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Sezgford Town Council

To the Members of the Finance & General Purposes Committee

A meeting of the Finance & General Purposes Committee will be held at via Zoom* on
Thursday 9" July 2020 at 7.00 pm, which you are summoned to attend.
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Isabelle Mouland
Assistant Town Clerk
2" July 2020
Agenda

PLEASE NOTE THAT THIS MEETING WILL BE VIDEO RECORDED

Apologies for Absence and Declaration of Substitute Members

Disclosure of Interests

To deal with any disclosure by Members of any disclosable pecuniary interests and
interests other than pecuniary interests, as defined under the Seaford Town Council Code
of Conduct and the Localism Act 2011, in relation to matters on the agenda.

Public Participation

To deal with any questions, or brief representations, from members of the public in
accordance with Standing Order 3 and Seaford Town Council Policy.

Review of Earmarked Reserves

To consider report 25/20 informing the Committee of the review of Earmarked Reserves
(pages 9 to 11).

Financial Appraisal

To consider report 20/20 informing members of the Council’s current financial position
(pages 12 to 16).

Finance Reports

a) Receipts, Payments and Bank Reconciliation Reports for November and
December 2019 and January 2020

To consider report 147/19 v2 regarding receipts, payments and bank reconciliation
for November and December 2019 and January 2020 to note the transfers of monies
between the Co-operative Current Account and the CCLA Deposit Account (pages
17 to 22). (as originally presented for 19" March 2020 meeting that was cancelled)

b)  Einance Report to 315t January 2020

To consider report 148/19 v2 regarding the Council budget position for the period of
15 April to 31t January 2020 (pages 23 to 32). (as originally presented for 19'" March
2020 meeting that was cancelled)
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c¢) Receipts, Payments and Bank Reconciliation Reports for February, March,
April and May 2020

To consider report 21/20 regarding receipts, payments and bank reconciliation for
February, March, April and May 2020 and to note the transfers of monies between
the Co-operative Current Account and the CCLA Deposit Account (pages 33 to 34).

d) FEinance Report to 315t May 2020

To consider report 22/20 presenting the Income and Expenditure for the Financial
Year End 2020 and the first two months of the 2020/2021 Financial Year to 31% May
2020 compared to budget (pages 35 to 50).

7. Council Direct Debit Report

To consider report 23/20 presenting a report seeking review and approval of the Council’s
current direct debit list (pages 51 to 55).

8. Bad Debt Policy Review

To consider report 154/19 v2 presenting a reviewed Bad Debt Policy for recommendation to
Council to adopt (pages 56 to 58). (as originally presented for 26" March 2020 Council
meeting that was cancelled)

9. Purchase Ordering & Payments of Goods & Services Policy

To consider report 159/19 v2 presenting a reviewed Purchase Ordering & Payments of Goods
& Services Policy for recommendation to Council to adopt (pages 59 to 71). (as originally
presented for 26 March 2020 Council meeting that was cancelled)

10. Mavor’s Portfolio

To consider report 151/19 v2 presenting a reviewed Mayor’s Portfolio for recommendation to
Council to adopt (pages 72 to 85). (as originally presented for 26" March 2020 Council
meeting that was cancelled)

11. Exclusion of Press and Public

The Chairman will move that in accordance with the Public Bodies (Admission to Meetings)
Act 1960, the press and public be excluded from the meeting during the discussion on the next
item on the agenda as the item concerns confidential debtor information.

12. Receipts Due for Payment as at 315t May 2020
To consider exempt report 25/20 informing the Committee of the receipts due for payment at
315t May 2020 (exempt pages 1 to 3).

For further information about items appearing on this agenda please contact Isabelle
Mouland, Assistant Town Clerk, 37 Church Street, Seaford, BN25 1HG. Telephone 01323
894 870.

Circulation:

Committee: Councillor M Brown (Chair) and R Morland (Vice-Chair). Councillors N Adil,
D Argent, L Boorman, J Cash, O Honeyman, R Honeyman, J Meek, R Reed and L Wallraven.

For information: Councillors P Boorman, S Dunn, J Edson, M Everden, M Hayder, R Hayder,
J Lord, G Rutland and B Webb.
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*Zoom Meeting:

In line with the Coronavirus Act 2020 and subsequent regulations governing local authorities

meetings, the Council will be holding this meeting via the online video conference facility,
Zoom.

To join the Zoom meeting follow this link:
https://us02web.zoom.us/j/82894261753?pwd=YVk3Y3Y0eDVMN3IKWXJ2bHI6 MFVCUT09

Meeting ID: 828 9426 1753

Password: (to ensure online security it is recommended that meeting passwords are not publicised
and are given directly to those intending to attend the  meeting.
Please therefore email admin@seafordtowncouncil.gov.uk for the password at least 24 hours
before the scheduled meeting date)

Telephone number to join by audio only: 0203 481 5237 (you will be prompted to enter the meeting
ID and password before joining the meeting)

Taking Part in a Zoom Meeting

Please note that the following instructions are for joining a meeting using a laptop, computer or tablet
device. Accessing with a smartphone may differ.

Index

1 Joining

1a If this is your first time

1b If you have already downloaded the Zoom app
6 Settings

6a Screen View

6b Mute / Unmute

6c Technical Run Through -Chat Function

8 Participation
8a Public Participation
8b Councillor Discussions / Participation
8c Voting

9 Leaving the Meeting
9a Exclusion of Press & Public
9b Declaration of Interest

1 -Joining
Follow the link provided by email/on the agenda.

1a - If this your first time, you will probably see the screen below. Click the Zoom icon at the bottom to
open the desktop app.

'd
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https://us02web.zoom.us/j/82894261753?pwd=YVk3Y3Y0eDVmN3lKWXJ2bHl6MFVCUT09
mailto:admin@seafordtowncouncil.gov.uk
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23Joining
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23Firsttime
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23Alreadyjoined
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23Settings
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23Screenview
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23MuteUnmute
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23TechnicalRunThroughChatFunction
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23Participation
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23PublicParticipation
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23CouncillorDiscussion
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23Voting
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23LeavingMeeting
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23ExclusionPressPublic
file:///C:/Users/graeburn/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RCST3RT7/Taking%20Part%20in%20a%20Zoom%20Meeting%20-%20Seaford%20Town%20Council%20April%202020_.docx%23DeclarationOfInterest

Then you will be prompted to enter the meeting id and your name (note, this will be visible by all
meeting participants). The meeting id can be found on the agenda, Council’s website or circulated
email.

e For councillors, please do not choose to not connect your audio or turn off your video with the
tick boxes.
o Members of the public will need audio as a minimum and whilst video is preferred, it is optional.

o

Join Meeting
867-1760-2677

George

Remember my name for future meetings

) Do not connect to audio

. Y=y

Turn off my video

You will then be prompted to enter the meeting password, on the agenda, Council’s website or
circulated email. Enter this and click to ‘join meeting’ (skip 1b and go to 2).

1b - If you have already downloaded the Zoom app, you can either:

i Follow the link and you should see the screen below. Click the button to ‘open Zoom’ (go to
2)

>

Please click Open Zoom Meetings if you see the system dialog.

ii. Open the Zoom desktop app and click ‘join’ (blue arrow) and then enter the meeting details
(green arrow) (go to 2)

o

. Join Meeting
19
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2 — Once in the desktop app, if the meeting has not yet started, you may see this below. If you wait, the
host of the meeting just needs to start the meeting.

Please wait for the host to start this meeting.

Start: 9:45 AM

Test Computer Audio

LOPYIENU /U2 00T ¥INED COMMUICETons, me. A mgnls rese)

3 — Once the host starts the meeting, you will see the pop up below in your desktop app. Click the
button to ‘join with video'.

1~

Always show video preview dialog when joining a video meeting

Join with Video Join without Video

4 — You will then join the ‘waiting room’ and the host will have to approve you entering. Your screen will
probably show the below.

Please wait, the meeting host will let you in scon.

5 — Once admitted entry by the host, you will see the screen below. Click to ‘join with computer audio’.

Phone Call Computer Audio

Join with Computer Audio

Automatically join audio by computer when joining a meeting
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6 — Settings
6a - Screen View

Once in, you will see all participants in the meeting so far. More participants may join and the screens
will get smaller/move around to accommodate this. If you can just see one big person and the rest are
fitted around, you are on ‘speaker view’ change in the top right hand corner of the screen; try out
‘gallery view’ and see which you prefer!

6b - Mute / Unmute
Check to see if you are muted (shows on bottom left of screen):

e If it says ‘unmute’ with a red line this means you are muted and can’t be heard
o If it says ‘mute’ you can be heard

It will be best to remain muted until you want to speak — this prevents too much background noise and
will make it easier for everyone to hear the speaker.

6c - Technical Run Through - Chat Function

We will go through the meeting at the start to make sure everyone can hear and see and be heard and
seen. If you have any problems with the audio and can’t hear/be heard, we can use the ‘chat’ function
to try to resolve this.

Click on ‘chat’ at the bottom of the screen. Type your issue in the text box and hit ‘enter’ —your
message will go to the host only who will respond to try and help.

7 — Once everyone is up and running, the Chair will conduct the meeting in the usual manner; going
through the agenda. The Host (an officer) will monitor the IT/technical side of the meeting.

8 — Participation

Please remember to keep yourself on mute unless you are speaking (save for the Chair and host, who
will need to be able to speak freely). It is imperative that all participants are able to clearly hear the
speakers without lots of background noise.

8a — Public Participation

i The Chair will introduce public participation and invite any members of the public wishing to
speak to raise their hands clearly in the video.
ii. The host will note down those wishing to speak (using the name/id shown by the person’s

screen).

iii. The host will inform the Chair in turn who is next to participate.

iv. Once at the end of the list, the Chair will check if any other members of the public were
wishing to speak.

V. The Chair, or an officer and other councillor if invited to do so, will respond where relevant
to the member of public.

vi. The public statement and any response will be recorded for the minutes in the usual
manner.

vii. If a member of public does not have video feed, when the Chair is asking who would like to

participate, the member of public should unmute themselves and state their name and that
they wish to speak. They will be noted down in the list by the host and they will be invited to
participate at the relevant stage by the Chair.
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8b — Councillor Discussion/Participation

To try and prevent councillors from speaking over each other, it is encouraged that councillors keep
their video/audio ‘muted’ until invited to speak by the Chair.

i. Councillors wishing to speak should raise their hand clearly in the video (as above) and a
note will be made of the hands raised. All hands then go down, when prompted.

ii. The Chair will invite the relevant councillors to speak.

iii. The councillor speaking first should ‘unmute’ themselves and make their statement; then
‘mute’ their video/audio again.

iv. The Chair will either respond or ask an officer to reply, where necessary.

V. The Chair will then ask if any other councillors are wishing to respond to the councillor’s
statement by show of hands. The host will note the hands raised and prompt the Chair as to
who to invite to speak.

Vi. Then follow the above steps ii-iv and work through the list of councillors wishing to respond.

vii. Then return to the list of councillors who had originally wanted to speak and follow the
above steps again.

viii. If councillors do not have video feed, when the Chair is asking which councillors would like
to speak or respond to another councillor’s statement, the councillor should unmute
themselves and state their name. They will be noted down in the list by the host and they
will be invited to participate at the relevant stage by the Chair.

This may feel over the top but is trying to ensure that all councillors have a fair chance to partake in
discussions. Hopefully when we are all more accustomed to this way of ‘meeting’, this will all become
more second nature.

8c - Voting
The Chair/an officer will clearly read out what it is that is being voted on, in the usual manner.

Votes will either be taken by show of hands, where achievable and it is clear to determine individual’s
votes. If it is not however or the vote is close, the host will then read through councillor’s names asking
for their vote, whether ‘for’, ‘against’ or ‘abstain’. This is to ensure that votes are marked down correctly
and remove any error of doubt.

The host will confirm verbally whether or not the resolution was carried.

Please note, this does not mean they are recorded votes and individual votes will not be shown in the
minutes; a councillor would still have to specifically request a recorded vote if one was wanted.

9 — Leaving the Meeting

To leave the meeting, you can click on the ‘leave meeting’ in red text at the bottom right hand of the
screen. You will be prompted to confirm you want to leave.

If you leave by accident, please follow the above steps in section 2 to re-join the meeting.
9a — Exclusion of Press & Public

Where an exclusion of press & public is resolved, all members of press and public will need to leave the
meeting. They can do this themselves or the host does also have the ability to remove them.
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The host will then ‘lock’ the meeting so no new attendees can join and interrupt the confidential
session.

9b — Declaration of Interest

If a councillor has declared an interest in an item on the agenda and it is deemed best that they ‘leave
the meeting’ for that item. They should leave following the meeting in the usual manner but keep their
Zoom desktop app open. The host will then ‘invite’ them to return once the item has concluded.

When invited to return, a pop up will appear that the councillor should then ‘accept’ and they will re-
join the meeting.
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Agenda Item No:

Seaford Town Council
Report 25/20

4

Committee: Finance & General Purposes (F&GP)

Date: 9t July 2020

Title: Earmarked Reserves

By: Karen Singleton, Responsible Financial Officer (RFO)
Purpose of Report: To inform Members of the Review of Earmarked Reserves

Recommendations

The Committee is recommended to recommend to Full Council:

1. That the balances on EMR 334 — Seaford Head Nature Reserve and 355 -The Seaford
App are transferred back to the General Reserve.

2. That the balance on the Capital Receipts Reserve is used to fund any capital
expenditure in the year.

3. That any remaining balance on EMR 365 is returned to the General Reserve when
the pump house is complete.

1. Information

1.1  Attached as Appendix 1 to this report is the full list of Council Earmarked Reserves (EMR)
with the reason for them/purpose in the ‘comments’ column.

1.2 The Council’s Finance Regulations state that:

17.2  Reserves can be spent or Earmarked at the discretion of the Town Council. They can
result from:
(i)  events which have allowed monies to be set aside,
(it)  surpluses,
(iif)  decisions causing anticipated expenditure to have been postponed or cancelled,
(iv) monies set aside for major anticipated capital schemes, projects or service
arrangements the Town Council may wish to carry out.

17.3  Expenditure will not be charged direct to Earmarked Reserves and transfers to and
from Earmarked Reserves will be distinguished from service expenditure in the

Statement of Accounts.

17.4  For each reserve established the following will be clearly documented:
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13

14

2.1

a. The reason for or the purpose of the Earmarked Reserve will be clearly defined
within the above guidelines.

b. The types of expenditure the Earmarked Reserve will be used for and the basis of
transactions will be clearly defined.

c. Any circumstances for which the reserves cannot be used.

17.5 Reserves will be managed, controlled and reviewed by the RFO;
a. On a transaction by transaction basis to ensure that the correct expenditure is
being taken from the correct reserve and that no reserve is overspent.

b. Twice per year, once during the budget review procedure and once at the year end.
The RFO, in consultation with the Town Clerk, will review the appropriateness of
each reserve, making recommendations as to which reserves should be earmarked
in the next financial year. At such time any reserves considered no longer
appropriate will be transferred back to the General Reserve.

The Earmarked Reserves have been reviewed by the RFO and two are no longer required:

e 334 — Seaford Head Nature Reserve-£538.57. This EMR has not been utilised for a
number of years as there is now a budget for Sussex Wildlife Trust to manage the
site and a budget for any additional works.

e 355 -The Seaford App- £1,206. This EMR was created many years ago and the
unused balance has remained in the EMR.

It is recommended that these two EMRSs are transferred back to the General Reserve.

The Capital Receipts Reserve stands at £40,466. It is made up of £7,133 carried forward
from previous years and £33,333 from the sale of a beach hut in the current year. This can
only be used for capital expenditure. The figures in report 20-20 financial appraisal rely
on the £33,333 received in the year being spent on capital expenditure. The only capital
expenditure that there is likely to be in this year is for the pump house and the capital
element of the loan payments. It is therefore recommended that the balance on the Capital
Receipts Reserve is used to fund capital expenditure and that the balance left on EMR 365
after the project is complete is transferred back to the General Reserve.

Financial Appraisal

This will increase the General Reserve by up to £50,000, depending on the cost of the pump
house which is currently out to tender. £33,333 of this is included in the Financial Appraisal
Projections, in report 20-20.

Contact Officer

The Contact Officer for this report is Karen Singleton, RFO.

RFO N ";,\,\‘C»B\ e Bl

Assistant Town Clerk 7/ - Mow ot
4

(click here to return to Agenda front sheet when viewing electronically) 10




REPORT 25/20 APPENDIX 1

Seaford Town Council

Earmarked Reserves 2020/21

Opening At Transfers Tramsfers Used To Fund Closing Balance
AC Reserve Details 01452020 from to Expenditure 011072020 Comments
Code Other Reserves Other Reserves
323 |EMR - Crypt Professional Fees £1.075.00 £1,075.00 | Expenditure to be used for Building Works at the Crypt.
320|EMR - The Salts Landscaping £844 85 £244 55 |Pitch repairs may be required due to wet weather over winter. To be used 2020021
324 |EMR Seaford Head Mature Reserve £53B.5T E538.57
342 |EMR Tree Planting £12,827.85 E£7.085 £12,618.70 | Income receved from Resident Donations. Resiricted to spend only on Trees
355 |EMR The Seaford App. £1,208.00 £1,208.00
358 |EMR Community Projects £1.487.87 £1487.67 Income recepred Ifrom donations Folr Beach Access Flatform
to be used for maintenance & repairs.
361 |[EMR - CIL Receipts £12.853.34 £10.850.38 £23 60372 |Income received from CIL monies - Restricted use
33 |apital Recsipts £7.132.88 £33.333.33 £40.486.01 |to be used for Capital Expenditure
354 |EMR - Spike Bar £38.548.00 £38.545.00 £0.00 | Transferred to use for new pump house - 365
365|EMR - Borehole & Pump House (Golf) £0.887.03 £38.548.00 £48.215.03
366 | Seafront Development Plan (SDP) £A80.912.08 £60,812.08 |For expenditure on S0P
TOTAL EMR £146,692.57 £82 831.71 £38 548 00 £7 95 £190 968.33
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Seaford Town Council

Report 20/20
Agenda Item No: 5
Committee: Finance & General Purposes (F&GP)
Date: 9t July 2020
Title: Financial Appraisal

By:

Karen Singleton, Responsible Financial Officer (RFO)

Purpose of Report: To inform Members of the Council’s current financial

position

Recommendations

The Committee is recommended to:

2 Recommend to Council that all projects are ceased for the year 2020/2021 unless
funding can be sourced.

3 Otherwise note the report.

1. Information

1.1  The COVID-19 outbreak has had a significant effect on the Council’s finances, mainly
through loss of income, though there has also been some increased costs e.g. personal
protective equipment (PPE), cleaning and posters to make places that the Council is
responsible for safer.

