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Our corporate procurement strategy sets out the vision and strategic aims, which direct and 

govern our procurement activities. 

 

1 Introduction 

 

1.1 Procurement 

 

1.1.1 What is procurement? 

 

Procurement is the process by which we obtain goods, services and works. Procurement is 

more than just purchasing.   The procurement process covers a full lifecycle of activities 

starting with the identification of needs, through to evaluation, purchasing and contract 

management. 

 

Procurement can range from the day to day purchasing of commodities to purchasing key 

strategic items (such as large capital assets), commissioning a survey or buying an entire 

service. 

 

1.1.2 Why is Procurement Important? 

 

All of our Council services involve procurement to some degree. There is a direct link 

between good procurement and the delivery of high quality and cost effective services to our 

customers. 

 

The importance of getting procurement right is reflected in national strategies: 

 

 The Gershon Efficiency Review (2003-2004) carried out by the Government identified 

procurement as one of the most important areas for efficiency gains. 

 The National Procurement Strategy (2003-2006) for Local Government set out how 

councils can improve the delivery and cost effectiveness of high quality services 

through more effective, prudent and innovative procurement practices. 

 Councils have a duty to provide “value for money” and must continually review and 

improve services.  
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1.2 Procurement in Newton Abbot Town Council 

 

1.2.1 Our Vision and Values 

 

Our vision is: - ‘’Newton Abbot will be the business, community, food and cultural 

centre at the Heart of Teignbridge.” 

 

The core objectives below explain how we will achieve this vision: 

 

 To act as a local democratic voice representing everyone; 

 To maintain and improve the environment and health of the community; 

 To help develop and support stable, sustainable and inclusive communities; 

 To provide high quality, cost effective services; 

 To ensure our services are equally accessible to everyone in the community; 

 To provide a focus for the cultural and civic traditions which contribute to our unique 

identity. 

 

As part of the Corporate Procurement Strategy we are committed to: 

 

 Community Involvement – Listening and talking to communities about what they 

want; 

 Service Quality – Doing all we can to improve the quality of our services; 

 Easy Access – Making services open and available for all; 

 Value for Money – Providing the best services at the best possible cost; 

 Sustainable    Procurement – Recognising the economic, social and environmental 

impacts resulting from our procurement behaviour; 

 Business Partnership – working closely with the business community to achieve the 

best for the town; 

 Valuing staff – Town Council staff are a key resource and should be valued and 

respected. 

 

1.2.2 Our Framework 

 

The Council considers the delivery of all of its services in the context of its vision and core 

objectives. 
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2 Vision for Procurement 

 

Our Vision is to ensure that procurement: 

 

 Contributes to delivering the Council’s Vision, Priorities and Objectives; 

 Helps to deliver value for money and improvements in service delivery; 

 Is planned and undertaken in a structured, controlled and coordinated way; 

 Contributes to the delivery of the budget; 

 Utilises and exploits technology to improve services and generate efficiencies; 

 Establishes and develops collaborative opportunities, partnerships and new and 

more effective ways of working. 

 

3 Procurement Aims 

 

We have identified a number of procurement aims to help us achieve our vision which have 

been divided into four themes 

 

Theme   Aim 
  
Efficiency and Effectiveness 
 

 Efficiency and value for money 

 Doing business electronically 

 Effective governance and democratic accountability 

 Standards and controls 

 Risk Management 

 Performance Management 
   
Social Responsibility                
 

 Sustainability (social, economic and environmental) 

 Equality and diversity 

 Fair Trade 

 Fair Employment 
   
Community Focused  
 

 Focus on service needs 

 Community and customer engagement 
   
Partnering Collaboration  
 

 Constructive partnerships 

 Focus on economies of scale where opportune  
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3.1 Efficiency and Effectiveness 

 

3.1.1 Efficiency and Value for Money 

 

We will focus on identifying efficiencies and delivering value for money throughout the 

procurement process. 

 

We will ensure that external consultants will only be used when necessary and in 

accordance with our guidelines and Financial Regulations (Appendix 1). 

 

3.1.2 Doing Business Electronically 

 

We are committed to e-procurement – where possible doing business electronically. We will 

use information and communications technology to improve accessibility and the efficiencies 

and effectiveness of our activities. 

 

We will also encourage our partners and suppliers to do business electronically to reduce 

costs and improve communication. 

 

3.1.3 Effective Governance and Democratic Accountability 

 

We will establish strong and effective governance. Our policies on communication and 

engagement with all stakeholders will contribute to the transparency and accountability of 

the procurement process. 

 

3.1.4 Standards and Controls 

 

We will ensure that all of our procurements comply with legal requirements and regulations. 

Our procurement practices must also meet the Council’s corporate values and high 

standards of ethics and good stewardship. 

