Sandwich Town Council
Ordinary Meeting of the Council as Trustee of
Sandwich Toll Bridge Fund

Agenda
Chair: Clir J Franklin
Councillors: D Carter, P Carter, A Fox, D Friend, P Graeme, N Gray, K Heaven, D Marie,

Councillors are hereby summoned to attend a meeting of the Trustee of Sandwich Toll Bridge
Fund on Monday 30" January 2023 at 7pm at the conclusion of the Ordinary Meeting of the

M Moorhouse, M Pennington, H Sampson, D Sivrikaya, V Tomlins, C Wiles and

C Ungerson

Council, to transact the business on the agenda below.

Ahti Nigol
Acting Town Clerk
Date: 25.01.2023

1.

Apologies for absence received:

2.

Declarations of interest:
To receive any declarations of disclosable pecuniary interests from
Members in respect of business to be transacted on the agenda.

Minutes of the previous Meeting:

To approve the Minutes of the Ordinary Meeting of STC as Trustee
of Sandwich Toll Bridge Fund, held on Monday 19t December and
to consider any matters arising from those minutes not covered
elsewhere in this Agenda.

Attach 1

Payment Schedules:

i) To approve the Sandwich Toll Bridge Fund Payment Schedule
for January

ii) To approve the Sandwich Toll Bridge Fund Guildhall Payment
Schedule for January

iii) To approve the Museum and Archives Payment Schedules for
January.

Attach 2

Attach 3

Attach 4

Finances and Investments:

i) To receive and note the Sandwich Toll Bridge Fund Statement
of Accounts as at 315 December 2022

ii) To receive and note the Sandwich Toll Bridge Fund Guildhall
Petty Cash statement as at 30" November 2022

iii) To receive and note the Sandwich Toll Bridge Fund Guildhall

Attach 5

Attach 6




Statement of Accounts as at 315t December 2022

iv) To receive and note the Sandwich Guildhall Museum
Statement of Accounts as at 315t December 2022

v) To receive and note the Quilter Cheviot Investment
Management monthly report as at 315! December 2022

vi) To receive and authorise a letter from McCabe Ford Williams
regarding Sandwich Toll Bridge Fund Financial statements for
the year ended 315t March 2022

Attach 7

Attach 8

Attach 9

Attach 10

Financial Regulations:
To receive and approve financial regulations and amendments to
Appendix 1, stating powers of financial delegation.

Attach 11a, 11b

Grant Applications:

To receive and consider the following grant applications. Please
note the 2023/2024 grants budget is £20,000, of which £2,000 has
already been allocated (There is already an overspend of £10,020
on this years grants budget).

i) A grant application from PCC of St Clements Church Sandwich
for £5,000 towards cleaning and maintenance work on the
Church organ together with updated CCTV.

ii) A grant application from Deal Maritime and Local History
Museum for £3,000 towards the housing of East Kent Mercury
Newspapers including Sandwich issues.

Attach 12

Attach 13

The Hive:
To receive and consider an email from Peter Gill, Kent Community
Warden regarding their continued use of the Hive.

Attach 14

Date of next Full Trustee Meeting: 27" February after the Full
Council Meeting.
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Minutes of a Meeting of Sandwich Town Council as Trustee of Sandwich Toll
Bridge Fund held on Monday 19" December 2022 at the conclusion of the Town
Council Meeting at 7pm.

Present: Councillors: J Franklin (Chairman)
P Carter
D Carter
D Friend
P Graeme
N Gray
K Heaven
D Marie
M Moorhouse
D Sivrikaya
M Pennington
H Sampson
C Ungerson
C Wiles

Officer: Responsible Fi

05.12.22

06.12.22 DECLARATIONS OF |
The Mayor, Clir J Frankli
Age Concern.

07.12.22

08.12.22

affor December.

ION: All payments were approved.

Clirs Sivrikaya voted against, Clir Heaven abstained from voting.

(ii) Members received the Sandwich Toll Bridge Fund Guildhall Schedule
of Payments for December.

RESOLUTION: All payments were approved.

Clirs Sivrikaya voted against, Clir Heaven abstained from voting.

(iii) Members received the Museum & Archives Payment Schedule for
November.

RESOLUTION: Payments were approved.

Clirs Sivrikaya voted against, Clir Heaven abstained from voting.

09.12.22 FINANCES & INVESTMENTS



(ii)

(iii)

(iv)

10.12.22

11.12.22

12.12.22

13.12.22

To receive and note the Sandwich Toll Bridge Fund Statement of
Accounts and cash flow statement as at 30" November 2022.
RESOLUTION: Received and approved.

Clirs Sivrikaya voted against, Clir Heaven abstained from voting.

To receive and note the Sandwich Toll Bridge Fund Statement of
Accounts, petty cash and cash flow statement as at 30" November 2022.
RESOLUTION: Received and approved.

Clirs Sivrikaya voted against, Clir Heaven abstained from voting.

To receive and note the Sandwich Toll Bridge Fund Guildhall Statement
of Accounts and petty cash as at 30" November 2022.

RESOLUTION: Received and approved.

Clirs Sivrikaya voted against, Clir Heaven abstained from voting.

To receive and note the Quilter Cheviot Investm nagement monthly
report as at 30" November 2022.
RESOLUTION: Received and noted.

DELEGATED POWERS TO DISPOSE
OBJECTS
The Trustee received and considgF
Coordinator seeking delegated/4ooN
objects. Clir Ungerson spoke to outiifie riskéffvolved in disp@sing of
Objects from the Museum.
RESOLUTION: The Mu i i should not be given

delegated powers, butShet aist of non-accessioned

ste ¥ considered waiving the cost of room hire for the Age Concern
ias Party.

UTION: The request has been refused on the grounds that it
is retrospective, which contravenes Sandwich Toll Bridge Fund
grant application criteria, and that Age Concern charge residents
for the meal.

Clir P Graeme and Clir J Franklin re-entered the room.

THE EMPIRE CINEMA BOUNDARY WALL

Trustee received a report from the Chief Executive Officer, regarding
works required to the boundary wall at the Empire Cinema.
RESOLUTION: A structural engineer and a solicitor to be appointed.



14.12.22

15.12.22

GRANT APPLICATION

The Trustee considered a grant application from Sandwich Salutes the
40s Festival for £2,000 to contribute to the 2023 event. The Trustee noted
that there is already an overspend of £10,020 on this year’s grant budget
and that the suggested 2023/24 grants budget is £20,000. Trustee was
asked to confirm which financial year this grant should be allocated to, if
successful.

RESOLUTION: Grant of £2,000 is approved, to be paid from the
2023/24 budget.

DATE OF NEXT MEETING
Monday 30t January 2023 at the conclusion of Sandwich Town Council
meeting.




izom 7.

66°L0V'9L3 00'90€3 66'560'913
s . ey JunoIoY
00'000'013 0003 00°000'0L3 IEUPIINS O} UOHNGLIUOD SJUBWISBAU| WOJ) JUNOD2Y [[BYP|INS) O} UONNgUIU0D) UNo22Y |[BypiNS pund abpug 1101 Yompues 9z
66'G95'¥3 0003 66'G35'v3 sale|es uwpy 220z Aenuer - sape|eg uiwpy pun4 abpug |01 J0j JuswasINquiey |IDUNOD UMO ] UOIMPUES =4
00°9€8'L3 00°'90€3 00'0ES'L3 EECERIL pun4 afipug (101 YOMPUES 10} SJUBWSIEIS [BIOUBUIS ZZ/LZ0T JO UONINPOIY SWENIM Piod 8qEDIN 4
o ‘ON
lejol 1eA 18N Bujpeay jebpng uondussag aoked ewked

