PETERSFIELD TOWN COUNCIL

Minutes of a meeting of the Finance and General Purposes Committee held via Zoom
teleconferencing facility on Monday 26t April 2021 at 6.30 pm

PRESENT: Cllr ] Deane (Chairman), Cllr JC Crissey, Cllr ] Matthews, Cllr J
Palmer and Cllr P Shaw.

ALSOIN

ATTENDANCE: Cllrs Mrs L Farrow (Town Mayor), Cllr J Lees, Cllr C Paige, Mr
N Hitch (Town Clerk}, Mrs M Snow (Finance Officer), Mr S Field
(Projects Officer) and Mrs S Fisher (Committees Administrator).
There were 5 members of the public present and no press were
in attendance.

Members were advised that the meeting would be recorded and that the recording
would be retained until the minutes of the meeting had been approved. There were
no objections.

F 1548 CHAIRMAN'S COMMENTS

The Chairman welcomed everyone to the meeting and a minute’s
silence was held as a mark of respect for HRH Prince Philip.

F 1549 APOLOGIES FOR ABSENCE

No apologies were received.

F 1550 GRANTING OF DISPENSATION UNDER SECTION 33 OF THE
LOCALISM ACT

No requests for dispensation had been received.

F 1551 DECLARATIONS OF INTEREST

There were no declarations of interest.

F 1552 PUBLIC REPRESENTATION

A member of the public addressed the meeting regarding what he
perceived to be a lack of transparency in the Festival Hall Working
Party’s consultation with user groups regarding RIBA stage 3.

F 1553 APPROVAL OF MINUTES

RESOLVED that the minutes of the meeting held on 15t
March 2021 were approved

F 1554 FINANCIAL RECOMMENDATIONS FROM COMMITTEES

There were no recommendations to consider.
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F 1555

F 1556

F 1557

FINANCE REPORT

Members received and considered the Town Clerk’s finance report (see
appendix A).

FESTIVAL HALL WORKING PARTY

Due to the April Public Halls meeting being cancelled, members
received and considered the minutes from the Festival Hall Working
Party meetings on 19t March and 9t April 2021 (see appendix B). It was
noted that most of the Public Halls Committee members had been
present at the 9% April meeting which considered the report from Qoda
Consulting regarding the energy survey for the Festival Hall. Despite
the fact that the Town Council has not yet approved specific climate
emergency objectives it was noted thatit had adopted a climate strategy
and that the Town Development Committee would be working on
setting objectives in due course. Members of the working party had
voted unanimously in favour of recommending option 4 of the report.
It was noted that, due to the Festival Hall being used as a vaccine centre
by the NHS, there may be a delay in the engineering work required for
RIBA stage 3 being completed and consequently the conclusion of RIBA
stage 3 may be delayed.

PRESENTATION FROM QODA CONSULTING REGARDING THE
ENERGY SURVEY FOR THE FESTIVAL HALL

Members received a presentation from 2 representatives of Qoda
Consulting regarding the assessment of energy efficiency retrofit
options for the Festival Hall and the report which Qoda has prepared
(see appendix C). It was noted that space heating is responsible for a
significant amount of existing energy consumption and that current
carbon emissions are about 42 tonnes per annum. The report gives 4
upgrade options for the building, with each option the carbon dioxide
emissions for the building decrease. Qoda recommend option 4 for the
building. The results are very encouraging and it is usually very hard
to retrofit a building successfully but the modelling undertaken by
Qoda demonstrates that, with option 4, it would be possible to achieve
EnerPHit status (PassivHaus status). The Festival Hall could be an
exemplar as one of the first large public buildings to achieve this status.
The building would benefit from better air quality and higher thermal
comfort. Qoda acknowledged that, to achieve EnerPHit status a 7.7%
uplift on the capital cost of the proposed Festival Hall refurbishment
would be required and that it would not generate a significant saving
on operational costs due to the expense of running air source heat
pumps.

Members asked Qoda a number of questions and it was noted that the
Festival Hall is in a conservation area and therefore the appearance of
the building should be considered as there may be a planning issue with
the proposal to clad the exterior of the building. The cladding could be
brick or, in more sensitive areas, insulation could be installed internally
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F 1558

F 1559

F 1560

F 1561

only and not on the exterior as well, although this would not be as
effective,

It was agreed that the report from Qoda was very good, clear and
detailed and they were thanked for their both the excellent report and
helpful presentation. The Festival Hall Working Party was thanked for
its thorough work and for scrutinising the report. Members agreed that
there was the potential for the retrofit of the building to be a flagship
exemplar project and that the building could become a generational
asset. It was agreed that, whilst the projected additional capital cost of
approximately £995,000 is high it is not a heavy price to pay to achieve
a near net zero building. It was noted that in the future there may be a
legislative requirement for such buildings to be net zero and that the
cost of retrofitting at that stage would be far more significant. Members
were reminded that, through RIBA stage 4 and the public consultation
process, there was still an opportunity to look at the option of only
carrying out work to certain discrete zones and not the full
refurbishment of the building.

A recorded vote was requested by Cllr JC Crissey. Cllrs JC Crissey, |
Deane, ] Matthews, ] Palmer and P Shaw all voted in favour of both
recommendations and there were no votes against.

RECOMMENDED: that option 4 of the Qoda report and
assessment of energy efficiency retrofit
options for the Festival Hall be adopted
for planning purposes for RIBA stage 3

RECOMMENDED: that approval be given to the Projects
Officer to continue to work with Qoda
Consulting and to establish their
proposal for further input to Foster
Wilson Size architects for RIBA stage 3

INTERNAL AUDITOR’S INTERIM REPORT

Members received and noted the internal auditor’s report (see appendix
D). A working party had recently made proposals regarding the
future of the Daniel Day Lewis award which addressed the issues
raised in the report.

PETERSFIELD OPEN AIR SWIMMING POOL

Members received and thanked the Open Air Swimming Pool for their
letter (see appendix E).

CCLA MARKET REPORT

Members received and noted the CCLA Market report (see appendix ).

COMMUNITY INFRASTRUCTURE LEVY

Members received and noted that Community Infrastructure Levy
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F 1562

F 1563

F 1564

F 1565

(CIL) funds totalling £53,702.99 have been received and that this enables
the Council to fund the items specified in the Budget Report submitted
to the Finance & General Purposes Committee in January allocated to
CIL spending from the budget — namely Tourism Digital equipment,
Love Lane Skatepark pathway replacement and Local Cycling and
Walking Infrastructure Plan outcomes.

A question was asked regarding the amount set aside for Tourism
Digital equipment (£25,000) and whether this would be spent in this
financial year. It was noted that it was unlikely that the equipment
would be bought in this financial year. CIL monies must be spent on
new infrastructure capital works and within 5 years, if a new project
came up the monies could be reallocated.

FINANCE AND GENERAL PURPOSES COMMITTEE TERMS OF
REFERENCE

The Terms of Reference were reviewed (see appendix G) and it was noted
that the Chairman of the Town Development Committee should be
added to the membership of the Finance and General Purposes
Committee.

RESOLVED: that the Terms of Reference for the Finance and
General Purposes Committee are reviewed,
subject to the agreed change, and are to be
reviewed again in April 2022

CONTRACT STANDING ORDERS

The Contract Standing Orders had been reviewed by Hampshire
County Council’s legal department to ensure compliance with
legislation following Britain’s departure from the European Union.
Members agreed with the proposed changes (see appendix H).

RECOMMENDED: that the proposed changes to the Contract
Standing Orders are approved and that the
document be reviewed again in April 2022

FINANCIAL REGULATIONS

Members agreed to the proposed amendment to clause 11.1(m) of the
Financial Regulations (see appendix I).

RECOMMENDED: that the proposed change to the Financial
Regulations be approved and that the
document be reviewed again in April 2022

VIREMENT POLICY

RESOLVED: that the Virement Policy is approved (see
appendix J) and that the policy be reviewed
again in April 2023
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F 1566

BANK RECONCILIATIONS FOR MARCH 2021

Members received and approved the bank reconciliations for March
2021 (see Appendix K). It was noted that they were approved before the
final accounts were completed so there has been a very small

adjustment.

There being no further business, the meeting closed at 7.52 p.m.
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FINANCE REPORT

As with the Clerk’s Report to Council, this report is not an item of debate, but seeks to
inform councillors of all matters financial, including income and expenditure against
budget, the level of balances held, proposed movements of deposits, future plans as well
as seasonal issues, such as the Audit and Budget setting processes. If councillors
consider a matter included in the report is in need of debate, the subject can be added to a
future meeting’s agenda for this purpose. I will always endeavour to answer any
questions raised from the content of the report, but please bear in mind that if further
investigation is necessary, answers will need to be given outside the meeting.

Bank Accounts

% Rate
Lloyds Current Account 22,729.41
Lloyds 30 Day Account 222,428.11 0.01%
Lloyds Ticketsource 9.93
Cambridge & Counties 31 Day Account  1,428,950.28 0.896%
Public Sector Deposit Fund 64,482.43 varies
Total 1,738 600.16
Business Credit Card 57.99
Investments
Local Authorities Property Fund 2,205,750.13  varies 720,689 units approx.
4.5%
Rathbones Investment Management Ltd ~ 3,000,000.00  varies but approx. 3.5%
Total 5.205.750.13
Town Mayor’s Charity Account 383.66

The larger than normal level of funds in the 30 Day account represent the sum required to
pay for the next installment of the Festival Hall RIBA 3 costs which are due to be paid in
the next few days. The annual rate of return on the Rathbones investment portfolio has far
exceeded the anticipated rate of return this year yielding 6.43% after payment of
management fees to the investment managers.




Finance & General Purposes Committee

£ Budget % Budget
Income 179,164 194,000 92.35
Expenditure 444,222 555,448 79.97

Income reflects the interest received from the bank deposits and investments plus solar
panel receipts. It has held up better than expected as the Local Authorities Property Fund
quarterly income was not as badly affected by Covid-19 issues as expected and the
dividend received for Q3 exceeded expectations. Expenditure is lower than expected for
the time of year although there are some consultancy sums that will need moving to
Earmarked Reserves at the year end.

Public Halls Committee

£ Budget % Budget
Income 106,533 208,965 50.98
Expenditure 191,604 330,964 57.89

The Festival Hall complex year to date income is 22.2% (2020: 91.9%) and Avenue
Pavilion income is at 27.9% (2020: 85.5%) reflecting the decimation wrought by the
effects of Covid-19 on the hire of both these halls. Income received is from the Nursery
and Petersfield Town Juniors for the rental of the pavilion at Love Lane plus commercial
lease income at the Town & Festival Hall. Some income has been received from the
Festival Hall with its use as a vaccination centre plus the recharges to our commercial
tenants and these are reflected in the above figures. Expenditure has been lower than
usual due to the lack of booking activity with a significant drop in utility costs. Cleaning
equipment costs are also low as a result of some bulk purchases being made at the end of
the last financial year. Any unused portion of the Festival Hall Maintenance Fund will be
carried forward into Earmarked Reserves for next year.