1.2 This report aims to explain how the COVID-19 pandemic has affected the Council’s
finances to date.

1.3 Members should note that the figures in this report are a snapshot in time and will change
on a weekly basis as the situation changes. Officers will keep the forecast spreadsheets
updated as and when changes happen, and update the report for each F&GP meeting.

1.4 The RFO and Committee Chair are meeting weekly to keep abreast of the situation.

2. Financial Appraisal

2.1  Finance & General Purposes Committee

2.1.1 F&GP’s budget is the least affected committee budget. Forecast increases in
Subscriptions (£1,000), Software Support (£1,500) and Professional Fees (£6,000)
are offset by a reduction in Subcontractor Costs (£3,000) and Furlough Grant
income (£5,016). Resulting in a forecast budget in line with the original budget.
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2.2

2.3

2.4

Community Services Committee

2.2.1

2.2.2

It is estimated that £86,690 will be lost in income due to COVID-19. This is offset
by the sale of a beach hut at Bénningstedt (£33,333) and other savings that are
forecast to be made e.g. Non-Contract & Building Maintenance (£6,300), Contract
Maintenance - Summer Bedding (£7,000), Advertising & Publicity (£2,000),
Seaford in Bloom (£2,000) and Events (£17,300), plus other small savings. This
has resulted in the Committee requiring an additional £15,200 more than budgeted.
Please note that the reduction in income and expenditure in Appendix 1 looks
different to the figures stated above as it includes items in the budget that had equal
income and expenditure budgets e.g. Martello Toilets (£320,000) and Beach Hut
sales/expenditure (£167,000).

This Committee has the biggest capacity to make savings by not doing projects.
Including the changes mentioned above, if all projects are stopped for the current
year then this Committee’s budget requirement falls by £178,000. £75,000 of the
projects were budgeted to be spent from Earmarked Reserves (EMR) so the effect
on the General Reserve would be an increase of £103,000.

Golf & The View Committee

2.3.1

2.3.2

2.3.3

2.34

Golf

It is estimated that £75,800 will be lost in income due to COVID-19. This is offset
by the following savings on budget; Rates rebate (£21,018), Advertising &
Publicity (£4,000), Equipment Purchase (£7,000) and Furlough Grant income
(E2,704). This has resulted in the Golf Course requiring an additional £41,800 more
than budgeted.

The View

It is estimated that £212,700 will be lost in income due to COVID-19. The figure
could be higher than this if functions cannot be held in the year. This is offset by
the following savings on budget; Rates rebate (£6,755), Utilities (£2,700), Bank
Charges (£1,700), Events Expenditure (£1,000), Food (£40,000), Bar (£18,400),
Card Top Up Scheme (£1,500), Salaries (£8,000) and Furlough Grant income
(E45,000). There will also be additional costs for PPE, door guards, benches and
cleaning, to comply with Government guidelines. This has resulted in The View
requiring an additional £87,200 more than budgeted.

Capital Costs

The pump house was originally budgeted to be paid for by a Public Works Loan
Board (PWLB) loan. It is not possible to get borrowing approval for such a small
amount and therefore in March Council approved for the pump house costs to be
met from EMR.

The Golf & The View Committee as a whole requires an additional £128,500
more than budgeted. £40,000 of this to be met from EMR.

Mitigation of loss

24.1

To mitigate the loss of income the following actions have been taken
o Cease all projects until further notice
o Furlough staff that have no work
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3.1

3.2

3.3

3.4

3.5

3.6

o Consult with Managers ensuring that all expenditure is essential and defer
non-essential expenditure to be budgeted for in future years.
Conclusion

The only way to protect the Council’s finances against loss of income is to have a sufficient
General Reserve or Earmarked Reserves as a buffer. The Internal Auditor has
recommended that this should be at least 50% of the precept. This would be £436,000. The
Council’s expenditure is not just funded by precept but also by commercial income. This
needs to be covered in times of crisis, like is currently being faced, when some income
streams have ceased. It could therefore be argued that an even bigger General Reserve
would not be unreasonable.

As at 1% April 2020, the Council’s General Reserve was £184,069. A shortfall of nearly
£252,000 on the recommended figure in 3.1. Increasing the General Reserve to £436,000
would equate to an addition £26.54 on top of the current £91.83 per annum Band D Council
tax; a 28.9% increase on a standstill budget. This is assuming that the General Reserve
does not fall during the year, which it is very likely to do.

The General Reserve can be increased by:
e Increasing the precept (can only be done annually each April following approval by
Council in its January budget setting meeting)
e Increasing income by
o Finding new income streams without increasing costs
o Increasing profits at the Golf Course & The View — looking at different
business models
o Increasing charges for rentals and leases

e Reducing costs
o Consider expenditure- is it essential e.g. fundamental to the running of the
Council, a Health & Safety requirement etc?
o Renegotiate the existing contracts at cheaper rates
o Only do projects when funding is available e.g. grants or loans.

The Committee summaries can be found at Appendix 1. The variance column shows that
to carry on with projects would result in a decrease in the General Reserve of £133,183,
leaving a General Reserve of £50,886. If projects are put on hold for the whole year or
until funding is available then the reduction in the General Reserve would be £7,727,
leaving a General Reserve of £176,342

These figures of course do not take into account any future liabilities that may arise in the
year that are unknown at the current time. With this in mind, officers would strongly
recommend that the Committee recommend that Council agree to cease all projects for the
remainder of this financial year, save for where the Council is in receipt of external funding
to cover the costs or the works are deemed as being essential, such as for health and safety
reasons.

Increasing the precept would be a Full Council decision taken in January 2021. In the
meantime officers will keep spending to a minimum. The Golf & View Committee will
review during the year ways in which The View can be made more profitable. The
Community Services Committee will review existing projects, listing them for the Council
to prioritise for when funding is available. During the budget setting process, which will
start in September, members will be given different options to review when setting the
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precept and how this will effect the Band D council tax. The budget will include ‘need to
have’ and ‘like to have’. To increase the General Reserve sufficiently projects may have to
be funded through grants, Community Infrastructure Levy (CIL) or loans.

4. Contact Officer
The Contact Officer for this report is Karen Singleton, RFO.

N )

REO 2N (».\JH\\(‘:;\ : R

Assistant Town Clerk

";"I/ . ',:'JAer,ul o .c‘\:. .
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Seaford Town Council

Budget Forecast as at 23/06/2020

Finance & General Purposes Committee

Community Services Committee

Goll and The View Committes

Total Committees

PLUS Transfer tof from) General Reserves

To be spent Mrom Earmarked Reserves
EMRE340 - Equipment (towards borehole)
EMR363 - Seafront Development Plan
EME364 - Spike Bar

EMR 363- Bore hole/pump house

General Reserve 017042020
Less Transfer to (from) General Reserve

Forcast General Reserve 31032021

(click here to return to Agenda front sheet when viewing electronically)

Expenditure
[ncome

Met
Expenditure
[neome

Net
Expenditure
[ncome

Net
Expenditure
[ncome

Council Net Expenditure

Council Funding Requirement

Precept Demand

20-20 Appendix 1

2020721 2020- 21 2020-21
Without
Budget Projected Projects
608,684 613,971 613.971
35,155 40,171 40,171
573,529 573,800 573,800
1,053,905 839,220 325720
715,346 485,474 165474
338,559 353,746 160,246
1174660 | 1027415 ) 1027415
L117.418 B41.711 B41.711
57,242 185.704 185,704
2,837,250 | 2480.607 | 1.967.107
LB6T7919 | 1367356 | 10473356
969,330 [ 1,113,251 919,751
25000 | (133,183) (1.727)
994,330 980,067 012,023
(8,759)
{75,000) (68.044)
(38,548)
{400,000 (40, 000)
872,023 872,023 872023
184,069 184,069 184,069
25000 | (133,183) (1.727)
209,069 50.886 176,342
16




Seaford Town Council

Report 147/19 v2
(as originally presented for 19t March 2020 meeting that was cancelled)
Agenda Item No: 6 (a)
Committee: Finance & General Purposes
Date: 9t July 2020
Title: Receipts, Payments and Bank Reconciliation Reports for
November and December 2019 and January 2020.
By: Lucy Clark, Finance Manager
Purpose of Report: To advise the Committee of receipts, payments and bank
reconciliations for November and December 2019 and
January 2020.

Recommendations
You are recommended to note the report.

1. To note (as previously reported) the Co-op Bank balance brought forward from
October 2019 is £92,425.97.

2. To note the November 2019 total receipts of £177,962.55 and total payments of
£195,531.77 leaving a balance to carry forward of £74,856.75.

3. To note the December 2019 total receipts of £140,388.46 and total payments of
£149,407.13 leaving a balance to carry forward of £65,838.08.

4. To note the January 2020 total receipts of £130,851.77 and total payments of
£161,972.42 leaving a balance to carry forward of £34,717.43.

5. To note (as previously reported) that the CCLA investment account brought forward
balance from October 2019 is £825,000.

6. To note that a total of £200,000 has been transferred from the CCLA investment
account into the Co-op Bank Account from 15t November 2019 leaving a balance to
carry forward of £625,000 as at 315 January 2020.

1. Information

1.1 In line with Financial Regulations 2.2, a member other than the Mayor shall be
appointed to verify bank reconciliations. The member shall sign the reconciliations
and the original bank statements as evidence of verification. This activity shall then
on conclusion be reported, including any exceptions, to the Finance & General
Purposes Committee to be noted.

1.2 Councillor Mark Brown is the current appointed member and continues to view and
verify that he is in agreement with the Co-operative bank reconciliations already

LOCAL COUNCIL I .
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1.3

14

1.5

1.6

1.7

1.8

1.9

reconciled by the Finance Manager. However, this task may also be carried out by
the Vice Chair of this Committee.

Therefore, and in line with the above, the bank statements for November and
December 2019 and January 2020 have been viewed and verified by Councillor
Mark Brown and the signed reconciliation pages are attached in Appendix A.

Cashbooks and BACS pages detailing the receipts and payments are available to
view on the Councillors drive. Hard copies will be available on request.

The Finance Manager continues to monitor the Co-operative current account
ensuring that there are enough funds to cover monthly outgoings drawing down as
necessary from the CCLA account which can be done on a day’s notice provided
there are two authorised signatories.

For clarity, the CCLA account has been set up in such a way that monies within this
account can only be transferred back and forth to the nominated Co-operative
Account; other payments from this account cannot be made.

Dividends are earned on holdings daily and are paid at the end of each month. For
the months under review, a total of £1,263.43 dividends has been paid into the
Council’s current account bringing the total interest received in this financial year to
£3,756.51.

Since 1% November 2019, a total of £200,000 has been drawn from the CCLA
account and transferred into the Co-operative Account leaving a balance of
£625,000. A copy of the latest bank statement for CCLA is attached in Appendix B.

It is predicted to draw down a further £200,000 by the 31 March.

2. Financial Appraisal

As at 31 January the actual monies held in the Co-operative bank account were £30,936.22
along with the £625,000 held in the CCLA account.

3. Contact Officer
The Contact Officer for this report is Lucy Clark, Finance Manager.

Finance Manager /%LZ ]

Assistant Town Clerk

RFO

{2
s

\ kvl)\\\;‘gBk % C‘,
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NVEMBEC Q014 ACPENDIX A.

[hale: 051242010 Seaford Town Council 20182020 Current Year Fage 1

Thme: 10:22 Bank Reconciliation Statermernt as at 300111/2019 User LG

for Cashbook 1 « CurrentDeposit Account

Bank Statement Account Name (g} Statemeant Date Page No Balances
Coop Community Direct Plus 2811201 wra 62 200,34
62 200,34
Unpresented Chegues (Minus) Amount
20112018 00 Mesgl Pensions ) ) 752.66
TH2 66
61,455 68

Receipls not BankediCleared (Plus)

2681172018 ' ' ' 35.00

2TH2018  GOLF PDD o 100.00
27112019 VIEW FDQ _ N 460.82
ZRM1EME  GOLF PRO ' . o 16.00
2BMARME  VIEW PDQ _ _ ' 41585
2001112018 . . : 4,000.00
29(11/2010 5637 , arar
2611/2018  GOLF PDO BO0.00
20M1/2019 VEW PDO ’ 2,266, 20
301112019  GOLF BANK , ' 1,441.50
30112018 GOLF PDQ ' _ 42750
301142018 GOLF BANK ' 175.00
A0/1942018  VEW PDO - GB35
30M1/2018  VIEW BANK L 3,276.48

' 13,400,07

74 856 75

Balance per Cash Book is :- T4.856.75

Difference is :- 0.00

RECOMNCILED TO CASHBOOK

MName: [Uﬂ{' If{ﬂfit

SiEnEM Date: éIfZ“q

CHECKED AND VERIFIED BY:

Name: M R pewiv

Signed: /V\J\-—"‘ Date: fL if lL[f 19
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LCTEMBEE /0

Dale; DR 2030

Seaford Town Council 201952020 Current Year

Page 1

Time: 16:17 Bank Reconciliation Statement as at 341212018 User LT
for Cashbook 1 - CurrentiDeposit Aceount
Bank Statement Account Name {s) Statement Date Page No Balances
Coop Community Direct Flus MN2D 983 40,072 .97
49,072 .97
Unpresented Chegues (Minus) Amount
0.00
.00
43,072 57
Receipts not Banked/Cleared (Plus)
2IMIG  VIEV BANK 4,008,592
ARG VIEW BANK 2,467 50
28M 22018  VIEW BANK 3,773.08
322018 VIEW PDO : 83119
THAR0I8  VIEW BANE 1,302 .41
32019 GOLF PDQ 594 00
A2019  GOLF BAMK 2.111.00
FM 229 GOLF BANK 1.653.00
16,785.11
&6 838 .08
Balanee per Cash Book is :- 55,838.08
Difference is - [
. i
RECONCILED TO CASHBOOK |
f 1
Name: M .
sign oate:_81/2030
CHECKED AND VERIFIED BY:
Name: M @M W _
Signed: (W pate:_2% [ ‘/ e
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TEAUARY, QoA

Date: 04/02/2020 Seaford Town Council 209972020 Current Year Page 1
Time: 15.33 Bank Reconclliation Statement as at 310472020 ver. LC
for Cashbook 1 - Current/Deposit Account
Bank Statemant Account Name {s) Statement Date Page No Balances
Coon Community Direst Plus 310142020 Sd EJJ.BEE.?E
30,936.22
Unpresented Chegques (Minus) Amaunt
20/01/2020 CHEQUE Lewes District Council 11700
117.00
Jngi9.22
Recaipts nol Banked/Cleared (Plus) _
306012000 218,07
31mifﬂﬂm GOLF PDQ R2 00
I:f----\l FU02020 VIEW PDQ 672.13
= 3012020 GOLF BANK 130,00
FE20 GOLF BANE 710,00
012020 VIEW BANK 151801
302020 VIEW BANK 700,00
3,898.21
M TITAS
Balance per Cash Book s - 3TIT.A3
Diffarence is - 0.00
O .
!HEEGHEILED TO CASHBOOK
| MName: m{:u C[ﬁﬁK
lSignﬁ% Date- 1[. 22020
CHECKED AND VERIFIED B‘r
'Name: M o L:,J
|Signed: (L@_;—\_/ Date: /4 {?IEH
[
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¥

"THE FUBL{C . Senator Housa, 85 CQueen Yictorla Sireet, London ECAY 4ET
O3 Cliant Service:
SECTGH PR Froephane: DBOD 022 3505
- Fax: 0207 483 €125
STATEMENT
Mrs L Clark
Saalord Town Council
37 Churgh Sireel )
SEAFORD s 7
Eas! Sussox : ﬂﬁ FEE fu -
BM25 1 HG -
UK
CLIENT: SEAFORD TOWN COLNCIL
CCo AME: e
recouT | 9 FEB 20
A7 TDUNT NUMBER: 0127310001 PC o
Statemant at 31 January 2020
) Value of Value of Balance of Shara
Dats Description shares sold £ shares bought £ shares held £ Class
04/01/20 Brought Forward 675,000.00
17/01/20 Sold - paid to bank 50,000,00 625,000.00 4
31/01/20 Carried Forward E25,000.00 4

Statement of Dividends paid during the month to 31 January 2020

Date Raceiving Account 'ﬂ""';""gt Paid
F1-01-20 Hominated bank account 304 .26

(click here to return to Agenda front sheet when viewing electronically) 22




Seaford Town Council

Report 148/19 v2
(as originally presented for 19t March 2020 meeting that was cancelled)
Agenda Item No: 6 (b)
Committee: Finance & General Purposes
Date: 9t July 2020
Title: Finance Report to 31% January 2020
By: Lucy Clark, Finance Manager
Purpose of Report: To inform Members of the Income and Expenditure from 15
April 2019 to 315t January 2020 compared to the annual
budget.

Recommendations
You are recommended:
1. To approve the report.

1. Information

1.1 Attached in Appendix A is the detailed income and expenditure for the period 1% April
2019 to 31°% January 2020 for each committee compared to the projected annual budget.

1.2 Detail for over/under performance of individual budgets is provided by the cost centre
managers when reporting to the relevant committee.

1.3 With regards to the Finance & General Purposes Committee report, the overall budget for
the period is broadly in line with the projected annual budget. Variations are reported in

Appendix B of this report.

2. Financial Appraisal
The financial implications of this report are detailed above.
3. Contact Officer

The Contact Officer for this report is Lucy Clark, Finance Manager.

7 ]
r wi
Finance Manager # %& .

