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Appleton Wiske Parish Council 
Financial Standing Orders 

 

1. Role of Responsible Financial Officer (RFO):  

1.1. The Clerk shall act as the Responsible Financial Officer (RFO) of the Council. 

1.2. The RFO shall administer the Council’s financial affairs in accordance with proper practices, 

as defined by the latest version of the Practitioners’ Guide issued by the Joint Panel on 

Accountability and Governance (JPAG).  

1.3. The RFO must ensure that the Council’s accounting control systems are observed and keep 

the Council’s financial records up to date. 

2. Annual Statement of Accounts:  

2.1. The annual statement of accounts shall be prepared and certified by the RFO as soon as 

practicable after 31st March each year.  

2.2. The RFO shall submit the certified accounts, along with supporting documentation, for 

Council approval in line with the statutory deadlines.  

2.3. Once approved, the accounts shall be signed by the Chair. 

3. Authorisation of Payments:  

3.1. All payments shall be authorised by resolution of the Council at a properly convened meeting. 

3.2. Cheques shall require signatures from two authorised members of the Council.  

3.3. Electronic payments must be approved online by at least two authorised signatories, with 

evidence retained for audit purposes.  

3.4. All members approving payments must ensure that the details on the payment instrument 

match the invoice or payment request. 

3.5. The Clerk (Responsible Financial Officer) is authorised to incur expenditure for routine 

administration within the approved budget, in accordance with the Council’s Scheme of 

Delegation. 

4. Emergency Financial Authority:  

4.1. In cases of urgent need, the Clerk, in consultation with the Chair, may authorise financial 

commitments up to £200, in accordance with the Council’s Scheme of Delegation. 

4.2. Any such commitments must be reported to and ratified by the Council at the next meeting. 

5. Unbudgeted Expenditure: 

5.1. Any expenditure exceeding £200 that is not included in the approved budget must be 

specified on the agenda for the next Council meeting. 

5.2. Sufficient detail must be provided to allow for public representations. 

6. Procurement Procedures:  

6.1. For goods or services costing between £1,000 and £3,000, at least two written quotations 

must be obtained.  

6.2. For goods or services exceeding £3,000, at least three written quotations must be obtained.  
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6.3. For contracts above the relevant threshold set by the Public Contracts Regulations 2015, a 

formal tender process must be followed.  

6.4. The Council reserves the right to accept the quotation or tender it deems most suitable, 

considering all circumstances, not necessarily the lowest price. 

7. Verification of Invoices:  

7.1. Before presenting a payment for approval, the RFO shall ensure that the invoice is correct, 

corresponds to the order placed, and has been verified by the relevant member or officer 

responsible for the procurement. 

8. Budget Preparation:  

8.1. The RFO shall prepare a draft budget for the next financial year, which the Council shall 

consider and approve during its November meeting.  

8.2. Allocations for expenditure shall align with agreed budget headings. 

9. Financial Reporting:  

9.1. The RFO shall prepare financial reports at least quarterly.  

9.2. These reports shall detail the Council’s expenditure to date, outstanding commitments, and 

a comparison with the approved budget. 

9.3. Internal Control check by a councillor agreed at AGM  

10. Writing Off Bad Debts:  

10.1. Bad debts may only be written off following a resolution of the Council.  

10.2. Details of such write-offs must be recorded in the minutes. 

11. Insurance Cover:  

11.1. The RFO shall maintain a record of all insurance policies held by the Council. 

11.2. The RFO shall annually review the extent of cover in conjunction with the Council’s risk 

management policy.  

11.3. The RFO shall make recommendations for any necessary changes. 

12. Fidelity Guarantee Insurance:  

12.1. The Council shall maintain fidelity guarantee insurance covering all employees and members 

responsible for handling money. 

12.2. The level of cover shall be reviewed annually to ensure it reflects the maximum risk 

exposure. 

 

This document has been updated to align with the NALC Model Financial Regulations 2024 and 

statutory requirements. Any future amendments will require Council approval and adherence to 

current legislation. 

 

Adopted: April 2026 Minute Reference: 

 

To be reviewed April 2028. 
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