%

CINDERFORD TOWN COUNCIL
INTERNAL ==

monTH: D CTORER QO&LE

All inspections, once completed must be filed in the Town Council office and retained with the
minutes of the relevani meeting. ’

TASK SEEN If "No” then comment Completed
YES | NO | required {Initial)
FINANCIAL
1. Bank Statements seen monthly
for:-
Lloyds 30-95-29, 00670558 j/l
Lloyds 30-95-29, 00670442
2. Bank reconciliations seen monthly
for:- /
Lloyds 30-95-29, 00670558
Lloyds 30-95-29, 00670442 B
3. Annual PWLB Balance Statement / j/{
seen — dateu.. i
4. invoice Folder completed for N
previous month and tallies with /
list of payments for full council
meetings . P
5. Aged Debtors List seen 7’ !
6. | Banking received completed for ZLM
previous month / 'y
7. | Last VAT feturn? Datei . eonienes | 27 vV
8. | Petty cash contral ‘ v
Signing sheet completed /
Money tallies / N j B
Float stored
9. Asset Register reviewed annually L~
(0T - (/
PAYROLL/STAFE
10. | Monthly payroll pack filed / Cﬂ/‘
(previous maonth)
11. | TAX & NI paid & up to date gw
/ O ker,
12. | NGPS pension contribution made |~ ('M
MINUTES N
13, | Minutes signed, dated & filed from / ’)W
previous month '
ROOM HIRE P
14. | Events are booked in calendar. yd v\
Invaices sent from previous month. | °
HEALTH & SAFETY "
15. | Insurance in place d W
16. Risk Assessments up to date and i

recorded

i

General comments/recommendations to improve services/processes




CINDERFORD TOWN COUNCIL
INTERNAL CONTROL CHECKLIST

NTHOCJTD&EQ?»O&

MG

*Discuss with staff/raise at Town Council meeting (delete as approgpriate)

Audit Completed: Signature, Date J
Councillor R
QW ( ‘-E—l ll\ 2%
Finance Officer (AW) § ) Q ] ,
S [t [ =2
\
staff actions following audit {if applicable):
[ Actions Completed: Signature Date

Finance Officer (AW}

L. ey —

;ulu('?—}

Clerk

5 WS | S

T N W S i

ftems 1, 2 and 4 on internal control checklist verified monthly and reported to Full Council meeting.

All others a minimum of guarterly

Councitlor Month inspection by Parish Councll Document
Meeting
Verification Councilor | June End of second week July | July Int Ctrl Checklist
completion
Verfication Counciflor | September | End of second week October int Ctrl Checklist
October completion
Verfication Councillor | December | End of second week January int Ctrl Checklist
January completion
Verfication Councillor | March End of second week April | Aprit Int Ctrl Checklist
completion

P
£



INTERNAL "7~~~

MONTH:.. S EQTEH

CINDERFORD TOWN COUNCIL

peR 2075

All inspections, once completed must be filed in the Town Council office and retained with the
minutes of the relevant meeting. '

recorded

TASK SEEN If “No” then comment Completed
YES | NO required (Initial)
FINANCIAL
1. Bank Statements seen monthly
for:- /’ (y
Lloyds 30-95-29, 00670558
Lloyds 30-95-29, 00670442
2. Bank reconciliations seen monthly
for:-
Lloyds 30-95-29, 00670558 / %
Lloyds 30-95-29, 00670442 ‘N
3. Annual PWLB Balance Statement / % [
seen — date:....cimiiiiininiinne
4, Invoice Folder completed for /
previous month and tallies with g/(
list of payments for full council
meetings
5. Aged Debtors List seen il A
6. Banking received completed for ﬂ /
previous month / 4
7 Last VAT return? Datei......ccoeenee
8. Petty cash contrcl
Signing sheet completed y
Money tallies N /<L
Float stored
9 Asset Register reviewed annually
[ 311 { oS
PAYROLL/STAFF A
10. Monthly payroll pack filed /((U
(previous month) / Y
11. | TAX & NI paid & up to date / Q‘/M
12. | NGPS pension contribution made
MINUTES 4
13. | Minutes signed, dated & filed from / Q/[
previous month
ROOM HIRE 5
14. | Events are booked in calendar. / 5 J
Invoices sent from previous month.
HEALTH & SAFETY
15. | Insurance in place o P
16. Risk Assessments up to date and (( %

General comments/recommendations to improve services/processes




CINDERFORD TOWN COUNCIL
INTERNAL CONTROL CHECKLIST

MONTH-:..