Grounds Committee

£ Budget % Budget
Income 94,861 97,200 97.59
Expenditure 349,756 362,123 96.58

Income is mainly from the lease of property and concessions on The Heath, some of
which is received quarterly in advance plus the work that the grounds team undertake that
has generated £20,990 in the current financial year. Income from the Heath is where they
would be expected to be at this time of the year. Expenditure is a litile higher than
expected largely as a result of additional litter removal and other costs incurred due to
much higher visitor numbers than usual — particularly to the Heath. The revenue budgets
that are slightly overspent this year are vehicle maintenance, equipment hire, equipment
repair & maintenance, play equipment maintenance on the Heath, water use at the heath
toilets, materials purchases and litter collection. These overspends are not of major
concern and can be compensated for by underspends elsewhere in the budget.



Overall

£ Budget % Budget
Income 380,558 500,164 76.09
Expenditure 985,582 1,248,535 78.94

If everything was on track the year to date figures would show an 100.00% spend. The
figures within this report are bound to be in need of an update once all the bank
reconciliation work has been completed for January.

Income will fall well short of budget this year as a result of the Covid-19 pandemic
(2020: 87.33%) which was reported to committee by the separate report produced in
November. Encouragingly the projected income shortfall in that report was £120,000 and
income received has just exceeded the predicted shortfall sum. Expenditure is generally a
little lower than expected for time of year which reflects the lower than usual demand on
many of our routine cost headings as well as lower building use and energy demands as a
result. (2020: 78.38%). Having said that, members will be aware of the need to transfer
some substantial funds to Earmarked Reserves this year as outlined in the budget setting
and Precept calculation documentation plus additional items highlighted since including
the community grants underspend and the events underspend for VE/VJ day (£138,500)
as well as the need to ensure an underspend for the financial year to cover the loss of
income identified in the November report. My assessment is that this outcome should
just about be achieved.

This report aims to provide an overall summary of the position of the Council financially
with any significant anomalies or variances being reported for your attention and
potentially, action. It also demonstrates that councillors are fulfilling their role in
monitoring the Council’s finances and ensuring that good governance is being followed.

Neil Hitch,
Town Clerk & Responsible Finance Officer
9th April 2021



Minutes of the Festival Hall Working Party
19™ March 2021

A meeting of the Festival Hall Working Party was held on 19" March 2021

Attended: Cllr JC Crissey (Chairman), ClIr Peter Clist, ClIr John Lees, ClIr Phil Shaw, Clir Mrs
Lesley Farrow, Steve Field (Projects and Office Manager), Jon Tucker (Halls
Manager), Tim Foster {Foster Wilson} and Jonathan Size (Foster Wilson)

Apologies: Neil Hitch (Town Clerk)
No | Item Discussion Decision
1 Welcome Clir Crissey welcomed members, officers | N/A

and Foster Wilson to the meeting. This
should be a short meeting, but there was
likely to be lots of longer meetings in the

future
2 Previous Minutes & | Previous Minutes were accepted as a None
Budget true record of the previous meeting

The maintenance budget for the current
year is made up as follows £165,000
(£100,000 capital / £65,000 revenue)

£20,000 {revenue) has been spent on
structure survey, Rigging, Lighting and
general maintenance. A further £9,400
for the Energy Survey leaving a current
fund of £100,000 {capital} and £34,600
(revenue)

2021/22 Budget is set and included
£217,000 to be set aside for Festival Hall
Maintenance

3 Project Plan Review | SF presented went through project Action list to be updated
actions that had heen completed, and continually

those that would be coming up in the
near future.

SF to produce a series of
Foster Wilson and Qudo met on 16™ meeting dates

March to discuss energy survey options
and 4 options have been determined.
Options 1-2 are non-cladding, whereas
options 3-4 are cladding options. The
full report will be available by 5 April for
Public Halls to consider at their next
Public Halls meeting on 12 April, and the
FHWP would provide their comments
from their meeting on 9 April.




Minutes of the Festival Hall Working Party
19t March 2021

4-5

User Group
presentations

11 groups had responded to the invite.
It was determined that each group
should have 20 minutes to speak with a
5 minute margin either side for
changeover and overruns. User Groups
would be held on 23 & 30 April.

Any one from the working party is
welcome to attend these meetings, but
Clir JC Crissey will be spokesman for the
FHWP

JT will arrange meetings with the user
groups with the Green A Team being the
last group on 23 April if convenient

User groups are to be reminded that
their comments must also be
documented.

General listeners from the public are not
invited

JT to arrange dates and
times with users and
remind them to
document their
presentation

Date of next
meeting

9 April 10.00 am

Any Other Business

Email received from Qudo regarding
possible Grant Application. Salix Grant
Scheme which has to be submitted by 7
April. Zoom meeting to be arranged for
Neil, Steve, JC & Phil to discuss

7 June we will have final report for RIBA
3 ready for public consultation. This will
enable the commencement of grant
applications

Press release to be in next PTC News
21-22 Town Mayor to work with district
and county councillors to promote FH

redevelopment

ClIr IC Crissey will be speaking at next
Petersfield Society meeting about FH

SFto set up Zoom
meeting

SF to add date to action
plan

SF to ensure article is in
May PTC News




Minutes of the Festival Hall Working Party
9th April 2021

A meeting of the Festival Hall Working Party was held on 19" March 2021

Attended: ClIr JC Crissey (Chairman), Clir Peter Clist, Clir John Lees, ClIr Phil Shaw, Clir Mrs
Lesley Farrow, Cllr S Dewey, ClIr P Bissett, Cllr P Shaw, Steve Field {Projects and
Office Manager), Jon Tucker (Halls Manager}, Tim Foster {Foster Wilson), Jonathan
Size (Foster Wilson) and Joel Callow (Qoda)

Apologies: Neil Hitch (Town Clerk)
No | Item Discussion Decision
1 Welcome ClIr Crissey welcomed members, officers | NfA

and Foster Wilson to the meeting. He
reminded members that the prime
purpose of this meeting was to make a
recommendation to Public Halls in
respect of the Qoda Energy Survey, The
floor will be open for each member to
ask any questions they wish. A big
thanks for the collaboration between
Ainsley, Foster Wilson and Qoda for the
hard work put in to ensure that we
received the report in good time. A first
class report has been provided

2 Previous Minutes & | Previous Minutes were accepted asa None
Budget true record of the previous meeting

The maintenance budget for the year 20-
21 is made up as follows £165,000
(£100,000 capital / £65,000 revenue}

On reflection of the year, only £10,000
(revenue) has been spent on structure
survey, Rigging, Lighting and general
maintenance. A further £9,400 for the
Energy Survey leaving a current fund of
£100,000 {(capital) and £45,600
{revenue). It is possible that this money
will be transferred towards RIBA 4. The
final transfer figure will be revealed in
the next meeting.

2021/22 Budget is set and included
£217,000 to be set aside for Festival Hall
Maintenance

£100,000 set aside for RIBA 4




Minutes of the Festival Hall Working Party

9th April 2021

3 Project Plan Review

SF presented the project plan. One main
action had been carried out. The
potential opportunity of a grant
application towards energy savings was
rejected on the basis that it was only for
very old gas lit boilers (ours are 5 years
old) and that the grant would only
provide funding for the difference of
cost between gas and electric. Bearing
in mind that there was a very slim
chance (if any) that a grant would be
awarded, it was decided that we would
not pursue the grant. Cllr JC Crissey
conveyed his support of the Project
Manager’s decision on this

Action list to be updated
continually

4 Qoda presentation

Cllr JC Crissey introduced the
presentation by stating that although the
energy survey had stated that the town
council were intending to be carbon
neutral by 2035, this is only a possible
target in the Climate Emergency Policy.

Participants were reminded that the
meeting would be recorded

Joel Callow from Qoda (pronounced
Coda) thanked the Council for a very
thorough and well presented brief. A
powerpoint presentation was given.

5 Questions

Members were asked in turn to ask
questions

Cllr P Clist

Conscious about historic value of
building and note that no pictures of
how the outside of building may look
with cladding

Cladding can look in any
way we wish depending
on budget — e.g. brick,
rendering etc. To be
decided in association
with Foster Wilson and
Planners

ClIr P Clist

Assume that Qoda and Foster Wilson
have lots of experience of this stage and
retrofit in other historic buildings

Qoda deal with many
buildings much older and
are often internally
retrofitted. Outside
retrofit has been applied
to more modern




Minutes of the Festival Hall Working Party

gth April 2021

buildings to drive carbon
emissions down.

Clir Lees Thanked Qoda for a clear and simple Yes — this needs to be
presentation. Capital cost option 4 added to the latest
£995,000 — is this over and above budget | budget costs. Ainsleys
already would be able to provide

details.

Clir J Lees Knocking building down is an option To reconstruct a new
shown on P32 but advised not to building would take 300

years to save on
emissions

Clir J Lees What is the thought on hydrogen instead | Hydrogen doesn’t have a
of gas? national infrastructure.

Very niche product

Clir ) Lees If the building is covered in a ‘duvet’ This would be via the air
making the building airtight, how do ventilation system
people receive air? providing fresh air and in

some cases this can be
cooled for warmer times

Cllr P Shaw What would choosing option 1 and Notasgood as 3 & 4 and
introducing air source heat pumpsdoin | subtie than that —
terms of carbon footprint? capacity of national grid

supporting this method
is limited. Also running
costs would be very high

Mr ) Tucker Brilliant report. Clir JC Crissey thanked
Jon for all his efforts to facilitate the
survey

Clir ) Deane Time needed to digest the figures. Good | Have now fallen of the
to see retrofit which provides flexibility end of the previous
going forward. Legislation could change | government funding
and we made need to keep in alignment | system (applications 6
with industry. With experience on listed | months ago). These
buildings, and the funding via grants, have now expired and
what is your experience of this? there is currently no

replacement. Now
waiting to see what takes
place to assist in
reducing carbon
footprint.

Cllr L Farrow Thanks for reports. Brilliantly timed and
stunned by cost, expecting option 4 to
be much higher, soc we should go for
option 4

Jonathan Size Recognise that planning department
may be opposed to option 4 regarding
design. However, the aims to reduce




Minutes of the Festival Hall Working Party

9th April 2021

carbon footprint will need to be
considered which will provide a very
strong argument for this.

that the building will be perceived by the
planners. There could be further
variations on costs depending on type of
cladding chosen. A steer is required
from PTC regarding this

Clir P Bisset Windows are a great source of heat loss | Triple glazing is not likely
— are there better windows now than to be beaten within next
have been quoted, or are there likely to | 5 years by other
be better in the future? products in the next few

years

Clir P Bisset Very much in favour of option 4. Car
park could have a roof with solar panels
onsite

Cllr S Dewey Can we phase some of the work such as | This can be done but are
installing new windows? likely to add costs and by

phasing, you may find
that areas may not quite
meet up in the way they
should to ensure the
best reductions on heat
loss

ClIr C Paige Thank you for such a good report

Tim Foster Key issue will be cladding and the way

Cllr JC Crissey

ClIr JC Crissey indicated it could be
difficult to justify these costs to the
public when there is no traditional
financial benefit. For example, Option 4
is a 95 year payback. As such, whatare
the good global citizen arguments for
making this case to the people of
Petersfield?

