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LOCAL COUNCILS ACT. 1993 
(ACT NO. XV OF 1993) 

IN exercise of the powers conferred by sections 67 and n of the 
Local Counci l~ Act , 1993. the Prime Minister. in conjunction with the 
Minister of FinalKe, has made the following regulations! 

PART 1 

Gtnual Pro~isjo/lJ 

I . These regulations may be ciled as the Local Councils 
(Financial) Regulations. 1993. 

2. In these regulations, unless the context otherwise requir« -

~Act H meaMlhe Local Councils Act, 1993; 

- ludil0n~ means the local government DudilOrs appoin ted 
\lndcr SttIion 6$ of the Act ; 

"3Ulhorised primary documentation" mean~ any original 
document which is properly authorised and which legally verifies 
the ueanion of I fi nancial ITlnuction by way of declaration or 
de$cription of the said transaction. and by tile signature of all the 
pinks inVOlved: 

· chan of 8C(:Ounrs" means the common list of accounts to be 
used by Council5 in thoe administration of their accounting and 
financial operations: 

~coding stn.w:ture ~ means the S)'lilem of t odc numbers used to 
identify cath type of aa:ounting and financial transaction ; 

*Q)fIlmillec~ and ~thairman~ mean respectively the 
I;QfT1miuee and chairllUln I ppointed under section 47 of the Act ; 

~community~ and -residenlS~ shall ... fer to a part of or to all 
thoe population of a locality lIS defined in sectio n 2 of the ACt ; 

~Council ~. *Councillor-. ~Director of Audi t-. - fi nancial 
ycar ~. ~1oca1ity-. -Ma)'Or~. - Minisle r- and ~ Secre t Hry~ shall all 
have the Slmc meaning as is assigned to them by section 2 of the 
Act ; 



"Council ', administralive offia~ shall have the same meani ng 
as is described in seaion 48 orthe Act; 

~Counti l employec:~ or ~employec:~ means any penon 
r~iving a ""BBC orsalary, excluding the Mayor, from the CourKil 
for work Or services rendered , or any other penon acting in ~uch a 
capaci ty; 

"Council propeny~ ind utles all prope n y owned by tbe 
Council, whelher movable or immovable: 

~ Fi nancial Proccdu=~ means the Lo<;al Councils Financial 
Pro<.:edures issued by the Ministe r; 

~Human Resources Pro<.:edures" means the Local Councils 
Human Resources Procedures issued by the Minister to be 
followed by Councils in the execut ion of their human resources 
du ties and responsibili ties unde r Ihe Act and in aooordllnce with the 
Local Countil$ (Human Resources) Regulations, 1993, 

J . The Council mayset policies, sys tems and timcscal« which are 
not inconsistent wi lh Ihe provisions of the Act or of these regulations 
and whieh shall be administe red by the Sec,etary in ordcrtoexCCUle the 
functions of lhe Council as defined in the Act and in these regulations. 

PART 11 

Acco .. ",iII8 

• . The Secretary shall -

(a) eSlablish, manage and maintain the system of Council 
3«ounting and fi nancial repon ing, including timing of repons, 
according 10 Ihe chan of accounts and coding structure as specified 
in these regulations and in the Financial Procedures: 

(b) bring prompt ly 10 account, under the proper headings, 
·all moneys and a_ts received . paid or reli nquished by the Counci l 
directly or th rough its banke rs; 

(c) maintain a positive balance between income 'lAd 
expenditure and accrued income and expenditu re at all limcswhilc 
resp<:aing all obligations for income and expendi ture and the 
execution of Council functions as specified in Ihe Act; 

(d) ensure Ihal all fi nancial transactions and accounting 
procedures arc prope rl y recorded and documented in accordance 
with the Act, these regulations and the Financial Procedures. 