 

Procurement is governed by a number of legislative and regulatory sources. The Council’s 

Financial Regulations govern the Council’s operations.   This includes paragraph number 12 

of the Financial Regulations which sets out the financial thresholds for the procurement of 

goods and services. 

 

Health and safety – We are committed to providing a safe and healthy work place and work 

environment for all of our employees, contractors and suppliers. This commitment forms part 

of our corporate health and safety policies and the relevant health and safety issues will form 

part of the contract documentation in the procurement process. 

 

3.1.5 Risk Management 

 

We are committed to limiting a risk - based approach to all aspects of the procurement of 

goods, works and services. We will evaluate and determine the capabilities of suppliers and 

contractors with whom we do business 
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3.1.6 Performance Management 

 

We will continue to establish and develop a culture of performance management. This will 

incorporate a mechanism for monitoring and reporting progress, and a drive for continuous 

improvement. Performance standards will be built into all contracts as appropriate. 

 

3.2 Social Responsibility 

 

3.2.1 Sustainability (social, economic and environmental) 

 

We are committed to sustainable procurement by ensuring that social, economic and 

environmental issues are considered during all stages of a procurement process and as part 

of the whole life of a contract.  We will do this by ensuring that sustainability considerations 

are embedded within our procurement processes and by promoting good practices with 

those with whom we do business. 

 

We are committed to improving community well-being, in both the local and regional 

economies by encouraging local purchasing of goods and services to support and create 

local employment and training opportunities 

 

We are  committed  to  ensuring  that  our  procurement activities  and  those  of our 

suppliers do not have  a detrimental effect  on the  environment and have a positive 

influence on  supporting the Council’s sustainable and environmental aims. We will reduce 

the negative effect on the environment of the products and services that we buy by 

considering the effect of our decisions and by working with suppliers where appropriate to 

ensure that they have a similar commitment. 

 

The details are contained in the Council’s Sustainable Procurement Policy at appendix 2 

 

3.2.2 Equality and Diversity 

 

We strongly  support equal  opportunity,  equal  access and  positive  outcomes for all 

sections  of the  community  when  procuring  goods,  works  and  services. We aim to 

ensure that organisations that provide these on our behalf comply with equality legislation 

and promote equality of opportunity. 

 

3.2.3 Fair Trade 

 

Products from developing countries are often sold at prices that do not afford their producers 

a decent standard of living.    ‘Fair  Trade’  aims  to  alleviate poverty  and  “humanises” the  

trade  process by making the  producer-consumer chain  as  short   as  possible  so  that   

the   consumers  become  aware   of  the culture, identity and conditions in which the  

producers live. 

 

Newton Abbot has been a “Fair Trade   Town” since 2005. We are committed to increasing 

the awareness of Fair Trade throughout the town and, where appropriate, to explore the 

scope for procuring Fair Trade products. 
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3.2.4 Fair Employment 

 

A skilled and competitive workforce is a vital component of the Council’s ability to respond to 

the rapidly changing public sector environment.  We value our staff and give training and 

development a high priority. 

 

We recognise that service reviews and major project procurements may result in a change in 

the way in which services are supplied which could affect our staff. We would seek to 

minimise the negative impact of the procurement process by proper and systematic 

consultation. 

 

3.3 Community Focused 

 

3.3.1 Focus on Service Needs 

 

It is important that the needs of service users are fully analysed and considered during any 

procurement process. This analysis must take account of the current level of met and unmet 

needs and how this may change in the future. 

 

The needs of socially excluded groups and equality groups must be taken into account. 

 

3.3.2 Community and Customer Engagement 

 

We are committed to listening and talking to our communities and customers about what 

they want. Service users and community organisations have a role to play in the options for 

service delivery. 

 

3.4 Partnership and Collaboration 

 

3.4.1 Constructive partnerships 

 

The Town Council recognises the importance of joint working through partnerships as a way 

of delivering: 

 

 More efficient ways of working 

 More cost-effective ways of working and/or 

 New and better models of delivery 

 

A number of partnerships already exist within the Council. The Council is committed to 

challenging and improving these whilst also exploring new opportunities with other local 

authorities, private and voluntary sector organisations. 
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4 Appendices 

 

4.1 Financial Regulations 

 

 
 

NEWTON ABBOT TOWN COUNCIL 

 

FINANCIAL REGULATIONS 
 

Terms:  

 

Reference to the F & A Cttee shall mean the Finance & Audit Committee 

Reference to the RFO shall mean the Responsible Finance Officer (the ‘Town Clerk’ or the 

‘Clerk’ is also the RFO). 

Reference to the DTC shall mean the Deputy Town Clerk. In the absence of the RFO the 

DTC shall have power to act in relation to any authorisation contained in these Regulations. 