95 years is government
estimate, but Qoda
believe this could be less.
Much better product and
lower carben. Far better
building in terms of
comfort and health &
safety. Possible future
heavy legislation for
those who have not gone
down this route.
Advantage for early
adopters and Festival
Mall could be the first of
its kind nationally to be
in this position, putting
the town and town
council ‘on the map’




Minutes of the Festival Hall Working Party

9th April 2021

Qoda to provide a final
version of the report
with an addendum to
provide a non-financial
list of benefits

Clir JC Crissey

Members of the working party were
asked by Cilr JC Crissey to vote for their
preferred option. It was unamonous
that option 4 should be recommended
to public halls committee

Working party
Recommend option 4 to
Public Halls Committee

ClIr JC Crissey

Would support option 4 — consider
benefit of reputation -opportunity to
investigate collaborating with other
government agencies as they look at
their own property portfolio or if/fwhen
they use the Festival Hall complex

Jonathan Size

More work required and therefore time
to the existing timescales if option3 or 4
is chosen

Steve Field

If we invest in option 4, how many years
does this cover within government
legislation. In the opinion of Joel then he
would expect us to be 2050 ready

Recommendation 1
to Public Halls

That we sign up for option 4 with the
considerations of timings and
implications of exterior building given
guidance to FW and discussions with
planning

All members were in
favour that option 4
should be the
recommendation to
Public Halls

Clir J Deane

Agreement with vote — leading from the
front will give us kudos, we will be able
to share with other government
agencies. Should we add 15% in terms
of money and time? Foster Wilson have
already included 10% contingency —
however, there could be additional
complexities once the building is opened
up. Also costs will go up if the work is
done in phases

Steve Field

If we did phase, we need to consider the
disruption to the logistics and
performances

Presentation from
Qoda in Public Halls
and other
committees

Less on methodology and shorter
presentation. All members with the
exception of Cllrs Matthews and Palmer
have seen the presentation now




Minutes of the Festival Hall Working Party

9th April 2021

ClIr JC Crissey

All of this work is preparation towards
being able to make grant applications

6 User presentations

A reminder that on 23 and 30 April there
will be user presentations from 10.00 am
on Zoom sessions. Schedule prepared by
Jon Tucker. Clarity on who will be
speaking. Clir JC Crissey will be chairing
these meetings

7 Any other business

John Tucker explained that we had been
approached by Foster Wilson regarding
the digging of trial pits. A diagram has
been sent to show where these will be.
There are concerns that the building is
currently being used by NHS for the
vaccine roll-out, so internal pits will be
difficult.

Cllr JC Crissey enquired regarding
timings. All the work could be achieved
within a week. These trial pits are to
check any risks, such as soil makeup and
potential structural issues.

Clir P Clist asked about the possibility of
archaeology finds. Possible but unlikely
as they are only going down 3m. Further
discussions were held about
practicalities of where and when,
particularly with the vaccines currently
happening. It could be that the outside
pits were carried out first. Committee
could make a decision to carry out the
work in early September when NHS have
moved out. First week of September is
currently booked with an antiques fair.

Clir L Farrow queried whether the 4"
week of September would be possible?
Cllr JC Crissey expressed his concern that
this work needed to be carried out
before any public consultation could
take place. With minimal investigation,
Foster Wilson could make assumptions,
following up with the major
investigations later. The most
conservative estimates would have to be
used which could overinflate the costs
for the Public Consultations. Tim Foster




Minutes of the Festival Hall Working Party
9th April 2021

expressed that there are risks, but this
information must be available before we
embark on RIBA 4, so we have up until
Christmas 2021 to carry out the
investigations if we are happy to go
ahead with the Public Consultations.

Jon Tucker said that October is very
guiet so all the investigative work could JT to advise FHWP of
be carried out then. Week commencing | timings

11 October for two weeks looks possible.

Steve Field Explained that there was some funding ClIr JC Crissey to add
available to carry out the Council “Ideas for new Council
Chamber works so could this be onnext | Chamber” on next FHWP
month’s agenda agenda

Steve Field A second recommendation to Public Recommendation to
Halls should be that Qoda are re- Public Halls Committee

assigned to continue working with Foster
Wilson Size architects and that officers
should seek a proposal for this work
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Neil Hitch, Clerk,
Petersfield Town Council
Town Hall, Heath Road

Petersfield,
GU31 4EA

Dear Neil,

Do the Numbers Limited
37 Upper Brownhill Road
Southampton, SO 16 5NG

023 8077 2341
10™ March 2021

Subject: Review of matters arising from interim Internal Audit for 31 March 2021

Please find below the matters arising from my visit to the council today that should be
reviewed in advance of the year end.

Overall | found the records and system of the council to be in excellent order and that
the visits went well.

Control Issue Recommended Action
area
Asset The council has moved its Fixed The Fixed asset investments need
register Asset Register onto the Rialtas to be included.
system which allows simple Approximate purchase dates for all
reporting by type and location. This |items should be inserted.
is a significant improvement. Those assets that are inventory
To allow the register to become rather than capital should be
fully functional as a planning and  [removed.
management tool, some further Each location should be physically
work is needed. checked for completeness
Asset Where new assets replace old —  |AS part of the physical checks at
replacement [such as play areas — the obsolete |each location, obsolete assets
item is not always being removed |should be identified and removed
from the register. from the register.
Day Lewis |The council has adjusted the terms |It is unclear whether the namesake
Award of this process, but it still involves |of the award is involved with it, and
significant officer time. to what extent it might be better run
by an arts group than council
officers.
Balance There were some debtor and Each has been identified to the
Sheet creditor adjustment accounts which |original transaction and where
accounts appeared historic rather than appropriate, reversed to the I&E
current.
Trade On the ledger there are two The review of these invoices should
debtors substantial invoices that date back |be completed before year end and
to summer 2020. payment terms agreed.

eleanorgreene@thedunnefamily.co.uk

Registered in England No. 7871759

Director; Eleanor S Greene



Earmarked |As more of the control systems of |By the year end, each EMR should

reserves the council are integrated with the |show on the ledger so that tracking
accounting system, each EMR is  |of the completion of reserves can be
being set up as a code on Rialtas. |transparent.

Signed During the audit visit, some sets of |The office filing is currently being

minute sets |minutes from November and relocated, but the complete set
December 2020 were not in the should be available for the next visit.
file.

Budget The budget and precept approved |By the next budget setting round,
by the council was based on a spreadsheets should no longer be
spreadsheet rather than Rialtas. needed.

Mayor's The Mayor's Charity account is not | The fundraising covered by the

Charity a registered Charity. The nominal codes is correctly part of
expenditure classifies as an s137 |the council's activities, it is only the
grant, the income as sundry donation each year which involves a
donations. charity.

GDPR During the year a member of the  [Where possible the names of
public was named in a set of members of the public should not be
planning minutes, this is not best |minuted as the 'right to be forgotten'
practice under GDPR. cannot be complied with.

| will return to the office after the year end to complete my review.
If either you or your councillors have any queries, please do not hesitate to contact me.

Regards

P ST

Eleanor S Greene

eleanorgreene@thedunnefamily.co.uk
Registered in England No. 7871759 Director: Eleanor S Greene




&

JANE TATFORD
31 STONEHAM CLOSE

PETERSFIELD OFEN AIR PETERSFIELD

HEATED SWIMMING POOL HANTS
GU32 3BX
Registered Charity No: 301917 TEL: (01730) 300295
Mrs Michelle Snow
Finance Officer
The Town Hall
Heath Road RECEIVED
Petersfield
Hants GU31 4EA 08 APR 2021
55 g

7 April 2021

Dear Mrs Snow

Ref: Perennial Client Remittance

Thank you so much for the transfer of £3,500.00, which has arrived safely in the Pool Operational
Account. This represents the first half of our perennial grant.

Thank you again for your continued support. We really appreciate the help that you give to the pool,
especially in most unusual circumstances. Hopefully, we will be opening, to a limited extent, on 1st
May 2021, with a brand new enthusiastic team. Perhaps restrictions will be further lifted in June,
which will enable us to look forward to a more normal summer.

Yours sincerely

Mrs E Jane Tatford
cc. Linda Knutsen (Chairman)
Jamie Matthews



CCLA INVESTMENT MANAGEMENT LTD CCLA
MARKET REPORT MARCH 2021

Headlines

Global equities rose, with almost all the major indices moving higher

Domestic fixed income markets were flat

Commercial property values edged higher

Sterling lost ground relative to a strong Dollar but rose against both Euro and Yen

Investment market returns over the past year
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" UK Equities +24.32% " Global Equities +38.94% ™ UK Government Bonds -5.73%
“ Cash -0.07% " Inflation +0.46% ** UK Commercial Property +2.08%

Source: Bloomberg as at 31 March 2021
Market Review

Global equities rose over the month as estimates of faster economic growth fed through to corporate earnings expectations. The
catalyst was the agreement in the US for a new economic package which will accelerate and amplify the recovery in that economy
and more widely around the world. As sentiment towards the sector improved, so equities rose on a broad front. The global equity
index gave a total return to a Sterling based investor of 4.21%, a gain which brings the rise year to date to 3.85% and to 38.94% over
the year - reflecting the dramatic fall in markets in early 2020 when the pandemic struck. Most of the major regional markets moved
higher. The strongest performance came in the US, which rose by 5.29%, followed by Europe, up by 4.52% and Japan, 3.03% higher.
Asian markets were the exception to the trend, falling by -0.55% on concerns over rising bond yields in the US. Of the individual
markets, all moved higher in Europe with Ireland, up 10.72%, the best performer. In Asia, the pattern was mixed; of the risers,
Singapore, up by 6.12%, gained most. The UK market rose alongside its peers, improving by 3.98% over the month and 5.19% over
the quarter. The indices have returned 24.32% from the lows reached a year ago.

In contrast to the optimism evident in equity markets, domestic fixed income markets were flat. Increases in bond yields, which were
regarded positively by equity investors as signs of recovery to come, had the inevitable effect in fixed interest markets of pushing
values lower. Corporate bonds underperformed gilts, but the key to relative returns was duration, as longer dated issues fell most.

Property values improved, albeit modestly. The trends evident over the past year, of a strong industrials sector and weakness in retail,
continued overall, but there was further evidence of recovery in retail warehouses. Yields in the office sector edged up in a defensive
move as investors considered the potential demand impacts of flexible working arrangements.



Economic Developments

Global sentiment strengthened in the month as conviction grew that economic activity would accelerate swiftly in the second quarter,
reflecting a successful, if incomplete, vaccination programme, the resilience of the manufacturing sector and continued support from
government and central bank policies. The OECD was the latest agency to raise forecasts and whilst there are differences between
commentators on the speed of change, the consensus expectation for an accelerating recovery is entrenched. The emerging data
support the optimism, but the strength of the common view is such that any disappointment would leave valuations vulnerable to a
correction.

