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RFO: EMMA DOUGLAS-SMITH  
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Internal Control Suggested Testing  Findings  Recommendation 
Proper Bookkeeping Is cashbook maintained 

and up to date? 
Yes.    

 Is cashbook arithmetically 
correct? 

Yes.  Cashbooks held in Excel   

 Is the cashbook regularly 
balanced? 

Yes, monthly reconciliations undertaken   

A) Standing Orders 
and Financial 
Regulations 
adopted and 
applied; 

AND 
B) Payment 

Controls  

Has the council formally 
adopted standing orders 
and financial regulations? 
 

Standing Orders Adopted 7th December 2021  

 Has a Responsible 
financial officer been 

appointed with specific 
duties? 

Yes Emma Douglas-Smith has been appointed RFO. She has a 
contract and a current job description. 

 



 
 Have items or services 

above the de minimus 
amount been  

competitively purchased?  

A minimum of 3 quotes are obtained for large expenditure items.    

 Are payments in the 
cashbook supported by 
invoices, authorised and 

minuted?  

Yes   

 Has VAT on payments 
been identified, recorded 

and reclaimed? 

Yes but VAT return has not been completed in this financial year.  

 Is s137 expenditure 
separately recorded and 
within statutory limits?  

S.137 not listed separately.  The wreath bought for remembrance 
day should recorded under S137 powers 

 

Risk Management 
Arrangements 

Does a review of the 
minutes identify any 

unusual financial activity?  

No unusual activity detected   

 Do minutes record the 
council carrying out an 

annual risk  
assessment?  

Risk Assessments discussed in a separate meeting dated 15th March 
2022 and subsequently agreed and in the minutes in April 2022 

 

 Is insurance cover 
appropriate and 

adequate? 

1 year policy for period ending 28th November 22 seen.  £981.73 
paid.  Employers & Public Liability £10m.  

 

 Are internal financial 
controls documented and 

regularly reviewed?  

Bacs is Dual authorisation and invoices/payments approved and 
matched against bank statements.  Standing orders and financial 
regulations in place. 

 

 (Burial Authorities only) Is 
the Council aware of the 

Ministry of Justice 
guidance on  

n/a Thornton Le Dale is not a Burial Authority.  RFO checks 
headstones for topple test every month but have now joined ICEM.  

 



 
“Managing the Safety of 

Burial Ground Memorials”  

Budgetary Controls Has the council prepared 
an annual budget in 

support of its precept? 

Comprehensive exercise undertaken to calculate the precept 
requirements – at the Dec 21 meeting a precept of £45,500 was set 
for 2022/23. Which is a slight increase on last year   

 

 Is actual expenditure 
against the budget 

regularly reported to the 
council?  

This was highlighted in interim audit and it is good to see budget vs 
actual agreed in December. 
 
I would reiterate my recommendation from last audit that this 
should be completed quarterly to allow for timely action to be 
taken if necessary  

 

Suggest comparison to 
Budget minuted quarterly. 

 
 

 Are there any significant 
unexplained variances 

from budget?  

No.  Variance Reporting completed and explanations provided   

Income Controls Is income properly 
recorded and promptly 

banked? 

Yes   

 Does the precept 
recorded agree to the 
Council Tax authority’s 

notification?  

Yes. Copy of paperwork seen   

 Are security controls over 
cash and near-cash 

adequate and effective?  

No Cash handled   

Petty Cash Procedures Is all petty cash spent 
recorded and supported 

by VAT  
invoices/receipts?  

n/a   



 
 Is petty cash expenditure 

reported to each council 
meeting?  

n/a  

 Is petty cash 
reimbursement carried 

out regularly?  

n/a   

Payroll Controls Do all employees have 
contracts of employment 

with clear terms and 
conditions?  

1 employee with a contract and current job description   

 Do salaries paid agree 
with those approved by 

the council?  

Yes, clerk appointed.  Salaries are consistent throughout the year, 
agreed in monthly minutes and track through the bank account 
correctly.  Overtime agreed at several meetings  

 

 Are other payments to 
employees reasonable 
and approved by the 

council?  

Yes  

 Have PAYE/NIC been 
properly operated by the 
council as an employer? 

Yes   

Asset Control Does the council maintain 
a register of all material 

assets owned or  
in its care?  

Recommendations from interim audit still stand.  Asset register 
should be held in Excel where possible.  The Grit Bin agreed in Apr 
21 is not on the register. Council agreed to review assets.  Update 
needed  

Recommendation from 
Interim Audit: Full review of 
assets required.  Suggest an 

Asset Sub-Committee be 
assembled from the Council 

 Are the assets and 
Investments registers up 

to date?  

No investments.   I believe there is a Grit Bin missing from the 
register 

 

 Do asset insurance 
valuations agree with 

those in the asset 
register?  

Policy doesn’t state assets specifically but damage to assets is 
included  

 

 



 
Bank Reconciliation Is there a bank 

reconciliation for each 
account?  

Bank reconciliations carried out periodically.   

 Is a bank reconciliation 
carried out regularly and 

in a timely fashion?  

Reconciliations carried out and then periodically checked by 
Councillors.  This occurrences are minuted. 

 

 Are there any unexplained 
balancing entries in any 

reconciliation?  

No  

 Is the value of 
investments held 

summarised on the 
reconciliation?  

n/a no investments.  

Year End Procedures Are year end accounts 
prepared on the correct 

accounting basis (Receipts 
and Payments or Income 

and Expenditure)?  

Yes   

 Do accounts agree with 
the cashbook?  

 

There is a small difference of £1 between the Box 7 and 8 on the 
AGAR.  Please review. 

 

 Is there an audit trail from 
underlying financial 

records to the  
accounts?  

Yes   

 Where appropriate, have 
debtors and creditors 

been properly recorded?  

Yes  

Other Issues  Is the Council registered 
with the Information 

Commissioner?  

Yes.  Registration: ZB257289.   



 
 What arrangements does 

the Council have for the 
back up of computer 

files?  

Council is now using Cloud Storage for backup    

 Does the Council have 
responsibility for any 
Trust Funds? If so, are 

they independently 
examined?  

No Trust Funds   

 Any other issues that are 
worthy of reporting.  

No  

 