€20z Auenuer - £2/220Z 9Inpeyas Juswdhed - pung eBpug 1101 yoimpues




Attacin 3

o1'9vZ'az3 BL'OYZOZI 5002213 L1BZ0'8H3 1m0y
95°L2T'L3 5522243 65P0Z3 08220'L3 (n1) 22'00 7€ 8% BINUIN OLS saey ¥ e ‘Bunybr ‘Bupeely ZZOZTMILE - TTOZ/EH/L0 S8BIBYD Aoinosi IRUPIND w3l g0z £20Z/L0/08
8L'E0ZF 0L'E0TI 96°€C3 08'6013 (A1) 22°90°2€ Yo MIUIN D1S 14-1AA IIBYPINS S8BIBYD 13M IBUPIND Nuryaueoyd| 502 E20Z/LOM0E
08 198’13 08'1p0'13 €9'6223 £1°89E"13 (M) 22°90°2¢ 494 @INUIN D1S seE B SIEM Bunbn ‘Bunsey TEOT/EHIEL - TEOT/L1/EZ SOBIYD 58O IPUPIND seoysoug  poZ £202/10/08
187553 16553 (] L8973 L P sesUSdN3 SO zx sejeg fay vazeury| €02 £202/L0/0€
26'5¢3 86963 0093 86 623 SARNZSI BIND ¥0lg Buneerd o015 Bujuee(D) ¥aunog AUneg uey| 202 £202/10/08
000223 000223 0003 000223 () 22°00'Z€ 408 SINUIN OLS SOUERS JOUEDI) § RYEIET SAIEP ANUEL SNOLEA PUB YiyZ JequIBde] - senQ BuneeeD Aeiodiue | e spAsey|  LOZ £202/10/08
vLYLLYS PLPLILS 625813 58'8:63 BARNSENT SO soUBUSIU puB siedey 801 UORRYIOD) WNGSNY BY) Ul USHEITISU] Wil BPRAU| Apnoes wepEno | 002 £202/10/0E
z4'9083 218003 0003 749083 (m} 22'90°2E 498 onUIN O1S seey § miem Bunyb Buneey HeYPIng - Auanoer3 w3| 8ol £202/40/08
S0¥Z3 SO'¥Z3 0003 50073 (W) 22°90'Z¢ 8% SINUIN D1S (eusqem, ‘oul) sesuadag 1 [EMeURI UNCI8 WOOZ| Wooz| sl £20Z/10/0E
00'0vZ3 000213 00023 000013 (A1) 22'90°28 19 AU D1S (B1isgeA Toul} sesuUsda3 1) 0082 820AU 81 - S99 |USULiEd S seopues sseuisng AemuBil| /61 £202/40/08
000243 00023 000013 (w) 22'90 Z€ 998 WINUIN D15 (esgean ‘joul) sesusdi3 |y 09BZ 93K0AL| 91 - 5094 juewiieg e seojpes sseuisng AemybiH| o8l £20Z/10/0E
00053 00'053 0003 00053 SANNINT JOUD sisodaq PouInIoY ¥ SBUPPSM POIRIUED 11S0dep BBEWEP BUIPPS A JO NGBS INGUIDY SH O | S8l £20Z/L0/0E
00053 00'053 0003 00°053 SANNSSXT OO susedaq paUINISY B SBUPPOM PRIBIUED 11sodop sBewEp BUIPROA JO IUAWSSINGUWRY MO SW|  vel £202/1L0/08
00°053 00053 0003 00°053 BARNIN BT ssodeq peuwiniay g sBuippa peipoveD sodep sBewep BUIPPS i JO USWRSINQUISY uebloW SIN|  £6L EZOZ/LOIOE
00053 00053 00'03 00053 SARNOSXT JBIyD sysada pewiniey § sBuPpe paeoveg sodep ebewep Buppepm 0 RS SINGUISY ®8 Q| Z8 £202/10/0E
00053 00053 0003 00053 SAINSKT JEO sysedeq) pewiniey g sBupRem pelecueD sodap ebewep BUIPPap j0 IWWESINGUIBY BT sin| L8l EZ0Z/V0I0E
00053 00053 0003 00053 eARnexT D siigedeq pauiniey g sBuppam peeoLED Usodep ebewsp BUPPOM JO RIS INQWRY BUED SIA PUR IN| 061 £202/10/08
00053 00053 0003 00063 sagnaexd jeD ssedeq pawniy § sbuppem pejpaued Wsodep ebewep BUPPeM o IBLIGSINUILY iy H N[ 6Bl £202/10/08
00053 00053 0003 00053 SANNGSNT OO SUsedeQ pOUINRY g SBUIPPOM PRSI 1isodep sBaWsp BUIPPS A J0 IUBLBSINGUIBY WSS sl eal £202/10/08
00053 00053 00'03 00'053 sAINBNT JONIS sNsodaq POWIRISY § SBUPPM POSAED) usodep sbewep BUPPS A Jo IWeLISSINGUIBY uolID N| 181 £202/10/08
202283 z0'2z83 002613 205863 8AIN%9NT 81D SNBUBIUBI PUB SiEdeY EZ0Z/E0/80 - ZZOZ/ZHIDN SIEUSIUE 1 synedwsy|  ogl £20Z/L0/0E
15520013 og'Lvy 0003 581953 () zz'90°2€ o) snui D18 e SR 2202 2qatRQ - (WoURR BUPIND) HEIS BRI KIS rounog umoL yowpues|  sai | ez0zrioioe
8 FSE'E3 0003 2 vSEEs (1) 22°00 2€ 458 OINUIN DLS SAUS[ES URLPY ([BYPIND 2207 2qUIBdeQ] - SUEES LOTRASIUILPY [FUPHND IPUNOg UNOL YIMPUBS | PRI £202/10/08
¥L 62103 0003 vi'6EL'a3 () 22'90°Z¢ 4od BINUIN LS seLBg Jeuse|) § SYEeED 2202 Jquedeq - Buee;d pue BupieeD IRUPIND 113UNGD UMOL ydimpues €8l £20Z/10/0€
19766'L3 196513 0003 1O vES'L3 (w1} 22'90°2E 9 @INUIN OLS seley § Rl ‘Buiydy] ‘Buneay BNH 841 0} pred SABMUBIH 181 5ol §30U(SNG 1K) IUeWESINGUIBY WoNRS zal
05563 05563 z8'513 85643 SANNIBXT D SIRUIIRYY PUE SiRdEY ®qussaq - sefleyg Buakoey asepm eyE| il £202/L0/08
28'622'13 06'6083 86 ¥rII Z6v2L3 BANNIGKT JBIID SauBuIUR i puB Siedoy IEUPING - ULEE 8.1 o} Ppo.d Sid eseds PINALNoeS puB 844 GINUD| 081 £202/10/08
20'85€3 ¥8'653 818623 BARNISNT JBIUD SOUBUNUR Pue Saedoy sINBS WY 8il4 PINAILNGSS pUE 8l GANUD | BLI £20Z/L0/0E
009513 000513 00'973 000813 SAININT JOND SOUBURUE PUB SEdeY IEYPING U J00p 0 Jweunsnipy vosieddiH| 821 £202/10/08
It PR £0'603 CE ] SANIOXT JOIND #013 Buneeid 2015 Bues(d seyddng BuneeiD BqaD| 111 £202/10/0E
ov'623 00623 18p3 55 'vZ3 SAUNXT JOIND oS Buesiy LIRS UL LT Hiede 0® WL 0Lk £202/10/08
(wawaimg yueg Bupaeyy
o) oy12u09y) epepy moy wA ®N sumjpusdxd jo Jemod Bujpeat 10fpng uondusseg safug ‘ON Iid ouma
SewAeg femioy |

£207 Adenuer - £Z/7Z0Z SINPMRE JueiARg - IIMUPIND pund eBpLg l1oL YaIMpueg




Atz 4

S6'ZYP3 | GBYSI | 01883 lejo)

19'953 £v'63 81'Lv3 BANNIBXT BIYD suonesadQ |eieuaD) x0q jsod a|gexa0| pue unb aoug uozeuwy £202/10/LL 54 AYUVYNNYT
08'ELL3 0003 08'€LLI 3AUNIEX3 JBIUD BIDI| [B100S @ 1ISTOM £20z Alenuer (sieindwod alyosy) - woddns || BuiobuQ AemyBiH Buiuiesy €202/L0/t L 44 AHVNNYT
¥52LZ3 | ersyd | 2iizes 2ARNOSXT JOIND EIPS [E100S @ 8)isaam wnasnyy Joj uopduosqns asedsasenbs seoinag sseuisng Aemybly | €202/1L0/L0 I\ AYVANYE

jejoL 1eA 18N 1amod Buipuadg Buipeay jebpng uonduasag ashey 82/0AU} JO BlEQ E».Hﬂm " Hiuew

z20Z fenuer - £2/2Z0Z INPIYIS JUawAEd SIAIYDIY PUE WNasny




TRUSTEES OF SANDWICH TOLL BRIDGE FUND - STATEMENT AS AT 31/12/22

INCOME

Balance Brought Forward 01/04/22
VAT reclaim

VAT reclaimed from HMRC
Investment Income

Transfer from Reserves

Investment Income
Guildhall Carpark

Guildhall Carpark
Property Rent (incl. Insurance Contribution)

Property Rent (incl. Insurance Contribution)
Loan Repayments

Annual repayment from Sandwich Tennis Club (Loan from 2015)

Other
Rights of Way

TOTAL

EXPENDITURE
VAT

VAT on purchases
Staffing

Admin Salaries
Administration

Bank Charges

Grants

Grants Donations Gifts
Insurance

Rented Property Insurance

Other Insurances (i.e. libel and slander)
Other

Property Asset Management
Contribution to Guildhall Account

Contribution to Guildhall Account
Miscellaneous

Investment of proceeds from sale of part of Guildhall carpark

Bank Balance as per Bank Reconciliation at 31/12/22

Bank Reconciliation as at 31/12/22
Current a/c
Outstanding Payments

OUTSTANDING PAYMENTS

TOTAL

£208,647.58
£1,397.07

£50,000.00
£27,601.46

£14,448.52
£7,557.84
£1,000.00

£10.00

Attach S

£310,662.47

£780.60
£41,455.54
£49.37
£25,020.00

£3,163.32
£690.16

£4,003.00
£70,000.00

£150,000.00

£15,500.48

£310,662.47

£15,500.48
£0.00

£15,500.48

£0.00




SANDWICH TOLL BRIDGE FUND
Balance B/Fwd 01/04/2022 £208,647.58
Expenditure

Staffing

Admin Salaries

Staff Bonus pot

Administration

Bank Charges

Audit Fees

Grants

Grants Donations Gifts

Insurance

Rented Property Insurance

Other Insurances (i.e. libel and slander)
Other

Property Asset Management
Contribution to Guildhall Account
Contribution to Guildhall Account
Miscellaneous

