
Agenda F&GP – 05/12/23 

Ref: Agenda/F&GP– 05/12/23 

30th November 2023 

Dear Sir/Madam 

All Members of the Finance & General Purposes Committee are hereby summoned to the Finance 
& General Purposes Committee Meeting of Biggleswade Town Council that will take place on 
Tuesday 5th December 2023 at the Offices of Biggleswade Town Council, The Old Court 
House, Saffron Road, Biggleswade commencing at 7:00pm, for the purpose of considering and 
recommending the business to be transacted as specified below. 

Yours faithfully 

Peter Tarrant 
Town Clerk & Chief Executive 

Distribution: All Town Councillors 
Notice Boards 
The Press 

Committee Members: 

Cllr. D. Strachan (Chairman) 
Cllr. I. Agnew (Deputy Chairman) 
Cllr. D. Albone 
Cllr. G. Barrett 
Cllr. M. Foster (ex-officio Member) 
Cllr. M. Knight (ex-officio Member) 
Cllr. M. North 
Cllr. M. Russell  
Cllr. S. Sajid 
Cllr. C. Thomas 

AGENDA 

1. APOLOGIES FOR ABSENCE

Schedule 12 of the Local Government Act 1972 requires a record be kept of the Members
present and that this record form part of the minutes of the meeting.  Members who cannot
attend a meeting should tender apologies to the Town Clerk.

2. DECLARATIONS OF INTEREST

To receive Statutory Declarations of Interests from Members in relation to:

a. Disclosable Pecuniary interests in any agenda item.

b. Non-Pecuniary interests in any agenda item
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3. CHAIRMAN’S ANNOUNCEMENTS 
  
4. PUBLIC OPEN SESSION 
  
 To adjourn for a period of up to 15 minutes to allow members of the public to put questions or to 

address the Council, through the Chairman, pertaining to matters listed on the agenda. 
 
Please register in advance for this webinar: 
  
https://us06web.zoom.us/webinar/register/WN_iO09tSF_TEywI_J9NFjhMA 
 
Each Speaker will give their name to the Chairman, prior to speaking, which will be recorded in 
the minutes, unless that person requests otherwise. Each Speaker will be allowed one three-
minute slot. 

  
5. INVITED SPEAKER  
  
 None. 
  
6. MEMBERS’ QUESTIONS 
  
7. MINUTES AND RECOMMENDATIONS OF MEETINGS 
  
a. The Minutes of the Finance & General Purposes Committee Meeting held on Tuesday 19th 

September 2023 at the Offices of Biggleswade Town Council, The Old Court House, Saffron 
Road, Biggleswade. 

  
8. MATTERS ARISING  
  
a. The Minutes of Finance & General Purposes Committee Meeting held on Tuesday 19th 

September 2023 at the Office of Biggleswade Town Council, The Old Court House, Saffron 
Road, Biggleswade. 

  
9. ITEMS FOR CONSIDERATION 
  
a. Financial Regulations update reference charities 
  
 For Members to receive and consider a written report from the Head of Finance and Deputy 

RFO.  
  
b.  Mayor’s Expenses Finance Report – half yearly position 
  
 For Members to receive and consider a written report from the Head of Finance and Deputy 

RFO. 
  
c.  Fleet and Mower Replacement Report 
  
 For Members to receive a written report from the Head of Governance & Strategic Partnerships 

and the Head of Finance and Deputy RFO. 
  
d.  Annual Fees 2024 - 25 
  
 For Members to receive a written report from the Head of Finance and Deputy RFO. 
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10. ITEMS FOR INFORMATION

a. Finance Review Update

For Members to receive a written report from the Head of Finance and Deputy RFO.

b. Original Estimate Planning Cycle 24-25

For Members to receive a written report from the Head of Finance and Deputy RFO.

c. Risk Management update

For Members to receive a written report from the Head of Finance and Deputy RFO.

d. Quarterly bank reconciliations

For Members to receive a written report from the Head of Finance and Deputy RFO.

11. PUBLIC OPEN SESSION

To adjourn for a period of up to 15 minutes to allow members of the public to put questions or to
address the Council, through the Chairman, in respect of any other business of the Town Council.

Please register in advance for this webinar:

https://us06web.zoom.us/webinar/register/WN_iO09tSF_TEywI_J9NFjhMA

Each Speaker will give their name to the Chairman prior to speaking, which will be recorded in
the minutes, unless that person requests otherwise. Each Speaker will be allowed (one) three-
minute slot.

12. EXEMPT ITEMS

a. 

The following resolution will be moved that it is advisable in the public interest that the public
and press are excluded whilst the following exempt items are discussed.

(Orchard Centre Operating Model).

Pursuant to section 1(2) of the public bodies (Admission to Meetings) Act 1960 Council resolve
to exclude the public and press by reason of the confidential nature of the business about to be
transacted.
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PRESENT: 
 
Cllr D Strachan (Chairman)  
Cllr I Agnew (Deputy Chairman) 
Cllr D Albone 
Cllr G Barrett 
Cllr M Foster (ex-officio voting Member) 
Cllr M Knight (ex-officio voting Member) 
Cllr M Russell  
Cllr C Thomas  
 
Mr R Youngs – Head of Finance & Deputy RFO 
Mrs S van der Merwe – Deputy Administration & HR Manager  
 
Members of the Public – 13 
 
Meeting Formalities:  
 
Following a reminder to meeting attendees, both panel and public, that this is a formal meeting, 
the Chairman advised that members of the public will be given an opportunity to speak during 
public open session but not at other times. The meeting is being filmed and by being present 
attendees are deemed to have agreed be filmed and to the use of those images and sound 
recordings. The Chairman advised that attendees should not disclose any personal information of 
individuals as this would infringe the Data Protection Rights of the individual. The Chairman asked 
everyone to mute their microphones when not speaking.  
 

1. APOLOGIES FOR ABSENCE 
  
 Cllr Sajid and Cllr North. 
  
2. DECLARATIONS OF INTEREST 
  
a. Disclosable Pecuniary interests in any agenda item: 
  
 None. 
  
b. Non-Pecuniary interests in any agenda item:  
  
 Cllr Thomas – Item 9a – he is a member of the Biggleswade Community Garden and they 

have applied for a grant.   
  
3. CHAIRMAN’S ANNOUNCEMENTS 
  
 The Chairman had no announcements.  
  
4. PUBLIC OPEN SESSION 
  
 The Committee agreed to extend the presentation time beyond the allotted 15-minute time 

period in order to give all the attendees an opportunity to speak.  
 
Representatives from various organisations that have submitted applications for grants gave 
a short presentation to Members in support of their grant applications and the intended 
purpose for the use of those funds.   

  
 

MINUTES OF THE FINANCE & GENERAL PURPOSES COMMITTEE 
MEETING ON TUESDAY 19th SEPTEMBER 2023 AT THE OFFICES OF 

BIGGLESWADE TOWN COUNCIL, THE OLD COURT HOUSE,4 
SAFFRON ROAD, BIGGLESWADE COMMENCING AT 7.00PM 
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Those representatives were:  
 
Dr Robert Butcher – St. Andrew’s Church, Biggleswade 
Ms Hazel Clarke – Biggleswade Community Carnival  
Ms Kathy Hindle – BIGG Welcome  
Mr Gwyn Williams – Stratton Community Farm CIC  
Ms Eloise Adger – MIND BLMK  
Ms Sharon May – Veg Box Donation Scheme  
Mr Marcus Bale – Biggleswade Community Garden  
Ms Helen Kingerley – Biggleswade Scout Group  
Ms Monika Carpenter – Biggleswade & Sandy District NCT   
Mr Tim Soden – Biggleswade Arts Collective CIC  

  
5. INVITED SPEAKER 

  

 No guest speaker was invited.  

  
6. MEMBERS’ QUESTIONS 
  
 There were no Members’ questions.  
  
7. MINUTES AND RECOMMENDATIONS OF MEETINGS  
  
 No amendments were made to the Minutes.  

 
The Minutes were APPROVED as an accurate record of the Finance & General Purposes 
Committee held on Tuesday 18th July 2023. 

  
8. MATTERS ARISING  
  
 • Cllr Russell – Item 9b – Sourcing of Growth Items: Cllr Russell requested that funding 

for Councillors should be added to the budget every year to allow Councillors to attend 

training offered by NALC and the Bedfordshire Association of Town & Parish Council as 

these cover many aspects of the role of a Councillor.  

• Cllr Russell – Item 9b – Sourcing of Growth Items - regarding virements: Cllr Russell 

said the wording in the Minutes refers only to approving the “four requested virements’ 
but these are not listed.  Cllr Russell asked that future Minutes list the requested 

virements in full to provide clarity on what is being decided on without having to refer 

back to the agenda.  

• Cllr Albone – Item 9b – Sourcing of Growth Items – regarding the IT Maintenance 

Agreement: The Minutes state Officers will provide further recommendations in a 

detailed report and he asked when Members can expect these.  The Chairman 

requested Officers advise Members on these details separately.  

• Cllr Albone – Item 10f – Risk Management Update Report: Cllr Albone noted that the 

Minutes reference mitigating ICT security risks for training and asked if Members will be  

getting training as well. The Head of Finance & Deputy RFO confirmed this will be 

implemented over the next month.   

• Cllr Russell – Item 10f - Risk Management Update Report: Cllr Russell requested a 

detailed schedule of replacement for the aging fleet for the budget process for the next 

financial year.   
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9. ITEMS FOR CONSIDERATION 
  
a. Grant Applications First Tranche  
  
 The Chairman noted that there had been an unprecedented number of grant applications 

for this Grant Application tranche, with the requested amounts far exceeding the funds 
available. There is a large amount of paperwork associated with each application and 
Members need further time to review all the applications in order to make a fair and effective 
allocation of funding.  
 
Members RESOLVED to DEFER the decisions on the grant applications to an Extraordinary 
F&GP Committee Meeting to be held on 24th October 2023 at 7pm.   
 
Members of the Committee RESOLVED to meet at an informal meeting on 26th September 
2023 to scope an objective, considered and appropriate criteria framework for consideration 
of these grants.    
 
As a result of the resolution to defer this tranche of grant applications, the Chairman 
requested that Officers put a report to the next Town Council meeting to request the deadline 
for the second tranche be moved from 31st December 2023 to January 2024, with the 
decision meeting be moved to March 2024.   
 
Cllr Barrett requested that Members review the Town Council’s Grants Policy as this is the 
guiding document on allocations. The Chairman requested this be circulated to Members 
before their framework scoping meeting on 26th September 2023. 

  
b. Sourcing Current Year Growth Update 
  
 
 
 
 

The Head of Finance & Deputy RFO presented a report to the Committee related to planned 
expenditure for the 2024-2025 Financial Year.  
 
Cllr Albone asked if any considerations have been investigated for a non-gas boiler at the 
Orchard Community Centre, such as a heat pump as they may have longer-term cost 
reductions. The Head of Finance & Deputy RFO will ask the Place Shaping Manager to 
consider this. The Chairman noted that there are government targets related to green energy 
so this would fit those criteria.  
 
Cllr Knight asked if there has been a review of the quality of the products based on the 
replacement quote values for the boiler for the Orchard. The Head of Finance & Deputy RFO 
added this was being considered.  
 
Members commented on the need to consider budgeting for longer-term maintenance and 
replacement costs being included into the budget on a regular basis and the current process 
of virement of unused funds.  
 
It was RESOLVED to DEFER the Orchard Centre Boiler decision to the Town Council 
Meeting on 10th October 2023 for a final decision.  
 
It was RESOLVED by the Committee to APPROVE the virement to the Town Council 
website from the Vehicle Leasing Budget of £1,000 as recommended.  
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10. ITEMS FOR INFORMATION

a. Original Estimate Planning Cycle 2024 – 2025

The Head of Finance & Deputy RFO presented the report to the Committee.

Cllr Russell noted that the F&GP Meeting of 16th January 2024 needs to be included into the
Original Estimate schedule. Also, the meeting of 28th November has been moved back to 5th

December 2023. The Head of Finance & Deputy RFO advised he will include these.

The Head of Finance & Deputy RFO updated Members that the Finance Team carry out
regular scrutiny of each budget code to highlight savings or costs re-allocations and if
Members are interested in seeing the detail this could be arranged. He confirmed a full
budget review by Town Council Management will be completed by 31st October 2023.

Members NOTED the report.

b. Finance Review Update

Members NOTED the report.

c. Virements processed July and August 2023

The Head of Finance & Deputy RFO presented the report to the Committee.

He advised Members that he is in discussion with Place Shaping Manager regarding
virements from the Christmas Budget because there is funding available following an
updated requirements list for the Christmas events budget.  Cllr Russell stated the Chairman
of the Town Centre Management Committee should have final say on these virements but
the Head of Finance & Deputy RFO clarified these virements were agreed at a previous
Town Council meeting.

The Chairman noted that the approved process of making budget amendments requires
consultation with the relevant Committee and sign-off by the Committee Chairman.

Members requested that virement reports include further detail to allow Members a better
understanding of how each budget code will be affected over the full financial year. The
Chairman of the Committee will consult with the Finance Team on alternatives to virements.

Members NOTED the report.

d. Risk Management Update Report

The Head of Finance & Deputy RFO presented the report to the Committee.

Members requested a programme of replacement to assets/equipment mitigate risk. Cllr
Barrett requested consistency in recording dates related to resolution or mitigation of risk.

11. PUBLIC OPEN SESSION

No member of the public wished to speak.
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12. EXEMPT

None.

The Chairman closed the meeting at 8:11pm 
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BIGGLESWADE TOWN COUNCIL 
Finance and General Purposes 5th December 2023 

Update to Financial Regulations 

Implications of Recommendations 
Corporate Strategy:  Good Governance - ensure that the Town Council continues to operate 
within legislation, regulation, ethical guidelines and best practice. 
Finance: Compliance with Internal audit report. 
Equality: Not applicable. 
Environment: Not applicable. 
Community Safety: Not applicable. 

Background 

The Council’s Financial Regulations were last updated on the 11th April, 2023. This version and the 
previous version (dated 24th May 2022) version are missing this clause: 

“Where the Council is sole managing trustee of a charitable body the Town Clerk shall ensure that 
separate accounts are kept of the funds held on charitable trusts and separate financial reports made 
in such form as shall be appropriate, in accordance with Charity Law and legislation, or as 
determined by the Charity Commission. The Town Clerk shall arrange for any audit or independent 
examination as may be required by Charity Law or any governing document.” 

Especially in light of the recent Internal Audit report, which suggested keeping separate records 
for the Linsell’s bequest of the Cricket ground charity, it is important for this clause to be added 
back in. Please see Appendix B, pages six and seven. Further, it is appropriate that the clause is 
always in place, just in case the Council becomes the sole managing trustee of another charitable 
organisation. 

The suggestion is to insert the clause under the heading “Charitable bodies” within the section “Assets, 
properties and estates”. 

Recommendation: 

That Members support adding the clause back in, relating to required actions for any charitable 
bodies that the Council is sole trustee of. 

Rob Youngs 
Head of Finance and Deputy RFO 

Appendix A – Current Financial Regulations. 
Appendix B – Interim Internal Audit report 2023/24. 

F&GP 05/12/23
Items for Consideration

Item 9a Update to Financial Regulations

11



BIGGLESWADE TOWN COUNCIL 

FINANCIAL REGULATIONS 

General 2 

Accounting and audit (internal and external)  4 

Annual estimates (budget) and forward planning  6 

Budgetary control and authority to spend  6 

Banking arrangements and authorisation of payments 7 

Instructions for the making of payments 9 

Payment of salaries  11 

Loans and investments 11 

Income 12 

Orders for work, goods and services  13 

Contracts 13 

Payments under contracts for building or other construction works 15 

Stores and equipment  15 

Assets, properties and estates 16 

Insurance 16 

Risk management  17 

Suspension and revision of Financial Regulations  17 

Adopted: 11th April 2023 
Review date: April 2024

Appendix A 
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1. General

1.1. These financial regulations govern the conduct of financial management by the Council 

and may only be amended or varied by resolution of the Council. Financial regulations are one 

of the Council’s three governing policy documents providing procedural guidance for members 

and officers. Financial regulations must be observed in conjunction with the Council’s standing 

orders and any individual financial regulations relating to contracts. 

1.2. The Council is responsible in law for ensuring that its financial management is adequate 

and effective and that the Council has a sound system of internal control which facilitates the 

effective exercise of the Council’s functions, including arrangements for the management of 

risk. 

1.3. The Council’s accounting control systems must include measures: 

• for the timely production of accounts;

• that provide for the safe and efficient safeguarding of public money;

• to prevent and detect inaccuracy and fraud; and

• identifying the duties of officers.

1.4. These financial regulations demonstrate how the Council meets these responsibilities and 

requirements. 

1.5. 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 

with proper practices. 

1.6. Deliberate or wilful breach of these Regulations by an employee may give rise to 

disciplinary proceedings. 

1.7. Members of Council are expected to follow the instructions within these Regulations and 

not to entice employees to breach them. Failure to follow instructions within these Regulations 

brings the office of Councillor into disrepute. 

1.8. The Responsible Financial Officer (RFO) holds a statutory office to be appointed by the 

Council. The Clerk has been appointed as RFO for this Council and these regulations will 

apply accordingly. 

1.9. The RFO; 

• acts under the policy direction of the Council;

• administers the Council's financial affairs in accordance with all Acts, Regulations and

proper practices;

• determines on behalf of the Council its accounting records and accounting control

systems;

• ensures the accounting control systems are observed;

• maintains the accounting records of the Council up to date in accordance with proper

practices;

Adopted: 11th April 2023 
Review date: April 2024
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• assists the Council to secure economy, efficiency and effectiveness in the use of its

resources; and

• produces financial management information as required by the Council.

1.10. The accounting records determined by the RFO shall be sufficient to show and explain 

the Council’s transactions and to enable the RFO to ensure that any income and expenditure 

account and statement of balances, or record of receipts and payments and additional 

information, as the case may be, or management information prepared for the Council from 

time to time comply with the Accounts and Audit Regulations1. 

