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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

1.  P ur p o s e of t h e P r o c e d ur e  

T hi s Fi n a n ci al Pr o c e d ur e will pr o vi d e g ui d a n c e o n pri n ci p l e s of b e st a c c o u nti n g pr a cti c e, 
i n cl u di n g t h o s e e m b o di e d i n t h e C o u n cil' s C o n stit uti o n (i n cl u di n g Fi n a n ci al R e g ul ati o n s). 

F oll o wi n g t h e g ui d eli n e s o utli n e d , M e m b e r s of t h e C o u n cil , C hi ef Offi c e r s , B u d g et 
H ol d e r s a n d C o u n cil st aff will b e a bl e t o d eli v er eff e cti v e s er vi c e s wit hi n t h e fr a m e w or k of 
g o o d g o v er n a n c e. 

F or t h e p ur p o s e s of t hi s Fi n a n ci al Pr o c e d ur e C hi ef Offi c er s r ef er s t o t h e C hi ef E x e c uti v e , 
E x e c uti v e Dir e ct or s a n d C hi ef Fir e Offi c e r . 

2. K e y C o ntr ol s 

T h e k e y c o ntr ol s ar e: 

•  C o m pli a n c e wit h r el e v a nt a c c o u nti n g st a n d ar d s, a d a pt e d i n a c c or d a n c e wit h t h e c urr e nt 
C o d e of P r a cti c e o n L o c al A ut h orit y A c c o u nti n g i n U nit e d Ki n g d o m ( T h e C o d e) 
a n d L o c al A u dit a n d A c c o u nt R e g ul ati o n s . 

•  T h e a c c o u nti n g p oli ci e s , a s d et ail e d wit hi n t h e St at e m e nt of A c c o u nt s of t h e C o u n cil 
f or t h at p arti c ul ar fi n a n ci al y e ar. 

•  B u d g et H ol d e r s ar e pr o vi d e d wit h r el e v a nt i nf or m ati o n a n d k e pt u p t o d at e , i n cl u di n g 
t a x i s s u e s. 

•  B u d g et H ol d e r s ar e i n str u ct e d o n t h e r e q uir e d r e c or d k e e pi n g. 
•  All t a x a bl e a n d NI -a bl e tr a n s a cti o n s ar e i d e ntifi e d, pr o p erl y c arri e d o ut a n d a c c o u nt e d 

f or wit hi n sti p ul at e d ti m e s c al e s a s r e q uir e d b y H M R e v e n u e a n d C u st o m s ( H M R C) . 
•  R e c or d s ar e m ai nt ai n e d i n a c c or d a n c e wit h i n str u cti o n s. 
•  R et ur n s ar e m a d e t o t h e a p pr o pri at e a ut h oriti e s wit hi n t h e sti p ul at e d ti m e s c al e s. 

3.  R e s p o n si biliti e s of C hi ef Offi c e r s/ St at ut or y Offi c e r s/  M e m b e r s  

T h e S e cti o n 1 5 1 Offi c e r h a s st at ut or y d uti e s i n r el ati o n t o t h e fi n a n ci al a d mi ni str ati o n a n d 
st e w ar d s hi p of t h e C o u n cil w hi c h c a n n ot b e o v erri d d e n . T h e s e st at ut or y d uti e s i n cl u d e 
s etti n g a n d m o nit ori n g c o m pli a n c e wit h c or p or at e st a n d ar d s a n d a d vi si n g o n t h e k e y 
fi n a n ci al c o ntr ol s n e c e s s ar y t o s e c ur e s o u n d fi n a n ci al m a n a g e m e nt. 

A d diti o n all y, t h e S e cti o n 1 5 1 Offi c e r i s r e s p o n si bl e f or pr o vi di n g a n a d e q u at e fi n a n ci al 
s y st e m t h at will: 

•  C o m pl y wit h H M R e v e n u e a n d C u st o m s ( H M R C ) r e p orti n g r e q uir e m e nt s. 
•  C al c ul at e a n d m a k e t a x a n d n ati o n al i n s ur a n c e d e d u cti o n s o n a p pr o pri at e p a y m e nt s 

a n d r efl e ct t hi s c orr e ctl y i n t h e C o u n cil ’ s a c c o u nt s. 
•  A c c ur at el y a c c o u nt f or V A T u n d er all t h e c at e g ori e s sti p ul at e d b y H M R C a n d r efl e ct t hi s 

c orr e ctl y i n t h e a c c o u nt s. 
•  R et ai n s uffi ci e nt i nf or m ati o n i n r e s p e ct of t a x ati o n a n d n ati o n al i n s ur a n c e t o m e et t h e 

r e p orti n g r e q uir e m e nt s of H M R C a n d m a n a g e m e nt. 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

•  Pr o vi d e a n a d e q u at e p a yr oll s y st e m t h at will c orr e ctl y c al c ul at e a n d d e d u ct/r ef u n d 
i n c o m e t a x a n d n ati o n al i n s ur a n c e c o ntri b uti o n s fr o m e m pl o y e e s i n li n e wit h H M R C 
g ui d eli n e s a n d l e gi sl ati o n. 

•  E n s ur e t h at fi n a n ci al c o ntr ol s y st e m s ar e o p er ati n g eff e cti v el y t o pr o d u c e t h e n e c e s s ar y 
i nf or m ati o n a n d mi ni mi s e t h e ri s k of err or. 

•  R e p ort si g nifi c a nt t a x a n d n ati o n al i n s ur a n c e r el at e d m att er s t o el e ct e d M e m b er s. 

T h e S e cti o n 1 5 1 Offi c e r m u st al s o e n s ur e t h at offi c er s ar e d e si g n at e d t o b e r e s p o n si bl e 
f or: 

•  C o m pl eti o n of m o nt hl y a n d a n n u al r et ur n s t o H M R C a n d t o e m pl o y e e s f or t a x a n d 
n ati o n al i n s ur a n c e i n li n e wit h d efi n e d ti m et a bl e s , a n d pr o vi di n g ot h er i nf or m ati o n 
r e q u e st e d 

•  C oll ati n g a n d i s s ui n g st at e m e nt s i n li n e wit h t h e t er m s of t h e v ari o u s t a x s c h e m e s 
•  M a ki n g p a y m e nt s o v er t o H M R C of all t a xe s a n d NI d e d u ct e d i n li n e wit h t h e d efi n e d 

ti m et a bl e s 
•  V erif yi n g a n d m ai nt ai ni n g r e q uir e d i nf or m ati o n h el d wit hi n t h e fi n a n ci al s y st e m 
•  Pr o vi di n g a d vi c e t o st aff o n t a x ati o n t h at aff e ct s t h e C o u n cil i n t h e li g ht of t h e g ui d a n c e 

i s s u e d b y t h e a p pr o pri at e b o di e s a n d r el e v a nt l e gi sl ati o n 
•  M ai nt ai ni n g a n u p t o d at e V A T M a n u al i n li n e wit h g ui d a n c e i s s u e d b y a p pr o pri at e 

b o di e s a n d r el e v a nt l e gi sl ati o n 
•  K e e pi n g u p t o d at e wit h t h e c urr e nt H M R C r e q uir e m e nt s o n P A Y E a n d NI, a n d e n s uri n g 

t h e p a yr oll s y st e m i s m ai nt ai n e d in li n e wit h l e gi sl ati v e c h a n g e s 
•  Li ai s o n wit h H M R C o n t a x a n d N ati o n al In s ur a n c e m a n a g e m e nt i s s u e s s u c h a s r o uti n e/ 

s p e ci al i n v e sti g ati o n s b y t h e c oll e cti o n a g e n c y, t a x a bl e b e n efit s a n d di s p e n s ati o n s 
•  Pr o vi di n g a d vi c e a n d g ui d a n c e o n t a x a n d NI i s s u e s t o m a n a g e m e nt a n d e m pl o y e e s 

U n d er c urr e nt arr a n g e m e nt s, s o m e of t h e s e f u n cti o n s ar e d el e g at e d t o offi c e r s wit hi n t h e 
C o u n cil' s A c c o u nt s P a y a bl e pr o vi d e r or P a yr oll pr o vi d e r . T h e C hi ef Offi c e r s ar e 
r e s p o n si bl e f or e n s uri n g t h at all st aff i n t h eir Dir e ct or at es ar e a w ar e of t h e r e g ul ati o n s a n d 
pr o c e d ur e s r el ati n g t o t a x ati o n, a n d t h at t h e y c o m pl y wit h t h e m. 

T h e H e a d of H u m a n R e s o ur c e s i s r e s p o n si bl e f or a d vi si n g o n t er m s a n d c o n diti o n s of 
e m pl o y m e nt.  Of p arti c ul ar r el e v a n c e i s a d vi c e o n e ntitl e m e nt s t o p er m a n e nt or t e m p or ar y 
all o w a n c e s. G ui d a n c e alr e a d y e xi st s c o v eri n g t h e P er s o n n el r el at e d a s p e ct s i n t h e f or m of 
t h e C o u n cil' s C or p or at e E m pl o y m e nt M a n u al , t h e S c h o ol s P e r s o n n el h a n d b o o k a n d 
t h e Fir e S e r vi c e Or d er s . 