Investment of proceeds from sale of part of Guildhall

TOTAL

Income

Predicted Balance carried forward
Investment Income

Transfer from Reserves

Investment Income

Guildhall Carpark

Guildhall Carpark

Property Rent (incl. Insurance Contribution)
Property Rent (incl. Insurance Contribution)
Loan Repayments

Annual repayment from Sandwich Tennis Club
(Loan from 2015)

Other

Rights of Way

Red Town Books sold to VIC and Museum

TOTAL

Balance at Bank 31/12/22 (excl. Cheviot Funds)

Notes

Budget Expenditure  Balance to
2022/23 To Date Date
£59,040.00 £41,455.54 £17,584.46
£460.00 £0.00 £460.00
£80.00 £49.37 £30.63
£1,700.00 £0.00 £1,700.00
£15,000.00 £25,020.00 -£10,020.00
£3,430.00 £3,163.32 £266.68
£480.00 £690.16 -£210.16
£8,000.00 £4,003.00 £3,997.00
£37,625.89 £70,000.00 -£32,374.11
£0.00 £150,000.00 -£150,000.00
£125,815.89 £294,381.39 -£168,565.50
Budget Income to Balance to
2022/23 date Date
£157,225.67 £208,647.58 £51,421.91
-£112,784.78 £50,000.00 £162,784.78
£46,000.00 £27,601.46 -£18,398.54
£23,780.00 £14,448.52 -£0,331.48
£10,300.00 £7,557.84 -£2,742.16
£1,000.00 £1,000.00 £0.00
£270.00 £10.00 -£260.00
£25.00 £0.00 -£25.00
£125,815.89 £309,265.40 £183,449.51
£15,500.48



PETTY CASH - GUILDHALL EXPENSES
STATEMENT TO 30th November 2022
BALANCE BROUGHT FORWARD

Cash at 01/04/22
Stamps at 01/04/22

Petty Cash Withdrawals
TOTAL

Stamps Used
Spent Cash (not postage)
SUB-TOTAL

Unused Stamps
Cash in hand

TOTAL

£30.37
£0.00

£30.37

£30.00

£60.37

£16.93
£11.39

£28.32

£0.00
£32.05

£32.05
£60.37

Hbﬁci\ 6



SANDWICH TOLL BRIDGE FUND GUILDHALL A/C - STATEMENT AS AT 31/12/22

INCOME

2021/22 Balance Brought Forward from Sandwich Town Council Account

Vat Refund
Vat Refund

Guildhall
Guildhall Hire Charges
Guildhall Tours

Miscellaneous Income

Reimbursement from Sandwich Toll Bridge Fund account for Other Insurance
Reimbursement from Sandwich Town Council account for Drill Hall insurance
Rebate from British Gas

Repayment for broken Guildhall window (receiving instaliments)

Refund from B & Q (for paint)

Reimbursment from Sandwich Toll Bridge Fund Museum account re cabinet keys
Contributions

Contribution from Sandwich Town Council (excluding utilities)

Contribution from Sandwich Toll Bridge Fund

TOTAL

EXPENDITURE
Vat Paid
VAT

Guildhall Expenditure
Guildhall Admin Salaries

Caretaker & Cleaner Salaries

Visitor Information Staff (Guildhall roomhire/weddings element)
Staff Training

Officers Travel & Parking Expenses

Petty Cash

Office Expenses

IT Expenses (incl. Website)

Bank Charges

Health & Safety Provisions

Guildhall Insurance including contents

Repairs and Maintenance

Cleaning Stock

Heating, Lighting, Water & Rates

Guildhall Wi-Fi

Cancelled Weddings & Returned Deposits

Guildhall Promotion

Reimbursement to Museum account of planning fees re new Collection Store
Paint for redecoration of Meeting Room for Museum Store
Guildhall Future Plan

Reimbursement for purchase of Christmas Tree decorations
Cabinet Purchased for Museum Collection Store

Balance at Bank as per Bank Reconciliation as at 31/12/22
TOTAL

Bank Reconciliation as at 31/12/22

£24,931.80

Attads +

£5,646.08

£24,931.80

£23,287.26
£58.95

£5,646.08

£3,853.48
£5,406.19
£284.40
£100.84
£144.00
£19.94

£23,346.21

£85,000.00
£70,000.00

£9,808.85

£7,197.83

£29,187.51
£58,054.33
£7,036.82
£18.00
£165.00
£30.00
£63.28
£1,762.05
£82.02
£610.61
£21,422.39
£23,323.55
£2,035.56
£19,029.80
£1,422.00
£650.00
£447.50
£330.00
£144.00
£930.23
£113.13
£408.33

£155,000.00

£218,732.94

£174,463.94

£44,269.00

£218,732.94



Current a/c £44,599.00

Less: Outstanding payments £330.00
TOTAL £44,269.00

OUTSTANDING PAYMENTS

121 Sandwich Toll Bridge Fund Museum Account (Reimbursement re Dover District

: £330.00
Council planning fees re the new Museum Collection Store)

£330.00



SANDWICH TOLL BRIDGE FUND GUILDHALL A/C - Balance B/Fwd 01/04/22

Expenditure

Guildhall Admin Salaries
Caretaker & Cleaner Salaries
Staff bonus pot

Visitor Information Staff (Guildhall roomhire/weddings element)

Staffing Contingency Fund

Staff Training

Officers Travel & Parking Expenses
Petty Cash

Peninsula Business

Office Expenses

IT Expenses (incl. Website)

Bank Charges

Health & Safety Provisions

Guildhall Insurance including contents
Repairs and Maintenance

Cleaning Stock

Heating, Lighting, Water & Rates
Forecourt Christmas Tree

Guildhall Watering System

Guildhall Wi-Fi

Cancelled Weddings & Returmed Deposits

Guildhall Promotion
Reimbursement to Museum account of planning fees re new
Collection Store

Paint for redecoration of Meeting Room for Museum Store
Guildhall Future Plan

Reimbursement for purchase of Christmas Tree decorations
Cabinet Purchased for Museum Collection Store

TOTAL

Income

Balance b/f

Predicted Balance carried forward
Guildhall

Guildhall Hire Charges

Guildhall Tours

Miscellaneous Income

Reimbursement from Sandwich Toll Bridge Fund account for
Other Insurance

Reimbursement from Sandwich Town Council account for Drill Hall
insurance

Rebate from British Gas
Repayment for broken Guildhall window (receiving installments)

Refund from B & Q (for paint)

Reimbursment from Sandwich Toll Bridge Fund Museum account
re cabinet keys

Contributions

STC 25% contribution for Utilities

Contribution from Sandwich Town Council (excluding utilities)
Contribution from Sandwich Toll Bridge Fund

TOTAL

Bank reconciliation as at 31/12/22

Approved Budget Revised Budget Expenditure  Balance to
2022123 2022/23 to Date Date
£40,870.00 £40,870.00 £29,187.51 £11,682.49
£72,740.00 £72,740.00 £58,054.33 £14,685.67
£900.00 £900.00 £0.00 £900.00
£9,290.00 £9,290.00 £7,036.82 £2,253.18
£1,000.00 £1,000.00 £0.00 £1,000.00
£1,500.00 £1,500.00 £18.00 £1,482.00
£1,610.00 £1,610.00 £165.00 £1,445.00
£40.00 £40.00 £30.00 £10.00
£460.00 £460.00 £0.00 £460.00
£1,000.00 £1,000.00 £63.28 £936.72
£6,250.00 £6,250.00 £1,762.05 £4,487.95
£100.00 £100.00 £82.02 £17.98
£5,000.00 £5,000.00 £610.61 £4,389.39
£11,770.00 £11,770.00 £21,422.39 -£9,652.39
£40,000.00 £40,000.00 £23,323.55 £16,676.45
£1,200.00 £1,200.00 £2,035.56 -£835.56
£36,440.00 £36,440.00 £19,029.80 £17,410.20
£175.00 £175.00 £0.00 £175.00
£200.00 £200.00 £0.00 £200.00
£1,800.00 £1,900.00 £1,422.00 £478.00
£1,200.00 £1,200.00 £650.00 £550.00
£5,000.00 £5,000.00 £447.50 £4,552.50
£0.00 £0.00 £330.00 -£330.00
£0.00 £0.00 £144.00 -£144.00
£10,000.00 £10,000.00 £930.23 £9,069.77
£0.00 £0.00 £113.13 -£113.13
£0.00 £0.00 £408.33 -£408.33
£248,645.00 £248,645.00 £166,744.65 £81,900.35
Approved Budget Revised Budget Income to Balance to
2022123 2022/23 Date Date
£62,119.11 £52,119.11 £24,931.80 -£27,187.31
£61,250.00 £61,250.00 £23,287.26  -£37,962.74
£500.00 £500.00 £58.95 -£441.05
£0.00 £0.00 £3,853.48 £3,853.48
£0.00 £0.00 £5,406.19 £5,406.19
£0.00 £0.00 £284.40 £284.40
£0.00 £0.00 £100.84 £100.84
£0.00 £0.00 £144.00 £144.00
£0.00 £0.00 £19.94 £19.94
£12,150.00 £12,150.00 £0.00 -£12,150.00
£85,000.00 £85,000.00 £85,000.00 £0.00
£37,625.89 £37,625.89 £70,000.00 £32,374.11
£248,645.00 £248,645.00 £213,086.86 -£35,558.14
£44,269.00