Assistant Town Clerk

| - \
RFO X OINCA \k K\ C*—
1 LOCAL COUNCII ) =
| AWARD SCHEME
"FOUNDATION
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REPORT 148/19 APPENDIX A

180272020 Seaford Town Council 201972020 Current Year Fage 1
1723 Detailed Income & Expenditure by Budget Heading 31/03/2020
Month Mo: 10 Committee Report
Actual Year Current WVariance  Commitled Furids % Spent  Transfer
To Date Annidal Bud  Annual Total Expenditure  Avalable 1afradm EMR

Finance & Genaral Purposes

201 Administration

1054 Income Other 180 100 (80) 190.0%
1059 Income Photocopying 25 4] (25) 0.0%
1062 Income Telephone Recharge 493 B850 357 58.0%
1068 Income Stationery Re-Charge 15 4] {15) 0.0%
1190 Interest Received 3,757 6,042 2,285 B2.2%
Administration :- Income 4,478 6,992 2,513 64.1% a
4000 Salaries & Wages 2553140 295,667 40,348 40,348  864%
4001 Employers MI 22835 26.115 3,480 3,480 8674
4002 Employers Superannuation 42 558 54, 204 11,636 11,636 TH.5%
4003 Sub-contracted Staff gavz 8,000 (872) (872) 1122%
4004 Staff Welfare Costs &gz 1,176 204 204 T50%
4009 Recruitment Costs 254 1,030 77 77 251%
4010 5Staff Training 3388 2,060 {1,328) (1,328) 164.4%
4012 5taff Expenses 673 850 177 177 782%
4015 Office Refreshments 186 630 444 444  205%
4051 Rates 2 525 4] (2,525) (2,525) 0.0%
4100 Telecommunications 3,284 5,400 21186 2116  608%
4105 Postage 306 850 544 544  36.0%
4106 Stafionery 1,437 1,831 494 404  T4d4%
4107 Photocopier 1,254 1,600 346 36 TBAW
4108 Recyding & Shredding o 200 200 200 0.0%
4110 Adwvertising & Publicity 5,004 4017 (987) (98T7) 12486%
4111 Office Purchases - Mon Capital 345 1,545 1,200 1,200  223%
4112 Subscriptions 4 872 4,745 (127) {127y 102.7%
4113 Software Support 10,039 10,725 GBE 6B  936%
4114 Licence Fee as a5 4] 0 100.0%
4115 Insurance 1,928 2,008 20 &0 96.0%
41168 Web Site 4,201 2,500 {1,791) {1,791) 171.7%
4154 Land Registry Fees 12 20 2] 2] B0.0%
4155 Professional Fees 11,611 3,080 {8,521) (8,521) 3I75.T%
4156 Bank Charges 1,325 1,500 175 1765 BB4%
4157 Audit Fees (79) 9,300 9,379 9,373  (0.8%)
4182 Catering & Hospitality 137 100 (a7 (A7) 137.2%
4189 Other Expenditure 46 120 74 T4 38.7%
4272 Equipment Purchases - Capital 8,140 2,480 (5,660) (5,660) 32B2%
4413 Meighbourhood Plan 2857 4,000 1,143 1,143 T14%
Administration :- Indirect Expenditure 394,252 445 898 51,646 ] 51,646  BR4%% ]
Met Income over Expenditure T [389,773)  (438,908) (49,133
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18/02/2020 Seaford Town Council 2019/2020 Current Year Page 2

1723 Detailed Income & Expenditure by Budget Heading 31/03/2020

Month No: 10 Committee Report
Actual Year Current Variance  Commibled Furds % Spean Tramsher
To Dale Amnual Bud  Annual Total Expenditure  Available iaffrom EMR

205 Premises - Church Streat

1050 Income Rent 6,231 6,042 (189) 103.1%
Premises - Church Street - Income 6,231 6,042 (188) 103.1% 0
4201 Term Maintenance DNU [¥] 500 500 500 0.0%
Premises - Church Street :- Direct Expenditura [i] 1101 500 0 500 0.0% 0
4050 Rent payable 23,762 18,000 {5,762) (5,762) 132.0%
4051 Rates 5,624 8,205 2,581 2,581 BB.5%
4059 Church Street Service Charges 7,245 9,300 2,055 2,055 T7.9%
4189 Other Expendifure T o {7 {7 0.0%
4270 Vehicles & Equipment Maint 664 550 (114) (114}  120.7%
4275 Building Maintenance 1,058 1,500 442 442 70.5%
Premisas - Church Street :- Indirect Expenditure 38,361 37,555 (B0E) ] (B0E) 102.1% a
Met Income over Expenditure (32,129) (32,013) 116

E Premises - Hurdis House

1050 Income Rent 16,674 22137 5483 TEH.3%
1051 Income Insurance Recharge 385 384 (1) 100.2%
Premises - Hurdis House - Income 17,059 22,501 3,462 75.7% 0
4115 Insurance 308 398 4] 0 100.0%
4301 Public Works Loan Payment 7.501 15,002 7.501 7,501 50.0%
Premises - Hurdis Houss - Indirect Expanditure 7,899 15,400 7,501 0 7,501 51.3% 0
Net Income over Expenditure 8,160 T121 {2,039)

210 Civic Expanses

1081 Young Mayor Income 150 100 (50 150.0%
Civic Expenses - Income 150 100 (500 150.0% 0
4013 Meambers Expenses 110 100 {10} {10  110.3%
4014 Member Training 1,257 1,500 243 243 83.8%
4105 Postage 14 0 {14} {14) 0.0%
4108 Stationery G675 1,000 325 326 B7.5%
4110 Advertising & Publicity V] 50 50 50 0.0%
4113 Software Support 4 631 3,600 (941) (841} 1255%
4115 Insurance 2m 196 {5) {5) 102.6%
4181 Civic - Mayors Allowance B804 1,500 G606 606 53.6%
4182 Catering & Hospitality 1,725 500 {1,225) {1,225) 344.9%
4183 Civic - Awards 127 500 ara a73 25.4%
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18/0242020 Seaford Town Council 2019/2020 Current Year Page 3

1723 Detailed Income & Expenditure by Budget Heading 31/03/2020

Month Mo: 10 Committee Report
Actual Year Current Varance  Commifled  Funds % Spent  Transfer
To Date Amnual Bud  Annual Total Expenditure  Available loffnoem EMR
4184 Civic - other 480 200 (290) (220} 245.1%
4188 Town Crier Expenses 52 125 (B37) (B37} TEO.E%
4189 Young Mayor (71) GO0 &71 671 (11.8%)
4190 Election Costs i] 30.000 30,000 30.000 0.0%
Civic Expenses - Indirect Expenditure 10,926 39,361 28,035 0 28,035  IT.3% 0
Net Income over Expenditure {10,776) (39,861) {29,085)

215 Grants

4401 Granis 30,000 30,000 V] 0 100.0%
Granfs :- Indirect Expenditure 30,000 30,000 [i] a 0 100.0% a
Met Expenditure (30,000) (30,000) [i]
Finance & General Purposes :- Income 27,918 35,655 7,736 T8.3%
Expenditure 481,437 569,314 87877 ] 87.87T  B4.6%
Movement to/(from) Gen Reserve (453,518)
Grand Totals:- Income 27,919 25,655 1,736 TB.A%
Expenditure 481,437 569,314 87877 ] 87.87T  B4.6%
Het Income over Expenditure (453,518)  (533,659) {BD,141)
Movement to/(from) Gen Reserve (453,518)
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REPORT 148/19 APPENDIX B

Finance & General Purposes Committee Variance Reporting

19/03/2020
Currently Reported - 19/03/2020 Previously Reported
201 | Administration

4003 | Sub Contracted Staff The overspend will be met by the External Officer Support 27/09/19 - Showing higher % of budget due to the

EMR. services of contractor assisting the Facilities Dpt with
various project works.
28/11/19 - As previously reported.

4010 | Staff Training Further costs have been incurred for unbudgeted training on | 27/09/19 - This is higher than the budgeted amount due
the new telephone system. Along with other necessary to Risk Management Training, Tree Survey Inspection
training, the overspend will be approximately £1,500. Course and Annual Law Update Course that were not

budgeted for. There is further training scheduled in the
following months and it is likely that the budget will be
exceeded by £800. Training is essential for officers to
maintain their knowledge to ensure compliance with all
legal and statutory requirements.

28/11/19 - As previously reported

4012 | Staff Expenses This account should be in line with the budget by the year 27/09/19 - Showing a higher % of budget mainly due to
end. the mileage reclaim to the Future of Our High Street

conference in Stockton.
28/11/19 - As previously reported

4051 | Rates This amount should show within the 205 cost centre. A N/A
journal has been completed and will show in the February
accounts.

4106 | Stationery This account should be inline with the budget by the year 27/09/19 - Showing a higher % of budget largely due to

end.
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4110

Advertising & Publicity

As previously reported

28/11/2019 - This is over budget due to increase cost of
the tax leaflets and July's newsletter. In addition there
was new advertising on the Brighton & Hove Mapping
Boards and the Seaford Town Map. It is intended to
increase this budget to £5K for next year.

4112

Subscriptions

The slight overspend is due to increased costs and an
expense included from the year before. There are no further
expected costs for this financial year.

27/09/19 - The budget is already at 100% due to the
majority of subscriptions being paid at the beginning of
the financial year.

28/11/19 - following a journal to the correct code, this
account should now stay within budget by the year end.

4113

Software Support

It is expected that this account should be in line with the
budget at the year end.

27/09/19 - Showing a higher % of budget due to
additional SIRUS accounts purchased and increased cost
in IRIS Payroll due to the rise in staff numbers. It is likely
that this will be slightly over budget at the year end.
28/11/19 - As previously reported.

4115

Insurance

27/09/19 - The insurance is paid at the beginning of the
year and no further costs are expected.
28/11/19 - As previously reported

4116

Website

27/09/19 - This is over budget with further costs
expected due to the new website that is currently
underway. When setting the budget last year, it was
unclear of the costs but it is likely to double.
28/11/2019 - As previously reported

4155

Professional Fees

Due to recent events which are ongoing, this budget has
exceeded significantly. It is not yet known what the final
costs are likely to be.
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4157 | Audit Fees It is expected that this account will be much lower than 27/09/19 - This is currently showing in credit due to the
budgeted with a saving of around £5,500. accrual for external audit costs for 2018/19 yet to be
invoiced.
28/11/19 - As previously reported
4199 | Other Expenditure 27/09/19 - Showing a higher % of budget due to an
incorrect coding which will be rectified in the September
accounts
28/11/19 - following on from previously reported, this
account has now been rectified.
4272 | Equipment Purchase The £5,660 overspend will partly be covered by the £1,200 27/09/19 - Showing a higher % of budget due to the new
remaining budget of 4111 as these two codes have been laptops required for the admin offices.
separated to Capital and Non-Capital. The main reason for 28/11/19 - As previously reported
the overspend is the purchase of laptops, as previously
reported, along with the Server back up battery and new
furniture for the office re-structure.
205 | Premises Church
Street
1050 | Income Rent 27/09/19 - The income is showing a higher % due to that
75% of the rent for CAB and TIC is shown in April. The
remainder will be invoiced in December so therefore, it
should not be expected that we will be much over the
budgeted income this year.
4050 | Rent Payable As previously reported. 28/11/19 - This is overbudget due to the back dated rent

increase dating back to 2018. Although we paid
backdated rent in 2018/19, this related to the uplift that
they were entitled to charge.
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4059 | Church Street Service | Although this is currently showing under budget, a recent
Charges invoice received will push this over budget by £7,960 which is
due to back payment of service charge and an error in last
year end's accrual.
4270 | Vehicles & Equip The overspend largely relates to an increase in cost to the lift
Maint servicing along with needing to replace the mixing desk in
the Chamber (for the microphones).
206 | Hurdis House

1051 | Income Insurance 27/09/19 - The budgeted income has been fully received
for 19/20
28/11/19 - As previously reported.

4115 | Insurance 27/09/19 - The insurance costs are all paid out during
the first two months of the year. There are no further
costs expected on this account.

28/11/19 - As previously reported
4301 | Public Works Loan 27/09/19 - The PWLB payments come out twice a year
Board and are due to finish in 2025.
28/11/19 - As previously reported.
210 | Civic Expenses

4013 | Members Expenses As previously reported
28/11/19 - This is showing as overbudget due to the
travel costs to the annual NALC conference.

4106 | Stationery 27/09/19 - Showing a higher % of budget due to the

stationery for the newly elected councillors in May.
28/11/19 - As previously reported
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4113 | Software Support The overbudget figure relates to how the invoices fall which 27/09/19 - Showing a higher % of budget due to when
may require an accrual at the year end. the microsoft invoices are received. Due to an overlap
with the old and new councillors in May, there is likely to
be a slight overspend at year end.
28/11/19 - As previously reported.

4115 | Insurance 27/09/19 - The insurance costs relate to the civic regalia
which was slightly higher than the budget. There are no
further costs expected on this account.

28/11/19 - As previously reported

4182 | Catering & Hospitality | This is overspent due to the Freedom of the Town Event held

in November 2019 that was not previously budgeted for.
4183 | Civic - Awards The overspend relates to the above code rather than this one | 27/09/19 - The Freedom of the Town award / event was
which is not now expected to be overspent. agreed after the budget had been set. Therefore there
will be an overspend in this account by the year end of
approximately £1,000.
28/11/19 - As previously reported

4184 | Civic - Other The overspend relates to Freedom of the Town scrolls and 19/03/20 - The overspend relates to Freedom of the

badges. Town scrolls and badges.

4188 | Town Crier Expenses As previously reported. 28/11/19 - There is a significant overspend due to the

Town Crier Uniform needing cleaning and repairing. In
addition, the Town Crier sourced a waistcoat for the hot
weather at a good price and so with the agreement of
the Town Clerk, this was also paid for.
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4189 | Young Mayor

27/09/19 - This is showing a credit due to an accrual at
the beginning of the year. Whilst the general accounts
year end runs until the end of March, the Mayoral year
runs from May to May. Therefore, the expenditure for
the previous young mayor was accrued for the awards at
the Town Forum in May so as not to take out of this
year's Young Mayor's pot. However, the amount of £136
was not used and as the new Young Mayor has not spent
any funds as yet, it shows as a credit.

28/11/19 - As previously reported.

4190 | Election Costs

27/09/19 - The cost of the 19/20 elections should cost
no more £26,620 leaving £3,380 in the budget. Itis
intended to put this amount into the election EMR at
year end to cover any potential by-elections and to build
up to the next elections in 2023.

28/11/19 - As previously reported.

19/03/20 - It is now expected to use the £3,380 as part
of the Bi Election costs that will be incurred.

215 | Grants

4401 | Grants

27/09/19 - Following the annual grants process between
April - June, the full grants budget is paid out soon after.
No further expenditure will be met from this budget in
this financial year.

28/11/19 - As previously reported
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Seaford Town Council

Report 21/20
Agenda Item No: 6 (c)
Committee: Finance & General Purposes
Date: 9t July 2020
Title: Receipts, Payments and Bank Reconciliation Reports for
February, March, April and May 2020.
By: Lucy Clark, Finance Manager
Purpose of Report: To advise the Committee of receipts, payments and bank

reconciliations for February, March, April and May 2020.

Recommendations

You are recommended to note the report.

1.

To note (as previously reported) the Co-op Bank balance brought forward from January
2020 was £34,717.43.

To note the February 2020 total receipts of £310,164.92 and total payments of £171,913.52
leaving a balance to carry forward of £172,968.83.

To note the March 2020 total receipts of £173,805.62 and total payments of £206,579.96
leaving a balance to carry forward of £140,194.49.

To note the April 2020 total receipts of £929,249.82 and total payments of £539,276.59
leaving a balance to carry forward of £530,167.72

To note the May 2020 total receipts of £176,223.63 and total payments of £425,445.92
leaving a balance to carry forward of £280,945.43.

To note (as previously reported) that the CCLA investment account brought forward
balance from January 2020 was £625,000.

To note that a total of £350,000 was transferred FROM the CCLA account to the end of
March 2020 then a total of £650,000 being transferred INTO the CCLA account to the
end of May 2020 leaving a balance to carry forward of £925,000 as at 315t May 2020.

LOCAL COUNCIL

Information

1.1 In line with Financial Regulations 2.2, a member other than the Mayor shall be
appointed to verify bank reconciliations. The member shall sign the reconciliations
and the original bank statements as evidence of verification. This activity shall then
on conclusion be reported, including any exceptions, to the Finance and General
Purposes Committee to be noted.

1.2 Councillor Mark Brown is the current appointed member and continues to view and
verify that he is in agreement with the Co-operative bank reconciliations already
reconciled by the Finance Manager. However, this task may also be carried out by

AWARD SCHEME the Vice Chair of this Committee.
" FOUNDATION
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1.3

14

1.5

1.6

1.7

1.8

Therefore, and in line with the above, the bank statements for February, March, April
and May 2020 have been viewed and verified by Councillor Mark Brown. These are
available to view on the Councillors drive. Hard copies will be available on request.

Cashbooks and BACS Pages detailing the receipts and payments are available to
view on the Councillors drive. Hard copies will be available on request.

The Finance Manager continues to monitor the Co-operative current account
ensuring that there are enough funds to cover monthly outgoings drawing down as
necessary from the CCLA account which can be done on a day’s notice provided
there are two authorised signatories.

For clarity, the CCLA account has been set up in such a way that monies within this
account can only be transferred back and forth to the nominated Co-operative
Account; other payments from this account cannot be made.

Dividends are earned on holdings daily and are paid at the end of each month. For
the year ending 2019/20, a total of £4,505.61 dividends has been paid into the
Council’s current account. For April and May, the total interest received is £357.47.

Since 1% February 2020, £350,000 has been drawn down from the CCLA account
and then following receipt of the precept, £650,000 has been transferred back into
the account leaving a balance of £925,000.

2. Financial Appraisal

As at 31% May the actual monies held in the Co-operative bank account were £208,198.72
along with the £925,000 held in the CCLA account. Note that the full precept for the year has
been received.

3. Contact Officer
The Contact Officer for this report is Lucy Clark, Finance Manager.

Finance Manager //)@/LZ ]
(.

Assistant Town Clerk // . /\A@ M D ‘I

RFO
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Seaford Town Council

Report 22/20
Agenda Item No: 6 (d)
Committee: Finance & General Purposes
Date: 9t July 2020
Title: Finance Report to 315t May 2020
By: Lucy Clark, Finance Manager
Purpose of Report: To inform Members of the Income and Expenditure to 31%t

May 2020 and highlight significant variances from budget.

Recommendations
You are recommended:
1. To note the report.

1. Information

1.1 Income and Expenditure for the year 2019/20 was included in report 15/20 at the Full
Council meeting on 18" June 2020.

1.2 Attached in Appendix A is the detailed income and expenditure for the period 1% April
2020 to 31% May 2020 for each Committee compared to the annual budget.

1.3 Detail for over /under performance of individual budgets is provided by the Cost Centre
Managers when reporting to the relevant Committee.

1.4 Significant variances, for this committee are reported in Appendix B.

1.5 With regards to the Finance and General Purposes Committee report, the overall budget
for the period is in line with expectations for the time of year, despite the COVID-19
variances as reported by the Responsible Finance Officer elsewhere on this agenda.

2. Financial Appraisal
The financial implications of this report are detailed above.

3. Contact Officer
The Contact Officer for this report is Lucy Clark, Finance Manager.

_ ) Z
Finance Manager //‘ %/L :

’;:”Z _,:IJLAO\‘_,L,J e oL .
’:’;;.

