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NORTH LANARKSHIRE LEISURE LIMITED 

FINANCIAL REGULATIONS 

1 INTRODUCTION 

1.1 Financial Regulations are an integral part of the Company’s framework of internal 
financial controls, which are designed to ensure the effective stewardship of North 
Lanarkshire Leisure funds. Compliance with these regulations will ensure that the 
Company’s financial transactions are undertaken in a manner which demonstrates 
openness, transparency and integrity. 

1.2 Any breach or non-compliance with these Regulations must be reported immediately to 
the Chief Executive, who will in turn notify the Audit Committee and/or Board of Directors 
to determine the appropriate action to be taken. 

2 DEFINITIONS 

The following expressions are used throughout the Regulations with the following 
meanings:- 

2.1 The Company North Lanarkshire Leisure Limited 

2.2 The Board The North Lanarkshire Leisure Board of Directors 

2.3 Chief Executive The Chief Executive or another authorised substitute, regardless of 
title, who is appointed to run the day to day operation. 

2.4 Finance 
Manager 

The Finance Manager or another authorised substitute, regardless 
of title, who is appointed to manage the finance function. 

2.4 Core 
Management 
Team 

The Chief Executive, Operations Manager, Business Development 
Manager, Finance Manager, HR Manager and Estates & Facilities 
Manager of the Company. 

2.4 As Delegated As authorised by the Standing Orders relating to Contracts or any 
grant of delegated powers by the Company to such persons as may 
be specified from time to time. 

2.5 Records  All or any records, forms, books, documents, certificates, tickets or 
correspondence, whether on paper, on film, on computer file or any 
other medium. 

2.6 Authorised 
Signatories 

Members of the Core Management Team may recommend officers 
within the Company to commit the Company to obtain goods, 
services and other items in respect of which expenditure may 
competently be incurred.   These recommendations will be 
authorised by the Chief Executive or Finance Manager.  On 
authorisation, these officers become Authorised Signatories.  The 
Finance Manager will require that members of the Core 
Management Team confirm their authorised signatory list annually. 
The list shall be maintained within the Financial Ledger system 
therefore no manager will be able to authorise goods or services 
which exceed this approved limit..  Any proposed amendment of the 
list must be notified immediately to the Finance Manager for 
authorisation. 
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2.7 Emergency An actual or potential emergency or disaster involving or likely to 
involve any or all of the following: 
i. danger to life or health;  
ii. serious damage to or destruction of property; or  
iii. major financial penalties. 

2.8 Capital 
Expenditure 

Expenditure on works or assets whose future value to the Company 
exceeds one year (the normal period for Consumable expenditure).   
No individual item of less than £500 would normally be regarded as 
Capital. 

2.9 Revenue 
Expenditure 

All expenditure which is not Capital. 

2.10 Virement A transfer of money between budget headings. 

 

3 RESPONSIBILITY FOR FINANCIAL ADMINISTRATION 

3.1 Board of 
Directors 

To supervise and where appropriate administer the financial affairs 
of the Company.  

3.2 Chief Executive To assist the Board of Directors at all times in administering the 
financial affairs of the Company and in the conduct of their activities. 

Except in an emergency, or as delegated, to consult with the Board 
of Directors on any matter affecting the Company which is liable to 
affect materially the finances of the Company before making any 
commitment, and before reporting thereon to the Board. 

To ensure compliance with contractual Standing Orders and 
Financial Regulations in relation to the Company’s activities. 

To provide financial advice to the Board and its Committees and to 
monitor overall compliance with these Regulations. 

3.2 Finance Manager To assist the Chief Executive at all times in administering the 
financial affairs of the Company and in the conduct of their activities. 

To ensure that a proper framework exists within the Company in line 
with relevant legislation and Codes of Practice. 

To ensure that the Company’s financial management arrangements 
are in line with the Company’s strategic policies, plans and 
objectives. 

To ensure that all staff involved in financial management across the 
Company maintain professional accounting standards and comply 
with expected standards of conduct and integrity. 