1.11. The accounting records determined by the RFO shall in particular contain: 

• entries from day to day of all sums of money received and expended by the Council

and the matters to which the income and expenditure or receipts and payments

account relate;

• a record of the assets and liabilities of the Council; and

• wherever relevant, a record of the Council’s income and expenditure in relation to

claims made, or to be made, for any contribution, grant or subsidy.

1.12. The accounting control systems determined by the RFO shall include: 

• procedures to ensure that the financial transactions of the Council are recorded as

soon as reasonably practicable and as accurately and reasonably as possible;

• procedures to enable the prevention and detection of inaccuracies and fraud and the

ability to reconstruct any lost records;

• identification of the duties of officers dealing with financial transactions and division of

responsibilities of those officers in relation to significant transactions. The principle of

separation of duties will be observed wherever possible in respect of financial

transactions;

• procedures to ensure that uncollectable amounts, including any bad debts are not

submitted to the Council for approval to be written off except with the approval of the

RFO and that the approvals are shown in the accounting records; and

• measures to ensure that risk is properly managed.

1.13. The Council is not empowered by these Regulations or otherwise to delegate certain 

specified decisions. In particular any decision regarding: 

• setting the final budget or the precept (council tax requirement);

• approving accounting statements;

• approving an annual governance statement;

• borrowing;

• writing off bad debts;

• declaring eligibility for the General Power of Competence; and

• addressing recommendations in any report from the internal or external auditors,

1 Accounts and Audit (England) Regulations 2011/817 Adopted: 11th April 2023 
Review date: April 2024
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shall be a matter for the full Council only. 

1.14. In addition, the Council must: 

• determine and keep under regular review the bank mandate for all Council bank

accounts;

• approve any grant or a single commitment in excess of £2000; and

• in respect of the annual salary for any employee have regard to recommendations

about annual salaries of employees made by the relevant committee in accordance

with its terms of reference.

1.15. In these financial regulations, references to the Accounts and Audit Regulations or ‘the 

regulations’ shall mean the regulations issued under the provisions of section 27 of the Audit 

Commission Act 1998, or any superseding legislation, and then in force unless otherwise 

specified. 

In these financial regulations the term ‘proper practice’ or ‘proper practices’ shall refer to 

guidance issued in Governance and Accountability for Local Councils - a Practitioners’ Guide 

(England) issued by the Joint Practitioners Advisory Group (JPAG). 

2. Accounting and audit (internal and external)

2.1. All accounting procedures and financial records of the Council shall be determined by the 

RFO in accordance with the Accounts and Audit Regulations, appropriate guidance and proper 

practices. 

2.2. On a regular basis, at least once in each quarter, and at each financial year end, a member 

other than the Chairman [or a cheque signatory] shall be appointed to verify bank 

reconciliations (for all accounts) produced by the RFO. The member shall sign the 

reconciliations and the original bank statements (or similar document) as evidence of 

verification. This activity shall on conclusion be reported, including any exceptions, to and 

noted by the Council [Finance Committee]. 

2.3. The RFO shall complete the annual statement of accounts, annual report, and any related 

documents of the Council contained in the Annual Return (as specified in proper practices) as 

soon as practicable after the end of the financial year and having certified the accounts shall 

submit them and report thereon to the Council within the timescales set by the Accounts and 

Audit Regulations. 

2.4. The Council shall ensure that there is an adequate and effective system of internal audit 

of its accounting records, and of its system of internal control in accordance with proper 

practices. Any officer or member of the Council shall make available such documents and 

records as appear to the Council to be necessary for the purpose of the audit and shall, as 

directed by the Council, supply the RFO, internal auditor, or external auditor with such 

information and explanation as the Council considers necessary for that purpose. 

2.5. The Council’s system of internal controls shall cover the following:  

• Appointment of the Proper Officer & Responsible Financial Officer;
Adopted: 11th April 2023 
Review date: April 2024
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• Proper book-keeping and financial reporting arrangements;

• Financial Regulations & Standing Orders;

• Payment Controls (including use of Internet Banking);

• Risk Management Arrangements;

• Budgetary Controls;

• Income Controls;

• Petty Cash Controls;

• Payroll Controls;

• Capital Controls (covering asset management, investment & borrowings);

• Bank Reconciliation;

• Other areas identified from time to time in risk assessments

2.6. The internal auditor shall be appointed by and shall carry out the work in relation to internal 

controls required by the Council in accordance with proper practices. 

2.7. The internal auditor shall: 

• be competent and independent of the financial operations of the Council;

• report to Council in writing, or in person, on a regular basis with a minimum of one

annual written report during each financial year;

• to demonstrate competence, objectivity and independence, be free from any actual or

perceived conflicts of interest, including those arising from family relationships; and

• has no involvement in the financial decision making, management or control of the

Council

2.8. Internal or external auditors may not under any circumstances: 

• perform any operational duties for the Council;

• initiate or approve accounting transactions; or

• direct the activities of any Council employee, except to the extent that such employees

have been appropriately assigned to assist the internal auditor.

2.9. For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and 

‘independence’ shall have the same meaning as is described in proper practices. 

2.10. The RFO shall make arrangements for the exercise of electors’ rights in relation to the 

accounts including the opportunity to inspect the accounts, books, and vouchers and display 

or publish any notices and statements of account required by Audit Commission Act 1998, or 

any superseding legislation, and the Accounts and Audit Regulations. 

Adopted: 11th April 2023 
Review date: April 2024
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2.11. The RFO shall, without undue delay, bring to the attention of all Councillors any 

correspondence or report from internal or external auditors. 

3. Annual estimates (budget) and forward planning

3.1. The RFO must each year, by no later than November, prepare detailed estimates of all 

receipts and payments including the use of reserves and all sources of funding for the following 

financial year in the form of a budget to be considered by the [relevant committee and the] 

Council. 

3.3. 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. 

3.4. The Council shall fix the precept (council tax requirement), and relevant basic amount of 

Council tax to be levied for the ensuing financial year not later than by the end of January each 

year. The RFO shall issue the precept demand to the billing authority and shall supply each 

member with a copy of the approved annual budget. 

3.5. The approved annual budget shall form the basis of financial control for the ensuing year. 

4. Budgetary control and authority to spend

4.1. Expenditure on revenue items may be authorised up to the amounts included for that 

class of expenditure in the approved budget. This authority is to be determined by: 

• the Council for all items over £30,000;

• the Town Clerk, in conjunction with the Chair of the appropriate committee for items

£15,000 - £30,000

• the Town Clerk for items up to £15,000

Such authority is to be evidenced by a minute or by an authorisation slip duly signed by the 

Town Clerk, and where necessary also by the appropriate Chair. 

Contracts may not be disaggregated to avoid controls imposed by these regulations. 

4.2. No expenditure may be authorised that will exceed the amount provided in the revenue 

budget for that class of expenditure other than by resolution of the Council, or duly delegated 

committee. During the budget year and with the approval of Council having considered fully 

the implications for public services, unspent and available amounts may be moved to other 

budget headings or to an earmarked reserve as appropriate (‘virement’). 

4.3. Unspent provisions in the revenue or capital budgets for completed projects shall not be 

carried forward to a subsequent year. 

4.4. The salary budgets are to be reviewed at least annually in October for the following 

financial year and such review shall be evidenced by a hard copy schedule signed by the Clerk 

and the Chair of Council or relevant committee. The RFO will inform committees of any 

changes impacting on their budget requirement for the coming year in good time. 

Adopted: 11th April 2023 
Review date: April 2024
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4.5. In cases of extreme risk to the delivery of Council services, the clerk may authorise 

revenue expenditure on behalf of the Council which in the clerk’s judgement it is necessary to 

carry out. Such expenditure includes repair, replacement or other work, whether or not there 

is any budgetary provision for the expenditure, subject to a limit of £10000. The Clerk shall 

report such action to the Chair as soon as possible and to the Council as soon as practicable 

thereafter. 

4.6. No expenditure shall be authorised in relation to any capital project and no contract 

entered into or tender accepted involving capital expenditure unless the Council is satisfied 

that the necessary funds are available and the requisite borrowing approval has been 

obtained. 

4.7. All capital works shall be administered in accordance with the Council's Standing Orders 

and Financial Regulations relating to contracts. 

4.8. The RFO shall regularly provide the Council with a statement of receipts and payments 

to date under each head of the budgets, comparing actual expenditure to the appropriate date 

against that planned as shown in the budget. These statements are to be prepared monthly 

presented at the end of each financial quarter to Council and shall show explanations of 

material variances. For this purpose “material” shall be in excess of or 15% of the budget. 

4.9. Changes in earmarked reserves shall be approved by Council as part of the budgetary 

control process. 

5. Banking arrangements and authorisation of payments

5.1. The Council's banking arrangements, including the bank mandate, shall be made by the 

RFO and approved by the Council; banking arrangements may not be delegated to a 

committee. They shall be regularly reviewed for safety and efficiency.  

5.2. The RFO shall prepare a schedule of payments requiring authorisation by two of the 

Council’s Authorised Signatories. The Authorised Signatories shall review the schedule for 

compliance and, having satisfied itself shall authorise payment by signing the schedule. This 

shall be deemed as authorisation by the RFO or Town Clerk to activate the electronic 

payments using the Council’s Electronic Banking System. At every Council meeting the RFO 

shall present a full list of payments which have been authorised by the Authorised Signatories 

for formal ratification. 

5.3. All invoices for payment shall be examined, verified and certified by the RFO to confirm 

that the work, goods or services to which each invoice relates has been received, carried out, 

examined and represents expenditure previously approved by the Council. 

5.4. The RFO shall examine invoices for arithmetical accuracy and analyse them to the 

appropriate expenditure heading. The RFO shall take all steps to pay all invoices submitted. 

5.5. The Town Clerk (with the exception of 4.5 above) and RFO shall have delegated authority 

to authorise the payment of items only in the following circumstances: 

Adopted: 11th April 2023 
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a) If a payment is necessary to avoid a charge to interest under the Late Payment of

Commercial Debts (Interest) Act 1998, and the due date for payment is before the next

scheduled Meeting of Council, where the Clerk and RFO certify that there is no dispute

or other reason to delay payment, provided that a list of such payments shall be

submitted to the next appropriate meeting of Council [or finance committee];

b) An expenditure item authorised under 5.6 below (continuing contracts and

obligations) provided that a list of such payments shall be submitted to the next

appropriate meeting of Council [or finance committee]; or

c) Fund transfers within the Councils banking arrangements.

5.6. For each financial year the Clerk and RFO shall draw up a list of due payments which 

arise on a regular basis as the result of a continuing contract, statutory duty, or obligation 

(such as but not exclusively) Salaries, PAYE and NI, Superannuation Fund and regular 

maintenance contracts and the like for which Council may authorise payment for the year 

provided that the requirements of regulation 4.1 (Budgetary Controls) are adhered to, provided 

also that a list of such payments shall be submitted to the next appropriate meeting of Council. 

5.7. A record of regular payments made under 5.6 above shall be drawn up and be signed by 

two members on each and every occasion when payment is authorised - thus controlling the 

risk of duplicated payments being authorised and / or made. 

5.8. In respect of grants a duly authorised committee shall approve expenditure within any 

limits set by Council and in accordance with any policy statement approved by Council. Any 

Revenue or Capital Grant in excess of £2,000 shall before payment, be subject to ratification 

by resolution of the Council. 

5.9. Members are subject to the Code of Conduct that has been adopted by the Council and 

shall comply with the Code and Standing Orders when a decision to authorise or instruct 

payment is made in respect of a matter in which they have a disclosable pecuniary or other 

interest, unless a dispensation has been granted. 

5.10. The Council will aim to rotate the duties of members in these Regulations so that onerous 

duties are shared out as evenly as possible over time. 

5.11. Any changes in the recorded details of suppliers, such as bank account records, shall 

be approved in writing by the RFO. 

5.12. The Council shall retain a file with the details of all suppliers whose invoices are paid by 

regular Direct Debit. The nominated Councillor in 2.2 above shall take a random sample of 

invoices to ensure that the details match those held in the Council’s accounting software 

5.13. Bank Statements shall be received on a regular basis and reconciled with the Council’s 

Cashbook. A copy of the Bank Reconciliation for each month shall be presented to the Council 

as part of a monthly Financial Report. 
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6. Instructions for the making of payments

6.1. The Council will make safe and efficient arrangements for the making of its payments. 

6.2. Following authorisation under Financial Regulation 5 above, the Council, a duly delegated 

committee or, if so delegated, the Clerk or RFO shall give instruction that a payment shall be 

made. 

6.3. All payments shall be affected by cheque or other instructions to the Council's bankers, 

or otherwise, in accordance with a resolution of Council [or duly delegated committee]. 

6.4. Due to the volume of payments from the Council’s bank, the primary method of payment 

shall be via electronic banking as set out in 5.2 above. The schedule of payments shall be 

signed by two Authorised Signatories and those schedules shall then be presented to the next 

Council meeting for ratification 

6.5. In the event that a payment is required by cheque, they shall be signed by two Authorised 

Signatories. To indicate agreement between the details shown on the cheque and the invoice 

or other supporting documentation, the signatories shall each also initial the cheque 

counterfoil. 

6.6. If thought appropriate by the Council, payment for utility supplies (energy, telephone and 

water) and any National Non-Domestic Rates may be made by variable direct debit provided 

that the instructions are signed by two Authorised Signatories and any payments are reported 

to Council as made. The approval of the use of a variable direct debit shall be renewed by 

resolution of the Council at least every two years. 

6.7. If thought appropriate by the Council, payment for certain items may be made by banker’s 

Standing Order provided that the instructions are signed, or otherwise evidenced by two 

Authorised Signatories are retained and any payments are reported to Council as made. The 

approval of the use of a banker’s Standing Order shall be renewed by resolution of the Council 

at least every two years. 

6.8. If thought appropriate by the Council, payment for certain items may be made by BACS 

or CHAPS methods provided that the instructions for each payment are signed, or otherwise 

evidenced, by two authorised bank signatories, are retained and any payments are reported 

to Council as made. The approval of the use of BACS or CHAPS shall be renewed by 

resolution of the Council at least every two years. 

6.9. If thought appropriate by the Council payment for certain items may be made by internet 

banking transfer provided evidence is retained showing which members approved the 

payment. 

6.10. No employee or Councillor shall disclose any PIN or password, relevant to the working 

of the Council or its bank accounts, to any person not authorised in writing by the Council or 

a duly delegated committee. 

6.11. Regular back-up copies of the records on any computer shall be made and shall be 

stored securely away from the computer in question, and preferably remotely. 
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6.12. The Council, and any members using computers for the Council’s financial business, 

shall ensure that anti-virus, anti-spyware and firewall software with automatic updates, 

together with a high level of security, is used. 

6.13. Where internet banking arrangements are made with any bank, the RFO shall be 

appointed as the Service Administrator. The bank mandate approved by the Council shall 

identify a number of Councillors who will be authorised to approve transactions on those 

accounts.  

6.14. Access to any internet banking accounts will be directly to the access page (which may 

be saved under “favourites”), and not through a search engine or e-mail link. Remembered or 

saved passwords facilities must not be used on any computer used for Council banking work. 

Breach of this Regulation will be treated as a very serious matter under these regulations. 

6.15. Changes to account details for suppliers, which are used for internet banking may only 

be changed on written hard copy notification by the supplier and supported by authority for 

change signed by two Authorised Signatories. A programme of regular checks of standing 

data with suppliers will be followed. 

6.16. Any Debit Card issued for use will be specifically restricted to the Clerk and will also be 

restricted to a single transaction maximum value of £5000 unless authorised by Council. 

6.17. A pre-paid debit card may be issued to employees with varying limits. These limits will 

be set by the Council. Transactions and purchases made will be reported to the Council and 

authority for topping-up shall be at the discretion of the Council. 

6.18. Any corporate credit card or trade card account opened by the Council will be specifically 

restricted to use by the Clerk and shall be subject to automatic payment in full at each month-

end. Personal credit or debit cards of members or staff shall not be used under any 

circumstances. 

6.19. The RFO may provide petty cash to officers for the purpose of defraying operational and 

other expenses. Vouchers for payments made shall be forwarded to the RFO with a claim for 

reimbursement. 

a) The RFO shall maintain a petty cash float of £300 for the purpose of defraying

operational and other expenses. Vouchers for payments made from petty cash shall

be kept to substantiate the payment.

b) Income received must not be paid into the petty cash float but must be separately

banked, as provided elsewhere in these regulations.

c) Payments to maintain the petty cash float shall be shown separately on the schedule

of payments presented to Council under 5.2 above.
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7. Payment of salaries

7.1. As an employer, the Council shall make arrangements to meet fully the statutory 

requirements placed on all employers by PAYE and National Insurance legislation. The 

payment of all salaries shall be made in accordance with payroll records and the rules of PAYE 

and National Insurance currently operating, and salary rates shall be as agreed by Council, or 

duly delegated committee. 

7.2. Payment of salaries and payment of deductions from salary such as may be required to 

be made for tax, national insurance and pension contributions, or similar statutory or 

discretionary deductions must be made in accordance with the payroll records and on the 

appropriate dates stipulated in employment contracts, provided that each payment is reported 

to the next available Council meeting, as set out in these regulations above. 

7.3. No changes shall be made to any employee’s pay, emoluments, or terms and conditions 

of employment without the prior consent of the Council. 

7.4. Each and every payment to employees of net salary and to the appropriate creditor of the 

statutory and discretionary deductions shall be recorded in a separate confidential record 

(confidential cash book). This confidential record is not open to inspection or review (under 

the Freedom of Information Act 2000 or otherwise) other than: 

a) by any Councillor who can demonstrate a need to know;

b) by the internal auditor;

c) by the external auditor; or

d) by any person authorised under Audit Commission Act 1998, or any superseding

legislation.

