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Where internet banking arrangements are made with any bank, the Clerk shall be appointed as the
Service Administrator. The bank mandate agreed by the Council shall identify a number of
Councillors who will be authorised to approve transactions on those accounts and a minimum of two
people will be involved in any online approval process. The Clerk may be an authorised signatory,
but no signatory should be involved in approving any payment to themselves.

All authorised signatories shall have access to view the Council’s bank accounts online.

No employee or Councillor shall disclose any PIN or password, relevant to the council or its
banking, to anyone not authorised in writing by the Council or a duly delegated committee.

The Service Administrator shall set up all items due for payment online. A list of payments for
approval, together with copies of the relevant invoices, shall be sent by email to two authorised
signatories.

In the prolonged absence of the Service Administrator an authorised signatory shall set up any
payments due before the return of the Service Administrator.

Two Councillors who are authorised signatories shall check the payment details against the invoices
before approving each payment using the online banking system.

Evidence shall be retained showing which members approved the payment online and a printout of
the transaction confirming that the payment has been made shall be appended to the invoice for
audit purposes.

A full list of all payments made in a month shall be provided to the next Council meeting and
appended to the Minutes.

With the approval of the Council in each case, regular payments (such as gas, electricity, telephone,
broadband, water, National Non-Domestic Rates, refuse collection, pension contributions and
HMRC payments) may be made by variable direct debit, provided that the instructions are signed or
approved online by two authorised members. The approval of the use of each variable direct debit
shall be reviewed by the Council at least every two years.

Payment may be made by BACS or CHAPS by resolution of the Council provided that each
payment is approved online by two authorised bank signatories, evidence is retained and any
payments are reported to the Council at the next meeting. The approval of the use of BACS or
CHAPS shall be renewed by resolution of the Council at least every two years.

If thought appropriate by the council, regular payments of fixed sums may be made by banker’s
standing order, provided that the instructions are signed or approved online by two members,
evidence of this is retained and any payments are reported to the Council when made. The
approval of the use of a banker’s standing order shall be reviewed by the Council at least every two
years.

Account details for suppliers may only be changed upon written notification by the supplier verified
by the Clerk and a member. This is a potential area for fraud and the individuals involved should
ensure that any change is genuine. Data held should be checked with suppliers every two years.

Members and officers shall ensure that any computer used for the council’s financial business has
adequate security, with anti-virus, anti-spyware and firewall software installed and regularly
updated.

. Remembered password facilities other than secure password stores requiring separate identity

verification should not be used on any computer used for council banking.