PETTY CASH - GUILDHALL EXPENSES
STATEMENT TO 31st December 2022
BALANCE BROUGHT FORWARD

Cash at 01/04/22
Stamps at 01/04/22

Petty Cash Withdrawals
TOTAL

Stamps Used
Spent Cash (not postage)
SUB-TOTAL

Unused Stamps
Cash in hand

TOTAL

£30.37
£0.00

£30.37

£30.00

£60.37

£16.93
£11.39

£28.32

£0.00

£32.05

£32.05

£60.37



SANDWICH GUILDHALL MUSEUM: GENERAL ACCOUNT SUMMARY

Income & Expenditure Account for the period 1st April 2022 - 31st December 2022

Income

Balance Brought Forward (Non Ring-fenced)

Balance Brought Forward (for Roman Bowl)

Balance Brought Forward (SEMP Audience Champions Grant)
Balance Brought Forward (Ringfenced monies from loan of MC)

Merchandise Income
Donations

Tours

VAT reclaim

Refund for 50% of cost of Britain magazine advert
Reimbursement for cost of valuation of Roman Bowl

External Funding:
Stewardship Grant

TOTAL

Expenditure
VAT

Exhibitions and Events:
General Operations

Volunteer Expenses
Stationery

Website and Social Media
Parking Permits

Other

Float for Till

Stock and Merchandise
Collections Care and Conservation (IMHOF)
Subscriptions

MODES

Advertising

Acquisitions

External Funding:

Archive Move (Ring-fenced)

Balance of Account 31/12/22

2022/23
£5,885.25
£80.00
£2,291.83
£35,000.00

£43,257.08

£1,354.41
£2,516.48
£160.00
£418.20
£447.50
£240.00

£8,769.99

£57,163.66

£6,553.93

£19.94
£280.52
£80.44
£1,034.19
£137.50

£60.00
£104.00
£597.60
£1,160.00
£222.50
£895.00
£1,700.00

£29,367.23
£14,950.81

£57,163.66

Atgon 8



General Museum Income & Expenditure 1st April 2022 - 31st December 2022

Income 2022/23
Balance Brought Forward £5,965.25
Merchandise Income £1,354.41
Donations £2,516.48
Tours £160.00
Refund for 50% of cost of Britain magazine advert £447.50
Reimbursement for cost of valuation of Roman Bowl £240.00
VAT reclaim £418.20
£11,101.84
Expenditure
VAT £6,553.93
General Operations £19.94
Volunteer Expenses £280.52
Stationery £80.44
Website and Social Media £1,034.19
Parking Permits £137.50
Float for Till £60.00
Stock and Merchandise £104.00
Collections Care and Conservation (IMHOF) £597.60
Subscriptions £1,160.00
Advertising £895.00
Acquisitions £1,700.00
MODES £222.50
£12,845.62
Balance at 31/12/22 (included above) -£1,743.78
PROJECTS BREAKDOWN:
SEMP Audience Champions Grant - 1st April 2022 - 31st December 2022
Balance Brought Forward £2,291.83
Balance at 31/12/22 (included above) £2,291.83

Ringfenced funds from loan of Magna-Carta & COTF - 1st April 2022 - 31st December 2022

Balance Brought Forward

Expenditure

VAT

Accession Register, PH Testing Pens and Plastazote
Dehumidifier for Collections Store

Rotadex Racking in undercroft

Paint to redecorate Museum collection store

Archive Boxes and tissue paper

Grant Administration paperwork

£35,000.00

£5,810.05
£117.29
£249.99

£28,370.00

£192.00
£312.95
£125.00

Balance at 31/12/22 (included above)

-£177.28 4

Stewardship Grant _1st April 20202 - 31st December 2022




Balance Brought Forward £0.00

Income
Stewardship Grant £8,769.99
Balance at 31/12/22 (included above) £8,769.99

*1 Please note - VAT can be reclaimed from HMRC
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Sandwich Toll Bridge Fund
Town Clerk’s Office
Guildhali
Cattle Market
Sandwich
Kent
CT13 9AH

Charity number: 266738
Date:

McCabe Ford Williams
Chartered Accountants
Charlton House

Dour Street

DOVER

Kent

CT16 IBL

Dear Sirs

We confirm to the best of our knowledge and belief that the following representations given to you in
connection with the preparation of the Charity’s financial statements for the year ended 31 March 2022, are
made on the basis of enquiries of management and staff with relevant knowledge and experience (and where
appropriate, of inspection of supporting documentation) sufficient to satisfy ourselves that we can properly
make each of the following representations to you.

We acknowledge as trustees our responsibilities under the Charities Act 2011 for preparing financial
statements (which you have prepared on our behalf) which give a true and fair view of the financial position
of the Charity as of 31 March 2022 and of the results of its operations for the year then ended and for making
accurate representations to you.

1. All the accounting records have been made available to you for your examination and all the
transactions undertaken by the Charity have been properly reflected and recorded in the accounting
records. All other records and related information have been made available to vou.

2 All known liabilities as at the Balance Sheet date have been included in the financial statements.
3. Other than those disclosed in the financial statements at the Balance Sheet date there were:
3.1. no material contingent or potential liabilities under claims of pending or threatened litigation;

3.2. no other material contingent liabilities (such as guarantees to third parties);
3.3.  no material commitments under contracts placed for capital expenditure.

4. The net book amounts at which fixed assets are stated in the Balance Sheet were arrived at after
providing for depreciation on a scale sufficient to cover obsolescence as well as wear and tear and
thus to reduce the net book amounts of the assets to their residual value by the time they become no
longer economically useful to the Charity.



6.1.

6.2.

12.

13.

It is appropriate to include the following heritage assets at 31 March 2022:

Deemed cost

£
Paintings 180,934
Long case clock 12,062
Covenanted wall 7,806
Clock — W Brice 9,047
Clock — Orpheus 6,635
216,484

It is not considered appropriate to include the Magna Carta or Charter of the Forest in the financial
statements as, due to the historic and unique nature of the assets, conventional valuation techniques
lack sufficient reliability.

In arriving at the amount at which stock and work in progress is stated in the Balance Sheet:

Account has been taken of the whole of the raw materials, stores, work in progress and finished
products in the Charity's ownership at the Balance Sheet date, wherever located;

Adequate allowance has been made for all prospective losses on realisation of these and other stocks,
including those expected because stocks are redundant, obsolete, excessive or defective.

The other current assets shown in the Balance Sheet are all expected to produce on realisation in the
ordinary course of business at least the amounts at which they are stated.

The amounts treated in the Balance Sheet as provisions for liabilities, losses and diminution in value
of assets are not greater than the sums reasonably required for those purposes.

All income which arose up to the date of the Balance Sheet has been brought into account.

The Balance Sheet includes all cash and bank accounts and all other assets of the Charity required to
be included therein.

The Charity has satisfactory title to all assets and there are no liens or encumbrances on the assets
except for those disclosed in the financial statements.

We have no plans or intentions that may materially alter the carrying value and where relevant the fair
value measurements or classification of assets and liabilities reflected in the financial statements.

In assessing the Charity's ability to continue operating for the period of one year from the date of this
letter, we have considered the following:

a)  The Charity's likely cash flow requirements in relation to available finance facilities;
b)  The past results and known future activities;
¢)  Any impending litigation and developments within the Charity’s sector.

After due consideration we confirm that, in our opinion, it is appropriate for the financial statements
to be prepared on a going concern basis.



14. All material agreements and transactions are described fairly in the accounting records used for the
preparation of the financial statements.

15. Disclosure has been made in the financial statements of all matters necessary for those financial
statements to show a true and fair view of the Charity's state of affairs and results.

16. No trustees were paid any remuneration during the year.

17. We confirm that we have disclosed to you all related party transactions relevant to the Charity and
that we are not aware of further related party matters that require disclosure other than those already
disclosed in the financial statements.

18. We acknowledge our responsibility for the design, implementation and maintenance of controls to
prevent and detect error and fraud. We confirm the financial statements are free of material
misstatements, including omissions.

19. There have been no irregularities or allegations thereof involving management or employees who
have a significant role in internal control, or that could have a material effect on the financial
statements.

20. We are not aware of any actual or potential non-compliance with significant laws and regulations that
could have a material effect on the ability of the Charity to conduct its business and therefore on the
results and financial position to be disclosed in the financial statements for the year ended 31 March
2022.