7.5. The total of such payments in each calendar month shall be reported with all other 

payments as made as may be required under these Financial Regulations, to ensure that only 

payments due for the period have actually been paid. 

7.6. An effective system of personal performance management should be maintained for the 

senior officers. 

7.7. Any termination payments shall be supported by a clear business case and reported to 

the Council. Termination payments shall only be authorised by Council. 

8. Loans and investments

8.1. All borrowings shall be affected in the name of the Council, after obtaining any necessary 

borrowing approval. Any application for borrowing approval shall be approved by Council as 

to terms and purpose. The application for borrowing approval, and subsequent arrangements 

for the loan shall only be approved by Full Council. 
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8.2. Any financial arrangement which does not require formal borrowing approval from the 

Secretary of State/Welsh Assembly Government (such as Hire Purchase or Leasing of 

tangible assets) shall be subject to approval by the Full Council. In each case a report in writing 

shall be provided to Council in respect of value for money for the proposed transaction. 

8.3. The Council will arrange with the Council’s banks and investment providers for the 

sending of a copy of each statement of account to the RFO. 

8.4. All loans and investments shall be negotiated in the name of the Council and shall be for 

a set period in accordance with Council policy. 

8.5. The Council shall consider the need for an Investment Strategy and Policy which, if drawn 

up, shall be in accordance with relevant regulations, proper practices and guidance. Any 

Strategy and Policy shall be reviewed by the Council at least annually. 

8.6. All investments of money under the control of the Council shall be in the name of the 

Council. 

8.7. All investment certificates and other documents relating thereto shall be retained in the 

custody of the RFO. 

8.8. Payments in respect of short term or long-term investments, including transfers between 

bank accounts held in the same bank, or branch, shall be made in accordance with Regulation 

5 (Authorisation of payments) and Regulation 6 (Instructions for payments). 

9. Income

9.1. The collection of all sums due to the Council shall be the responsibility of and under the 

supervision of the RFO. 

9.2. Particulars of all charges to be made for work done, services rendered or goods supplied 

shall be agreed annually by the Council, notified to the RFO and the RFO shall be responsible 

for the collection of all accounts due to the Council. 

9.3. The Council will review all fees and charges at least annually, following a report of the 

Town Clerk. 

9.4. Any sums found to be irrecoverable and any bad debts shall be reported to the Council 

and shall be written off in the year. 

9.5. All 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 of the Council. 
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9.8. The RFO shall promptly complete any VAT Return that is required. Any repayment claim 

due in accordance with VAT Act 1994 section 33 shall be made at least annually coinciding 

with the financial year end. 

9.9. Where any significant sums of cash are regularly received by the Council, the RFO shall 

take such steps as are agreed by the Council to ensure that more than one person is present 

when the cash is counted in the first instance, that there is a reconciliation to some form of 

control such as ticket issues, and that appropriate care is taken in the security and safety of 

individuals banking such cash. 

10. Orders for work, goods and services

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 shall 

be retained. 

10.2. Order books shall be controlled by the RFO. 

10.3. 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, usually by obtaining three or more 

quotations or estimates from appropriate suppliers, subject to any de minimis provisions in 

Regulation 11.1 below. 

10.4. A member may not issue an official order or make any contract on behalf of the Council. 

10.5. The RFO shall verify 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 shall 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. Contracts

11.1. Procedures as to contracts are laid down as follows: 

a) Every contract shall comply with these Financial Regulations, and no exceptions

shall be made otherwise than in an emergency provided that this regulation need not

apply to contracts which relate to items (i) to (vi) below:

i. for the supply of gas, electricity, water, sewerage and telephone services;

ii. for specialist services such as are provided by legal professionals acting in

disputes;

iii. for work to be executed or goods or materials to be supplied which consist

of repairs to or parts for existing machinery or equipment or plant;

iv. for work to be executed or goods or materials to be supplied which constitute

an extension of an existing contract by the Council;
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v. for additional audit work of the external auditor up to an estimated value of

£500 (in excess of this sum the Clerk and RFO shall act after consultation with

the Chairman and Vice Chairman of Council); and

vi. for goods or materials proposed to be purchased which are proprietary

articles and / or are only sold at a fixed price.

b) Where the Council intends to procure or award a public supply contract, public

service contract or public works contract as defined by The Public Contracts

Regulations 2015 (“the Regulations”) which is valued at £25,000 or more, the Council

shall comply with the relevant requirements of the Regulations2.

c) The full requirements of The Regulations, as applicable, shall be followed in respect

of the tendering and award of a public supply contract, public service contract or public

works contract which exceed thresholds in The Regulations set by the Public Contracts

Directive 2014/24/EU (which may change from time to time)3.

d) When applications are made to waive Financial Regulations relating to contracts to

enable a price to be negotiated without competition the reason shall be embodied in a

recommendation to the Council.

e) Such invitation to tender shall state the general nature of the intended contract and

the Clerk shall obtain the necessary technical assistance to prepare a specification in

appropriate cases. The invitation shall in addition state that tenders must be addressed

to the Clerk in the ordinary course of post. Each tendering firm shall be supplied with

a specifically marked envelope in which the tender is to be sealed and remain sealed

until the prescribed date for opening tenders for that contract.

f) All sealed tenders shall be opened at the same time on the prescribed date by the

Clerk in the presence of at least one member of Council.

g) Any invitation to tender issued under this regulation shall be subject to Standing

Orders of the Counciland shall refer to the terms of the Bribery Act 2010.

h) When it is to enter into a contract of less than £25,000 in value for the supply of

goods or materials or for the execution of works or specialist services other than such

goods, materials, works or specialist services as are excepted as set out in paragraph

(a) the Clerk or RFO shall obtain 3 quotations (priced descriptions of the proposed

supply); where the value is below £3,000 the Clerk or RFO shall strive to obtain 3

estimates. Otherwise, Regulation 10.3 above shall apply.

i) The Council shall not be obliged to accept the lowest or any tender, quote or

estimate.

2 The Regulations require councils to use the Contracts Finder website to advertise contract opportunities, set out the 
procedures to be followed in awarding new contracts and to publicise the award of new contracts 
3 Thresholds currently applicable are: 

a) For public supply and public service contracts 209,000 Euros (£181,302)
b) For public works contracts 5,225,000 Euros (£4,551,413) Adopted: 11th April 2023 
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j) Should it occur that the Council, or duly delegated committee, does not accept any

tender, quote or estimate, the work is not allocated and the Council requires further

pricing, provided that the specification does not change, no person shall be permitted

to submit a later tender, estimate or quote who was present when the original decision-

making process was being undertaken.

12. Payments under contracts for building or other construction works

12.1. Payments on account of the contract sum shall be made within the time specified in the 

contract by the RFO upon authorised certificates of the architect or other consultants engaged 

to supervise the contract (subject to any percentage withholding as may be agreed in the 

particular contract). 

12.2. Where contracts provide for payment by instalments the RFO shall maintain a record of 

all such payments. In any case where it is estimated that the total cost of work carried out 

under a contract, excluding agreed variations, will exceed the contract sum of 5% or more a 

report shall be submitted to the Council. 

12.3. Any variation to a contract or addition to or omission from a contract must be approved 

by the Council and Clerk to the contractor in writing, the Council being informed where the 

final cost is likely to exceed the financial provision. 

13. Stores and equipment

13.1. The officer in charge of each section shall be responsible for the care and custody of 

stores and equipment in that section. 

13.2. Delivery notes shall be obtained in respect of all goods received into store or otherwise 

delivered and goods must be checked as to order and quality at the time delivery is made. 

13.3. Stocks shall be kept at the minimum levels consistent with operational requirements. 

13.4. The RFO shall be responsible for periodic checks of stocks and stores at least annually. 

14. Assets, properties and estates

14.1. The Clerk shall make appropriate arrangements for the custody of all title deeds and 

Land Registry Certificates of properties held by the Council. The RFO shall ensure a record is 

maintained of all properties held by the Council, recording the location, extent, plan, reference, 

purchase details, nature of the interest, tenancies granted, rents payable and purpose for 

which held in accordance with Accounts and Audit Regulations. 

14.2. No tangible moveable property shall be purchased or otherwise acquired, sold, leased 

or otherwise disposed of, without the authority of the Council, together with any other consents 

required by law, save where the estimated value of any one item of tangible movable property 

does not exceed £15,000. 
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14.3. No real property (interests in land) shall be sold, leased or otherwise disposed of without 

the authority of the Council, together with any other consents required by law. In each case a 

report in writing shall be provided to Council in respect of valuation and surveyed condition of 

the property (including matters such as planning permissions and covenants) together with a 

proper business case (including an adequate level of consultation with the electorate). 

14.4. No real property (interests in land) shall be purchased or acquired without the authority 

of the full Council. In each case a report in writing shall be provided to Council in respect of 

valuation and surveyed condition of the property (including matters such as planning 

permissions and covenants) together with a proper business case (including an adequate level 

of consultation with the electorate). 

14.5. Subject only to the limit set in Regulation 14.2 above, no tangible moveable property 

shall be purchased or acquired without the authority of the full Council. In each case a report 

in writing shall be provided to Council with a full business case. 

14.6. The RFO shall ensure that an appropriate and accurate Register of Assets and 

Investments is kept up to date. The continued existence of tangible assets shown in the 

Register shall be verified at least annually, possibly in conjunction with a health and safety 

inspection of assets. 

15. Insurance

15.1. Following the annual risk assessment (per Regulation 17), the RFO shall effect all 

insurances and negotiate all claims on the Council's insurers. 

15.2. The Clerk shall give prompt notification to the RFO of all new risks, properties or vehicles 

which require to be insured and of any alterations affecting existing insurances. 

15.3. The RFO shall keep a record of all insurances effected by the Council and the property 

and risks covered thereby and annually review it. 

15.4. The RFO shall be notified of any loss liability or damage or of any event likely to lead to 

a claim and shall report these to Council at the next available meeting. 

15.5. All appropriate members and employees of the Council shall be included in a suitable 

form of security or fidelity guarantee insurance which shall cover the maximum risk exposure 

as determined annually by the Council, or duly delegated committee. 

16. Risk management

16.1. The Council is responsible for putting in place arrangements for the management of risk. 

The Clerk with the RFO shall prepare, for approval by the Council, risk management policy 

statements in respect of all activities of the Council. Risk policy statements and consequential 

risk management arrangements shall be reviewed by the Council at least annually. 

16.2. When considering any new activity, the Clerk with the RFO shall prepare a draft risk 

assessment including risk management proposals for consideration and adoption by the 

Council.  
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17. Suspension and revision of Financial Regulations

17.1. It shall be the duty of the Council to review the Financial Regulations of the Council from 

time to time. The Clerk shall make arrangements to monitor changes in legislation or proper 

practices and shall advise the Council of any requirement for a consequential amendment to 

these Financial Regulations. 

17.2. The Council may, by resolution of the Council duly notified prior to the relevant meeting 

of Council, suspend any part of these Financial Regulations provided that reasons for the 

suspension are recorded and that an assessment of the risks arising has been drawn up and 

presented in advance to all members of Council. 

Adopted: 11th April 2023 
Review date: April 2024

28



Contact details : 1 Hembling Terrace, Mill Lane, Suffolk, IP13 0PP 
Tel: 07732 681125 

Email: heather@heelis.eu 

Heather Heelis Dip HE Local Policy FILCM 
Lynne Lodge Dip HE Local Policy 

1 

HEELIS&LODGE 
Local Council Services • Internal Audit 

Interim Internal Audit Report for Biggleswade Town Council – 2023/2024 

The following Internal Audit was carried out on the adequacy of systems of control in accordance with the 

requirements of the Audit and Accounts Regulations 2015 and the guidance and instruction in the 
Practitioners Guide 2023.  The following recommendations/comments have been made: 

Proper book-keeping Cash Book, regular reconciliation of books and bank statements.  Supporting 
vouchers, invoices and receipts 

All were found to be in order. VAT payments are tracked and identified within 
the accounts. The Council hold the General Power of Competence and the power 
of the Local Government Act s137 does not apply.   

The cashbook is referenced providing a clear audit trail.  Supporting paperwork 
is in place and well referenced.  The Council use the Rialtas Omega accounting 
package.   

Financial regulations Standing Orders and Financial Regulations 
Tenders 
Appropriate payment controls including acting within the legal framework with 

reference to council minutes 
Identifying VAT payments and reclamation 
Cheque books, paying in books and other relevant documents 

Standing Orders in place:  Yes 
Reviewed:  11/4/2023 (Ref: 9.a) 

Financial Regulations in place: Yes 
Reviewed:  11/4/2023 (Ref: 9.a) 

VAT reclaimed during the year: Yes Registered: Yes 

The VAT return for the period 1/4/2023 – 30/6/2023 has been submitted.  A 
further examination will take place at the year end audit. 

General Power of Competence:  Yes Adopted: 16/5/2023 (Ref: 14.a) 

There was no evidence of tenders during the year that exceeded the £25,000 
Public Contract Regulations threshold. 

Appendix B

29



Contact details : 1 Hembling Terrace, Mill Lane, Suffolk, IP13 0PP 
Tel: 07732 681125 

Email: heather@heelis.eu 
 

Heather Heelis Dip HE Local Policy FILCM 
Lynne Lodge Dip HE Local Policy 

 

2 

 
 The following policies were reviewed: 
 

 Lost and Found Children & Vulnerable Adults (11/7/2023 – 9.b) 
 Commemorative Memorials and Benches (27/6/2023 – 11.c) 
 Risk Management (13/6/2023 – 9.c)  
 Scheme of Delegation (11/4/2023 - 9.a) 
 Grants (21/3/2023 F&GP – 9.a) 

 
Risk Assessment Appropriate procedures in place for the activities of the council 
 Compliance with Data Protection regulations 
 

 Risk Assessment document in place:   Yes  
 Data Protection registration:  Yes (Ref: Z125722X)  
 
 Data Protection 
 The General Data Protection Regulations have changed and the new Regulations 

came into force on 25 May 2018.  It is likely that this will affect the way in which 
the Council handles its data.  Due to the financial risk associated with the 
General Data Protection Regulations, the Council have included this in their Risk 
Assessment. 

 
 Privacy Policy published: Yes 
 
 Insurance was in place for the year of audit and reviewed at a meeting held on 

21/3/2023 (Ref: F&GP 9.e).  The Risk Management document was reviewed at a 
meeting held on 18/7/2023 (Ref: F&GP 10.f). The Risk Management document is 
comprehensive and thorough with a risk rating and risk reduction strategies.   

 
 The Council have effective internal financial controls in place.  The Clerk and 

Finance Manager provide comprehensive financial reports to council meetings 
which include: 

  
 Balance Sheet 
 Detailed Income & Expenditure 
 Payments Listing 
 Summary Income & Expenditure 

 
 Councillors are provided with information to enable them to make informed 

decisions.   
 
 Bank mandates were reviewed updated at a meeting held on 25/7/2023 (Ref: 

9.a) reflecting changes in staff and relevant access to the accounts.  
 
 Bank signatories were reviewed and approved at a meeting held on 23/5/2023 

(Ref: 9.d) and again on 13/6/2023 (Ref: 9.f). 
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 It is noted that there is a rota of councillors from the F&GP Committee that 
review the bank reconciliations to the accounting reports on a quarterly basis.  
The findings are reported at the next F&GP Committee meeting.  

 
 It is noted that the authorisation limits, as stated in Financial Regulation 4.1 are 

as follows: 
 

 The Council for all items over £30,000 
 The Town Clerk, in conjunction with the Chair of the appropriate committee 

for items £15,000 - £30,000  
 The Town Clerk for items up to £15,000 

 
 It is noted that there is one multipay card, held by the Clerk.  It may be worth 

considering, as part of the risk review, a second card holder to ensure business 
continuity should the Clerk not be available for a period of time.    

 
 Fidelity Cover: £2,000,000 
 
 The level of Fidelity cover is within the recommended guidelines of year end 

balances plus 50% of the precept ie £694,528 + £766,620 = £1,461,148..  
 

Transparency  Under the Transparency code for smaller authorities, smaller councils with 
income/expenditure under £25,000 should publish on their website from 1 April 
2015:  

 
 Smaller Council: No  
 Website: https://biggleswadetowncouncil.gov.uk/ 

 
 The Council is not subject to the requirements of the Transparency Code for 

smaller Councils.  The Transparency Code for Councils with a turnover exceeding 
£200,000 is not covered as part of the Internal Audit.  

 
 Under The Accounts & Audit Regulations 2015 15 councils must publish on 

their website: 
 
 External audit report 

 2023 Annual Return, Section One Published – Yes  
 2023 Annual Return, Section Two Published – Yes  
 2023 Annual Return, Section Three Published – Yes 
 

 Under The Accounts & Audit Regulations councils must publish on their 
website: 

 
 Notice of period for the exercise of public rights 

 Published – Yes  
 

 Period of Exercise of Public Rights  
 
 Start Date   5/6/2023  End Date   14/7/2023 
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 Under the requirements of the Accounts and Audit Regulations 2015 

13(2b) council are required to display AGARs for the five years 2018-19, 2019-
20, 2020-21, 2021-22 and 2022-23 on their website. 

 
 The Council have published 4 years of AGARs and have yet to meet the 

publication requirements.  
 
 Recommendation: To publish the 2018-2019 AGAR in order to complete the 5 

years published AGARs as required by the Accounts and Audit Regulations 2015 
13 (b).  

 
 Recommendation: To ensure that complete AGARS are published on the 

website for the past 5 years ie: 
 
 Section 1 – Annual Governance Statement 
 Section 2 – Accounting Statements 
 Section 3 – External Audit Opinion 
 
Budgetary controls Verifying the budgetary process with reference to council minutes and 
supporting documents 

 
 Precept: £1,533,241  (2023-2024)  Date: 24/1/2023 (Ref: 9.a) 
 

 Effective budgetary procedures are in place. The precept was agreed in full 
council and the precept decision and amount has been clearly minuted. The 
Clerk ensures the council are aware of responsibilities, commitments, forward 
planning and the need for adequate reserves. Budget papers are prepared to 
ensure councillors have sufficient information to make informed decisions. 
Budgets are monitored during the year. 

