Featherstone Town Council - Internal Audit Detailed Findings 2024/25 – FINAL                                                                         APPENDIX A

	Ref.
	Internal Control Issue
	Recommendation
	Classification
High / Medium / Low*
	Agreed Action / Timescale / Responsible Person

	1.
	Financial Regulations & Standing Orders
	
	
	

	1.1
	Standing Orders:
	
	
	

	1.1.1
	The front page of the current Standing Orders available on the Town Council’s website contains version history details.  It was noted that the version history states ‘2024’ but does not include the date of review or minute reference. 

This issue was raised within the previous Internal Audit report.
	For the purpose of completeness, the version history should include the date of review and the corresponding minute reference evidencing that the document has been approved.
	Low
	The new standing orders have been updated and are available on the website. 

	1.2
	Financial Regulations:
	
	
	

	1.2.1
	Section 11.1 of the Town Council’s Financial Regulations includes contract values.  However, the values do not state whether they are inclusive or net of VAT.

Consequently, there is a lack of clarity in terms of the application of thresholds e.g. the requirements to obtain quotations.  
	The contract values referred to within the Town Council’s Financial Regulations should include whether they are net or inclusive of VAT.
	Medium
	The new financial regulations have been updated and are available on the website. 

	1.3
	Payment Schedules:
	
	
	

	1.3.1
	Although details of all payments and supporting invoices are presented routinely to the Admin and Finance Committee, details of payments along with direct debit payments are not contained within the published meeting minutes.

This adversely impacts on the effectiveness of the Town Council’s transparency arrangements.

This issue was raised within the previous Internal Audit report.
	Details of the payments along with debit card transactions should be contained within the published meeting minutes.
	Medium
	As per the transparency code 2015, all payments over £500.00 are now available on the website and will continue to be produced alongside the minutes. 

	1.4
	Sample Transaction Testing:
	
	
	

	1.4.1
	A sample of 10 payments, including 1 grant payment relating to 2024/25 was examined to ensure that the procurement process had been followed correctly and that evidence existed that the Town Council had obtained value for money in terms of spend.  

From the sample it was noted that 4/10 of the invoices did not include the Town Council’s full / correct business address. 

This may adversely impact upon the Town Council’s ability to maintain accurate records for legal and tax purposes as required by HMRC. 
	The Clerk & RFO should ensure the suppliers of goods, works and services are aware of the Council’s full business address in order that this can be included within associated invoices. 

	Medium
	The Town Clerk & RFO is to ensure that all invoices have the Town Council address on.

Ongoing throughout the financial year. 

	2.
	Risk Management
	
	
	

	2.1
	Internal Control Checks:
	
	
	

	2.1.1
	Internal control checks are carried out monthly throughout the year. The results are presented initially to the Admin & Finance Committee and then to the next Town Council meeting. The following issues were noted: 

(i) The checks are not cross referenced to the corresponding Financial Regulations.  Consequently, there may be a missed opportunity to identify whether there may be any underlying adherence issues/trends to such regulations.

(ii) The checks do not include details of the independent check of the reconciliation of income to corresponding receipts. 
	(i) The internal controls checks should be cross referenced to the corresponding Financial Regulation.

(ii) The checklist should be amended to include the requirement for the independent check of income against corresponding receipts.  In addition, the Internal Controls Policy should be updated to include reference to the aforementioned check of income.
	Medium
	Internal checklist is to be updated to cross reference with the Financial Regulations and a section to check the income is to be added to the checklist. 

Responsible Person – Vicky Symons

Timescale – July 2025 for the Administration & Finance Committee

	2.2
	Internal Controls Policy:
	
	
	

	2.2.1
	Financial Regulation 1.5 requires “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 the proper practices”.  

It was noted that the Town Council doesn’t appear to have formally described the procedure / process to enable the undertaking of the aforementioned review. 
	The Town Council’s Internal Controls Policy should be extended to include details of how the Town Council reviews the effectiveness of its system of internal control. 
	Medium
	Internal Control Policy is to be updated to include details of how the Town Council reviews its effectiveness. This will then be presented to Full Council for approval. 

Responsible Person – Vicky Symons

Timescale – June 2025 Full Council 

	3.
	Budgetary Control Process
	
	
	

	3.1
	Budgetary Control information:
	
	
	

	3.1.1
	Financial Regulation 3.2 states “The council shall consider annual budget proposals in relation to the council’s three-year forecast of revenue and capital receipts and payments including recommendations for the use of reserves and sources of funding and update the forecast accordingly”. 