   

1.  General  

 

1.1  These Financial Regulations shall govern the conduct of the financial management 

by the Council and may only be amended or varied by resolution of the Council. The 

Council is responsible in law for ensuring that its financial management is adequate 

and effective and that the Council has a sound system of financial control, including 

arrangements for the management of risk and for the prevention and detection of 

fraud and corruption. 

1.2 These Financial Regulations must be read in conjunction with the Standing Orders of 

the Council. The Regulations fulfill the obligations of Standing Order 21. 

1.3  The Town Clerk under the policy direction of the Finance and Audit Committee (F&A 

Committee) shall be responsible for the proper administration of the Council’s 

financial affairs, in accordance with proper practices as set out by Chartered Institute 

of Public Finance and Accountancy/Local Authority Scotland Accounts Advisory 

Committee and National Association of Local Councils. 

1.4  The Town Clerk shall be responsible for the production of financial management 

information.  

 

2.  Annual Budget  

 

2.1  Each Committee/Sub-Committee shall formulate their budgets for submission to the 

F&A Committee in respect of revenue services and capital projects for inclusion in 

the Estimates in due time to allow the setting of the Precept in accordance with the 

requirements of the Precepting Authority. 

2.2  Detailed estimates of the following year’s income and expenditure shall be prepared 

each year by the Town Clerk to comply with current legislation. In addition, sufficient 

APPENDIX 1 



9 
 

details of the forecast income and expenditure for the following two years to allow the 

Council to identify any significant changes shall also be prepared. 

2.3  The F&A Committee shall review the budget and submit them to the Council in due 

time to allow the Council to meet, consider and resolve to set the Precept for the 

following year. The Town Clerk shall make available a copy of the approved budget 

to each Member.  

2.4  The annual capital and revenue budgets shall form the basis of financial control for 

the ensuing year. 

2.5  The three year forecast of Revenue and Capital Receipts and Payments will form the 

basis for medium term financial planning for the Council.  

 

3 Budgetary Control  

 

3.1  Expenditure on the revenue items may be incurred up to the amounts included in 

each approved budget. Large un-spent available amounts may be moved to other 

budget headings or to an earmarked reserve as appropriate by resolution of the 

Council. Delegations and approved signatories are set out in Schedules 1 and 2 

herewith. 

3.2  No expenditure may be incurred which cannot be met from the amount provided in 

the appropriate committee revenue budget unless a virement has been approved by 

the F&A Committee or the Council. (The Accounts & Audit Regulations define 

virement as the transfer of resources from one budget head to finance additional 

spending on another budget head).  

3.3  The Town Clerk shall periodically provide the F&A Committee with a statement of 

income and expenditure to date under each head of the approved annual revenue 

and capital budgets. These figures will be compared to budgeted income and 

expenditure profiles. The report will also include a report on the latest position 

regarding the reserves and funds of the Council. These statements are to be 

prepared at least at the end of each financial quarter. 

3.4  No expenditure shall be incurred in relation to any capital project and no contract 

entered into or tender accepted involving expenditure on capital items unless the 

committees concerned are satisfied that it is contained in the rolling capital 

programme and that the necessary funds are available, or the requisite borrowing 

approval can be obtained. 

3.6  All capital works shall be administered in accordance with Financial Regulation No. 

12 herein. 

 

4.  Statutory Accounts  

 

4.1  The Town Clerk shall be responsible for completing the annual accounts of the 

Council as soon as practicable after the end of the financial year, and in any case in 

accordance with the timescale laid down by the Accounts and Audit Regulations, and 

shall submit them to and report thereon to the F&A Committee.  

4.2 The Town Clerk shall make arrangements for the opportunity for inspection of the 

accounts, books and vouchers and for the display or publication of any Notices and 

statements of account required by Audit Commission Act 1998 and the Accounts and 

Audit Regulations. 

4.3  The Town Clerk shall ensure that there are adequate and effective systems of 

internal audit of the Councils accounting, financial and other operations in 

accordance with proper practices. Any officer or member of the Council shall, if the 

Town Clerk or Internal Auditor requires, make available such documents as 
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necessary for the purpose of the internal audit and shall supply such information and 

explanation.  

4.4  The Internal Auditor shall be appointed by and shall carry out the work required by 

the Council in accordance with proper practices. The internal audit shall be 

competent and independent of the operations of the Council, and shall report to 

Council in writing or in person with at least one written report in respect of each 

financial year. In order to demonstrate objectivity and independence, the Internal 

Auditors shall be free from any conflicts of interest and have no involvement in the 

financial decision making, management or control of the Council.  

4.5 The Town Clerk shall, as soon as possible, bring to the attention of all Councillors 

any correspondence or report from the Internal or External Auditor, unless it is of a 

purely administrative matter. 

