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Date

Subject

Guidance

1

Proper book-
keeping

The basic record of receipts and payments is always the
starting point of an accounting system; the majority of
internal controls will work back to that original record. It is
essential that the system requires that the basic cash
book is kept up to date and balances are regularly
verified against a bank statement or the actual cash in
the petty cash tin. This record will also agree with the
supporting vouchers, invoices or receipts. Even though
the arithmetic may be automatic on a computer based
system it is necessary to check that the additions and
balancing are correct. The level of checking will depend
on who does what and at what frequency. Where there is
a computer based system, the reliability of information
reported by the system depends on the quality and
accuracy of data input, and how it is then processed, and
so tests of the integrity of data input and processing
should be considered. A councillor or member of staff
may do the checking or verification; internal audit will test
that the checking verification within the system has been
undertaken.

Financial
Regulations

Standing Orders
Payment Controls

The first step in establishing a financial system is to
identify the general rules applicable at council or
committee meetings and in carrying out the council’s
business. The Standing Orders, Financial Regulations
and other internal instructions do this. Model versions of
Standing Orders and Financial Regulations are available
from NALC and SLCC. Internal audit should have a copy
of the current Standing Orders, Financial Regulations
and any internal instructions. Internal audit’s report to the
council will include any recommendations for
improvement in these documents arising as a result of
their work during the year. The level of checking will
depend on the content of the Standing Orders and
Financial Regulations.

The amount of work may well vary, and more extensive
testing of compliance may be needed from time to time,
but as a minimum, having established whether the
council has within the year reviewed its Standing Orders
and Financial Regulations for continued relevance,
internal audit will test.

In purchase order procedures:

» that the correct number of estimates, quotes or full
tenders depending on estimated value of contract have
been obtained (Standing Orders will state the value at
which tenders are required; Financial Regulations or



