A review of the budget information indicates that a three-year forecast is not included within the information.
	In accordance with Financial Regulation 3.2 the Clerk & RFO should prepare a three-year forecast of the Town Council’s income and expenditure.

This would also assist in ensuring that the amount of retained cash can support the Town Council’s financial plans. Also, this would provide visibility to the public of any future strategic spending plans. 
	Medium
	Vicky Symons – Town Clerk is to prepare a three-year forecast as per the financial regulations. 

This will be presented to the September Administration & Finance Committee to assist with budget setting for 2026/2027 onwards.  

	4.
	Income
	
	
	

	4.1
	Room Hire Invoices: 
	
	
	

	4.1.1
	As at the 13th May 2025, £8,142 of income had been generated by the Town Council from the hire of rooms within the Community Centre. A review of the associated invoice raised in order to collect room hire fees identified that the invoice does not include the customer address.    

Consequently, the content of the invoice is not in accordance with the requirements set out by HMRC.
	In order to comply with the requirements, set out by HMRC, when taking payments from customers, invoices should include their address. 
	Medium
	All invoices created are to include the address of the hirer to ensure compliance with HMRC. 

Responsible Person – Leanne Murphy

This process has already been started by the Administration Assistant and will continue to do so. 

	4.2
	Santa Day Income:
	
	
	

	4.2.1
	Income generated from the Santa Day event is reconciled by accounting for the number of gift bags remaining after the event.

This system is time consuming and may lead to inaccurate reporting of income received. 
	In order to improve the income reconciliation process, tickets should be issued for the sale of Santa gift bags.  
	Low
	Santa Day tickets for 2025 will be numbered to ensure that income matches the number of tickets sold. 

	5.
	Petty Cash
	
	
	

	5.1
	Petty Cash Float:
	
	
	

	5.1.1
	The Town Council holds a petty cash float which amounts to £250.00.  It was noted that throughout the financial year the float had not been utilised for any ad hoc purchases.

It is therefore considered that the float may no longer be required.  

This issue was raised within the previous Internal Audit report.
	The Town Council should consider whether the maintenance of a petty cash float is necessary. 
	Low
	This item will be placed on the Town Council’s Administration & Finance committee for members to review. 

June 2025

Responsible person – Vicky Symons

	6.
	Salaries
	
	
	

	6.1
	Recording of Hours Paid:
	
	
	

	6.1.1
	The payslip relating to the Administrator for November 2024 was examined.  Initial checks were undertaken in order to ensure that the salary had been calculated in accordance with the approved spinal point as per the NJC scales.  

Although the payslip indicated that the pay was based on 26 hours per week, actual hours for one specific week amounted to 22 hours due to unauthorised leave.  
	Hours paid as noted on the payslip should correspond with the hours actually paid. Details of unauthorised leave / unpaid hours should be noted on the payslip.
	Medium
	Responsible Person – Karen Vaughn the Town Council’s payroll provider. 

This has already been discussed and all future pay slips will show if there are any unauthorised/unpaid leave.

	7.
	Assets
	
	
	

	7.1
	Asset Register:
	
	
	

	7.1.1
	A review of the content of the Town Council’s Asset Register identified that the purchase cost of each asset is not included within the Register.  

Consequently, this may adversely impact upon the asset management arrangements with regards to calculating depreciation, tracking asset values over time, and making informed decisions about maintenance, replacement, and disposal.
	In accordance with Financial Regulation 14.1, the Town Council’s Asset Register should contain the purchase cost of each asset.  
	Medium
	Responsible Person – Vicky Symons

To go through the asset register and include a column for the purchase cost. 

Timescale – Complete by September 2025.

	7.2
	Admin & Finance Minutes 13th March 24:
	
	
	

	7.2.1
	The Admin & Finance minutes dated 13th March 24 refers to the purchase of an asset which doesn’t appear to have been recorded on the Asset Register.  Details are as follows:

Vacuum cleaner purchased for use at the Community Centre.

Consequently, it would appear that that Asset Register may not be routinely reviewed and brought up to date.
	In accordance with Financial Regulation 14.6 the Clerk & RFO should ensure that an appropriate and accurate Register of Assets and Investments is kept up to date. 
	Medium
	The vacuum cleaner is to be added to the asset register. 

Town Clerk to ensure that all purchases are included in the register.