 

5 Internal Control 

 

5.1 All accounting procedures and financial records of the Council shall be determined by 

the Town Clerk in accordance with the Accounts and Audit Regulations. 

5.2  The following principles shall be observed, where practicable, in connection with 

accounting duties.  

a)  The duty of providing information, calculating, checking and recording sums due to, 

or from, the Council, should be separated as completely as possible from the duty of 

collecting or dispersing them.  

b)  Officers charged with the duty of examining and checking the accounts of cash 

transactions should not be engaged in any of those transactions if practicable.  

 

6.  Payment of Accounts  

 

6.1  Apart from petty cash payments, all payments shall be effected by cheque, Bank 

Automatic Clearing System (BACS), standing order, or direct debit, drawn on the 

Council’s bankers. 

6.2  All invoices for payment shall be examined and verified by the officer issuing the 

order. Before verifying an invoice, the officer shall satisfy himself/herself that the 

work, goods or services to which the invoice relates, have been received, carried out, 

examined and approved. A second officer will certify the invoice. 

6.3  Duly certified invoices shall be passed to the Deputy Town Clerk (DTC) who shall 

examine them in relation to arithmetical accuracy and authorisation, and shall code 

them to the appropriate expenditure head. S/he shall take all possible steps to settle 

all invoices submitted, and which are in order, within 30 days of their receipt or as 

agreed with the supplier in accordance with the Late Payment of Commercial Debts 

(Interest) Act 1998. In order that a Schedule of Monthly Accounts can be drawn up, 

this will normally be within the calendar month following the month of invoice. 

6.4  The Town Clerk may provide petty cash to officers for the purpose of defraying 

operational and other expenses. Officers on leaving employment must repay any 

petty cash held. Vouchers for payments made shall be forwarded to the RFO with a 

claim for reimbursement:  

a)  The Town Clerk shall maintain a petty cash float of £500 for the purpose of defraying 

operational and other expenses. This limit will be reviewed annually by the Council 

as part of these regulations. Vouchers for payments made from petty cash shall be 

kept to substantiate the payment  

b)  Income received must not be paid into the petty cash float but must be separately 

banked, as provided elsewhere in these regulations. 
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6.5  If thought appropriate by the Council, payment for supplies may be made by variable 

Direct Debit provided that the instructions are signed by two members and any 

payments are reported to Council as made. An annual report, at the beginning of the 

financial year, shall be made to the F&A Committee listing such payments. 

6.6 Where a schedule of BACS payments is drawn up the schedule will be authorised to 

be actioned by the bank by two councillors so authorised by the Council in 

accordance with the cheque signing authorisation. 

6.7 The Town Clerk may, in consultation with the Mayor and Deputy Mayor (in the 

absence of either the Chairman/Vice-Chairman of the F & A Cttee), incur expenditure 

on behalf of the Council which does not exceed the amount provided in the revenue 

budget of that class of expenditure, subject to a limit of £2,500. The Town Clerk shall 

report all such action to the Council or appropriate committee as soon as practicable 

thereafter.  

6.8 The Clerk may, in consultation with the Mayor and Chair of the F & A Committee (or 

the Deputy Mayor or Vice-Chairman in their absence), incur expenditure on behalf of 

the Council which is necessary to carry out any repair replacement or other work 

which is of such extreme urgency e.g. affecting Health & Safety or primary function of 

the Council that it must be done at once, whether or not there is any budgetary 

provision for the expenditure, subject to a limit of £10,000. The Clerk shall report the 

action to the Council as soon as practicable thereafter. 

6.9 Expenditure by an authorised officer by debit or credit card shall be permitted in 

accordance with the appropriate requirements of these Regulations whether or not 

the payments are made on-line or not.  

 

7.  Banking Arrangements and Cheques  

 

7.1  The Council’s banking arrangements, including the bank mandate shall be made by 

the Town Clerk and approved by Council. They shall be regularly reviewed for 

efficiency.  

7.2  Cheques and direct debit payments drawn on the appropriate Council bank account 

referred to in the previous paragraph shall be signed in accordance with these 

Financial Regulations.   

7.3  Transfer of money between bank accounts within the same bank, to maximise 

interest, can only be authorised by the Town Clerk. 

  

8.  Payment of Salaries and Wages  

 

8.1  As an employer, the Council shall make arrangements to meet fully the statutory 

requirements placed on all employers by PAYE and National Insurance Legislation. 

Arrangements for the payment of all salaries and wages shall be made by the Town 

Clerk in accordance with the payroll records and in accordance with each employee’s 

contract of employment. 

8.2  All time sheets shall be certified as to accuracy by or on behalf of the Town 

Clerk/DTC. 