\‘\ (.;,;\\'\(:_;,k K C;_;_

J

Assistant Town Clerk

Responsible Financial Officer
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REPORT 22/20 APPENDIX A

0020 Seaford Town Council 2020/21 Current Year Fage 1
14 Detailed Income & Expenditurs by Budget Heading 31/05/2020
Month No: 2 Committes Report
Aotual Actual Year Curmasnt Wananes  Commitied Furide % Sperd  Trergler
Caurmang Mih Ta Dala Anmual Bud Annual Total  Experditurs Avalable lofTrem ELR
Community Services
105 Salts Recrestion Ground
1050 Income Rend 0 1,190 2182 W53 £5.%
1061 Income Insurance Recharge ] J 1,438 1436 0.0%
1065 Income Memorial Bench o 0 1,500 1500 0.0
1058 Income Watar Rechange v} 0 4 579 4,578 0.0%:
1066 Income Concassion & 1} 18,625 18,825 0.0%
1073 Sports Pich Hire & Green Feas LU ] 3E35 3,636 0.0%
Saile Recealion Graund - Gome 0 1,189 32128 30,929 31.7% o
4052 Waler & Sewerage a 0 8,000 8,000 B.000 0.0
4055 Elechriciby B4 an 284 185 W 34%
4100 Telscommunications 18 38 200 164 164 1E.2%
4115 Insurance o 3,582 3411 {17} (17 105.0%
4250 Public Seating a 1] 1,000 1,000 1,000 0%
4251 Dog Bin Emptying 156 a2 1822 1,610 1,810 163%
4252 Liter & Du-_g Bin Pah & Maint ] [i] T3 723 T23 [ELke
4260 Grounds Mainmenance Conract ] a 71.750 7i.750 M, 750 0.0%
4261 CGrounds Maind non condract 0 Q 68,000 6,000 , (100 1.0%
4275 Building Mainterancs 540 540 4, D00 3,460 3480 135%
Salts Recreafion Ground - Indirec! Expenditura B 4 580 97,280 92,730 o 22,730 4. T% a
Hat Income over Expendifure (B04) 13.361) (65,162) (61,801}
106 Crouch Recreslion Ground
1080 Incame Rent ] 406 1,825 1,219 25.0%
1051 Incamé Insurance Recharps i] 1] B2B [ip DO
1088 Income Water Recharge o 0 1,600 1, 500 0%
1073 Spors Pitch Hire & Green Feas o i} 10,000 0,000 000
Crouch Recreation Ground ;- Income 1] 406 13,783 13,247 300 i
4052 Water & Sewerage 1] a 6,700 6,700 6,700 0.0°%
4115 Irsurance 0 BS54 843 (11 (1) 101.3%
4751 Dag Bin Emplying 112 23 1,372 1,149 1,148 18.3%
4280 Grounds Maintensincse Contract 1} o &g, 029 44 029 44 028 0.0%
4261 Grounds Maint non contract a 4,920 4,120 4,120 0,0%
42758 Building Maintenance ] ] 1.000 1,000 1,000 0.0%
CGrouch Recraation Ground - Indirect Expenditune 112 1,078 58,064 56,986 ] 58,986 1.9% o
Wetl Income over Expenditure {112) {871} [44.311) (43,840)
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A0 Seaford Town Council 2020121 Current Year Fage 2
141 Detailed Income & Expenditurs by Budget Heading 31/05/2020
Month No: 2 Commities Report
Mtual Actual Wear Curmem Varanos  Commitied Funds % EpErt  Tronshe
Cument M Ta Crate Anrwml Bud  Annual Tolel  Espadilee Availabis drom EMA
107 Marigfle Fialds
1080 Income Rant o} L 7500 T.500 0%
Martefo Fiakds - Income T, 500 7,500 0045 0
4118 Insurance a (7 i G0%
4251 Dog Bin Emplying a8 ima 1,068 @i Eik] 16.3%
4260 Grounds Mairienance Contract o 16,148 16,148 FRET] 0.0%
4261 Grounds Maint non candrmol [H 4,744 4,244 4,244 a.0%
Mansllo Fedds - ndirect Expenditura B8 168 1,450 21,305 o 21,305 0.5% o
Met Income over Expanditure 189) 185) ~ (13,090)  (13,803)
108 Oher Opan Shmces
1050 Income Rent 0 v} 8o 80 0%
Cier Open Spaces ;- Incoma 0 o an a0 0.0% 0
4052 Waber & Sewerage a ] k) 3 3 0.0%
4154 Land Reagistry Feas 1] a0 &0 =] 0,00
4231 Dog Bin Emphying 1789 57 2,187 1,840 1E40 96,38
4460 Grounds Mainlenance Cenlract o A0 a87 0,587 A0.887 0.0%
4261 Grounds Mainl ran corirsct o 000 6,095 i) 0.1%
4262 Tres Warden Expenses 1} (B} 4 0.0%% B
Ovhor Open Spaces. - Indirect Expendiiune 174 T 40 475 40,105 a 40,108 A% ]
Met Incame over Expenditurs TR [370) ~ (40,388)  (40,015)
SO0 plus Transher from EMR o 8
Movement tof{from) Gen Resarse [179) (382
13 Camt
1051 Incame Irsurancn Rechanga ] 1] 368 358 0095
Crypt == Income o 366 368 oo% o
4115 Inavfancs o] 356 (3 {3 1008%
4275 Building Mainisrance i 500 500 500 0.0%
Crypt - Indinect Expenditure 0 383 866 407 ] 497 428Y i
Het incoma over Expenditure [1] [368) (500 {131}
114 South Swreed
4275 Bulding Maintenance a o 1,030 1,030 1,030 0,0%
Soulh Slreed - Indirect Expandfiure <] o 1,050 1,030 L] 1,030 0.0% 0
Nt Expenditure o ] {1,030} 11.030)



INDEDIED Seaford Town Council 2030/21 Current Year Page 3
land Detailed Income & Expenditure by Budget Heading 31/05(2020
Month Mo: 2 Committes Report
Actudl Achal Yesr  Cument Varsros  Commbied  Funde % Spert  Transier
CurertM®  ToDebe  Annusl Bud  Annusl Told  Expenditure  Avaitabla imfeam EWR
115 Martelp Tower
4115 |nsurance 1,885 1,885 ] (0} 100.0%
4278 Building Mainfenance 525 8,000 7.475 7475 BA%
Martalla Tower - Indirecl Expendiiure [} 2,230 9,605 TATS [ TATS  229% o
Met Expenditure [ (2.220) {8,885) T ATS)
116 Zeaford Head Estale
1091 Ingeme Fiming 0 0 15,000 15,000 0.0%
1050 Income Rend 0 5,000 10,000 8,000 50.0%
1053 Income Grants 0 i 3,250 3,280 0.0%%
1054 Income Other fl 0 100 100 0.0%
1055 Income Mamonal Banch i 0 2,000 2000 0.0%
1068 Imcome Concessian 150 150 1,800 1,850 B.3%
1200 |Incame MNatune Rasswe a [i] T50 750 0%
Saatord Head Estate - Incoma 150 5,150 32,800 27,750 15.7% 0
4110 Adverlising & Publicity 0 o 2,884 2,884 2 B8 0.0%
4115 Insurances 0 BE1 BSA () 0 100.0%
4198 Other Expandiure i o 1,300 1,300 1,300 0.01%
4250 Publc Seating 0 ) 2,000 2,000 2,00 0.0%
4251 Dog Bin Emotying 8 170 1,006 aig BB 16.3%
4260 Grounds Maintenance Contrac! 0 [ 1,801 1,801 1,801 0.0%
4261 Grounds Maint ran conlract 0 [\ 3,090 3,080 3080 0.0%
4276 Building Mairteranas o 150 4,000 3,850 IESD  28%
4500 Waturs Rasene Expansas 0 {1,260 14,500 18,760 15,760 (8.6%)
4501 Fliming Exparses 0 0 3,000 3,000 3 0.0%
Saaford Head Estale - Indirect Expendiure Bg (T} 34,624 34,604 0 MES (0.2%) o
Mot Income over Expenditure B 5220 [,724) {6, B4d)
117 Seatant
1087 Income Electridty Rechangs LT LT 4,310 3,748 13.4%
1058 [Incoma Waler Racharge ar &7 e iz B7.5%
1086 Income Concession 0 (i 4B 1T5 48,175 0.0%
1084 Incorma Promenade 0 43 300 257 14.4%
Sealont - Incomea B3 674 52 B&d 52,210 1.3% o
4057 Waler & Sewssage 0 0 500 SO B0 0.O%
408 Elmsiidty 480 564 4,310 3,746 3T 13.1%
4115 Insurance 0 P BTE (80} (B0)  105.8%
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AN0EA020 Saaford Town Council 2020021 Current Year Fage 4
e Detalled Income & Expenditure by Budget Heading 31/05/2020
Month No: 2 Committes Repart
LI Actual Year Cismant Warbangs  CommiSad Funds % Spant  Tnsher
Cumant Mk Ta Date Annual Bud  Anfeel Totsl  Experdditure  Avallabile oo EMR
4253 Shalinrs 120 240 2,000 1,760 1,760 14,07
4281 Grounds Mednt non conlract 154 1,238 &,000 4 7E2 4,782 mME%R
4310 Mehicles & Equiprment Mainl i} a 10 100 AiHy 0.0%
4275 Buiding Mainfenainos zag FEL] 3,000 2,781 2,781 BOS
Sealren| - Indirest Expendibuna 1.047 3,207 16, 7AS 13,578 1] 13,578 18.1% 1]
Het Income over Expandilure [#16) [2,532) 36,099 38,831
118 Beach Hulg
1054 Tncome Other 180 180 0 {180) 0.0%
1080 Beach Huts Sita Licence 1] 22 563 22,680 Fal 56,9%
1067 Baach Hut Annual Renl { 2111 23,836 14525 38.5%
1066 Income Concession L] 0 (0 6,000 00%
1084 Income Seasonal Besch Huts a o 15,000 15,000 Lu0%.
Baach Huts (- Income 180 31,960 &7 326 15,366 47.5% 1]
4051 Raes Ll ™ 3,656 2,680 2, BEG 21.8%
4110 Advertislng & Publicity [i] 2,000 2,000 2,000 0.0%
4115 Insurance 1,17 1817 438 438  T2o%
4258 Seasonal Baach Hut Revenue Exp 1} 10,0050 10,00 10,000 11,05
4275 Buiding Mainhanance 75 -] 061 Bl 988 T.1%
Baach Huls - indirect Expandihse A%5 2,045 18,337 16,282 a 16,282 11.2% 1]
Hed income over Expenditure [318) 268815 48, BED 18,074
118 Od Towsy Hall
1050 Inpome Rent 106 319 1,275 nsh 5.0
1051 Income Insurance Recharge 1] o 18 181 .09
O Town Hall - Incomea 10 39 1408 1147 2. a
4118 Insurance a 191 131 1} 0 100.0%
4275 Bullding Maimenance 0 500 3,000 2,500 2,500 16T
Oid Tosm Hall ;= Indirect Expandimne o ] 31 2,500 Q 2,50 2.0% o
Meat Incorme over Expenditune 106 (3T {1.72%) {1,383)
121 Seaford in Bleom
1054 Inoome Oithar a "y 417 a 20.5%
Seaford in Bloom - Incame 5} 41T 417 1] 98,05 o
4402 Sealord in Bloom 7226 7.228 9,305 247 21T rEes
Seaford in Bloom - Indirect Expenditure T.226 7,236 8,78 2170 o Z1m TE. 0% [}
Nl Incoma over Expenditure {7, 228) (B.810) {8,878} (2,169)
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JEE020 Saaford Town Council 2020124 Current Year Paga &
riint Detaited Income & Expendifure by Budge! Heading 31/08/2020
Momnth Ma: 2 Committes Report
Actual Al Year Cument Varanoe v e Fufs % Spent Trarpiler
Cuamant Wih T Dl Al Bud  Annml Tofal  Expendiore  Avaikibbs fofrom EAH
126 Allotments
1050 Incomea Rent n] 1,012 1.8 4 S8.48%
Allalmenls - Incomea 1] 1,012 1,018 4 98.8% 1]
4261 Grounds Malrd non condract 1] [u} 500 500 E00 0.0%
Allaliments == Indiract Expenditura i | 1] S00 S0 1] &40 0.0% 1]
Het Income over Expendiiure i 1,012 516 {ap8)
130 Othar Racreation
4410 &mnmmgm 1] 1] 10,000 10,000 10,000 0.0%,
Criher Riacraalion - Indirect Expendilne 1] a 10,000 10,000 i 10,008 0.0% a
Net Expenditure i a [‘Iﬂ_.ﬂ‘:ﬂ (10, 0040)
134 COTW
4055 Eleciricity (3] 2,554 2,585 2585 (1.2%)
A115  Insurancs 6 350 135) (g  110.2%
4ZTE CCTV i) 9,000 8,000 8,000 0%
CCTV - Indirect Expandiiure 5] 355 11,004 11,548 o 11,540 10 o
et Expenditure o |355]  (11,004)  |11,545)
13 Community Sandcs Qher
1070 Anved Forces Day Income o 2,000 2000 0.0%
1075 Incame Chrissmas Evant a 7,000 7,000 005
Communily Service Cihar - Income a ] o, 000 9,000 oL0% ]
4115 Insurance 1] 58 54 (5] [§) 106.9%
4195 Ewvenis Expendire ] L 3080 A.080 3,080 0.0%
£373 Christmas Lights ] 5445 15.000 8,555 4558 49.0%
4281 Chrisimas Evenl Expenses 1 151 10,300 10,148 10,140 1.6%
4262 Armed Forces Day Expendlbung 1 a 2,000 2,00 2,000 0,0%
Communiy Sardca Oiher - ndirec Expenditure [1] 6,658 30,844 3, TER 1] 23,728 21.8%% 1]
Met Income over Expenditurs [ [6,656)  [21.444)  (14,728)
225 Proiecis Fopl
1014 CIL & 5106 Receipis 10,350 10,850 9,500 {1.450) 115.3% 10,950
1016 Baach Hut Sales o 33333 VBT, D 133,667 20.0% 33,333
1053 income Grants o ] 230,000 320.000 0.0%
Projects Pool - Incoma 10,850 dd 234 £86, 800 452 16 B FrE=T)
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A0ER0I0 Seaford Town Council 2020721 Current Year Papga &
1401 Dwtailed Income & Expenditure by Budget Haad|ng 34/05/2020
Month No: 2 Commities Repont
Actual Achsal Yaar [=F g Warance  Commithed Funds % Sparm  Transfer
Curpers Mih Ta Date Arnuel Bud  Anngs! Tetsl  Ependiue Avalable wiTrom EMR
4155 Professional Fees ] o 1,000 1,000 1,000 0,00%
4257 Saafront improvement Plan 1] i} 88,000 88,000 8B,000 Q1,00
4274 Projecis Expendilure i 0 0,500 30,500 38,500 0.0%
4301 Puibilic Works Laan Paymen 0 o 5,000 5,000 5,060 0.0%
4420 Bonn BH Capital Expenditurg ] a 167,000 167,000 167,000 0.0%,
4421 Martallo Tollels Capital Gosis 0 a 20,000 20,000 320,000 0,04
44323 Skale Park In Salts ] [5,2a4) 5,284 10,566 10,568 [100.0%)
4433 Salts Davelopment Flan o 1} 35,000 35,000 35,000 0.0%
4424 Souih Hill Bam Development ] a 25,000 25,000 28,000 o008
Projects Pocl - Indirest Expenditure o 15, 284) 585, Tas &31,068 0 681,068  ([0.5%) o
Mt Incame over Expendilure 10,850 4567 (109,284) (238,851
&0 less Transfar o EMR 10,850 44,284
Movamant ioffrom) Gen Reserve [} 5,284
201 Planning & Highways
4283 Bus Sheller Maintemnanoa Chean an =] 1,030 urn 7 5.5%
4451 Twitban Maming ] ] 3,000 A,00H) 3,000 0.07%
Plarmning & Highways - Indirest Expendibuns ET 60 4,030 3,970 a 1970 1.5% 0
Nat Expenditura (28] [{=}] 14,030) {3,870}
Cormemunily Services - Incoms 12,017 85,420 718,348 629,028 11.0%,
Expenditure 10,071 23,667 1,053,205 1,030,238 0 1,020,238 2%
HNet Income over Expenditure 1,847 61,753 (336,558) (400,312
phes Transfar from EMR ] L
less Transfer io EMR 10,950 44,284
Movemant tolifrom]) Gen Reserve [ 00} 17 478
Finange & General Purpgses
201 Adminisiration
1083 Incomie Granks 3,E58 3,658 0 {3,858} 0.0%
1054 income Othar a 1 100 100 005
1062 Income Takphane Rechargs B4 B4 Bid 560 13.1%
1180 Pabarest Raceled 118 119 5,000 ER:T| 2.3%
Administration - Income 3,809 3,861 5,843 1,982 BE.1% [
4000 Salaries & Wages T ETR 55,450 340,272 254 A2 284,827 18.3%
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AVDSTI20 Seaford Town Council 2020/21 Current Year Fage 7
b Detailed Income & Expandifure by Budged Heading 31/08/2020
Month Mo: 2 Committes Repart
Aciual Al Yesr Cumeni Varanos  Cormem i Furuis % Spert  Transfar
Currari Mih Tir Dists Annual B Annual Tolael  Espandive  Avilable loArem EWF
4301 Emplovers Ml = 4,800 28,026 23,226 2029 1TA%
HHE Employers Superarnisation & 100 10,151 62 45T E2,30E 52308  16.3%
4003 Sub-conracted Siaff i) 0 12,000 12,000 12000 0.09%
4004 Staff Welfare Costs a 108 1,125 1,020 1,020 8.3%
4008 Recnusment Gosts i} 20 1,061 B a4 "M%
4010 S4aff Training i} i 4,000 4. 000 4,000 0.0%:
4012 Stalf Expenass i a 1,080 1,030 1,030 00%
4015 Difice Relreshments () a 518 518 515 00%
4100 Telecommunications 782 560 LR E] 4 &B00 4800 10.7%
4108 Postage 14 28 £ 57F B72  47%
4106 Stationary ar 48 2,080 2,012 2,013 E3%
4107 Pholocopbar i n 1,648 1,648 1648 D%
408 Recyding & Shredding a o 206 i N6 DO
4110 Advertising & Publicity a 1,680 8,000 3,010 3000 HOEW
4111 Offioe Purchases « Mon Capisal 0 48 1,841 1,545 1,545 2,8
4112 Subscriptions 2,975 3,551 5,000 1,448 1448 T1.0%
4113 Software Support 6,104 7280 8,685 1,428 142 53.6%
4114 Licenca Fes [H] 1} 35 a5 a5 0.0%
4115 Irsurance 0 1,944 1,863 44 48 oTE%
4118 Web Sib a5 B 850 T TED  10.8%
4154 Lard Ragisiyy Faes i 0o x| 1 3 0.0,
4155 Prafessional Fens 300 1,584 4,000 2408 2406 394%
4156 Bank Charges i 140 1,803 1,663 1683 7.8%
4157 Augit Fess 180 2,550 3,120 5,670 BETD  (B1.7%)
4182 Cabeiing & Hospllality 0 0 100 100 0 %
4138 Other Expenciture 0 a 120 120 120 0
4201 Cleaning & Hygiena %0 & 0 (98} 9E) 0%
4272 Enuipment Purchases - Capital b a 2,500 2,500 2800 O0P%
Acrninisiration :- ngirect Expandiure 45,168 5,515 484968 409,453 0 408453 1T.3% 0
Wet Income over Expenditure ~  [41,305]  (81,854)  (489,125)  [407,471)
205 Pramises - Church Streed
1080 Incoma Rent a 4,544 6,223 1,582 T4
Fremises - Church Strest - Incoma o 4,641 5,223 1,582 T4.6% e}
4050 Ront payable o 8,890 0,373 10,483 10,483 45.5%
4051 Rates A2 1057 5,743 4,136 4136  2EE%
4050 Church Strect Sendes Charpes o a 18,000 18,000 18,000 D%
4115 Insurance f 4 i 4] L I R
4270 Wehickes & Equipmend Maint a6 B& LI 501 501 11,6%
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IOM0E2020 Seaford Town Gouncll 2020/21 Current Year Pags 8

