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Quedgeley Parish Council

1 Invoices selected for review:

Sample| Supplier Type of service Date Amount |CHK No
1 Neptune Service 19.04.16 | £528.3 (Bacs
2 J+M Service 25.04.16 | £1914 |Bacs
3 Keepit Gloucester Service 09.05.16 | £811.14 |(Bacs
4 M+D Properties Service 09.05.16S| £3993.75 |Bacs
5 Speedy Hire Goods Hire 21.06.16 | £176.16 |Bacs
2 Audit
Each of the 5 invoices is used to answer the internal control question 1-7 below. For each invoice
mark Y (ves) N (No) for where the evidence has been seen that the control has been carried out for
that invoice. Note any issues or explanation in the comments section.
Sample check
Ref. |Control number Comments
1 ° 2 b 3 415
1 Is there a works order for the y Iltem1 +2 No Bacs
invoice? (works order not required
for puchases from petty cashor |y No y Sheet Availble
services where a contract exists)
2 Is the invoice checked against the |y No y y Sample 2
official order prior to
aurthorisation. Survey Estimte
3 Prior to payment is the invoice |y y y y
confirm receipt of goods or
services?
4 Do the signaturies confirm the y y y y
cheque amounts against the
invoices?
5 Are the payments reported to the |y y y y
F&GP or full council and recorded
in the minutes?
6 Have both signatories checked and |y y y y
intialled the counterfoil and signed
the invoice.
7 Are all purchases lawful? y y y y
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