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Internal Control Checklist  
To be completed quarterly by two Councillors 
 
We certify that we have carried out the tests detailed below in accordance with the suggested 
approach contained in the 2024 edition of “Governance and Accountability in Local Councils in 
England and Wales – A Practitioners Guide”. Where an entry has been made in column 4, an 
explanation is attached. 
 
Signed……………………………………………………………….....Date…………………………… 
 

1 
Internal Control 

(JPAG Ref.) 
 

2 
Tests 

3 
Initial 
if Yes 

 

4 
No 

5 
Comments 

Previous Internal 
Audit Report 

 

(1.39) Do the minutes record that 
Council has considered the 
Internal Audit Report for the 
previous year and the matters 
arising addressed? 

   

(1.35) Do the minutes record that 
Council has appointed an 
independent and competent 
person? 

   

Proper 
bookkeeping 

 

(1.9) Is the accounting system 
maintained and up to date? 

   

Standing Orders 
and 
Financial 
Regulations 

 

(1.14) Has the Council formally 
adopted Standing Orders and 
Financial Regulations? 

   

(1.15.1/1.9) Has a Responsible Financial 
Officer been appointed? 

   

 Have items or services above 
a de minimis amount been 
competitively purchased? 

   

 Are payments in the 
accounting system supported 
by invoices and have they 
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been authorised and 
minuted? 

(1.15.2) Have payments been 
authorised in the correct 
manner – as per scheme of 
delegation? 

   

(1.17) Has VAT on payments been 
identified, recorded and 
reclaimed? 

   

 Has the Council published the 
appropriate data in 
compliance with the 
Transparency Code 
requirements? 

   

Risk Management 
Arrangements 

 
 

 Does a scan of the minutes 
identify any unusual activity? 

   

(1.32) Has a review of the risk 
register and the actions taken 
taken place? 

   

(1.15.3) Has there been any change of 
supplier bank records?  
Random check to be carried 
out regularly. 

   

(1.33) Is insurance cover 
appropriate and adequate? 

   

Budgetary 
Controls 

 

(1.8) Has the Council prepared an 
annual budget in support of its 
precept? 

   

 Is actual expenditure against 
the budget quarterly reported 
to Council? 

   

 Are there any significant 
unexplained variances from 
budget? 
 

   

(1.20) Have loans and long-term 
liabilities (maintenance 
requirements for leases) been 
budgeted for? 

   

 Have virements been 
approved by Full Council? 

   

Income Controls  
 Is income properly recorded 

and promptly banked? 
   

 Car park spreadsheet.    
 Library cashbook v paying-in 

slips. 
   

 TIC takings.    
 Café takings.    
Debt collection  
 Does allotment and sports 

facility spreadsheets 
balance? 
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 Are security controls over 
cash adequate and effective? 

   

Payroll Controls  
(1.16) Do salaries paid agree with 

those approved by Council? 
   

(1.16) 
 

Has PAYE/NIC/pension been 
properly operated by the 
Council as an employer? 

   

 Are expenses and mileage 
claims completed on the 
correct form and authorised 
appropriately? 

   

Assets Controls  
(1.18) Does the Council keep an 

Assets Register of all material 
assets owned? 

   

(1.18) Is the Register up to date?    
(1.18) Is there an asset disposal 

procedure? 
   

Bank 
Reconciliation 

 

(1.10) Has the Bank Reconciliation 
been completed for the 
previous month-end? If ‘No’ 
how many months have not 
been completed? 

   

(1.10) Have bank statements and 
reconciliation reports been 
signed by a member of the 
Finance Committee? 

   

 Does the balance figure on 
the Reconciliation equal the 
balance on the Bank 
Statements? 

   

 
 

Are any unexplained 
differences explained? 

   

Investments  
(1.11) Are arrangements in place to 

manage funds and surplus 
invested appropriately? 

   

Statement of 
Accounts 

 

(1.12) Is the production of 
statements of accounts 
accurate and timely? 

   

Reserves  
(1.13) Is there a general reserve 

policy in place? 
   

(1.13) Does an annual review of the 
level and purpose of all 
earmarked reserves get 
conducted? 

   

(1.15.5) Is the bank mandate up to 
date? 

   

Review of 
Effectiveness 
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(1.20) Has there been an annual 
review of effectiveness of the 
system of internal control? 

   

(1.24) Ensure that the most recent 
VPAG has been reviewed 
against internal controls. 

   

(1.26) Do all councillors have City 
Council email addresses? 

   

Trust Funds  
(1.43) Are all responsibilities with 

regard to trusts finances 
discharged to the trust? 
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