I n di vi d u al C hi ef Offi c er s , t o g et h er wit h t h eir st aff, ar e r e s p o n si bl e f or pr o vi di n g t h e 
S e cti o n 1 5 1 Offi c e r or t h e C o u n cil ' s Fi n a n ci al S er vi c e s pr o vi d e r wit h t h e n e c e s s ar y 
i nf or m ati o n t o e n a bl e t h e pr o p er a p pli c ati o n of i n c o m e t a x a n d NI pr o c e d ur e s. 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

4. 1  St at e m e nt of A c c o u nt s  

T h e S t ate m e nt of A c c o u nt s will gi v e el e ct or s, t h o s e s u bj e ct t o l o c all y l e vi e d t a x e s a n d 
c h ar g e s, M e m b e r s of t h e C o u n cil , e m pl o y e e s a n d ot h er i nt er e st e d p arti e s cl e ar 
i nf or m ati o n a b o ut t h e C o u n cil' s fi n a n c e s. 

T h e C o u n cil i s r e q uir e d, b y st at ut e, t o p u bli s h a n n u all y st at e m e nt s of a c c o u nt s t h at gi v e a 
tr u e a n d f air vi e w of t h e C o u n cil' s fi n a n ci al p o siti o n, fi n a n ci al p erf or m a n c e a n d h o w 
r e s o ur c e s h a v e b e e n u s e d . 

T h e full C o u n cil i s r e q uir e d t o: 

•  M a k e arr a n g e m e nt s f or t h e pr o p er a d mi ni str ati o n of it s fi n a n ci al aff air s a n d t o s e c ur e 
t h at o n e of it s offi c er s h a s t h e r e s p o n si bilit y f or t h e a d mi ni str ati o n of t h o s e aff air s.  I n 
t hi s C o u n cil, t h at offi c er i s t h e S e cti o n 1 5 1 Offi c e r (E x e c uti v e Dir e ct or of R e s o ur c e s ). 

•  M a n a g e it s aff air s t o s e c ur e e c o n o mi c, effi ci e nt a n d eff e cti v e u s e of r e s o ur c e s a n d t o 
s af e g u ar d a s s et s . 

•  M a k e arr a n g e m e nt s t hr o u g h t h e A u dit C o m mitt e e t o s cr uti ni s e t h e St at e m e nt of 
A c c o u nt s. 

•  A p pr o v e t h e St at e m e nt of A c c o u nt s. 

T h e S t at e m e nt of A c c o u nt s m u st b e pr e p ar e d o n t h e b a si s of pr o p er pr a cti c e s, w hi c h 
e n s ur e t h at S t at e m e nts of A c c o u nt s m e et t h e tr u e a n d f air vi e w r e q uir e m e nt . 

T h e S e cti o n 1 5 1 Offi c e r i s r e s p o n si bl e f or t h e pr e p ar ati o n of t h e C o u n cil' s St at e m e nt of 
A c c o u nt s i n a c c or d a n c e wit h pr o p er pr a cti c e s a s s et o ut i n t h e C o d e , w hi c h h a s b e e n 
d e v el o p e d b y CI P F A/ L A S A A C C o d e B o ar d u si n g t h e I nt er n ati o n al Fi n a n c e R e p orti n g 
St a n d ar d s (I F R S). 

W h e n pr e p ari n g t h e St at e m e nt of A c c o u nt s, t h e S e cti o n 1 5 1 Offi c er i s r e q uir e d t o: 

•  S el e ct s uit a bl e a c c o u nti n g p oli ci e s , m a k e arr a n g e m e nts f or t h e s e t o b e s cr uti ni s e d b y 
t h e A u dit C o m mitt e e, an d e n s ur e t h at t h e s e ar e a p pl i e d c o n si st e ntl y. 

•  M a k e j u d g e m e nt s a n d e sti m at e s t h at ar e r e a s o n a bl e a n d pr u d e nt. 
•  C o m pl y wit h T h e C o d e . 
•  T a k e r e a s o n a bl e st e p s t o s e c ur e t h e pr e v e nti o n a n d d et e cti o n of fr a u d a n d ot h er 

irr e g ul ariti e s. 
•  Si g n a n d d at e t h e St at e m e nt of A c c o u nt s, st ati n g t h at t h e y gi v e a tr u e a n d f air vi e w of 

t h e fi n a n ci al p o siti o n of t h e C o u n cil at 3 1 M ar c h a n d of it s e x p e n dit ur e a n d i n c o m e f or 
t h e y e ar e n d e d 3 1 M ar c h. 

T h e dr aft a c c o u nt s m u st b e c o m pl et e d b y 3 1 M a y a n d a u dit e d b y 3 1 J ul y, i n a c c or d a n c e 
wit h c urr e nt A c c o u nt s a n d A u dit R e g ul ati o n s a n d L o c al A u dit a n d A c c o u nt a bilit y A ct. 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

•  T h e A u dit C o m mitt e e s cr uti ni s e s t h e St at e m e nt of A c c o u nt s i n J u n e a n d a p pr o v e s o n 
b e h alf of t h e C o u n cil t h e st at ut or y A n n u al S t at e m e nt of A c c o u nt s b y 3 1 J ul y . 

•  T h e A u dit e d St at e m e nt of A c c o u nt s m u st b e p u bli s h e d o n t h e C o u n cil' s w e b sit e b y 3 1 
J ul y. 

I n or d er t o c o m pl y wit h t hi s d e a dli n e, B u d g et H ol d er s a n d Dir e ct or at e s m u st: 

•  A d h er e t o t h e a c c o u nti n g p oli ci e s a n d g ui d eli n e s a p pr o v e d b y t h e S e cti o n 1 5 1 Offi c e r . 
•  A d h er e t o t h e ti m et a bl e i s s u e d b y t h e S e cti o n 1 5 1 Offi c e r w hi c h e n a bl e s t h e o v er all 

d e a dli n e s t o b e m et . 
•  C o m pl y wi t h a c c o u nti n g r e q uir e m e nt s c o nt ai n e d wit hi n th e Cl o s ur e of A c c o u nt s 

G ui d a n c e i s s u e d b y t h e S e cti o n 1 5 1 Offi c e r . 
•  S u p pl y i nf or m ati o n f or t h e St at e m e nt of A c c o u nt s a s a n d w h e n r e q uir e d. 

4. 2   Cl o s ur e  of A c c o u nt s  

T h e S e cti o n 1 5 1 Offi c e r s et s/ a gr e e s t h e Cl o s ur e of A c c o u nt s pr o c e s s/ ti m et a bl e. 
Fi n a n ci al Str at e g y will i s s u e a n n u all y t o B u d g et H ol d er s a n d st af f t h e Cl o s ur e of A c c o u nt s: 

•  lett er 
•  ti m et a bl e 
•  g ui d a n c e n ot e s o n pr o c e d ur e s a n d ti m e s c al e s 
•  d et ail e d Cl o s ur e of A c c o u nt s G ui d a n c e 

S er vi c e s p e cifi c g ui d a n c e will al s o b e cir c ul at e d a s a p pr o pri at e . 

Cl o s ur e of A c c o u nt s g ui d a n c e c a n b e f o u n d wit hi n t h e Cl o s ur e of A c c o u nt s ar e a o n t h e 
C o u n cil' s i ntr a n et. T hi s pr o vi d e s d et ail e d g ui d a n c e o n pr o c e s s e s r el e v a nt t o cl o s e t h e 
a c c o u nt s. 

I n or d er t o m e et t h e d e a dli n e t o pr o d u c e t h e St at e m e nt of A c c o u nt s, B u d g et H ol d e r s will 
e n s ur e t h at: 

•  Y e ar -e n d cl o s ur e of a c c o u nt s pr o c e d ur e s ar e f oll o w e d a n d t h at t h e ti m e s c al e s ar e 
c o m pli e d wit h . 

•  A ct u al e x p e n dit ur e a n d i n c o m e i s c h ar g e d t o t h e fi n a n ci al y e ar i n w hi c h t h e g o o d s a n d 
s er vi c e s w er e r e c ei v e d/ d eli v er e d . 

•  T h e y s u p pl y t h e i nf or m ati o n f or a n y e x p e n dit ur e a n d i n c o m e n ot a ct u all y c h ar g e d t o t h e 
fi n a n ci al y e ar i n or d er t h at a dj u st m e nt i s m a d e i n t h e a c c o u nt s.  F urt h er g ui d a n c e c a n 
b e f o u n d i n t h e Cl o s ur e of A c c o u nt s g ui d a n c e o n w h at pr o c e s s t o f oll o w u n d er a c cr u al s. 

F P 3 V 1 M ar 2 0 2 0 P a g e 6 of 2 3 

http://george/section.asp?catId=20716
http://george/section.asp?catId=20716


   
 
 

 
 

 
 
 

 
 

 
 

    
 
     
  
      

    
 

        
      

 
 

   
 
     

  
   

   
      

    
 

 
  

         
 
       
     
    
   

 

  

     
      

         

 
      

 

       

Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

4. 3   A c c o u nti n g R e c or d s a n d R et ur n s  

M ai nt ai ni n g pr o p er a c c o u nti n g r e c or d s i s o n e of t h e w a y s i n w hi c h t h e C o u n cil di s c h ar g e s 
it s r e s p o n si bilit y f or st e w ar d s hi p of p u bli c r e s o ur c e s. 

T h e S e cti o n 1 5 1 Offi c e r i s r e s p o n si bl e f or: 

•  D et er mi ni n g t h e a c c o u nti n g pr o c e d ur e s a n d r e c or d s f or t h e a ut h orit y. 
•  A rr a n gi n g t h e c o m pil ati o n of all a c c o u nt s a n d a c c o u nti n g r e c or d s. 
•  E n s uri n g t h e pr o p er r et e nti o n of fi n a n ci al d o c u m e nt s i n a c c or d a n c e wit h t h e 

r e q uir e m e nt s s et o ut i n t h e C o u n cil' s d o c u m e nt r et e nti o n s c h e d ul e. 