In the UK, the Budget extended existing economic support programmes with an additional spend of £569bn, equivalent to about 2.8%
of GDP. The focus was on protecting consumer incomes by extending the furlough scheme, uplifting universal credit and by providing
additional support to the self-employed. Government borrowings this year will be in line with expectations at about £370bn, but will
be higher than previous expectations next year, at c. £230bn. Tax increases are in the pipeline, but not immediately, held back to give
the recovery time to morph into an established period of growth. Reflecting the lock-down, activity in January declined by -2.9%, an
outcome actually appreciably better than expectations which were clustered around a fall of about -4%. Manufacturing proved to be
resilient, but there was too a boost from government spending on the vaccination programme. Trade volumes were weak, reflecting
both pandemic and Brexit effects; overall export volumes were down -17.6%, imports were -22% lower. Trade with the EU contracted
even more severely, the volume of goods leaving the UK for Europe was -42% lower. The Bank of England described economic
conditions as ‘broadly stable’ but signalled that it would provide updated forecasts and policy guidance following its meeting in early
May. There were no changes to interest rates and the total value of the quantitative easing programme was left unchanged, although
the monthly tranches were reduced to extend the life of the programme overall. Inflation fell to 0.4% from 0.7%, once again
confounding forecasts which had anticipated a faster pace of price gain. The difference was due substantially to clothing, where price
rises in pre-lockdown 2020 were not repeated this year. Higher energy prices will push the CPI higher in April, but comparisons will
remain unpredictable over the next few months. Unemployment fell to 5.0% from 5.1% but due mainly to leavers from the labour
pool rather than jobs growth. Nevertheless, with the economic backcloth improving, the Bank of England’s forecast of a 7%+ jobless
rate looks too high. That said, there are still 5m on the furlough scheme and the worry must be that many of them struggle to re-
establish themselves in the workplace.

In the US, Mr Biden gained approval for his spending proposals despite opposition from all the Senate Republicans. The programme
has a total value of $1.9trn and, amongst a range of support initiatives, includes a $1,400 cash payment for 287m eligible recipients, at
a cost of $402bn. The jobless total continued to improve, falling to 6.2%, as work in the hospitality sectors began to open-up again.
Despite the improvement there are still 10m out of work. The combination of the latest growth initiative, low interest rates and a rapid
vaccination programme pushed economic growth estimates for 2021 sharply higher, from a sub 5% consensus in December to 6.5%
now. In the face of the sharply higher forecasts for growth for both this year and next the Federal Reserve promised that it would
remain ‘resolutely passive’, adjusting its supportive policies only when the recovery was demonstrably complete, a situation to be
reflected not in forecasts, but rather in lower unemployment and in an inflation rate over 2%. Although investment markets have
pushed bond yields higher, the ‘FED" is signalling no increase in interest rates until 2023. As the month came to a close, so attention
began to shift to the second phase of Mr Biden's recovery programme: ‘Build back better". This is a similarly sized project with a
potential value of about $2.25trn but is aimed not at protecting consumers but instead at improving the nations physical infrastructure.
Spending will be spread over more than a decade and so will boost growth not in 2021 but in the years to come. It will be paid for by
tax increases, with higher corporate tax rates already identified. Increases in tax rates for high income individuals are also likely but
these will come later, when the recovery is more established, and these latest proposals are on the statute books.

In Europe, a relatively slow vaccination programme and the incidence of new variants of the virus pushed infection rates higher and
triggered fresh lockdowns. There were increasing concemns that the new outbreaks would postpone the growth expected in the
second quarter and, if sustained, could put at risk the holiday season. Tourism accounts for 9% of European GDF:The ECB promised
an accelerated pace of quantitative easing but little else, in contrast to the pro-active policies in the US and even the UK. The lack of
action, despite disappointing growth rates and inflation far below target, suggests continued strong policy differences in the
organisation.

In Japan, the most recent business surveys showed that manufacturing output was now comfortably above pre-pandemic levels. The
nationwide vaccination programme began in February with the objective of reaching 95% of the population before the end of the year.
In China, an official growth forecast of ‘over 6% was below expectations of 8%+ and was taken as an indication that the authorities
expect to begin to normalise monetary policy away from the current easy stance in the period ahead. The central government’s debt
to GDP ratio is 98%, with more debt at the local level.

In the oil sector the “OPEC +’ consortium agreed to extend for another month its limits on overall supply. With demand accelerating,
the effect will be a tight market and a draw-down of stocks for as long as the cap on supply can be maintained. One challenge will
come from the US, where the rig count — a reflection of exploration activity — is rising again, attracted by the higher and more stable
prices of recent months.

Summary

Fixed interest markets are expected to remain under pressure from rising long term interest rates while the likely increase in inflation
rates over the balance of this year will be another test to sentiment. In contrast the same phenomenon of higher borrowing costs is a
factor supporting equity valuations as higher rates are seen to reflect recovery and improved long term economic prospects. We
expect these trends to continue in the period ahead, supporting a strategy biased towards real assets.



CCLA INVESTMENT MANAGEMENT LTD
Senator House, 85 Queen Victoria Street, London EC4V 4ET

Client Service T: 0800 022 3505 Mansfield Traquair Centre, 15 Mansfield Place,
www.ccla.co.uk Edinburgh EH3 6BB

This document is issued for information purposes only. It does not constitute the provision of financial, investment or other
professional advice. The market review, analysis, and any projections contained in this document are the opinion of the author
only and should not be relied upon to form the basis of any investment decisions. We strongly recommend you seek
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Finance & General Purposes Committee

Terms of Reference

Reviewed April 2021
Minute number F1562 refers
Date of next review: April 2022

Membership of the Finance & General Purposes Committee shall be determined each
year at the Annual meeting of the Council at which time the Chairman for the year
will be elected. Membership of the Committee includes the Chairmen of the Grounds
Committee, Public Halls Committee and Town Development Committee.

At the first meeting of the Committee following the Annual Meeting of the Council a
Deputy Chairman shall be elected.

The Committee will generally meet on a monthly cycle except during August with all
meeting dates being confirmed by the Annual Meeting of the Council.

The minutes of the Committee are to be reported to and received by the Council at
each meeting of Council.

The principle purpose of the Committee is to manage the finances of the Council and
recommend a budget and proposed Precept to Council annually.

The Committee shall also:
» consider and approve financial recommendations received from other

committees;

= consider and approve the recommended annual staff budget from the Staff
Panel;

» undertake overall management of all the Council’s finances and banking
operations;

* make recommendations to Council where appropriate in respect of its
policies;

= report to Council all expenditure approved that is not included within the
annual budget estimates;
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» undertake maintenance responsibility for the War Memorial, Mosaic in
Dragon Street and all civic regalia;

= consider and report on any matter not specifically referred to or included
within any other committee’s terms of reference;

= approve emergency expenditure authorised by the Town Clerk under
delegated authority.

To produce a Policy Strategy to be reviewed annually by the Committee.

To consider quotations, estimates or tenders for all capital projects to be undertaken
on any of the Council’s grounds or halls submitting recommendations for approval
to Council.
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Contract Standing Orders

These CSOs were adopted by the Council at its Meeting held on 18" April 2019

Commented [KM1]: To be updated




Contract Standing Orders

CSO1 General

1.1

Definitions

“Contract” means (i) any agreement for the supply of goods, services, or the execution of
works to or for the Council including the use of consultants; (ii) any Framework Agreement;
or (iii) any agreement where no payment is made by the Council but which is of financial
value to the economic operator but does not include (without exception) (iv) an employment
contract: or (v) a Grant Agreement;

“Contracts Finder” means a web-based portal provided for the purposes of the UK
Regulations by or on behalf of the Cabinet Office;

“Council™ means Petersficld Town Council;
“Economic Operator” means the party or potential party to a Contract:
“Proper Officer” means the Town Clerk or other such employee as appointed by the Council;

“Thresholds" means the thresholds for public advertisement of goods, works and services

contracts as provided for in the UK Regulations and advised by the Government.

1 “UK e-notification service” is defined in the UK Regulations?
= rlolsenvice 15 defined in the UK Regulations

“UK Regulations” means the Public Contract Regulations 2015 as amended from time to time

These Contract Standing Orders (“CSOs”) are made pursuant to the Local Government Act

1972, section 135 and shall come into force on [t January 2018 but nothing in these CSOs -

shall prejudice the validity of any actions taken before that date under any previous CSOs.
Subject to CSO1 4 every contract made by or on behalf of the Council shall comply with:
1.3.1  these CSOs;

1.3.2  the Council’s Financial Regulations;

1.33  all relevant statutory provisions including, in particular, Local Government Act 1988
Part 11, Local Government Acts 1999 and 2000 i i
2045

1.34 %Mm%w@mém%the UK Regulations;

1.3.5  the rules on State-AddSubsidy Control;

1.3.6  any direction by the Council or Commitiee having appropriate delegated authority.
These CSOs shall not apply or may be varied:

4.1 asresolved by the Council or appropriate Committee;

142 where statute or subordinate legislation prescribes otherwise.

The estimated value of a contract shall be the total value of the contract, net of VAT. This is

the total consideration estimated to be payable over the full term of the Contract by the
Council to include any option to extend.

-| Commented [KM2]: The PCR has been updated by the Public
Procurement (Amendment etc,) (EU Exit) Regulations 2020 - to

keep the document simpler | would suggest we simply reference
to the PCR as amended.

i Commented [KM3]: To be updated

R

Commented [KM4]: | have separated this out below and
added a separate definition above to encompass the
amendments recently made
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Cs02

2.1

22

23

CS03

3.1

3:2

3.3

The estimated value of a Framework Agreement is the total value of all the Contracts which
could be entered into by the Council and all other contracting authoritics, as applicable.
Where the Council has a requirement for a single contract comprising services, supplies or
works in combination, the rules to be applied are those which apply to the largest element by
consideration.

Purchases of the same or similar goods or services must be aggregated wherever practicable.
Contracts must not be artificially separated so as to circumvent the application of any part of
CSOs-the-BU-Publie Procurement-Directives-or UK Regulations.

Where the Contract period exceeds four years or is for an indefinite or unknown period, the
value shall be calculated on the basis that the Contract shall be for a period of four years.

Authority to Enter into Contracts

The Proper Officer shall have power to accept tenders (where required) and to enter into
contracts on behalf of the Council to a value not exceeding £5,000.

In other cases the Council or the relevant committee shall have power to accept tenders and to
authorise the conclusion of contracts.

The authority to accept tenders and/or enter into contracts shall be documented by the Proper
Officer. The report secking authority and the decisions shall include: a Council summary,
recommendations, reasons for recommendations, a list of background papers (if any), the
outcomes of consultations, statutory background, relevant policy background, other courses of
action considered but rejected (if appropriate), staffing consequences, financial consequences,
and how the proposal will help to reduce crime and disorder and promote race relations.
Decisions taken under delegated authority shall be recorded by the Proper Officer in the
database of delegated decisions.

Framework Agreements and Suitability of Economic Operators

A Framework Agreement is an agreement between one or more contracting authorities
(bodies governed by public law) and one or more economic operators, the purpose of which is
to establish the terms governing contracts to be awarded during a given period, in particular
with regard to price and, where appropriate, the quantity envisaged. Framework Agreements
may be established by the Council, or by other public bodies, or public sector buying
consortia, as arrangements through which the Council, along with other public bodies, may
make specific purchases.

Where appropriate a Framework Agreement that has been approved as suitable by the Council
or an appropriate Committee should be used for the making of the proposed purchase. A
suitable Framework Agreement shall be appropriate for the specific requirement and procured
in compliance with the UK Regulations, and the terms and conditions applicable shall meet
the minimum requirements of the Council.