II , 8> 
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PART III 

Control and RUp<JfISibility 

S. (1) The Secretary sha ll be directly responsible 10 maintain ~ 
continuous internal control and monitoring system \0 asce rtain lhal lne 
accounting. reoording and OIbcr finano.:ial operal iom of the Counc::il .re 
being propetlyoonducted in acco rdance with the Act, these regulations 
and tile policies. sysTems and timescalcs referred 10 in Ihe Financial 
Procedures. 

(2) In tbe e~nt of a suggested or potential jrn:gularil y. 
abuse of control. weakness. fraud or embcaelmcnt in the Council's 
financial affairs -

<a) the Mayor or the: Secretary shall initiate an investigation 
witliin twenty-four hours and notify the Minister in writing 
immediately; 

(b) the Minister may order an investigation 10 be ronducled 
by the Di reclOr of Audit or by a board appointed under the 
Inquiries Act. 

(3) The Mayor, the Secre tary. Ihc Dirttlor of Audit , the 
board appointed under the Inquiries Act or tbei r au thorised 
representative , shall have authority to -

(I) enter I nd have: 1CCC5S to any pan of Council land, 
b\lildings and offices at all times; 

(b) have aa:ess to all rec:md$ and documents re lating to 
financial and other transactions of the Council ; 

(c) require nplanation5 from any Councillor or CoIlncil 
employee on any mallerconneaed with the investigation; 

(d ) req\li re any Council employee to produce documents. 
cash, stocks, inventory Or any other Council propen y under his 
control . 

(4) The Mayor. the Senetary. the Dir«tOf of Audi t or the 
board appointed under the Inquiries Act shall, within two weeks after 
completing their investigation. submit to tM Minister .nd the Council a 
written repon of the findings on an investigation referred to in 
paragraph (2) of this regulation . 

(S) FoIlowinglhe receipt of the ... rillen report ~nt~d in 
paragraph (4) above, the Council may take any such steps which it 
deems ne<.:eU3ry , or 3$ may be directed by the Minister . 

6. <I) The Secretary shall be responsible 10 lhe Council for all 
aSJXC'1 of financial management . 

(2) llIc: Secre tary may delegate to (>ther employee~ ~uch of 
his du ties for financial manage~nt as he judges appropria te. 
w bowever Ihal he will retain overall responsibility for such employees. 



(l) Employees to wllom the Secretary delegates any duties 
under this regulation shall be responsible \1,1 him for 1he -

(a) due pc:rformana: of Ihe duties under their 'CSf",."ibili ly: 

(b) propercolleccion and custody of all Council moneys and 
OIher a»c: l ~ T«eiy~hlc I>y the Council: 

(c) proper relinquishment of all Council moneys and othe r 
a_IS parahle or reli nquished hy the Couocil: 

(d) accuracy of the accounts rendered bytilemor under their 
responsil>ilily. 

(4) The fact that auditors • ...dil and rc:pon on the ocmformi ty 
of Council accounlS and fi nancial affa;" \0 the C()TIdilions defined by the 
Directoro' Audi t shall no( in anyway dimin ish the responsibility of any 
employee from complying, or 5C(:uringoompliane<::, with the Act. these 
regulations and the Financial Procedu res. 

PARTlV 

BwilluStJnd FUumcUJJ PWMing 
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7. <I) The Secretary maU be responsible for the preparation of s ........ pl>n, 
a draft of the Council's business plan. In tile preparation of 5u,1I 11 plan 
tile Secre tary shall follow suell dirCdions as may be given by the Council 
or by the MD)'QT and shall consult such oommiuees and employees as 
may be nece5Sary. 

(2) "fhc, busillCM plan sllall -

(I) OIItline Ihe values, JOIIs, organisation and business 
direc1ion of the Council: 

(b) provide details about past and futu re Council operations 
and projects, including details about allocated resources. and 
achieved or upecled results ; 

(c) include a three-year financial plan for ilKXlme and 
upenditure categomed aocoording to [he Financial Procedures; 

(d) be prepared in the form sp::cified in the Financial 
Procedures. 

g. (I) The Council sha ll prepare and dis<:u$ the draftoflhenew A_I", 
or revised busine5S plan as stipulated in sub5«tions ( I) and (2) of -.....pIan. 
section 59 of the Act . 