1401 Detailed Income & Exponditurs by Budget Meading 3108/2020

Mamth MNa: 2 Commities Report
Aol Achisl Yaar Curem Vafanoy  Commied  Funds % Smanl Teanser
Curment Lih T Dula Arnual Bud  Anmsal Total  Expendibare  Avafahble lafrom EMRA
4276 Building Mainienance a i 1,000 1,000 1,000 0O
4803 Tamm Maimtanance i} a 505 800 500 D0
Premises - Church Street i Indireot Expenditure &4 11,616 46,233 BT B MET I54% o
Met Incoma avar Expanditure (604} (B878) — (#0,010)  [33,035)
206 Premises - Hurdis House
1050 Income Rant 5,704 &, 704 22,580 16,876 25,3
1084 Income Insurance Rechange ] i EATH Sal 0,0%
Premises - Hurdis House - Income 5,704 5704 21.5%0 17,286 24,8% o
4115 Insurance o 41 410 (1) 1y 100.2%
4301 Public Works Loan Payment L1} W] 15,002 16002 15,002 0%
Fremises - Hurdis Mowse (- indirect Expandiiung a 411 15412 18,001 1] 15,001 2T% o
Het Income over Expenditure B.704 5,793 7.578 2,208
210 Civic Expenses
1081 Young Mayor Income v] a 100 100 0.0%
Chic Expenses - Income o e} 100 160 0,04 o
4013 Mambors Expansas i o 150 160 150 04
4014 Mamber Training 0 o 1,000 1,000 1000 0o%
#4106 Stationary i o BO0 500 BOD D%
4110 Adwarising & Publicity ] 1] 50 50 50 0%
4113 Software Support 1.044 2,110 AB1E 1,408 1,408 a1.1%
4115 Insuance 0 195 5 21 (Y 1100%
4181 Chig - Mayors Allceance i 1} 1,500 1,500 1,500 {0
4182 Cabaring & Hospitality ] a 500 500 500 0%
4183 Civic - Awards [/ (100 500 B0 8O0 (20.0%)
4184 Civic - alher a 1] 200 200 200 0.0
4188 Towan Crier Expenses i} ] 250 250 250 0.0%%
4188 Young Mayor 0 [1] 800 ] =i x] 0%
4180 Eleclion Costs e {8,200} 12,000 20,200 20,200 (30,39}
Civie Exprensos = Indinest Expenditura 1,044 {5, 854) 2,073 28,537 [ 63T (IT.A%) 1]
Met Income over Expenditure  [1,044) 5864 (20,873 (26837}
215 Grants
4401 Grants 1,500 1,256 31,000 29,047 20,042 6.3%
Girants ;- Indiract Expendiiure 1,500 1,958 31,000 042 a 20042 §,2% ]

Net Expenditure —  (1,800)  (1,958]  (31,000)  (29,042)
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[iAEN Detailed Income & Expenditurs by Budget Heading 311082020
Month No: 2 Committee Rieport
Actual Aol Yani Cument Vaderea  Commitied Furdds % Sgenl  Transfer
Corent M Te Dt Arnual Bud  Arnual Tolad  Espandilure  Availabie odfrom EMR
Finance & General Purposes - Income 9,565 14,207 35,156 20,845 40.4%
Expenditure 48 604 93,636  GOGERG 815050 0 E6080  154%
Movement to/(from) Gen Reserve  (39,038)  (79,430)
Golf Course and The View
101 Gol Course
1] Go¥ Course Season Ticket BT 616 108,731 189,943 8212 E7.8%
1001 Golf Course Groen Faes M-F 11,417 1417 BO,B50 A 433 14.1%
1002 Golf Course Green Feas wishh £.084 6,656 73,500 64,642 #.3%
1003 Golf Course Spocials (1) {3200 T3, 800 73,620 (4%
1004 Goif Course Locker a5g 958 1,000 41 5, 6%
1007 Gol Goursa Alr Trafic 0 1875 7,500 5,825 25.0%%
1050 Income Reant 0 f BS B5 0.0%
1053 Incame Granks 2,704 2,704 o [2,704) 0=
1054 I Orthar 5 521 B 278 65.1%
1077 Incoma Sale Equipment 7,000 ¥,.000 ] A00.0%
11} Incoma Advertising L &.8500 2,500 0.0%
1211 Buggy Hire 0 1B.540 18,540 i, 0%
Gol Course - Income 119,954 140, T4 458 218 34,474 30.6%
4000 Splaries & Wages 7843 15,586 965,935 A1.248 B1,248  18.2%
4001 Employers NI L) 1,356 8,440 7084 7084  HE1%
ANIZ Employens Superannuation 1,054 Z.0% 11,308 2199 2188 {6.8%
4004 Staff Welfare Costs b 34 s Mz 2 BT
4010 Staff Training o a 1.510 1,810 1,810 0.0%
1 Staff Protactve Clothing 28 83 1273 1,180 1,190 6.5%
415 Offica Refreshmenls pr 45 30 285 255 4.9,
4041 Golf Profassional Retaing: 4,481 a,982 53,884 44 312 24912 16TR
4045 Gall Course Plaver Cosis i o 2,500 2500 2,500 005
4046 Gall Club Mamibership Fass b o 15,437 18,437 18,437 0%
4051 Rates 1] a .08 21,018 21,018 0u0%
2052 Watar & Sewerage 198 164 1,000 &0z B2 18.8%
460 Rafuse L1 0 as0 250 x50 0%
$100 Telecammunications &8 118 TES EET BT 14.5%
4105 Postage ] o 180 150 150 0.0%
4106 Stafianary 53 53 400 34T M7 13.0%
4110 Advertising & Pubilicity o L1 5,000 5,000 5,000 0.0%%
4112 Subscriptions o a i B0 600 D%
4113 Sofware Suppon &2 1,168 1.527 i 381 TE4A%
4114 Licence Fas 4] 1] h 75 75 0.0%
44
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i Detailed Income & Expendsture by Busget Heading 31/08/2020
Manth No; 2 Commitbes Report
Actual Achal Yaar Curment Varisrcs Commitsd Furds 5% Spand Transfar
Currant M To Dare Arnual Bd  Annual Tolal  Espanditues Avallabie efhom EMR
4116 Irsurance L1 8,089 3,352 253 253 BT.3%
4116 Wab Sita a e T4 z 2 8T.3%
4156 Bank Charges 845 20 4,552 a3z 1812 158%
4701 Cleaning & Hyglene 26T 497 a (487 [497) Do
4251 Dag Bin Emphdng 107 214 1,068 854 BB 10.5%
4261 Grounds Maint non conlract 2,78z B.512 35,000 25,468 5,488 2T.2%
4270 Vehicles & Equipment Maind 1,612 1,812 15,000 13,388 13,388 10, 7%
4271 Wehicle & Equipment Laase a 58,141 59,401 FaiiF] 250 EE%
472 Equipment Purchases - Capita 1] o 11,300 11,300 11,300 004
4275 Building Mairdenanca o L] 1,200 1,200 1,200 00%:
4279 Fine & Security 237 437 750 I3 313 S8.3%
4308 Rard - Shop, Locker & Crng Rrms L1 a 50,000 50,000 50,000 0%
4309 Buggy Leasa & Mainlenance S5EY 1,174 T.256 G082 &, 0a2 16.2%
Golf Coursa - Indirect Expenditure 21,156 112,306 418,209 305,803 1] 305,903 28.9% [i]
Mol lncome over Expendiburs 98,798 28450 a7 004 8570
102 Capital Cogfs-Colf & The \iaw
1304 PWLE - Loan Incoma a a 35,000 35,000 D%
Capilal Costs-(zolf & The View - Income a o 35,000 35,000 0.9% ]
4266 Borehole & Refaled Expendituns v] [} 35,000 35,000 35,000 0%
26T Spike Bar Cosls o 1] 358,548 38 548 38,548 .00
4301 Public Warks Loan Paymant o i} 187 1,871 1,871 0.0%
Capital Costs-Golf & The View - Indirec Experditura 1] 4] 75,519 75,519 o 75518 0.0% 5]
Met Income over Expenditure Q o [#0.51%) (40,513)
103 The Wiew
1050 Income Rent i} 250 1000 5 25.056
1053 Incoime Grands In, 124 30,124 1] (3,124) 0L.0%%
1054 Pncame Olhar i} 108 o (10B} U0
1305 Income Hire Pro-Shop & Chg Rms a 1] 0,000 50,000 ulil:s
1308 Income Golf Club Room Hires 0 L 2,600 2,800 oL
1307 Income Bar Saes 0 4] 185,000 85,000 0%
1308 Incoma Food Sales ] a 285,000 265,000 0.0
1310 Iname - Sookety Food 0 1] 33,500 33,500 0.0
1312 Furchon Food Sales LI o0 AR.000 BS,000 0.0%
1313 Fungtion Bar Sales i} i} 5,100 5,100 Q0%
Thea Viersy - Income 30,124 0482 BT, 200 e T18 4.0% 5]
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14:01 Datafled Income & Expanditure by Budge! Heading 31/08/2020

Mandh Mo: 2 Committee Report

Al Achal Year Current Varmnes  Comimiled Funda % Epnl  Transle

Cument Wih Ti Dl AmamlBud  Anmal Toll  Bependiure  Avabable tadram EVRL
4000 Zalaries & Wages 17,811 M 387 248,030 213,863 213,663 f3e%
4001 Employers K 1.2 2402 16,510 14,108 14108 148%
#2 Employers Superannualion 1,472 2,844 16262 13408 13408  17.5%
4003 Sub-contracied Staff o i} 00 B0 5,000 D0%
4004 Skaff Welfare Costs o 42 418 aTte ame 10U0%
4009 Recruitment Cosls o o 100 100 106 0%
4010 Shadf Training L ] 1,500 500 1.500 0.0%
4012 Siaff Expansas i 160 160 160 0.0%
4016 Stafl Urdlernm a 4] 50 A 50 0.0
47T Timeaheal & Raks Softsars a 208 2 E & a7.0%
#051 Rabtes o ] 6,755 8,755 8,785 0.0
$052 Water & Sawarage 0 EX: ] 4 BOD 4,800 0.0%%
4085  Elacincity 425 425 20,865 20,43 20,430 20%
4056 Gias 142 142 5411 Lt 5,288 6%
4060 Ralusa 18 1B 3,608 3,587 3,587 0.5%
410 Tedecommunicafions 184 576 3,500 2924 2504 16.5%
4105 Pastaga a # 100 an 80 186
4108 Stationary 1] a 1,061 1,081 10681 10,0%
4107 Photocopler 0 Qo hli} 10 10 0.0%
4110 Advertising & Pubibeity ¥ o 7000 7000 7,000 0.0%
4112 Sunscripions o o b T3 Th 0.0%
4113 Soltware Support 104 ToE 1,140 a1 11 EA
4114 Licenge Fam 1] 1,118 1,000 {118) (118 111.48%
4118 Insurance [i] 3,807 3,820 113 13 a7.1%
4116 Web Sie 5 1" 1,500 1,488 1,488 D%
4156 Bank Charges 138 5243 5105 EI0E  2a%w
4198 Events Expendilure - The View o a 2,575 2,575 2,875 D0
4201 Cleaning & Hygiona 0 a 17,347 17,347 1747 0.0%
4202 Linen Claaning i) 1] 3,090 3,040 3,090 0.0
4270 Vehicles & Equipment kaint L+ o 2000 2, [0y 2000 0,00
4272 Eguipment Purchases - Capikal 0 ] 1,000 4,000 1,000 0.0%
A4ZT5 Building Mainbenanos a 1] 31,000 3,000 3,000 0.0%
4276 CCTV a i} 1,871 1.8T1 1,871 0.0%
4379 Fire & Socurity 1] 470 1,100 §30 a3n A2 T%
2301 Public Works Loan Paymeant 17,103 17103 105, D0 T 867 ET 887 135
4303 Food Expendilure i a 120,000 120,000 120,600 0.0%
4304 Bar Expendiiure ] o 55,000 55,000 86,000 b0%
4306 Cabsing Utensils & Equip 1] ] 1,000 1,000 1,000 007
4307 Bar Utansis & Equip L 1] 250 250 250 0,0%
4311 Pesi Control ] ] TEE TEL 768 0,0%
4313 Slock Taks a 0 2,226 2,825 2225 0.0%
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it Detailed Income & Expenditure by Budgst Heading $/05/2020
Monih Mo: 2 Committes Report
Ayl Acml Year CANTRn Wil Commitied Furnds & Spemt Transfar
Currasd Mih T Dl Apnual Bud  Annusl Tota!  Expendiiure Avallaba toffram EMR
4314 Cost of Card Top Up Incendvas o o 4,500 4,540 4,504 0,0%
4303 Tamm Mairienance [ o 5,000 5,00 5,00 0.0%
The View - Indireci Expandilure 38,335 - 680,932 816,516 0 616,516 9.5% =}
Wat income over Expendituro (B.213) (33,035 (53,733 (19,798}
Golf Course and The View = lncome 150,078 2% 1117418 4B, 182 15.3%
Expanditure 59,492 1TETIZ 1,974,681 997,938 0 9978 150%
Movement lo/ifrom) Gen Reserve i, 5 {5,406}
Precept
B0 Precept
1178 Precepl ] BTZ0E3 arz.pea o 100.0%
Pracepl = Incoma o B720F% BTZ 033 a 100. 0% o
Heat Ingome [i] BT2,023 BT2,023 i}
Precest - Income 1} BT2.023 A72.023 100.0%
Expenditure o a ] ] o 1 0.3%
Movement tol{from} Gen Reserve ] 872023
Grand Totaks:- Incoma 171,661 1,142,877 2,738,943 1,507,068 4. 7%
Expenditure 118,168 204,026 2,837,252 2841326 0 2543228  10.4%
Met Income over Expenditure 53,484 B8, RSO [97,309)  ([246,153)
plus Transfer from EMR o 8
less Transber io EMR 10,950 44,784
Movement tof{from) Gen Reserve FERTT] B04,575
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Finance & General Purposes Committee Variance Reporting

09/07/2020

REPORT 22/20 APPENDIX B

Variances Currently Reported

Previously Reported

201 | Administration

1053 | Income Grants

The income showing in this account relates to the Furlough
grant received.

n/a

4112 | Subscriptions

This is showing a higher % of expenditure due to the majority of
subscriptions being paid at the beginning of the financial year.

n/a

4113 | Software Support

This is showing a higher % of expenditure due to the annual
Schools ICT costs being paid at the beginning of the financial
year. However, there have also been unexpected costs due to
COVID10 including new desktop remote licences and SIRAS
accounts of approx £600 and the Zoom annual subscription of
£145. In addition, it was realised that the Del Server Warranty
had to be renewed at a cost of £676.

n/a

4115 | Insurance

The insurance costs are paid out at the beginning of the
financial year and it is not expected there will be any further
costs this year.
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4157 | Audit Fees The audit fees show a credit due to an accrual made from the n/a
previous year. (The audit invoices are always received once this
audit is complete and this is always within the next financial
year so an accrual needs to be made)
205 | Premises Church
Street
1050 | Income Rent The income showing relates to the first 9 months. The n/a
remaining 3 months will show in the December accounts.
206 | Hurdis House
4115 | Insurance The insurance costs are paid out at the beginning of the n/a
financial year and it is not expected there will be any further
costs this year.
210 | Civic Expenses
4113 | Software Support This is showing a higher % of expenditure due to the annual n/a
Schools ICT costs being paid at the beginning of the financial
year along with 50% of the Office 365 costs.
4115 | Insurance The insurance costs are paid out at the beginning of the n/a
financial year and it is not expected there will be any further
costs this year.
4183 | Civic - Awards The credit amount showing in this account relates to an accrual | n/a

from the previous year where it was thought that this would be
spent by the previous Young Mayor for his awards.
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4190 | Election Costs The credit of £8,200 relates to an accrual from the previous n/a
year for the Feb 20 by-election costs. The Finance Mgr is still
waiting for a breakdown of costs from LDC.
215 | Grants
4401 | Grants The grants process has been delayed this year due to COVID-19. | n/a
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Seaford Town Council

Report 23/20
Agenda Item No: 7
Committee: Finance & General Purposes
Date: 9t July 2020
Title: Council Direct Debit Report
By: Lucy Clark, Finance Manager
Purpose of Report: To review and approve the Council’s current Direct Debit

list.

Recommendations

You are recommended:

1. To review and approve the Council’s current direct debit list.

1. Information

11

1.2

13
14

1.5

1.6

1.7

LOCAL COUNCII
| AWARD SCHEME
" FOUNDATION

Certain invoices that are received on a regular basis have been set up to be paid by
direct debit from the Council’s Co-operative current account. These mainly relate
to the payment of utility bills, however there are also other payments such as bank
charges, business rates, payroll and pension costs.

Following points 6.4 of the Financial Regulations and 11.11 of the Purchase Order
Policy, attached in Appendix A is a list of all current direct debits for review and
approval.

The list shows the supplier, description, period of when the direct debit is taken, the
approximate amount and whether it is variable or fixed.

In most cases the amount varies, and the approximate cost shown is based on an
average of the previous year.

Where the cost is fixed, this should not change during the year.

At the end of each month, a list of all paid direct debits is produced by the Finance
Assistant and presented to two Councillors for verification.

On setting up new direct debits, a direct debit mandate is required to be signed by

two councillors in accordance with the bank mandate and the instructions reported
at the next available F&GP committee.
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2. Financial Appraisal
The approximate annual total of all direct debits for 2020/2021 will be £90,000.
3. Contact Officer

The Contact Officer for this report is Lucy Clark, Finance Manager.