Str o n g fi n a n ci al c o ntr ol s will b e m ai nt ai n e d, wit h t h e A s si st a nt Dir e ct or - Str at e gi c 
Fi n a n c e r e s p o n si bl e f or d et er mi ni n g or a gr e ei n g all fi n a n ci al pr o c e s se s , s y st e m s a n d 
fi n a n ci al r e c or d s u s e d b y t h e C o u n cil. 

B u d g et H ol d e r s/ Dir e ct or at e s m u st: 

•  C o n s ult a n d o bt ai n a p pr o v al of t h e ir H e a d of Fi n a n c e b ef or e m a ki n g a n y c h a n g e s t o 
a c c o u nti n g r e c or d s a n d pr o c e d ur e s ; 

•  M ai nt ai n a d e q u at e r e c or d s t o pr o vi d e a m a n a g e m e nt tr ail l e a di n g fr o m t h e s o ur c e of 
i n c o m e/ e x p e n dit ur e t hr o u g h t o t h e S t at e m e nt of A c c o u nt s; a n d 

•  S u p pl y a n y i nf or m ati o n r e q uir e d t o e n a bl e t h e St at e m e nt of A c c o u nt s t o b e c o m pl et e d 
i n a c c or d a n c e wit h t h e Cl o s ur e of A c c o u nt s g ui d eli n e s i s s u e d. 

4. 4   J o ur n al Tr a n sf e r s  

J o ur n al tr a n sf er s ar e u s e d t o tr a n sf er A C T U A L i n c o m e a n d e x p e n dit ur e b et w e e n a c c o u nti n g 
c o d e s.  T hi s m a y b e n e c e s s ar y f or a n u m b er of r e a s o n s, f or e x a m pl e: 

•  T o c orr e ct err or s/ mi s c o di n g s i n t h e a c c o u nt s 
•  T o cl e ar s u s p e n s e a n d h ol di n g a c c o u nt s ( a s d e s cri b e d b el o w) 
•  T o eff e ct t h e a c c o u nti n g e ntri e s n e c e s s ar y t o cl o s e t h e a c c o u nt s 
•  O n o c c a si o n s , t o m a k e pri m e e ntri e s i n t h e a c c o unt s 

J o ur n al s m u st N O T : 

•  B e u s e d t o aff e ct c h ar g e s f or s er vi c e s pr o vi d e d t o ot h er e st a bli s h m e nt s , di vi si o n s or 
Dir e ct or at e s – t h e s e s h o ul d b e d o n e t hr o u g h r e c h ar g e s. 

•  B e c o nf u s e d wit h vir e m e nt s.  A vir e m e nt i s t h e m o v e m e nt of b u d g et fr o m o n e b u d g et 
h e a di n g t o a n ot h er, w h er e a s j o ur n al s r el at e t o t h e m o v e m e nt of a ct u al e x p e n dit ur e a n d 
i n c o m e. 

•  B e u s e d t o m o v e e x p e n dit ur e o nt o c o d e s w h er e t h er e i s a s p ar e b u d g et. 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

B u d g et H ol d e r s ar e r e s p o n si bl e t o m a k e arr a n g e m e nt s f or a n y n e c e s s ar y j o ur n al wit hi n 
t h eir ar e a.  T h e j o ur n al m u st pr o vi d e a s uffi ci e nt n arr ati v e a n d att a c h t h e n e c e s s ar y 
s u p p orti n g d o c u m e nt i n or d er t o m e et t h e mi ni m u m a u dit r e q uir e m e nt. All r e q u e st s ar e 
v ali d at e d b y t h e r el e v a nt Fi n a n ci al Str at e g y t e a m t o e n s ur e t h at t h e s e c o m pl y wit h t h e 
c urr e nt a c c o u nti n g pr a cti c e s a n d pr o c e d ur e s. 

W h er e t h er e i s a n y d o u bt a s t o t h e v ali dit y of t h e j o ur n al, t h e H e a d of Fi n a n c e will 
d et er mi n e t h e c orr e ct a c c o u nti n g tr e at m e nt i n t h e s e e x c e pti o n al c a s e s. 

4. 5   R e c h a r g e s  

R e c h a r g e s ar e u s e d w h er e s er vi c e s ar e pr o vi d e d ( b y t h e " s ell er") at a c h ar g e t o i nt er n al 
u s er s (t h e " b u y er") i n ot h er e st a bli s h m e nt s, di vi si o n s or Dir e ct or at e s . 

R e c h ar g e s pr o vi d e t h e b a si s f or n otif yi n g i nt er n al p ur c h a s er s of c h ar g e s f or s er vi c e s a n d 
t h e b a si s f or a cti o ni n g t h e r el at e d a c c o u nti n g e ntri e s.  R e c h ar g e s ar e o nl y t o b e u s e d f or 
i nt er n al c h ar gi n g f or s er vi c e s, e x c e pt w h er e c h ar g e s ar e m a d e t o s c h o ol s wit h t h eir o w n 
b a n k a c c o u nt s. I n t hi s c a s e a s al e s i n v oi c e will b e r ai s e d . 

R e c h ar gi n g i s n ot n or m al pr a cti c e a n d s h o ul d o nl y b e c o n si d er e d w h er e t h er e i s a cl e ar 
c a s e f or it.  I n m o st c a s e s, t h e tr a n sf erri n g of b u d g et s t o t h e pr o vi d er s h o ul d b e c o n si d er e d. 

T h e B u d g et H ol d e r ( b u y er) s h o ul d b e a w ar e t h at, if a s er vi c e i s pr o vi d e d, a c h ar g e will b e 
m a d e b y t h e s ell er.  T h e B u d g et H ol d e r will pr o vi d e a n a p pr o pri at e c o d e t o t h e s ell er t o 
e n a bl e t h e c h ar g e t o b e m a d e.  T h e s ell er m u st pr o vi d e s u p p orti n g i nf or m ati o n i n or d er f or 
t h e B u d g et H ol d e r ( b u y er) t o v ali d at e a n d a c c e pt t h e c h ar g e.  H a vi n g i ns uffi ci e nt b u d g et i s 
n ot a r e a s o n t o r ej e ct t h e c h ar g e. 

A p pr o pri at e a ut h ori s ati o n a n d d o c u m e nt r e q uir e m e nt s will f oll o w t h e s a m e pr o c e s s a s f or 
J o ur n al Tr a n sf er s. 

4. 6   H ol di n g a n d S u s p e n s e  A c c o u nt s  

A H ol di n g A c c o u nt i s a n a c c o u nt w her e e x p e n dit ur e/i n c o m e of a n a cti vit y i s c oll e ct e d 
t e m p or aril y, pri or t o it b ei n g r e-all o c at e d or a p p orti o n e d a cr o s s a n u m b er of diff er e nt 
a c c o u nt s. 

A S u s p e n s e A c c o u nt i s a n a c c o u nt w h er e e x p e n dit ur e/i n c o m e i s pl a c e d d u e t o i n a d e q u at e 
i nf or m ati o n a b o ut t h e c orr e ct a c c o u nt b ei n g a v ail a bl e at t h e ti m e. 

Cr e ati o n of H ol di n g a n d S u s p e n s e a c c o u nt s m u st b e a p pr o v e d b y eit h er t h e: 

•  H e a d of Fi n a n c e – C or p or at e 
•  Str at e gi c Fi n a n c e M a n a g e r – C or p or at e 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

T o s u p p ort t h e r e q u e st f or a n e w H ol di n g/ S u s p e n s e a c c o u nt t h e f oll o wi n g i nf or m ati o n m u st 
b e s u p pli e d; 

•  A cl e ar e x pl a n ati o n o n w h y t h e a c c o u nt i s r e q uir e d 
•  H o w t h e a c c o u nt will o p er at e 
•  H o w t h e a c c o u nt will b e cl e ar e d 

U nl e s s ot h er wi s e a gr e e d wit h t h e H e a d of Fi n a n c e – C or p or at e , all H ol di n g/ S u s p e n s e 
a c c o u nt s will b e r e vi e w e d a n d cl e ar e d o n a m o nt hl y b a si s t hr o u g h o ut t h e fi n a n ci al y e ar . At 
t h e y e ar-e n d ( 3 1 M ar c h) , all H ol di n g/ S u s p e n s e a c c o u nt s will b e cl e ar e d t o NI L i n-li n e wit h 
t h e cl o s e d o w n ti m et a bl e. 

4. 7   B al a n c e S h e et R e vi e w s  

I n or d er t o a s si st wit h th e y e ar -e n d cl o s ur e of a c c o u nt s, e s p e ci all y t o a v oi d l e a vi n g t a s k s 
u ntil t h e y e ar e n d, b al a n c e s h e et c o d e s will b e r e vi e w e d q u art erl y b y t h o s e w h o h a v e 
r e s p o n si bilit y f or b al a n c e s h e et c o d e s. 