(2) "fhc, Secretary shall forward to the Minister acopy of the 
draft ortne business plan noIlatuthan eight weeb after tne eR<! of the 
Council's first year of its term and thereafter by the fifteenth day of 
Fehrual)' of each year. 
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{Jl The Min ister may make comments about the draft 
business plan and the Council may adjust the dra ft business plan 
accordingly. 

(4 ) Tho: husincss plan shall he aPflro~ed hy the Couocil 
before the end orllle fourth month after tile completion orthe Council'. 
first year of ilSle rm and thereafter by the e nd of March of each )'('ar. 

(~) 'J1w:, 5«lclary shall submit a copy of tile ~pprovcd 
business plan 10 the Minister and to the Minister responsible forfinaoce 
within the lime limit stipulated in sub$ction (3) of section S9 of the Act . 

9. l1Ic Council shall publ ish ils business plan whhin three: we<:~ 
aftcr ils approval. A copy of the published business plan shall be open 
for public viewing" the Council's administrative office durin, normal 
of rICe working hours. 

PARTV 

Anmml Budget 

IG. 'The Secre tary shall be responsible for the preparation of the 
annual budget. ind uding w imates for income and eJllC'ndill,.re in 
oonsultation with the Council, r~levant committees IrK! employees, 
who shall forward all the required supponing infonnation. 

11 . (1 ) The Secretary shall cakulate the provision allocated by 
Government to the Counci l on the basi50fthe proponion of the annual 
financial allocation accordi ng to SCdion 55 of the Act. 

(2) The Secretary shall coordinate the preparation of the 
annual budget and shall_ 

(a) as:iist commiuees and employees in the preparation of 
their proposals ; 

(b) evaluate each ifKIividual account heading , and 
comminee budget ; 

(c) ensure compatibili ty and con5i5tCOCY between atcOlln t 
headings arK! commillce budgel$; 

(d) consolidate all individual budgcts into the Council's 
.nnual budget. 

(~) The Counci l', annual hudgct shH con. i. , of: 

(a) an overview and summary of the budge t; 



(b) oonS()Lidaled and detaiLed budget estimates for income 
and Clpendilure classified l>ttOrding 10 the system of aa:ounlS 
under the Financial Procedures; 

(d) cash budgel : and 

(c) budgeted indicators 10 measure perfonn~nct: of works 
and services. 

(4) TI>e budget estimates shall be accompanied by 
explanations respecting every item of an unusual nature therein 
comprised and of any significant differern;:e under.,ach item betwun 
the proposed expenditure or expected income and the approved budget 
estimates for the pr~din8 year . 

(S) The Secretary shall submit th .. annual hoJd~1 to the 
Council for its approval within the lime limit ~ipulaled in sub5ection (I) 
of section S60f the Act. 

12. The fannat and OOluenlli of the annual budget shall be 
pre$enled in the form prescribed by the Financial P'mcedures. 

I.l. (I) The Council shall consider. and if necc:sury revise , and 
approve the annual budget 15 stipulated in subsection (2) ohection S60f 
the Act. 

(2) 1lIe Se<.:re rary shall submit a copy of the Counci l'. 
approved annual budget to the Minister within the time limit stipulated 
in subsection (3) of section S60f the Act . 

14. (1) The Council shall publish its annua l budget nOI later 
than IWO weeks after $ubmining it III the Minister according to 
paragraph (2) of n::gulatiOtl 13 of these regu lations. A copy of the 
published budget shall be forwarded III the Minister responsible for 
finance . 

(2) A copy of the Council"l annual budget llhall be open for 
public viewing at the Council's administrative office during normal 
office working boors. 
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IS. (\) If supplementary funds for Local Councils are made SuwI<-... .,. 
available acx:ording lO$edion 62 oftl'le Act. the Council shall submit its -... •. 
approve<! supplementary bud~t to the Minister within three weeks 
from the approval of the supplementary VOle. 