S£P fEMﬁEQ}

*Discuss with staff/raise at Town Council meeting (delete as appropriate)

ey S

Audit Completed: Signature , Date

Councillor C%/ O/L//‘/
1

Finance Officer (AW)

staff actions following audit (if applicable):

| Actions Completed:

Signature Date
Finance Officer (AW) ‘/\X 11612
%_ Y, i / f /
Clerk Z/’ ' (}
K o Do e yLviotd

ltems 1, 2 and 4 on internal control checklist verified monthly and reported to Full Council meeting,

All others a minimum of quarterly

Counciltor Month Inspection by Parish Council Document
Meeting
Verification Councilor { June End of second week July | July int Ctrl Checklist
completion
Verfication Councilior | September | End of second week QOctober int Ctrl Checklist
October completion
Verfication Councillor | December | End of second week January Int Ctrl Checkdist
January completion
Verfication Councillor | March End of second week April | April int Ctr! Checklist
completion

)

,m.
7y



INTERNAL 7™

CINDERFORD TOWN COUNCIL

MONTH:...ANR OST 0723 .

All inspections, once completed must be filed in the Town Council office and retained with the
minutes of the relevani meeting. ’

recorded

d

TASK SEEN If “No” then comment Completed
YES | NO required {Initial)
FINANCIAL
1. Bank Statements seen monthly
far:-
Lioyds 30-95-29, 00670558 / \j/1
Lloyds 30-95-29, 00670442
2. Bank reconciliaticns seen monthly
for:- /
Lloyds 30-95-29, 00670558 (
Lloyds 30-95-29, 00670442 .
3. Annual PWLB Balance Statement &/
seen — datel....iiien, -
4, Invoice Folder completed for
previous month and tallies with m
list of payments for full council
meetings Ay
5. Aged Debtors List seen ] N
6. Banking recelved completed for ! f 7
previous month —
7. Last VAT return? Datel....cvcieennes (U
8. Petty cash control
Signing sheet completed .
Money tallies N /7&
Float stored
9. Asset Register reviewed annually
D 1= oY
PAYROLL/STAFF L
10. | Monthly payroll pack filed M
(previous month) / n
11. | TAX & NI paid & up to date / CM
. Vi
12. | NGPS pension contribution made / LY (
MINUTES 7
13, } Minutes signed, dated & filed from / w
previous month
ROOM HIRE -’
14. | Events are booked in calendar. / (_\U/r
Invoices sent from previous month.
HEALTH & SAFETY 4
15. [ Insurancein place pd M {
16. | Risk Assessments up to date and %
\

General comments/recommendations to improve services/processes




CINDERFORD TOWN COUNCIL
INTERNAL CONTRO1 CHECKLIST

DIGUST.. . LT

MONTH:..Fx..

*Discuss with staff/raise at Town Council meeting (delete as appropriate)

Audit Completed: Signature, Date

Councillor ‘—Jy\ ‘\ m
L

Finance Officer (AW) \'_5 &\{ / \\ﬁ 7}

Staff actions following audit {if applicable):

Actions Completed: Signature Date

Finance Officer (AW) E 2 ‘ VS-QU / ‘% Wy \\ 0\2’5

Clerk

N N

241 ) ’Z_o’&_:l

ltems 1, 2 and 4 on internal control checklist verified monthly and reporied to Full Council meeting.

