
   

Supporting Document – Agenda Item 7 

 

 

 
Background 

1) The Full Town Council at the meeting held on 25th September 2025 resolved to approve the 
recommendation from the Finance & General Purposes committee to approve the quote of 
£1878 in the first year and £1080 a year going forward for both bookings and accounts package 
due to the other software not being integrated.  

2) Following the departure of the Town Clerk in December 2025, this recommendation was due to 
be implemented.  

 
Quote from Scribe & Additional Costs authorised 

3) The proposal from Scribe included the initial payment of £249 for the set-up structure of the 
accounts package (see details below), however this part of the quote was not agreed by the 
Town Council. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

4) Scribe was contacted on 16th February 2026 by the Locum Clerk to arrange the set-up and 
installation of the accounts software. The additional cost of £249 was authorised to ensure 
that the year-end accounts from March 2025 were carried over correctly and that the budgets 

To: Members of the Finance & General Purposes Committee  

Meeting Date: Thursday 12th March 2026 

From: Safia Kauser - Locum Town Clerk/RFO 

Subject: Transfer to Scribe Accounts & Bookings Software & Year End Accounts 
 

 Initial Payment 
Monthly 
Payment 

Annual 
Payment 

Accounts £549 £64 £768 
Bookings £249 £26 £312 
Total £798 £90 £1,080 

    
Yr 1 Total £1,878 Initial Payment + Annual Payment 



and cost centres corresponded with the data held by the council. All documentation requested 
by Scribe was emailed and the set-up was completed on 04th March 2026. 

5) Attached are copies of the AGAR Balances (last year) to match the actual AGAR figures, 
income and expenditure report (showing agreed budgets for 2025/2026) and earmarked 
reserves opening balance as at 01st April 2025. 

 
Next Steps – Data Entry 
 

6) All data will need to be entered into scribe and bank accounts reconciled for the year to data. 
This will be actioned by the Locum Clerk to ensure that the back-log is cleared and ready in 
preparation for the financial year end reporting.  

 
Year-End Accounts – Timetable  

7) Scribe will assist with the year-end reporting. The internal auditor will need to be carried out 
once the year-end accounts have been prepared and it is expected that the AGAR will be 
presented at the Annual Council meeting scheduled for the 21st May 2026. 

8) The incumbent Locum Clerk will assist with all data entry to the 31st March and year end 
reporting. However, this will need to be picked up by the new Town Clerk/RFO who is expected 
to be in post in May.  

 
RECOMMENDATION: 
 

1) That the Finance and General Purposes Committee notes the contents of the report. 
 

2) That the direct debit with Scribe for the monthly payments is authorised in accordance 
with the requirements of 7.10. 
 

 

 

 

 

 

 

 

 

 

 