E a c h q u art er, a b al a n c e s h e et r e vi e w will b e u n d ert a k e n i n or d er f or r e s p o n si bl e offi c er s t o: 

•  V ali d at e/ a gr e e ( si g n off) t h e o p e ni n g a n d cl o si n g b al a n c e s o n t h eir b al a n c e s h e et c o d e s 
•  I d e ntif y i s s u e s a n d arr a n g e t o m a k e c orr e cti o n s w h er e n e c e s s ar y 

4. 8   A c c o u nti n g R et ur n s  

Fi n a n ci al Str at e g y pr e p ar e s a n d s u b mit s a c c o u nti n g r et ur n s i n li n e wit h st at ut or y 
d e a dli n e s. 

T h e st at ut or y r et ur n s will b e si g n e d off b y t h e S e cti o n 1 5 1 Offi c e r or H e a d of Fi n a n c e w h o 
h a s d el e g at e d r e s p o n si bilit y . 

4. 9   R e c or d s M a n a g e m e nt a n d R et e nti o n of R e c or d s  

C hi ef Offi c e r s m u st e n s ur e t h at a c c o u nti n g r e c or d s a n d fi n a n ci al s y st e m s ar e o p er at e d i n 
li n e wit h t h e C o u n cil’ s i nf or m ati o n a s s ur a n c e fr a m e w or k , t o e n s ur e s e c urit y of 
i nf or m ati o n/i nf or m ati o n s y st e m s i s m ai nt ai n e d. C hi ef Offi c e r s m u st e n s ur e r e c or d s ar e 
m a n a g e d a p pr o pri at el y a n d o bli g ati o n s s et o ut i n a p pli c a bl e i nf or m ati o n l e gi sl ati o n ar e m et. 

R e c or d s M a n a g e m e nt i s all a b o ut t h e " go o d h o u s e k e e pi n g" of t h e r e c or d s a n d d ata w e u s e 
a n d r et ai n. R e c or d s e xi st i n m a n y diff er e nt f or m at s a n d t h e C o u n cil h a s cr e at e d a R e c or d s 
M a n a g e m e nt P oli c y t h at m u st b e u s e d a n d a d h er e d t o. 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

F urt h er g ui d a n c e a b o ut r et e nti o n a n d di s p o s al s c h e d ul e s f or e a c h Dir e ct or at e a s w ell a s 
st a n d ar d c at e g ori e s i s a v ail a bl e wit hi n t h e I nf or m ati o n A s s ur a n c e s e cti o n of t h e C o u n cil' s 
w e b sit e . 

4. 1 0  M ai nt ai ni n g  A c c ur a c y a n d R eli a bilit y  

A c c ur at el y m ai nt ai n e d a n d r eli a bl e a c c o u nt s ar e e s s e nti al a s t h e b a si s of: 

•  Fi n a n ci a l i nf or m ati o n t o i nf or m t h e C o u n cil' s p oli c y d e ci si o n m a ki n g 
•  Fi n a n ci al c o ntr ol a n d a c c o u nt a bilit y 
•  Fi n a n ci al m a n a g e m e nt 
•  C o u n cill or s cr uti n y of t h e C o u n cil' s fi n a n ci al aff air s 
•  E xt er n al r e p orti n g of t h e C o u n cil' s fi n a n ci al aff air s, i n cl u di n g t h e C o u n cil' s p u bli s h e d 

St at e m e nt of A c c o u nt s, F r e e d o m of I nf or m ati o n r e q u e st s a n d pr o vi di n g i nf or m ati o n t o 
c o u n cil t a x p a y er s a n d el e ct or s 

•  St at ut or y a c c o u nt s a n d r et ur n s 
•  Gr a nt cl ai m s 
•  T a x a n d n ati o n al i n s ur a n c e r et ur n s, i n cl u di n g V A T cl ai m s 

A c c ur a c y of t h e a c c o u nt s i s m ai nt ai n e d i n a n u m b er of w a y s: 

•  D at a e ntr y  i nt o  t h e  a c c o u nt s  i s  r e stri ct e d  a n d  c a n  o nl y  b e  a c c e pt e d  i nt o  t h e  fi n a n ci al 
s y st e m aft er a ut h ori s ati o n b y a n offi c er a p pr o v e d t o c ertif y t h e tr a n s a cti o n . 

•  D at a e nt er e d  i nt o  t h e  a c c o u nt s  i s  r e c o n cil e d  t o  i n p ut  r e c or d s.  T h e  a c c o u nt s  ar e  al s o 
r e c o n cil e d c o nti n u o u sl y t o t h e C o u n cil' s b a n k a c c o u nt s. 

•  T h e m e a n s of m a ki n g c h a n g e s t o t h e a c c o u nt s (j o ur n al tr a n sf er s) ar e c o ntr oll e d . 
•  T h e a c c o u nt s ar e m o nit or e d t hr o u g h o ut t h e y e ar a n d b al a n c e d at y e ar e n d. 

4. 1 1  P ri m e A c c o u nt  S c h o ol s  

Pri m e A c c o u nt S c h o ol s ar e s c h o ol s w hi c h o p er at e t h eir o w n a c c o u nt s s e p ar at e fr o m t h e 
m ai n fi n a n ci al s y st e m s of t h e C o u n cil. T h e y will h a v e s e p ar at e b a n k a c c o u nt s a n d t h e y ar e 
r e q uir e d t o b e s e p ar at el y a n d i n d e p e n d e ntl y a u dit e d. 

T h e C I P F A C o d e r e q uir e s t h at t h e C o u n cil m u st i n cl u d e i n it s p u bli s h e d St at e m e nt of 
A c c o u nt s i n c o m e a n d e x p e n dit ur e i n c urr e d b y pri m e a c c o u nt s c h o ol s.  C o n s e q u e ntl y t h e 
i n c o m e a n d e x p e n dit ur e of t h e s e s c h o ol s will n e e d t o b e c o n s oli d at e d wit h t h e a c c o u nti n g 
r e c or d s of t h e C o u n cil. 

I n a d diti o n, t h e C o u n cil i s r e q uir e d b y t h e c urr e nt S c h o ol s St a n d ar d s a n d Fr a m e w or k A ct t o 
m o nit or s c h o ol e x p e n dit ur e a n d, m u st t h er ef or e o p er at e a r e p orti n g/ m o nit ori n g fr a m e w or k 
f or pri m e a c c o u nt s c h o ol s o p er ati n g t h eir o w n l o c al fi n a n ci al s y st e m. 
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Financial Procedure 3 - Accounting Records & Financial Systems 

This procedure forms part of the Financial Regulations and Procedures in the Constitution of 
Lincolnshire County Council 

The accounting records maintained by prime account schools are, therefore, considered the 
prime accounting records of the Council and as such are the records that may be inspected 
by the Council's auditors, HMRC and other agencies. These records must be made 
available as and when they are required. 

Details of schools accounting and reporting requirements are contained within the Council's 
"Scheme for Financing Schools". 

Throughout the year, regular returns are required from prime account schools. These will be 
checked to provide assurance and reconcile that their returns reflect the funding that has 
been paid through their monthly bank deposits.  These returns will be used to record the 
schools' income and expenditure in the Council's financial system. 

This regime will provide early warnings of any serious problems and allows the Section 151 
Officer to fulfil their statutory responsibilities in relation to the proper financial administration 
of the Council.  All of the returns will be critically analysed and where necessary, schools 
will be contacted for explanations or if the returns have not been completed by the due 
dates. 

4.12  Accounting for Taxation  
In accordance with the Financial Regulation D, the Section 151 Officer is responsible for 
ensuring the Council's tax affairs are in order.  Tax issues are often complex and officers 
should be aware the penalties for incorrect accounting can be severe. It is therefore 
important that advice is sought from the appropriate Financial Strategy officer wherever 
necessary. 

4.12.1 Construction Industry Scheme (CIS) 

Businesses in the construction industry are known either as contractors or sub-contractors. 
These may be companies, partnerships or self-employed individuals. 

CIS applies to payments made by 'contractors' (in this case the Council) to 'sub-contractors' 
for construction work that is deemed to be 'in scope' of the Scheme.  In general, this covers 
almost any work done to a building or structure, civil engineering work or installation of a 
variety of equipment. This includes demolition, site preparation, construction, alteration, 
repair and dismantling.  Examples of the types of work that are 'in scope' and 'out of scope' 
are shown below. 