 
Income controls Precept and other income, including credit control mechanisms 
 
 All were found to be in order. Income controls were checked and a sample of 

income received and banked cross referenced with the Cash Book and bank 
statements. 

 
 Aside from the precept the Council generates income streams from the 

following: 
 

 Allotments 
 Orchard Centre 
 Cemetery 
 Car parking 
 Playing field hire 
 Markets  
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 Tenancy agreements are in place for allotment holders and fees are collected 
annually. A refundable deposit of £50 is held for the duration of the tenancy.  

  
 Invoices are produced via Rialtas for allotments, Orchard Centre, burials and 

facility hire. 
 
 Cash raised through market rents are banked promptly. An audit trail of a 

sample of market rents paid in cash was carried out and all was found to be in 
order.  

 
 The hire agreement for the Orchard Centre was reviewed and approved at a 

meeting held on 21/3/2023 (Ref: F&GP 9.b). 
 
Petty Cash Associated books and established system in place 
 
 A satisfactory petty cash system is in place with supporting paperwork. A sample 

of receipts were examined from April 2023 to September 2023 and cross 
referenced with vouchers and the cash book.  Regular reconciliations are 
undertaken which are reviewed by the Finance Manager and the Town Clerk. 

 
 Petty Cash limit: £300 (Financial Regulation 6.19). 
 
 It is noted that, on occasion, income received is paid into petty cash eg parking 

permit, charity stall.  In accordance with Financial Regulation 6.19.b, all income 
should be banked separately.  However, it is noted that obtaining cash for petty 
cash accounts is becoming increasingly difficult. 

 
Payroll controls PAYE and NIC in place where necessary. 

 Compliance with Inland Revenue procedures 
 Records relating to contracts of employment 
 

 PAYE System in place:  Yes  
 
 The Council continue to operate RTI in accordance with HMRC regulations. 

Payroll is outsourced. Eligible employees have joined the nominated pension 
scheme.  A further detailed examination will be carried out as part of the year 
end Internal Audit.  

 

Asset control Inspection of asset register and checks on existence of assets 
 Cross checking on insurance cover  
 

 A separate asset register is in place. Values are recorded at cost value. The total 
value of assets are recorded at 31/3/2023 stood at £3,157,865.  The figure in 
the asset register corresponds with the figure in Section 2, Box 9 of the 2023 
AGAR. It is noted that whilst the Council depreciates assets, this is not reflected 
in the AGAR figure.  
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Bank Reconciliation Regularly completed and cash books reconcile with bank statements 
 
 All were in order. Bank Reconciliations are carried out regularly. The bank 

statements reconciled with the end of year accounts and bank reconciliations for 
all accounts.  

 
 Bank Balances at 30 September 2023 were confirmed as: 
 
 PSDF   xxxxxxx001PC  £738,059.60 
 PSDF   xxxxxxx002PC  £213,780.00 
 Unity Trust (payroll) xxxx8389  £32,730.57 
 Unity Trust   xxxx8376  £508,854.47 
 
 Interest from the PSDF accounts is credited directly to the current account. 
 
Reserves General Reserves are reasonable for the activities of the Council  

 Earmarked Reserves are identified 
 
 The Council have adequate general reserves of £348,886 at 30/9/2023 and have 

identified earmarked reserves in in their accounts. A Reserves Policy is in place 
identifying the level of general reserves held, which should not exceed the 
precept amount.  It is suggested that the policy published on the website is 
updated with the 2023 year end figures.  

 
 The Council currently have 5 Public Work Loan Board loans amounting to 

£510,692 as at 30/9/2023.   
 
Year-end procedures Appropriate accounting procedures are used and can be followed through from 

working papers to final documents 
 Verifying sample payments and income 
 Checking creditors and debtors where appropriate. 

 
 To be carried out at the year end audit. 
 
Sole Trustee The Council has met its responsibilities as a trustee 

 

 The Council is the sole trustee of the Public Recreation Ground (Henry Martin 
Lindsell Bequest). Charity Number: 231489. 

 
 The last annual submission of the accounts was 11/10/2022 for the 2021 

financial year (calendar year).  It was reported that there were no financial 
transactions during the year.  

 
 It is noted that the Charity accounts are currently included in the Town Council 

accounts and that steps are being taken to separate the Town Council from the 
Charity.  
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This should include:   
 

 Separate accounts for the Charity 
 A separate bank account in the Charity’s name 
 Removal of the Charity’s income and expenditure from the Town Council’s 

year end accounts and the figures presented for the 2023-2024 AGAR 
 The Council should acknowledge the Charity on the 2023-2024 AGAR: 

 
o Section 2 – Boxes 11.a and 11.b  
o Section 1 – Box 9 

 

Internal Audit  
Procedures  The 2023 Final Internal Audit report was considered by the Council at a meeting 

held on 25/4/2023 (Ref: 12.a).  The second Interim report was considered at a 
meeting held on 11/4/2023 (Ref: 9.b). 

 
 A review of the effectiveness of the Internal Audit was carried out on 21/3/2023 

(Ref: 12.d). 
 
 Heelis & Lodge were appointed as Internal Auditor at a meeting held on 

21/3/2023 (Ref: 12.d). 
 
 External Audit The Council formally approved the 2023 AGAR at a meeting of the full Council 

held on 25/4/2023 (Ref: 12.b.i & 12.b.ii). 
 
 The External Auditor’s report was considered at a meeting held on 8/8/2023 

(Ref: 9.a). 
 
 There were no matters arising from the External Audit. 
 

  
Additional Comments/Recommendations 

 
 The Annual Town Council meeting was held on 16/5/2023.  The first item of business was the 

Election of Mayor, in accordance with Standing Orders.  
 It is a requirement for either pages or minute items to be sequentially numbered for minutes kept 

in loose-leaf format.  It is recommended that this is implemented as soon as possible. 

 There are no additional comments/recommendations to make in relation to this audit. 
 I would like to record my appreciation to the Head of Finance and the Town Council staff for their 

assistance during the course of the audit work and the quality of documentation presented for the 

audit.  

 
Heather Heelis 

Heelis & Lodge 
11 October 2023 
 

  

35



36



BIGGLESWADE TOWN COUNCIL 
Finance and General Purposes 5th December 2023 

Interim finance report for Mayoral Activities 

Implications of Recommendations 
Corporate Strategy: Good Governance – ensure that the Town Council continues to operate 
within legislation, regulation, ethical guidelines and best practice. 
Finance: Not applicable. 
Equality: Not applicable. 
Environment: Not applicable. 
Community Safety: Not applicable. 

Background: 

At the 10th of October Town Council meeting, Members sanctioned the new Civic Functions, Town 
Mayor’s Expenses and Town Mayor’s Charitable Activities Policy. Within this new policy, there is a 
clearly defined requirement to report the first half of the Municipal year’s financial activities to Town 
Council: 

REPORTING AND MONITORING PROCEDURES: 

The Head of Finance will provide a half yearly projected outturn to Council for all three budgets. 
Information will also be included as part of the monthly projection to Council and in the detailed 
expenditure report under our transparency headings. 

As this will be the first report, Officers are presenting this paper to Finance and General Purposes 
initially for comments and suggestions. When an agreed format has been reached, the report can be 
refined and then delivered to the Town Council on the 12th of December. 

Civic Functions 

Remembrance Sunday: 

This was held on the 12th November, with a service held in the Town Centre of Biggleswade. It 
was a suitably respectful event to commemorate British service members who have died in wars 
and other military conflict since the onset of World War One. 

For the Town Council to hold a Remembrance Sunday event there are naturally expenses, as 
summarised in this table: 

Expense Value (£) 
Catering from Maple Tree Catering 181 
Rolling mat for the service 62 
Cable ties 12 
British Sign Language service provided by Collette Burgess 120 
Sound system provided by Nick Gurney 295 
Photography services provided by June Essex 113 
Booklets for the service provided by The Lion Press 470 
 Total expenses incurred for Remembrance Sunday 1,214 

The projected outturn for this event is therefore £1,214. 

F&GP 05/12/23
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Town Mayor’s Expenses and Charitable Activities (combined) 
 
First Charitable Activity – Quiz night: 
 
This was held on Wednesday, 2nd August at The Rose Public House in Biggleswade. It was a 
well-attended evening with music, supper and of course, a quiz. Tickets were £5 per person, with 
the proceeds to be given to The Mayor’s three chosen charities, Sue Ryder St John’s Hospice, 
MIND: for better Mental Health and Tourettes Action. 
The total income from this event was £923. This was from tickets sold and extra donations at the 
event. 
 
Second Charitable Activity – Green Wheel Walk: 
 
This was held on Saturday, 23rd September, completing a four-mile walk on The Green Wheel 
in Biggleswade. It was a well-attended, relaxed morning commencing at the Dan Albone car park 
and finishing at the White Hart car park after a fun walk in glorious weather. Tickets were £5 per 
person, with the proceeds to be given to The Mayor’s three chosen charities, Sue Ryder St John’s 
Hospice, MIND: for better Mental Health and Tourettes Action. 
The total income from this event was £404. This was from tickets sold and extra donations at the 
event. 
 
Third Charitable Activity – Curry and Elvis Night: 
 
This was held on Wednesday, 4th October, at The Biggles Lounge in Biggleswade. It was a very 
well-attended evening, eating a set four course meal and listening to live Elvis Presley 
impersonator music. Tickets were £40 per person, with the proceeds to be given to The Mayor’s 
three chosen charities, Sue Ryder St John’s Hospice, MIND: for better Mental Health and 
Tourettes Action. 
The total income from this event was £1,815. This was from tickets sold and extra donations at 
the event. 
 
Financial Summary for Municipal Half-Year results (early May – 12th November) 
 
Income from Quiz Night £923  
Expenditure for Quiz Night £(7)  
Profit from Quiz Night  £916 
Income from Green Wheel Walk £404  
Expenditure for Green Wheel Walk £(29)  
Profit from Green Wheel Walk  £375 
Income from Curry and Elvis Night £1,815  
Expenditure for Curry and Elvis Night £(352)  
Profit from Curry and Elvis Night  £1,463 
Total Profit from Charitable Activities  £2,754 
Other Expenditure   
Mayor’s board engraving £(195)  
Profit from Mayor’s Expenses and Charitable Activities  £2,559 

 
The projected outturn for this overall cost centre is £2,250. Any income made from events will be paid 
across to the Mayor’s charities before the end of the Municipal year. 
 

Recommendation: 
 
That Members consider the format and layout of the report prior to the paper being shared at Town 
Council on the 12th December. 

 
 
Rob Youngs 
Head of Finance and Deputy RFO 
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BIGGLESWADE TOWN COUNCIL 
Finance and General Purposes 5th December 2023 

Fleet and Mower Replacement Update Report 

Implications of Recommendations 
Corporate Strategy:  Ensure that the Town Council continues to operate within legislation, 
regulation, ethical guidelines and best practice. Seek to support environmentally friendly transport 
options. 
Finance: The proposed replacements are growth items which will impact future budgets. 
Equality: Not applicable. 
Environment: Not applicable. 
Community Safety: Not applicable. 

Background 

The Town Council’s Fleet and Mower replacement are routinely discussed at key points every financial 
year. The fleet and mower are well maintained, but to achieve this is increasingly expensive and 
occasionally leaves the Public Realm team without key vehicles as the repair and maintenance time 
increases. 

Assessment 

The fleet and mower replacements (including the yet to procure capital reserves mower) which were 
discussed at the Members’ and Officers’ Precept Growth meeting on 31st October, are listed below. 
These were Officer recommendations for inclusion in next financial year’s budget. The principle 
assumed is for replacements to be undertaken by leasing for four years with a maintenance package. 
All leasing costs are indicative and based on received quotes, which are maturing, although Officers 
can go back to the market if necessary.  

The following six decisions represent the culmination of the current assessment; 

Decision one: The Ford vehicle MA 13 UCN to be replaced with a new Ford Transit double cab. The 
vehicle will likely fail next financial year due to its age, as fitting a second new transmission would be 
uneconomical. The future maintenance cost could be an indicative £4,000 per annum. The new Ford 
Transit flat bed truck leasing cost is £5,148 per annum. Recommended by the Public Realm (PR) 
Manager. 

Decision two: The Kubota KX 68 AXU to be replaced with a new Ford Transit single cab. The vehicle 
has failed this year due to routinely pulling circa 1 tonne weight of water. The new Ford is better 
engineered to pull heavy loads. Current secondary leasing costs are £139 per annum, the new Ford 
costs are £4,668 which means a difference of £4,529 per annum. Recommended by the PR Manager. 

Decision three: The Isuzu KV 67 FPJ to be replaced with a new Maxxus Electric Vehicle (EV). This 
will provide new fleet resilience as the Town Council moves to a more sustainable carbon footprint. 
The Isuzu costs are £3,000 per annum and once part exchanged, the new Maxxus costs are £5,148, 
which means there would be a difference of £2,148 per annum. Recommended by the PR Manager 
due to lower running costs and reputational boost evidencing our environmental credentials. 

Decision four: Keep the Isuzu Long Wheelbase LN 67 FPJ for another 12 months. Although too long 
for town maneuverability, the tail lift feature is essential for health and safety. The leasing costs for 
this are £5,125 per annum. Recommended by the PR Manager to not change this year due to useful 
tail lift feature. 

Decision five: Keep the Kubota LT 71 ZCL for another 12 months. The leasing costs are £139 per 
annum. Recommended by the PR Manager to not change the vehicle as it is young and in good 
condition.  

F&GP 05/12/23
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Decision six: The existing Condor specialist mower, due to it being over 30 years old is unrepairable, 
as parts no longer exist. This mower is used for the narrow specialist work across the town including 
mowing along the Ivel river. As discussed at the 31st October meeting, a new specialist mower should be 
procured using capital reserves at an indicative £8,000. To confirm, this cannot be leased. 
 
Summary 
 
Fig 1: Officers’ recommended requests in order of preference, includes indicative leasing costs with 
maintenance, for 2023-24 and 2024-25. Excludes tax and associated costs. 
 

Current State Vehicle and 
Replacement  

2023-2024 
Leasing costs (£) 

2024-25 Leasing 
costs (£) 

2024-2025 Growth 
(£) 

Ford SUV replaced by Ford 
double cab Transit 0 5,148 5,148 

Kubota 68 reg replaced by Ford 
single cab 139 4,668 4,529 

Isuzu SUV replaced by Maxxus 
EV 3,000 5,148 2,148 

Isuzu LWB Keep 5,125 5,125 0 

Kubota Keep 139 139 0 

Revenue sub total 8,403 20,228 11,825 

Condor replaced by 
Specialist mower 0 8,000 8,000 

Capital sub total 0 8, 000 8,000 

 
In addition to the leasing and capital proposed expenditure and if the Town Council can move 
forward with the fleet replacement suggestions above, then the fleet should be well placed to 
operate with a significantly reduced annual maintenance budget of circa £5,000. This would be a 
reduction of £7,000 for the current financial year. This negates the growth element.  
 
 

Recommendation: 
 
To adopt Officers recommendations. This will result in an increase in the leasing budgets for white 
fleet vehicles of £11,825 and mower leasing of £8,000. There will be a reduction in the vehicle 
maintenance budget of £7,000.  
 

 

 
Karim Hosseini       Rob Youngs 
Head of Governance & Strategic Partnerships  Head of Finance & Deputy RFO 
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BIGGLESWADE TOWN COUNCIL 
Finance and General Purposes 5th December 2023 

Annual Fees 2024/25 

Implications of Recommendations 
Corporate Strategy: Good Governance – ensure that the Town Council continues to operate 
within legislation, regulation, ethical guidelines and best practice. 
Finance: Impact on revenue streams. 
Equality: Not applicable. 
Environment: Not applicable. 
Community Safety: Not applicable. 

Background: 

The Council’s fees and charges are subject to annual review by Members. Appendix A shows the 
proposed levels for 2024/25 with a comparison against the fees and charges for the current financial 
year and recent preceeding financial year(s). 

Process to date: 

1) Officer meetings took place in early October. Relevant Officers discussed potential new fees
and which specific charge brackets will be relevant in 2024/25.

2) Officers have performed several benchmarking exercises in support of the suggested new
fees and charges. The areas covered by benchmarking this year have included market fees
and allotment fees. In addition to this, Officers regularly look at the charging of other Town
Councils regarding their community centres.

3) The suggested fees and charges were uploaded into the Annual Fees document and
discussed with Members at two recent meetings, held on the 31st October and the 16th

November.
4) At the request of Members, an extra column was added to the Annual Fees document,

labelled “Rationale behind suggested new rate”. This has been completed with information to
supplement Member’s understanding as to why rates have been suggested. Many rates have
simply been increased by September’s Consumer Price Inflation rate (CPI). September’s CPI
is used for calculating the following financial year’s Business Rates. Other proposed fees and
charges have been changed after more considered analysis.

5) The meeting on the 16th November focused entirely on the suggested Annual Fees. The
debate unearthed a range of further questions as Members and Officers considered what
each cost category actually meant. Some of the answers to these questions have been added
into the “Rationale” column. Please note that an updated Burial Fees Policy is being created
by the HR and Administration Manager, expected to be delivered to Town Council in January.

Recommendation: 

That Members consider each cost area and category within each area. Please note that following on 
from the comprehensive consideration given to most of the annual fees on the 16th November, we 
have colour marked each suggested fee, as follows: 

Context understood 
Additional context requested
Little or no debate to date

Rob Youngs 
Head of Finance and Deputy RFO 

Appendix A: Suggested Annual Fees 2024/25. 
Appendix B: Cemetery fees comparison, in-depth benchmarking exercise. 

