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Internal Monitoring Check List 

Month: ………………………. 2022

	Task
	Seen
	Comments
	Complete

	
	Yes
	No
	
	

	Financial
	
	
	
	

	Invoice folder completed for previous month
	
	
	
	

	All bank statements filed correctly (all accounts)
	
	
	
	

	Bank Reconciliation completed for previous month
	
	
	
	

	Paying in book

(Date of last banking)
	
	
	
	

	Authorisation of payments record filed
	
	
	
	

	Has VAT been reclaimed?

(April, July, October, January)
	
	
	
	

	Payroll/Staff
	
	
	
	

	Monthly Payroll pack filed

(Previous month)
	
	
	
	

	TAX & NI Paid up to date 

(Enter date of last payment)
	
	
	
	

	Staff Handbook
	
	
	
	

	Current HR Policies
	
	
	
	

	Agenda & Minutes
	
	
	
	

	Agendas signed and filed for previous month
	
	
	
	

	Minutes signed and filed for previous month
	
	
	
	

	Decisions managed and tracked
	
	
	
	

	Cemetery
	
	
	
	

	Register of Burials up to date

(Enter date of last entry)
	
	
	
	

	Map of Graves/Plan of cemetery up to date with register
	
	
	
	

	Due Process
	
	
	
	

	Standing Orders – Reviewed by Cllrs and/or agreed at PC Meeting


	
	
	
	

	Asset Register – Updated
	
	
	.
	

	Annual Risk Assessment –

Carried out
	
	
	
	

	Annual Budget being reviewed following External Auditors‘ comments
	
	
	
	


	Task
	Seen
	Comments
	Complete

	
	Yes
	No
	
	

	Planning
	
	
	
	

	Planning files created

(Checked against Planning Agenda for recent application)
	
	
	
	

	Miscellaneous
	
	
	
	

	Play Inspection Check List

(Date of last inspection)
	
	
	
	

	Allotment invoices 

(March and September only)
	
	
	
	

	Register of Members’ Interests – Filed
	
	
	
	

	Current Insurance Documents
	
	
	
	

	Actions from previous check list completed
	
	
	
	

	Dog Litter Bins
	
	
	
	

	Procedures File
	
	
	
	

	GDPR – Actions
	
	
	
	

	PAT Testing – Date of last inspection
	
	
	
	

	General Comments:

Please use this area to comment on condition of office, filing, etc or other issues to be discussed at PCM


Date carried out: 
 ................................................

Signed - Councillor:
 ....................................................................

Signed - Clerk/RFO:
 ………………………………………………………………..
	Version
	Author
	Date
	Changes
	Status
	Minute ref

	1.0
	V Furniss
	
	
	Draft
	

	1.1
	A Youel
	20-06-2022
	Update
	Adopted
	22/1081

	
	
	
	
	
	


Last Reviewed: 20th June 2022

2 of 2

[image: image1.jpg]