Provisions contained in the UK Regulations which govern Framework Agreements must be
complied with when concluding a Framework Agreement or awarding a contract based on a
Framework Agreement.

- | Commented [KM5]: As all tenders need to be electronic |

would suggest this is removed as presumably you do not need to
make this decision any longer.
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4.1

4.2

4.3

4.4

CS05

it |

3.2

53

5.4

3.5

In all cases where a Contract is awarded under these CSOs, an economic operator can only be
appointed who, as a minimum:

a) meets the Council’s insurance requirements for the Contract (in respect of public
liability, product, professional indemnity and/or employer’s liability as appropriate,
based on an assessment of risk for the Contract); and

b) is registered for tax and holds a valid certificate ( where appropriate).
Publication of Notices

In accordance with either these CSOs or UK Regulations, in all cases a public notice will be
required. The notice shall be placed on the Council’s web site and on Contracts Finder.

The notice shall additionally be placed in at least one local newspaper, one trade journal
and/or approved website stating the nature and purposes of the Contract, inviting tenders and
stating the last day when tenders shall be accepted.

Where the value of the Contract is £25,000 or greater the information regarding the Contract
award is required to be placed on Contracts Finder.

Where the value of the Contract exceeds the relevant EU-Threshold, the Contract notice and
Contract award notice shall also be placed in the ©JEU-UK e-notification service in
accordance with the UK Regulations.

Contracts of £50,000 or Less

Where the estimated value of the Contract, calculated in accordance with CSOI, is less than
£50,000 and there is a suitable Framework Agreement approved by the Council or appropriate
committee under CSO3, that Framework Agreement shall be used.

Where no suitable Framework Agreement is available, and the estimated value of the
Contract, calculated in accordance with CSOI, is less than £500, then one written quotation
should be obtained.

Where no suitable Framework Agreement is available, and the estimated value of the
Contract, calculated in accordance with CSOI, is £500.01 or greater and less than £50,000
three written quotations should be obtained against the same writlen request for quotation
should be obtained.

In the selection of the economic operator, the need to seek best value for money and be able to
demonstrate that they have achicved this should be borne in mind.

The requirement for written quotations in CSO4.1 or 4.2 shall not apply where the services
comprise:

5.5.1 seeking the advice of counsel;
5.5.2 the services of counsel byway of representation;
5.5.3 the services of an expert witness;

554 the engagement of temporary or locum staff but the Proper Officer shall obtain
quotations wherever possible.

- -| Commented [KM6]: This is currently the Find a Tender
service but | understand may not always be this so this allows
some flexibility

J




5.6

CSO6

6.1

6.2

6.3

6.4

6.5

6.6

CS07

T2

Contracts having a value of £50,000 or less shall be evidenced in writing which may be the
Council’s Purchase Order form.

Requirement for Tenders with a Value above £50,000 but below EU-Threshold

Where the estimated value of the Contract, calculated in accordance with CSOL, is £50,000 or
greater but less than the relevant EU-Threshold, and there is a suitable Framework Agreement
approved by the Council or appropriate committee, under CSO3, that Framework Agreement
shall be used.

Where no suitable Framework Agreement is available, tenders shall be invited using a
procedure comparable/similar to the open  procedure under the Publie—Centract—UK
Regulations.

The procedure requires the publication of a natice in accordance with CSO4. The public
notice shall specify (i) a time period within which interested parties may express an interest in
tendering and (i) the method by which such interest shall be expressed. At the end of this
period, an invitation to tender shall be sent to all parties who have expressed an interest,
specifying a reasonable period for tenders to be returned.

In all cases, every invitation to tender shall include the following:

IA statement that the tendering process will be conducted within the Council’s
corporate felectronic} tendering system;

1{Full instructions on how to submit their tender to this system};

Advice that tenders, once received in the system, will be anonymous until the time
specified for their opening:

Advice as to the deadline for submission of tenders to this system.

The invitation to tender shall state:
the evaluation criteria (including sub-criteria and sub-sub-criteria (where used));

weightings and scoring criteria that will be applied in the award of the Contract.

These criteria must be capable of objective assessment, include price and any other relevant
factors, and be weighted by relative importance. The invitation to tender shall also include the
terms and conditions that will apply to the Contract.

Tendering Procedures for Contracts above EU-Thresholds

The EU_PublieProcurement—DirectivesUK Regulations sets the financial threshold above
which prescribed tendering procedures must be followed. The EU-Thresholds are reviewed
every two years.

Where the estimated value of the Contract is above the relevant E&-Threshold, the procedures
sel out in the BU-Publie Procurement Directives-UK Regulations must be followed. In most
cases, the open procedure, restricted procedure or competitive procedure with negotiation will
be used, but in certain specialist cases, the negotiated procedure without prior publication,
competitive dialogue procedure or innovation partnership procedure shall apply.

et i Commented [KM7]: Is this factually correct?

| Commented [KM8]: If the above is correct then | think the
square brackets can be removed as | assume these instructions
are included each time.




£S09CS08  Opening of Tenders

98.1

All tenders for a contract shall be opened at the same time and in the presence of the
following persons:

98.1.1 in respect of tenders invited by the Proper Officer in accordance with CSO2.1
above, the Proper or such officer as he or she shall have designated for the
purposc;

9.1.2 in respect of tenders in accordance with CSO2.2 above, the Chairman or

other member of the appropriate committee together with the Proper Officer
or such officer as he or she shall have designated for the purpose.

The Proper Officer shall prepare and maintain a register of tenders received and shall record
in that register the name of the economic operator and the total amount of the tender.

All persons required by CSOIL1.1 above to be present at the opening of tenders shall
immediately thereafter sign against the relevant particulars in the register of such tenders
having been opened by them or in their presence and shall initial each of the tender
documents.

C€SOL0CS09 Evaluation of Tenders and Award of Contracts

409.1

1092

1094

The Proper Officer shall ensure that the tenders received are evaluated in accordance with the
evaluation criteria that have been adopted for the Contract, and stated in the Invitation to
Tender. These criteria must be capable of objective assessment, include price and other
relevant factors, and be weighted by relative importance.

The Proper Officer shall produce a written report evaluating each tender received against the
evaluation criteria. The report shall identify the tenderer who has submitted the most
economically advantageous tender i.e. the tender that achieves the highest score in the
evaluation, and recommend the award of the Contract to that tenderer. This report shall be
submitted to the person authorised to award the Contract under CSO 2.

Where the value of a Contract is above the relevant EU-Threshold, the Contract shall be
awarded in accordance with the UK Regulations and in particular the requirements relating to
a “standstill” period prior to the Contract being entered into.

All Contracts, including an arrangement subject to a purchase order, must be made in writing
under English Law, and must clearly and carefully specify the supplies, services or works to
be provided, the agreed programme for delivery and the price and terms for payment together
with all other terms and conditions.

-| commented [KM9]: | think this whole section can be

removed on the assumption that your tenders are all run
through an electronic system as there will not be any need to
include detail of who it should be addressed to etc.




Subject to CSO469.5 and CS0946.6 every Contract exceeding £50,000 in value not required
or intended to be made under seal shall be signed on behalf of the Council by two officers of
the Council being the Proper Officer and the Finance Officer or other office as nominated and
approved by Council.

Every Contract which is a lease finance agreement shall be signed by both the Proper Officer
and the Finance Officer.

Every Contract required or intended to be made under scal shall be sealed on behalf of the
Council by the Proper Officer in the presence of a member of the Council.

CS0101 Waiver of Contract Standing Orders and Modifications of Contracts

111011

1102

14103

1110.4

Any of the requirements of these CSOs may be waived in an individual case, by the person
authorised as follows:

11.1.1 Where the estimated value of the Contract is less than £50,000, the Manager within
whose area of responsibility the Contract falls;

11.1.2 Where the estimated value of the Contract is £50,000 or greater but less than
£100,000, the Town Clerk;

11.1.3 Where the estimated value of the Contract is £100,000 or greater, the Council or an
appropriate committee with delegated responsibility for the relevant service area.

A request for the issue of a waiver must be made in writing to the person authorised under
CSOHCSO10.1, with full reasons as to why the waiver is required, and evidence that the
issue of a waiver will not prevent best value from being obtained. The decision in response to
the request must also be in writing. No action shall be taken to enter into the Contract until
such request has been submitted and the decision made.

The Council is subject to legal requirements to ensure fair competition for Contracts of a
value exceeding the EU-Thresholds, and subject to obligations under the EU-TreatyUK
Regulations to ensure that all Contracts (regardless of value) are awarded having regard to the
need to avoid any action that is discriminatory, improper or which distorts competition.

It is understood that a waiver may be utilised where it can be demonstrated that the ability to
act quickly to engage a single supplier would make economic sense and fit with service
requirements, in circumstances where there is no more effective way to secure the capacity.

Any proposed madifications to existing contracts which have not been provided for in the
initial procurement documents in clear, precise and unequivocal review clauses shall be
approved by the Town Clerk where the value of the modification is less than £5,000 and by
the relevant committee with delegated responsibility for the relevant service area where the
value of the modification is £5,000 or greater prior to agreement of such modification.



APPENDIX 1

The Public Weorks-Contracts Regulations 2015 or the most recently approved set of regulations in
force.
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These Financial Regulations were adopted by the Council at its Meeting held on [insert date]
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GENERAL

These financial regulations govern the conduct of financial management by the
council and may only be amended or varied by resolution of the council. Financial
regulations are one of the council’s three governing policy documents providing
procedural guidance for members and officers. Financial regulations must be read
in conjunction with the council’s standing orders and any separate financial
regulations relating to contracts.

The council is responsible in law for ensuring that its financial management is
adequate and effective and that the council has a sound system of internal control
which facilitates the effective exercise of the council’s functions, including
arrangements for the management of risk.

The council’s accounting control systems must include measures:
o for the timely production of accounts;
o toprevent and detect inaccuracy and fraud; and
o identifying the duties of officers.

These financial regulations demonstrate how the council meets these
responsibilities and requirements.

At least once a year, prior to approving the Annual Governance Statement, the
council must review the effectiveness of its system of internal control which shall
be in accordance with proper practices.

Members of Council are expected to follow the instructions within these
Regulations and not to entice employees to breach them. Failure to follow
instructions within these Regulations brings the office of Councillor into disrepute.

The Responsible Financial Officer (RFO) holds a statutory office to be appointed by
the council. The Town Clerk has been appointed as RFO and these regulations will
apply accordingly.

The RFQ;

o acts under the policy direction of the council,

o administers the council's financial affairs in accordance with all Acts,
Regulations and proper practices;

o determines on behalf of the council its accounting records and accounting
control systems;

o ensures the accounting control systems are observed;

o ensures the accounting records of the council are maintained up to date
and in accordance with proper practices;

o assists the council to secure economy, efficiency and effectiveness in the
use of its resources and

o produces financial management information as required by the council.
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1.11

1.12

1.13

CILP27

The accounting records determined by the RFO shall be sufficient to show and
explain the council’s transactions and to enable the RFO to ensure that any
income and expenditure account and statement of balances, any additional
information, as the case may be, or management information prepared for the
council from time to time comply with the Accounts and Audit Regulations.