To ensure compliance with contractual Standing Orders and these 
Regulations in relation to the Company’s activities. 
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3.3 Core 
Management 
Team 

To assist the Company and the Chief Executive at all times in 
achieving best value for money in the conduct of their service 
activities. 

To manage, monitor and control devolved budgets in line with 
recognised accounting practice and agreed timescales, ensuring 
compliance with Contract Standing Orders and Financial 
Regulations regarding their service activities. 

Except in an emergency, or as Delegated, to consult with the Chief 
Executive and/or Finance Manager on any matter affecting the 
Company which is liable to affect materially the finances of the 
Company before making any commitment, and before reporting 
thereon. 

To maintain effective stewardship of their devolved funds, ensuring 
that all financial transactions undertaken are within their powers. 

To ensure appropriate management of risks associated with the 
delivery of effective financial management inherent in providing their 
service activities. 

 

4 CAPITAL EXPENDITURE 

4.1 Capital 
Programmes 

The Chief Executive will be responsible for the administration of the 
capital programme.  The Chief Executive will also be responsible for 
regularly liaising with appropriate Council officials in connection with 
maintenance and development of the buildings infrastructure that is 
leased from the Council. 

4.2 Capital Estimates The figures for the first year of the programme become the official 
Capital Estimates for that year.  They will reflect committed projects 
and approved new projects.  They will also include any preliminary 
expenses and design costs which are necessary prerequisites to 
projects included in year two of the programme. 

4.3 Right to Proceed After Board approval, subject to any consents, etc. required, and 
subject to all other requirements of the Financial Regulations and 
Contract Standing Orders, the Chief Executive may proceed with 
projects contained in the Estimates, unless: 

The tender cost or revised estimate exceeds the provision in the 
estimate, or the nature of the project has changed substantially from 
that originally envisaged. 

Where there is a service need to deviate from the estimates and it is 
outwith the timescales for a full Board Meeting, the Chairman of the 
Board has delegated power to approve a change however this must 
be reported to the next meeting of the Board of Directors. 

4.4 Duty Regarding 
Approvals 

The Chief Executive must ensure that all necessary approvals have 
been obtained before commencing any project. 

4.5 Revenue Effects If the capital spend will incur revenue consequences, this should be 
advised to the Board. 
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4.6 Agents Where an agent, including a contractor, identifies the probability of a 
significant deviation, the agent must report the fact to the Chief 
Executive immediately. 

 

5 REVENUE EXPENDITURE 

5.1 Estimates  The Chief Executive will co-ordinate the preparation of the annual 
budget ensuring compliance with the Company’s priorities and 
targets within that planning time frame. 

5.2 Authorisation The finalised budget, inclusive of all efficiencies and cost pressures, 
shall be submitted to the Board for approval. 

5.3 Right to Proceed After the budget is approved, the Chief Executive may proceed to 
incur that expenditure, subject to the contractual provisions of the 
Standing Orders and these Regulations and any other legal 
requirements in respect of contracts. 

 

6 BUDGETARY CONTROL 

6.1 Information The Chief Executive shall provide regular Budget Monitoring reports 
for Revenue and Capital, detailing actual and projected expenditure 
and income against annual budget. 

6.2 Control The Chief Executive must ensure that sums provided in the budget 
are not exceeded, and that all expenditure conforms to requirements 
of the Standing Orders and of these Regulations. 

6.3 Deviations The Chief Executive must draw to the attention of the Board any 
circumstances that lead to a significant deviation from the approved 
estimates.  In this context significant means £10,000 or 5%, 
whichever is the higher. Services must clearly outline the action 
required to rectify significant deviations and where relevant, must 
also highlight the impact this has on other budget headings 

6.4 Virement Virement is defined as a transfer of money between budget 
headings.  Virement of £50,000 or more must be approved by the 
Board.  Below £50,000, approval is required from the Chief 
Executive. 

 

7 LEGALITY OF EXPENDITURE 

7.1 Legality of 
Expenditure 

The Chief Executive must ensure that any proposed expenditure is 
within the legal powers of the Company.   If in doubt, the Chief 
Executive should seek legal advice. 