(2) The Secretary shall publish the supplementary budget 
and make a copy thereof uailable for public viewing al the Council's 
adminilltrativc office during normal office working hours. A ropy shall 
also he forwarded 10 the Ministe r responsible for fin ance. 
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PART VI 

FillllncjQ! M~mLnl (JIId R~poni"g 

16. (I) At tile end of each financial yea f a detailed annual 
administrative report shall be prepared by the SecreUlry. Such report 
shall-

(a) account to the Council for the Council's fina/lCe$ during 
the previous year ; 

(b) review the operating and financial results achieved 
against the Council's stated objectives. plans and budge. ; and 

(c) include I statement of the Counci l's income and 
upenditure for the year .hat ended and the Counci l's retained 
fv.nds as al the year end. 

(2) TIle detailed annual admini$ltl tive report shall be 
PfC'P&red in .he form 5pecif.ed in the Financial Procedures. 

17. ( I) The Council shall diK\la ,he annual admini$.ralive 
repon and instruct tile Secretary to make any changes il mJ.Y deem 
nc«ssary. 

(2) It shall be the dUly of the Council and the Secretary \0 
ensure Ihat the financia l stateme nts forming part of the report fairly 
present, in IICtOrdan<:e with accounting policies applicable to Local 
Councils. the income and eKpendi tur~ of the Council for the year that 
ended and its retained funds as at the year end, and that they comply 
with the Act , these regulations and the Financial Procedures. 

Cl) l1Ic Council shall appro~e the annual administ rati~e 
report notiater than four months afte r the end of ils first financial year 
of offICe and l ub5equently by noI later than theend of Julyof each year . 

l a, (I) The Secretary :!hall publish the Council's annual 
administrati~e report . including a copy of the audited financial 
statements. within two weeb from its approval by the Council. 

, (2) The annual administrati~e report shall be made a~ailable 
for public ~iewing in th~ Council's admini$trati~e offICe during normal 
offICe working hours. 

PART VII 

&nk;n, Amlll8tmt llU 

19. (I) l1Ic Secretary shall. with the appro~al of the Council, 
make all arrangeme nts and agreements wit h the Council's bankers and 
shail open te such bank accounts as he considers necessary. 

(2) AOOO\InU shall only be held with banb approved by the 
Ministe r with the ooncum:nceof the Minister responsible for finlln<:C: . 



(J) Bank accounts shall not be u~ for pelWllal maners. 

20. J'h<, S«rdary shall ensure that for each bank account . 
record of all bank transactions. supported by authorised primary 
docu.mentation, is maintained. 

u . (I) All cheques shall bear the Council's coal of arms and 
shall be ordered by the Secretary, whQ shall ensure Iheir safe custody 
and proper use. 

(2) Chcqu,,", ;";...,11 hy the Council for paynKnt shall-

(a) bear the joint signaturuof the Mayor and the Seeretary; 

(h) he prepared correct ly; 

(c) not be post-dated; 

(d) not be signed without hearing the amount or payee 
name. 

(3) Cheques. dired paymenlO and inter·bank cran~fers or 
payments shall be authorised by the Council according to order 32 of the 
Standing Ordcrscontained in the SiJ:th Schedule to the Ad. 

22. J'h<, Secrr;tary $hall 115 500n as possible, but not later than tbe 
tenth working day of each month, ~pare a statement to Tewncile the 
balance of each bank account 115 it appears on lbe Council', books aT 

records with the balance 011 the bank statement for the immediately 
prea:ding month. 
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2J. (I ) J'h<,pcny ca$hs)'Stem$hallbegovemedbythe following l· ...... p<Od<' ... 

rulu; 

(a) no cash transactions shall be made for items ot 
e~pcnditure costing LmlO or over in the aggregate; 