21. Other than those disclosed in the financial statements, there have been no events since the Balance
Sheet date which necessitate revision of the figures included in the financial statements or inclusion of
a note thereto.

22. There were no designated funds other than those disclosed in note 12 of the financial statements.

23. There were no restricted funds other than those disclosed in note 13 of the financial statements.

Yours faithfully

Signed on behalf of the board of trustees by:

J E Franklin P I Carter
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SANDWICH TOLL BRIDGE FUND
FINANCIAL REGULATIONS

These Financial Regulations were adopted by the Trust at its Meeting held on 28" March
2022.

1. GENERAL

11. These financial regulations govern the conduct of financial management by the Trust
and may only be amended or varied by resolution of the Trust. Financial regulations
are one of the Trust's governing policy documents providing procedural guidance for
members and officers. Financial regulations must be observed in conjunction with the
Trust's standing orders and any individual financial regulations relating to contracts.

1.2. The Trust is responsible in law for ensuring that its financial management is adequate
and effective and that the Trust has a sound system of intermnal control which facilitates
the effective exercise of the Trust's functions, including arrangements for the
management of risk.

1.3 The Trust's accounting control systems must include measures:
o for the timely production of accounts;
o that provide for the safe and efficient safeguarding of public money;
° to prevent and detect inaccuracy and fraud; and
o identifying the duties of officers.

1.4. These financial regulations demonstrate how the Trust meets these responsibilities
and requirements.

1.5. At least once a year, the Trust must review the effectiveness of its system of internal
control which shall be in accordance with proper practices.

1.6. Deliberate or wilful breach of these Regulations by an employee may give rise to
disciplinary proceedings.

1.7. Members of the Trust are expected to follow the instructions within these Regulations
and not to entice employees to breach them. Failure to follow instructions within these
Regulations brings the office of the Trust into disrepute.

1.8. The Responsible Finance Officer to Sandwich Toll Bridge Fund is appointed by the
Trust.

1.9. The Responsible Finance Officer (RFO);
o acts under the policy direction of the Trust;

° administers the Trust's financial affairs in accordance with all Acts, Regulations
and proper practices;



1.10.

1.11.

1.12.

1.13.

determines on behalf of the Trust its accounting records and accounting
control systems;

ensures the accounting control systems are observed;

maintains the accounting records of the Trust up to date in accordance with
proper practices;

assists the Trust to secure economy, efficiency and effectiveness in the use of
its resources; and

produces financial management information as required by the Trust.

The accounting records determined by the RFO shall be sufficient to show and
explain the Trust’s transactions and to enable the RFO to ensure that any income
and expenditure account and statement of balances, or record of receipts and
payments and additional information, as the case may be, or management
information prepared for the Trust from time to time comply with the Accounts and
Audit Regulations.

The accounting records determined by the RFO shall in particular contain:

entries from day to day of all sums of money received and expended by the
Trust and the matters to which the income and expenditure or receipts and
payments account relate;

a record of the assets and liabilities of the Trust; and

wherever relevant, a record of the Trust's income and expenditure in relation
to claims made, or to be made, for any contribution, grant or subsidy.

The accounting control systems determined by the RFO shall include:

®

procedures to ensure that the financial transactions of the Trust are recorded
as soon as reasonably practicable and as accurately and reasonably as
possible;

procedures to enable the prevention and detection of inaccuracies and fraud
and the ability to reconstruct any lost records;

identification of the duties of officers dealing with financial transactions and
division of responsibilities of those officers in relation to significant
transactions;

procedures to ensure that uncollectable amounts, including any bad debts are
not submitted to the Trust for approval to be written off except with the approval
of the RFO and that the approvals are shown in the accounting records; and

measures to ensure that risk is properly managed.

The Trust is not empowered by these Regulations or otherwise to delegate certain
specified decisions. In particular any decision regarding:



1.14.

° setting the final budget (Trust tax requirement);

° approving accounting statements;

° approving an annual governance statement;

° borrowing;

° writing off bad debts;

o declaring eligibility for the General Power of Competence; and

o addressing recommendations in any report from the internal or external
auditors,

shall be a matter for the full Trust only.
In addition the Trust must:

o determine and keep under regular review the bank mandate for all Trust bank
accounts;

e approve any single commitment in excess of £250 (£1,000 emergency); and

° in respect of the annual salary for any employee have regard to
recommendations about annual salaries of employees made by the Chief
Executive / HR Councillor.



2.2,

2.3.

24.

2.5.

2.6.

2.7,

2.8.

2.9.

ACCOUNTING AND AUDIT (INTERNAL AND EXTERNAL)

All accounting procedures and financial records of the Trust shall be determined by
the RFO in accordance with the Accounts and Audit Regulations, appropriate
guidance and proper practices.

The Chairman shall be appointed to verify bank reconciliations (for all accounts)
produced by the RFO. The member shall sign the reconciliations and the original bank
statements (or similar document) as evidence of verification. This activity shall on
conclusion be reported, including any exceptions, to and noted by the Trust.

The RFO shall be responsible for completion the annual statement of accounts, annual
report, and any related documents of the Trust required by the Charities Commission
as soon as practicable after the end of the financial year and having certified the
accounts shall submit them and report thereon to the Trust within the timescales set
by the Charities Commission.

The Trust shall ensure that there is an adequate and effective system of external audit
of its accounting records, and of its system of internal control in accordance with proper
practices. Any officer or member of the Trust shall make available such documents
and records as appear to the Trust to be necessary for the purpose of the audit and
shall, as directed by the Trust, supply the RFO or auditor with such information and
explanation as the Trust considers necessary for that purpose.

The auditor shall be appointed by and shall carry out the work in relation to internal
controls required by the Trust in accordance with proper practices.

The auditor shall:
o be competent and independent of the financial operations of the Trust;

° to demonstrate competence, objectivity and independence, be free from any
actual or perceived conflicts of interest, including those arising from family
relationships; and

° have no involvement in the financial decision making, management or control of
the Trust.

External auditors may not under any circumstances:
° perform any operational duties for the Trust;
° initiate or approve accounting transactions; or

o direct the activities of any Trust employee, except to the extent that such
employees have been appropriately assigned to assist the internal auditor.

For the avoidance of doubt, in relation to audit the terms ‘independent’ and
‘independence’ shall have the same meaning as is described in proper practices.

The RFO shall, without undue delay, bring to the attention of all members of the Trust
any correspondence or report from the auditors.



3.2.

ANNUAL ESTIMATES (BUDGET) AND FORWARD PLANNING

The RFO must each year, by no later than January, prepare detailed estimates of all
receipts and payments including the use of reserves and all sources of funding for the
following financial year in the form of a budget to be considered by the [relevant
committee and the] Trust.

The approved annual budget shall form the basis of financial control for the ensuing
year
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BUDGETARY CONTROL AND AUTHORITY TO SPEND

Expenditure on revenue items may be authorised up to the amounts included for that
class of expenditure in the approved budget. This authority is to be determined by:

o the Trust for all items over £250 (£1,000 emergency)

° the Chief Executive, in conjunction with the Chairman of the Trust or the
Chairman of the appropriate committee, for any items below £250 (£1,000
emergency).

Such authority is to be evidenced by a minute.
Contracts may not be disaggregated to avoid controls imposed by these regulations.

No expenditure may be authorised that will exceed the amount provided in the revenue
budget for that class of expenditure other than by resolution of the Trust. During the
budget year and with the approval of the Trust having considered fully the implications
for public services, unspent and available amounts may be moved to other budget
headings or to an earmarked reserve as appropriate (‘virement').

Unspent provisions in the revenue or capital budgets for completed projects shall not
be carried forward to a subsequent year without prior approval of the Trust.

The salary budgets are to be reviewed at least annually for the following financial
year and such review shall be evidenced by a minute number

The RFO will inform committees of any changes affecting their budget requirement for
the coming year in good time.

In cases of extreme risk to the delivery of Trust services, the Chief Executive or
Facilities Manager may authorise revenue expenditure on behalf of the Trust which in
the relevant officer’s judgement it is necessary to carry out. Such expenditure includes
repair, replacement or other work, whether or not there is any budgetary provision for
the expenditure, subject to a limit of £1,000. The relevant officer shall report such
action to the Chairman as soon as possible and to the Trust as soon as practicable
thereafter.

No expenditure shall be authorised in relation to any capital project and no contract
entered into or tender accepted involving capital expenditure unless the Trust is
satisfied that the necessary funds are available and the requisite borrowing approval
has been obtained.

All capital works shall be administered in accordance with the Trust's standing orders
and financial regulations relating to contracts.

The RFO shall regularly provide the Trust with a statement of receipts and payments
to date under each head of the budgets, comparing actual expenditure to the
appropriate date against that planned as shown in the budget. These statements are
to be prepared at least at the end of each financial quarter. A variances report shall be
given to the Finance Committee on a quarterly basis.
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Changes in earmarked reserves shall be approved by the Trust as part of the
budgetary control process.