Contracts that do not exceed £1000 labour charge deem the work as not "in scope", 
regardless of the nature of the work carried out: 
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Financial Procedure 3 - Accounting Records & Financial Systems 

This procedure forms part of the Financial Regulations and Procedures in the Constitution of 
Lincolnshire County Council 

TYPE OF WORK IN 
SCOPE 

OUT OF 
SCOPE 

Planning 
Site preparation 

Delivery of materials 

Demolition of buildings, structures, tree-felling 
Preparation of site and site clearance, earth moving on site, 
excavation, tunnelling and boring 



Transport of spoil from site 

Construction 
Assembly of temporary stages and exhibition stands including 
lighting 



Construction, alteration or repair of a permanent or temporary 
building or civil, chemical or other industrial engineering works or 
structure forming part of the land (e.g. storage tanks, silos, cranes, 
pumps) 



External cleaning (other than painting & decorating) of buildings 
and structures 



Internal cleaning of buildings and structures carried out in the 
course of, or on completion of their construction, alteration 
extension, repair or restoration 



Installation of systems of fire protection designed to protect the 
fabric of the building (e.g. sprinklers, fireproof cladding) 



Installation of fire alarms, security systems including burglar alarms, 
closed circuit television and public address systems 



Installation of power lines, pipelines, gas mains, sewers, drainage, 
cable television and telecommunications systems 



Installation of systems of heating, lighting, air conditioning, 
ventilation, power supply & distribution, drainage, sanitation, 
water supply and distribution, drainage, sanitation, water supply 
and distribution 



Manufacture, delivery, repair or maintenance of these systems 
Installation of closed circuit television for purposes other than 
security (e.g. such as traffic management) 



Installation or replacement of telecommunications or computer 
wiring through pre-existing ducting in buildings 



Installation of lifts, plant or machinery needed by the specification 
of a building under construction or alteration 



Servicing, repair or maintenance of these items 
Manufacture or off site fabrication of components or equipment, 
materials, plant or machinery and delivery of these to the site 



Materials - transport on site 

Materials - transport from site to site on the public highway 
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Financial Procedure 3 - Accounting Records & Financial Systems 

This procedure forms part of the Financial Regulations and Procedures in the Constitution of 
Lincolnshire County Council 

Plant hire with operator for use of site 
Delivery, repair or maintenance of construction plant or hire 
equipment without an operator (e.g. concrete mixers, skips) 



Preparation and laying of foundations and piling 
Roads - construction, repair and resurfacing of roads and bridges 
including white-lining 



Roads - delivery of road making materials 
Roads - provision of temporary and permanent roadways and other 
access works such as drives 



Scaffolding – erection or dismantling 

Scaffolding - the hire of scaffolding equipment (without labour) 
Supply of mobile buildings – e.g. temporary classrooms 

Finishing operations 
Flooring - construction of concrete & marble floors and the fitting of 
flooring (but not carpets) including linoleum where required by the 
specification of a building under construction, alteration or repair 



Flooring - manufacture off site and delivery 
Installation of: 

Computer & instrumentation systems 
Doors & rolling grills including the work of locksmiths 
Double glazing 

Heating & ventilation systems 
Kitchens & bathrooms 
Thermal insulation materials 

Manufacture and delivery of the items listed above 
Manufacture, delivery and installation of seating, blinds and 
shutters 



Manufacture and installation of solar, blackout or anti-shatter film 

Painting & decorating the internal and external surfaces or any 
building or structure 



Signwriting and erecting, installation and repair of sign boards and 
advertisements 



Site restoration & landscaping 

The list above gives some guidance on which types of construction work are within CIS and 
which are not. Where a contract relates to a mixture of operations, all payments due under 
the contract are within the Scheme even if only one of the jobs is ‘In Scope’. The list is not 
exhaustive – if you are unsure whether work is within the scope of the legislation, contact 
the Council's Financial Services Provider - Accounts Payable Team for advice, who if 
necessary will consult the HMRC. 

CIS is administered by the HMRC.  Under the Scheme some of the payments could be 
liable to a tax deduction, from the labour element of an invoice. If the invoice does not show 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

a s e p ar at e c h ar g e f or l a b o ur a n d m at eri al s, t a x i s c al c ul at e d a n d d e d u ct e d fr o m t h e f ull 
a m o u nt e x cl u di n g V A T. It s h o ul d al s o b e n ot e d t h at t h e l a b o ur el e m e nt i n cl u d e s s u b si st e n c e 
a n d tr a v elli n g e x p e n s e s. 

F or a c o ntr a ct t o b e wit hi n t h e S c h e m e, it m u st n ot b e ' a c o ntr a ct of e m pl o y m e nt'.  T hi s 
m e a n s t h e S c h e m e a p pli e s t o w or k er s w h o ar e s elf -e m pl o y e d u n d er t h e t er m s of t h e 
c o ntr a ct, a n d w h o ar e n ot e m pl o y e e s s u bj e ct t o P A Y E – I R 3 5. 

E m pl o y m e nt st at u s d e p e n d s o n g e n er al l a w a n d it i s f or t h e c o ntr a ct or t o d e ci d e o n t h e 
i n di vi d u al' s e m pl o y m e nt st at u s w h e n a c o ntr a ct or i s fir st e n g a g e d.  T h e f a ct t h at a s u b -
c o ntr a ct or h a s w or k e d i n a s elf -e m pl o y e d c a p a cit y b ef or e i s irr el e v a nt i n d e ci di n g o n t h eir 
e m pl o y m e nt st at u s – it i s t h e t er m s a n d c o n diti o n of e a c h p arti c ul ar e n g a g e m e nt t h at 
m att er. M or e a d vi c e o n e m pl o y m e nt st at u s c a n b e o bt ai n e d fr o m H M R C' s w e b sit e. 

B ef or e t h e y ar e p ai d u n d e r CI S , s u b-c o ntr a ct or s will b e r e q uir e d t o b e v erifi e d wit h H M R C. 

T h e C o u n cil i s r e q uir e d b y l e gi sl ati o n t o k e e p r e c or d s, c o m pl et e f or m s a n d r et ur n s a n d 
a c c o u nt f or t a x wit h h el d.  T h e C o u n cil i s li a bl e t o H M R C f or t h e a m o u nt s d e d u cti bl e fr o m 
p a y m e nt s t o s u b -c o ntr a ct or s, w h et h er or n ot t h e s e d e d u cti o n s h a v e a ct u all y b e e n m a d e. 
W h er e a f ail ur e t o d e d u ct t a x r e s ult s fr o m a n err or or o mi s si o n at d e p art m e nt al/ 
e st a bli s h m e nt l e v el, t h e a p pr o pri at e l o c al b u d g et will b e c h ar g e d wit h t h e t a x d u e. 

W h e n a s u p pli er i s v erifi e d, H M R C will i nf or m t h e c o ntr a ct or w h at t a x tr e at m e nt s h o ul d b e 
a p pli e d.  A s u b -c o ntr a ct or c a n b e p ai d i n o n e of t hr e e w a y s: 

•  Gr o s s – t h at i s, wit h o ut d e d u cti o n s t a k e n fr o m t h e n et p a y m e nt. 
•  N et of a d e d u cti o n at t h e st a n d ar d r at e. 
•  N et of a d e d u cti o n at t h e hi g h er r at e b e c a u s e: 

o  H M R C h a v e n o r e c or d of t h at s u b c o ntr a ct or' s r e gi str ati o n 
o  H M R C ar e u n a bl e t o v erif y t h e d et ail s f or a n y ot h er r e a s o n. 

Gr o s s wit h o ut d e d u cti o n s 

T hi s st at u s i s i s s u e d t o c o m p a ni e s w h o s e c o n str u cti o n o p er ati o n s ar e l ar g e a n d c o m pl e x 
a n d a n et st at u s w o ul d n ot b e a p pr o pri at e. 

N et wit h d e d u cti o n at 2 0 % or 3 0 % 

W h er e a s u b c o ntr a ct or i s i s s u e d wit h a n et st at u s, a d e d u cti o n m u st b e m a d e fr o m t h e 
p a y m e nt f or l a b o ur of a n a m o u nt o n a c c o u nt of t h e s u b c o ntr a ct or’ s t a x a n d N ati o n al 
I ns ur a n c e c o ntri b uti o n ( NI C) li a bilit y.  If t h e i n v oi c e d o e s n ot s h o w a s e p ar at e c h ar g e f or 
l a b o ur a n d m at eri al s, t a x i s c al c ul at e d a n d d e d u ct e d fr o m t h e f ull a m o u nt of t h e i n v oi c e 
e x cl u di n g t h e V A T.  N ot e t h at t h e l a b o ur el e m e nt of a n i n v oi c e i n cl u d e s tr a v e l e x p e n s e s a n d 
s u b si st e n c e. 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

St at e m e nt s 

U n d er t h e S c h e m e, t h e c o ntr a ct or m u st i s s u e a st at e m e nt t o all n et s u p pli e r s r e c or di n g 
p a y m e nt s m a d e wit hi n e a c h t a x m o nt h: 

•  N et of a d e d u cti o n at t h e st a n d ar d r at e – 2 0 % of t h e l a b o ur a m o u nt d e d u ct e d 
•  N et of a d e d u cti o n at t h e hi g h er r at e  - 3 0 % of t h e l a b o ur a m o u nt d e d u ct e d 

S p e ci al s m all p a y m e nt s e x e m pti o n 

T h e C o u n cil h a s a s m all c o ntr a ct s e x e m pti o n, w h er e b y if t h e l a b o ur p er or d er d o e s n ot 
e x c e e d £ 1 0 0 0, t h e p a y m e nt d o e s n ot f all wit hi n t h e S c h e m e. 

S c h o ol s o nl y 

U n d er CI S , H M R C i n cl u d e s a pr o vi si o n t h at l o c al m a n a g er s of d e-c e ntr ali s e d pr e mi s e s ar e 
a ut h ori s e d n ot t o a p pl y t h e S c h e m e t o a n y c o ntr a ct s w hi c h t h e l o c al m a n a g er h a s 
c o m mi s si o n e d. 

E v er y offi c er d e ali n g wit h t hi s S c h e m e m u st u n d ert a k e t h e f oll o wi n g: 

A.  D o c u m e nt c h e c k s 

W h e n i niti ati n g a n or d er f or ‘ c o n str u cti o n’ t y p e w or k, a n offi c er m u st c o n si d er t h e p ot e nti al 
CI S i m pli c ati o n s: 

1. C o n si d er w h et h er t h e t y p e of w or k i s ‘i n s c o p e’ – r ef er t o t a bl e a b o v e. If t h e t y p e of w or k 
i s n ot li st e d, c o nt a ct t h e C o u n cil' s Fi n a n ci al S er vi c e s Pr o vi d er - A c c o u nt s P a y a bl e T e a m f or 
f urt h er a d vi c e. 