(h) n .... n~il m~y hy ,.·""lul; .. n auth"r;"" Ih" Secretary I .. 
advance, as may be necessary, such sumsof money 10 employee-sas 
an advance accounl for the payment 01,11 of the pcl1y cash; 

C<'l l'mpl"~~e' h"lding a,hancc acc"unlS ~ha ll kc"r a rrorer 
record and. on request, give the Secretary a stalement ' of the 
accounts; 

(Ill an cmr1u)iff .... h"cca"""" I" he entit led h' h .. 1d ~n advaocc 
Il«<J\Inl shall render an account 10 Ihe Secrtlary for Ihe amount 
advanced 10 him. 
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(2) Nu c l1lpltlvc,' ,'Ht! tfH tl'(," ("'fUo<' ;1 m"n,·~ I" ~r'''l'''''r 
e "'ployee witlluul1he express conscnt of the Secretary. Such lran§fe r 
shall be recorded . 

(3) Each mon th the Secretary , hall aCCOUn110 the Council 
for all pelty cash expenditu re ilKum:d during the immediately 
preading month. 

14. (I ) Save u otherwise provided under the Financial 
Procedures. all purchase a rdeD. oon traclS Bnd agreements for works, 
goods or services 10 be supplied to the Council shall be authorised by tile 
Council. This provision shall no1 apply 10 pell)' cash pun:ha!ICs and for 
the supply of public utility services. 

(2) Pu rc:hasoe Olden made verbally , iocluding orders made 
by telephone. shall be irnmedialely confirmed in writing. 

(1) Prior 10 the approval of . Council purchasoe order , the 
Secretary o r the employee responsi ble for purchasing shall ensul"<' that 
each purchase corresponds 10 and does nOI exceed an item or heading 
within the appro~ed estimates, unless otherwi&e so authorised by the 
Secretary or the Council . 

(~ ) e"un,-;I pu rch~,.., "rocr~. ~"n1 r~~I ' ano ~~'c~n..,nt' ,hall 
req uire Council authorisation acrording to the following appro~al 
limits ; 

<a) orders , contracts , agreements or items not uceeding 
LmIOO shall be authorised by tlK: Council according to paragraph 
( I) of order 32 of the Standing Orders con tained in the Sixth 
Schedule to the Act. provided that itemsofthe same natu re are not 
pur<:hased withio a consecutive four-month period ; 

fh) tin).,." . <~lnt r;."'h. ~lIrccm,·n t~. u, it"m, u ... c..,d; n~ 
LmI OO but not ex~eding Lm l ,lXXl shall require al least three 
official signed quota tions or the issue for a public tender according 
tn the Lucal Council., (T .., nderinll) Rellulat;'m,. I W.'; 

Provided that , if the Council oplS for a qUOlat ion, Council 
authorisa tion in accordance with parngrnph <I) of order 32 of the 
above mentioned Standing O rders shall also require a wri tten 
justifICation for the selected quotation ; 

(c) orders. contracts. agreements. or items exc:ecding 
LmI ,OOO shall require the -

(i) issue of a public lenlkt according to the Local 
Councils (Tendering) Regulations , 1993; 

(iil the approval of the Council according to paragraph 
( I ) of order 32 of the Standing Ordcn contained in the Sixt~ 
Schedule to the Aa and acrording to lhe Local Councils 
(Tendering) Regulations, 1993. 



(~) PurdllUCS of works , goods and services shall nOl be made 
from suppliers appearing on the Unauthorised Suppliers List in the 
Financial Procedures. 
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15. ( I) Capital upendilure shaU be joinlly controlled by lhe c ..... 
Mayor and the Secretary. np<,",",,", 

(2) E~ndjt"re of a capital nature frOID tlte CowIeiI', f1.&nds 
shall require written justification by the Secretary and shall be approved 
by the Council following the procedures Itipulated in sub-paragraphs 
(a), (b) , and (e) of paragnph (4) of regulation 24 oftbese regulations. 

