Association of Council Secretaries and Solicitors
    Financial Arrangements and Asset Management
(Adopted by Council 24 April 2009)
1. Introduction 

 These arrangements explain how the financial transactions of the Association must be administered and how the assets of the Association must be managed. 

2. Meanings

The Council means the Council of the Association.

3. Responsibilities for these Arrangements

The Council is responsible for adopting and reviewing these arrangements and for ensuring proper control of the Association’s finances and assets. The Council must consider any report of the Association’s auditors.

All members and employees of the Association handling money and assets of the Association must comply with these arrangements. 

The Treasurer is responsible for ensuring compliance with these arrangements and must report any non-compliance to the Council.

The Treasurer shall report to the Council meeting immediately prior to the Annual General Meeting on the adequacy of these arrangements and make any proposals for their alteration. 

The Treasurer shall ensure that adequate accounting records are maintained as are required to comply with any relevant legislation and the requirements of the Council. 

4. Financial Year 

 The financial year end of the Association shall be the 31st March in each year. 

5. Bank Accounts 

 Banking arrangements shall be operated by Nottinghamshire County Council on behalf of the Association on terms to be approved from time to time by the Council. 

Cheques shall be signed and issued in accordance with the finance regulations of Nottinghamshire County Council for the time being in force excepting that the Treasurer and/or the President shall be entitled to issue cheques under an Imprest Account. 

(A copy of the current County Council regulations are available from the Treasurer.)

The use of the Imprest Account shall be limited to minor items or emergency purchases. All other items should be paid upon an invoice subject to being authorised by one of the Officers named above.

All payments must be authorised by one of the following: - the Treasurer, the President, or the Policy and Development Officer.

Wherever practicable, the purchasing officer should not be the same person as the authorising officer. 

6. Budget

The Treasurer must submit a budget of anticipated expenditure and income for the following financial year to a meeting of the Council prior to the financial year end, together with any recommendations. 

7. Virements  

Virements between approved budget heads up to a limit of £2,000 may be approved by the Treasurer. For virements above £2,000 the approval of the Treasurer and President shall be required. 

8. Financial Monitoring

The Treasurer shall submit quarterly financial monitoring reports to the Council.

If irregularity occurs or is suspected, which may involve financial loss, or loss of an asset, it shall be reported immediately to the Treasurer and President who shall investigate and report to the Council to determine what further action to take. 

9. Income and Banking  

All income shall be accounted for, recorded immediately it is received and an official receipt prepared wherever appropriate. 

All income shall be properly recorded, safeguarded and paid into the 

Associations’ bank account promptly and intact, not less than once per week. 

Income will normally be received either directly by Nottinghamshire County Council on behalf of the Association or another body approved by the Council to receive income on behalf of the Association. 

10. Expenses  

All regular expenses of the Association shall be paid by bacs, cheque or direct debit by Nottinghamshire County Council on behalf of the Association. 

The mileage claims of the Policy & Development Officer will be paid through the payroll system (and straight into bank accounts) to ensure National Insurance contributions are dealt with correctly. 

The President may recover expenses through their Imprest account up to agreed financial limits from time to time and subject to the production of receipts for expenditure incurred which should normally be submitted on a monthly basis to Nottinghamshire County Council. 

11. Travelling Subsistence and Allowances  

All claims for payment of car allowances, subsistence allowances, travelling and incidental expenses shall be in accordance with such rates as may be incorporated in a contract or agreed from time to time by the Council or, in the absence of such agreement, in accordance with the national scales applying from time to time to local government. 

All members of the Association have a responsibility to ensure that the cost to the Association of the allowances is kept to a minimum without reducing unduly the efficiency with which they carry out their duties. 

All claims for expenses should be submitted promptly and in certifying the claim for payment the Treasurer shall be satisfied that the journeys undertaken were legitimate and the expenses claimed were properly and necessarily incurred. Expenses claims should be supported by vouchers or receipts. 

Mileage claims should be verified wherever possible. Payment for mileage will only be made where the member or officer is able to demonstrate that this was a cheaper form of transport than the second class rail equivalent or that travel by rail was not practicable or convenient. First class rail travel will not be payable under any circumstances. Where the Policy and Development Officer chooses to travel by car by choice, he shall be entitled to claim the Standard second class rail equivalent. (It should be noted that the expenses of the President will normally be dealt with by use of imprest accounts). 

Only named office holders of the Association shall be entitled to claim travelling subsistence and allowances. In the absence of the express agreement of the Council these shall be limited to the President and the Policy and Development Officer. 