 

9.  Loans and Investments  

 

9.1  The Council has an Investment Strategy in line with current best practice, and all 

investments will be in line with the CIPFA Code of Conduct (see Appendix on page 

13). All loans and investments shall be negotiated by the Town Clerk with the 

assistance of the DTC, in the name of the Council, and shall be for a set period of 
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time in accordance with Council policy. This Strategy shall be reviewed at least 

annually. Changes to loans and investments should be reported to the F&A 

Committee at the earliest opportunity. 

9.2  All investments of money under the control of the Council shall be in the name of the 

Council. 

9.3  All borrowings and operations leases shall be effected in the name of the Council. All 

such agreements shall be authorised by the F&A Committee and documents signed 

by the Town Clerk as Proper Officer. 

9.4  All investment certificates and other documents relating thereto shall be retained in 

the custody of the Town Clerk. 

  

10.  Income  

 

10.1  The collection of all sums due to the Council shall be the responsibility of and under 

the supervision of the Town Clerk.  

10.2  Particulars of all charges to be made for work done, services rendered or goods 

supplied shall be notified to the Town Clerk shall be ultimately responsible for the 

collection of all accounts due to the Council.  

10.3  The Council will review all fees and charges annually, following a report from the 

Town Clerk.  

10.4  Bad debts – Any sums found to be irrecoverable and any bad debts be reported to 

the Council and shall be written off in the year they occur. Debts below a de-minimis 

level of £100 (which will be reviewed annually by the Council as part of these 

regulations) may be written off by the Town Clerk. Debts above this limit may only be 

written off following approval by the F&A Committee.  

10.5  All sums received on behalf of the Council, shall either be paid to the Town Clerk for 

banking or be banked by the officer collecting the money as directed by the Town 

Clerk. In all cases, all receipts shall be deposited with the Council’s bankers with 

such frequency as the Town Clerk considers necessary.  

10.6  A reference to the related debt, or otherwise, indicating the origin of each cheque, 

shall be entered on the paying-in slip.  

10.7  Every transfer of official money from one member of staff to another shall be signed 

for by the receiving officer. Personal cheques shall not be cashed out of money held 

on behalf of the Council. 

10.8  The Town Clerk shall promptly complete any VAT return that is required. Any 

repayment claim due in accordance with the VAT Act 1994 section 33 shall be made 

at least annually coinciding with the financial year end.  

10.9  The Town Clerk shall take such steps as are agreed by the Council to ensure that 

more than one person is present when cash is counted, and that there is 

reconciliation to some form of control such as ticket issues, and that the appropriate 

care is taken in the security and safety of individuals banking such cash.  

  

11.  Orders for Work, Goods and Services  

 

11.1  An official order or letter shall be issued by authorised Officers only, for all work, 

goods and services unless a formal contract is to be prepared or an official order 

would be inappropriate e.g. petty cash purchases.  Copies of orders issued shall be 

maintained. 

11.2  Order books shall be controlled by the DTC. 
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11.3  All officers are responsible for obtaining value for money at all times. An officer 

issuing an official order is to ensure as far as reasonable and practicable that the 

best available terms are obtained in respect of each transaction.  

11.4  The Town Clerk shall verify the lawful nature of any purchase before the issue of any 

order, and in the case of new or infrequent purchase or payments, the Town Clerk 

shall ensure that the statutory authority shall be reported to the meeting at which the 

order is approved so that the Minutes can record the power being used.  

 

12.  Orders, Contracts and Consultants: Procedural Requirements 

  

12.1 Expenditure shall only be incurred if authorised in accordance with the above 

regulations and: 

 

 by virtue of an official order signed (or otherwise authorised) by an officer;  

OR 

 by a contract or agreement entered into in accordance with the procedures 

set out below. 

 

12.2 All contracts shall be in an approved form with appropriate legal advice obtained as 

required. No works shall commence until the documents have been signed. 

 

12.3 Contractual considerations 

 

The contract must be in writing or electronic form capable of providing a permanent record in 

writing. 

 

a) The contract must clearly specify the services, supplies or work to be provided. 

 

b) The contract must clearly specify the price to be paid net of discounts and including 

any Value-Added Tax in £ Sterling. 

 

c) The contract must specify the time or times within which the contract is to be 

performed. In the case of all contracts exceeding £75,000 the contract must specify 

the liquidated damages to be paid by the contractor if the contract is not completed at 

the specified date. 

 

d) The contractor must be required to hold appropriate insurance to satisfy the 

requirement within each contract to indemnify the Council in the event of any claim in 

respect of employers’ liability or in the event of any loss. 

 

e) No clause will be inserted in any contract which would unfairly discriminate against a 

contractor in any member state of the EU. 

 

f) For employers’ liability, the level of cover should be at least £10m.  

 

g) For Public Liability, it is unlikely that cover of less than £10m will be acceptable. 

 

h) Every contract must contain an anti-corruption clause. 

