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I was invited to complete the first internal audit of Cranbrook Town Council.  I met with the Town 

Clerk on the 23rd February 2016 to discuss the current process and systems in place, I attended the 

offices on the 10th March to go through the documents, my findings are attached and summarised 

below:- 

Payroll 

I reviewed the payroll process and consider the controls in place are suitable for the amount of 

transactions going through.  The Town Clerk was going to seek guidance regarding NI & Tax 

calculations on Salaries, there is a possibility they should be calculated after taking into account 

pension deductions which could result in the amount paid to date being too high.  Payments are 

made through the Council’s bank.  There is a recommendation that the process for setting up new 

beneficiaries on the bank should be a 2 stage process to protect the Clerk and the Council. 

Creditors (Suppliers) 

I checked the process of paying Creditors.  A robust process is in place and Council are presented 

with details of the expenditure monthly.  Once presented to the Council, the payments to the 

creditors is initiated through the bank.  Once the technology allows, consideration should be given to 

giving the Councillors copies of the invoices to allow them to have visibility of the invoice before 

they are authorised.   

We also had a conversation surrounding changing supplier bank details due to potential fraud.  It 

was suggested that the Clerk’s office make contact with the Supplier to check that any request 

received is genuine. 

VAT has been accounted for correctly, the Clerk is awaiting a response from HMRC regarding the re-

claiming of any VAT.   

There is no formal process in place to detect any duplicate payments, however due to the low level 

of invoices processed and the fact that they all go through the Clerk, it is felt that this is a low risk at 

this stage. 

Accounting System. 

At present, there isn’t a proprietary accounting system used, it is all spreadsheet based.  The level of 

controls within the spreadsheet are adequate.  There is evidence of regular reporting to Council of 

expenditure and they have been presented with the Quarter 3 budget monitoring report which has 

reconciled back to the ledger.  To date, the bank reconciliation hasn’t been presented or signed-off 

by the Council.  This is a primary document and it is recommended that the Council gets into the 

habit or receiving the document as stipulated within the financial regulations.   

General 

Due to the fact that the Council is so small, there is a single point of failure.  Should the Clerk be 

unavailable for a period of time, it would be difficult for the Council to perform their financial duties 



in a timely manner.  It is felt that the banking arrangements may be un-workable as the Council gets 

larger.  At present, there is only one person with access to submit payments onto the bank (Clerk) 

and 4 who can authorise (all Councillors).  The bank also appear to be slow in responding to 

requested changes, an example being a replacement Alto card.  In the medium term, consideration 

should be made at looking at possible alternative banks who can offer a quicker service to the 

Council which could also assist with business continuity moving forward. 

As a new entity, the Clerk has a lot to do with regards to ensuring the Council conforms to their 

statutory responsibilities.  I would like to put on note my thanks to the Clerk for her assistance with 

the audit process.  

 

 

 

Andrew Furbear ACMA 

Internal Auditor for Cranbrook Town Council. 