Claims submitted more than six months after the expenses were incurred shall not normally be reimbursable. The Treasurer shall have discretion to approve claims for expenses after the said period in exceptional circumstances. 

In the case of Presidential expenses there shall be no absolute limit on the cost of overnight accommodation but, other than in exceptional circumstances, this would not normally be expected to exceed £200 per night in London or £150 per night outside London. 

The President shall be entitled to claim full reimbursement of taxi fares when attending functions and other events on behalf of the Association. Otherwise reimbursement of taxi fares will not normally be permitted, other than in exceptional circumstances, where there is a reasonable public transport alternative. 

12. Debit Cards  

The Treasurer and President shall be entitled to hold debit cards on behalf of the Association under their respective Imprest Accounts 

All expenses charged to the said debit cards shall be subject to full inspection by the Council. 

All expenses charged to the said debit cards shall relate strictly to the business of the Association and under no circumstances shall personal expenses be charged to the said debit cards. 

Debit cards shall be subject to an expenditure limit of £1,000. 

In the event of any breach of the above regulations the Treasurer or President (as the case may be) shall be personally liable for any expenses charged by him/her to his/her debit card, and shall be required to reimburse the Association accordingly. 

13. Insurances 

The Treasurer shall arrange insurance cover to meet statutory requirements and other insurance cover as may be approved by the Council.

The Treasurer shall ensure that adequate and appropriate insurances are maintained in respect of the Association’s property (Including civic regalia) and activities and shall regularly review such cover. 

14. Honoraria 

The Treasurer and/or President shall have delegated authority to determine the level of honoraria payments for any work undertaken on behalf of the Association subject to reporting such payments to the Council, such payments to be awarded on an annual basis. An annual report shall be presented to the Council on the use of such powers. 

All such payments will be by cheque unless the honorarium is payable to the Policy and Development Officer, in which event it will be paid through payroll. 

15. Investments  

Nottinghamshire County Council shall be responsible for arranging the investment of the Association’s surplus funds in accordance with an investment policy approved by the Council. 

16. Audit 

The Council shall annually appoint an auditor to undertake a proper audit of the Association’s financial affairs.

The Treasurer shall arrange to submit the accounts for audit as soon as practical after the end of each financial year.  

17. Inventories  

Inventories of all the Association’s property and equipment shall be prepared and kept up to date by the Treasurer, who shall arrange for the inventory to be checked against the physical asset, at least annually. 

The Association’s property and equipment shall not be used otherwise than for official purposes, except with the approval of the Council, provided that reasonable personal use of IT equipment shall be allowed unless specifically prohibited.  

18. Procurement of Goods, Works and Services  

The President, Treasurer and Policy and Development Officer shall each have authority to procure goods, works and services on behalf of the Association, together with such other Officers (if any) as shall be authorised by the Council from time to time. 

In procuring goods, works or services, such authorised Officers shall take reasonable steps to ensure that the Association secures best value for money. 

Prior to authorising payment, Nottinghamshire County Council, on behalf of the Association, shall:

(i) satisfy themselves that the works, goods, services are a proper charge on the Association’s funds 

(ii) ensure that there is adequate budgetary provision 

(iii) ensure prices, arithmetic and discounts are correct (provided that it is acknowledged that this can only be done retrospectively in respect of reimbursement of imprest accounts) 

In the event of any doubt they shall seek confirmation of the above from any one of the President, Treasurer or Policy and Development Officer. 

19. Purchase of Equipment 

No equipment shall be purchased for use by Officers other than in accordance with polices to be approved from time to time by the Council. 

No such equipment shall be purchased without the express approval of the Treasurer and President of the Association. 

In the event of any breach of these requirements, the Officer concerned shall be personally liable for the cost of the purchase of the equipment. 

All equipment purchased shall be added to the inventory prepared by the Treasurer and shall be subject to the inventory restrictions. 

20. Branch Accounts  

Branches may hold separate bank accounts, unless otherwise determined by the Council, and shall set their own budgets. 

Branches may level a subscription in addition to the national subscription to be used for branch expenses 

Each branch shall appoint a Branch Treasurer who shall be responsible for administering the branch accounts. 

Branch accounts are not included in the national accounts. Each branch shall produce its own annual accounts which shall be presented to the annual meeting of the branch. 

No branch may commit the Association to any expenditure or action incapable of being met from branch funds. 

Branch accounts shall be submitted to the Treasurer within two months of the financial year end. 
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