2. L o o k u p t h e s u b c o ntr a ct or’ s v e n d or d et ail s o n t h e C o u n cil' s fi n a n ci al s y st e m t o e st a bli s h 
if t h e s u p pli er i s alr e a d y s et u p, a n d if t h e y h a v e CI S d et ail s e nt er e d. 

3. If t h e s u p pli er i s s et u p wit hi n t h e s y st e m, a n d t h e CI S d et ail s ar e pr e s e nt a n d c urr e ntl y 
v ali d, c o ntr a ct s f or i n -s c o p e w or k c a n b e gi v e n t o a s u b -c o ntr a ct or wit h o ut f urt h er a cti o n. 

4. If t h e d et ail s of t h e s u b-c o ntr a ct or ar e n ot alr e a d y h el d o n t h e fi n a n ci al s y st e m, or if t h e 
CI S d et ail s ar e n ot r e c or d e d, t h e offi c er s h o ul d: 

a) C o nt a ct t h e s u p pli e r t o o bt ai n t h e c o m p a n y’ s U ni q u e T a x R ef er e n c e ( U T R), t h e 
c o m p a n y r e gi str ati o n n u m b er a n d t h e n a m e of t h e c o m p a n y a s k n o w n b y H M R C. 

b) C o nt a ct t h e C o u n cil' s Fi n a n ci al S er vi c e s Pr o vi d er - A c c o u nt s P a y a bl e T e a m t o 
r e q u e st v erifi c ati o n of t h e s u p pli er, a d vi si n g of all t h e a b o v e d et ail s. 
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Financial Procedure 3 - Accounting Records & Financial Systems 

This procedure forms part of the Financial Regulations and Procedures in the Constitution of 
Lincolnshire County Council 

B. Invoice processing 

When paying invoices to suppliers to whom CIS applies, processing must include 
completing the entries/ changes relating to the appropriate withholding tax as previously 
discussed above in the financial system. 

If unsure of the correct process, they should refer any query to the Council's Financial 
Services Provider - Accounts Payable Team. 

Return 

The Council's Financial Services Provider - Accounts Payable Team has the delegated 
responsibility for completing the Council's monthly return and submitting this to HMRC 
within the required deadline. 

4.12.2 Value Added Tax (VAT) 

VAT is charged on supply and receipt of goods and services. 

The Council is registered for VAT and as such can recover from HMRC the majority of VAT 
paid. However, the Council must also charge and pay over to HMRC VAT on its income, 
where appropriate.  Overall, the Council recovers more VAT than it pays. 

HMRC have statutory powers to inspect records and to ensure that financial systems 
comply with their requirements. Substantial financial penalties may be applied for the 
incorrect treatment of VAT. Although inspections generally occur centrally, HMRC may 
undertake site visits. 

All officers involved in making payments or collecting income must familiarise themselves 
with VAT rules and procedures to ensure that VAT is accounted for correctly. If officers are 
in any doubt they should seek advice from the Council's VAT Officer in the Financial 
Strategy Team. 

Chief Officers are responsible for ensuring that all staff in their Directorates are aware of 
the regulations and procedures relating to VAT and that they comply with them. These 
regulations and procedures can be found in the Council's VAT Manual, and the VAT Officer 
will help Chief Officers fulfil this requirement. 

The Council accounts for VAT to be paid over to or recovered from HMRC through 
submission of a monthly VAT return. The requirement to submit this return digitally must be 
met. 

VAT can only be recovered where goods and services are supplied direct to the Council, 
and correct treatment is recorded in the financial system. This is managed by Financial 
Strategy. 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

T hi s c o n diti o n, w h er ei n V A T c a n b e r e c o v er e d, i s m et w h er e t h e C o u n cil: 

•  Pl a c e s t h e or d er 
•  R e c ei v e s t h e s u p pl y 
•  R e c ei v e s a t a x i n v oi c e a d dr e s s e d t o t h e C o u n cil 
•  M a k e s p a y m e nt fr o m it s o w n f u n d s 
•  R et ai n s o w n er s hi p of t h e p ur c h a s e 
•  K e e p s s uffi ci e nt r e c or d s f or t h e p ur c h a s e t o b e i d e ntifi e d 

T h e V A T tr e at m e nt of i n di vi d u al i n c o m e tr a n s a cti o n s i s d et er mi n e d b y t h e 't y p e of s u p pl y' 
pr o vi d e d b y t h e C o u n cil.  ' T y p e s of s u p pl y' ar e d efi n e d i n H M R C' s V A T l e gi sl ati o n a n d 
g ui d a n c e. 

T h e g o o d s a n d s er vi c e pr o vi d e d b y t h e C o u n cil c a n b e cl a s s e d a s eit h er b u si n e s s or n o n -
b u si n e s s : 

•  B u si n e s s s u p pli e s r el at e t o g o o d s or s er vi c e s w hi c h c a n b e or ar e pr o vi d e d i n 
c o m p etiti o n wit h t h e pri v at e s e ct or.  B u si n e s s s u p pli e s f all i nt o f o ur m ai n c at e g ori e s: 

1. St a n d ar d r at e d: V A T at t h e st a n d ar d r at e m u st b e l e vi e d o n c h ar g e s f or t h e s e s er vi c e s 
a n d p ai d t o H M R C. 

2. E x e m pt: c ert ai n s u p pli e s of g o o d s a n d s er vi c e s ar e s p e cifi c all y e x e m pt fr o m V A T. 
M o st l etti n g s a n d r e nt s f all i nt o t hi s c at e g or y.  T h er e ar e li mit s o n t h e V A T t h at c a n b e 
r e cl ai m e d o n t h e c o st of pr o vi di n g t h e s e s er vi c e s.  It i s t h er ef or e e s s e nti al t h at t h e V A T 
Offi c er i s n otifi e d o f a n y e x e m pt i n c o m e a n d a n y e x p e n dit ur e t h at r el at e s t o t h at 
i n c o m e. 

3. Z er o r at e d s u p pli e s:  t h e V A T p ai d b y t h e C o u n cil a s p art of t h e c o st s i n pr o vi di n g 
t h e s e s er vi c e s ar e r e c o v er e d fr o m H M R C.  V A T d o e s n ot h a v e t o b e l e vi e d o n s al e s. 
S al e s of br o c h ur e s a n d ot h er pri nt e d m att er f all wit hi n t hi s c at e g or y. 

4. R e d u c e d r at e d s u p pli e s:  c ert ai n s u p pli e s of s e p ar at el y m et er e d f u el a n d p o w er, 
i n cl u di n g i n c o m e f or el e ctri cit y c h ar g e d at Tr a v ell er s' sit e s. 

•  N o n -b u si n e s s  s u p pli e s: t hi s c o v er s t h e pr o vi si o n of s er vi c e s w hi c h t h e C o u n cil h a s a 
st at ut or y d ut y t o pr o vi d e.  M o st of t h e C o u n cil' s s er vi c e s ar e cl a s s e d a s n o n - b u si n e s s 
s u p pli e s, e. g. t h e pr o vi si o n of e d u c ati o n a n d s o ci al s er vi c e s. 

Offi c er s s h o ul d m a k e t h e m s el v e s a w ar e of t h e e xi st e n c e of t h e s e diff er e nt t y p e s of s u p pl y, 
a n d t a k e t h e m i nt o c o n si d er ati o n w h e n m a ki n g c h ar g e s f or a n y g o o d s a n d s er vi c e s 
pr o vi d e d b y t h e C o u n cil. F urt h er a d vi c e c a n b e pr o vi d e d b y t h e V A T Offi c e r i n t h e Fi n a n ci al 
Str at e g y T e a m. 

T h e V at a bl e st at u s of i n c o m e o n tr a n s a cti o n s i n t h e fi n a n ci al s y st e m i s d et er mi n e d b y t h e 
pr o d u ct c o d e u s e d.  It i s t h er ef or e e s s e nti al t h at t h e c orr e ct c o d e i s c h o s e n.  W h er e u s er s 
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Financial Procedure 3 - Accounting Records & Financial Systems 

This procedure forms part of the Financial Regulations and Procedures in the Constitution of 
Lincolnshire County Council 

have any doubt in respect of their selection, advice should be sought from the VAT Officer. 
Guidance notes on VAT issues are contained within the Council's VAT manual. 

4.12.3 Pay As You Earn (PAYE) 

Employers are required to operate the PAYE to collect Income Tax and National Insurance 
Contributions (NICs) from employees each pay period and to pay the due amounts over to 
HMRC.  The deductions made depend on the total remuneration made to the employee, 
which can include pay, benefits and allowances. 

Any payments made to employees by the Council, including expenses and other 
allowances, and certain 'non-pay benefits', may be liable to assessment for the purpose of 
calculating an income tax or NICs liability. The tax rules distinguish 'employees' whose 
earnings are assessed for tax under Schedule E from the 'self-employed' whose earnings 
are assessed under Schedule D - IR35. 

The Council is required by law to deduct the appropriate amounts of Income Tax and NICs 
from employees, and from 'self-employed' individuals not meeting HMRC's criteria for being 
so designated. 

The law does not define 'employment' and 'self-employment'. The employer has the 
responsibility to determine the employment status of any individual they make payment to. 
The status of an individual will not necessarily be the same under tax and NICs law as it is 
under employment law.  Equally, officers should bear in mind that just because an individual 
is self-employed in one job does not necessarily mean they will be automatically be self-
employed in another. Self-employment needs to be determined on a case by case basis for 
each assignment through the application of HMRC employment status test tool, which can 
be found on their website. 