. / Z
Finance Manager A %/\J ,

.~

A7 ) ‘
Assistant Town Clerk f Z , jv’VOt,ul [ s L
Vs

BN (‘\7)\ \\C_,§ : C——‘

Responsible Finance Officer
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Report

23/20
Appendix
List of Active Direct Debits - 2020/21 A
Approx Fixed /
Supplier Description Period Amount Variable
When service | £
Land Registry Land Searches used 6.00 Variable
Monthly - Fixed
Rates - Car Parking Spaces 1-2, | April to £ from
Lewes District Council 37 Church Street January 20.00 month 2
Monthly - Fixed
Rates - Zone 7, Ground Floor, April to f from
Lewes District Council 37 Church Street January 38.00 month 2
Monthly - Fixed
Rates - Zone 2, Ground Floor, April to f from
Lewes District Council 37 Church Street January 84.00 month 2
Monthly - Fixed
Rates - Zone 8, 1st Floor, 37 April to f from
Lewes District Council Church Street January 686.00 month 2
Monthly - Fixed
Rates - Seaford Head Golf April to £ from
Lewes District Council Course & Premises January - month 2
Monthly - Fixed
April to £ from
Lewes District Council Rates - Martello Beach Hut 27 | January 42.00 month 2
Monthly - Fixed
April to £ from
Lewes District Council Rates - Martello Beach Hut 28 | January 42.00 month 2
Monthly - Fixed
April to f from
Lewes District Council Rates - Martello Beach Hut 53 | January 42.00 month 2
Monthly - Fixed
April to f from
Lewes District Council Rates - Martello Beach Hut 54 | January 42.00 month 2
Monthly - Fixed
April to f from
Lewes District Council Rates - Martello Beach Hut 55 | January 42.00 month 2
Monthly - Fixed
April to £ from
Lewes District Council Rates - Martello Beach Hut 56 | January 42.00 month 2
Monthly - Fixed
April to £ from
Lewes District Council Rates - Martello Beach Hut 57 | January 42.00 month 2
Monthly - Fixed
April to f from
Lewes District Council Rates - Martello Beach Hut 58 | January 42.00 month 2
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Monthly - Fixed
April to £ from
Lewes District Council Rates - Martello Beach Hut 59 | January 42.00 month 2
Monthly - Fixed
April to £ from
Lewes District Council Rates - Martello Beach Hut 60 | January 42.00 month 2
Barclaycard Merchant Golf Course PDQ Machine Monthly £ Variable
Services 315.00
Barclaycard Merchant The View PDQ Machine Monthly £ Variable
Services 365.00
Business Stream Crouch Playing Fields Waste 6 Monthly f Variable
Water 193.00
Business Stream Ornamental Gardens Waste 6 Monthly £ Variable
Water 8.00
Business Stream Salts Recreation Ground & 6 Monthly £ Variable
Cottage Waste Water 383.00
Business Stream The View Waste Water 6 Monthly £ Variable
180.00
Castle Water Crouch Playing Fields Water Quarterly f Variable
278.00
Castle Water Golf Course Water Quarterly f Variable
691.00
Castle Water Ornamental Gardens Water Quarterly f Variable
7.00
Castle Water Salts Recreation Ground & Quarterly £ Variable
Cottage Water 143.00
Castle Water The View Water Quarterly £ Variable
103.00
Castle Water West View Kiosk Water Quarterly £ Variable
14.00
Cellular Solutions Admin/TIC/The View Monthly £ Variable
Telephone Charges 585.00
Direct365 The View Waste Monthly f Variable
398.00
EDF Energy CCTV - Electrical Supply Quarterly f Variable
273.00
Edgar's POU Water Cooler 1/4 Rental Quarterly f Fixed
27.00
Edgar's POU Water Cooler Monthly Monthly £ Fixed
Rental - Greenkeepers 22.38
Focus Group The View Broadband Charges Monthly £ Variable
85.00
Hitachi Capital Golf Buggies Lease Monthly £ Fixed
587.08
JCB Finance Golf Machinery - Lease 1 Annual f Fixed
20,004.14
KCS Colour Photocopier Charges Quarterly f Variable
285.00
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Madison Monthly Web Site Premium Monthly £ Fixed
Hosting 45.00
02 Mobile Phones for Facility & Monthly £ Variable
Golf Staff 77.00
Pitney Bowes Franking Machine Charges Monthly £ Fixed
22.00
Public Works Loan Loan Repayments - Hurdis 6 Monthly f Fixed
Board House 7,501.00
Public Works Loan Loan Repayments - The View 6 Monthly f Fixed
Board Build Loans Combined 52,489.00
SSE Martello Kiosk Electricity Quarterly £ Variable
325.00
SSE Salts Cricket Pavilion Electricity | Quarterly £ Variable
27.00
SSE West View Kiosk Electricity Quarterly £ Variable
110.00
Talk Talk Salts Lifeguards Monthly £ Variable
Telephone/Golf Course 70.00
Broadband Charges
The Co-Operative Bank | Bank Account Charges Monthly f Variable
140.00
The Co-Operative Bank [ FD Online Charges Monthly £ Variable
60.00
Total Gas & Power Golf Club/The View Electricity | Monthly f Variable
1,500.00
Total Gas & Power Golf Club/The View Gas Monthly £ Variable
500.00
UK Fuels Golf Course Diesel/Unleaded Monthly £ Variable
Petrol 75.00
ICO Data Protection Renewal Annual £ Fixed
35.00
Iris Monthly Contracted Payslip Monthly f Variable
Package 28.00
Iris Business Software Payroll Monthly Charge Monthly f Variable
55.00
Nest Pensions Workplace Pensions Monthly f Variable
750.00
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Seaford Town Council

Report 154/19 v2

(as originally presented for 26t March 2020 Council meeting that was cancelled —
note revised recommendation)

Agenda Item No: 8

Committee: Finance & General Purposes

Date: 9t July 2020

Title: Bad Debt Policy Review

By: Karen Singleton, RFO

Purpose of Report: To present the reviewed Bad Debt Policy for recommendation

to Council to adopt.

Recommendations
You are recommended:

1. To recommend that Full Council adopt the Bad Debt Policy as presented with report
154/19 v2.

1. Information

1.1  The Council’s Bad Debt Policy has been reviewed as per the Policy Schedule and it
is felt that there are no required changes to the Policy.

1.2 The Policy is included at Appendix A for information and is recommended for
adoption as presented, with a review date of April 2022.

2. Financial Appraisal

There are no direct financial implications as a result of this report.

3. Contact Officer
The Contact Officer for this report is Karen Singleton, RFO.

RFO N Sinain. Q.
) =
’
Assistant Town Clerk //Z ; )\W\DMCWC‘ ‘
P

LOCAL COUNCIL
AWARD SCHEME
" FOUNDATION
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REPORT 154/19 APPENDIX A

Seaford Town Council

Bad Debt Policy

1. Introduction
This policy outlines Seaford Town Council’s procedures for dealing with late payments
and outstanding accounts (bad debts) in accordance with Financial Regulations.

2. Policy Objectives

The aim of this policy is to make clear the procedure that Seaford Town Council will follow
to identify, minimise and recover potential bad debts and write off any debts which cannot
be recovered.

3. Credit Control

All income due will be collected in accordance with Financial Regulations and any sums
found to be irrecoverable or any subsequent bad debts shall be reported to the Finance &
General Purposes Committee and Full Council.

Unpaid income and bad debts shall be treated in the following manner:

¢ Invoices which remain unpaid after 30 days will receive a telephone call or email
reminding the customer that the invoice remains unpaid.

e Invoices which remain unpaid after 45 days will receive a letter reminding the
customer that the invoice remains unpaid.

e Invoices which remain unpaid after 60 days will receive a letter reminding the
customer that the invoice remains unpaid and that all of the town councils’ financial
information, including bad debts, is reported to Council and published on it’s
website.

e Invoices which remain unpaid after 90 days will receive a letter reminding the
customer that the invoice remains unpaid, that all of the town councils’ financial
information, including bad debts, is published on its website and notifying of the
withdrawal of the service provided. This letter will also include a statement that
Seaford Town Council will actively pursue all outstanding debts through the legal
system.

e All letters will be accompanied by a statement of account from the town council’s
financial system.

4, Write off bad debts

Seaford Town Council will seek to minimise the cost of write offs by taking all necessary
action to recover what is due. Debts will be subject to the full recovery, collection and all
reasonable legal procedures.

The Town Council recognises that where a debt is irrecoverable, prompt and regular write

off of such debts is good practice. Whilst writing off bad debts is a non-routine function;
all practical means should be taken to recover outstanding amounts due to the Town

(click here to return to Agenda front sheet when viewing electronically) 57




Council before the RFO recommends writing off a bad debt to the Finance & General
Purposes Committee. Before this decision is made, due diligence consideration should
include the following: -

The cost of recovery against the amount owed.

The likelihood of success.

Where the correct credit control procedures followed.
Could procedure and practices be improved.

Any debts to be written off should be reported in the form of a write off schedule to the
Finance & General Purposes Committee, who have delegated powers to write off bad debts
of up to £3,000; any larger debts must be reported to Full Council. The write off schedule
should contain the following information:

Customer Reference.
Invoice number.

Date of invoice.

Amount of debt.

Reason for write off.
Recovery history.

Date of write off.
Authorisation of write off.

5. Year-end write offs
The RFO should ensure any bad debts and doubtful debts are correctly accounted for at
year end.

To be Adopted: July 2020
Review Date: April 2022
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Seaford Town Council
Report 159/19 v2

(as originally presented for 261" March 2020 Council meeting that was cancelled —
note revised recommendation)

Agenda Item No: 9

Committee: Finance & General Purposes

Date: 9t July 2020

Title: Purchase Ordering & Payment for Goods & Services Policy
Review

By: Karen Singleton, RFO

Purpose of Report: To present the revised Purchase Ordering & Payment for
Goods & Services Policy for recommendation to Council to
adopt.

Recommendations
You are recommended:

1. To recommend that Full Council adopt the revised Purchase Ordering & Payment for
Goods & Services Policy as presented with report 159/19 v2.

1. Information

1.1  The Council’s Purchase Ordering & Payment for Goods & Services Policy has been
reviewed as per the Policy Schedule and a revised version is now included with this
report at Appendix A for adoption by the Council.

1.2 The recommended changes have been tracked on the attached version and are largely
providing clarity on aspects of the policy, not changing the position of the policy.
2. Financial Appraisal
There are no direct financial implications as a result of this report.

3. Contact Officer
The Contact Officer for this report is Karen Singleton, RFO

RFO

\_J\ NCZ \k . Qa

X
.. ;
Assistant Town Clerk / Z . )\JW_)ML_C\ .
T

LOCAL COUNCIL
AWARD SCHEME
" FOUNDATION
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REPORT 159/19 APPENDIX A

N5

Seafﬂrd Town Council

Purchase Ordering and Payment for

Goods and Services Policy
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1. Introduction

1.1 This policy sets out the Council's arrangements for ordering, receiving,

senvices and works to the Council. The policy sets out the detailed rules and
procedures around the Council's purchase ordering system and payments.

1.2  The policy encompasses the following areas:

« Raising of purchase orders for goods or services or works.

+ Receiving and checking of goods and services upon delivery.
o Certification of orders and authorisation of expenditure.

+ Accounting for payments for goods and services.

o Direct debit payments.

o Use of the Council debit cards.

» Petty cash arrangements.

1.3 This policy provides the detail behind the overall financial framework as set out
in the Council's approved Financial Regulations, particularly under the
‘Payments for Goods and Services' section and in the Standing Orders for
Financial Confrol and Procurement which set out the framework for the
procurement of all works, goods, materials and services and the Council's
tendering and contract procedures.

1.4 The Finance Manager is ultimately responsible for all systems and procedures
in relation to the ordering and payment for goods, services and works provided
to the Council.

2. Links to Strategic Objectives

21  This policy contributes to the strategic objective ‘fo practice good govermnance
and fiscal responsibility”

3. Aims of the Policy

3.1 The aims of the policy are to supplement the Financial Regulations and
Standing Orders for Financial Controls and Procurements by setting out
detailed procedures and controls for the ordering and the authorisation of
expenditure on the supply of goods, services and works to the Council.

3.2  In particular the Policy aims to ensure that;

» Purchase orders are raised only by authorised officers.

« Orders are placed only when sufficient budget provision exists.

o Appropriate checks are made upon delivery of goods and services to
enable the effective future authorisation of the expenditure.

o Invoices received from creditors are properly checked for cost,
arithmetic, VAT etc prior to release for payment.

Purchase Crdering and Payment for Goods and Saervices Policy — FPage 2 of 12
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3.3

42

43

44

» Invoices are certified for payment only by an authorised officer.

o Systems are in place for the effective checking and authorisation of
regular payments and direct debits.

» Robust procedures are in place for the use of petty cash.

» Robust systems are in place for the use of the Council’'s debit cards.

o Creditors are paid on time, within the relevant payment terms.

» All expenditure is properly and accurately accounted for.

The policy is intended for use by all officers of the Council with responsibility for
ordering goods, services and works, and subsequently verifying and
authorising that expenditure as well as the staff of the Finance Section in
managing the purchase ordering system and checking, paying and accounting
for all expenditure.

Purchase Order Responsibilities

The key principle of separation of duties must be observed, as far as is
practicable within the staffing resources available, in connection with the
following areas of ordering and purchasing:

a) The duty of ordering the goods, services and works.
b) The duty of receiving those goods and services.

c) The duty of checking invoices received for payment and authorising
expenditure.

d) The duty of payment of invoices.

e) The duty of recording and reconciling expenditure in the Council's
financial management system.

Responsibility for raising orders for goods and services, receiving those goods
respéa"u-f- those goods and services lies with the senior officers within the
departments.

It is important to note that in the application of the following procedures for
purchase ordering, and in particular the requirement for separation of duties as
set out above, there is an acceptance that due to the small size of the Council,
the importance of operation requirements, and the limitations of the staffing
structure, that full adherence to this procedure may not always be possible.
department by the Council’s Internal Auditor. Howewer, all managers must
ensure as far as possible that one officer does not take part in all aspects of
ordering, receiving and certifying purchases.

Responsibility for the payment of all invoices for goods, services and works
supplied to the Council and for recording and reconciling expenditure in the

Purchase Ordening and Payment for Goods and Services Policy — Page 3 of 12
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Council's financial management system lies with the Finance Department. All
invoices received from suppliers will in the first instance be received and
checked by the Finance Department.

45  The Finance Department is responsible for the following procedures:

o Setting up new suppliers on the computerised RBS Omega Accounts
Package.

Entering all purchase invoices onto the purchase ledger.

Checking the calculation and arithmetic of amounts due.

Ensuring the correct VAT treatment and calculation.

Ensuring the correct coding of the expenditure.

Ensuring payment of creditors within the payment terms.

Reconciliation of expenditure through the purchase ledger, cash books
and bank statements.

d. Ordering Goods and Services

51  An official purchase order must be raised by an authorised officer for every

following:

Regular payments such as utilities costs, telephones etc.
Payments made by direct debit and standing order.

Goods and services of an emergency nature.

One off purchases made using a debit card.

Services for which a formal contract has been entered into.
Petty cash purchases.

Kitchen Food (only) for The View

52  The approved authorised officers with responsibility for raising and cerfifying
purchase orders are as follows:

=  Town Clerk

o Assistant Town Clerk
Projects and Facilities Manager
Executive Support Officer
General Manager, The View

L

L]

.

o Deputy Manager. The View
L]

.

L

Golf Professional

Head Greenkeeper

RFO (only in the absence of mo other duly authorised officer or to
countersign all orders over £2.000).

53 The above officers only have the authority to sign a Purchase Order if the
expenditure is within the approved budget or has been approved by the
Eelevant Committee. For emergency expenditure. in extreme cases of risk the
Town Clerk is authorised to spend up to £5.000. This expenditure should be
reported to Council as soon as possible thereafter. See Financial Requlation 4.

Purchase Crdering and Payment for Goods and Serices Policy — Page 4 of 12
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5.4

All POs over £2 000 must be countersigned by the Town Clerk or RFO

535

.46

b.587

579

5810

Completed purchase orders must include enough detail i.e. not just what is
being ordered but what it is being used for, using the description field on the
order to enable proper checking of the subsequent invoice. If multiple orders
are being placed, each individual item or set of items must be shown on a
separate line on the order.

Purchase Orders must be coded to the correct account code and cost centre
using the Council's Budget Book approved coding list. These codes determine
which Budget the expenditure is to be charged against and authorised officers
should ensure that only codes relating to their own responsible budget area are
used unless with the knowledge and acceptance from other budget managers.
Officers must check that there jg sufficient funds remaining within the budget. If
there is insufficient funds within the budget the officer should speak to the
Finance Manager or the RFO in the first instance.

Suppliers must be supplied with the relevant purchase order number and a copy
of the order forwarded if required. The supplier should be requested to quote
the Council’'s official order number on the invoice relating to the order placed.
The carbon pink copy of the purchase order should then be forwarded to the
Finance Department and placed in the Live File.

In accordance with the Financial Regulations, Regulation 10.3 (Orders for
Work, Goods and Services); all officers involved in the ordering process 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 all purchase orders.

In accordance with the Financial Regulations, Regulation 11.1 (hi), (Contracts);
When the Council enters into a contract of less-more than £20,000 in value for
the .t;um::nlﬁ,r of goods or materials or for the execution of works or specialist
services the Clerk or FEFC} should check that 3 quutatmna have been Elbt-Ellr'I'Ed

M—MCDHHHCE over EEE EH]I[] are su b|ect tn:- thE

Public Contracts Requlation. 3 guotations must be obtained. and the contract
should be listed on contract finder.

£20,000, a project plan and financial plan will be brought to the Central
Management Team for consideration before seeking tenders. Thereafter the
performance of the contract will be reported to the CMT throughout its progress
until the contract is complete.

6. Receiving Goods and Services

6.1 In order to comply with the minimum expected level of internal control and
ensure value for money, the duties of ordering, receiving and certifying goods
and services must be separated as far as possible, within the constraints of a
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6.2

6.3

6.4

6.5

[

7.3

7.4

7.5

small organisation, limited staffing structure and the need to meet day to day
operational requirements.

The easiest way to achieve this is to ensure that the duty of raising a purchase
order is separated from the duty of receiving and checking the goods and
services.

Where the goods are fo be delivered to the Council premises, the receiving
officer should examine the goods at the point of delivery, check all items against
the delivery notes or original order and then sign, whether this is manually or
electronically, only for those items present. The officer must then ensure that
the goods are stored in a secure area.

