

Oakham Town Council Financial Regulations
[bookmark: _Toc209356195]Appendix 2: Authorising expenditure
1. Expenditure Authorisation Process
Before any expenditure is authorised, the Responsible Financial Officer (RFO) must confirm the following:
· Expenditure Compliance - Expenditure is within the approved budget, or if it exceeds the budget, formal approval has been granted by Council resolution.

· Legal Power to Spend - That Council has the statutory or discretionary authority to incur the expenditure.

· Procurement - All procurement requirements have been satisfied.

· Supporting documentation - Including the banking mandate, has been reviewed and verified for accuracy and completeness.

Where proposed expenditure exceeds £5,000, a separate recorded resolution of the Council is required before funds may be released in accordance with Clause 5.15 of the Financial Regulations, (see Appendix 3).
2. Step-by-Step Authorisation Guide

2.1. Expenditure Compliance

2.1.1. Budget Compliance – Clause 5.15
Expenditure must remain within the limits of the approved budget. If a proposed payment exceeds the budget, refer to Step 2.1.2 for procedures on securing Council approval.

2.1.2. Approval Outside the Budget – Clause 5.17
Expenditure outside the approved budget must be authorised by Council resolution. The resolution must:
· Clearly state and justify the reason for the expenditure
· Confirm the Council’s legal power to spend
· Be recorded in the minutes and supported by documentation


2.2. Legal Power to Spend – Clause 5.2
Before authorising any payment, the RFO or Clerk must confirm that the Council has the statutory or discretionary power to incur the expenditure.
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2.3. Procurement – Clauses 5.1–5.12, 5.15, 5.18

2.3.1. Contracts Finder Requirements for Councils

Under the Public Contracts Regulations 2015 and PPN 01/23:

· If a council advertises a contract opportunity (e.g. via a website, trade publication, or newspaper), it must also publish the opportunity on the Contracts Finder website.
· Regardless of whether the opportunity was advertised, councils must publish details of any contract award over £30,000 including VAT on Contracts Finder.
· This applies to sub-central contracting authorities, including parish and town councils.
· Award notices must include supplier details, contract value, and whether the supplier is a small or medium-sized enterprise (SME) or voluntary, community and social enterprise (VCSE).



2.3.2. Procurement Thresholds – Clause 5.6 – 5.10
	Contract Value 
	Requirement
	Clause

	Over £60,000 including VAT 
	Open tender process
	5.6

	£30,001–£60,000 including VAT 
	Public Contracts Regulations apply
	5.7

	£3,000–£30,000 excluding VAT
	Three fixed-price quotations
	5.8

	£500–£3,000 excluding VAT
	Three estimates
	5.9

	Below £500 excluding VAT
	Clerk ensures value for money
	5.10



2.3.3. Exceptions - Clause 5.12
Competitive pricing is not required for:
· Specialist services
· Sole suppliers
· Contract extensions (Clause 5.12)

2.3.4. Bank Mandate Authorisation Levels (excluding VAT) - Clause 5.15
	Amount 
	Minimum Authorisation Required
	Clause

	Below £500
	Clerk under delegated authority
	5.15

	£500–£2,000
	Clerk in consultation with Chair
	

	£2,000–£5,000
	Two councillors
	

	Over £5,000
	Full Council resolution
	



2.3.5. Supporting Documentation – Clauses 5.5–5.8, 5.15, 5.20, 7.1
To authorise expenditure, the following documents must be reviewed and retained:
· Invoices – Verified for accuracy and prior approval
· Purchase Orders – Required for purchases over £250 excluding VAT
· Approval Records – Supported by Council resolutions or auditable evidence
· Tender/Quotation Documents – Where competitive pricing is required
· Bank Mandate – Must list authorised signatories, define their roles, and require dual authorisation for all transactions.