(J) 1lIc Secretary ll'Iall ensure that -

(1I) Cal'i l ~1 uroc: ndit ure cnrresro"d~ 10 the proj.ccts approved 
in the current year's annual budget estimates and business plan. 
unless otlle rwise autlloriscd by the Council ; 

(b) tbe Council's rewnls are 10 besupponw by t ile ph)'5ical 
presence of capital items. 

U . (I) PaymenlS of money due from the Council shan, other Par-0to. 
than pelty CilSh, hoe made by cheQue, bank transfer, or other inmument 
;aintly drawn by the Mayor and the Secretary on the Council'5 bank 
accounts. 

(2) All payment orders ilRd invoiC'cs mall be certified 001'Te0;l 

hy lhe S<",'el ~ry pri" , I" p;.yment. Fur Ih i~ ",",'p.,.se I"" See,elMry .-hall 
examille the documents and shall be emit led to make ellljuirics and 
receive such information 15 he requires. 

(J) OTde .... fnr fN'yme nt shallhc certified hy IIle Secrelary. 
approved by the Counc:il and signed aQ:(Irding to pIIr1lgraph ( I) of order 
32 orlhe Slanding Orders contained in the Sixth Schedule to the Act. 

(J ) The s..'(",et ~ry ~h~ n sat isfy the Counc:ilthat -

(a) all documentation is prope rly compiled and correct; 

(h) overpayment Or the dupl ica tion of p;.yment is I't"evented; 

(c) cheques, direct payments, and inter-bank transfers arc 
~"'rr«l ly I't"epa'w; 

(d) remittance advices arc correctly pre pared and 
desfN'tched wilh payments. 

n . (I) All claill1$ for the refund of payments incurred by n .......... _ 
Councillor!; and emp],oy«s during the coul"5C of executing thei r Council '" c', 
dulies shall be submilled. and duly certified by the Secrelary, on the 
appropriate form in accordance with the Financial Procedures. 
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(2) All d~ims hy C .. " ncill",.,. and empk.yees ,h~ 1I 1'0: 
submiued 10 the Secreta ry nol later than fiYe daY' . fter the cnd of the 
financial month during whidl lhe (:llJl(n~ MS been incurred. 

(J) Prior 10 pa)'mC'nt each clai m shall be Yelled and certified 
by the Secretary and subsequently approved by I,": ~ncil lnd si~, 
IICCOrding 10 pal1lgraph (I) of order 32 ohhe Standi ng Orden conlamcd 
in the SiJClh Schedllle 10 the Ad. 

(4) CenifK;lllion by Ihe Secretary shall imply that he is 
satisfied that Ihe expense was properly and n«:Cl'$8 rily incurred and that 
Ihe claim is properly payable. 

PARTlX 

PUJonntilmd Payroll 

Ill. ( I ) The 5«rctary shall ensure that payment of salaries. 
wages, gratuities and OIlier benefits and remuneration 10 the Mayor. 
employees and fonner employees, shall be made by cheque or bank 
tra nsfer by the last working day of each month . 

(2) The Council lltIdIor the Secretary shall nol make 
payments 10 employees not appoi nted I<:OOTdi ng to the Local Council~ 
( Human RQOUn:cs) Regulation,. 1993 and the Human Resources 
Procedures. 

29. (I) The following penonnel details shall be accurately 
maintained by the Secretary: 

(I) appointments . resignations. dismissals . suspensions. 
seoondmenl$lnd tra l'l$fen; 

(b) ab$ence from dut y for sickness.lelve. training and otllcr 
reasons; 

(c) changes in remuneration. including noonal increments 
and nationall ~ negotiated pa~ awards; 

(d) records related to PAYE, Social Security. statutory sick 
pay and statutory mlternity pay. 

(2) Appnintmcnb "f all emplnyccs sh~1t hi.- m~u.. in 
accordance with approved methods. grades and rates of pay as defined 
in the I...ocal Councils ( Human Resources) Regulations. 1993 and the 
Hum~n Rnuurct'!' Proccdurn. 