F&GP 05/12/23
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BIGGLESWADE TOWN COUNCIL 

SCALE OF CHARGES FOR MARKET STALL RENTS ETC 

SUGGESTED FEES EFFECTIVE FROM 1 APRIL 2024 

Discussions have taken place with the Town Clerk, Head of Finance, Place Shaping Manager and Market Superintendent 
It is believed that market stall holders will accept an inflation rise, but nothing more.  
We are suggesting the removal of the Farmers Market stall as this has not been utilised for a few years. 
We are suggesting to allow charity stall holders to have the stall for free. Currently, charities pay us and then we refund the same amount. Therefore, 
to charge is of no benefit to the Council and takes Officer time.  
The Place Shaping Manager has performed a small benchmarking exercise, the results are on the next page. 

MARKET STALLS 
Payment due at time of booking 

2021/2022 2022/2023 2023/2024 2024/2025 Rationale behind suggested new rate 

Rent of single pitch 10’ x 10’ £15 £15 £17 £18 2023/4 x September CPI = £17 x 6.7%=£18.14, rounded. 
Rent of double pitch 10’ x 20’ £25 £25 £28 £30 2023/4 x September CPI = £28 x 6.7%=£29.88, rounded. 
Rent of pitch larger than a double £30 £30 £33 £35 2023/4 x September CPI = £33 x 6.7%=£35.21, rounded. 
Lighting of stall Free Free Free Free Free – should we remove this line? 
Farmers Market stall £20+VAT=£24 £20+VAT=£24 £22 Remove-not 

used. 
Remove - not used. Should we remove this line? 

Tuesday market flat fee for all stalls 
regardless of size 

£15 £15 £17 £18 2023/4 x September CPI = £17 x 6.7%=£18.14, rounded. 

Clearance of Approx.Sized market 
trade waste. Minimum charge 

£50+VAT=£60 £50+VAT=£60 £55 £60 2023/4 x September CPI = £55 x 6.7%=£58.69, rounded. 
Place Shaping Manager suggests keeping as a deterrent. 

CHARITY STALLS 
Payment due at time of booking 

2021/2022 2022/2023 2023/2024 2024/2025 Rationale behind suggested new rate 

Charitable/voluntary organisations that 
support Biggleswade. One charity stall 
available each Market. Each charitable 
and voluntary organisation is only 
permitted up to two bookings per year. 

£16 £16 £17 £18 2023/4 x September CPI = £17 x 6.7%=£18.14, rounded. 
Members suggest keeping this to ensure that Charities 
do not book the Charity stall and then not use it. The 
Market Superintendent confirmed that only two Charities 
have booked the stall and then not turned up, in 2023. 

Other Charitable/voluntary  
organisations. Rent payable on or  
before day of trade (non-refundable). 

Please refer to 
charges in 
table above. 

Please refer to 
charges in 
table above.

Please refer  
to charges in 
table 
above. 

Please refer 
to charges 
in table 
above. 

Please refer to charges in table above. Officers suggest 
removing this line. 

Appendix A
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Market fees benchmarking exercise – 2023/24 prices for similar size Town Councils. 
 
Market Stalls - Biggleswade  
Single Pitch 10’ x 10’  £17 
Double Pitch 10’ x 20’ £28 
Larger than double £33 
Lighting of stall Free 
Farmer Market stall £22 
Tuesday Market flat fee for all stalls regardless of size £17 
Clearance of unauthorised waste £55 
Charity Stall £17 

 
Market Stalls – St Neots  
Pitch regardless of size Free for foreseeable future due to a takeover of Market Square. 

 
Market Stalls – Flitwick  
Pitch regardless of size £10 
Electricity £2.50 
Charity Free 

 
Market Stalls – Baldock  
Pitch regardless of size £10 

 
Market Stalls – Hitchin   
Tuesday £1 per foot Equivalent to £10 for single 

pitch 
Friday £1.50 per foot Equivalent to £15 for single 

pitch 
Saturday £2.50 per foot Equivalent to £25 for single 

pitch 
Car Park Permits £3 per day  

 
 
Market Stalls – Leighton Buzzard  
Pitch regardless of size (permanent traders) £19 
Pitch regardless of size (casual traders) £23 
Gazebo, tables, chairs Free 
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SCALE OF CHARGES FOR ALLOTMENT HOLDERS 
 

SUGGESTED FEES EFFECTIVE FROM 1st SEPTEMBER 2024  
 

Discussions have taken place with the Town Clerk, Head of Finance, Public Realm Manager, Administrator and Head of Governance 
It is believed that allotment holders will accept an inflation rise, but nothing more, although some uncertainty with this. 
Officers have performed a benchmarking exercise. The results are at the bottom of this page. 
 
ALLOTMENT 
RENT 

2022/23  
Approved fees 
1 Sept 22 

2023/24 
Approved fees 
1 Sept 23 

2024/25 
Suggested fees 
1 Sept 24  

Rationale behind suggested new rate 

Half Plot (approx., 10m by 5m) £35 £35 £40 2023/4 x September CPI = £35 x 6.7%=£37.35, rounded, with small 
increase. 

Full Plot (approx., 20m by 5m) £50 £50 £55 2023/4 x September CPI = £50 x 6.7%=£53.35, rounded, with small 
increase. 

 
Fees are pro-rata’d for new holders with less than one year to renewal. 
 
Deposit for new tenants is £50 for both full and half plots. Deposit refundable subject to the Terms and Conditions of the Tenancy Agreement. 

 
Allotment fees benchmarking exercise – 2023/24 prices for similar size Town Councils. 
 
Town Council Rent (Full/Half) Notes 
Flitwick £25.13 for a 5 pole plot.* Water and portable toilet on site. 
Stotfold £70/£35 Increased this year from £52/£26. 
St Ives £43/£21.50  
Bury St Edmunds £52 for a 5 pole plot.* 180 on waiting list, now down to 30. Roughly takes a year. 

 
*A 5 pole plot refers to the size of the plot. One plot is roughly 5.5 yards width by length. Therefore, a 5 pole plot is about 27.5 yards by 27.5 yards. This equates  
roughly to a Biggleswade full plot. 

 
 
 
 
 
 

46



 

DROVE ROAD AND STRATTON WAY BURIAL GROUNDS 
 
FEES EFFECTIVE FROM 1 APRIL 2024 
 
Non-residents includes anyone who has lived outside of Biggleswade for 3 years or more. 

 
Discussions have taken place with the Town Clerk, Head of Finance, HR & Admin Manager, HR & Deputy Admin Manager  
As requested last year’s Finance and General Purposes meeting which considered Annual Fees, Officers have undertaken a complete benchmarking 
process. The outcome of this is Appendix B, Cemetery Fees comparison. This was a useful exercise and confirmed that BTC appears to under 
charge for non-residents in particular. Some comparisons are less precise as not all local councils offer exactly the same services and products. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

INTERMENT 
(excluding digging the grave) 
 

2022/23 
Residents 

2022/23 
Non 
Residents 

2023/24 
Residents 

2023/24 
Non 
Residents 

2024/25 
Residents 

2024/25 
Non  
Residents 

BABY 
Still born or less than 1 month. Single depth. 

Only pay 
for plot 

Only pay 
for plot 

Only pay 
for plot 

Only pay  
for plot 

Only pay  
for plot 

Only pay 
for plot 

CHILD 
One month to 18 years. Single depth. 

£140 £430 £160 £495 £170 £925 

ADULT 
Over 18 years. Single depth. 

£460 £1,280 £530 £1,470 £565 
 

£2,000 

ADULT 
Over 18 years. Double depth. 

£610 £1,650 £700 £1,895 £745 £2,700 
 

CREMATED REMAINS  
For all except still born babies. 

£170 £460 £195 £530 £210 £840 

CREMATED REMAINS 
For still born babies into established plot. 

Free Free Free Free Free Free 

WALLED GRAVES AND VAULTS 
Constructed at the expense of the family in 
consultation with the Funeral Director & BTC. 

£1,420 £3,140 £1,635 £3,610 £2,000 £8,000 
 

SCATTERING OF ASHES 
Into any existing plot. 

- - £80 £240 £100 £400 

FUNERAL DIRECTION 
Ashes Interment Only(digging grave, witness  
interment, backfilling, disposal of soil). For 
public use only. In addition to Cremated  
Remains Int. fee above. 

- - £150 £400 Remove  
offer 

Remove 
offer 

ASHES INTERMENT WITNESS FEE 
When families do not want to use funeral 
directors and prefer us to witness interment. 

- - £150 £400 Remove 
offer 

Remove 
offer 
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PURCHASE OF  
PLOT (bought in advance of loved 
ones dying or for themselves) 

INFORMATION 2022/23 
Residents 

2022/23 
Non 
Residents 

2023/24 
Residents 

2023/24 
Non 
Residents 

2024/25 
Residents 

2024/5 
Non 
Residents 

ADULT 
Grave 7’6” x 3’6”. 

100 years £620 £1,590 £715 £1,830 £765 £3,100 

CHILD – under 18 
Grave 4’ x 2’. 

100 years £140 £370 £160 £425 £200 £800 

CREMATED REMAINS 2’ x 2’. 100 years £260 £690 £300 £795 £325 £1,300 

Transfer Purchase of Plot to 
relative or Trustee (owner living). Can be 
a non-resident who transferred to. 

100 years from date 
of the original grant. 

£70 £110 £80 £125 £85 £135 

Transfer exclusive Right of Burial 
to relative/Trustee (owner deceased). 

100 years from date 
of the original grant. 

£70 £110 £80 £125 £85 £135 

 

MEMORIAL FEES EFFECTIVE FROM 1 APRIL 2024 
 
GRANT FOR THE RIGHT TO 
ERECT OR PLACE  
MEMORIAL 

INFORMATION 2022/23 
Residents 

2022/23 
Non 
Residents 

2023/24 
Residents 

2023/24 
Non 
Residents 

2024/25 
Residents 

2024/25 
Non  
Residents 

ADULT GRAVE 
Monument or headstone and/or  
kerb stones and/or flat stones and/or kerbs. 
Charge is overall rather than per item. 

Not to exceed 4' in height 
and 7' in length or 3’ in width 
(7' in width for double plot). 

£170 £450 £195 £520 £250 £1,000 

ADULT GRAVE – Flat plaque. Not to exceed 2’6” x 2’6”. £100 £230 £115 £265 £125 £500 

ADULT GRAVE 
Headstone. 

Not to exceed 4’ in height 
and 3' in width. 

£160 £420 £185 £485 £250 £1,000 

CHILD GRAVE 
Monument or headstone and/or kerb stones  
and/or flat stones and/or kerbs. 

Not to exceed 
2' in height and 4' in length  
and 2' in width. 

£150 £380 £170 £435 £190 £760 

CREMATED REMAINS 
Old Sections. 
CREMATED REMAINS New Sections. 

Not to exceed 
24” x 18” flat plaque only not 
to exceed 18” x 18”. 

£120 £320 £140 £370 £170 £680 

VASE ONLY Not to exceed 18” in height. £90 £260 £105 £300 £110 £440 

ADDED INSCRIPTION – adding in an extra 
name if buried in same plot. 

- £70 £180 £80 £205 £85 £340 

Adult Grave Kerb Stones Only. - £200 £340 £230 £390 £250 £1,000 
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BURIAL RECORD SEARCH FEES 2022/23 2023/24 2024/25 Rationale behind suggested new rate 

Each individual search covering period less than  
5 years. 

£70+VAT=£84 £80 £85 2023/4 x September CPI = £80 x 6.7%=£85.36, rounded. 

Each individual search covering period over 5 years 
(charge per hour). 

£60+VAT=£72 £70 £75 2023/4 x September CPI = £70 x 6.7%=£74.69, rounded. 

Every certified copy of an entry in burial Register. £60+VAT=£72 £70 £75 2023/4 x September CPI = £70 x 6.7%=£74.69, rounded. 
 
BENCH OR PLAQUE – new charges 2022/23 2023/24 2024/25 
Brass plaque – up to 3 lines and 35 characters per line on existing bench.   £600+VAT=£720 
Bench and plaque – New bench and brass plaque – up to 3 lines and 35 characters on 
each line. 

  £1,600+VAT =  
£1,920 
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SCALE OF CHARGES FOR ORCHARD COMMUNITY CENTRE 
 
FEES EFFECTIVE FROM 1 APRIL 2024 

 
MAIN HALL – CORPORATE 2022/23 2023/24 2024/25  Rationale behind suggested new rate 

 
Hire of Main Hall per hour £32 £35 £37 2023/4 x September CPI = £35 x 6.7% = £37.35, rounded. 
Cost of setting up and / or clearing up hall £25 N/A N/A No longer required as Caretaker Assistance replaces. 
Caretaker Assistance N/A £10 £10 Repeat cost as this is a neat charge with little push back. 
Refreshments Charge – tea, coffee and biscuits Not charged £22 £23 2023/4 x September CPI = £22 x 6.7% = £23.47, rounded. 
Refundable Deposit (for other functions)  £100 £100 N/A Not required due to online booking system. 
Professional Catering Service   Fees on request Will vary dependant on requirement. 

 
MAIN HALL – COMMUNITY ACTIVITY 
CHARGES 

2022/23 2023/24 2024/25 Rationale behind suggested new rate 
 

Hire of Main Hall per hour £25 £28 £30 2023/4 x September CPI = £28 x 6.7% = £29.88, rounded. 
Cost of setting up and / or clearing up hall £25 N/A N/A No longer required as Caretaker Assistance replaces. 
Caretaker Assistance N/A £10 £10 Repeat cost as this is a neat charge with little push back. 
Refreshments Charge – tea, coffee and biscuits Not charged £22 £23 2023/4 x September CPI = £22 x 6.7% = £23.47, rounded. 
Refundable Deposit (for other functions)  £100 £100 N/A Not required due to online booking system. 
Professional Catering Service   Fees on request Will vary dependant on requirement. 
Discount for Local Charities or Local Not for 
Profit Organisations registered with HMRC for  
Gift Aid. (Local means within the Biggleswade). 

20% Reduction 20% Reduction 20% Reduction Keep but consider waiving caretaker assistance to try and  
win back a few of the lost charity customers. 

Discount for Block Bookings 10% Reduction  
for 7 or more  
bookings 

10% Reduction 
for 7 or more 
bookings 

10% Reduction 
for 7 or more  
bookings 

Keep this year. Possibly in future consider an loyalty  
scheme when history has been built in the Acuity booking  
system. This may include further reduction for customers  
who have used the Orchard Centre a certain number of  
times or for a certain number of years. 

Only 1 discount may be applied. 
TRAINING ROOM – CORPORATE 2022/23 2023/24 2024/25 Rationale behind suggested new rate 

 
Hire Charge – per hour £28 £31 £33 2023/4 x September CPI = £31 x 6.7% = £33.08, rounded. 
Caretaker Assistance N/A £10 £10 Repeat cost as this is a neat charge with little push back. 

Refreshments Charge – tea, coffee and biscuits £20+VAT=£24 £22 Catering replaces Catering replaces as this has never been taken up. 
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Refundable Deposit (for other functions)  £100 £100 N/A Not required due to online booking system. 
Professional Catering Service   Fees on request Will vary dependant on requirement. 
TRAINING ROOM – COMMUNITY ACTIVITY 
CHARGES 

2022/23 2023/24 2024/25 Rationale behind suggested new rate 
 

Hire Charge – per hour £20 £22 £24 2023/4 x September CPI = £22 x 6.7% = £23.47, rounded. 
Caretaker Assistance N/A £10 £10 Repeat cost as this is a neat charge with little push back. 
Refreshments Charge – tea, coffee and biscuits £15+VAT=£18 £16.67  £23 2023/4 x September CPI = £22 x 6.7% = £23.47, rounded. 
Refundable Deposit (for other functions) £100 £100 N/A Not required due to online booking system. 
Catering   Fees on request Will vary dependant on requirement. 
Discount for Local Charities or Local Not for 
Profit Organisations registered with HMRC for  
Gift Aid.  
(Local means within the Parish of Biggleswade) 

20% Reduction 20% Reduction20% Reduction Keep but consider waiving caretaker assistance to try and  
win back a few of the lost charity customers. 

Discount for Block Bookings 10% Reduction 
for 7 or more 
bookings 

10% Reduction
for 7 or more 
bookings 

10% Reduction  
for 7 or more 
bookings 

Keep this year, but possibly in future years consider an 
automatic loyalty scheme when history has been built in  
the Acuity booking system. This may include further 
reduction for customers who have used the Orchard Centre
a certain number of times or for a certain number of years. 

Only 1 discount may be applied. 
The training room fees are available for comparative purposes only. If a new arrangement is agreed, the 
training room fees will not be uploaded onto the Town Council’s website. 
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SCALE OF CHARGES FOR HIRING OF SPORTS FACILITIES 
 
FEES EFFECTIVE FROM 1 APRIL 2024 
 
Discussions have taken place with the Town Clerk, Head of Finance, Place Shaping Manager and Head of Governance 
The range of charges in previous years has not really been adequate for the full offer that the Council provides. The suggested fees for the 
New financial year seeks to correct this. Inflation has also been considered. Pitches are now booked on Acuity, our online booking system. 
From Jan 2024, we will be invoicing a month in advance, rather than at month-end.  
 

 
FOOTBALL PITCHES Eagle Farm Road, The  
Lakes and Stratton Way Recreation Grounds 

2022/23 2023/24 2024/25 (up t
to 2 hours) 

Rationale behind suggested new rate 
 

Juniors – pitch and changing rooms £11.38+VAT=£13.66 £12.60  See below. 
Juniors – training area (Stratton Way only).  
Effective 1 September 2023 

Not charged £6.30  See below. 

Adults – pitch only (Stratton Way only) £28.90+VAT=£34.68 £32.00  See below. 
Adults – pitch and changing rooms (Stratton 
Way only) 

£48.17+VAT=£57.80 £53.32  See below. 