 

i) Every contractor must obtain the written permission of the Council before assigning 

or sub-letting the contract or any part of it. 
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j) For values in excess of £250,000 the contract must require the completion of a 

performance bond or parent company guarantee. 

 

k) All contracts must comply with the law and the policies of the Council. 

 

l) If a contract is terminated because a contractor has gone into receivership, 

administration, liquidation or other similar reason, any novation of the contract with a 

third party shall be subject to the approval of the Council. 

 

12.4 Purchase Orders - Quotation Procedures 

 

All orders shall be in a prescribed form, and must be signed (or otherwise authorised) 

by the designated officer. 

 

a) When the estimated cost of an order is more that [£5,000] but not more than 

£25,000*, at least three competitive quotations should normally be sought and the 

best value quotation accepted. Exceptions to this rule shall be when any order 

involves an insurance claim when the requirements of the insurance company or 

their loss adjuster shall apply, or when there is an insufficient number of suitable 

suppliers. 

 

b) The specification must be sent to the invited suppliers requiring that the quotation be 

returned to the Clerk (or nominated officer) in plain envelopes marked “quotation 

for....” and specifying a closing date. The number of suppliers invited should normally 

not be less than three (unless the exceptions set out in 7.3.1 apply). 

 

c) The quotations will be opened by the Clerk in the presence of at least two members 

of Council and will be recorded in a permanent record to be signed by those present. 

 

d) Acceptance of anything other than the lowest quotation is only to be done with the 

approval of the Clerk and the reasons for such a decision must be formally recorded 

and reported to the Council. 

 

e) Where the estimated cost is £25,001* or more a transaction will be subject to the full 

tendering procedures set out below, unless otherwise approved by the Council. 

 

f) The placing of purchase orders in respect of all individual transactions which are 

estimated to cost £25,001* or more must be approved by the Council. The 

submission shall include details of the competitive processes employed and the 

prices obtained. 

 

12.5 Tendering Procedures 

 

a) The Town Clerk will consult with the Council’s advisors regarding which contractors 

should be included on a tender list. A draft list will be circulated to Council for 

comment and approval. All contractors on the list shall provide contact details where 

the Council can obtain financial and technical references and the Council will seek to 

ensure that any information it holds regarding each contractor is kept up to date. 
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b) Tender lists where the estimated cost is £25,001* or more shall be reported to the 

Council. 

 

c) Tenders shall be obtained by whichever of the following methods is most appropriate: 

 

 by invitation to contractors selected after advertisement or from an approved 

list including use of the Contracts Finder Website (www.gov.uk/contracts-

finder). The number of tenders to be invited should not normally be less than 

three and can only be less than three with specific approval from the Council; 

 for work of a character for which there is a limited number of contractors, by 

invitation to known contractors in the particular field;  

 in exceptional circumstances, by invitation to a contractor selected by the 

Council. 

 

d) Tenders shall be opened together in the presence of at least three people of whom 

one shall be the Clerk (or designated officer delegated this task) and two shall be 

members of the Council. A list of tenders received will be recorded and signed by 

those present. 

e) The Town Clerk and members present may accept the successful tender provided it 

is the lowest. The approval of the Council must be obtained if the tender being 

recommended for acceptance is other than the lowest. The reasons for the 

recommendation must be set out in a report and recorded. 

f) The Town Clerk shall be responsible for ensuring that a formal record is kept of all 

tender proceedings and documentation. 

g) For contracts over a value of £172,514 or £4,322,012 see the 2015 regulations.  

 

12.6 Administration of Contracts 

 

a) The successful tenderers for major capital contracts shall be asked to provide the 

guarantee of an insurance company bond or other suitable insolvency cover 

approved by the Council in a sum normally equal to 10% of the tender sum. 

 

b) Payment to contractors on account of authorised contracts shall only be made on a 

certificate signed by, or on behalf of, the person named in the contract and shall 

show the gross value to date, retention money, amount paid to date and the amount 

now certified. 

 

c) The Town Clerk, in consultation with [the Mayor or Chair of F&A Committee, may 

vary contracts on their original terms and conditions by anything up to [10%] of the 

original value for contracts with a value of up to £50,000 or 5% (subject to a limit of 

[£10,000]) if the approval of the Council is required for scheme changes during 

contract. 

 

d) Decisions regarding whether any claim for liquidated damages should be pursued 

are delegated to the Town Clerk. 

 

e) Where term contracts or schedules of rates have been employed, the Clerk shall 

submit to the Council quarterly a report setting out the values of works placed with 

each contractor. 

 

 



16 
 

12.7 Signatories for Contracts and other Legal Documents 

 

Where a contract or other legal document requires signature those documents may be 

signed by any [2] authorised officers or any other Council Member as agreed by the Council.  

