Sutton Parish Council
Bank Reconciliation

Financial year ending 31 March 2026
Bank Statement Date: 28th February 2026
Balance per bank statements as at 31st March 2026

Unity Trust Current Account £ 4,173.96
Unity Trust Deposit Account £ 24,554 43

Less: Unpresented
Payments

Net balances at 31 March 2026

Cashbook

Opening balance at 1 April 2025
Add: Receipts
Less: Payments

Closing Balance 31 March 2026

£

™m ™M

28,728.39

28,728.39

26,414.84
56,083.61
53,770.06

28,728.39



Business Case: Transitioning from
Spreadsheets to Scribe Accounts

1. Executive Summary

Many councils across England and Wales are already demonstrating sound financial
management using spreadsheets. These tools have provided flexibility and familiarity,
particularly in the early stages of council growth. However, as responsibilities increase and
regulatory requirements tighten, spreadsheet-based systems begin to strain under the
weight of complexity, risk, and inefficiency.

Scribe Accounts offers a purpose-built, cloud-based solution designed specifically for parish
and town councils. It modernises financial workflows, reduces error risk, and saves time
through automation and integrated compliance features. Councils switching from
spreadsheets typically save 5—10 hours per month and significantly reduce audit stress.

By adopting Scribe, councils can reduce administrative burden, enhance financial
transparency, and ensure robust compliance with AGAR and VAT requirements — all in a
secure, centralised platform accessible by unlimited users.

2. Current Situation
Most councils using spreadsheets are doing their best with available tools like Excel or

Google Sheets, often built around bespoke templates or inherited formats. Clerks and RFOs
invest significant time maintaining these, typically across multiple files and folders.

Common Practices:
e Manually updating income and expenditure sheets
e Bank reconciliations handled via cross-checking PDFs or printed statements

e Year-end AGAR prepared in Word or Excel, often requiring manual variance
explanations

e VAT calculated by formula and then submitted via Form 126 or manually through
HMRC'’s portal

e Asset Register maintained as a separate spreadsheet, often outdated or inconsistent



Monthly or quarterly reports manually compiled for councillors

What’s working well:

Flexibility to create customised reports
Familiarity with Excel or Google Sheets

No upfront software costs

Challenges:

High risk of formula errors or accidental overwrites

Lack of audit trail or change history

Time-consuming reconciliations

AGAR preparation often rushed and stressful

No direct integration for Making Tax Digital (MTD)

Difficult to generate real-time reports or share with councillors
Limited collaboration (single-user environment)

Lack of backups or security controls

Reliant on one person’s knowledge of how it all works

3. Risks and Inefficiencies

Staying with spreadsheets carries significant hidden costs and risks, especially as council
responsibilities grow or personnel change.

Operational Risks:

Loss of knowledge if key personnel leave

Human error leading to inaccurate financial records or AGAR mistakes



e Time wasted on repetitive manual tasks that could be automated

e Data duplication, such as entering the same figures in different files

Compliance Risks:
e Non-compliance with transparency codes or audit expectations
e Manual VAT submissions risk delays or errors
e Lack of secure audit trails, which auditors increasingly expect
e Inadequate backups risking loss of records due to accidental deletion or file

corruption

Opportunity Costs:

e Time spent formatting reports or reconciling accounts could be used for council
projects or community engagement

e Difficulty producing real-time reporting may reduce councillor oversight or delay
decision making

e [|nability to easily share or collaborate can increase dependence on the Clerk or RFO

4. Solution: Scribe Accounts
Scribe Accounts is a cloud-based accounting system designed exclusively for parish and
town councils. It replaces spreadsheets with a secure, centralised system that automates

many of the most time-consuming tasks.