Juniors – full size pitch   £15 Loosely based on this year with small uplift. 
Juniors – full size pitch and changing rooms   £20 Loosely based on this year with small uplift. 
Juniors – less than full size pitch   £10 Cheaper to clearly differentiate from full size pitch. 
Juniors – less than full size pitch and changing rooms   £15 Cheaper to clearly differentiate from full size pitch. 
Adults – full size pitch   £40 Loosely based on Stratton Way charges this year. 
Adults – full size pitch and changing rooms   £55 Loosely based on Stratton Way charges this year. 
Adults – less than full size pitch   £30 Cheaper to clearly differentiate from full size pitch. 
Adults – less than full size pitch and changing rooms   £45 Cheaper to clearly differentiate from full size pitch. 

 
DROVE ROAD TENNIS COURTS 2022/23 2023/24 2024/25 Rationale behind suggested new rate 

 
Monday to Sunday and Bank Holidays-per court 
per hour-over 18 up to OAP age 

No charge No charge No charge If the Council offers a better tennis option in the 
future, this may be the time to charge? Courts are  
beginning to fall apart. 

Monday to Sunday and Bank Holidays-per court 
per hour-OAPs, children and unemployed 

No charge No charge No charge If the Council offers a better tennis option in the 
future, this may be the time to charge? Courts are  
beginning to fall apart. 
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DROVE ROAD BOWLING GREEN 2022/23 2023/24 2024/25 Rationale behind suggested new rate 

 
Rink-per person per hour (one rink to remain 
available to public at all times) 

£2.63+VAT=£3.15 £2.91 Set by  
Bowls Club. 

Increase of rent to Bowls Club offset by allowing them to keep 
any income from non-Members. 

Rink season ticket - Adults £43.78+VAT=£52.54 £48.46 Set by 
Bowls Club. 

Increase of rent to Bowls Club offset by allowing them to keep 
any income from non-Members. 

Rink season ticket – OAPs, children and  
unemployed 

£21.89+VAT=£26.27 £24.23 Set by 
Bowls Club. 

Increase of rent to Bowls Club offset by allowing them to keep 
any income from non-Members. 

 
DROVE ROAD BOWLS CLUB Biggleswade  
Town Bowls Club Charges 

2022/23 2023/24 2024/25 Rationale behind suggested new rate 
 

Drove Road Recreation Ground and Bowls 
Pavilion 

£2,417.30+VAT= 
£2,900.76 

£2,675 £3,600 2023/4 x September CPI = £2,675 x 6.7% = £2,854. Suggesting a 
further increase as expenses of about £10K per year. 

 
FAIRFIELD ROAD (1ST MEADOW)  
Biggleswade Town Cricket Club Charges 

2022/23 2023/24 2024/25 Rationale behind suggested new rate 
 

Lindsell Ground & Pavilion Contribution towards r
re-decoration, insurance and water charges 

£2,417.30+VAT= 
£2,900.76 

£2,675 £3,400 2023/4 x September CPI = £2,675 x 6.7% = £2,854. Suggesting 
further increase as expenses of about £4K per year. 
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SCALE OF CHARGES FOR PARKING PERMITS 
 
FEES EFFECTIVE FROM 1 APRIL 2024 
 
Discussions have taken place with the Town Clerk, Head of Finance, Place Shaping Manager and Head of Governance 
These have been increased by inflation only, with roundings for practicability. 

 
RESIDENT PARKING 2022/23 2023/24 2024/25 Rationale behind suggested new rate 

 
Monthly Permit £20 £22 £23 2023/4 x September CPI = £22 x 6.7% = £23.47, rounded. 
Quarterly Permit £45 £50 £53 2023/4 x September CPI = £50 x 6.7% = £53.35, rounded. 

Half-yearly £84 £93 £100 2023/4 x September CPI = £93 x 6.7% = £99.23, rounded. 
Annual Permit £140 £155 £165 2023/4 x September CPI = £155 x 6.7% = £165.39, rounded. 

 
BUSINESS PARKING 2022/23 2023/24 2024/25 Rationale behind suggested new rate 

 
Monthly Permit £60 £65 £70 2023/4 x September CPI = £65 x 6.7% = £69.36, rounded. 
Quarterly Permit £90 £100 £107 2023/4 x September CPI = £100 x 6.7% = £106.70, rounded. 
Half-yearly £138 £153 £163 2023/4 x September CPI = £153 x 6.7% = £163.25, rounded. 
Annual Permit £250 £275 £293 2023/4 x September CPI = £275 x 6.7% = £293.43, rounded. 
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County Description

Interment: 

Single 

Depth: 

Baby (still 

born or 

less than 

one month)

Interment: 

Single 

Depth: 

Child (1 

month to 

18 yrs)

(Resident)

Interment: 

Single 

Depth: 

Child (1 

mth to 18 

yrs)

(Non-

Resident)

Interment: 

Single 

Depth 

Adult 

(Resident)

Interment: 

Single 

Depth 

Adult 

(Non-

Resident)

Interment: 

Double 

Depth 

Adult 

(Resident)

Interment: 

Double 

Depth 

(Non-

Resident)

Interment: 

Cremated 

Remains: 

Adults

(Resident)

Interment: 

Cremated 

Remains: 

Adults 

(Non-

Resident)

Interment: 

Cremated 

Remains: 

Babies 

(Resident)

Interment: 

Cremated 

Remains: 

Babies 

(Non-

Resident)

Walled 

Graves and 

Vaults 

(Residents

)

Walled 

Graves and 

Vaults 

(Non-

Residents)

Scattering 

of ashes 

(Resident)

Scattering 

of ashes 

(Non-

resident)

Funeral 

Direction 

(grave 

digging, 

witness 

interment, 

backfilling, 

disposal of 

soil) 

(Resident)

Funeral 

Direction 

(grave 

digging, 

witness 

interment, 

backfilling, 

disposal of 

soil) (Non-

Resident)

Ashes 

Interment - 

Witness 

Fee (For 

funeral 

directors 

only)(Resid

ent)

Ashes 

Interment - 

Witness 

Fee (For 

funeral 

directors 

only)(Non-

resident)

Plot 

Purchase: 

Adult 

(Resident)

Plot 

Purchase: 

Adult 

(Non-

Resident)

Plot 

Purchase: 

Child 

(Resident)

Plot 

Purchase: 

Child

(Non-

Resident)

Plot 

Purchase: 

Cremated 

Remains 

(Resident)

Plot 

Purchase: 

Cremated 

Remains 

(Non-

Resident)

Transfer 

Exclusive 

Right of 

Burial to 

relative or 

trustee 

(owner 

living)

(Resident)

Transfer 

Exclusive 

Right of 

Burial to 

relative or 

trustee 

(owner 

living)

(Non-

Resident)

£0.00 £139.55 £865.11 £529.09 £1,538.60 £606.45 £1,899.15 £181.85 £565.95 £1,837.00 £4,806.75 £93.00 £213.33 £664.90 £1,996.55 £262.02 £931.82 £305.30 £882.85 £68.17 £102.39

£148.90 £923.07 £564.54 £1,641.69 £647.08 £2,026.39 £194.03 £603.87 £1,960.08 £5,128.80 £99.23 £227.63 £709.45 £2,130.32 £279.58 £994.25 £325.76 £942.00 £72.73 £109.25

£0.00 £170.72 £528.17 £565.51 £1,568.49 £746.90 £2,021.97 £208.07 £565.51 £1,744.55 £3,851.87 £85.36 £256.08 £762.91 £1,952.61 £170.72 £453.48 £320.10 £848.27 £85.36 £133.38

Suggestion based on benchmarking: £0.00 £170.00 £925.00 £565.00 £1,640.00 £745.00 £2,025.00 £210.00 £605.00 FREE FREE £1,960.00 £5,130.00 £100.00 £260.00 Remove offer Remove offer £765.00 £2,130.00 £280.00 £995.00 £325.00 £940.00 £85.00 £135.00

Recent yearly demand 1 0 0 15 2 7 0 23 3 0 0 0 0 1 0 1 1 2 0 17 2 1 0 12 0 0 0

Biggleswade Town Council £0.00 £160.00 £495.00 £530.00 £1,470.00 £700.00 £1,895.00 £195.00 £530.00 £0.00 £0.00 £1,635.00 £3,610.00 £80.00 £240.00 £150.00 £400.00 £150.00 £400.00 £715.00 £1,830.00 £160.00 £425.00 £300.00 £795.00 £80.00 £125.00

Luton No charge £0.00 £950.00 £950.00 £1,900.00 £950.00 £1,900.00 £205.00 £205.00 £0.00 £0.00 £860.00 £1,720.00 £85.00 £85.00 Not 

provided 

Not 

provided 
£225.00 £225.00 £930.00 £1,860.00 No charge Not 

available to 

non-

residents.

£720.00 £720.00 £80.00 £80.00

Stotfold Town Council £200 - 

Resident

£600 non-

resident

£375.00 £1,125.00 £375.00 £1,125.00 £375.00 £1,125.00 £200.00 £600.00 £200.00 £600.00 £70.00 £70.00 Service not 

listed on 

STC's List 

of Charges 

23 - 24

Service not 

listed on 

STC's List 

of Charges 

23 - 24

Service not 

listed on 

STC's List 

of Charges 

23 - 24

Service not 

listed on 

STC's List 

of Charges 

23 - 24

£650.00 £1,950.00 £300.00 £900.00 £300.00 £900.00 £70.00 £70.00

Kempston £206.00 £206.00 £103.00 £473.00 £946.00 £656.00 £1,314.00 £92.00 £184.00 £103.00 £206.00 £92.00 £184.00 Service not 

listed on 

KTC's Table 

of Fees and 

charges for 

Kempston 

Cemetery

Service not 

listed on 

KTC's Table 

of Fees and 

charges for 

Kempston 

Cemetery

Service not 

listed on 

KTC's Table 

of Fees and 

charges for 

Kempston 

Cemetery

£401.00 £803.00 £132.00 £264.00 £120.00 £240.00 £63.00 £63.00

Houghton Regis Town Council No charge £161.00 £482.00 £364.00 £1,090.00 £364.00 £1,090.00 £64.00 £192.00 Under 12's - 

£0; 12 - 

16yrs = £64

Under 12's 

£133, 12 - 

16 yrs = 

£133

HRTC'S 

fees 

included in 

the 

Interment 

Fees Costs 

HRTC'S 

fees 

included in 

the 

Interment 

Fees Costs 

HRTC'S 

fees 

included in 

the 

Interment 

Fees Costs 

HRTC'S 

fees 

included in 

the 

Interment 

Fees Costs 

£337.00 £1,011.00 £80.00 £240.00 £129.00 £387.00 £53.00 £53.00

Dunstable No charge £262.00 £985.60 £383.90 £1,534.50 £550.00 £2,282.50 £132.00 £594.00 No charge - 

up to age 12

No charge - 

up to age 12
£946.00 £4,257.00 £99.00 Service not 

listed on 

DTC's 

Cemetery 

Fees list 23 - 

24 

Service not 

listed on 

DTC's 

Cemetery 

Fees list 23 - 

24 

Service not 

listed on 

DTC's 

Cemetery 

Fees list 23 - 

24 

Service not 

listed on 

DTC's 

Cemetery 

Fees list 23 - 

24 

£473.00 £2,128.50 £216.70 £216.70 £198.00 £891.00

Leighton Linslade Town Council No charge £216.50 £864.50 £408.50 £1,633.50 £507.00 £2,027.00 £115.50 £461.50 No charge No charge £1,092.00 £4,350.00 £111.5 for 

backfilling 

only; £56 for 

arranging 

the 

interment of 

ashes 

directly with 

family. 

£111.5 for 

backfilling 

only; £56 for 

arranging 

the 

interment of 

ashes 

directly with 

family. 

Service not 

listed on 

LLTC's 

Cemeteries 

Fees and 

Charges 22 

/ 23 List 

Service not 

listed on 

LLTC's 

Cemeteries 

Fees and 

Charges 22 

/ 23 List 

£534.50 £2,137.00 £259.50 £1,037.50 £259.50 £1,037.50 £111.50 £111.50

Ampthill Town Council No charge 

for residents 

of Ampthill. 

£19 for non-

residents. 

£87.50 £350.00 £196.50 £786.00 £242.50 £970.00 £86 

includes 

digging of 

plot by the 

Council. 

£344 

includes 

digging of 

plot by the 

Council.

No charge 

for residents 

of Ampthill. 

£19.00 Service not 

listed on 

ATC's Fees 

and 

Charges 

List 22 - 23.

Service not 

listed on 

ATC's Fees 

and 

Charges 

List 22 - 23.

Service not 

listed on 

ATC's Fees 

and 

Charges 

List 22 - 23.

Service not 

listed on 

ATC's Fees 

and 

Charges 

List 22 - 23.

£196.50 £786.00 £85.00 £340.00 £47.50 £190.00 £21.00 £84.00

Stevenage Borough Council No charge £0.00 £0.00 £860.00 £2,580.00 £1,050.00 £3,150.00 £355.00 £1,065.00 No charge No charge £75.00 £225.00 Service not 

listed on 

SBC's 

Cemetery 

Fees and 

Charges 

List

Service not 

listed on 

SBC's 

Cemetery 

Fees and 

Charges 

List

Service not 

listed on 

SBC's 

Cemetery 

Fees and 

Charges 

List

Service not 

listed on 

SBC's 

Cemetery 

Fees and 

Charges 

List

£1,265.00 £3,795.00 £275.00 £825.00 £330.00 £990.00 £92.00 £276.00

North Herts Council: Baldock, 

Hitchin, Letchworth x 2, 

Knebworth, Royston.

No charge £87.50 £1,738.00 £869.00 £1,738.00 £1,283.00 £2,566.00 £305.00 £610.00 No charge £610.00 £4,450.00 £8,900.00 Digging of 

grave 

included in 

fees - only 

during core 

hours.  

Digging of 

grave 

included in 

fees - only 

during core 

hours.  

Service not 

listed on 

NHC's list of 

fees and 

charges

Service not 

listed on 

NHC's list of 

fees and 

charges

£1,272.00 £2,544.00 £1,272.00 £2,544.00 £424.00 £848.00 £61.00 £122.00

Hertford Town Council No charge £0.00 £2,053.00 £411.00 £2,053.00 £87.00 £2,567.00 £350.00 £1,748.00 No charge No charge £0.00 £0.00 £142.00 £709.00 Service not 

listed on 

HTC's list of 

fees and 

charges

Service not 

listed on 

HTC's list of 

fees and 

charges

Service not 

listed on 

HTC's list of 

fees and 

charges

Service not 

listed on 

HTC's list of 

fees and 

charges

£590.00 £2,951.00 No charge £2,951.00 £525.00 £2,625.00 £62.00 £62.00
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Other Council's average charge:

Uplifted by

September CPI (6.7%):

Comparison
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County Description

Suggestion based on benchmarking:

Recent yearly demand

Biggleswade Town Council 

Luton 

Stotfold Town Council

Kempston 

Houghton Regis Town Council 

Dunstable 

Leighton Linslade Town Council 

Ampthill Town Council 

Stevenage Borough Council 

North Herts Council: Baldock, 

Hitchin, Letchworth x 2, 

Knebworth, Royston.

Hertford Town Council 
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Biggleswade current charge x CPI 6.7%

Other Council's average charge:

Uplifted by

September CPI (6.7%):

Comparison

Transfer 

Exclusive 

Right of 

Burial to 

relative or 

trustee 

(owner 

deceased)

(Resident)

Transfer 

Exclusive 

Right of 

Burial to 

relative or 

trustee 

(owner 

deceased)

(Non-

Resident)

Memorial - 

Monument, 

kerb 

stones or 

flat stones: 

Adult 

Grave 

(Resident)

Memorial - 

Monument, 

kerb 

stones or 

flat stones: 

Adult 

Grave 

(Non-

Resident)

Memorial: 

Adult 

Grave: Flat 

Plaque 

(Resident)

Memorial: 

Adult 

Grave: Flat 

Plaque 

(Non-

Resident)

Memorial: 

Adult 

Grave: 

Headstone 

(Resident)

Memorial: 

Adult 

Grave: 

Headstone 

(Non-

Resident)

Memorial: 

Child 

grave: 

Monument 

or 

headstone 

and/or kerb 

stones 

and/or flat 

stones 

and/or 

kerbs 

(Resident)

Memorial: 

Child 

grave: 

Monument 

or 

headstone 

and/or kerb 

stones 

and/or flat 

stones 

and/or 

kerbs 

(Non-

Resident)

Memorial: 

Cremated 

remains 

(Resident)

Memorial: 

Cremated 

remains 

(Non-

Resident)

Memorial: 

Vase only 

(Resident)

Memorial: 

Vase only 

(Non-

Resident)

Memorial: 

Added 

inscription 

(Resident)

Memorial: 

Added 

Inscription 

(Non-

Resident

Adult Kerb 

Stones 

(Resident)

Adult Kerb 

Stones 

(Non-

Resident)

Individual 

Search 

covering 

period less 

than 5 

years

Individual 

search 

covering 

period over 

5 years 

(charge per 

hour)

Every 

Certified 

copy of an 

entry in 

burial 

Register

Memorial 

Bench: 

Plaque only

Memorial 

Bench: 

Supply, 

plaque and 

installation 

Comment

£68.17 £102.39 £319.58 £914.03 £114.36 £284.97 £253.42 £753.46 £181.21 £464.51 £158.11 £448.69 £101.60 £359.62 £63.43 £155.66 £385.37 £1,101.98

£72.73 £109.25 £340.99 £975.27 £122.02 £304.06 £270.40 £803.94 £193.35 £495.63 £168.70 £478.75 £108.41 £383.71 £67.68 £166.09 £411.19 £1,175.81 £0.00 £0.00 £0.00 £0.00 £0.00

£85.36 £133.38 £208.07 £554.84 £122.71 £282.76 £197.40 £517.50 £181.39 £464.15 £149.38 £394.79 £112.04 £320.10 £85.36 £218.74 £245.41 £416.13 £85.36 £74.69 £74.69 £640.20 £1,707.20

£85.00 £135.00 £340.00 £975.00 £125.00 £305.00 £270.00 £805.00 £195.00 £495.00 £170.00 £480.00 £110.00 £385.00 £85.00 £220.00 £410.00 £1,175.00 £85.00 £75.00 £75.00 Case Case

1 0 10 1 3 0 3 0 0 1 0 0 0 0 8 1 0 0 5 4 1 0 0

£80.00 £125.00 £195.00 £520.00 £115.00 £265.00 £185.00 £485.00 £170.00 £435.00 £140.00 £370.00 £105.00 £300.00 £80.00 £205.00 £230.00 £390.00 £80.00 £70.00 £70.00 £600.00 £1,600.00 Exclusive Right of Burial= 100 years 

Fees doubled for non-parishioners. No staff 

charges for attendance at funerals. 