In order to meet this responsibility, all officers should take this guidance into consideration 
when making payment through the creditor payment system. 

Failure to operate the PAYE scheme relating to tax and NICs in line with regulations may 
result in penalties being incurred by the Council.  If the Council incurs penalties as a result 
of making payments subject to tax and/ or NICs outside the payroll system, these will be 
charged to the department/establishment concerned. 

Advice on employment status can be obtained from the Council's Human Resources Team 
or Financial Services Provider – Payroll Team. 

4.12.4 Off-payroll intermediaries legislation (IR35) 

The Council is responsible to assess whether a worker who is engaged through off-payroll 
working arrangements, including agency workers, personal service companies, self-
employed and consultants, is covered by the off-payroll intermediaries legislation (IR35), 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

u si n g t h e H M R C e m pl o y m e nt st at u s t e st t o ol w hi c h c a n b e f o u n d o n t h eir w e b sit e. It i s al s o 
t h e C o u n cil' s r e s po n si bilit y , if a w or k er i s c o v er e d b y t hi s l e gi sl ati o n, t o d e d u ct t a x a n d NI 
fr o m t h e i n di vi d u al, a n d p a y e m pl o y er' s NI a n d a p pr e nti c e s hi p l e v y c o ntri b uti o n s a s 
a p pr o pri at e . Furt h er g ui d a n c e c a n b e f o u n d i n t h e A g e n c y a n d Ot h er Off -P a yr oll W or ki n g 
G ui d a n c e a n d b y c o nt a cti n g H u m a n R e s o ur c e s . 

4. 1 2. 5 T a x a bl e B e n efit a n d E x e m pti o n s (i ntr o d u c e d t o r e pl a c e Di s p e n s ati o n s) 

A n y p a y m e nt s t o a n e m pl o y e e f or s er vi c e s or w or k ar e li a bl e t o a s s e s s m e nt f or i n c o m e t a x 
a n d NI p ur p o s e s. T hi s i n cl u d e s s al ari e s, f e e s, p a y, w a g e s, l e a v e p a y, b o n u s, c o m mi s si o n, 
ti p s, gr at uiti e s, b e n efit i n ki n d a n d e x p e n s e s p a y m e nt s a n d all o w a n c e s.  W h er e p a y m e nt i n 
m o n e y i s m a d e dir e ctl y, t a x a n d NI c o ntri b uti o n s ( NI C s) s h o ul d n or m all y b e d e d u ct e d at 
s o ur c e t hr o u g h t h e C o u n cil' s p a yr oll s y st e m. 

S o m e e x p e n s e s p a y m e nt s a n d n o n -p a y b e n efit s ar e li a bl e f or t a x a n d/ or NI C s b ut ar e n ot 
t a x e d at s o ur c e.  N o n-p a y b e n efit s i n cl u d e t h o s e: 

•  M a d e a s a r e w ar d t o e m pl o y e e s , a s o p p o s e d t o t h e g e n ui n e r ei m b ur s e m e nt of 
a d diti o n al e x p e n dit ur e w h oll y, e x cl u si v el y a n d n e c e s s aril y i n c urr e d a s a r e q uir e m e nt of 
t h e e m pl o y e e' s j o b. 

•  Pr o vi d e d b ot h t o r e w ar d a n d t o r ei m b ur s e e x p e n dit ur e.  F or e x a m pl e , c o ntr a ct c ar hir e 
pr o vi d e d f or b ot h b u si n e s s a n d p er s o n al u s e. 

B y l a w, at t h e e n d of e a c h t a x y e ar, t h e C o u n cil m u st gi v e H M R C d et ail s of a n y e x p e n s e s 
p a y m e nt s, b e n efit s a n d f a ciliti e s pr o vi d e d t o e a c h e m pl o y e e e ar ni n g at or m or e t h a n t h e 
r at e p u bli s h e d b y H M R C . T hi s i s r e p ort e d t o H M R C o n f or m P 1 1 D.  T h e C o u n cil m u st al s o 
pr o vi d e t hi s i nf or m ati o n t o e a c h e m pl o y e e wit hi n t h e r e q uir e d ti m e s c al e. I nf or m ati o n r el ati n g 
t o e m pl o y e e e x p e n s e s a n d all o w a n c e s m a y al s o b e s u bj e ct t o H M R C i n s p e cti o n. 

F or e a s e of r e p orti n g a n d i n s p e cti o n, e m pl o y m e nt r el at e d e x p e n s e s s h o ul d b e r e c or d e d 
wit hi n t h e C o u n cil' s P a yr ol l s y st e m. It i s i m p ort a nt f or b ot h e m pl o y e e a n d t h e C o u n cil t h at 
e x p e n s e s ar e d e alt wit h c orr e ctl y. I n p a yi n g e x p e n s e s, m a n a g er s m u st c o n si d er t h e 
f oll o wi n g: 

•  W h er e v er p o s si bl e, g o o d s a n d s er vi c e s s h o ul d b e p ur c h a s e d a n d p ai d f or b y t h e 
C o u n cil t hr o u g h t h e a gr e e d pr o c ur e m e nt pr o c e d ur e.  T hi s e n s ur e s a p pr o v al of 
e x p e n dit ur e a n d c o m mit m e nt a g ai n st t h e b u d g et. 

•  G o o d s a n d s er vi c e s of a mi n or n at ur e m a y b e p ur c h a s e d t hr o u g h i m pr e st.  S e e 
Fi n a n ci al Pr o c e d ur e 5 – I n c o m e a n d E x p e n dit ur e . 

•  W h er e it e m s p ur c h a s e d b y e m pl o y e e s ar e mi n or a n d of l o w v al u e, r ei m b ur s e m e nt m a y 
b e m a d e fr o m t h e i m pr e st o n pr e s e nt ati o n of a r e c ei pt ( e. g. st a m p s, vi sit or s' t e a/ c off e e, 
a n d o d d it e m s of st ati o n er y). 

•  All ot h er e m pl o y e e e x p e n s e s s h o ul d b e p ai d vi a t h e p a yr oll s y st e m b a s e d o n t h e 
a p pr o pri at el y c o m pl et e d a n d a ut h ori s e d cl ai m s d o c u m e nt ati o n ( e. g. tr a v el e x p e n s e s, 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

tr ai ni n g e x p e n s e s, p a y m e nt f or h ot el a c c o m m o d ati o n, s u b si st e n c e).  I n a d diti o n, all 
e x p e n s e s s h o ul d b e s u p p ort e d b y a p pr o pri at e r e c ei pt s , e x c e pt w h er e a n all o w a n c e i s 
cl ai m e d. 

•  F or e a s e of a d mi ni str ati o n, s c h o ol s m a y c h o o s e t o r ei m b ur s e tr ai ni n g tr a v el e x p e n s e s 
w hi c h ar e p ai d at a r at e p er mil e l e s s t h a n t h e A p pr o v e d Mil e a g e All o w a n c e P a y m e nt 
( A M A P) r at e, w hi c h c a n b e f o u n d i n H M R C w e b sit e, fr o m i m pr e st. T hi s i s a c c e pt a bl e, 
si n c e p a y m e nt f or b u si n e s s mil e a g e at a r at e p er mil e b el o w t h e A M A P r at e i s n ot 
t a x a bl e at s o ur c e, a n d d o e s n ot h a v e t o b e r e p ort e d t o H M R C. A n a p pr o pri at e 
e x p e n s e s cl ai m s h o ul d still b e c o m pl et e d a n d a ut h ori s e d. U s e of i m pr e st f or t hi s 
p ur p o s e s h o ul d al s o t a k e a c c o u nt of t h e v al u e of t h e cl ai m i n c o m p ari s o n t o t h e i m pr e st 
b al a n c e a n d t h e li mit o n i m pr e st tr a n s a cti o n s. 

M a n a g e r s h a v e a r e s p o n si bilit y t o c o n si d er t a x a n d NI C s i m pli c ati o n s w h e n m a ki n g a n y 
n e w p a y m e nt s or pr o vi di n g n o n -p a y b e n efit s. F or f urt h er a d vi c e , H u m a n R e s o ur c e s s h o ul d 
b e c o n s ult e d a b o ut e ntitl e m e nt s a n d e m pl o y e e t er m s a n d c o n diti o n s. T h e C o u n cil' s H u m a n 
R e s o ur c e s t e a m a n d/ or Fi n a n ci al S e r vi c e s P r o vi d e r – P a yr oll T e a m s h o ul d b e c o nt a ct e d 
i n r e s p e ct of p ot e nti al i n c o m e t a x a n d NI Cs i m pli c ati o n s. O n n o a c c o u nt s h o ul d a n offi c er 
i ntr o d u c e s u c h a m e a s ur e wit h o ut s e e ki n g cl arifi c ati o n o n t h e s e a s p e ct s. 

At y e ar e n d, t h e C o u n cil' s H u m a n R e s o ur c e s t e a m a n d / or Fi n a n ci al S e r vi c e s Pr o vi d e r 
will i s s u e r e q u e st s t o m a n a g er s f or d et ail s of e x p e n s e s, b e n efit s a n d all o w a n c e s r e q uir e d 
f or H M R C r e p orti n g p urp o s e s. C hi ef Offi c e r s ar e r e s p o n si bl e f or e n s uri n g m e c h a ni s m s ar e 
i n pl a c e t o i d e ntif y t h e r e q uir e d i nf or m ati o n, a n d it i s pr o vi d e d i n li n e wit h t h e ti m e s c al e s 
d e m a n d e d. 