Features and Benefits:

Feature Benefit
Bank Reconciliation Save hours by easily matching transactions and ensuring
Tool accurate monthly records
Automated AGAR AGAR-ready reports generated at the click of a button,
Reports including Section 2, Variance Explanation, and Year-End

Summary



Built-in Asset Register Link assets directly to AGAR with categorisation and automatic
depreciation

Budgeting and Real-time view of financial position, helping plan and track
Forecasting Reports spend

Compliant VAT Returns Submit through MTD or generate VAT126 instantly
Unlimited Users Share access with councillors, auditors, or finance committees
Emailing & Templates Send documents or reports with integrated templates

Secure, Cloud-Based Work from anywhere, with daily backups and full audit trail
Access

Dedicated Reports Over 15 specialised reports including Section 137, Committed
Suite Spend, Balance Sheet, and Trial Balance

Quantifiable Improvements:

e 5-10 hours per month saved on reconciliations, report generation, and year-end
processes

e 100% reduction in duplicated data entry through integrated tools

e Significant reduction in audit queries due to robust audit trails and standardised
reports

e Faster AGAR production — year-end reports completed in hours, not weeks

o Improved councillor confidence with clear, professional financial reporting

5. Conclusion

Moving from spreadsheets to Scribe Accounts is a strategic investment in operational
resilience, regulatory compliance, and efficiency. It reduces reliance on manual processes,
protects against knowledge loss, and ensures that financial management keeps pace with
modern expectations.

Scribe gives councils confidence that finances are well-managed, compliant, and transparent
— without the administrative burden that spreadsheets create.

For councils currently using spreadsheets, the case for change is clear: less time on admin,
fewer errors, and a better experience for everyone involved in financial governance.



Scribe

Making local communities Smarter

&

Sutton Parish
Council (North
Norfolk District)



|Who are we?

Scribe is a dedicated partner to local councils in England and Wales, offering a suite of intuitive, cloud-based
applications to facilitate efficient and secure management of your council's core operations.

For over twenty years scribe has been streamlining the way Clerks & RFO's manage their council's
accounts.

Designed to reduce complexity, Scribe enhances transparency while ensuring secure management of
public funds.

Compliant with UK and EU data protection laws and hosted securely on AWS, Scribe prioritises
accurate reporting and data protection.

We offer free, unlimited training and support through Scribe Academy.

Trusted by over 1,600+ councils and 5,000 users, scribe ensures effective, transparent council
management with no lock-in contracts and a 4.9-star Trustpilot rating.

* ok k kK



| What we hear the most

(T)] Manual/inefficient processes
e  Time-consuming methods, duplicate entries, clunky processes

Staying on top data & reporting

e AGAR, VAT, Budgeting - Needing to easily gain insight to data and
efficiently producing your required reports

@ No support, no training
e Left to figure things out on your own, no expertise to call upon
Egﬂ Limited Collaboration

e  Whether software, or spreadsheets, there is often limited options
to be able to use their systems collaboratively

@ Data Security Risks

) Spreadsheets lack encryption, and desktop software provides
little option for backups




| Benefits - Commercial vs Bespoke Software

Spreadsheets
. Flexible & Customisable — Can be tailored to various needs, from budgeting to reporting
. Low Cost — Often free or included in office software packages like Microsoft 365 or Google
Workspace

Commercial Software

R -

° Reliable & Supported — Customer support, updates, and security patches
° Feature-Rich — Designed for general business needs with built-in integrations and
automation

Industry-Specific Software (excl Scribe) @ @

Tailored Workflows — Designed specifically for the needs of a particular sector

Compliance & Regulation — Often includes features that help meet industry standards

Improved Accuracy — Reduces errors compared to generic tools by following best
practices for the industry

Scribe 1"

. Built for Local Councils

Specifically designed for parish and town councils in England and Wales,
ensuring a perfect fit for their needs.

. Time-Saving Automation

Reduces manual admin with automated financial reports, invoicing, and
record-keeping.

) Easy-to-Use & Cloud-Based
Accessible from anywhere with an intuitive interface, no IT expertise required.
. Compliant & Accurate

Helps councils meet statutory requirements like AGAR, VAT returns, and
financial reporting with built-in compliance checks.

. Integrated Modules

Accounts, cemeteries, venue bookings, and allotments in one seamless
system.

. Dedicated UK-Based Support

Expert customer support team with deep knowledge of council operations,
always ready to assist.

. Secure & Reliable

Cloud-hosted with regular backups, ensuring data security and peace of mind.



|So, How Do You Choose?

We recommend that you use the following criteria

@ Accessibility

Is the system fully cloud-based? I.E. can you use it from anywhere, on
any device?