£80.00 £80.00 £295.00 £295.00 £130.00 £130.00 £295.00 £295.00 £125.00 £125.00 £130.00 £130.00 £75.00 £75.00 £650.00 £650.00 Not 

included in 

Luton's 

offer. 

Not 

included in 

Luton's 

offer. 

Not 

included in 

Luton's 

offer. 

£360.00 Not 

included in 

Luton's 

offer. 

Reopening the grave for a second interment: 

£950

£70.00 £70.00 £420.00 £1,260.00 £250.00 £750.00 £420.00 £1,260.00 £130.00 £390.00 £420.00 £1,260.00 £70.00 £70.00 £420.00 £1,260.00 Service not 

listed on 

STC's List 

of Charges 

23 - 24

Service not 

listed on 

STC's List 

of Charges 

23 - 24

Service not 

listed on 

STC's List 

of Charges 

23 - 24

£130.00 Service not 

listed on 

STC's List 

of Charges 

23 - 24

* - ashes plot cost not on publicised costings - 

confirmed via Telcon with helen 05/10/2023.

£63.00 £63.00 £594.00 £1,188.00 £69.00 £138.00 £148.00 £297.00 £148.00 £297.00 £69.00 £138.00 £69.00 138 £51.00 £103.00 £594.00 £1,188.00 Service not 

listed on 

KTC Table 

of Fees and 

Charges 

23/24

Service not 

listed on 

KTC Table 

of Fees and 

Charges 

23/24

Service not 

listed on 

KTC Table 

of Fees and 

Charges 

23/24

£138 

resident; 

£277 non-

resident

£1750 - 

max 5 

years. 

9ft burial depth x 4ft wide = triple depth 

ownership. 

30 year limit on purchase of plot.  

Tree dedication: 15 years: £450 resident / £900 

non-res.

Rose dedication - 15 years: £176 resident / 

£352 non-resident.

Bulb donation scheme: £28 res/£57 non-res.

£53.00 £53.00 £27.00 £81.00 £26.00 £77.00 £59.00 £176.00 £59.00 £176.00 £26.00 £77.00 £26.00 £77.00 £27.00 £81.00 £27.00 £81.00 £26.00 £26.00 £26.00 £32.00 Service not 

listed on 

HRTC's 

Table of 

Charges 23 - 

24 

EROB = 75 yrs. 

£509.30 £2,291.30 £50.60 £227.70 £348.70 £1,568.60 £122.10 £122.10 £166.10 £746.90 £50.60 £227.70 £52.80 £237.60 £509.30 £2,291.30 Service not 

listed on 

DTC's 

Cemetery 

Fees List 

Service not 

listed on 

DTC's 

Cemetery 

Fees List 

Service not 

listed on 

DTC's 

Cemetery 

Fees List 

Service not 

listed on 

DTC's 

Cemetery 

Fees List 

Service not 

listed on 

DTC's 

Cemetery 

Fees List 

EROB = 75 years. 

£111.50 £111.50 £242.00 £965.00 £90.00 £357.00 £242.00 £965.00 £242.00 £965.00 £242.00 £965.00 £242.00 £965.00 £90.00 £357.00 £408.50 £1,633.50 £56.00 £56.00 £56.00 £0.00 Service not 

listed on 

LLTC's 

Cemeteries 

Fees and 

Charges 22 

/ 23 List 

EROB for 50 years, opportunity to purchase 

additional 25 years for £268 R /£1068.5 NR.

£21.00 £84.00 £174.50 £698.00 £52.00 £208.00 £174.50 £698.00 £52.00 £208.00 £52.00 £208.00 £52.00 £208.00 £48.50 £194.00 £174.50 £698.00 Service not 

listed on 

ATC's 

Charges 

and Fees 

list. 

Service not 

listed on 

ATC's 

Charges 

and Fees 

list. 

Service not 

listed on 

ATC's 

Charges 

and Fees 

list. 

Service not 

listed on 

ATC's 

Charges 

and Fees 

list. 

Service not 

listed on 

ATC's 

Charges 

and Fees 

list. 

EROB for 75 years.  

£92.00 £276.00 £250.00 £250.00 £235.00 £235.00 £250.00 £250.00 £250.00 £250.00 £235.00 £235.00 £85.00 £85.00 Service not 

listed on 

SBC's list of 

Fees and 

charges.  

Service not 

listed on 

SBC's list of 

Fees and 

charges.  

Service not 

listed on 

SBC's list of 

Fees and 

charges.  

£500 - 10 yr 

renewal

Service not 

listed on 

SBC's list of 

Fees and 

charges.  

Child interments are free for under 16 years and 

under if one or both parents are Stevenage 

residents. 

Triple fees on interment and plot purchase only - 

memorials are flat fee for all. 

£61.00 £122.00 £476.00 £1,904.00 £162.00 £648.00 £476.00 £1,904.00 £476.00 £1,904.00 £162.00 £648.00 £170.00 £680.00 £73.00 £292.00 £477.00 £1,908.00 £25.00 £25.00 Service not 

included in 

NHC's list of 

fees and 

charges.  

£143.00 Service not 

included in 

NHC's list of 

fees and 

charges.  

£62.00 £62.00 £208.00 £208.00 £79.00 £79.00 £121.00 £121.00 £208.00 £208.00 £79.00 £79.00 £62.00 £62.00 £208.00 £208.00 £62.00 £62.00 £62.00 Service not 

listed on 

HTC's list of 

fees and 

charges

Service not 

listed on 

HTC's list of 

fees and 

charges

Where a Hertford resident has previously purchased a plot 

and been interred in the cemetery, nomal resident fees 

apply for the following spous,e partner, parent, sibling or 

children interments in the same plot, even if they had left 

the Hertford area.  

Child burials free of charge to single depth for Hertford 

residents only. 
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BIGGLESWADE TOWN COUNCIL 
Finance and General Purposes 5th December 2023 

Finance Review Update 

Implications of Recommendations 
Corporate Strategy: Good Governance – ensure that the Town Council continues to operate 
within legislation, regulation, ethical guidelines and best practice. 
Finance: Not applicable. 
Equality: Not applicable. 
Environment: Not applicable. 
Community Safety: Not applicable. 

Background: 

This report is an overview of the continued progression of the Finance Review, which is now 
completed in full with the purely finance action points. There is only one car park action point that 
remain unfinished. 

There are 33 recommendations. Of these, 97% are complete (32) and 3% is part-complete (1). The 
final item may still be several months away from completion. 

Final part complete recommendation: 

Here is the progress of the remaining part complete recommendation: 

Formalise enforcement arrangements for car parks – the enforcement agreement is still with CBC. 
Consideration is also required for the software tests currently being conducted by Flowbird, as any 
further changes in the way the ticket machines work will need to be reflected within the enforcement 
agreement. Officers are in communication with CBC and hope to arrange a review meeting later in 
December. CBC will naturally have their own processes after this, including legal consideration etc. 
The Place Shaping Manager is keen to clarify that he does not expect this to be concluded until late 
winter. 

Recommendation: 

For Members to note this report. 

Rob Youngs 
Head of Finance and Deputy RFO 

Appendix A: Updated Finance Review plan 

F&GP 05/12/23
Items for Information 

Item 10a Finance Review Update
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2021- Finance Review – Action Plan  

APPENDIX A - ACTION PLAN 

STAGE A – RECOMMENDATIONS TO BE IMPLEMENTED IN NEXT 3 MONTHS 

REFERENCE RECOMMENDATION ADDITIONAL COMMENT PROGRESS 
(ANTICIPATED 
COMPLETION 
DATE) 

 Management Accounting Arrangements   

R1 The Council should proceed with recruiting staff to roles with finance 
responsibility. These officers will have a key role in: 
- Implementing recommendations set out in this report; 
- Improving ownership of financial systems and reporting at BTC. 

New Finance Manager in post and 
Assistant Accountant is being recruited. 
Accounts Administrator continues in 
post. 

Complete. 

R2 The Council needs to make the RBS accounting system more 

accessible to BTC staff. BTC have recently purchased additional 

licences for the accounting application. Training should be purchased 

for staff with finance duties to ensure they have the knowledge to use 

the accounting system. 

 

Book a training programme for all staff 
using the RBS Omega Accounting 
system, ensuring they receive training 
appropriate for their role. Training 
mandatory before system access is 
granted.  

Complete. 

 Financial Accounting   

R3 The Council is permitted to produce simple income and expenditure 

accounts.   BTC should therefore assess whether it wants to continue 

producing full Code of Practice accounts at the end of each financial 

year. This assessment should consider: 

- What are these accounting statements used for? 

- Do Members and Officers understand these more complicated 

financial statements? 

- How much do these statements cost to produce? 

 Accountancy support from DCK will be essential. A number of issues 
will need to be considered. These include: 

- Amendments to chart of accounts. 
- Write-off of capital and fixed asset balances from balance sheets.  
- Possible prior year amendments to AGAR financial statements. .  

The AGAR provides a basic set of accounts, but more information is 
needed to provide proper financial information to members and 
residents. 

 

Decision needed in early part of 2021-22 
financial year to allow Council to 
implement changes for start of 22-23. 
Request DCK to perform this in-depth 
task in plenty of time for the start of the 
financial year 23/24. Rob and Peter to 
discuss with Derek when here on 11th 
and 12th October. Wait until budget 
signed off late January, then DCK to work 
on in February. RY has created the 
structure, which is a reduced chart of 
accounts, with less cost centres and an 
amalgamation of some cost codes, which 
simply caused confusion. The structure is 
still expansive enough to permit control of 
budget spend. New coding structure is 
being used since 1st April 2023. 

Complete. 
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2 
2021- Finance Review – Action Plan  

REFERENCE RECOMMENDATION ADDITIONAL COMMENT PROGRESS 
(ANTICIPATED 
COMPLETION 
DATE) 

 Council Reserves and Loans   

R4 The Council must undertake an urgent review of all reserves balances 

in order to assess whether reserves are being held at an appropriate 

level. There are a number of steps:  

- Review current earmarked reserve balances and determine why 

these are being held. BTC will need the assistance of DCK 

Accounting for this work;  

- Carry out an assessment of what reserves the Council needs to 

meet known liabilities. This must include an assessment of monies 

required to maintain the Council’s asset base;  

- Identify any monies that need to be set aside for regulatory or 

funding reasons (e.g. CIL or deferred grants); 

- Identify reserves required to fund projects identified in strategic 
planning;  

- Establish minimum level of general reserves to be held by the 
Council. 

This was completed in good time to 
inform the 22-23 budget setting process.  

Complete. 

 Debt and Income Policy   

R5 The Council should develop an income and debt collection policy, 
which should be published on the Council website, and referenced in 
all booking forms issued by the Council. 
 

Policy needs to be in place to underwrite 
other improvements to income and debt 
collection systems. Policy now written, to 
go to F&GP Nov. Passed at F&GP. 

Complete. 

    
 Car Park Income Pay and Display   

 
R6 

BTC to consider purchasing the Facilities Booking Management 
Module from RBS, to be used for Orchard Centre / Market Stalls / Pitch 
Booking. The Council should examine the following functions before 
purchasing: 
- Room booking; 
- Invoice integration with accounting system;  
- Exception reports available (e.g. cancelled bookings / unpaid 

invoices); 
- Performance reports; 
- Caretaker Instructions; 
- Email confirmations from system; 
- Potential for storage and issue of hire agreements to customers. 

Training programme for all system users will also need to be 
purchased. 

RBS replaced by Squarespace 
Scheduling. System in place and training 
with the Orchard Centre team happening 
in w/c 10th October. System can perform 
all functions except invoice integration. 
Issues with setting up payment via Stripe, 
officers awaiting an email/call from 
Stripe. Squarespace are now called 
Acuity Scheduling. 

 

Complete. 
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3 
2021- Finance Review – Action Plan  

REFERENCE RECOMMENDATION ADDITIONAL COMMENT PROGRESS 
(ANTICIPATED 
COMPLETION 
DATE) 

 Purchase Orders   

R7 BTC should consider purchasing and implementing the purchase order 
module of the Omega accounting system from RBS.  Should the 
decision be taken to take up this option, the Council should ensure: 
- All staff who raised and manage purchase orders are given proper 

training in the new process; 
- Staff with accounting and financial duties are trained in running 

reports available on the purchase order system.  

Potential for saving of staff time and 
improvement in accounting information if 
implementation can be brought forward. 
Huge improvements have been made 
and there is continuous review of the 
Purchase Order system, with only 
appropriate staff raising POs. A new PO 
Request Form was recently 
implemented. 

Complete. 

R8 Purchase orders should be issued to all suppliers. These should be 

issued following a standard template stored in the Council’s purchase 
order system. This should include the following:  

- Payment terms and condition; 

- Requirement to email invoices to accounts payable email 

address; 

- Hyperlink to council terms of trade on website. 

Signatures should not be included. 

Communication of terms and conditions 
to suppliers. Update – invoices emailed 
to our Purchase Ledger email box. 
Desperately trying to get all invoices 
emailed here rather than to individuals. 
 
 
 
 
 
 
 
 

Complete. 

 Payment of Suppliers   

R9 The Council should move to making payments to suppliers by BACS. 
This decision should be considered, and approval sought from Full 
Council prior to implementation.   

To start when move to new bank. In 
place. 

Complete. 

    
 Payroll   

R10 The monthly payroll process is not documented. The monthly payroll 
routine should be documented, and additional staff trained in what 
needs to be done each month. Documentation should include 
supervisory checks (e.g. Town Clerk’s review of payroll file before 
submission to George Hay) and records that should be kept on the 
monthly payroll file. 
 

Council needs to ensure adequate back 
up in knowledge of payroll process. 

Complete. 

R11 The Council should assess whether it needs non office staff to continue 

to complete and submit weekly hard copy timesheets. Consideration 

should be given to moving to an overtime claim system. Claim forms 

Relatively simple administrative change. 
Now achieved on the Citrus HR system. 

Complete. 
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4 
2021- Finance Review – Action Plan  

REFERENCE RECOMMENDATION ADDITIONAL COMMENT PROGRESS 
(ANTICIPATED 
COMPLETION 
DATE) 

should be submitted for all preauthorised overtime worked by staff. 

These should be authorised for payment by the Town Clerk & Chief 

Executive. 

 Bank Account   

R12 The Council should continue with plans to allocate read access for 

relevant staff to the Council’s main bank account. All requests for 
access to be signed off by the Town Clerk & Chief Executive& Chief 

Executive. 

Urgent - staff need read access to check 
income from customers has cleared 
bank. In place – the Finance Team are 
reconciling the main bank account daily, 
permitting updated information. 

Complete. 

R13 The Council to finalise arrangements for installation of a card payment 
machine at the main office. In due course, consideration should be 
given to installing a second portable machine to be used to collect 
payments for markets and events, as well as acting as a backup 
machine in busy times.  
 

Unity Trust use Elavon who will install a 
card machine in the office and provide a 
portable one for the Market Square. They 
will also provide training. Implemented, 
three card machines. 

Complete. 

 Internal Audit   

R14 Internal Audit reports should be made publicly available on the Council 
website once they have been reviewed at a council meeting. 
 

Compliance with NALC Practitioner 
Guide best practice.  

Complete. 
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5 
2021- Finance Review – Action Plan  

STAGE B – RECOMMENDATIONS TO BE IMPLEMENTED IN MONTHS 3-6 

REFERENCE RECOMMENDATION ADDITIONAL COMMENT PROGRESS 
(ANTICIPATED 
COMPLETION 
DATE) 

 Management Accounting Arrangements   

R15 A consultation exercise should be carried out with Members, in order 
to ascertain what finance reports they wish to see and when they want 
to see them. Once this has been determined, The Town Clerk & Chief 
Executive should set up a budget monitoring timetable to be followed 
each month and quarter to ensure budget monitoring becomes part of 
Council routine. Financial regulations may need to be amended.  

New management accounts reporting 
structure to be put in place before new 
financial year. RY has discussed with RP 
asking what he would like-he will 
consider and get back late Nov. Meetings 
with new Chair and Deputy Chair of FGP 
have permitted progression of this. New 
reports and process agreed at F&GP 
180723 

Compete.  

R16 The Town Clerk & Chief Executive should establish a budget virement 
process. Officers and Members can then seek Council approval for 
changes to the agreed budget as circumstances change in the year. 
Once approved, virements to be posted to the accounting system, 
cross-referenced to the relevant minute, using the virement function.  

To be put in place before new financial 
year. 

Complete. 

R17 The Town Clerk & Chief Executive should ascertain whether the 
Council wishes to continue the process of recharging admin and staff 
costs to services. This assessment should consider how the 
information is used and is it worth the cost of production. The 
complexity the recharge process adds to the accounts should also be 
considered.  

Recharging to happen at year-end only to 
avoid too much complexity at month-end 
but to ensure at year-end that the 
published accounts do not misrepresent 
costs. 

Complete. 

 Council Reserves and Loans   

R18 The Council should adopt a formal reserves policy and ensure that 
reserves are reviewed against this policy on at least an annual basis. 
This should form future budget and precept setting. Decisions on 
transfers to and from reserves should be reported to and approved by 
F&GP Committee as part of this review process.  

Needs to be approved in good time for 
start of 21-22 financial year.  

Complete. 

    

 Debt and Income Policy   

R19 The Council must be systematic in the way it collects debt.  Whilst 
recommendations above should reduce the number of transactions 
that are collected in arrears, some income will still be collected after an 
invoice is issued.   