Ongoing

	7.3
	Website:
	
	
	

	7.3.1
	The Asset Register is not published on the Town Council’s website. 

Consequently, this adversely impacts on the effectiveness of the Town Council’s transparency arrangements.
	The Asset Register should be published on the Town Council’s website. 

	Low
	Once the asset register has been updated to include the purchase cost the Town Clerk will upload this to the website to ensure transparency code is met. 

September 2025

Responsible Person – Vicky Symons

	8.
	Publication of Information
	
	
	

	8.1
	Local Government Transparency Code 2015:
	
	
	

	8.1.1
	Councils with an annual turnover in excess of £200,000 should comply with the Local Government Transparency Code 2015. 

Parish Council’s with a turnover not exceeding £25,000 should comply with the Transparency Code for Smaller Authorities 2014.  

The purpose of both Codes aims to ensure that local people can see and access data covering how money is spent, along with the use of assets and decision making. 

Featherstone Town Council’s turnover for 2024/25 exceeded the £200,000 threshold (£227,196) and is therefore expected to follow the Local Government Transparency Code 2015. 

An examination of the Council’s website revealed that content of the information does not fully accord with the Transparency Code in particular in respect of the publication of payment details.   
	The Clerk & RFO should review the content of the Town Council’s website and ensure that the content complies with the Local Government Transparency Code 2015.  
	Medium
	The website has already started to be updated to ensure the Town Council complies with the Transparency Code 2015.

The payment details have been uploaded and will continue to be added alongside the Administration & Finance minutes. 

Responsible Person – Vicky Symons

Timescale – All documents to be uploaded by September 2025 to ensure the asset register is up to date. 

	8.2
	Publication of Finance Related Information:
	
	
	

	8.2.1
	Accountability and Governance Returns (AGAR’s) have been published on the website since 2018 under the section headed “News”.  Accessibility of the information is therefore considered difficult.

This issue was raised within the previous Internal Audit report.
	AGAR’s and other finance information should be made accessible under a Finance Section of the website.
 
	Low
	A finance section under Transparency Code will be made available to ensure all the AGAR’s are available in one section. 

Responsible Person – Vicky Symons

Timescale – To be completed by June 2025

	8.3
	Publication Scheme: 
	
	
	

	8.3.1
	Although the Town Council has a Publication Scheme, the document has not been made available on the website.

This issue was raised within the previous Internal Audit report.
	The Publication Scheme should be made available on the website.
	Medium
	This is now available on the website under the Governance Documents tab. 



*Classification of Recommendations

	High
	A recommendation requiring immediate action – imperative to ensuring the objectives of the system under review are met.


	Medium
	A recommendation requiring action necessary to avoid exposure to a significant risk to the achievement of the objectives of the system under review.


	Low
	A recommendation where action is advised to enhance control or improve operational efficiency.
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Ref.  Internal Control   Issue  Recommendation  C lassification   H igh   / M edium   /  L ow *  Agreed  Action   / Timescale /  Responsible Person  

1 .  Financial Regulations  & Standing Orders     

1 .1  Standing Orders:     

1 .1.1  The  front page of the  current Standing  Orders  available on the Town Council’s  website  contain s   v ersion history   details .  It  was  noted that the version history states  ‘2024’   but does not include the date of review  or minute reference.       This issue was raised within the previous  Internal Audit report.  For  the  purpose of completeness,  the  version history should include the date  of review and the corresponding  minute reference evidencing that the  document has been approved.  Low  The new standing orders have  been updated and are available  on the website.   

1 . 2  Financial Regulations:     

1 .2.1  Section 11.1 of the Town Council’s  Financial  Regulations includes contract val ues.    However, t he values  do n ot state whether  they are inclusive or net of VAT.     Consequently, there is a  lack of clarity in  terms of  the application of thresholds   e.g. the  requirements to obtain quotations.     The  contract values referred to within  the Town Council’s Financial  Regulations should include whether  they are net or inclusive of VAT.  Medium  The new financial regulations  have been updated and are  available on the website.   

1 . 3  Payment Schedules:     

1 . 3 .1  Although  details of all  payments   and  supporting invoices are presented routinely  to the Admin and Finance Committee, details  of  payments   along with direct debit payments  are not contained within the   published   meeting minutes.     This adversely impacts on the effectiveness  of the Town  C ouncil’s transparency  arrangements .  Details of the pa y ments   along with  debit card transactions  should be  contained   within the published  meeting minutes.  Medium  As per the transparency code  2015, all payments over  £500.00 are now available on  the website and will continue to  be produced alongside the  minutes.   

