
r=gaas-\+2-

INITINIT

BENTHAM TOWN COUNCIL INTERNAL CONTROL

CHECKS
book:
to date?
books?

cashlerecouAcco rds,nting
ubooketh cash pkeptS being

Cross reference it with
nts:Payme

authorised?beenall roperlypHave they
?minutesstedti n thementsalAre pay

nts?am outhe invoicedwithadem correspondDo payments
rSOrdeStandiandDebitsDirectofCheck

Gheques
beinbeforeand com g signed?pletedAre fullyproperlythey

itial ed thein signatories?couue rfoilsnte byalwaysAre cheq
outstandicheckalsostatements?kbanwithaP d

&
Receipts:
ls income due to the council being collected promptly and in full?

ons?
ls income properly controlled pending being paid into the bank? le in accordance with

the council's Financial

Are receipts being given?

Cemetery fees and charges:
Co calculated and collected?

bank account?in a suitable interest-earni
Surplus balances:
Are su
Bank reconciliation:
ls the council provided with this information regularly? (prepared monthly, presented

reconciliation is checked nst bank statements?
quarterly)
The
VAT paid:
ls it properly recorded in the cash book?

Claim for refund of VAT made and paid to the councll?

Claim submitted in a manner?
andof supplies:o stationeryrdering

?councilof theirementsthewithmensurateCom

adhered to?the council
lnternet banking:
Checks ented

Names of persons carrying out the check:

4argn lms
Signatures:

olr/25't"""'""\v

Date check undertaken:

L

(_

Petty Cash
P controlled and recorded
Tax and Nl liabi lities:
HMRC liabilities met?
Real Time lnformation reporting done on time? (so as not to incur financial penalties

for the cou



fr

L

INITINIT

BENTHAM TOWN COUNCIL INTERNAL CONTROL

CHECKS

tAccounting records, ie cash book:
ls the cash book being kept up to date?
Cross reference it with ue books?

$
Payments:
Have they all been properly authorised?
Are all payments listed in the minutes?
Do payments made correspond with the invoiced amounts?

of Direct Debits and Standin OrdersCheck

Tlt
Cheques:
Are they properly and fully completed before being signed?
Are cheque counterfoils always initialled by the signatories?

outstandibanwith statements?k checkalsoP d

Ih
A

Receipts:
ls income due to the council being collected promptly and in full?
Are receipts being given?
ls income properly controlled pending being paid into the bank? le in accordance with

the council's Financial ulations? vCemetery fees and charges:
calculated and collected?

$alaced in a suitable interest-earnin bank account?Are us de
Surplus balances

rt
Bank reconciliation:
ls the council provided with this information regularly? (prepared monthly, presented
quarterly)

bank statements?reconciliation is checkedThe

Iq
VAT paid:
ls it properly recorded in the cash book?
Claim for refund of VAT made and paid to the council?

submitted in a ti manner?Claim

trlrOrdering of stationery
Commensurate with the rements of the council?

and supplies:

$tthe council adhered to?
lnternet banking:
Checks ented

fdrcontrolled and recorded
Petty Cash

?r
Tax and N! liabilities:
HMRC liabilities met?
Real Time lnformation reporting done on time? (so as not to incur financial penalties

for the counci

of persons

dertaken

check:

Date

7qL3