Signed delivery notes or goods received notes should be forwarded to the
appropriate authorising officer to enable the proper certification of purchase
orders when the invoice is subsequently received.

When food orders are delivered to The View, the delivery note is also the
invoice. This is checked against the order and signed and dated by the Head
Chef as confirmation that this can be paid.

Certification of Purchase Orders

The duty of cerifying purchase orders and therefore authorising expenditure
will normally be undertaken by the authorised officer who originally raised the
purchase order. As such, it is important that this duty is, as far as practicable,
separated from the duty of receiving and checking the goods and services as
per Section 6.

Wherever possible, cerification of purchase orders should be made by
reference to the signed delivery note, or other proof that the works, goods or
services have been received, delivered in the correct quantity and to an
acceptable quality and standard. It is acknowledged that in a minority of cases,
this proof may be based on the knowledge of the certifying officer, rather than
physical verification.

Purchase orders should be part cerified if only part of the works, goods or
services have been received or if the Council has only been part invoiced for
the goods or services.

Certification of a purchase order by an authorised officer, provides the
confirmation from that officer that the goods or services have been received as
per the original order and to an acceptable standard and quality and that
responsibility is taken for the subsequent expenditure.

There should be no instances where an officer would need to be the only officer
involved in all three stages of the ordering process as detailed in Sections 5, 6
& T above. If circumstances are such, then it should be ensured that another
senior officer e.g. the Town Clerk of RFO is the final certifying officer when the
invoice is authorised for payment.

Purchase Crdering and Payment for Goods and Services Policy — Page G of 12
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8.1

8.2

8.3

8.4

8.5

8.6

.7

8.8

9.1

9.2

Invoice Processing and Authorisation

received from suppliers, service providers and contractors and accounting for
the subsequent expenditure is split between the Finance Depariment and the
authorised officer within the relevant department.

Invoices are initially received by the Administration Section, Facilities and
Projects Department, Seaford Head Golf Club and The View and are then
forwarded to the Finance Department.

The Finance Assistant will first separate invoices between those for which a
purchase order has been raised and those which relate to direct debit
payments. The procedures in respect of direct debits are set out in Section 11
of this Policy.

Invoices for which a purchase order has already been raised are then matched
with the purchase order and forwarded to the relevant authorised officer with a
copy of the purchase order and an authorisation slip attached.

The authorised officer should first check back to the purchase order and
delivery note. If the cost of the invoice varies from that of the purchase order,
the authorising officer will either investigate and put the invoice on hold or
amend and counter sign the purchase order if the variation is correct.

The authorisation slip on the invoice should then be completed. This records
the purchase order number, whether the goods or services were received and
is signed by the officer certifying the purchase order.

If the Purchase Order has been raised and receipted by the same Officer, then
the authorisation of the invoice for payment should be undertaken by another
authorizsed officer e.g. the Town Clerk or the RFO.

Once the authorisation slip has been completed and duly signed certifying the
purchase order and invoice, the invoice should then be returned to the Finance
Assistant for processing.

Any invoices in dispute should be notified to the Finance Department and held
back by the relevant authorising officer.

Payment of Invoices and Accounting for Expenditure

The process of payment of invoices and the subsequent accounting for the
expenditure for all creditors is the responsibility of the Finance Section and is
therefore separated completely from the purchase order process.

Once the invoices have been received back from the authorising officers, the

including checking of cost, arithmetical accuracy, coding of the expenditure and

Purchase Ordening and Payment for Goods and Servces Policy — Page 7 of 12
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9.3

9.3

9.4

9.5

10.

101

10.2

103

10.4

105

10.6

the calculation of any VAT. The Finance Manager/ EE0Q) will then sign as being
ready for payment.

The Finance Assistant will process the invoices on the RBES Omega Accounts
System.

The invoices will then be filed in an ‘invoices awaiting payment’ file and will be
paid in the next weekly payment run in-and-in accordance with the relevant
payment terms for each supplier.

Payments to creditors are made by BAC's fransfer, whichthe Finance
Department actively encourages suppliers o accepithis rather than payment by
cheqgue as this method is quicker and cheaper. Chegue payments are only
made however if the supplier so requests.

and all expenditure is also checked and verified independently to supplier
statements and via the cash book and bank reconciliations. Internal Audit
checks are also undertaken regularly on the purchase order system and
creditors payments.

BAC's and Cheque Payment Authorisation

The Finance Assistant will process all invoices on the RBS Omega Accounts
System.

Each week, prior to the creditors payment run, the Finance Assistant will
provide the Finance Manager with a copy of the 'Proposed Payment of Invoices’
list produced from the RBS Omega Accounts System. Copies of all source
documents such as supplier invoices and other similar requests making up the
payment run will be attached.

The Finance Manager is responsible for undertaking a final check of the
invoices due for payment, including querying any invoices or payments which
look unusual.

The ‘Proposed Payment of Invoices’ list including all source documents will be
presented to the Town Clerk/EFO and two Councillors for approval. Each will
check and sign the Authorisation Sheet attached to the report. In the Town
Clerk_or s absence_-the RFO's absence.or {je Finance Manager will sign.

The Finance Assistant will process the approved payments from the Council's
Co-operative Bank Account by using the Financial Director (FD) Online banking
system and entering them as payment requests.

The RFO or the Finance Manager will then make a final check that the payment
requests have been entered correctly and continue to approve. Following this

Purchase Ordering and Payment for Goods and Serices Policy — Page 8 of 12

(click here to return to Agenda front sheet when viewing electronically) o/




10,7

10.8

approval, the suppliers will be paid by immediate payment (or by ‘future dated
payment’ if necessary).

The Approved Authorised Users with access to the online bank account,
Financial Director (FD) Online are as follows:

» Responsible Finance Officer
« Finance Manager
» Finance Assistant

In the interest of security, it should be noted that whilst the Finance Assistant
has access to the Council's online banking system, his-their function only allows
the creation of payments and is-they are physically unable to authorise any
payments. Whilst the RFO and Finance Manager can create and authorise
payments, their function only allows the authorisation of a payment created by
a separate user. MNo single user can create and authorise any payment and
there will always be the need for at least two users to complete a payment
transaction

10.9 A token is required each time the online banking system is accessed. Each

user has their own token with their own unique log on and passcode. These
are held by each individual in a secure place.

10.10 Any changes to the operators must be approved by the Town Clerk_or RFO.

10.11

Where a-small sumber of payments are required by cheque, an Authorisation
Sheet is attached to the source documentation such as an invoice or similar
along with a hand-written cheque from the current cheque book.

10.12 This is presented to the Town Clerk/EFEO and two Councillors who are current

signatories in accordance with the council's bank mandate for signature. The
cheque will be signed by the two councillors who will also initial the cheque

stubb,

10.13 In the interest of security, the cheque books are kept with the Finance Manager

in a locked drawer.

10.14 All payments made by the Council will be made available to the internal auditor

1.
111

for validation during internal audits.
Direct Debit Payments

Regular payment invoices relate to those payments which are received on a
regular basis throughout the year e.g. monthly, quarterly, annually and for which
a ‘purchase order is not therefore raised. In most of these cases the payment
to suppliers will be set up on a direct debit from the Council's current account,
in line with supplier requirements or to avoid paper billing charges. Examples
of direct debit payments include gas, electricity and water bills, business rates,
rental charges, service agreements, telephone bills, payroll and pension costs,
banking charges, loan repayments and subscriptions.

Purchase Ordering and Payment for Goods and Services Policy — Page 8 of 12
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114

113

114

115

116

1.7

11.8

119

11.10

1.1

In order to set up a new direct debit with a supplier, a direct debit mandate will
need to be signed by two councillors who are signatories in accordance with
the Council’s bank mandate and the instructions reported to the Finance and
General Purposes Committee.

As set out in Section & of the policy, direct debit invoices are separately
identified by the Finance Section and checked and authorised in a slightly
different way.

The invoices will be forwarded to the relevant authorised officer with a
Authorisation Slip attached.

The invoice should be checked, the authorisation slip be completed and
returned to the Finance Assistant for processing.

Any invoices in dispute should be notified to the Finance Department and held
back by the relevant authorising officer.

The Finance Assistant will undertake a number of final checks on the invoices
including checking of cost, arithmetical accuracy, coding of the expenditure and
the calculation of any VAT. The Finance Manager will then sign as payment

being verified.

The Finance Assistant will process the invoices on the RBS Omega Accounts
system.

Direct debit invoices will be filed on the direct debit file and reconciled to the
bank account when the payment is taken, via the cash book and bank
reconciliation.

A monthly list of direct debits with the invoices attached will be presented to the
Town Clerk/EFO and two councillors for verification.

As per the Financial Regulation 6.4, the approval of the use of direct debit shall
be renewed by resolution of the Council at least every two years.

12. Use of Council Debit Cards

121  On occasions, Department Managers may need to purchase goods or services
of an urgent nature or for which a purchase order followed by an invoice will not
be accepted, or for which there will be a significant saving with an online
purchase.

12.2  In view of the above, Seaford Town Council may authorise the issue of debit
cards to managers for business use.
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123

124

125

126

127

128

The issue of a Council debit card to a manager must be authorised by the
Finance and General Purposes Committee and be issued to a named employee
for their use only, no other individual may use the debit card.

The financial limit of each issued debit card shall not exceed £1,000. Upon
being issued a debit card, the manager shall be advised of their individual limit.

Each manager issued with a debit card is solely responsible for its safe keeping

PIN numbers will only be issued to the cardholder and must be kept
confidential, as must the (CSC/CVN) number.

Lost or stolen cards must be reported to the issuing bank immediately upon
discovery that the card is missing via the Finance Manager or in their absence
directly by the named cardholder themselves. The RFO must also be informed-

In the event of the named cardholder's termination of employment, the debit
card must be returned to the Finance Manager for the card to be destroyed.
The issuing bank will be advised to cancel the debit card to prevent any
unauthorised usage.

Cash withdrawals are only permitted when being made to top-up of petty cash
and shall not be used for any other purpose. Cash withdrawals cannot exceed
the financial limit of the petty cash float itself and must be authorised by the
Finance Manager or RFO. When making a cash withdrawal to top-up the Petty
Cash accounts, the cash withdrawal must be reconciled with the monthly Petty
Cash statement.

129 A debit card issued to an employee shall be used for business purposes only

1210

12.11

1210

1211

and in conjunction with the employee’s job role. It shall not be used for any
non-business transactions nor for any personal purchases.

Every debit card transaction must be entered by the cardholder on to their Debit
Card Monthly Transaction spreadsheet. Receipts for all purchases must be
submitted with the spreadsheet to the Finance Department on the 1% working
day of each month. The spreadsheet and accompanying receipts are checked
by the Finance Manager and are subsequently reviewed by the Town Clerk and
two councillors.

The transaction receipts shall be reconciled monthly with the bank statements.
In the event of any discrepancy, the RFO and Chair of the Finance & General
Purposes Committee must be notified, and an investigation initiated.

The cardholder is responsible for obtaining and submitting receipts for all
transactions. The cardholder may become liable for any payments that cannot
be supported by a valid receipt.

If the cardholder misuses the debit card or fraudulently uses the card, this will
result in disciplinary action being taken against them.
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12.12 Wherever possible if a debit card is used to top up petty cash this should be
done at the Post Office, where the exact amount required can be withdrawn, not at
ATM machine.

13.  Accounting for Petty Cash

13.1 Petty Cash Floats allow responsible officers to purchase small sundry or one-
off items that may be required immediately to meet operational needs, without
the need to raise a purchase order.

13.2 Petty Cash Floats are currently issued to the following departments:

¢  Council Offices £250
o The View £250

13.3 The following general rules apply to the use of Petty Cash Floats:
{(a)  Thereis a Petty Cash Float limit of £250

(b)  Receipts must be retained for payments made from petty cash to
substantiate the payment. VAT receipts should be requested for all
purchases to which VAT applies.

{c)  Anyincome (cash) received by the department must not be paid into the
Petty Cash Float but must be separately banked.

(d) A Petty Cash Voucher should be completed in_order to make a claim for

reimbursement of payments made from Petty Cash Floats.

(e}  Petty Cash Vouchers and accompanying receipts are passed to the
Finance Manager for approval and entered onto the relevant Cash Book
on the RBES Omega Accounts System.

{f) Payments to reimburse Petty Cash Floats will be made by the Finance
Manager by making a debit card cash withdrawal via the Post Office
only.
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Seaford Town Council

Report 151/19 v2

(as originally presented for 26" March 2020 Council meeting that was cancelled —
note revised recommendation)

Agenda Item No: 10

Committee: Finance & General Purposes

Date: 9t July 2020

Title: Mayor’s Portfolio Policy Review

By: Isabelle Mouland, Assistant Town Clerk

Purpose of Report: To present the revised Mayor’s Portfolio for recommendation

to Council to adopt.

Recommendations
You are recommended:

1. To consider the motion received to include in the Mayor’s Portfolio that “to be eligible
to stand for election of Mayor, the member of the Council is required to have at least one
year’s experience of being a Council member, except for in the unusual event that at
election all 20 members of the Council are new.”

2. To recommend that Full Council adopt the revised Mayor’s Portfolio as presented.

1. Information

11 The Council’s Mayor’s Portfolio Policy has been reviewed as per the Policy
Schedule and a revised version, with amendments tracked, is now included with this
report at Appendix A for consideration by the Council.

1.2 In accordance with Section 9 of the Town Council’s Standing Orders, a written
motion has been received by the Proper Officer in regard to the Mayor’s Portfolio.

1.2.1 The motion, proposed by Councillor L Boorman and seconded by Councillor
Webb is:

“To include the following in the Mayor’s Portfolio:

To be eligible to stand for election of Mayor, the member of the Council is
required to have at least one year’s experience of being a Council member,
except for in the unusual event that at election all 20 members of the
Council are new.

m’ Loy a L COUMNCIIL
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The understanding of the role of a member, the policies and procedures in
place and the protocols of Full Council should be understood by all members
before becoming Mayor as this role also has a huge undertaking to
understand. This will ensure that the Mayor would be able to carry out the
role effectively without having to learn every aspect of a member’s role also.”

1.2.2 Appendix A has included this motion for members consideration.

1.3 Itis recommended that the Mayor’s Portfolio Policy be recommended for Full Council
to adopt, being reviewed in 2023.

2. Financial Appraisal

There are no direct financial implications as a result of this report.

3. Contact Officer

The Contact Officer for this report is Isabelle Mouland, Assistant Town Clerk.

e

Assistant Town Clerk %/ _ )'“«Jl/\f_)vdkcwoI ;
k
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REPORT 151/19 APPENDIX A

Seaford Town Council

Mayor’s Portfolio

Adopted: July 2020
Review: March
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1. Introduction

The aim of this Portfolio is to give to the incoming Mayor and Deputy Mayor an cutline of the role
and set out expectations.

The contents pressnt ssveral aspects of the Mayoral year, for example, general notss on ths
Mayor's role, fundraising sand snnual events. There are notes on stigustte and the financial
arrangements, incleding availabls staff resources to assist with Mayoral engagements.

Whilst the Portfolio is not comprehensive on gl matters, it will hopsfully prove to be 3 useful source
of general information during the Mayor's year of Office. The Portfolio will be subject to periodic
updating.

2. The Mayor's Role
Az & Town Council, Seaford Town Council's Chair is entitled to the title of Mayor of Seaford.

The Mayor is the public face and Chair of the Council and as such is the First Citizen of the Town of
seaford. The Mayer is the ambassador of the Town and can hzlp in the promotion of the Council's
objectives in the local community. In turn the people of the Town will have the highest regard for
their Mayor, and they will expect the Mayor to carry out 3 full range of duties on their behalf and
throughout the Town.

This is 3 nen-poditical role and the Mayor has no more power than any other Councillor except that
of a casting vote and has no power to make decisions without a resolution of the Council,

The Mayar and, in his/her absence, the Deputy Mayor will have the following responsibilities:

# To Chair Council Mestings, ensuring that effective and lawful decisions are taken and, with
the assistance of Officers, guide activitizs by managing the mestings of the Council giving all
Councillars the opportunity to speak.

# Use 5 casting vote in the event of a tied vote.

To attend internal mestings with Council representatives & Cfficers such as_ the Committes
Chairs Managemsnt Group [CCMG).

*  To monitor the Town Clerk's performance by signing timasheets and conducting appraisals
with the Chair of Personnel and professional support.

#  To focus hisfher activities on the communities of the Town and, by focusing on the Council's
pricgritizs, strengthen its links between those communities and the Council.

* To promote the Town at official functions, and at such functions represent views of ths
Council and not personal views.

# |f mecessary, call an extracrdinary meeting of the Council subject to provisions in the
Council's standing Crders.

«  attend and represent the Council at Seaford Town Council events.

# Tolead on fundraising activities for the Mayor's chosen charity/charities.

The Mayer and Deputy will undertake chairmanship as soon as electad [nto office. 1t should be noted
that if the Mayor/Deputy Mayor were to sttend s-any Committee of the Council, they do 5o in an ex-
officio capacity_ or whers they are appointed to & Committes, they are appointed a5 3 Councillor not

as hiay JF-'.DEJ: Uty Mayor

The Mayor/Deputy Mayor will have no sutomatic right to attend 3 mesting of 3 non-Standing

Committee; that being the Disciplinary/Grievance Sub-Committee or Appeals Commities, unless
they are appointed 35 a member of that Committee (3g3in the appointment would be 35 3 Councillor

niat as Mayvor/Deputy Mayor).-

(50
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3. Election of Mayor

Sections 15 & 34 of Local Government Act 1972 reguire local Councils to elect 3 Mayor (from
members of the Council) a5 the first business to be transacted at the Annuwal Council meeting. To be
zligible to stand for election of Mayor, the member of the Council is reguired to hawve at least one

year's experience of being 8 Council member, except for in the unusual event that at election all 20

members of the Council are new. The person presiding at the Annuwal Council mesting must give a

casting vote in the event of any eguality of votes for the election of the new mMayor.

In addition to the Declaration of Acceptance to Office as & Councillor of Seaford Town Council, at the
mesting gt which the Mayor iz 2lected hefshe rmust sign & Declaration of Acceptance to the Office of
Mayor of Seaford,_and sign for care of the Mayoral Chains:

The term of office will be Gmited to 1 yeor only, subject to opproval by Full Council. However, o
Maoyor con choose to re-stand as the Moyor the following Municipol Year if they so wish.

Unless hesshe has resigned or been disqualified, the outgoing Mayor continues in the post until
hiz/her successor has been chosen and made 3 valid declaration of office.

The outgoing Mayor will, if present, preside at the meeating to 2lect his/her successor. If the cutgoing
Mayar is not pressnt, the Deputy Mayor shall preside at the meeting to elect the svccessor.
neither the outgoing Mayor or Deputy Mayor are present, the members present shall elect another
member of the Council to presids.

after the new Mayor has been elected, an official photograph will b2 taken and framed for the
Council Chamier.