BANKING ARRANGEMENTS AND AUTHORISATION OF PAYMENTS

The Trust's banking arrangements, including the bank mandate, shall be made by the
RFO and approved by the Trust; banking arrangements may not be delegated to a
committee. They shall be regularly reviewed for safety and efficiency. The Trustee
shall seek credit references in respect of members or employees who act as
signatories.

The RFO shall prepare a schedule of payments requiring authorisation, forming part
of the Agenda for the Meeting and, together with the relevant invoices, present the
schedule to the Trust. The Trust shall review the schedule for compliance and, having
satisfied itself shall authorise payment by a resolution of the Trust. The approved
schedule shall be signed by two councillors. A detailed list of all payments shall be
disclosed within or as an attachment to the minutes of the meeting at which payment
was authorised. Personal payments (including salaries, wages, expenses and any
payment made in relation to the termination of a contract of employment) may be
summarised to remove public access to any personal information.

All invoices for payment shall be examined, verified and certified by the RFO to confirm
that the work, goods or services to which each invoice relates has been received,
carried out, examined and represents expenditure previously approved by the Trust.

The RFO shall examine invoices for arithmetical accuracy and analyse them to the
appropriate expenditure heading. The RFO shall take all steps to pay all invoices
submitted, and which are in order, at the next available Trust meeting.

The Chief Executive and RFO shall have delegated authority to authorise the payment
of items only in the following circumstances:

a) If a payment is necessary to avoid a charge to interest under the Late Payment
of Commercial Debts (Interest) Act 1998, and the due date for payment is before
the next scheduled Meeting of Trust, where the RFO certifies that there is no
dispute or other reason to delay payment, provided that a list of such payments
shall be submitted to the next appropriate meeting of Trust;

b) An expenditure item authorised under 5.6 below (continuing contracts and
obligations) provided that a list of such payments shall be submitted to the next
appropriate meeting of Trust; or

c) fund transfers within the Trusts banking arrangements up to the sum of £10,000,
provided that a list of such payments shall be submitted to the next appropriate
meeting of Trust.
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For each financial year the RFO shall draw up a list of due payments which arise on a
regular basis as the result of a continuing contract, statutory duty, or obligation (such
as but not exclusively) Salaries, PAYE and NI, Superannuation Fund and regular
maintenance contracts and the like for which the Trust may authorise payment for the
year provided that the requirements of regulation 4.1 (Budgetary Controls) are adhered
to, provided also that a list of such payments shall be submitted to the next appropriate
meeting of the Trust.

A record of regular payments made under 5.6 above shall be drawn up and be signed
by two members on each and every occasion when payment is authorised - thus
controlling the risk of duplicated payments being authorised and / or made.

All grant payments are subiject to ratification by resolution of the Trust.

Members are subject to the Code of Conduct that has been adopted by the Trust and
shall comply with the Code and Standing Orders when a decision to authorise or
instruct payment is made in respect of a matter in which they have a disclosable
pecuniary or other interest, unless a dispensation has been granted.

INSTRUCTIONS FOR THE MAKING OF PAYMENTS

The Trust will make safe and efficient arrangements for the making of its payments.

Following authorisation under Financial Regulation 5 above, the Trust, or if so
delegated, the Chief Executive or RFO shall give instruction that a payment shall be
made.

If possible, payment for items shall be made by internet banking transfer (BACS).
Cheques may be used if online transfer is not possible. Evidence must be retained
showing which members approved the payment.

Payments drawn on the bank account in accordance with the schedule as presented
to the Trust or committee shall be signed by two members of the Trust, in accordance
with a resolution instructing that payment. A member who is a payment signatory,
having a connection by virtue of family or business relationships with the beneficiary
of a payment, should not, under normal circumstances, be a signatory to the payment
in question.

No employee or councillor shall disclose any PIN or password, relevant to the working
of the Trust or it's bank accounts, to any person not authorised in writing by the Trust
or a duly delegated committee.

Where internet banking arrangements are made with any bank, the RFO (or in their
absence, the Chief Executive) shall be appointed as the Service Administrator. The
bank mandate approved by the Trust shall identify a number of councillors who will be
authorised to approve transactions on those accounts. The bank mandate will state
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clearly the amounts of payments that can be instructed by the use of the Service
Administrator alone, or by the Service Administrator with a stated number of approvals.

All online banking user details, PIN numbers, smart cards and readers shall be kept in
the council safe unless being used.

All payments shall be verified on the online system by two authorised signatories as
soon as possible after the Trust meeting at which they have been agreed on the
payment schedule. This would normally take place the day following these meetings.
These two signatories should be agreed during the meeting.

Access to any internet banking accounts will be directly to the access page (which may
be saved under ‘favourites’), and not through a search engine or email link.
Remembered or saved password facilities must not be used on any computer used
for council banking work. Breach of this Regulation will be treated as a very serious
matter under these regulations.

Changes to account details for suppliers, which are used for internet banking, may be
made on a hard or email copy notification by the supplier and should be directed to the
RFO. A programme of regular checks of standing order data with suppliers will be
followed.

Any Debit Card issued for use will be specifically restricted to the RFO (or in her
absence the Chief Executive) and will also be restricted to a single transaction
maximum value of £1,000 unless authorised by council in writing before any order is
placed. Personal credit or debit cards of members of staff shall not be used under any
circumstances.

All payments made by Debit Card shall be entered as items on the next payment
schedule, for signed approval by two Councillors, as with all other payments.

If for the Debit Card application, the Chief Executive and RFO are added as
signatories, this shall only be for the purpose of using the Debit Card.

Any corporate credit card or trade card account opened by the Trust will be specifically
restricted to use by the Chief Executive or RFO and shall be subject to automatic
payment in full at each month-end.

If cheque payments are made, in order to indicate agreement of the details shown on
the cheque or order for payment with the counterfoil and the invoice or similar
documentation, the signatories shall each also initial the cheque counterfoil.

Orders for payment shall not normally be presented for authorisation other than at a
Trust meeting (including immediately before or after such a meeting). Any
authorisation by delegated officers obtained away from such meetings shall be
reported to the Trust at the next convenient meeting.

If thought appropriate by the Trust, payment for utility supplies (energy, telephone and
water) and any National Non-Domestic Rates may be made by variable direct debit
provided that the instructions are signed by two members and any payments are
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reported to Trust as made. The approval of the use of a variable direct debit shall be
renewed by resolution of the Trust at least every two years.

If thought appropriate by the Trust, payment for certain items (principally salaries) may
be made by banker's standing order provided that the instructions are signed, or
otherwise evidenced by two members are retained and any payments are reported to
Trust as made. The approval of the use of a banker’s standing order shall be renewed
by resolution of the Trust at least every two years.

If thought appropriate by the Trust, payment for certain items may be made by CHAPS,
provided that the instructions for each payment are signed, or otherwise evidenced,
by two authorised bank signatories, are retained and any payments are reported to
Trust as made. The approval of the use of CHAPS shall be made as the provision is
required.

Regular back-up copies of the records on any computer shall be made and shall be
stored securely away from the computer in question, and preferably off site through
could back up.

The Trust, and any members using computers for the Trust's financial business, shall
ensure that anti-virus, anti-spyware and firewall software with automatic updates,
together with a high level of security, is used.

Any payments made in cash by the Chief Executive, RFO or other officers (for example
for postage or minor stationery items) shall be refunded as soon as possible using
petty cash or BACS transfer on production of a receipt.

The RFO may provide petty cash to officers for the purpose of defraying operational
and other expenses.

a) The RFO shall maintain a petty cash float of up to £100 for the purpose of
defraying operational and other expenses. Receipts 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.

c) Payments to maintain the petty cash float shall be shown separately on the
schedule of payments presented to Trust under 5.2 above.

In the case of the Sandwich Toll Bridge Fund Museum Account, a debit card may be
used as follows:

a) Up to three ‘Accountable Officers of the Charity’ are allowed as cardholders
but must only use the card with authority from the RFO.
b)  Debit card and pin numbers are kept locked in the safe unless being used.

¢)  There is a maximum single transaction threshold of £1,000 applied to each card.
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d) Each month the total purchases made using the debit card will be listed on the
payment schedule and all the related invoices will be attached.

e) These and all other Sandwich Toll Bridge Fund Museum Account payments must
still be signed by ‘Two Authorised Signatories’ who are also joint Trustee of
Sandwich Toll Bridge Fund — not by ‘Accountable Officers of the Charity’.

f)  The Trustee carries out regular bank reconciliation checks of the Sandwich Toll
Bridge Fund Museum Account, ensuring that bank statements match to the
payment schedules. This should take place outside of the Sandwich Toll Bridge
Fund meetings, and these reconciliations are reported back to the Sandwich Toll
Bridge Fund at the next month’s meeting.

PAYMENT OF SALARIES

As an employer, the Trust shall make arrangements to meet fully the statutory
requirements placed on all employers by PAYE and National Insurance legislation.
The payment of all salaries shall be made in accordance with payroll records and the
rules of PAYE and National Insurance currently operating, and salary rates shall be as
agreed by Trust, or duly delegated committee.