The accounting records determined by the RFO shall in particular contain:

o entries from day to day of all sums of money received and expended by
the council and the matters to which the income and expenditure account
relate;

o arecord of the assets and liabilities of the council, and

o wherever relevant, a record of the council’s income and expenditure in
relation to claims made, or to be made, for any contribution, grant or
subsidy.

The accounting control systems determined by the RFO shall include:

o procedures to ensure that the financial transactions of the council are
recorded as soon as reasonably practicable and as accurately and
reasonably as possible;

o procedures to enable the prevention and detection of inaccuracies and
fraud and the ability to reconstruct any lost records;

o identification of the duties of officers dealing with financial transactions
and division of responsibilities of those officers in relation to significant
transactions;

o procedures to ensure that uncollectable amounts, including any bad debts
are not submitted to the council for approval to be written off except with
the approval of the RFO and that the approvals are shown in the
accounting records, and

o measures to ensure that risk is properly managed.

The council is not empowered by these Regulations or otherwise to delegate
certain specified decisions. In particular any decision regarding:

o setting the final budget or the precept (Council Tax Requirement);
approving accounting statements;
approving an annual governance statement;
borrowing;
writing off bad debts;
declaring eligibility for the power of well-being; and
addressing recommendations in any report from the internal or external
auditors,

O O 0O o C ¢

shall be a matter for the full Council only.

In addition the Council must:
o determine and keep under regular review the bank mandate
o approve any grant or a single commitment;
o in respect of the annual salary for any employee have regard to
recommendations about annual salaries of employees made by the
relevant Committee in accordance with its terms of reference.
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In these financial regulations, references to the Accounts and Audit Regulations
or ‘the regulations’ shall mean the regulations issued under the provisions of
section 27 of the Audit Commission Act 1998 and then in force unless otherwise
specified.

In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall
refer to guidance issued in Governance and Accountability for Local Councils -a
Practitioners’ Guide (England) which is published jointly by National Association
of Local Councils (NALC) and Society of Local Council Clerks (SLCC) from time
to time.

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

All accounting procedures and financial records of the council shall be determined
by the RFO in accordance with the Accounts and Audit Regulations, appropriate
Guidance and proper practices.

On a regular basis, at least once in each quarter, and at each financial year end, the
Chairman of the Finance and General Purposes Committee shall verify bank
reconciliations for all accounts produced by the Finance Officer. The member shall
sign the reconciliations and the original bank statements (or similar document) as
evidence of verification. This activity shall on conclusion be reported, including any
exceptions, to and noted by the Finance & General Purposes Committee.

The RFO shall complete the annual statement of accounts, annual report, and any
related documents of the council contained in the Annual Return (as specified in
proper practices) as soon as practicable after the end of the financial year and
having certified the accounts shall submit them and report thereon to the council
within the timescales set by the Accounts and Audit Regulations.

The council shall ensure that there is adequate and effective system of internal audit
of its accounting records, and of its system of internal control in accordance with
proper practices. Any officer or member of the council shall make available such
documents and records as appear to the council to be necessary for the purpose of
the audit and shall, as directed by the council, supply the RFO, intermal auditor, or
external auditor with such information and explanation as the council considers
necessary for that purpose.

The internal auditor shall be appointed by and shall carry out the work in relation
to internal controls required by the council in accordance with proper practices.

The internal auditor shall:

o be competent and independent of the financial operations of the council;

o report to the Council in writing, or in person, on a regular basis with a
minimum of two written reports during each financial year, one of them
coming at the end of the financial year;

o to demonstrate competence, objectivity and independence, be free from any
actual or perceived conflicts of interest, including those arising from family
relationships, and

o have no involvement in the financial decision making, management or
control of the council.
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Internal or external auditors may not under any circumstances:
o performany operational duties for the council;
o initiate or approve accounting transactions;
o direct the activities of any council employee, except to the extent that such
employees have been appropriately assigned to assist the internal auditor.

For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and
‘independence’ shall have the same meaning as is described in proper practices.

The RFO shall make arrangements for the exercise of electors’ rights in relation to
the accounts including the opportunity to inspect the accounts, books, and
vouchers and display or publish any notices and statements of account required by
Audit Commission Act 1998 and the Accounts and Audit Regulations.

The RFO shall, without undue delay, bring to the attention of all councillors any
correspondence or report from internal or external auditors.

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

Each committee shall review in September each year its proposed revenue and
capital receipts and payments for the forthcoming financial year. In addition, each
Committee may consider potential proposed income and expenditure for an
additional two financial years, if desired.

The Einance Officer shall during October each year use the information provided by
each committee, along with officer forecasts for other routine expenditure and asset
maintenance requirements to produce a detailed draft budget estimate for the
following financial year.

A Finance Working Party, comprising the Town Mayor, Chairman of the Finance &
General Purposes Committee, Chairman of the Grounds Committee, Chairman of
the Public Halls Comunittee, Chairman of the Town Development Comumittee plus
the Town Clerk & RFO shall meet each year, by no later than the end of November
to review the detailed estimates of all receipts and payments including the use of
reserves and all sources of funding for the following financial year and produce a
recommended budget and precept requirement for consideration by the Finance &
General Purposes Committee.

The Finance & General Purposes Comumittee shall consider the recommendations
from the Finance Working Party by no later than its December meeting each year
and produce a recommended budget that Council shall consider. The annual budget
proposals in relation to the council's three year forecast of revenue and capital
receipts and payments shall include recommendations for the use of reserves and
sources of funding and update the forecast accordingly.

The Council shall approve the precept (council tax requirement), and relevant basic
amount of council tax to be levied for the ensuing financial year not later than by
the end of January each year. The RFO shall issue the precept to the billing authority
and shall supply each member with a copy of the approved annual budget.
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The approved annual budget shall form the basis of financial control for the ensuing
year.

BUDGETARY CONTROL AND AUTHORITY TO SPEND

Expenditure on revenue items may be authorised up to the amounts included for
that class of expenditure in the approved budget. This authority is to be determined
by the terms of reference for each committee. ~ Contracts may not  be
disaggregated to avoid controls imposed by these regulations.

No expenditure may be authorised that will exceed the amount provided in the
revenue budget for that class of expenditure other than by resolution of the Council,
or the Finance & General Purposes Committee. During the budget year and with
the approval of council having considered fully the implications for public services,
unspent and available amounts may be moved to other budget headings or to an
earmarked reserve as appropriate (“virement’).

Unspent provisions in the revenue or capital budgets for completed projects shall
not be carried forward to a subsequent year.

The salary budgets are to be reviewed at least annually in September or October for
the following financial year by the Staff Panel and such review shall be evidenced
by a hard copy schedule signed by the Town Clerk & RFO and the Chairman of the
Finance & General Purposes Committee and/or the minutes of the Staff Panel
meeting,.

In cases of risk to the delivery of council services and protection of the Council's
assets, the Town Clerk may authorise revenue expenditure on behalf of the council
which in the Town Clerk’s judgement it is necessary to carry out. Such expenditure
includes repair, replacement or other work, whether or not there is any budgetary
provision for the expenditure, subject to a limit of £2,000. The Town Clerk shall
report such action to the relevant Chairman as soon as possible and to the Finance
& General Purposes Committee as soon as practicable thereafter. In the event that
the emergency expenditure required is in excess of £2,000, this may be approved by
the Town Clerk with the approval of the Town Mayor, Chairman of Finance &
General Purposes Committee and Chairman of the relevant committee.

Authority is delegated to the Town Clerk and RFO to authorise and commit
expenditure on matters conducive to the smooth running of the Council’s services.
This includes utility and fuel costs, stationery, cleaning materials, planned
maintenance of facilities, staff training/development, legal advice, regular
functions/services and statutory payments but is not intended to be exhaustive.

No expenditure shall be authorised in relation to any capital project and no contract
entered into or tender accepted involving capital expenditure unless the Council is
satisfied that the necessary funds are available or the requisite borrowing approval
has been obtained.

All capital works shall be administered in accordance with the council's standing
orders and financial regulations relating to contracts.
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The RFO shall regularly provide the Finance & General Purposes Committee with a
statement of receipts and payments to date under each heading of the budgets,
comparing actual expenditure to the appropriate date against that planned as
shown in the budget. These statements are to be prepared at least at the end of each
financial quarter and ideally to every meeting of the committee and shall show
explanations of material variances from the budget.

Changes in earmarked reserves shall be approved by Council as part of the
budgetary control process.

BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

The council's banking arrangements, including the bank mandate, shall be made by
the RFO and approved by the council; banking arrangements may not be delegated
to a committee. They shall be regularly reviewed for safety and efficiency. The
council may seek credit references in respect of members or employees who act as
signatories.

The RFO shall approve a prepared schedule of payments requiring approval,
forming part of the Agenda for the Council Meeting and present the schedule to
Council. The Council shall review the schedule for compliance and, approve the
payments by a resolution of the Council. The schedule shall be disclosed as an
attachment to the minutes of the meeting at which payment was approved.
Personal payments (including salaries, wages, expenses and any payment made in
relation to the termination of a contract of employment) may be summarised to
remove public access to any personal information.

All invoices for payment shall be examined, verified and certified by the RFO to
confirm that the work, goods or services to which each invoice relates has been
received, carried out, examined and represents expenditure previously approved by
the Council.

The Finance Officer shall examine invoices for arithmetical accuracy and analyse
them to the appropriate expenditure heading. The RFO shall take all steps to pay all
invoices submitted and which are in order within the terms specified on the account
or contract.

The Clerk and RFO shall have delegated authority to authorise the payment of

items in the following circumstances:

(a) If a payment is necessary to avoid a charge to interest under the Late
Payment of Commercial Debts (Interest) Act 1998, and the due date for
payment is before the next scheduled Meeting of Council, where the
Clerk and RFO certify that there is no dispute or other reason to delay
payment, provided that a list of such payments shall be submitted to the
next appropriate meeting of Council.

(b) An expenditure item authorised under 5.6 below (continuing contracts
and obligations) provided that a list of such payments shall be
submitted to the next appropriate meeting of Council;

{c) Fund transfers within the councils banking arrangements, provided that
a list of such payments shall be submitted to the next appropriate
meeting of Council.
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(d) Payments for work that has been completed to the full satisfaction of the
officer managing the project in accordance with any terms and
conditions that may apply for the relevant account or contract.

For each financial year the Finance Officer shall draw up a list of due payments
which arise on a regular basis as the result of a continuing contract, statutory duty,
or obligation (such as but not exclusively, Salaries, PAYE and NI, Superannuation
Fund, regular maintenance contracts and other similar payments provided also that
a list of all such payments, when made shall be submitted to the next appropriate
meeting of Council on the schedule of payments.

In respect of grants a Grants Panel comprising three councillors is appointed by
Council at its Annual Meeting. It shall consider and recommend approval of
community grant applications to Council within any limits set by Council and in
accordance with any Policy statement approved by Council. All grants provided to
Perennial Clients are to be considered and approved as part of the Council's budget
setting process. Any client to be added to or removed from the Perennial Client list
must be approved by resolution of Council following a recommendation from the
Finance & General Purposes Committee.