 

13.  Stores and Equipment  

 

13.1  The officer in charge of each section shall be responsible for the care and custody of 

stores and equipment in that section.  

13.2  Delivery notes must be obtained in respect of all goods received into store and goods 

must be checked as regard to quality and/or quantities at the time delivery is made 

and signed as received on the delivery note which is passed into the office. 

13.3  Stocks shall generally be maintained at the minimum levels consistent with 

operational requirements.  

13.4  The Departmental Managers shall be responsible for arranging an annual check of all 

stocks and stores and inventory.  

 

14.  Properties and Estates  

 

14.1  The Town Clerk shall make appropriate arrangements for the custody of title deeds 

of properties owned by the Council. The Town Clerk shall ensure a record is 

maintained of all properties owned by the Council, recording the location, extent, 

plan, reference, purchase details, nature of the interest, tenancies granted, rents 

payable and purpose for which held in accordance with Accounts and Audit 

Regulations. 

14.2  No property shall be sold, leased or otherwise disposed of without the authority of the 

Council, with the exception of the de minimis limit of £1,000 in which case the Town 

Clerk has delegated authority. 

14.3  The Town Clerk shall ensure that an appropriate and accurate Register of Assets 

and Investments is kept up to date. The continued existence of tangible assets 

shown in the Register shall be verified at least annually. Assets with a purchase price 

or value greater than £1,000 shall be included in the Register. 

 

15.  Insurance  

 

15.1  The Town Clerk in consultation with the DTC shall effect all insurances and negotiate 

all claims on the Council’s insurers. Such insurance shall be subject to competitive 

quotations every 5 years. 

15.2  The Town Clerk shall in co-operation with the DTC take prompt action to ensure all 

new risks, properties or vehicles which require to be insured and of any alterations 

affecting existing insurances. 

15.3  The Town Clerk and the DTC shall keep a record of all insurances effected by the 

Council and the property and risks covered thereby and review the scope and extent 

of the cover annually at renewal time.  

15.4  The Town Clerk and DTC shall be notified of any loss, liability or damage or of any 

event likely to lead to a claim, and report these to Council at the next available 

meeting. 

15.5  All appropriate employees of the Council shall be included in a suitable fidelity 

guarantee insurance which shall cover the maximum risk exposure as determined by 

the Council. 
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15.6  Security – Each employee is responsible for maintaining proper security at all times 

for all buildings, stocks, stores, furniture, equipment, cash and all property belonging 

to the Council under their control. Keys to safes and similar receptacles are to be 

carried on the person of those responsible at all times, any loss of such keys must be 

reported to the Town Clerk or DTC immediately. 

 

16  Risk Management  

 

16.1  The Council is responsible for putting in place arrangements for the management of 

risk. The Clerk shall prepare, for approval by the Council, a risk management policy 

statement in respect of all activities of the Council. Risk policy statement and 

consequential risk management arrangements shall be reviewed by the Council at 

least annually. 

16.2 The DTC and the Town Clerk shall be responsible for the setting and maintenance of 

a Risk Register for the Council. This shall be reviewed by the Finance & Audit 

Committee at least annually. 

16.3  When considering any new activity, the Clerk with the DTC shall prepare a draft risk 

assessment including risk management proposals for consideration and adoption by 

the Council.  

 

17.  Revision of Financial Regulations  

 

17.1  It shall be the duty of the F & A Committee to review the Financial Regulations of the 

Council from time to time. 

17.2  The Town Clerk shall make arrangements to monitor changes in legislation or proper 

practices and shall advise the Council of any requirement for a consequential 

amendment to these Financial Regulations.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Newton Abbot Town Council 

Financial Regulations January 2015 –  

*Public Contracts Regulations 2015 

Reviewed Date: July 2016 
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SCHEDULE 1 

 

Delegation to Designated Officers 

 

Authority to place orders, certify invoices and approve payments. 

Clerk/RFO; Deputy Clerk; Admin Assistant 

 

Authority to place orders where the estimated value does not exceed £15,000 (without 

an express Council instruction e.g. specific contract) 

Clerk/RFO; Deputy Clerk 

 

In the absence of any officer, the Mayor or his nominee may act for that officer. 

 

________________________________________ 

 

 

SCHEDULE 2  

 

Bank Signatories and Limits for Lloyds Bank Accounts and Debit or Credit cards 

 

A. Members of Council 

Mayor; Deputy Mayor; Chairman of F & A Cttee; Vice-Chairman of F & A Cttee 

B. Officers 

Clerk; Deputy Clerk; Admin Assistant 

 

Limits for payments from bank accounts 

Any single signatory £500 

Any three signatories from lists A & B £15,000 

 

Credit/Debit Cards/ Prepaid Cards 

Clerk/RFO and Deputy Clerk £5,000 per month 

Events Co-ordinator £2,500 per month 

Town Development Manager £2,500 per month 

Museum Curator £2,500 per month 

Cards may not be used for private transactions. 
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NEWTON ABBOT TOWN COUNCIL 

INVESTMENT STRATEGY & POLICY 
 

A. Introduction and Strategy 

 

Newton Abbot Town Council has a substantial capital fund named ‘The Capital Account’, 

also from time to time may have surplus funds in its bank account. It is important that these 

funds are invested prudently, with full recognition of the Town Council’s responsibility to the 

Council Tax payer, and with regard to the priority for security and liquidity of those 

investments. 