Payment of salaries and payment of deductions from salary such as may be required
to be made for tax, national insurance and pension contributions, or similar statutory
or discretionary deductions must be made in accordance with the payroll records and
on the appropriate dates stipulated in employment contracts, provided that each
payment is reported to the next available Trust meeting, as set out in these regulations
above.

No changes shall be made to any employee’'s pay, emoluments, or terms and
conditions of employment without the prior consent of the Trust.

Each and every payment to employees of net salary and to the appropriate creditor of
the statutory and discretionary deductions shall be recorded in a separate confidential
record (confidential cash book). This confidential record is not open to inspection or
review (under the Freedom of Information Act 2000 or otherwise) other than:

a) by any Trustee who can demonstrate a need to know;
b) by the external auditor; or

c) byany person authorised under Audit Commission Act 1998, or any superseding
legislation.

The total of such payments in each calendar month shall be reported with all other
payments as made as may be required under these Financial Regulations, to ensure
that only payments due for the period have actually been paid.
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An effective system of personal performance management should be maintained for
the senior officers.

Any termination payments shall be supported by a clear business case and reported
to the Trust. Termination payments shall only be authorised by Trust.

Before employing interim staff the Trust must consider a full business case.

LOANS AND INVESTMENTS

All borrowings shall be effected in the name of the Trust, after obtaining any necessary
borrowing approval. Any application for borrowing approval shall be approved by Trust
as to terms and purpose. The application for borrowing approval, and subsequent
arrangements for the loan shall only be approved by full Trust.

Any financial arrangement which does not require formal borrowing approval from the
Secretary of State/Welsh Assembly Government (such as Hire Purchase or Leasing
of tangible assets) shall be subject to approval by the full Trust. In each case a report
in writing shall be provided to Trust in respect of value for money for the proposed
transaction.

The Trust will arrange with the Trust's banks and investment providers for the sending
of a copy of each statement of account to the Chairman of the Trust at the same time
as one is issued to the RFO.

All loans and investments shall be negotiated in the name of the Trust and shall be for
a set period in accordance with Trust policy.

The Trust shall consider the need for an Investment Strategy and Policy which, if drawn
up, shall be in accordance with relevant regulations, proper practices and guidance.
Any Strategy and Policy shall be reviewed by the Trust at least annually.

All investments of money under the control of the Trust shall be in the name of the
Trust.

All investment certificates and other documents relating thereto shall be retained in the
custody of the RFO.

Payments in respect of short term or long term investments, including transfers
between bank accounts held in the same bank, or branch, shall be made in
accordance with Regulation 5 (Authorisation of payments) and Regulation 6
(Instructions for payments).



9.1.

9.2

9.3.

9.4.

9.5.

9.6.

9.7.
9.8.

10.

10.7;

10.2.

10.3.
10.4.

INCOME

The collection of all sums due to the Trust shall be the responsibility of and under the
supervision of the RFO.

Particulars of all charges to be made for work done, services rendered or goods
supplied shall be agreed annually by the Trust, notified to the RFO and the RFO shall
be responsible for the collection of all accounts due to the Trust.

The Trust will review all fees and charges at least annually, following a report of the
Chief Executive.

Any sums found to be irrecoverable and any bad debts shall be reported to the Trust
and shall be written off in the year.

All sums received on behalf of the Trust shall be banked as directed by the RFO. In all
cases, all receipts shall be deposited with the Trust's bankers with such frequency as
the RFO considers necessary.

The origin of each receipt shall be entered on the paying-in slip.
Personal cheques shall not be cashed out of money held on behalf of the Trust.

Where any significant sums of cash are regularly received by the Trust, the RFO shall
take such steps as are agreed by the Trust to ensure that, where possible more than
one person is present when the cash is counted in the first instance, that there is a
reconciliation to some form of control such as ticket issues, and that appropriate care
is taken in the security and safety of individuals banking such cash.

ORDERS FOR WORK, GOODS AND SERVICES

An official order or letter / email shall be issued for all work, goods and services unless
a formal contract is to be prepared or an official order would be inappropriate. Copies
of orders shall be retained.

All members and officers are responsible for obtaining value for money at all times. An
officer issuing an official order shall ensure as far as reasonable and practicable that
the best available terms are obtained in respect of each transaction, usually by
obtaining three or more quotations or estimates from appropriate suppliers, subject to
any de minimis provisions in Regulation 11.1 below.

A member may not issue an official order or make any contract on behalf of the Trust.

The RFO shall verify the lawful nature of any proposed purchase before the issue
of any order, and in the case of new or infrequent purchases or payments, the RFO
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.



11. CONTRACTS

11.1. Procedures as to contracts are laid down as follows:

a.

.

Vi.

Every contract shall comply with these financial regulations, and no exceptions
shall be made otherwise than in an emergency provided that this regulation need
not apply to contracts which relate to items (i) to (vi) below:

for the supply of gas, electricity, water, sewerage and telephone services;

for specialist services such as are provided by solicitors, accountants,
surveyors and planning consultants;

for work to be executed or goods or materials to be supplied which consist of
repairs to or parts for existing machinery or equipment or plant;

for work to be executed or goods or materials to be supplied which constitute
an extension of an existing contract by the Trust;

for additional audit work of the external auditor up to an estimated value of
£500 (in excess of this sum the Chief Executive and RFO shall act after
consultation with the Chairman and Vice Chairman of Trust); and

for goods or materials proposed to be purchased which are proprietary articles
and / or are only sold at a fixed price.

When applications are made to waive financial regulations relating to contracts
to enable a price to be negotiated without competition the reason shall be
embodied in a recommendation to the Trust.

Such invitation to tender shall state the general nature of the intended contract
and the Chief Executive shall obtain the necessary technical assistance to
prepare a specification in appropriate cases. The invitation shall in addition state
that tenders can be sent by email or post and must be addressed to the Chief
Executive or RFO.

When it necessary is to enter into a contract of above £3,000 but less than
£25,000 in value for the supply of goods or materials or for the execution of works
or specialist services other than such goods, materials, works or specialist
services as are excepted as set out in paragraph (a) the RFO shall obtain 3
quotations (priced descriptions of the proposed supply). Where the value is
below £3,000 and above £250 the RFO shall strive to obtain 3 estimates unless
directed to do so by the Trust. Otherwise, Regulation 10.2 above shall apply.

The Trust shall not be obliged to accept the lowest or any tender, quote or
estimate.

Should it occur that the Trust does not accept any tender, quote or estimate, the
work is not allocated and the Trust requires further pricing, provided that the
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specification does not change, no person shall be permitted to submit a later
tender, estimate or quote who was present when the original decision making
process was being undertaken.

PAYMENTS UNDER CONTRACTS FOR BUILDING OR OTHER CONSTRUCTION
WORKS

Payments on account of the contract sum shall be made within the time specified in
the contract by the RFO or Chief Executive upon authorised certificates of the architect
or other consultants engaged to supervise the contract (subject to any percentage
withholding as may be agreed in the particular contract).

Where contracts provide for payment by instalments the RFO shall maintain a record
of all such payments. In any case where it is estimated that the total cost of work
carried out under a contract, excluding agreed variations, will exceed the contract sum
of 5% or more a report shall be submitted to the Trust.

Any variation to a contract or addition to or omission from a contract must be approved
by the Trust and Chief Executive to the contractor in writing, the Trust being informed
where the final cost is likely to exceed the financial provision.

STORES AND EQUIPMENT

The officer in charge of each section shall be responsible for the care and custody of
stores and equipment in that section.

Delivery notes shall be obtained in respect of all goods received into store or otherwise
delivered and goods must be checked as to order and quality at the time delivery is
made.

Stocks shall be kept at the minimum levels consistent with operational requirements.

The RFO shall be responsible for periodic checks of stocks and stores at least
annually.

ASSETS, PROPERTIES AND ESTATES

The Chief Executive shall make appropriate arrangements for the custody of all title
deeds and Land Registry Certificates of properties held by the Trust. The Chief
Executive shall ensure a record is maintained of all properties held by the Trust,
recording the location, extent, plan, reference, purchase details, nature of the interest,
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tenancies granted, rents payable and purpose for which held in accordance with
Accounts and Audit Regulations.

No tangible moveable property shall be purchased or otherwise acquired, sold, leased
or otherwise disposed of, without the authority of the Trust, together with any other
consents required by law, save where the estimated value of any one item of tangible
movable property does not exceed £250.

No real property (interests in land) shall be sold, leased or otherwise disposed of
without the authority of the Trust, together with any other consents required by law. In
each case a report in writing shall be provided to Trust in respect of valuation and
surveyed condition of the property (including matters such as planning permissions
and covenants) together with a proper business case (including an adequate level of
consultation with the electorate).

No real property (interests in land) shall be purchased or acquired without the authority
of the full Trust. In each case a report in writing shall be provided to Trust in respect of
valuation and surveyed condition of the property (including matters such as planning
permissions and covenants) together with a proper business case (including an
adequate level of consultation with the electorate).