3. When a Council Resolution Is Required – Clauses 5.15, 5.17 - 5.18, 6.7(iii)
A formal resolution is required for:
· Expenditure over £5,000 excluding VAT
· Exceptional or non-routine payments
· Restricted or sensitive items
· Any spending outside the approved budget

4. Other Rules - Clause 5.1, 5.18
· No contract splitting to avoid thresholds (Clause 5.11)
· Emergency spending up to £3,000 excluding VAT may be authorised by the Clerk (Clause 5.18)


5. Calculating the Section 137 Cap – FY 2025

For financial year 2025:
	


· Appropriate sum per elector: £11.10
· Electoral register: 9,000 electors
· Total Section 137 cap: £99,900
(Calculated as 9,000 × £11.10)
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6. [bookmark: _Hlk209428763][bookmark: _Hlk209394081]Example authority to spend within budget below £3,000 excluding VAT

6.1. Proposal: That Council approves expenditure of £[amount] for [brief description of works/services], charged to budget [budget code — name] for [Financial Year]. 
Proposed by: Cllr [Insert Name]
Seconded by: Cllr [Insert Name]
Vote: [Insert Outcome]

6.2. Minute no. [00/20YY]
Council approved expenditure of £[amount] for [brief description of works/services], charged to budget [budget code — name] for [Financial Year]. 
The Responsible Financial Officer certifies that the expenditure falls within the approved budget ([budget code — name]) for [Financial Year], is authorised by statutory authority under [Insert Legal Power]and that supporting documentation is retained and available for audit.
Proposed by: Cllr [Insert Name]
Seconded by: Cllr [Insert Name]
Vote: [Insert Outcome]

7. Example authority to spend within budget above £3,000 excluding VAT

7.1. Proposal: Procurement has been completed and three fixed-price quotations obtained.
	[Supplier A]
	£[Amount]

	[Supplier B]
	£[Amount]

	[Supplier C]
	£[Amount]



Council resolves to authorise expenditure of £[Insert Amount] (excl. VAT) for [Insert Description], to be supplied by [Insert Preferred Supplier Name].
Proposed by: Cllr [Insert Name]
Seconded by: Cllr [Insert Name]
Vote: [Insert Outcome]
7.2. Minute no. [00/20YY]
Council has approved expenditure of £[Insert Amount] for [Insert Description], supplied by [Insert Preferred Supplier Name]. 
The Responsible Financial Officer certifies that the expenditure falls within the approved budget ([budget code — name]) for [Financial Year], is authorised by statutory authority under [Insert Legal Power] and that supporting documentation is retained and available for audit.
Proposed by: Cllr [Insert Name]
Seconded by: Cllr [Insert Name]
Vote: [Insert Outcome]


8. Example authority to spend outside budget and above £5,000 excluding VAT

8.1. Proposal: Council approves expenditure of £[Insert Amount], which lies outside the approved budget for [Insert Financial Year]. The spend is justified by [Insert Reason] and supports [Insert Strategic Objective]. 
Procurement has been completed and three fixed-price quotations obtained.
	[Supplier A]
	£[Amount]

	[Supplier B]
	£[Amount]

	[Supplier C]
	£[Amount]



Council further resolves to authorise expenditure of £[Insert Amount] for [Insert Description], to be supplied by [Insert Preferred Supplier Name].
Proposed by: Cllr [Insert Name]
Seconded by: Cllr [Insert Name]
Vote: [Insert Outcome]
8.2. Minute no. [00/20YY]
Council approved expenditure of £[Insert Amount] for [Insert Description], supplied by [Insert Supplier], as a justified exception to the approved budget for [Insert Financial Year]. The spend is supported by [Insert Reason] and aligns with [Insert Strategic Objective].
The Responsible Financial Officer certifies that the expenditure is authorised by statutory authority under [Insert Legal Power] and that supporting documentation is retained and available for audit. Release of funds above £5,000 will be subject to further authorisation by Full Council.
Proposed by: Cllr [Insert Name]
Seconded by: Cllr [Insert Name]
Vote: [Insert Outcome]