 

The Town Council is required by the Local Government Act 2003 to have in place an 

Investment Policy (see also paragraph 8. of the Council’s Financial Regulations). The policy 

must be approved by the Town Council, but may be varied from time to time as 

circumstances alter. The Investment Strategy and Policy will be a public document as 

defined by the Freedom of Information Act 2000.  This document sets out the Town 

Council’s policy for managing any investments that it makes 

 

B. Policy 

 

1. Cash not immediately required: 

 

1. To retain not less than [two] month’s average working capital requirement in current and 

deposit accounts giving immediate access; 

 

2. To place an agreed percentage of such other funds on deposit of up to one year’s 

duration, depending upon the prevailing interest rates and forecast cash flow requirements; 

 

3. Funds only to be deposited or invested with: 

 

(a) UK clearing banks or their subsidiaries, together with those former major building 

societies now banks, subject to their being assigned a long-term credit rating of ‘A’ or 

above from Standard and Poors or Moody’s Investment Services Inc; 

(b) UK Government stocks; 

(c) UK local authority stocks and bonds. 

 

2. Investments/Shares: 

 

To hold UK shares that comply with the Trustee Act 2000 in such quantity as the Council 

shall from time to time approve as a medium to long term investment, or to hold Government 

Bonds (Gilts) or to hold cash. 

 

Philip A Rowe 

Town Clerk 

 

Adopted 30/01/2008 

Reviewed November 2010 

Reviewed March 2011 

Reviewed November 2014 

Revised January 2015 

APPENDIX 2 
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Revised April 2016 

 

4.2 Appendix 2 – Environmental Procurement 

 

1. Using less 

 

The best environmental option is to procure and use less. This will conserve resources, 

reduce pollution as well as significantly reducing the amount of waste produced. 

 

Before buying any goods officers should consider whether consumption can be reduced by 

reusing or repairing existing materials and goods. Officers should also investigate whether 

alternative procedures can be put in place which remove the need to buy goods and 

services. For example, can goods be shared, borrowed or loaned rather than purchased 

 

2. Procurement 

 

Procurement decisions should be based on environmental criteria along with other major 

factors such as value for money, quality and whole life costs. Officers should assess whether 

goods and services: 

 

 Are durable, reusable, refillable or recyclable; 

 Contain reused, recycled or renewable raw materials; 

 Are energy and resource efficient; 

 Use minimum packaging and encourage waste reduction; 

 Are non (or minimum) polluting; 

 Promote Fairtrade; 

 Support the local economy; 

 Are locally produced; 

 Are free from ozone depleting substances, solvents, volatile organic compounds   

and    other     substances   damaging    to    health    and    the environment; 

 Are from certified sustainable sources e.g.  FSC approved;  

 Cause minimal   

 damage to the environment in their production,  

 distribution, use and disposal; 

 Are on the most competitive terms having regard to Best Value  
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Preference should be given to goods that have been independently certified by a credible 

certification scheme such as but not exclusively: 

 

 

  

 
The European Ecolabel 

 

 
The Forestry Stewardship Council 

 

 
The Nordic Swan 

 

   

   
 

The Mobius Loop 
 

 
Fairtrade 

 
The European Mark Energy Label 
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3. Whole life costs of goods and services 

 

Officers should take into account all aspects of costs including running and disposal costs as 

well as the initial purchase price. The main elements to consider when considering Whole 

Life Costs are: 

 

Direct running costs – e.g. resources used over the life time of the product or service such 

as energy, water; 

 

Indirect costs – e.g. loading on cooling plant arising from energy inefficient equipment, 

maintenance costs, training; 

 

Administration costs – e.g. COSHH overheads from buying hazardous products requiring 

additional controls and special handling and disposal; 

 

Spending to save – e.g. investing in higher levels of insulation to save heating and reduce 

bills; 

 

Cost of disposal – e.g. paying a premium at the outset to reduce waste by choosing a 

product which is more durable, re-usable and recyclable and does not contain hazardous 

substances requiring disposal in a special way. Consideration should be given to current and 

impending legislation. 

 

After considering these aspects, it may mean value for money is provided by investing in a 

more expensive product or service initially, to reduce costs in the long run. 