 

8 INCOME 

8.1 Setting of 
Charges 

The Chief Executive has approval to vary charges to meet changing 
circumstances.   Any such alteration requires to be advised to the 
Board. 
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8.2 Review of 
Charges 

The Chief Executive shall review the charges annually in the light of 
inflation and other factors. 

8.3 Approval of 
Charges 

Approval of any revised charges is the responsibility of the Board 
and will be undertaken annually. 

8.4 Debtors Control The Chief Executive shall make arrangements for the issue and 
follow-up of accounts and the collection, control and banking of all 
moneys due to the Company. 

8.5 Notification of 
Charges 

The Chief Executive will provide prompt and full particulars of 
charges made for work, supplies, goods or services, or other sums 
due to the Company, to ensure the proper recording and prompt 
collection by him, or under arrangements approved by him, of all 
monies due. 

8.7 Write-offs Any proposal to write off sums due to the Company requires the 
approval of the Board. 

8.8 Money Collection All monies must be recorded and deposited, without delay.   No 
deductions may be made from income without the specific 
authorisation of the Chief Executive. 

8.9 Controlled 
Stationery 

All receipt forms, books, tickets and other such items shall be 
ordered and controlled by the Chief Executive. 

 

9 BORROWING AND INVESTMENT 

9.1 Borrowing and 
Investment 

All borrowing, investment and leasing shall be in accordance with 
the agreed Treasury Management policy (currently adopting North 
Lanarkshire Council’s). 

 

10 BANKING 

10.1 Bank Accounts    All arrangements with the Company Bankers shall be made by the 
Board of Directors, who shall be authorised to open such bank 
accounts as considered to be necessary. 

10.2 Cheques All cheques shall be ordered only on the authority of the Chief 
Executive, who shall make proper arrangements for their safe 
custody. 

10.3 Signatures All cheques shall be signed by the approved signatories as 
nominated by the Board. 

10.4 Petty Cash There are separate arrangements for the operation of petty cash 
Accounts.  These are described in Regulation 18. 

10.5 Credit Cards Any requests for a business credit card must be approved by the 
Chief Executive following review of the business reasons for card 
requirement, and following discussion with the Finance Manager.   
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10.6 Direct 
Debits/Standing 
orders 

All direct debit instructions and standing orders approved for 
payment by Services must be authorised by the Chief Executive or 
Finance Manager. 

10.7 Banking Contract All services provided by the bank in relation to the management of 
the Company’s bank accounts and the issue of cheques shall be in 
accordance with the agreed Treasury Management policy (currently 
adopting North Lanarkshire Council’s). 

 

11 PAYROLL 

11.1 Payment    All wages, salaries, travelling expenses and other Payroll items will 
be processed by the Company’s Payroll Section, 

11.2 Certification All payroll information must be supplied by Authorised Signatories.   
Signatories are certifying that the information is accurate and that any 
overtime and expenses relate directly and exclusively to the 
Company’s business. 

11.3 Payment Method The normal method of payment shall be by the Bankers Automated 
Clearing System (BACS).   Where this is not possible, payment will 
be made by faster payment or cheque.    

11.4 Board Member 
Expenses 

The Chief Executive shall be responsible for the administration and 
regulation of expenses of and allowances to Board Members.  These 
shall be administered in accordance with a separate “Scheme of 
Members’ Allowances” (currently in line with North Lanarkshire 
Council). 

 

12 PAYMENT OF CREDITORS 

12.1 Ordering    The Chief Executive is responsible for ordering goods and/or 
services for the Company and shall conform to the Company’s 
policies relative to purchasing, specification and contracting. 

12.2 Order Process All orders must be made through the Company’s electronic 
purchasing system and must be electronically approved by an 
Authorised Signatory.   Where an urgent order is made by letter or 
telephone, an official order must subsequently be raised and sent in 
confirmation. 

12.3 Goods received When goods or services which have been ordered are received the 
details must be updated in the Company’s Financial Ledger system.  
The details will automatically link the order raised as per 12.2 
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12.3 Certification All invoices are received into the Company’s Finance Section.  
Where an invoice links to an order and matches the details approved 
at 12.2 the invoice will be processed for payment.  Where a 
difference occurs the invoice will be sent to the appropriate manager 
through the ledger system for approval.  When an invoice is received 
which does not link to a purchase order this is also sent to the 
manager for approval.Authorised Signatories are certifying that the 
goods or services are as ordered, that payment is properly due 
under the terms of any contract, prices and all arithmetic details are 
correct, and that the expenditure has been properly incurred. 