(3) Attendance records Ind other pay documents shall be 
oertified by the Secre tary. 

lO. (1) lbc Secretary shall maintain a payroll accounting 
s)'l'tem as slip"iatcd in the Financial Procedures. 



(2) Authorised payments, returns and claims 10 tile 
Dcpanmcol of Social Security and the Dcpanmenl of Inland Revenue 
and any other Government depanment shall be ""ministered by the 
Secretary and submilled on limc. 

PARTX 

I~ 

31. 'The rolleaion of all moneys due lalhe Council "hall be under 
the wpcrvision OrlM: Secretary. 

31. 'The Secretary ,hall liubmit to the Min~ler respoouible for 
finance, through the Minister , a .... illen request for financing from 
~mmcnl acoordiflg to section S1 of the: Act , 

33. (1) All COU",;! moneys shall be received or directed \oone 
of tile a .mnciJ's bank ac:rounlS by tIw: Secretary or any authori:.ed 
employee. 

(2) The x cretary shan ensure that paying-in documents are 
oorl"«lly prepared and reconciled with the relevant records. 

(3) EveI)' employee authorised 10 recei ~e money shall daily 
aOCQUnl 10 the Secretary for all moneys m:eived by him. 
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J.I. (I) Contracts, leases and olher agreements which wilL resul t _11_ .... · 
in moneys due 10 the Council shall be authorisc:d by resolutio n of the 
Council and ;oimly signed by Ih~ Mayor and the Sc<:retary . 

(2) For 541("h jKIl"pO$e lhe Sc:<=lary shan make available 10 
Ihe Council any documents which il may require . 

(3) The Secretary shall mBintain sufficient details and prope r 
records of all moneys due la lhe Council with .espc:<;t la works done. 
goods supplied. services rendered, or any other matter. 

(4) The Secrelaryshallarrange fordaims 10 be raised for the 
recovery of moneys due to the Council. 

PART XI 

35. The Secrelary shall. wilh Ihe approval of Council, ensure the 
sc:curit y of the Council"s a~ts and employees and insure the Counci l 
againsl any io§s. damage. injury or death and against any other $OU1"Ce 

and form of liabili ty Or claim from third parties. 

Council "-. -. 
36. (I ) The Secretary shall effect all insurancc cover and liaise: 1", ... 0« . 

with the Counci ]"s insurer! on all mallers. including claims. 

(2) The SecretaryshaU regulanyreviewand whe re neccS$8ry 
~m~nd ~ II in,urpno;c_ ",·jlh the arr..,v~l "r t h~ Cnuocil. 
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(3) No indemnit ies sllall be given without authority of the 
Secretary and th~ Council', insure ..... 

(4) Council members and employees ofth.c Counci l sha ll be 
insured against third party liability. 

37. (I ) The Secretary sha ll advise tile Council and its insurers of 
all claims, and all fl e W risks, properties, veh icles, machinery. 
equipment , plant and activities which may require insurance cover and 
of any alterations affecling existing insurances. 

(2) Employees shall immediately notify the Secretary of any 
1<):$$, liabi lity, damage Of event whi ch may lead to a claim. 

(J) Empl"yees shall pwvi<le the Secrt<lary sufficient advan~" 
notice of any property whose custody will be temporarily accepted by 
the Council. 

38. (\) The Council or its employees shall n01 hold items of 
va lue on behalf of thi rd p~rties. 

(2) Th~ Secrdary ~hal1 he r~~r .. n~ihk tn ~n'"r~ tn., S«lI rity 
of all buildings. stocks. stores , furniture. equipment, machinery. cash 
and other Council assets. 

(3) Th( maximum limit for cash holdin,s shall),., Lmlm. 

(4) Keys tosaf(s and olher $eeure areas are 10 be kept in the 
cusH>dy of the employee .e'(IOn, ink. An y l",,,",~ musl he imm~diatdy 
reported to the Secretary, who shall take all necessary actions 10 
maintain security. 