Subject only to the limit set in Regulation 14.2 above, no tangible moveable property
shall be purchased or acquired without the authority of the full Trust. In each case a
report in writing shall be provided to Trust with a full business case.

The Chief Executive and RFO 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, possibly in conjunction
with a health and safety inspection of assets.

INSURANCE

Following the annual risk assessment (per Regulation 17), the Chief Executive and
RFO shall effect all insurances and negotiate all claims on the Trust's insurers.

The Chief Executive and RFO shall give prompt notification to the RFO of all new risks,
properties or vehicles which require to be insured and of any alterations affecting
existing insurances.

The RFO shall keep a record of all insurances effected by the Trust and the property
and risks covered thereby and annually review it.

The Chief Executive or RFO shall be notified of any loss liability or damage or of any
event likely to lead to a claim and shall report these to Trust at the next available
meeting.
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All appropriate members and employees of the Trust shall be included in a suitable
form of security or fidelity guarantee insurance which shall cover the maximum risk
exposure as determined [annually] by the Trust, or duly delegated committee.

RISK MANAGEMENT

The Trust is responsible for putting in place arrangements for the management of risk.
The Chief Executive and RFO shall prepare, for approval by the Trust, risk
management policy statements in respect of all activities of the Trust. Risk policy
statements and consequential risk management arrangements shall be reviewed by
the Trust at least annually.

When considering any new activity, the Chief Executive and RFO shall prepare a draft
risk assessment including risk management proposals for consideration and adoption
by the Trust.

SUSPENSION AND REVISION OF FINANCIAL REGULATIONS

It shall be the duty of the Trust to review the Financial Regulations of the Trust from
time to time. The RFO shall make arrangements to monitor changes in legislation or
proper practices and shall advise the Trust of any requirement for a consequential
amendment to these Financial Regulations.

The Trust may, by resolution of the Trust duly notified prior to the relevant meeting of
Trust, suspend any part of these Financial Regulations provided that reasons for the
suspension are recorded and that an assessment of the risks arising has been drawn
up and presented in advance to all members of Trust.
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SANDWICH TOWN COUNCIL FINANCIAL REGULATIONS
APPENDIX 1

(Also to be adopted by Sandwich Toll Bridge Fund regarding items relating to the Charity)

Additional Regulations under BUDGETARY CONTROL AND AUTHORITY TO
SPEND (Discharge of functions by an officer of the authority S101 1972 LGA).

Updated by Resolution of Town Council Meetingon ..................cocoiiiiiininnn.n,

Approved by the Trustee of Sandwich Toll Bridge Fundon .................cccociinea.

Sandwich Town Council Financial Regulations, Section 3.1, delegates power to the
Chief Executive to incur expenditure on behalf of the Council for the following

statutory provisions up to £1,000.00

In the absence of the Chief Executive, delegated power should be given to the

PA to the CEO.

Expenditure

Statutory Provision

Maintenance and running costs of the
Black Lane & Sandown Road Allotments

Small Holdings and Allotments Act 1908,
Section 26

Maintenance and running costs of the
Bulwarks and Poulders Play Areas

Open Spaces Act 1906, Sections 9 & 10;
Local Government (Miscellaneous
Provisions) Act 1976, Section 19

Maintenance of the bus shelter

Local Government (Misc. Provision) Act
1953, Section 4; Parish Councils Act
1957 Section 1

Repairs to the war memorial

War Memorials (Local Authorities’
Powers) Act 1923, Section 1, as
extended by LGA 1948, Section 133

Incidental Expenses, such as stationary,
office equipment, legal publications etc.

LGA 1972 Section 111 Subsidiary
powers

Tourism: Power to contribute to the
encouragement of tourism

Local Government Act 1972, Section 144

Maintenance and running costs of the
Monks Wall Nature Reserve

Open Spaces Act 1906, Sections 9 & 10

Maintenance and running costs of the
Quay and Cattle Market Public
Conveniences

Public Health Act 1936, Section 87

Newsletters: Power to provide
information relating to matters affecting
Local Government

Local Government Act 1972, Section 142

Publicise functions: Power to publicise
council and local authority functions

Local Government Act 1982, Section 142

Entertainment and the Arts: Provision of
entertainment and support of the arts

Local Government Act 1972, Section 145

Power to provide and equip premises for
use of clubs having athletic, social or
educational objectives (for use in relation
to the Drill Hall).

Local Government (Miscellaneous
Provisions Act 1976, Section 19




Sandwich Town Council Financial Regulations, Section 3.6, delegates power to the
Chief Executive to incur expenditure, up to £1,000, when it is necessary to carry out -
repair or replacement, or other works, which are of such extreme urgency that they
must be done at once. However, in relation to the property listed below, the Chief
Executive will consult with the Chairman and the Deputy Chairman and, if deemed to
be an emergency, the Chief Executive will authorise such works up to a cost of
£1,000.

In the absence of the Chief Executive, delegated power should be given to the
PA to the CEO.

Expenditure Statutory Provision

Repairs to the Curfew Bell LGA1972, Section 145

Repairs to Boatman'’s Hill Chapel LGA 1972, Section 215

Fixtures and fittings of the office LGA 1972 Section 111 Subsidiary
powers

Repair works at the public conveniences | Public Health Act 1936, Section 87

Repair work at the Drill Hall / Fishergate | Local Government (Miscellaneous
Provisions) Act 1976, Section 19

The Chief Executive may incur expenditure on behalf of the Council for the following
statutory provisions up to £2,000.00

In the absence of the Chief Executive, delegated power should be given to the
PA to the CEO.

Expenditure Statutory Provision
IT / Social Media LGA 1972 Section 111 Subsidiary
powers

Maintenance and running costs of the Open Spaces Act 1906, Sections 9 & 10
Monks Wall Nature Reserve

Fixture and Fittings of the Guildhall LGA 1972 Section 133

The Facilities Manager to be delegated a spending power of up to £1,000 for use in
relation to the Guildhall Maintenance budget and Public Conveniences Budget, and
budgets for Boatman’s Hill Chapel and Fishergate.

In the absence of the Facilities Manager, delegated power should be given to
the Caretaker on duty.

In the absence of the Chief Executive, delegated power for expenditure up to
£1,000 per item relating to the Museum and Archives should be given to the
Museum Co-Ordinator.




Additions to Section 10, CONTRACTS:

e Chief Executive, in conjunction with the RFO / Facilities Manager, to approve
and execute all new utility and office contracts (e.g. gas, electricity,
photocopier, internet) within the approved budget.

e Chief Executive, in conjunction with the RFO / Facilities Manager, to approve
and execute all new maintenance contracts (e.g. the Guildhall lift, CCTV)
within the approved budget.

s Chief Executive to re-authorise and execute renewals of contracts / licences
(e.g. grazing licence at Monks Wall Nature Reserve).

(In the absence of the Chief Executive and the Facilities Manager, delegated
power should be given to the PA to the CEO, in conjunction with the RFO /
Caretaker on Duty)

Additional Regulation under BANKING ARRANGEMENTS AND AUTHORISATION
OF PAYMENTS (Sandwich Town Council Financial Regulations, Section 4.2):

e Two payment schedules should take place, the mid-month one containing
only payments which are within officers delegated powers.

Additional Requlation under PAYMENT OF SALARIES (Sandwich Town Council
Financial Requlations, Section 6)

e The Chief Executive will be given delegated power to full-fill staffing
requirements within the agreed budget — i.e. delegated authority to recruit to
seasonal vacancies, deal with items of annual leave / paternity leave etc,
complaints and disciplinaries (in consultation with the Personnel Group).

(In the absence of the Chief Executive, delegated power should be given to the
Personnel Group).

e Dismissals must be a decision of Full Council.
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From: Peter.Gill@kent.gov.uk

Sent: 02 November 2022 17:04

To: Chief Executive

Cc: Debbie.Bishop@kent.police.uk; David.Harmes@kent.gov.uk; Sue.Chandler@kent.gov.uk;
Sarah.Horan@DOVER.GOV.UK

Subject: The Hive

Dear Amandajayne,

The initial one years use of the Hive by Debbie Bishop - PCSO, Sarah Horan - CDO and | will come to an end at
the beginning of 2023. It has been very beneficial to be located at the centre of the town, however we
understand that the Hive is a commercial space and therefore subject to rental.

I cannot speak for DDC, however neither Kent Police nor KCC will fund this office space as alternatives are
available...they are not just as suitable. | believe that Councillor Sue Chandler kindly used a grant to cover
rental costs this year. Would any other Councillor be willing to do the same for next year?

Would you please review our use of this room with the appropriate committee of the Sandwich Town Council
and inform us in good time should we be required to move location. We would be willing to attend a meeting
if this helps with the decision. Thank you.

Regards.

Peter Gill / Kent Community Warden Service - Community Warden/Sandwich, Eastry and Ash.

Public Protection service / Environment Planning and Enforcement / Growth, Environment and Transport | Mob.
07703454190

www.kent.gov.uk/communitywardens.

This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to
whom they are addressed. If you have received this email in error, please notify the sender on the details above. To
view how we hold your data please view our privacy policy by visiting our website.



