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Sutton Maddock Parish Council 

Internal Controls Policy 
 

1. Purpose 

The purpose of this Internal Controls Policy is to ensure that Sutton Maddock Parish Council 

maintains an adequate and effective system of financial control appropriate to the size, 

scale, and level of activity of the Council. These controls are designed to safeguard public 

funds, ensure proper accountability, and maintain transparency. 

2. Scope 

This policy applies to all financial transactions and record-keeping undertaken on behalf of 

the Council. 

3. Financial Responsibilities 

The Parish Clerk is the Responsible Financial Officer (RFO) and is responsible for: 

• Maintaining accurate financial records 

• Processing payments in accordance with the approved budget 

• Retaining invoices and supporting documentation 

• Presenting financial information to the Council 

Councillors are responsible for oversight and verification of financial activity. 

4. Budgetary Control 

• An annual budget is approved by the Council prior to the start of each financial year. 

• The Clerk may make payments under delegated authority only where expenditure 

has been approved within the agreed budget. 

• Any expenditure outside the approved budget must receive prior Council approval. 

5. Payment Procedures 

• The Council operates online banking with Lloyds Bank. 

• The Clerk is authorised to process payments electronically under delegated authority 

where expenditure is within budget. 

• A physical copy of each invoice or payment request is retained. 

• At bi-monthly Council meetings, two councillors review and sign invoices to confirm: 

o The authenticity of the invoice 

o That the expenditure is appropriate and budgeted 
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6. Independent Verification of Online Payments 

To provide additional assurance: 

• Twice per year, two councillors with authorised access to the Lloyds online banking 

system independently review transactions. 

• Councillors verify that: 

o Payment details correspond to invoices 

o Sort codes and account numbers match supplier details 

o Payee names are correct 

A record of this review is noted in Council minutes. 

7. Record Keeping 

• All invoices, receipts, and payment records are retained in an orderly manner. 

• Financial records are available for inspection by councillors upon reasonable request. 

8. Financial Reporting 

• The Clerk presents periodic financial updates to the Council. 

• The Council reviews bank reconciliations and budget monitoring information at 

appropriate intervals. 

9. Review of Controls 

This Internal Controls Policy will be reviewed annually to ensure it remains appropriate and 

effective. 

 