BTC needs to put process in place to 
ensure debts are pursued promptly. 

Complete. 
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2021- Finance Review – Action Plan  

REFERENCE RECOMMENDATION ADDITIONAL COMMENT PROGRESS 
(ANTICIPATED 
COMPLETION 
DATE) 

The Council should work with the accountancy system provider RBS, 
to identify whether debt reminder letters can be produced automatically 
by the system 14 and 28 days after debts fall due.  

The sales ledgers should also be reviewed by the Town Clerk & Chief 
Executive every month, with decisions about follow up action on debts 
determined as part of the review.  The aim of this review should be to 
ensure that debts are collected or reasons for late payment understood 
and documented.   

 

 

 

 Payment of Suppliers   

R20 The Council should set up a documented payment run process. This 
should include: 

- Checks to be carried out before invoices are presented for 
payment. This includes matching to purchase orders, confirmation 
that services have been delivered and confirmation of correct 
charge by supplier.  These checks should cross reference to 
financial regulations.  

- Documentation to be sent to authorised signatories to support the 
payment run. Ideally this should be made available electronically. 

- a clear timetable for closing date for receipt of invoices, and 
prebooked diary slots for DCK Accountant / FTC finance Staff / 
Town Clerk & Chief Executive and Councillors. 

 

 

Documentation of existing process and 
preparation for move to BACS payments. 
In place. 

Complete. 

R21 Supplier payment information will need to be obtained from all 
suppliers prior to making a payment. New supplier information, and any 
changes to supplier payment records must be checked by phone to a 
known contact number prior to input into the accounting system. 

 

 

Essential anti-fraud control.  Complete. 

64



7 
2021- Finance Review – Action Plan  

REFERENCE RECOMMENDATION ADDITIONAL COMMENT PROGRESS 
(ANTICIPATED 
COMPLETION 
DATE) 

 Internal Audit   

R22 The Council should carry out an annual review of internal audit 
arrangements following guidance in the Practitioners’ Guide. This 
review should be added as a standing task to be completed in January 
of each financial year by F&GP Committee. 

 

NALC Practitioners’ Guide requirement. 
RY progressing ready for F&GP early 
January. New internal auditor agreed at 
F&GP in March 23. 

Complete. 
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2021- Finance Review – Action Plan  

STAGE C – RECOMMENDATIONS TO BE IMPLEMENTED BY 01.04.22 

REFERENCE RECOMMENDATION ADDITIONAL COMMENT PROGRESS 
(ANTICIPATED 
COMPLETION 
DATE) 

 Council Reserves and Loans   

R23 The Council should set up new reserve accounts on the 
accounting system. Separate reserve accounts should be set 
up for each earmarked reserve identified at recommendation 9 
above, and accounting entries posted to the reserves as 
reserves are spent / replenished. 

Reserves being managed adequately and signed 
off by Members. 

Complete. 

 Car Park Income Pay and Display   

R24 Work to add payment by phone as an option for car park users 
should continue.  Care should be taken to select an option that 
works with systems used by the enforcement team. The Place 
Shaping Manager has commenced scoping work with the 
enforcement team at CBC. 

Report going to Full Council on 13th Dec, 
outlining the tender specification. The tender will 
result in a new supplier by August 23. CBC happy 
to collaborate to allow payment by phone. 

Complete. 

 Car Park Income – Permits   

R25 The Council should work with the enforcement team to assess 
whether it would be possible to move to a virtual parking permit 
system. 

CBC Officers have informed BTC Officers of the 
virtual parking permit system they use. Officers 
are awaiting a response from the supplier to 
establish feasibility and cost. Officers have also 
reached out to Flowbird and await a response. 
The system would form part of the enforcement 
agreement if used as it’s necessary that CBC 
Enforcement Officers enforce this. Two 
companies have been approached which are 
compatible with Imperial 3Sixty, which is 
necessary for CBC enforcement. Meetings have 
been held with both companies and both asked 
for sight of the policy BTC use for giving out 
permits. This is so they can provide an accurate 
price based on volume of permits issued, 
complexity of system etc. A draft policy will be 
provided to TCM in October and the agreed 
document eventually can be sent to each 
company then a meeting will be held with each 
and CBC Parking Enforcement. 

Part complete 
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2021- Finance Review – Action Plan  

REFERENCE RECOMMENDATION ADDITIONAL COMMENT PROGRESS 
(ANTICIPATED 
COMPLETION 
DATE) 

R26 BTC should formalise enforcement arrangements, and a 
contract or service level agreement established with CBC. 

This action has longstanding been labelled as an 
August 2023 completion date. This is because 
the new contract for the car park management 
systems wasn’t due to go live until August as the 
existing contract expires on 31st July. It is 
anticipated that the new machines will be 
installed mid-late August. Officers are still 
processing the machine specification 
requirements with the supplier and will 
communicate this with select Members when 
appropriate. At this point, it will become very clear 
how the machines will work and this can be 
communicated to CBC. The necessary points can 
be added into the enforcement agreement to 
ensure any changes to the existing enforcement 
(i.e. ticketless) are captured. In the interim period, 
Officers have sent CBC a draft agreement for 
their review and are awaiting feedback. ETA 31st 
August 2023, subject to CBC agreeing the terms 
and signing. The Place Shaping Manager still 
awaits feedback from CBC on this. Software tests 
are currently being conducted by Flowbird, as 
any further changes in the way that the ticket 
machines work will need to be reflected in the 
enforcement agreement. These tests are 
expected to be completed on the 19th October. 

Part complete 

 

 Allotment and Sports Pitch Income    

R27 The Council should aim to move as many allotment tenants as 
possible on to direct debit at next renewal date. 

Not being pursued due to many allotment holders 
preferring to pay by credit card or BACS rather 
than set up a DD for an annual payment. 

 

Complete. 

R28 BTC to consider moving allotment records to the RBS 
Allotment Module and seeking to maximise integration with the 
Council’s Finance system. 

 

This is now on RBS and being utilised for 
invoicing. 

Complete. 
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10 
2021- Finance Review – Action Plan  

REFERENCE RECOMMENDATION ADDITIONAL COMMENT PROGRESS 
(ANTICIPATED 
COMPLETION 
DATE) 

R29 The Council should move football pitch hire on to termly billing 
arrangements. Overall pitch requirements should be agreed 
with football clubs before the start of each football season, and 
a contract signed with the treasurer of each football club.  
Invoices should then be issued for three payment dates (for 
example 1 September /1 January / 1 March) and followed up 
by BTC staff. This ensures payments are made in advance of 
use. There should be no refunds for unused hires, although the 
Council may have discretion to award credit notes in periods 
of very poor weather. 

We can do this and will aim to start this from 1 
Jan. 

Complete. 

R30 The Council should ensure that is understands VAT rules in 
area of sports pitches– No VAT is chargeable when a club is a 
regular hirer (a series of more than 10 sessions). 

Recent update adhered to. Complete. 

R31 The Council should aim to move sports club lease payments 
on to direct debit at next renewal date. The clubs will need to 
be informed in advance of next rental payment. 

Can progress when Unity Trust is in place. Aim to 
have in place to receive first DDs in January. Due 
to lease payments often only being annual, DD is 
considered inefficient. 

Complete.  

 Cemeteries   

R32 Terms and Conditions on the fees and charges notice for 
cemeteries should be amended to require payment by bank 
transfer. This should be implemented immediately for all 
accounts managed by funeral directors.  

Accounts no longer settled by cheque. Booking to 
be online and payment online. 

Complete. 

  

Internal Audit 

  

R33 The Council should change internal auditor for the 22-23 
financial year. Competitive quotes should be sought from 
internal auditors operating in the Bedfordshire area.  

 

Auditor has not been changed for many years. 
Rob is obtaining quotes, all three expected by 
25th November. Agreed and in place. 

Complete. 

 

68



69



BIGGLESWADE TOWN COUNCIL 
Finance and General Purposes 5th December 2023 

Original Estimate Planning Cycle Progression 

Implications of Recommendations 
Corporate Strategy: Good Governance – ensure that the Town Council continues to operate 
within legislation, regulation, ethical guidelines and best practice. 
Finance: Progression towards completing the precept request to meet the deadline. 
Equality: Not applicable. 
Environment: Not applicable. 
Community Safety: Not applicable. 

Background: 

This report is an overview of the progress made particular to the Original Estimate Planning Cycle. 

Current major areas of consideration: 

There are four main current steps: 

1. Changes in staff - there are currently several posts being recruited for. The outcome of the
recruitment processes will naturally affect the staffing costs for 2024/25. It is worth noting that
the Autumn Statement, dated 22nd November 2023, affected only employee National
Insurance. It did not change employer National Insurance rates or brackets.

2. The Council’s fleet - decisions regarding the potential replacement of some of the vehicles,
are being considered in detail this evening. The outcomes will naturally feed into the precept
request.

3. Annual fees 24/25 - these are also being considered this evening and will affect the income
for the Council, based on volumetrics and recent history etc.

4. The Orchard Centre Business Plan - this is being considered this evening and has the potential
to impact both future income and expenditure relating to our Community Centre.

Future steps: 

There are still many steps before our final precept. Here are the main forthcoming steps: 

1. The outcomes from this evening’s meeting will be fed into the precept calculations.
2. All cost centres and cost codes will be reviewed at Officer level. This is to ensure that any

recent intelligence is captured.
3. Growth items will be summarised following the Member meeting held on the 31st October.

Overall values for each grading can then be considered at Finance and General Purposes on
the 16th January.

4. The full budget reports will be delivered to Finance and General Purposes on the 16th January.
Three options will be offered, with the aim that one is considered suitable to recommend to
Full Council the following week.

5. The recommended option will be presented to Full Council on the 23rd January. A decision is
required to ensure the CBC deadline is met.

6. On the 24th January the Town Clerk and Chief Executive and the Head of Finance and Deputy
RFO will complete the forms and submit the Town Council’s precept request.

Recommendation: 

For Members to note this report. 

Rob Youngs 
Head of Finance and Deputy RFO 

Appendix A: Updated Original Estimate Cycle. 

F&GP 05/12/23
Items for Information

Item 10b Original Estimate 
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2024 – 2025 ORIGINAL ESTIMATE PLANNING CYCLE  APPENDIX A 

Date Description Attendees/Officer Lead Output Status 

7th September 2023 Communicate with Central Bedfordshire 
Council to acquire deadlines for 
submission of precept request. 

Rob Youngs Clean CBC timetable. Completed. 

15th September 2023 Clean estimate of all payroll staffing costs, 
including projection of pay inflation. 

Rob Youngs, Helen Calvert Clean estimate of Staff costs 
for 24/25. 

Completed. 

25th September 2023 Review staff payroll costs.  Peter Tarrant, Rob Youngs 
and Helen Calvert 

Staff costs reviewed in-depth. Completed. 

6th October 2023 Review latest projected outturn for 23/24 
after half-year accounts finalised. 

Peter Tarrant and Rob 
Youngs 

Projected outturn 23/24. Completed. 

6th October 2023 Management Meetings to identify 23/24 
growth requirements, revenue projections 
and current cost reviews.  
 

Peter Tarrant, Rob Youngs 
and Karim Hosseini 

Identification of 23/24 growth 
requirements, revenue 
projections and general 
reviews. 

Completed. 

9th October 2023 Management Meetings to identify 23/24 
growth requirements, revenue projections 
and current cost reviews.  
 
 

Peter Tarrant, Rob Youngs, 
Karim Hosseini, Jonathan 
Wooley, Isaac Lord, Helen 
Calvert, Louise Millsip 

Identification of 23/24 growth 
requirements, revenue 
projections and general 
reviews. 

Completed. 

10th October 2023 Management Meetings to identify 23/24 
growth requirements, revenue projections 
and current cost reviews.  
 

Peter Tarrant, Rob Youngs, 
Karim Hosseini, Jonathan 
Wooley, Isaac Lord, Helen 
Calvert, Sian Van Der 
Merwe 

Identification of 23/24 growth 
requirements, revenue 
projections and general 
reviews. 

Completed. 

12th October 2023 Entering suggested new Original Estimate 
for 23/24, onto Rialtas.  

Rob Youngs 24/25 original draft budget in 
Rialtas. 

Completed. 

13th October 2023 Thorough accuracy and sense-check 
review of suggested new Original Estimate 
for 23/24, on Rialtas. 

Peter Tarrant and Rob 
Youngs 

24/25 original draft budget in 
Rialtas fully reviewed for 
accuracy. 

Completed. 

20th October 2023 Provide a thorough update to F&GP Chair 
and Deputy Chair. 

Peter Tarrant, Duncan 
Strachan, Inessa Agnew 
and Rob Youngs 

Fully informed Chair and 
Deputy Chair of F&GP. 

Completed. 

27th October 2023 Meeting with Senior Members (Mayor, 
Deputy Mayor, Chair of F&GP, Deputy 
Chair of F&GP) to review the draft Original 
Estimate 24/25. When agreed in principle, 
a report will be created. 
 

Peter Tarrant, Mark Foster, 
Mark Knight, Duncan 
Strachan, Inessa Agnew 
and Rob Youngs 

Initial sign off from Senior 
Members, thus enabling a draft 
report to F&GP.  

Completed. 

31st October 2023 Consultation with broader Members. All Members Broad Member sign off. Completed. 

16th November 2023 Consultation with broader Members. All Members. Annual fees and fleet. Completed. 

5th December 2023 Last main input elements being 
considered, with detail presented to F&GP. 

F&GP Final decisions on the Annual 
Fees, fleet and consideration of 
The Orchard Centre business 
plan . 

Meeting set-up, 
commencing at 7. 
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16th January 2023  
 

Sign off at F&GP Committee. F&GP Agree on a formal resolution 
ready to be presented to Town 
Council on 23rd January. 

Meeting set-up, 
commencing at 7. 

23rd January 2023 Sign off at Town Council. Town Council Final precept agreed by 
Members. 

Meeting set-up, 
commencing at 7. 

24th January 2023 Complete CBC forms with precept request. Rob Youngs To be signed by Peter Tarrant 
as RFO. 

Submit as quickly as 
possible, as agreed with 
CBC. 
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BIGGLESWADE TOWN COUNCIL 
Finance and General Purposes 5th December 2023 

Risk Management Update 

Implications of Recommendations 
Corporate Strategy:  Good Governance – ensure that the Town Council continues to operate 
within legislation, regulation, ethical guidelines and best practice. 
Finance: Robust banking proceedings with appropriate separation of duties. Setting a sufficient 
precept for 24/25. 
Equality: Not applicable. 
Environment: Not applicable. 
Community Safety: Not applicable. 

Background: 

Officers introduced a new risk enterprise framework in March 2023, which is available as “read 
only” to Members on SharePoint. This followed a complete review of all risks across all categories 
for the Town Council and which completed the Town Council’s internal auditor action. 

The Operational Management Team meet once a month and Risk Management is always on the 
agenda. This wider management team update the framework with risks as they emerge and also 
as standing risks are resolved. 

In addition, after a Member request, we have added some “dates to be completed by” to the risk 
framework and these have been completed as a management team. 

Summary: 

Three risks, rated highest by Managers on the risk framework, have been identified in the last 
month. These are: 

1. Recruitment and retention of the workforce. Mitigation is underway to preserve the
establishment.

2. Fleet replacement. Separate report refers. There is a risk of continuing with the existing fleet
at increased maintenance cost and increased days off the road.

3. Projects. At the legal stage with two resolved projects.

Recommendation: 

For Members to note this report and the mitigations and ascertain the potential impact to the Town 
Council.

Karim Hosseini   Rob Youngs 
Head of Governance and Strategic Partnerships  Head of Finance and Deputy RFO 

F&GP 05/12/23
Items for Information

Item 10b Risk Management Update
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BIGGLESWADE TOWN COUNCIL 
Finance and General Purposes 5th December 2023 

Quarterly bank reconciliations 

Implications of Recommendations 
Corporate Strategy:  Good Governance - ensure that the Town Council continues to operate 
within legislation, regulation, ethical guidelines and best practice. 
Finance: Compliance with Financial Regulations. 
Equality: Not applicable. 
Environment: Not applicable. 
Community Safety: Not applicable. 

Background 

Section 2.2 of the Council’s Financial Regulations states that: 
“2.2. On a regular basis, at least once in each quarter, and at each financial year end, a member other 
than the Chairman [or a cheque signatory] shall be appointed to verify bank reconciliations (for all 
accounts) produced by the RFO. The member shall sign the reconciliations and the original bank 
statements (or similar document) as evidence of verification. This activity shall on conclusion be 
reported, including any exceptions, to and noted by the Council [Finance Committee].” 

The bank statements and reconciliations for the quarter end to 30th September 2023 were shared 
with Councillor Barrett on the 10th October 2023 and were signed in accordance with the Financial 
Regulations. All documents have also been signed by the Responsible Finance Officer. 

These are all attached as follows: 

1) Unity Trust main current account. Please see Appendix A for the Rialtas reconciliation and
Unity Trust bank statements.

2) Unity Trust salary current account. Please see Appendix B for the Rialtas reconciliation and
Unity Trust bank statements.

3) CCLA account number one. Please see Appendix C for the Balance Sheet indicating the
balance in the Council’s accounts and the CCLA bank statement.

4) CCLA account number two. Please see Appendix D for the Balance Sheet indicating the
balance in the Council’s accounts and the CCLA bank statement.

5) Petty cash. For completeness, the petty cash reconciliation is included as Appendix E, along
with the Balance Sheet indicating the balance in the Council’s accounts.

Recommendation: 

For Members to note this report and review the supporting documentation. 

Rob Youngs 
Head of Finance and Deputy RFO 

Appendix A - Unity Trust main current account 
Appendix B - Unity Trust salary account 
Appendix C - CCLA account number one 
Appendix D - CCLA account number two 
Appendix E - Petty cash 

F&GP 05/12/23
Items for Information

Item 10c Quarterly Bank reconciliations
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Appendix C 
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Appendix E
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