4. 1 2. 6 E x e m pti o n s 

E x e m pti o n s ar e a v ail a bl e f or s o m e r o uti n e e m pl o y e e e x p e n s e s t h at d o n’ t h a v e t o b e 
r e p ort e d t o H M R C. 

T h e C o u n cil d o e s n ot h a v e t o r e p ort s o m e e x p e n s e s a n d b e n efit s li k e: 

•  B u si n e s s tr a v el 
•  P h o n e bill s 
•  B u si n e s s e nt ert ai n m e nt e x p e n s e s 
•  U nif or m a n d t o ol s f or w or k 

T o q u alif y f or a n e x e m pti o n, t h e C o u n cil m u st eit h er b e: 

•  P a yi n g a fl at r at e a s p art of a n e m pl o y e e' s e ar ni n g.  T hi s m u st b e eit h er b e a 
b e n c h m ar k r at e , or s p e ci al (" b e s p o k e") r at e a p pr o v e d b y H M R C . 

•  P a yi n g b a c k t h e e m pl o y e e' s a ct u al c o st . 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

T a x a n d N ati o n al In s ur a n c e i s d e d u ct e d o n all ot h er e x p e n s e s a n d b e n efit s a n d r e p ort e d t o 
H M R C a s n or m al. 

T h e C o u n cil d o e s n ot n e e d t o a p pl y f or a n e x e m pti o n if t h e H M R C' s b e n c h m ar k r at e s f or 
all o w a bl e e x p e n s e s ar e u s e d.  E x e m pti o n a p pli c ati o n will o nl y b e r e q uir e d if a b e s p o k e r at e 
i s u s e d. 

T h e p a yr oll m o d ul e wit hi n t h e fi n a n ci al s y st e m s h o ul d b e u s e d f or all p a y m e nt s of e m pl o y e e 
b e n efit s.  T h e cl ai m s ar e s u b mitt e d b y t h e e m pl o y e e a n d t hi s h a s t o b e c h e c k e d a n d 
a ut h ori s e d b y t h eir li n e m a n a g er t o e n s ur e t h at t h e cl ai m i s l e giti m at e. 

T h e e m pl o y e e s ar e r e s p o n si bl e i n k e e p i n g t h e pr o of of t h eir e x p e n s e s.  F or e x a m pl e, 
r e c ei pt s or bill s t h at h av e t o b e c h e c k e d b y t h e a ut h ori si n g m a n a g er. T o a s si st , t h e 
e m pl o y e e c a n u pl o a d t hi s e vi d e n c e i n t o t h e fi n a n ci al s y st e m. H M R C m a y a s k t o s e e 
e vi d e n c e of h o w t h e C o u n cil a c c o u nt s f or e a c h e x p e n s e or b e n efit at t h e e n d of t h e t a x 
y e ar. 

O n e of t h e k e y c o n diti o n s of t h e e x p e n s e s e x e m pti o n l e gi sl ati o n i s t h at t h e e m pl o y er h a s 
a d e q u at e c h e c ki n g pr o c e s s e s i n pl a c e t o c o nfir m t h at t h e e x p e n s e s b ei n g i n c urr e d/ 
r ei m b ur s e d ar e w h oll y, n e c e s s ar y a n d e x cl u si v el y i n c urr e d i n th e c o ur s e of t h e e m pl o y e e 's 
d uti e s. T h e m a n a g er a ut h ori si n g a n y s u c h e x p e n s e m u st e n s ur e t hi s crit eri a i s m et. 

F or f urt h er g ui d a n c e, pl e a s e c o nt a ct t h e C o u n cil' s Fi n a n ci al S e r vi c e s P r o vi d e r - P a yr oll 
T e a m . 

4. 1 3  E x p e n s e s/ B e n efit s  

E ntitl e m e nt s t o e x p e n s e s a n d all o w a n c e s ar e d et er mi n e d b y s c h e m e s of c o n diti o n s of 
s er vi c e, a n d ar e c o v er e d b y v ari o u s p oli ci e s a n d pr o c e d ur e s . T h e s e c a n b e f o u n d i n t h e 
C o u n cil' s E m pl o y m e nt M a n u al. E m pl o y e e s w h o n e e d f urt h er i nf or m ati o n s h o ul d s p e a k t o 
t heir li n e m a n a g er i n t h e fir st i n st a n c e, wit h a n y f urt h er q u eri e s o n i s s u e s i n cl u d e d i n t h e 
E m pl o y m e nt M a n u al b ei n g a d dr e s s e d t o H u m a n R e s o ur c e s . D et ail s f or s p e cifi c gr o u p s of 
e m pl o y e e s ar e al s o pr o vi d e d i n t h e S c h o ol s P er s o n n el H a n d b o o k a n d Fir e S er vi c e Or d er s. 
E x a m pl e s of t h e t y p e s of e x p e n s e s a n d b e n efit s t h at m a y h a v e t o b e r e p ort e d o n P 1 1 D ar e 
gi v e n b el o w: 

•  A s s et s tr a n sf err e d t o e m pl o y e e s 
•  P a y m e nt s m a d e o n b e h alf of t h e e m pl o y e e 
•  V o u c h er s & cr e dit c ar d s ( e. g. c o st of s e a s o n ti c k et s / e x p e n s e s m et b y cr e dit c ar d s 

pr o vi d e d b y t h e C o u n cil ) 
•  Li vi n g a c c o m m o d ati o n 
•  Mil e a g e all o w a n c e s 
•  C ar s & c ar f u el 
•  I nt er e st fr e e & l o w i nt er e st l o a n s 
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Fi n a n ci al P r o c e d ur e 3 - A c c o u nti n g R e c or d s & Fi n a n ci al S y st e m s 

T hi s pr o c e d ur e f or m s p art of t h e Fi n a n ci al R e g ul ati o n s a n d Pr o c e d ur e s i n t h e C o n stit uti o n of 
Li n c ol n s hir e C o u nt y C o u n cil 

•  S er vi c e s s u p pli e d ( s er vi c e s s u p pli e d w h er e t h e c o ntr a ct i s b et w e e n t h e C o u n cil & t h e 
s u p pli er) 

•  A s s et s pl a c e d at e m pl o y e e' s di s p o s al 
•  S u b s cri pti o n s 
•  R el o c ati o n b e n efit s & e x p e n s e p a y m e nt s 
•  E nt ert ai n m e nt all o w a n c e s 
•  T el e p h o n e all o w a n c e s 
•  Offi c e all o w a n c e s 
•  Pr o vi si o n of cl ot hi n g f or w or k 

M or e a d vi c e a n d i nf or m ati o n i n r e s p e ct of t h e s e c a n b e o bt ai n e d t hr o u g h c o nt a cti n g t h e 
C o u n cil' s H u m a n R e s o ur c e s T e a m . 

4. 1 4  Fi n a n ci al S y st e m s  

T h e S e cti o n 1 5 1 Offi c e r i s r e s p o n si bl e f or pr o vi di n g a n d m ai nt ai ni n g t h e fi n a n ci al s y st e m of 
t h e C o u n cil. 

T h e m ai nt e n a n c e of t h e fi n a n ci al s y st e m i s d el e g at e d t o C o u n cil' s B u si n e s s W orl d 
A d mi ni str ati o n T e a m. T hi s will i n cl u d e e n s uri n g t h at all f e e d er s y st e m s ar e p o st e d wit hi n t h e 
m ai n fi n a n ci al s y st e m i n a ti m el y m a n n er. 

T h e d et ail s of all of t h e C o u n cil' s fi n a n ci al tr a n s a cti o n s will b e r e c or d e d wit hi n it s g e n er al 
l e d g er. T h e g e n er al l e d g er m u st b e m ai nt ai n e d a s a pr o p er r e c or d of t h e C o u n cil' s i n c o m e 
a n d e x p e n dit ur e a n d i s t h e pri m e fi n a n ci al r e c or d of t h e C o u n cil. 

T h e fi n a n ci al s y st e m will b e t h e b a si s of t h e fi n a n ci al p o siti o n a n d fi n a n ci al p erf or m a n c e of 
t h e C o u n cil w h e n pr e p ari n g it s St at e m e nt of A c c o u nt s. 

5  R el at e d D o c u m e nt s.  

T h e C o u n cil' s C o n stit uti o n 
Fi n a n ci al R e g ul ati o n s 
St at e m e nt of A c c o u nt s 
C o d e of Pr a cti c e o n L o c al A ut h orit y A c c o u nti n g i n t h e U nit e d Ki n g d o m ( T h e C o d e) 
Cl o s ur e of A c c o u nt s G ui d a n c e 
R e c or d s M a n a g e m e nt P oli c y – R et e nti o n a n d Di s p o s al 
S c h e m e of A ut h ori s ati o n D o c u m e nt s 
S c h e m e f or Fi n a n ci n g S c h o ol s 
V A T M a n u al 
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Financial Procedure 3 - Accounting Records & Financial Systems 

This procedure forms part of the Financial Regulations and Procedures in the Constitution of 
Lincolnshire County Council 

6  Contacts for  Advice or  Assistance.  
Advice on this financial procedure can be sought from Financial Strategy.  Contact details 
for advice can be found within Finance Contacts Section in George.  For issues relating to 
pay as you earn (PAYE), contact the Council's Financial Services Provider – Payroll 
Team. 
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