Appendix 3: Release of funds for significant payments
Payments exceeding £5,000, are subject to stricter controls and procedures to ensure transparency, legal compliance, and value for money. 
1. Authorising release of funds 
Any payment exceeding £5,000 must be authorised by a resolution of full council, followed by a separate resolution confirming approval prior to payment.
When seeking authority to release funds best practice recommends including the following details in the release for payment record:
· Supplier name
· Purpose of expenditure
· Amount
· Authorising minute reference

Optionally, councils may also include:
· Budget heading
· Relevant legal power

1.1. When Budget Heading and Legal Power Can Be Omitted

· The original authorising minute clearly stated the budget heading and legal power.
· The payment release is explicitly linked to that authorising minute (e.g. “as authorised under Minute OTC/2025/092”).
· The RFO confirms that the payment is within the approved authority to spend and that no changes have occurred since authorisation.
· Supporting documentation is retained and available for audit.

1.2. When It’s necessary to Include Budget Heading and Legal Power

· If the original authorisation was vague or bundled and didn’t specify the legal power or budget heading.
· If the release is being approved by a different body (e.g. a committee rather than full Council).
· If the payment is unusual, high-risk, or externally scrutinised (e.g. grant-funded or subject to FOI).

1.3. Best Practice

· Even when not strictly required, including the budget heading and legal power in the payment release minute.
· Reinforces transparency
· Strengthens the audit trail
· Makes the minute self-contained for future reference
2. Example release of funds budget heading and legal power omitted

2.1. Proposal:  Council authorises the release of the following payments, each properly authorised by Council resolution and verified by the Responsible Financial Officer:
	Supplier
	Purpose
	Amount
	Authorising Minute Reference

	[Supplier A]
	[Purpose A]
	[Amount A]
	[Minute Reference A]

	[Supplier B]
	[Purpose B]
	[Amount B]
	[Minute Reference B]

	[Supplier C]
	[Purpose C]
	[Amount C]
	[Minute Reference C]



2.2. Minute no. [00/20YY]
Council authorised release of the following payments:
	Supplier
	Purpose
	Amount
	Authorising Minute Reference

	[Supplier A]
	[Purpose A]
	[Amount A]
	[Minute Reference A]

	[Supplier B]
	[Purpose B]
	[Amount B]
	[Minute Reference B]

	[Supplier C]
	[Purpose C]
	[Amount C]
	[Minute Reference C]



The RFO confirms that invoices match the authorised expenditure, goods and services have been received in full, payments are within the approved budget and will be executed by two authorised signatories. 
Proposed by: Cllr [Insert Name]
Seconded by: Cllr [Insert Name]
Vote: [Insert Outcome]


3. Example release of funds budget heading and legal power included

3.1. Proposal:  That Council authorises and approves the release of the following payments. 
	Supplier
	Purpose
	Amount
	Minute Reference
	Budget Heading
	Legal Power

	[Supplier A]
	[Purpose A]
	[Amount A]
	[Minute Ref A]
	[Budget A]
	[Legal Power A]

	[Supplier B]
	[Purpose B]
	[Amount B]
	[Minute Ref B]
	[Budget B]
	[Legal Power B]

	[Supplier C]
	[Purpose C]
	[Amount C]
	[Minute Ref C]
	[Budget C]
	[Legal Power C]



3.2. Minute no. [00/20YY]
Council authorised release of the following payments 
	Supplier
	Purpose
	Amount
	Minute Reference
	Budget Heading
	Legal Power

	[Supplier A]
	[Purpose A]
	[Amount A]
	[Minute Ref A]
	[Budget A]
	[Legal Power A]

	[Supplier B]
	[Purpose B]
	[Amount B]
	[Minute Ref B]
	[Budget B]
	[Legal Power B]

	[Supplier C]
	[Purpose C]
	[Amount C]
	[Minute Ref C]
	[Budget C]
	[Legal Power C]



The RFO confirms that invoices match the authorised expenditure, goods and services have been received in full, payments are within the approved budget and will be executed by two authorised signatories. 
Proposed by: Cllr [Insert Name]
Seconded by: Cllr [Insert Name]
Vote: [Insert Outcome]
.
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