
INCOME cont'd

9.5 A1l sums received on behalf of the Council shall be banked intact as directed by the
RFO. In all cases, all receipts shall be deposited with the Council's bankers with
such frequency as the RFO considers necessary.

9.6 The origin of each receipt shall be entered on the paying-in slip.

9.7 Personal cheques shall not be cashed out of money held on behalf ofthe Council.

9.8 The RFO shall promptly complete any VAT Return that is required. Any repayment
claim due in accordance with VAT Act 1944 section 33 shall be made at least
arurually.

10 ORDERS FORWORIE C,OODS AND SERVTCES

10.1 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 to be retained. 

.
10.2 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.

10.3 The RFO shall verifu 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 sha1l

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.

11 ASSETS, PROPERTIES ANID ESTATES

1 1 . 1 The Clerk shall make appropriate arrangements for the custody of all title deeds of
properties owned by the Council. The RFO shall ensure a record is maintained of
all properties owned by the Council, recording the location, extent, plan reference,
purchase details, nature ofthe interest, tenancies granted, rents payable and
and purpose for which held in accordance with Accoums and Audit Regulations.

11.2 No property shall be sold, leased or otherwise disposed of without the authority
ofthe Council, together with any other consents required by law, save where the
estimated value of any one item oftangible movable property does not exceed f,50.

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

shown in the Register shall be verified at least annually, possible in conjunction
with a health and safety inspection of assets.

12 INST]RANCE

12.1 Following the annual risk assessment (per Financial Regulation 17),the RFO shall
effect all insurances and negotiate all claims on the Council's insurers ( in
consultation with the Clerk).
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