12.4 Certification of 
Payment request 
forms 

Payment request forms require to be signed by an authorised 
signatory who must have appropriate authorisation level for the 
transaction. 

12.5 Payment  All invoices and other equivalent payment documents may be paid 
only by the Authorised Agent, who may carry out such additional 
checks as he thinks necessary. 

12.6 Duplicates  Duplicate invoices or vouchers will not be paid without the personal 
certification of an Authorised Signatory that the original has not been 
paid.  This should be completed by confirming through the ledger 
system that this invoice should be treated as the original. 

12.7 Alterations In the unlikely event that a voucher has to be altered, this should be 
done by an Authorised Signatory, clearly, by stroking out and 
correcting in ink.   Correcting fluid must not be used.   Tax invoices 
must not be altered by staff, but must be sent back to the supplier for 
correction. 

12.8 Payment Method The normal method of payment shall be by BACS or cheque. 

12.9 Payment Timing Any payment timetable stipulated in contracts or other specific 
arrangements should be met. 

Where there are no special circumstances, payments should be 
made within 30 days.   The Finance Team should aim to process all 
invoices received  within 5 days. 

 

13 CONTRACTS 

13.1 Register    The Chief Executive shall maintain records of all contracts and payments 
made. 

13.2 Payments (re 
contracts) 

Payments Certificates to Contractors may be signed only by Authorised 
Signatories.    

13.3 Variations Subject to the conditions of contract in each case, every variation shall 
be authorised in writing by the Chief Executive. 

13.4 Time Delay Where completion is delayed beyond the agreed timescale, the Chief 
Executive shall take appropriate action in regard to liquidate ascertained 
or other damages. 

 



 

8 
NLL Financial Regulations             May 2014 

 

14 SECURITY 

14.1 Responsibility The Chief Executive is responsible for maintaining proper security over 
all buildings, stores, furniture, equipment, cash etc under his control. 

14.2 Cash Holdings The Chief Executive will set limits for cash holdings on the premises.    

14.3 Keyholders The Chief Executive must ensure that keys for safes and similar 
receptacles for cash or other valuables are securely controlled by 
persons specified as keyholders.  The Chief Executive will keep a 
register of keyholders.  Any loss of such keys must be reported to the 
Chief Executive immediately upon discovery of loss. 

14.4 Retention of 
Documents 

The Chief Executive is responsible for the safekeeping and control of 
all documents held by the Company.  The Chief Executive in 
consultation with the Finance Manager will specify the retention period 
for documents of a financial nature. 

14.4 Data 
Protection 

Personal data held in computer systems may not be used for any 
purpose except the purpose(s), which have been registered under the 
Data Protection Act 1998.  The company has a duty to respond 
timeously, within 40 days, to requests for information provided that the 
conditions contained in the Data Protection Act 1998 are met. 

 

15 STORES AND INVENTORIES 

15.1 Storekeeping The Chief Executive is responsible for the safe keeping and control of all 
stocks and stores and must arrange for regular stocktaking within the 
Company. 

15.2 Adjustments Where the Chief Executive has had to make adjustment for stock 
surpluses or deficiencies in excess of £1,000, a report must be submitted 
to the Board specifying the reasons for the adjustments and the amounts 
thereof. 

15.3 Disposal The Chief Executive wishing to dispose of surplus items shall do so by 
sale advertised in the press, either by sealed offer or by public auction.   
All data must be safely removed before the disposal of computer 
equipment.  Any proposals for a different method of disposal must be 
approved by the Board. 

15.4 Stock Levels Stocks and stores must not be in excess of normal requirements.   The 
Chief Executive wishing to make exceptional arrangements must seek 
the authority of the Board. 

15.5 Inventories The Chief Executive must maintain inventories, in a form approved by 
the Board, and must have them checked annually. 