All others a minimum of quarterly

Councillor anth Inspection by Parish Council Document
Meeting
Verification Councilor | June End of second week July | July Int Ctrl Checklist
completion
Verfication Councillor | September | End of second week October int Ctrl Checklist
October completion
Verfication Councillor | December | End of second week January Int Ctrt Checklist
January completion
Verfication Councillor | March End of second week April | April Int Ctri Checkiist

completion




MONTH:............&%

CINDERFORD TOWN COUNCIL
INTERNAL CONTROL

All inspections, once completed must be filed in the Town Council office and retained with the
minutes of the relevant meeting.

TASK SEEN If “No” then comment Completed
YES | NO required {Initial}
FINANCIAL
i Bank Statements seen monthly
for:- d 3
Lloyds 30-95-29, 00670558 /
Lloyds 30-95-29, 00670442
2. Bank reconciliations seen monthly
for:- / j/{
Lioyds 30-95-29, 00670558
Lioyds 30-95-29, 00670442
3. Annual PWLB Balance Statement
sean —datel . ciminniemneg - /{
4. Invoice Folder completed for ~ |
previous month and tallies with / é; ‘ /]
list of payments for full council
meetings .
5. Aged Debtors List seen / %
6. Banking received completed for -
pravious month / 'é ; |
7. Last VAT return? Datel....ccierinnes [
8. Petty cash control
Signing sheet completed & A 3
Money tallies
Float stored
9, Asset Register reviewed annually
Date..viienriinniscarinnessans
PAYROLL/STAFF .
10. | Monthly payroll pack filed -
{previous month) / / f
11. | TAX & NI paid & up to date /’ Q{
12. | NGPS pension contribution made 1 N
MINUTES .
13. | Minutes sighed, dated & filed from }_)
previous month - /(
ROOM HIRE T
14, i Events are booked in calendar. f
invoices sent from previous month. e -:J i
HEALTH & SAFETY v A
15. | Insurance in place & L
16. | Risk Assessments up to date and

recorded

General comments/recommendations to improve services/processes




CINDERFORD TOWN COUNCIL
INTERNAL CONTROL CHECKLIST

*Discuss with staff/raise at Town Council meeting (delete as appropriate)

Audit Completed: Signagture Date

Councillor I I .
J\/—-/ ’30/ 8 ‘ 2%

Finance Officer (AW) J

Staff actions following audit (if applicable):

Actions Completed: Signature \ Date ]
Finance Officer (AW)

& Neyy~ | =ols |2025
Clerk

LSw bordoxs v 128273 .

ltems 1, 2 and 4 on internal control checklist verified monthly and reported to Full Council meeting.

All others a minimum of quarterly

Councillor Month Inspection by Parish Council Document
Meeting

Verification Councilor | June End of second week July | July Int Ctrl Checklist
completion

Verfication Councillor | September | End of second week October Int Ctrl Checklist
October completion

Verfication Councillor | December | End of second week January \ Int Ctrl Checklist
January completion

Verfication Councillor | March End of second week April | April Int Ctrl Checklist

completion




P

MONTH:............
{

.

CINDERFORD TOWN COUNCIL
INTERNAL CONTROL CHEGKLIS
&\ wg‘{ﬁ'}

Ali inspections, once completed must be filed in the Town Council office and retained with the
minuies of the relevani meeting.

TASK SEEN If “No” then comment Completed
YES | NO required {Initial}
FINANCIAL L
1. Bank Statements seen monthly
for:-
Lloyds 30-95-29, 00670558 /
Lloyds 30-95-29, 00670442 ‘
2. Bank reconciliations seen monthly
for:- / »
Lloyds 30-95-29, 00670558 4
Lloyds 30-95-29, 00670442
3. Annual PWLB Balance Statement / pl
seen ~ datei .o o J
4, invoice Folder completed for
previous month and tallies with
list of payments for full council
meetings vF ,
5. Aged Debtors List seen L (>l/ /
6. Banking received completed for / %‘
previous month s ]
7. Last VAT return? Date?a L./ ..., v
8. Petty cash control
Signing sheet co ted
Monew ’\\ / /4
Float stefed
9. Asset Register reviewed annually ‘/' &
[ =1 TN |
PAYROLL/STAFF
10. | Monthly payroll pack filed g/\
{previous month) e Y
11. | TAX & Nl pald & up to date
/ A
12. | NGPS pension coniribution made | - ! U\
MINUTES ,
13. | Minutes signed, dated & filed from " E
previous month ;
ROOM HIRE N
14. 1 Events are booked in calendar. J/L
nvaices sent from previous month.
HEALTH & SAFETY M
i5. Insurance in place - v\L\
16. | Risk Assessments up to date and / A

recorded

2

i

General comments/recommendations to improve services/processes




CINDERFORD TOWN COUNCIL
INTERNAL CONTROL CHECKLIST

*Discuss with staff/raise at Town Council meeting (delete as appropriaie)