In respect of Capital Grants that may be approved by the Council as part of its
budget setting process, all applications are to be considered by the Finance &
General Purposes Committee annually in October. The grant shall not be payable
until at least 1t March of the following year and all successful applicants will need
to provide evidence of expenditure prior to the grant payment being approved.
This evidence can be by way of receipted invoice, approved contract, order of goods
or some other form that is satisfactory to the Town Clerk.

Members are bound by the Code of Conduct as adopted by the Council and shall
not be present in the room when a decision to authorise or instruct payment is
made in respect of a matter in which they have a disclosable pecuniary interest,
unless a dispensation has been granted.

The council will aim to rotate the duties of members in these Regulations so that
onerous duties are shared out as evenly as possible over time.

Any changes in the recorded details of suppliers, such as bank account records,
shall be approved in writing by a member.

INSTRUCTIONS FOR THE MAKING OF PAYMENTS

The council will make safe and efficient arrangements for making of its payments.

Following authorisation under Financial Regulation 5 above, the Council, a duly
delegated committee or, if so delegated, the Clerk or RFO shall give instruction that
a payment shall be made.

All payments shall be effected by cheque or other instructions to the Council's
bankers, or otherwise, in accordance with a resolution of Council or duly delegated
Committee.
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Cheques or orders for payment drawn on the bank account in accordance with the
schedule as presented to Council shall be signed by two members of council and
countersigned by the Clerk or (in the Clerk's absence) the Finance Officer. If a
member who is also a bank signatory has declared a disclosable pecuniary interest
in the matter in respect of which the payment is being, alternative councillors shall
be required to sign the cheque for that payment.

To indicate agreement of the details shown on the cheque or order for payment
with the counterfoil and the inveice or similar decumentation, the signatories shall
each also initial the cheque counterfoil.

If thought appropriate by the council, payment for utility supplies (energy,
telephone and water), any National Non-Domestic Rates and other regular on-
going contracts may be made by variable Direct Debit provided that the instructions
are signed by two members plus the Town Clerk or Finance Officer and any
payments are reported to Council as made. The approval of the use of a variable
Direct Debit shall be renewed by resolution of the council at least every two years.

If thought appropriate by the council, payment for certain items may be made by
Banker’s Standing Order provided that the instructions are signed, or otherwise
evidenced by two members plus the Town Clerk or Finance Officer and any
payments are reported to Council as made. The approval of the use of a Bankers
Standing Order shall be renewed by resolution of the council at least every two
years.

The normal method of making payments will be by electronic bank payments
provided that the instructions for each payment are signed, or otherwise evidenced,
by two members plus the Town Clerk or Finance Officer and any payments are
reported to Council as made. Should it become necessary to make any payment by
cheque then these will be actioned monthly. The approval of the use of BACS or
CHAPS shall be renewed by resolution of the council at least every two years.

The process to be followed for the making of electronic bank payments is:

¢ The payments to be made will be processed through internet banking
with a future payment date of at least a week, and preferably 10 days;

e This list will be printed out from internet banking and placed with the
invoices or ‘orders for payment’ or similar paperwork to support the payment;

¢ This list will be examined by 2 councillors prior to the date when
internet banking is scheduled to make the payments;

e The 2 councillors will sign the internet banking schedule to confirm
they have examined the payments and are satistied that the payments can and
should be made;

¢ In the event that councillors are not content that any of the payments
should be made, there is still time for them to be removed from internet banking
before the scheduled due date.

Payment of staff salaries is to be made by internet banking transfer with a "schedule’
or 'order for payment' being signed by two members plus the Town Clerk or
Finance Officer. All internet banking transfers are to be entered into the computer
system in the presence of the Chairman of the Finance & General Purposes
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Committee or the Town Mayor. If neither of these members are available for any
reason an alternative councillor must be present to confirm the payments.

No employee or councillor shall disclose any PIN or password, relevant to the
working of the council or its bank accounts, to any person not authorised unless by
resolution of the Council or a duly delegated committee.

Regular back-up copies of the records on any computer shall be made and
shall be stored securely away from the computer in question.

The Council, and any members using computers for the council’s financial business,
shall ensure that anti-virus, anti-spyware and firewall, software with automatic
updates, together with a high level of security, is used.

Where internet banking arrangements are made with any bank, the Town Clerk and
RFO shall be appointed as the Service Administrator. Arrangements shall also be
made to ensure that a councillor is involved in authorising payments before they
are made.

Access to any internet banking accounts will be directly to the access page (which
may be saved under “favourites”), and not through a search engine. or e-mail link
Remembered or saved passwords facilities must not be used on any computer used
for council banking work. Breach of this Regulation will be treated as a very serious
matter under these regulations.

Changes to account details for suppliers, which are used for internet banking may
only be changed on written hard copy notification by the supplier and supported by
hard copy authority for the change signed by two of the Town Clerk & RFO,
Chairman of the Finance & General Purposes Committee and the Town Mayor. A
programme of regular checks of standing data with suppliers will be followed.

The Finance Officer may provide petty cash to officers for the purpose of defraying
operational and other expenses. Vouchers for payments made shall be forwarded to
the Finance Officer with a claim for reimbursement.
a) The RFO shall maintain as petty cash a float of £315 for the purpose of
defraying operational and other expenses. Vouchers for payments made
from petty cash shall be kept to substantiate the payment.

b) Income received must not be paid into the petty cash float but must be
separately banked, as provided elsewhere in these regulations.
c) Payments to maintain the petty cash float shall be shown separately on

the schedule of payments presented to council under 5.2 above.

PAYMENT OF SALARIES

As an employer, the council shall make arrangements to meet fully the statutory
requirements placed on all employers by PAYE and National Insurance legislation.
The payment of all salaries shall be made in accordance with payroll records and
the rules of PAYE and National Insurance currently operating, and salary rates shall
be as agreed by Council, or the Finance & General Purposes Committee.

10
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Payment of salaries and payment of deductions from salary such as may be
required to be made for tax, national insurance and pension contributions, or
similar statutory or discretionary deductions may be made in accordance with the
payroll records and on the appropriate dates stipulated in employment contracts,
provided that each payment is reported to the next available council meeting, as set
out in these regulations above. All payments are to be made in accordance with
regulation 6.9 above and be duly authorised as specified in that regulation.

No changes shall be made to any employee’s pay, emoluments, or terms and
conditions of employment without the prior consent of the relevant committee with
the exception of contractual spinal column point pay increases.

Each and every payment to employees of net salary and to the appropriate creditor
of the statutory and discretionary deductions shall be recorded in a separate
confidential record. This confidential record is not open to inspection or review
(under the Freedom of Information Act or otherwise) other than:

a) by any councillor who can demonstrate a need to know;
b) by the internal auditor;
) by the external auditor;

d) by any person authorised under Audit Commission Act 1998.

The total of such payments in each calendar month shall be reported with all other
payments as may be required under these Financial Regulations, to ensure that only
payments due for the period have actually been paid.

LOANS AND INVESTMENTS

All borrowings shall be effected in the name of the Council, after obtaining any
necessary borrowing approval. Any application for borrowing approval shall be
approved by Council as to terms and purpose. The application for Borrowing
Approval, and subsequent arrangements for the Loan shall only be approved by
full Council.

Any financial arrangement which does not require formal Borrowing Approval
from the Secretary of State (such as Hire Purchase or Leasing of tangible assets)
shall be subject to approval by the full Council. In each case a report in writing shall
be provided to council in respect of value for money for the proposed transaction.

All loans and investments shall be negotiated in the name of the Council and shall
be for a set period in accordance with council policy.

The council shall consider the need for an Investment Strategy and Policy which, if
drawn up, shall be in accordance with relevant regulations, proper practices and
guidance. Any Strategy and Policy shall be reviewed by the council at least
annually.

All investments of money under the control of the Council shall be in the name of
the Council.

All investment certificates and other documents relating thereto shall be retained in
the custody of the RFO.

11
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Payments in respect of short term or long term investments, including transfers
between bank accounts held in the same bank, or branch, shall be made in
accordance with Regulation 5 (Authorisation of payments) and Regulation 6
(Instructions for payments).

INCOME

The collection of all sums due to the council shall be the responsibility of and under
the supervision of the RFO.

Particulars of all charges to be made for work done, services rendered or goods
supplied shall be agreed annually by the Council, notified to the RFO and the RFO
shall be responsible for the collection of all accounts due to the council.

The Council will review all fees and charges at least annually, following a report of
the Clerk.

Any sums found to be irrecoverable and any bad debts shall be reported to the
Council and shall be written off in the financial year.

All sums received on behalf of the Council shall be banked intact as directed by the
Finance Officer. In all cases, all receipts shall be deposited with the council's bankers
with such frequency as the Finance Officer considers necessary.

The origin of each receipt shall be entered on the paying-in slip.
Personal cheques shall not be cashed out of money held on behalf of the council.

The Finance Officer shall promptly complete any VAT Return that is required. Any
repayment claim due in accordance with VAT Act 1994 section 33 shall be made
quarterly.

Where any significant sums of cash are regularly received by the council, the RFO
shall take such steps as are agreed by the council to ensure that more than one
person is present when the cash is counted in the first instance, that there is a
reconciliation to some form of control such as ticket issues, and that appropriate
care is taken in the security and safety of individuals banking such cash.

ORDERS FOR WORK, GOODS AND SERVICES

An official order or letter shall be issued for all work, goods and services unless a
formal contract is to be prepared or an official order would be inappropriate. Copies
of orders shall be retained.

Order boeks shall be controlled by the RFO.
All members and Officers are responsible for obtaining value for money at all times.

An officer issuing an official order shall ensure as far as reasonable and practicable
that the best available terms are obtained in respect of each transaction, usually by
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obtaining three or more quotations or estimates from appropriate suppliers, subject
to any de minimus provisions in Regulation 11 (i) below.

A member may not issue an official order or make any contract on behalf of the
council.

The RFQO shall verify the lawful nature of any proposed purchase before the issue of
any order, and in the case of new or infrequent purchases or payments, the RFO
shall ensure that the statutory authority shall be reported to the meeting at which
the order is approved so that the Minutes can record the power being used.

CONTRACTS

Procedures as to contracts are laid down as follows:

(a) Every contract shall comply with these financia! regulations, and no
exceptions shall be made otherwise than in an emergency provided that
this regulation need not apply to contracts which relate to items (i) to

(vi) below:
(i for the supply of gas, electricity, water, sewerage and telephone services;
(ii) for specialist services such as are provided by solicitors, accountants,

surveyors and planning consultants;

(iii)  for work to be executed or goods or materials to be supplied which
consist of repairs to or parts for existing machinery or equipment or
plant;

(iv)  for work to be executed or goods or materials to be supplied which
constitute an extension of an existing contract by the Council;

) for additional audit work of the external Auditor up to an estimated
value of £500 (in excess of this sum the Clerk and RFO shall act after
consultation with the Chairman and Vice Chairman of Council);

(vi)  for goods or materials proposed to be purchased which are proprietary
articles and /or are only sold at a fixed price.