The Mayor may appoint support such as & Mayor's Consort to accompany snd a3ssist at
sngagemants. The Bayor may also wish to appoint 2 Chaplain or other religious support, fo support
Civic events such as the Mayor's Civic Service and Carol Service as approprigte. They may also attend

five minutes before Full Council mestings  srd-thissauld-to sllow for prayers/reflection before the

mMESting oo ens. Srerrirstesbofere Rl CopaeHmestRes

4, Deputy Mayor

The Deputy Mayor will also be elected at the Annual Couwncil mesting. This pasition is anly activated
when the Mayor is unavailable, the D2eputy is not invited in his/her own right to attend functions it
would be the Mayar's decision whether the engagement should be offered to the Deputy Mayor.

Invitations to engagements should not be sent to (or solicited by) the Deputy Mayor. The Deputy
hayor should not attend functions in his/her own right but only when deputising for the Mayor.

&ll invitations should be sent for consideration to the Mayor as First Citizen (via the Mayor's
secretary| and, if the Mayor cannot attend, it may be appropriate to “pass down" the invitation.
Howewer, this should be by no means automatic or desirable.

an the rare occazions when the Deputy Mayor iz invited to a function in his/her own right thers
should ke 3 clear procedure whereby the invitation iz shown informally to the Mayvor for 2greement,
in order that there is no misunderstanding.

The Ceputy Mayor does not wear hisfher chain of office when the Mayor is attending the sams
function.
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5. Written & Werbal Protocol
The full title of the payor is: The Mayar of 3=aford.
Addressed as: Dear Mr. Mayor or Dear Madam kayor
6. Chain of Office

The Chain of Office should only b2 worn when the Mayor is undertaking official duties in his/her
capacity as kayor.

The Chain of Office may be worn where an officzl invitation has been received for events within the
Town where the Mayor and Town Cowncil Office considers that those present would consider it
approprists to mark the oocasion.

wWhemn attending an event within another Mayor's boundary, that Mayor's permission must be given
for the wearing of the Chain and worn when invited to do so. If this permission is not forthocoming,
the Chain of Office cannot be worn, nor badge of office.

The Mayor is responsible for the Chain during hisfher term of Office. It i insured by the Town
Council, but the Mayor must ensure that it is kept safely and securely in 3 protective case so that it

doss not g2t damaged and should only be worn for official dutiss organised by the Civic Officer. 1T
must not be left unattended in 2 public place (including in & vehicde) and must be kept in the Mayor's
DOSSESSION.

Qutgoing Mayars will be pressnted with & ‘Past Mayors Badge” a2 replica link from the chain, on
complstion of a full term of office, unless they are re-elected as Mayor or have previously recsived a
past Mayor kedal.

The Deputy Mayoer will wear hisfher Chain of Office whilst deputising for the Mayor.
7. Dress Code

The pdayor and Deputy Mayaer should look smart and well-groomed and appropriately dressed at all

ENEaERMEnts.
8. Political Activities
The pdayor's role is apolitical; political points should not be mads. The Mayor should not attend any

political gatherings im his/her capacity as pPayor and no reference 1o politics should be mads during
conwversation or during 3 speech.

The hMayor is not permitted to canvass, leaflet or conduct electioneering during their entire term of
office.

9. Promotion of the Council

The office of Mayor is 3 waluable avenue through which to improve tizs with the local community
and the Mayor has g key role in acting as ambassader, promoting the Town to the wider community.

Thiz miay take & number of farms, including sttending events arrangsd by other organisations as the
Council's official repressntative; lzading in the organisation of and hosting events that fundraise,
recognise achievement and/or service by members of the community or to help in achieving a closer

relationzhip or understanding with crzanisations in the Town.
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It is expected that the Mayor will lzzd in the organisation of fundraising events such as the Mayor's
Quiz and the Mayor's Garden Trail. The Mayor's Secretary will assist in such events by issuing press
relegses and promotion, howsver it should be noted that this is a shared part-time staff resource
which is limited.

10. Managing External Engagements

The Mayor's Secretary is responsible for the Mayor's diary. When the Mayor iz elected in May, thers
will be a meeting arranged to discuss preferred communication about appointments.

#s-bestfera All invitations fs-must come through the Blayor's Secretary; this ensures that the diary
can be kept up to date. The Mayor should notify the Mayor's Secretary of any invitations received,
Rl errespord-$te-30 the Mayor's Secretary can respond directly._If the Mayor is able to attend an
sngagement, —Fthere is a specific Mayoral Engagements Form which will be—ssed_zent to the
organiser of the ewent:; this helps to collect a3l information needed for the Mayor's attendance.

It should e noted that the Mayor's Ssecretary position is part-time.—sgread-over Sdays—and-that

11. website / Social Media
The Mayor's secretary will update the Mayor's section of the website.

The Mayor will b2 encouraged to mansge gest—sr-their Mayoral Facebook page (linked to ths
Seaford Town Council pege). Posting should be mon-political. Posts should highlight the Mayoral
Engegements hosted and sttended, and the Mayoral Charity/Charitiss. The Mayor's page — a5 with
all seaford Town Council peges, will be from time to time monitored by officers to ensure posts and
Comments are approprizte.

12. Mayor's Allowance

Section 15{5) of LG4 1572 =nables 3 Mayor to be gaidaranted an allowancs to meet the expenses of
his/her office. Which is set by the Council whean adoption the Council budget

The Council recognises the need for 3 Mayor's allowance to deal with the expectations of the office
in connection with printing, travel and refreshments. The Mayor has a budgaet which is set by the
Council annually in January. such expenditurs is recorded by the PMayor's Secrstary and pasyments
managed by the Finance Manager. It is important that the purpose to which the allowancs iz put can

withstand public scrutiny.

an occasion, the Mayor may be invited to out of town engagements, it iz expected that #the

Mam&awn—f-u-&d&a—m—de-p#e—t&d—?h&—hlafur wiould use their own Eersc:-nal funds to attend. Susoaf

-Invites to events within

Seaford will usually have priorty over out of town events.

13. Gifrs

When the Mayor attends an event to which he/she has been invited he/she may be pressnted with
a token of appreciation — often in the form of & bouguet of flowers. It is important o remember
that, under the Code of Conduct, any such gifts ower 3 value of £25 must be reported to the Town
Council Office in writing, within 28 days of receipt.

The Mayor/Deputy Mayor should familigrise themselves with the Council's Gifts & Hospitality Policy.
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There may be occasions when the Mayor will need to present a civic gift. Any such gifts will be paid
for cut of the Mayor's Budzst.

14. Mayor's Charities

If the Mayor decides they wish to support & charityljgsl and/or local projects during their term of
office they should ensure that the charity is non-pelitical and non-discriminatory and should bensfit
residents of the Town. Monies must not be donated to profit making businesses established for that
purpose__All monies raised or donated will be banked at Seaford Town Council and coded to the
Mayor's Charitvijesl beine presented to the charity(jgs) at the end of the hMunicpal Year at the
Towmn Forum.

see guidance notes in the appendix regarding charity pot collections.

15. Mayor's Awards

Each year the mMayor eand Young Mayor will be azked to give thought to the civic awards; whether
they will 2zsign categories, how many they will award and the process for nominations. & budget is
agread by the Council annuzlly for both zets of awards.

The rayor and Young Mayor may opt to choose their own recipients or gpen_up the award schems
for nominations from the public. Council Officers will give guidance and support with sither
approach Please also check the Awards Policy.

Momingtions for awardees must however reflect the Council’s Code of Ceonduct and practices;
awardees based solely on political ar religious roles, for example, will therefore not be allowed
unless 3 benefit to the community also outside of their ‘group’ can be evidenced.

Momingtions for Young Mayor's Awsards will either be & young person under the age of 21 ar have
made a significant contribution to the youth service provision within the town.

The civic awards will be presented at the Annual Town Forum; wsually held in l2tettay each year.
16. Mayor's Christmas Card

The Mayor's Secretary will lizise with the Mayor in the productions and distribution of the Mayor's
Christrmas card._This is sent to the sslected individuals on the civic list and others 35 agreed by the
hA3yor

17. Conduct

The Mayaor, when performing official duties, is the visible presence of the Councdil. itis important that
while being _szen_zs warm and friendly, the office of Mayor is upheld with dignity, avoiding
demeaaning the role or acting in a way that could be criticised.

In the first instance, any misconduct by the Mayor or Deputy should be reported to the Monitoring
Officer at Lewss District Council who is responsible for Councillor conduct.

1E. Expected avents
Civic Service
It iz uswsl procedure for the Mayor to have & Civic Service around the start of their Mayoral year.

This service is usually held at & local venueekoseh of the Mayor's choice. f 3 Mayor's Chaplain has
been ggpginted they will liaise with the Mayor regarding the service arrangemeants.
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Note: As this is technically g religious event, o Mayor of non-Christign foith or that follows no refigion
maoy not wish to arrange this service. [f this is the cose on alternotive event con be arronged as an
opportuaity for the public to meet their new Mapor. Ogtions will be discussed with the Mayaor.

Sussex Day

Sussex Day is celebrated officially on 16% June annually. The Projects and Facilities +eamdepartment
arrange & small ceremony to commeamorats the day which is held on the Ssturday closest to the 169
June unless it's required to be moved due to exceptionzl reasons.

The ceremaony is held at the Martelle Towsr on the s=afront. it is led by the Town Crisr and ths
hayor.

Councillars and members of the public are invited to witness the raising of the flag at 12 noon by the
Mayor and hear the proclamation given by the Town Crier. They will then sing along to a rendition of
“tussex by the Sea" if they wish to take part. tesst-Sussesreftsiallsand eRteraimmentare

GeeIoeIEieToEEiIoTozoanocelTooszoozaozomozosaznozzoomrosonoTooon

Armed Forces Day

Armed Forces Day is an event held on & Saturday in late June annually. Iit's arranged by Seaford Town
Council and other arganisations such as the Royal British Legion and the Roval Socisty of 5t George.
It's mainly handled by the Projects and -Facilities despartment.

The Mayor will bz requirsed to attend meetings prior to the event to stay current with ths
preparation details, they will be notified of the meeting dates and times by the Projects and
Facilities department.

am the actual day of the 2vent the Mayor will be required to open the event and give a speach. They
will also be invited to inspect the parads; they should b= made aware of this in the meetings so they
should be prepared. It's also generally good practice for them to stay around for the majority of the
day if possible, as it's one of-5F& Seaford Town Council's main events for the year.

Remembrance Sundaoy

This is an event that is organised by _the Roval British Legion Sesferd Fawr-SouralsFaciitiesTeam
and iz held on the Sunday nearest the 11" November at the War Memorial and 5t Leonard's Church.
The Mayor and Young Mayor lay 8 wreath at the War Memaorial. The Mayor's Secretary orders thesse
from the appointed person at the Royal British Legion.

Blessing of the Christmas Tree

Thiz iz an aptionzl event that some of the Mayors like to arrange. This normally takes place the
Friday before Christmas Magic. It is a short ceremony usually conducted by the Bayor's Chaplain if
gppgintad or vicar of 5t Leonards Church. The Mayor and guests attend.

Seaford Christmas Mogic

The Facilitizs team holds regular meetings throughout the year in preparastion for Christmas Magic.
They will invite the Meyor and Bdayor's Secrstary slong once nesded to discuss the Mayor's
invalvement, such as:

# Jpening the Event

* Window Display judging in conjunction with the Seaford Chamber of Commerce



# Switching on the Christmas Lights

The Mayar may also look at ways in which they can fundraise on the day, such a5 guided walks in the
town.

Maoyor's Carol Service

& Mayor's Carol Z2rvice can be arranged in early December. It is an optional short religious service;

ard-theroforsaptionst. A retiring collection is usually donated to the Mayor's Charity/Charities.
Local dignitaries such as the Lord Lieutenant of E3st Sussex and High Shesriff for Sussex canm be

invited, and refreshments are usvally provided after the service,

A&n alternative civic event could be arranged to raise funds for the Mayor's Charity/Charities_in liew of
a religious service-

Town Forum & NMoyor's Awaords

Thiz is 8 meeting of the residents of the town of Seaford attheend e in May and not a Council
meeting. Councillors sttend the meeting as the public and ths meeting should provide ths
opportunity for local organizations who have received Ceouncil grants to report directly to the
peopls of Sesford. There is an opportunity for guestions to discuss matters sffecting the town.

This is where the Mayor would present amy Civic Awards as mentioned previously in section 15.

19. Young and Deputy Young Mayor

The Young Mayor is @ position held for one Municipal year (May to &pril} with the aim of
reprezenting the views of young people in Seaford, to Seaford Town Council.

The Young Mayar will be supported by a Deputy Young Mayor, who is elected annually in February
at Ssaford Head School, pricr to the annwal peeting of the Council in May, during which ths
previous Deputy is sworn in 25 Young Mayor for the forthcoming year. The Mayor's Secretary and

sgaford Head School are responsible for publicising and carrying out these elections.

The Young Mayor, and Deputy, will be invited to take part in the Civic events and cccasions, some
alongzide the Mayor of Seaford and others representing the Mayor. The young Mayor will be invited
to give talks or speeches where possible, to help build a relationship with the people of s2aford and
increaze their profile.

after—electien At the beginning of the Mesunicipal yesr the new Young Mayor; tae—Town Clerk,
Mayor's secretary and Bdayor of Seaford will meet with the Young Mayor and new Deputy to discuss
plans for the year ahead.

More information can be obtained from the Council’s Young kayor Handbook via the Council Office.



Mayor's Portfolio Appendix 1
Seaford Town Council Collection Pot Guidelines

[based on information from the Fundraising Regulator)

Collecting Money or other property

At the beginning of the Mayor's Municipal Year, the Mayor may choose to nominate a
charity or charitizs. Once the charity has been informed that they have been nominated, the
Mayor needs to ask for 3 Certificate (letter) of Autherity giving the Mayor permission to
callect on their behalf.

Charity Pots — The lzbelling needs to have the charity's;

* Logos [permission must be sought to use any images or logos from the people or

organisation who holds the rights),
= MName,
= Charity number, and
= Address whers ‘Registered in England".

If, there are two charitias it needs to be clear how the funds are going to be split, 2.5.
CO,/50.

Pots left in commercial properties —

Each pot is numbered undernesth. A spreadsheet record is kept of each pot including

= The date left at the premiszes,

Who it was left with i.e. the manager,

The date it was collected back in, and by whom

= Total amount collected

Ideally, they should be chained and The Council hald the key to the lock. If not possible it

should be tied to something secure.

The Mayor needs a letter of authority to collect the pots [and should wear their 5TC name
badge when collecting).

General notes re cash collected
= Unszecured cash must not be left unattendad ie. pots must be secured.

= Charity pots must be brought into the Finance Office at Seaford Town Council to be

counted by 2 Finance Officer.

= |t must be stored in @ secure place if not banked immediately
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* The full amount must be given to the charityls] or split in the way advertizad if more

than one charity. Mo deductions from the cash that you receive must be taken.

= The money will be paid into the 3=2aford Town Council account and coded to “The

Mayor's Charity Funds’ for distribution at the end of the municipal year.

Events organised by others to raise money for the Mayor's Charities je.z. Mad Fundraisi

March]

In any adwvertising by a 2rd party, it must state they are raising funds in support of the
Mayor's Charities and the municipal year” 2. g. 'In support of the Mayor's Charities
2020/2021

Other STC Events
Charity Fots are alzo wsed at Veteran’s and Armed Forces Day and Christmas Magic events.

Veterans znd Armed Forces Day [AFD)— The Royal Society of 5t George [R53G) /The British
L=gion members on the committee borrow the pots to collect on the day for the choszen

Armed Forces Charity. The Projects & Facilities t2am label them up sccordinghy.

The s=ame procedure would apply regarding allocation and collection whether they are left

im shiops prior to the event or allocated to & person collecting an the day.

The Fots are collected and brought in by the volunteers and funds banked by Seaford Town
Council then sent to R55G who present 2 cheque to their charity at a formal dinner in

September

Christmas Mazgic as sbove, but funds are collected to go towards paying for the event.

Reference:

https: fwww. fundraisingregulator.org.uk/code/specific-fundraising-methods/collecting-

maoney-gr-other-property
For advice on running a raffle/tombola or sweepstake

See the Gambling Commission — Bunmning a Lottery

woerw . gamblingcommission.gov.uk
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Mayor's Portfolio Appendix 2
The S5eaford Town Mayor and the Seaford Mace: Protocol

The Mace represents the Civic Authority delsgated to the Mayor as Chair of the Town
Council. This responsibility is delegated to the Deputy Mayor in the Mayor's unavoidable
zhsence.

The Sesford Mace was presented in the reign of Elizabeth |, whose Arms it bears on the
coronet ¢ 1580, It is silver but pre-dates hallmarking and is approximately 15.5% long.

®* The Mazace is by custom carried before the Mayor by the Serjeant at Mace at official
functions. Such functions may include, Announcemeant of Royal Accessions, visits by
the Lord Lieutenant or High Sheriff, at Mayor-making, Civic Services, other civic
functions, church or military Ceremonies, Annual Council Meeting, Town Forum, and
Ceremanies invalving groups of Mayors and other civic dignitarias.

* The Mace is by custom, 12id before the Mayor for regular and extracrdinary meetings
of the Full Council: on its cradle, with the coronet facing to the right of the Mayor
{when facing the room).

*  Mestings of the Full Council may take place without the Mace in an emergency, in
alternative premisss, or in extremis.

* The Mace may be exhibited in Council premises; or in schools, colleges and other
public premisas for educational purpozes.

#  When rested in a Church, the Coronet should face the altar [ Cross [ platform; OR be
wvartical, coronet uppermaost.

®  When the Mace is carriad before the Mayor, it should be held by 3 gloved hand,
upright or on the right shoulder coronst uppermaost of the Serjeant at Mace or 3
Council Officer (NOT a Town Councillor]. In the presence of the Soversign the
position is reversed [coronet downwards) as the authority then rests in the person of
the Sovereign and not in the Mace.

* |n the event of announcements / ceremonies following the death of persons within
the ‘Nationzl and Local Mourning PFrocedure’ the top {coronet) of the Mace should
be draped in a black cloth or have 2 black ribbon affized.

party-political advantage.

Care of the BMace: should include sscure storage [(especially if exhibited), sufficient
insurance, cleaning with warm soapy water and not polishes, and handling / carriage with
zoft cloth ar gloved hands.

If the Mace falls into disuse through changes in custom and practice the representatives of

the Soversign should be consulted abowt its remowal to 2 suitable alternative uss.

Serjeant ot Mace 16/3/2020
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