Will they lock you into a contract limiting flexibility and charging you
for leaving/ exporting your data?

@ Usability

Is the system easy to learn and use? I.e it looks clean and
straightforward, easy to navigate pages

Exe Functionality

Does it have features your current software doesn’t that will save you
time?

Usability




|Let’s have a look at Scribe!
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http://www.youtube.com/watch?v=LLtIllI2h2A
http://www.youtube.com/watch?v=kxGUCt_VA5c
http://www.youtube.com/watch?v=DWaaIojsQqk
http://www.youtube.com/watch?v=uyO4o04rBM0

| The Software - An Integrated Solution

Scribe offers a comprehensive, cloud-based platform designed specifically for local councils.

The system includes a suite of integrated modules tailored to the unique needs of councils, helping

with everything from financial management to asset management and compliance.

Financial
management

1-Click AGAR

Bank reconciliations
Budgeting

VAT returns (MTD
compliant)

Advanced Record
Management

Invoicing
Filtering & Sorts
Mapping

Inspections &
Condition Reports

Online Bookings
Invoicing
Smart Dashboard

Advanced Calendar
Filtering

Venue Booking
Reports

Manage tenancies
Invoicing
Mapping

Waiting Lists

Inspections &
Notices

Asset Management

Inspection Tasks

Compliance
Tracking

Task Automation

Data & Financial
Tracking




| Proposal for Sutton Parish Council (North Norfolk
District)

Product Initial Payment Monthly Payment
Accounts . EB199 £25 .
Professional Services Initial Payment Monthly Payment

See following slide for details

Total (Excl VAT) £199 b WAS)



Professional Services

Optional Services To Streamline Your Onboarding and Data Migration

Account Setup . . .
Includes set up of: Cost Centres, Codes, Bank Accounts & Restating Last Financial Year

Transactions Import .
Standard pricing includes: 1 year* of history

*please ask for longer/shorter periods

Asset Register and Contacts
Including in standard onboarding

Cemetery Import

Includes imcé)orr of: Plots, Burials, Exclusive Rights and Memorials*
RIALTAS IMPORTS ONLY - Includes Inspections also

*requires confirmation of total volume of records

Mapping Services
Upon request - existing maps to be reviewed for quotation

Allotments Import

Includes import of: Tenants, Plots and Waiting Lists
RIALTAS IMPORTS ONLY - Includes Inspections also

Mapping Services
Upon request - existing maps to be reviewed for quotation

Fee Structure
Our support team will take your current pricing structure, review with you, and set up in Scribe

See Slide 9: Proposal for pricing



| Support Team

q%? Unlimited Free Training:

Scribe offers unlimited training to ensure your team is fully
equipped to use the system efficiently. This includes our specialised
training platform which offers on-demand sessions to get you up
and running.

oﬂ
%\é} Dedicated Customer Support:

Our UK-based support team is always available via email or Zoom
to assist with any issues or questions. We pride ourselves on fast,
friendly, and helpful service to keep your council running smoothly.

a Scribe Academy:

Gain access to our extensive knowledge base, video tutorials, and
live webinars through Scribe Academy, ensuring your team always
has resources to improve their skills and stay up to date.

@ Ongoing Assistance:
0=
Whether it’s a technical issue or a quick question, Scribe provides

continuous support to ensure you get the most from our platform.
We're here every step of the way to guarantee your success.

10

Hannah Driver Jane Dafforn Tracy Fisher Jess Shackley Jasmine Amezi

Head of Accounts Head of Support Scribe Accounts Scribe Accounts Data Integration

Specialist Specialist Specialist

l 5‘“‘
|
‘
Eve Nyarango Esther Danso Jo Peters Lucy Fagan
Customer Support Customer Support Customer Success Operations
Specialist Specialist Manager Manager
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| The Security

High Availability & Resilience:

° 99.99% uptime in 2024, supported by Amazon Web Services (AWS) with automatic scaling, backups, and 5-minute point-in-time
recovery for data.

@E Robust Encryption:

° All platform data is encrypted in transit using TLS v1.3 and at rest, including user credentials secured with HMAC-SHA256
encryption.