Audit Compleied: Signature Date
A

Councillor ,CZ)/V_& ( lk_r bZk}

Fi Officer (AW) TN
inance Officer % K’)@‘PV/' \\Kﬁﬁ\lﬂg J

Staff actions foliowing audit (if applicable}):

Actions Completed: Signature Date

finance Officer (AW)

Clerk

items 1, 2 and 4 on internal control checklist verified monthly and reported to Full Council meeting.

All others a minimum of quarterly

Counciilor ionth Inspection by Parish Council Document
Meeting
Verification Councilor | June End of second week July | July Int Ctrl Checklist
completion
Verfication Councillor | September | End of second week Qctober Int Ctrt Checklist
October completion
Verfication Councillor | December | End of second week January int Ctr! Checklist
January completion
Verfication Counciller | March £nd of second week April | April int Ctr] Checklist
completion




T

CINDERFORD TOWN COUNCIL

INTERNAL CONTRGL CHECKLIST
MONTH%\&‘qgoz‘ﬁ

All inspections, once complieted must be filed in the Town Council office and retained with the
minutes of the relevant meeting.

TASK SEEN if “No” then comment Completed
YES | NO required (Initial}
FINANCIAL
1. Bank Statements seen monthly

for:- /‘
Lloyds 30-95-29, 00670558 /
Lloyds 30-95-28, 00670442

2. Bank reconciliations seen monthly

for:-
Lioyds 30-95-29, 00670558 / /

Lloyds 30-85-29, 00670442

3. Annual PWLB Balance Statement

EEISVEI S

4, Invoice Folder completed for
previous month and tallies with
list of payments for full council / q
meetings
5. Aged Debtors List seen e
6. Banking received completed for
previous month -~
7. | Last VAT return? Date:&!..'/..’@ ..... e

8. Petty cash control

Signing sheet completed / /
Maoney tallies N A
Float stored

S. Asset Register reviewed annually
Date...vicir i

ANAN

PAYROLL/STAFF

10. | Monthiy payroll pack filed

S5

{previous month) e

11. | TAX & Ni paid & up to date
e
12. | NGPS pension contribution made - . M
MINUTES o

13. Minutes signed, dated & filed from / {M

previous month

ROOM HIRE

14. | Events are booked in calendar.

Invoices sent from previous month. / “}(

HEALTH & SAFETY —

15. | Insurance in place ya { ﬂ\
16. | Risk Assessments up to date and Ve y\

raecorded

General comments/recommendations to improve services/processes




CINDERFORD TOWN COUNCIL
INTERNAL CONTROL CHECKLJST
MoNTH...MASM . Y2 (.

#Discuss with staff/raise at Town Council meeting (delete as appropriate)

Audit Completed: Signature Date

Councillor It tioT ‘fz?

{
Finance Officer (AW) jg . bbi’)v/f/" L / 4 { Jozx

Staff actions following audit (if applicable}:

‘L\/i/

Actions Completed: Signature Date

Finance Officer (AW)

Clerk

Items 1, 2 and 4 on internal control checklist verified monthly and reported to Full Councit meeting.

All others a minimum of quarterly

Councillor Month Inspection by Parish Council Document
Meeting

Verification Councilor | June End of second week July | July int Ctrl Checklist
completion

Verfication Councillor | September | End of second week Qctober Int Ctrl Checklist
October completion

Verfication Councillor | December | End of second week lanuary Int Ctrl Checklist
January completion

Verfication Councillor | March End of second week April | April Int Ctrl Cheekiist
completion

e