(b) Where it is intended to enter into a contract exceeding £50,000 in value for the
supply of goods or materials or for the execution of works or specialist services
other than such goods, materials, works or specialist services as are excepted as
set out in paragraph (a) the Clerk shall invite tenders from at least four firms
having previously advertised the nature and purpose of the proposed contract
in accordance with the Contract Standing Orders.

(c) When applications are made to waive financial regulations relating to contracts
to enable a price to be negotiated without competition the reason shall be
embodied in a recommendation to the Council.

(d) Such invitation to tender shall state the general nature of the intended contract
and the Clerk shall obtain the necessary technical assistance to prepare a
specification in appropriate cases. The invitation shall in addition state that
tenders must be addressed to the Clerk in the ordinary course of post. Each
tendering firm shall be supplied with a specifically marked envelope in which
the tender is to be sealed and remain sealed until the prescribed date for
opening tenders for that contract.

(f) All sealed tenders shall be opened at the same time on the prescribed date by the
Clerk in the presence of at least one member of council who will normally be the
Chairman or member of the relevant Committee.
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(g) If less than three tenders are received for contracts above £50,000 or if all the
tenders are identical the council may make such arrangements as it thinks fit for
procuring the goods or materials or executing the works.

(h) All tenders received and opened are to be assessed and analysed before being
reported to the next meeting of Council or the appropriate Committee.

(i) Any invitation to tender issued under this regulation shall contain a statement
to the effect of Standing Order 21, and shall refer to the terms of the Bribery Act
2010.

(j) When it is to enter into a contract less than £50,000 in value for the supply of
goods or materials or for the execution of works or specialist services other than
such goods, materials, works or specialist services as are excepted as set out in
paragraph (a) the Clerk or RFO shall obtain 3 quotations (priced descriptions of
the proposed supply); where the value is below £5,000 and above £2,000 the
Clerk or RFO shall strive to obtain 3 estimates. Otherwise, Regulation 10 (3)
above shall apply.

(k) The council shall not be obliged to accept the lowest of any tender, quote or
estimate.

(1) Should it occur that the Council, or duly delegated committee, does not accept
any tender, quote or estimate, the work is not allocated and the Council requires
further pricing, provided that the specification does not change, no person shall
be permitted to submit a later tender, estimate or quote who was present when
the original decision making process was being undertaken.

(m) The terms of the UK Public Contracts Regulations including thresholds shall be
followed, as amended from time to time.

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER
CONSTRUCTION WORKS

Payments on account of the contract sum shall be made within the time specified in
the contract by the RFO upon authorised certificates of the architect or other
consultants engaged to supervise the contract (subject to any percentage
withholding as may be agreed in the particular contract).

Where contracts provide for payment by instalments the RFO shall maintain a
record of all such payments. In any case where it is estimated that the total cost of
work carried out under a contract, excluding agreed variations, will exceed the
contract sum by 5% or more a report shall be submitted to the council.

Any variation to a contract or addition to or omission from a contract must be
approved by the Council and confirmed by the Clerk to the contractor in writing,
the Council being informed where the final cost is likely to exceed the financial
provision,

STORES AND EQUIPMENT

The officer in charge of each section shall be responsible for the care and custody of
stores and equipment in that section.

Delivery Notes shall be obtained in respect of all goods received into store or
otherwise delivered and goods must be checked as to order and quality at the time
delivery is made.
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Stocks shall be kept at the minimum levels consistent with operational
requirements.

The RFO shall be responsible for periodic checks of stocks and stores at least
annually.

ASSETS, PROPERTIES AND ESTATES

The Clerk shall make appropriate arrangements for the custody of all title deeds
and Land Registry Certificates of properties held by the council. The RFO shail
ensure a record is maintained of a] properties held by the councii, recording the
location, extent, plan, reference, purchase details, nature of the inferest, tenancies
granted, rents payable and purpose for which held in accordance with Accounts
and Audit Regulations.

No tangible moveable property shall be purchased or otherwise acquired, sold,
leased or otherwise disposed of, without the authority of the Council, together with
any other consents required by law, save where the estimated value of any one item
of tangible movable property does not exceed £250.

No real property (interests in land) shall be sold, leased or otherwise disposed of
without the authority of the Council, together with any other consents required by
law. In each case a Report in writing shall be provided to Council in respect of
valuation and surveyed condition of the property (including matters such as
planning permissions and covenants) together with a proper business case
(including an adequate level of consultation with the electorate),

No real property (intetests in land) shall be purchased or acquited without the
authority of the Council. In each case a Report in writing shail be provided to
Council in respect of valuation and surveyed condition of the property (including
matters such as planning permissions and covenants)  together with a proper
business case (including an adequate level of consultation with the electorate).

Subject only to the limit set in Reg 14.2 above, no tangible moveable property shall
be purchased or acquired without the authority of the full Council. In each case a
Report in writing shall be provided to council with a full business case

The Finance Officer shall ensure that an appropriate and accurate Register of Assets
and Investments is kept up to date. The continued existence of tangible assets

shown in the Register shall be verified and valued at least once during the term of
the Council.

INSURANCE

Following the annual risk assessment (per Financial Regulation 17), the Town Clerk
shall effect all insurances and negotiate all claims on the council's insurers,

The Town Clerk shall keep a record of all insurances effected by the council and the
property and risks covered thereby and annually review it,
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The Town Clerk shall be notified of any loss liability or damage or of any event
likely to lead to a claim, and shall report these to Council at the next available
meeting.

All appropriate members and employees of the council shall be included in a
suitable form of security or fidelity guarantee insurance which shall cover the
maximum risk exposure as determined by the Council, or duly delegated
committee.

CHARITIES

Where the council is sole managing trustee of a charitable body the Clerk
and RFQ shall ensure that separate financial records are made in such form as shall
be appropriate, in accordance with Charity Law and legislation, or as determined
by the Charity Commission. The Town Clerk shall arrange for any Audit or
Independent Examination as may be required by Charity Law or any Governing
Document.

TOWN MAYOR’S CHARITY ACCOUNT

During the Town Mayor’s period of office, he/she may raise funds for charities or
causes that are for the benefit of people locally or nationally/internationally.

The Town Mayor is responsible for the choice of beneficiaries as well as the
achivities that are undertaken to raise and/or distribute the funds.

The Town Mayor may use the budget allowance provided each year to cover the
costs incurred in undertaking the role of Town Mayor to defray the expenses
incurred during fundraising activities should he/she so desire.

All cheques or orders for payment raised from the account are to be authorised by
the Town Mayor and signed by two councillors in accordance with the bank
mandate.

Whilst the Town Mayor remains responsible for the activities raising funds, the
control of all invoices, payments and associated documentation rests with the
Finance Officer who will operate control systems in line with those used for regular
council expenditure and maintain appropriate financial records for audit purposes.

The balance of the Town Mayor’s Charity Account should be reported regularly by
the Responsible Finance Officer to the Finance & General Purposes Committee.

Bank reconciliations are to be presented by the Finance Officer to the Finance &
General Purposes Committee with the regular bank accounts on a monthly basis.

RISK MANAGEMENT
The council is responsible for putting in place arrangements for the management of

risk. The Clerk shall prepare, for approval by the Council, risk management policy
statements in respect of all activities of the Council. Risk policy statements and
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consequential risk management arrangements shall be reviewed by the council at
least annually.

When considering any new activity, the Clerk or appropriate Officer shall prepare a
draft risk assessment including risk management proposals for consideration and
adoption by the Council.

SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

It shall be the duty of the council to review the Financial Regulations of the council
on a regular basis. The Clerk shall make arrangements to monitor changes in
legislation or proper practices and shall advise the council of any requirement for a
consequential amendment to these financial regulations.

The council may, by resolution of the council duly notified prior to the relevant
meeting of council, suspend any part of these Financial Regulations provided that
reasons for the suspension are recorded and that an assessment of the risks arising
has been drawn up and presented in advance to all members of council.

17
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VIREMENT POLICY

Approved by the Finance and General Purpose Committee
26t April 221
Minute number F1565 refers
To be reviewed April 2023

1. Background

Council annually approves the budgets for all committees for the forthcoming
financial year.

Budgeting, by its very nature is not an exact science so it is inevitable that during the
financial year some budget headings will have been over-estimated and some under-
estimated. This policy seeks to smooth out these ‘peaks and troughs’ to enable the
finances of the Council to operate efficiently and effectively whilst retaining the
control necessary to ensure that public money is protected.

2. What is Virement

Virement can be defined as ‘To spend niore on one budget head when this is matched by a
corresponding reduction on some other budget head, ie a switch of resources between budget
heads. Virement must be properly authorised by the appropriate committee or by officers by
delegated powers’,

‘A flexible approach to virement can act as a powerful motivation to seek value for money and
should therefore be encouraged.’

Source: Councillors Guide to Local Government Finance

Page 232 and 356

A practical approach to virement is therefore a useful tool in the management and
administration of the Council’s finances ensuring that appropriate control over
expenditure is still in place whilst providing operational flexibility, when required.

3. Policy For Virement

3.1 UP TO £1,000 within the same Cost Codes.
By the Finance Officer in consultation with the relevant department
head responsible for the cost code with authorisation from the
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Responsible Financial Officer subject to the agreement of the
Chairman of Finance and General Purposes committee being sought
at the earliest possible opportunity (no virement between
committees).

All members to be advised at the relevant committee of any virement
made by Officers.

£1,001 - £5000 within the same Cost Codes.

By the relevant committee making recommendation to Finance and
General Purposes Committee for agreement, with advice from the
Responsible Financial Officer

(no virement between committees).

£5001 - 5% of the total revenue expenditure.

By Finance and General Purposes Committee making
recommendation to Council for agreement, with advice from the
Responsible Financial Officer.

Virements Between Committees

Requests with reasons for virement are to be made by the relevant
committee by recommendation to Finance and General Purposes
Committee for agreement, with advice from the Responsible Financial
Officer.
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Bank - Cash and Investment Reconciliation as at 31 March 2021

Confirmed Bank & Investment Balances

Bank Statement Balances

31/03/2021
31/03/2021
31/03/2021
31/03/2021
31/03/2021
31/03/2021
31/03/2021
31/03/2021
31/03/2021
31/03/2021
31/03/2021

Other Cash & Bank Balances

Unpresented Payments

Receipts not on Bank Statement

Closing Balance
All Cash & Bank Accounts

~N T A W N =

Lleyds Current Account
Lloyds Savings Account
Cambridge & Counties

Fublic Sector Deposit Fund
Lloyds Ticketsource

Moviola Cinema Float

Petty Cash Tin Float
Reception Till Float

Town Mayor's Charity -Current
Town Mayor's Charity-Savings
Lloyds Credit Card

Current Bank Afc
Cambridge & Counties Bank Afc
Public Sector Fund A/e
Ticketsource Afc
Petty Cash
Town Mayor's Charity Alc
Ltoyds Credit Card
Other Cash & Bank Balances

Total Cash & Bank Balances

76,872.40
25,000.00
1,588,950.28
64,482 43
9.93
110.00
170.00
35.00
1.00
389.61
0.00

1,756,020.65

0.00

1,756,020.65

117.99

1,755,902.66

0.00

1,755,902.66

101,812.40

1,688 950.28

64,482.43

9.93

315.00

380.61

-57.99

0.00

1,755,902.66



