GPoC. The Clerk is 

congratulated on obtaining the CiLCA, the professional 
qualification in local council management. 

The Council is reminded that whilst the GPoC is a power of 

first resort, it only enables a council to do whatever an 

individual may legally do, so where other powers are required 

(e.g. setting the precept) the Council should record the power 

under which a resolution is made, to demonstrate lawfulness. 

S137 separately recorded, minuted and within statutory Not applicable 
limits 
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Payments of interest and principal sums in respect of loans, Not applicable 

are paid in accordance with agreements 

4. Risk Management Evidence of risk assessment documentation. The Risk Assessment and Financial Management Document 

was considered at a meeting of the Town Council held 12-03-

2019 and covers in general terms the matters which could 

possibly prevent a smaller relevant body from functioning. 

Comment: This document is headed as being for the 2018/19 

financial year. In reality, this useful document should be 

reviewed annually with regard to the activities anticipated for 

the upcoming year. 

Evidence that risks are being identified and managed. New Councillors were provided with comprehensive 

handbooks on appointment. The Council is accessing training 

for Councillors. 

Comment: This is good practice and immediately reduces the 

risks associated with Councillors not being aware of their 

responsibilities as holders of public office and stewards of 

public funds. 

The Council maintains a comprehensive file of risk assessments 

and has a process for regular checking that material risks are 

being assessed and mitigated. 

Appropriate Insurance cover in place for employment, public The Council's Insurance document was seen, insurances 

liability and fidelity guarantee. expiring 31-10-2019. 

Public liability cover is £15million 

Products liability cover is £10million 

Hirer's Liability cover is £2million 

Employer's liability cover is £10million 

Fidelity Guarantee cover is £!million 

Buildings insurances are in place for 12 premises as noted on 

the documents seen. The Clerk has confirmed that contents 

insurances are adequate in all cases. 

Recommendation: Where buildings are tenanted and the 

tenants are required to have their own insurances, that the 

Council require the tenants to provide evidence of 

satisfactory insurance cover to enable them to return a 

building to the condition required at termination of the lease 

5 



(e.g. fixtures and fittings, equipment and furniture present at 

commencement of tenancy) 

Evidence that insurance is adequate and has been reviewed The Council resolved at its Annual Meeting held 14-05-19 that 

on an annual basis its arrangements for insurance were adequate (minute 19). 

Evidence that internal controls are documented and The Council reviewed the internal controls at their meeting 

regularly reviewed held 12-03-2019 (minute 506) 

Evidence that a review of the effectiveness of internal audit This was carried out on 12-03-2019 (minute SOS) 

has been carried out during the year 

5. Budgetary controls Verifying that the budget has been properly prepared, and The 2019/20 budget was discussed by the Council's Finance 

agreed Committee in draft form from 16-10-2018 and presented as 

draft 4 to Full Council on 11-12-2018. 

The final budget was approved by full council on 15-01-2019. 

The actual figures were not minuted. 

Recommendation: The minutes needs to explicitly state the 

agreed overall budget expenditure and income, in order to 

demonstrate what budget has been approved. 

Verifying that the Precept amount has been agreed in full Minute 391: A precept request of £312,100 was approved by 

Council and clearly minuted Full Council on 15-01-2019. 

The implications (if any) for band D council tax was not 

minuted. 

Recommendation: For transparency and openness, minuting 

the implications for council tax is good practice. As a 

minimum, minuting the percentage change in the precept, 

the percentage and cash changes to Band D council tax not 

only gives context to the public as to what the decision means 

to them, but also demonstrates that the Council has 

considered the implications of their decisions as part of a 

sound and proper process. 

Regular reporting of expenditure and variances from budget Monthly reports are received by the Council. At 30th June 2019 

the Council had spent 21% of planned annual expenditure and 
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received 48.7% of budgeted income. The RFO can advise if this 
is in accordance with expectations. 

Comment: Any decision to depart from the planned 
expenditure set out in the adopted budget will require the 
Council to demonstrate that it has considered the risks and 

amended other expenditure plans in order to maintain the 
financial integrity of the Council and its ability to meet its 

obligations. 

Reserves held At 31st March 2019 Council had General Reserves of £263,363 

and Earmarked Reserves of £259,036. 
General and Earmarked. 

The total of £522,399 agrees with box 7 on the AGAR. The 
reconciliation between box 7 and 8 of the AGAR is a clear 

document using the recommended template. 

6. Income controls Is income properly recorded and promptly banked? A number of items of income were cross checked against cash 

book, paying-in book, bank statement and invoices. All were 
found to be in order and in accordance with Proper Practices. 

The majority of market stall holders pay by BACs direct to the 
Council, reducing the risk of fraud associated with cash 

handling. 

Is income reported to full Council? Very full financial reports go to each full council meeting. 

Does the Precept recorded agree to the Council Tax The council submitted a precept demand upon East 
Authority's notification? Suffolk Council on 17-01-2019 for £321,100. The first 

half-year tranche of £156,050 was paid into the Council's 

Ipswich Building Society on 29-04-19. 

If appropriate, are CIL Reporting Schedules in accordance Yes - a clear record is maintained ahead of submitting a report 
with the Community Infrastructure Levy Regulations 2010? to ESDC. 

CIL Reserves as at 30-06-2019 were 

2016/17 = £7,029 
2017/18 = £0 
2018/19 = £18,038 

2019/20 = £4,385 + £13,566 (expected) 
Expenditure= £9,280 
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Balance = £20,172 

The Council has a proposal to construct a new pedestrian 

crossing on Burkitt Road, as part of its infrastructure strategy. 

7. Petty Cash Is a petty cash in operation? Yes 

If so, is there an adequate control system in place. All petty cash payments are supported by receipts and are 

entered into the petty cash book. 

£129.61 was found in the petty cash, which reconciles with the 

cashbook as at 02-07-2019 

8. Payroll controls Do all employees have contracts of employment? There are 6 employees on the payroll 

Are arrangements in place for authorising of the payroll and 'Moneysoft' payroll software used which ensures that the 
payments by the Council? Council operates within the RTI system and submits full 

payment monthly submissions. 

Verifying the process for agreeing rates of pay to be applied. Parish Councils are employers and are required by law to 

follow proper employment law practices. As community 

leaders, Councillors should seek to set a good example in the 

management of staff. 

Councillors' attention is drawn to Box G of the annual Internal 

Audit Report. In order to meet the requirement a proper 

process of approvals for pay rates must be in place. 

Recommendation: The process for agreeing general and 

specific rates of pay needs to be agreed by Council and 

consideration be given to setting up a separate, smaller, 

Personnel Committee to implement the process agreed. This 

would provide for better employment practices and 

proportionate confidentiality through reporting to Full Council 

in the same manner as other committees. 

Do salary payments include deductions for PAYE/NIC? In accordance with Proper Practices, PAYE taxes and employee 

and employer National Insurance contributions (NIC} are 

Is PAYE/NIC paid promptly to HMRC? calculated and recorded for every employee. Deductions are 

paid to HM Revenue and Customs and Suffolk County Council 

on or before the dates prescribed. 

8 