&t Regular Penetration Testing:

° Comprehensive in-house penetration testing using OWASP ZAP to identify and address security vulnerabilities, with high-risk issues
resolved immediately.

AWS Cloud Security:

° Hosted within AWS Virtual Private Cloud (VPC) with restricted access to web servers and databases, providing enhanced isolation
and security.

% Data Backup & Recovery:

° Daily and monthly backups with 30-day retention, ensuring quick recovery of customer data in case of emergencies or system
failure.

Role-Based Access Control (RBAC):

° Strict management of roles and permissions for accessing internal systems, with secure connections via SSL and cloud service
usage monitored through AWS IAM.

12|
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| Onboarding

Pre-signup - let us know what professional services
you are signing up for and we will sort them.

Day 1 - Upon joining us, you will receive a call from
our customer support team, who will provide your
account access, and advise on the steps you can
take to add your data, so you can get started
immediately.

You will join our exclusive scribe community,
Providing full onboarding training to get you up and
running as quickly as possible!

Day 90 - After you have completed your
onboarding, you will be assigned a dedicated
Customer Success Manager to ensure your
happiness and success forever.




14

| Signing Up / Next Steps

Today - You will receive these slides including pricing information and a summary as to how
Scribe can benefit your council specifically to take to your council meeting

Before Your Meeting - Your dedicated Sales Executive will be on hand to promptly answer any
additional questions you or your council may have

After Approval - When you are ready, you will receive access to Scribe and the support tfeam
will contact you to guide you through your onboarding and system set-up

When You Have Started - The support team and your Customer Success Manager will be on
hand to help and support you with using Scribe forever



|Why Now is the Time to Upgrade to Scribe

Using Spreadsheets?

e Eliminate errors with automated processes, reducing manual data entry mistakes.
e  Ensure compliance with built-in tools for AGAR, VAT, and audit reporting.
e Collaborate securely with real-time access and advanced security features.

Scribe Customers

| 1350

Outgrowing your Current System?

| 900

e Enjoy a better user experience with Scribe’s intuitive,
cloud-based platform.
e Benefit from unmatched support, including unlimited

training and assistance. | 500
e Customise your tools to fit your council’s specific needs,

with flexible modules.

15
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| Scribe Customer Testimonial

Sally Ferguson

Lympsham Parish Council

"What have | done with the extra time?

| have used it to become better at obtaining grants for my small
community, this financial year we have secured grants of £52,650, over
triple our income of £16,400.

With this grant | have made Climate Change friendly facelifts to the
Sports Cub and Manor Hall, and have opened the Community cafe 6 days

a week in the club, employing local youngsters"

Securing Grants and
Making an Impact




Mrs Sarah Hunt
58 Hercules Road, Hellesdon, Norwich, NR6 5HH
Telephone: 01603 498028
sbmr@hotmail.com

2"4 March 2026

Sutton Parish Council

By email

Dear Cherie,
Re: Internal Audit 2025/2026.

Thank you very much for inviting me to offer my quotation for providing an internal audit for Sutton
Parish Council.

| have worked within the Parish Council local government sector for over 25 years, am CiLCA
qualified, have undertaken Internal Audit training and been working as an internal auditor for the
past eight years. | am a member of the Internal Audit Forum.

| attach the scope of the Internal Audit that would be completed for your information and would be
pleased to receive any adopted Internal Audit Controls from the Council or additional areas you
would like covered.

My fee for this would be £145.00 plus any mileage at 45p/mile.

| look forward to hearing from you.

Yours faithfully,

Sarat Haut


mailto:sbmr@hotmail.com

08.10.2025

Sutton Parish Council Cristian Cojoc
Sutton 11 Woodview
Norfolk Worstead

North Walsham
NR28 9RR

Quotation refs102s

Grass cutting and maintenance at Sutton Staithe during the 2026 season.

During growing season, every two weeks on 16 occasions.

Service to be provided:

Cut the grass.

Strim around the moorings.

Mulch and spreads the cut grass.

Strim around obstacles.

Keep the parking area free of weeds, etc.

Keep tidy the general area.

Collect and bag the litter from around the Staithe and general area.