15.6 Removal Property may not be removed from Company premises without the 
written authority of the Chief Executive. 

15.7 Valuations The Chief Executive shall supply annually, certified and dated copies of 
stock lists and inventories required for the closing of the Accounts. 
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16 INSURANCE 

16.1 Insurance The Chief Executive shall effect and maintain suitable cover. 

16.2 New Risks The Chief Executive must immediately notify the Insurance Agent of any 
new activities or practices which could have a significant effect on 
potential liability of the Company to other parties so as to allow him to 
effect insurance or other risk management arrangements. 

16.3 Losses The Chief Executive must immediately notify the Insurance Agent of any 
losses or other events likely to lead to a claim.   The Insurance Agent is 
responsible for taking appropriate action thereafter. 

16.4 Fidelity 
Guarantee 

All employees of the Company shall be covered by fidelity guarantee 
insurance. 

 

17 ACCOUNTING PROCEDURES 

17.1 Systems and 
Records 

The Board shall specify or approve all accounting systems and records 
of the Company, wherever kept. 

17.2 Principles All systems will be designed in accordance with best practice, and will 
incorporate internal controls to ensure that, as far as possible: 

- all income of the Company is promptly recorded and collected 

- all expenditure of the Company is properly incurred, authorised 
and duly paid,  

- all cash, stores and other assets of the Company are safely kept 
and controlled. 

17.3 Internal 
Check 

As far as possible, duties should be divided among employees so that: 

- the calculation, recording or certification of sums due to or by the 
Company should not be in the hands of one person 

- those who calculate, record or certify sums due to or by the 
Company should not be involved in the eventual receipt or 
payment of those sums 

- those who examine or check cash transactions should not be 
directly involved in those transactions 

17.4 Provision of 
Information 

The Chief Executive shall supply all information necessary to enable the 
closure of the Company’s accounts by mid-May each year. 

 

18 PETTY CASH ADVANCES 

18.1 Provision The Chief Executive shall provide cash advances to those who require 
them for the purpose of minor items of expenditure. 
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18.2 System The participant bookkeeping system in use for Petty Cash in all sections 
is the Imprest system, and those who have cash advances are referred 
to as Imprest Holders. 

18.3 Rules Imprest accounts will be operated to rules set by the Chief Executive.   
These will be notified to all Imprest Holders, and must be strictly adhered 
to. 

18.4 Payment 
Method 

Imprest Holders may make payments in cash or by cheque drawn by 
them on their respective Imprest Bank Accounts. 

 

 

 

19 ANNUAL AUDIT 

19.1 Responsibility  The Audit Company appointed by the Board. 

19.2 External Audit Internal Audit will consult where necessary with External audit and will 
make all files available to them. 

 

20 DIRECTORS EXPENSES 

20.1 Responsibility The Chief Executive shall be responsible for the administration of 
expenses and remuneration to members of the Board. 

 

20.2 Payment Payment to Board Members will be made by the Chief Executive upon 
receipt of the prescribed form duly completed, where appropriate.  All 
claims for a financial year are to be submitted within one month after 
31st March of that financial year. 

 

 
 
21 FINANCIAL REGULATIONS 

21.1 Authority  These Regulations were approved by the Board on  

21.2 Responsibilities The Chief Executive is responsible for ensuring that all appropriate 
members of staff, and where appropriate, external consultants and 
contractors, have access to the Company’s Financial Regulations and 
Contract Standing Orders. 

21.3 Breach Any employee discovering a possible breach of these regulations 
must report the matter immediately to the Chief Executive, who must 
in turn immediately report it to the Board of Directors.   Failure by any 
employee to comply with the Regulations, or, in the case of staff with 
appropriate supervisory responsibilities, failure to ensure the 
compliance with others, can be a serious offence which may give rise 
to disciplinary consequences. 
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21.4 Review The Chief Executive will present proposals for revision of the 
Regulations, to the Board, if appropriate. 

21.5 Circulation Paper copies of these Regulations are issued to all Board members 
and Senior Staff. 

21.6 Advice Any queries regarding the Regulations or their interpretation should 
be made in the first instance to the Chief Executive. 

 

 

 