(~) The Secrelary shall ensure the ~urity and privacy <If 
infonnation held in the Council's records , including computer systems. 
and shall introdutt and enforce procedures and measures to maintain 
security and confidentiality. 

PART X ll 

/nvenlO'U!S , SIO'CS and SIf)C/u 

39. The Secretary shall create. maintain and cont rol an accurate 
and up-to-date inventory of the Council"s assets and stocks . 

40. (I) Employees shall , in consultation with the Secretary as to 
the fonn and content, maintain an inventory of all furniture, fittings, 
equipment, vehicles, plant , machinery and other assets under tlleif 
con trol. 

(2) All inventory items, except stock items, shall be 
rcrmanently marked ' " lahelled ,,, faci lilHIC id~nl;lical;"n 



(3) Employees shall carry out an annual check on all items on 
the inventory and shall take such action On any surplus Or deficiency aI 
may be decided in cunsultation with Ihe Secretary. 

(4) No Couocil property shall be removed. unless in the 
ordinary 00\If$C of the Coull(:il's busineu, without the written 
authorisation of tile Secretary. 

(S) No re",'nal property may he kepi Hr stored in t he 
Council's buildings withoullhe wrinen authority of Ihe Mayor. In such 
a case the property shall be properly marked for identification. 

41. (I) The Secretary ,hall CQntrol and SeCUre the storage, issue 
and receipt of stock items in to and OUt from stores, and maintain an 
aCCllrBI<' inventory of stock ite!Tl$. 

(2) Employees shall be accountable for the care and custody 
of all stocks and stores under their responsibility. 

(3) Stocks shall not b<: held in excess of normal 
requirements. 

(4) The Secretary ~ hall arrange fur ""ri .. dic independem 
checks of stock~ and sto rei and shall ensure that an stocks are chcx:ked at 
least once in every year. Physical chcx:ks shall b<: made against 
documen ted stock record,. 

(5) Employees shall supply the $e(:retary all the necessary 
information on inventories, stores and stocked ilems fOT accounting, 
costing and financial records. 

(6) OI>soIc1e materials, asset ,. stocks or equipment shall he 
disposed of hy competitive tcnder, public auction or anyother means as 
approved by Ihe Council, and written-off the Council's aCCOunts. 

(7) The Secretary shall inform the Council of any disposals 
rderred 10 in paragraph (6) of Ihis regulation. 

PART XIII 

I'ropUly 

42. (1) The Secretary shall have custody of aJllitle deeds and 
shall be responsible fnr their security. 

(2) The Secretary shall maintain a register of all land and 
buildings owned hy the Council as described in the Financial 
Procedures. 
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43. (I) Dealings in plOperty must be made in accordance with 00.1;,..;" 
the Financial Procedures. P"'I"'''Y· 
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(2) The conlracting to third parties of rights, concessions, 
pennits Or au thorisation to manage, operate. use or occup~ 
Govcmmell1 property witliin the locality shall be made after a public 
call for tenders has been made according to the U>cal Councils 
(Tendering) Regulations. 1993: 

Provided lhal Government has authorised the Council. by 
notice in the Gazelle, 10 administer the Government properly in 
question. 

(3) The contracting to third parties of other rights, 
concessions, permits or authorisations within a locality shall be made 
after a public call for tenders has been made according 10 the Local 
Councils (Tendering) Regulations, 1993. 

PART XIV 

fnvestmmts and Borrowing 

44. The Secretary shall administer and control investments and 
borrowing on behalf oflhe Council. 

45. (i) The Council may invest its money only in Go~ernment 
issued securities. including stod.s. bonds and bills. 

(2) All securities. includingstoch. bonds and biUsowned by 
the Council or held in its name, shall be held in custody by the Council's 
bankers. 

46. (1) In exceptional circumstances bon owingmaybeeffected 
in the Council's name and o nl y after written approval from the Minister. 
wilh the concurrence of the Ministe r responsible for finance . 

(2) The Secretary shall maintain a record of all the Council's 
borrowings. 
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