0000000

All for the sum of £2450.00 (two thousand and four hundred and fifty pounds only)

Yours Sincerely

Cristian Cojoc




Mrs Sarah Hunt
58 Hercules Road, Hellesdon, Norwich, NR6 5HH
Telephone: 01603 498028
sbmr@hotmail.com

2" March 2026

Audit of Allotment records for 2024 — 2025 financial year: SUTTON PARISH COUNCIL

By Email.

Thank you very much for asking me to look at the allotment records for 2024 — 2025.

As discussed, the value will be limited as the year has passed, and the exercise is designed to give
better practices moving forwards.

| have looked through the paperwork provided and would make the following comments:

There was no register of tenancy kept, although | understand that there is now a map. Tenants
contact details should be available to the Clerk, and an up to date register kept.

The rental emails were not sent out in good time — the rental period was from 1° October to 30t
September and the emails sent out on the 22" January retrospectively.

There are no signed agreements — these must be held on file.
The invoices were not personalised.

Council will want to ensure that it has sufficient insurance to cover, and that the plot holders hold
insurance if they consider this to be a risk identified within their risk assessment.

Rental must be set annually as part of the budget setting process.

| understand there are no earmarked reserves detailing the deposits received from tenants. The
deposits paid across on the inception of tenancies must be determined and earmarked for return
when tenants vacate the property.

| was unable to audit the bank statements to check that all payments were received and banked for
the year. Moving forward the date of payment would be helpful to add to the spreadsheet detailing
the tenants.

It is worth repeating that Council cannot name any tenant in Council meetings, that regular
inspections should take place, and that the Clerk should ensure that tenants are cultivating the land
appropriately.

Yours faithfully,

Sarah Hunt


mailto:sbmr@hotmail.com

Sutton Parish Council

Moorings Policy

. All persons using the Moorings offered by Sutton Parish Council for whatever
purpose do so at their own risk.

. Sutton Parish Council will not be held responsible for loss or damage through
fire, theft, storm, explosion, consequences of war or civil unrest, force majeure
or Act of God, however arising and however caused.

. Any person to whom a Mooring Permit is issued is responsible for the safe
mooring of such craft as may have been named in the Mooring Permit. It shall
be moored in a manner such that the possibility of the craft breaking away
from that mooring is minimal and there is no risk to the safety of other craft or
other river users.

. Any person to whom a Mooring Permit is issued has provide evidence to
show a valid permit to the Broads Authority (details to be attached to signed
permit) and must insure the craft to which the Permit refers. The named craft
has to be covered at all times by a valid Insurance Policy that provides cover
for third party risks to a minimum amount of £2,000,000. Owners are liable for
damage against all and third-party risks caused by them, their craft, their crew
or their passengers.

. All craft must clearly display a current Broads Authority permit number and
permit issued by Sutton Parish Council. These are to be positioned as to be
clearly visible to a Council Officer or representative of the Council, without it
being necessary for the Council Officer or Council Representative to board
the craft.

. The craft to which the Mooring Permit refers shall be located at the numbered
position allocated by the Council or any subsequent location as directed by
the Council. The Council reserves the right to amend the numbered positions
or relocate craft as necessary.

. All craft must be kept clean, well maintained, and afloat. All waste materials
must be removed from the site by the permit holder and disposed of
responsibly and off site.

. No craft that is damaged, partially or totally wrecked, waterlogged or not

maintained up to a standard acceptable to the Council shall be allowed to



remain on the Council mooring. The Council will serve notice on the Permit
Holder at the last known address as recorded in the Council records, that any
defect to the craft must be rectified within 28 days. Failure by the Permit
Holder to comply with the Council instructions will result in the Council taking
action to remove the craft. The Council reserves the right to sell the vessel to
defray its costs and to invoice the Permit Holder for any additional costs
incurred. Please see Abandoned Boat Policy.

9. Boats fitted with electrical, gas or fixed fuel installation must be in possession
of a valid boat safety certificate.

10. The Mooring Permit and the craft to which it relates must at all times be in the
name of the Permit holder. The Permit is non-assignable and offered on an
annual basis.

11.Bow of boat must be restrained by a mud weight. If secured to the quay
heading any damage to the quay heading is the boat owner’s responsibility
and must be resolved by the end date of this permit.

