Appendix A
UCKFIELD TOWN COUNCIL

MEMBERS AUDIT FORM
MONTH: NOVEMBEZ 70 2.5
Checklist:
Documents will be chosen at random by Members carrying out the Audit.

SAGE AUDIT TRAIL (DETAILED)
Check source documents including nominal code and authorisation.

Supplier Invoices
Customer Invoices
Timesheets

&

BANK RECONCILIATION AND VERIFICATION TO NOMINAL CODE:
Check bank reconciliation to SAGE print outs, bank statement and nominal
codes. '
Clerks Account
Current/General Account
Business Reserve
35 day account
95 day account

BANK RECONCILIATION QUARTERLY VERIFICATION
Clerks Account
Current/General Account
Business Reserve
35 day account
95 day account

ocad %ﬂ%\
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PETTY CASH

Check cash balance and vouchers
Town Council Petty Cash
Luxfords Petty Cash,

KK oo

Signed ..:
Print Namr

Dated .04 0'2—/ 26« .............
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Supplier Invoice Checked

 Supplier Name ‘Invoice | P. Confirmed | Confirmed | BACs
No. Order | stamped, signed by payment no.
and Date | No signed, two Clirs
correct
nominal
(‘ | code
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Customer Invoices Checked
Customer Name | Invoice | Are hire Payment date | Bank
No. charges on invoice Statement
correct? Date/Pg No.
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Timesheets checked
Staff Name Are hours | Is payment | Payslip date | Ref code on BACS
correct? | correct? payment record
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Bank Reconciliation

Checked

Bank Account Bank [RFO | Amount Nominal
statement | has reconciled and if | Code
date/ signed | not reasons
Pg. no. both noted
records
Clerks Account M LS ‘
General A | e | 1 - S [Wo |
eneral Account PO A
- i 'w%%fﬁ S| S \Lov
usiness Reserve o T |
354 Pow LT R \\ o
ay account
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95 day account ) K
P '}’(,{‘1_ v A e

Quarterly bank reconciliation verification

Bank Account Bank RFO Member has | Note
statement | has signed both f
Date/ signed | records
Pg. no. both /
records _ B

Clerks Account

_f,.-l"

General Account

L

Business Resery—f

//

| 35 day acco

95 day account

Petty Cash Checked

' Account Name

Is reconciliation
correct?

Town Council

-/

Luxfords

e
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| Selected At time of visit, are
Voucher name | petty cash floats
and findings aligned to SAGE
- | balance
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