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Internet Banking 

The Legislative Reform (Payments by Parish Councils, Community Councils and Charter Trustees) Order 
2014 came into effect on 12th March 2014. It repealed the statutory requirement for two elected members 
to physically sign cheques and other orders for payment. This enables Wreningham Parish Council (“The 
Council”) to consolidate its money controls and introduce on-line banking.

The Council:

 maintains robust controls on payments as part of its financial control system and introduces this 
Policy as an addendum to its Financial Regulations;

 approved payment by on-line banking at its meeting on 10th November 2020;

 has one Community bank account with Barclays Bank;

 has three signatories for the on-line account: the Chair, a Councillor and the Clerk. The Clerk is a 
signatory solely to set-up the payments. The on-line payments must be authorised by the two other 
signatories. The Clerk will never authorise payments. 

This policy forms an addendum to the Council’s Financial Regulations and is to be read in conjunction with 
adopted Financial Regulations and Standing Orders.

Procedure for on-line banking payments

Wherever possible, Council payments will be made using on-line banking. 

The following principles and procedures apply to the operation of the on-line account with particular 
attention to the raising of payment requests and their authorisation. The actual process will be additionally 
subject to the rules and security authorisation process of the enabling bank.

 A schedule of all payments to be made shall be prepared by the Clerk and presented to the next 
meeting of the Council for approval.

 The two Councillor signatories will check and sign the invoices as supporting paperwork. 
 Where payments of pre-approved council spend are required between meetings, the Parish Clerk 

will email copies of the invoices for payment to both the authorised signatories requesting their 
email authority to proceed.

 The Parish Clerk will raise on-line payment requests.
 An authorised Councillor will authorise the payment on-line. 

Procedure for cheque payments 

This procedure is unchanged: cheques (and counterfoils) will be signed by two Councillor signatories.

Finance Report 

A finance report, including a bank reconciliation, will be prepared by the Clerk and circulated to all 
Councillors prior to the meeting to check and/or comment upon.  The Clerk will present the report for 
comment and approval at the meeting.

This report is part of the council’s financial control system and will also help ensure council financial 
transparency with on-line payments.

Debit Card 

The Council may authorise the issue of a debit card to its Clerk for council business use only. 
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There are no current plans to issue a card to any other individual. The debit card will normally be used for 
routine/minor cost items. Major expenditure remains subject to the Council’s financial approval process. 

Card Management

The issue of a Council debit card must be authorised by the Council and issued to the Clerk in their 
name for their use only. No other individual may use the debit card.

The Clerk, as RFO, is responsible for the card’s safe keeping and usage and for ensuring that the card 
is not used by others. In particular, the PIN code is only issued to the cardholder and must be kept 
confidential, as must the card security (CSC/CVN) number.

The card will be retained securely by the Clerk and separately from any other personal / company 
cards held by them. 

If the card is lost or stolen, this must be reported to the issuing bank immediately upon discovery 
that the card is missing. The Council chair must also be informed.

In the event of the Clerk’s termination of employment, they must return the debit card to the 
Council Chair for the card to be destroyed. The issuing bank must be advised to cancel the debit card 
to prevent any unauthorised usage.

Card Usage

The debit card issued shall be used for business purposes only and in conjunction with the Clerk’s job role. 
It shall not be used for any non-business transactions nor for any personal purchases. 

Its use for minor/routine transactions will be have assumed approval with post event transaction reporting 
to the Council. An individual minor transaction is that below £100. In any period of a calendar month, the 
aggregate expenditure shall not exceed £500. 

Significant expenditure items (£500+) will require pre-expenditure approval in committee. 

Cash withdrawals are not permitted, unless explicitly agreed within committee and the approval minuted by 
the Council.

Reconciliation & Inspection

Every debit card transaction must be entered by the cardholder on the Cashbook Account spreadsheet and 
spend detailed in the regular finance report produced by the Clerk (RFO). Receipts for all purchases must 
be submitted to, and checked by, the Council for signing off by two Councillors.

The transaction receipts shall be reconciled monthly with the bank statements. In the event of any 
discrepancy, the RFO must notify the Council Chair and an investigation initiated.

The cardholder is responsible for obtaining, retaining and submitting receipts for all transactions. Failure to 
produce transaction receipts may result in the cardholder being held liable for the sum of said 
transaction/s.

Fraudulent or Misuse of a Debit Card

If the cardholder misuses the debit card or fraudulently uses the card, this may result in disciplinary action 
being taken against the cardholder.
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