12.Permit Holders shall comply with any instructions from the Council officers or
its representatives that are required so as to ensure the safety of the mooring,
the craft and other owners’ craft, Council property and members of the public.

13.Boat owners cannot use or agree the use of their boat and mooring for
residential purposes. Overnight use will be allowed (notified in advance

clerk@sutton-norfolkparish.gov.uk) for reasons of maintenance but no more

than two nights in a fourteen-day period.

14.Permit Holders are required to inform the Council within 14 days of any
change of craft, change of address or any change in circumstances that might
affect the administration or use of the mooring.

15.The right to use a mooring or a storage space shall terminate on 31 March
each year and Permit Holders will be invited to reapply prior to this date.

16. The Mooring fees are set by the Council and are invoiced annually. Berths
will be re-offered via e-mail during March, and invoices will be submitted in
April. Afinal reminder for payment will be sent within 14 days of the invoice
where a late payment fee may be charged at the discretion of the council. If
not taken up by submission of paperwork and payment by the 28 days,
this mooring will be cancelled and the berth will enter the abandoned

boats policy.


mailto:clerk@sutton-norfolkparish.gov.uk

17.The Council reserves the right to terminate a Mooring Permit by giving 14
days notice in writing or via email (whichever is the preferred method of
communication) to the last known address of the Permit Holder.

18.The Council reserves the right to dispose of any craft for which the mooring
fee has not been paid. The Permit Holder will be advised that such action is
being taken by letter sent by Registered Post to the last known address as
recorded in the Council records and by email to the preferred email address
on record. Please see Abandoned Boat Policy.

19.Please note that your name, address and the name of your craft may be
passed to the Broads Authority. The Broads Authority may contact you in the
event of your craft being insecure or adrift in the river.

20.A photograph or your boat/and or trailer must be sent or emailed to the
Council when applying for or renewing a mooring.

21.Where a berth holder has infringed on the policy they have signed up to they
will be notified as soon as possible. If the issue is not corrected within the
year, the berthing will not be re-offered.

22.Moorings will be routinely inspected. Where a boat is not on a mooring for at
least 2 months of the year during inspection then the mooring will be
considered underused and not re-offered. Please contact the Clerk of the
council in advance of exceptional circumstances for absence, such as long-
distance sailing, or refurbishment.

23.Boats without a registered mooring without payment enter the abandoned

boats policy.

Date Approved March 2026
Date to be reviewed August 2027



Sutton Parish Council
Abandoned Boats & Trailers Policy

The Council reserves the right to dispose of any craft, for which the mooring fee has not been paid or any
boat or trailer which appears to be abandoned on land managed by Sutton Parish Council.

For example: boats and/or trailers that are: abandoned; in a state of disrepair; or parked in the wrong place.
It also includes boats and/or trailers that remain uncollected by the owner on expiry of the permit (e.g. if the
owner does not renew their membership).

The following process will be followed:
1. Parish Council will make all reasonable efforts to contact the owner of the vessel.

2. Acompleted and dated ‘Abandoned Boat/Trailer Notice’ will be attached to the craft. When in place, the
notice will be photographed in situ and filed as evidence that the appropriate notification was made.

3. |If after 28 days, the abandoned boat/trailer owner has not made contact, a notice will be placed on the
Council notice board and website, to advise that the craft has been identified formally as being
abandoned and will be removed after a certain date (4 weeks after the date of the notice being posted).

4. |If after the above procedure, no contact has been made by the owner to the Parish Council, a final notice
will be placed on the boat / trailer, with the intended date of its removal.

5. The Council will then either sell, scrap or otherwise remove the abandoned boat or trailer, as they see fit
and appropriate.

6. Any proceeds from the sale of the craft will be recorded by the Council. Should the owner subsequently
make contact, then the proceeds of the sale will be refunded, less any dues owed, i.e. Mooring fees that
are in arrears and/or any reasonable expenses incurred by the Council in administering the sale,
removal, storage etc of the abandoned craft:

Council time @ £20 per hour, £5 per letter, plus postage, mileage and associated fees.

Date Approved March 2026

Date to be reviewed August 2027
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