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Monmouth Town Council 
REPORT ON MEETING PORTALS 

 

A meeting portal is a platform on which all Agendas and supporting documents can be 
uploaded and viewed, before, during and after meetings, by all users, including councillors, 
officers and the public and enables hybrid meetings.  It brings everything together in one 
place, can be used during physical, video and telephone meetings. It enables officers to 
record decisions and minutes as the meeting is happening as well as providing a database 
of decisions and actions for the record and for future reference… and much more. 

Current Meeting Preparation and Follow Up 
Currently Monmouth Town Council, (MTC) officers prepare an Agenda from a template, 
transfer this into a PDF format whilst combining all supporting documents via Adobe.  This 
takes time and all documents are produced in a pack which is in Agenda order. This is then 
uploaded to the MTC website. If an amendment is required, this means adjusting the pack or 
Agenda or both.  The pack is also sent out via email to all Councillors and interested parties. 
When physical meetings take place, often this information is printed off for each councillor 
with a few spares for the public and press. Occasionally there is a confidential items pack 
which is prepared separately for councillors only. 

The time spent on preparing agendas and correlating paperwork for each Committee 
meeting includes: 

• Preparing the agenda 
• Checking previous minutes for resolutions, recommendations, deferred items. 
• Writing, correlating, and adding reports, (this is not included in the comparison 

figures below as this will still have to be done) 
• Assembling Councillor packs 
• Reviewing, amending, and formatting 
• Ensuring all is GDPR compliant. 
• Uploading to website 
• Emailing to Councillors 
• Circulating confidential information separately 

Other Meetings Preparation 
There are a number of working groups, task and finish group meetings and officer/supplier 
meetings which also require planning and preparation. 

Other Administration Requirements Using Decisions at Committee 
Payments and Audit 
For every payment made, the authority for that payment must be recorded which means 
searching through historic minutes and documentation.  The auditor requires documents or 
proof of the decisions made to be provided which also involves officers’ time. 
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Business as Usual 
Almost every day there is a requirement to look through past minutes, to chase actions, 
review past decisions, monitor councillor attendance and more. 

Currently Monmouth Town Council holds a minimum of 52 committee meetings per year, 
with unscheduled extraordinary meetings, and a minimum of 26 working group meetings. 

 

Current Estimated Costs of Meetings 
 Action Average 

Time spent 
on each in 
hours  

No of 
occurrences 

Cost of time at 
Officer pay (16) 
aver per hour + 
1/3 to cover 
Employer NI 
and pension 
contributions* in 
£s 

1.  Preparation /Amendment of 
Agendas for Scheduled 
Meetings excluding Planning  

5 27 2880 

2.  Preparation /Amendment for 
Planning Meetings 

40 minutes  26 370 

3.  Preparation/amendment 
Extraordinary Meetings 

5 10 1066 

4.  Allocating and Chasing Actions 
from Ctee Meetings, (average 5 
per meeting) 

10 minutes 63 224 

5.  Uploading to website (not 
including putting pack together 
which is included in 1. 

5 minutes 63 112 

6.  Collating and Distributing Paper 
Packs for sending out and for 
meetings (when physical) 

1 63 1344 

7.  Working Group Meetings 1 50 1066 
8.  Researching decisions and 

other information for payments 
15 minutes  150 800 

9.  Researching decisions and 
other information for audit 

15 minutes 50 266 

10.  Total cost per annum 
currently 

  8128 

 

(This does not include Councillors’ time receiving and organising Agendas and supporting 
documents or the cost saving on paper, toner, the climate)  
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Meeting Portals Researched 
Modern.gov 
 

Modern.gov is a secure portal which enables meetings to be set up, diarised, packs to be 
produced to a professional consistent standard with a considerable saving on time, cost, 
paper and stress. It is used by 85% of primary councils in England and Wales, and by at 
least 15 Town and Parish Councils.  It was originally designed for larger councils, but the 
costs have been reduced to accommodate the needs of smaller councils. 

It offers: 

• Flawless co-ordination for high volumes of meetings 
• Compliance with rules of governance  
• Comprehensive tracking of decisions and actions 
• Ensures transparency. 
• Supports paperless working. 
• Improves stakeholders and public engagement. 
• Saves time and money. 

 

 

WATCH and LISTEN 

 

 

 

 

 

 

 

 
 

 

 

 

 

https://www.youtube.com/watch?v=TpgztUDSrzs&feature=youtu.be
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Features and Benefits of the Modern.gov app 
• Template Agendas are prepared on Day 1 and used for each meeting – saves time 

and consistent look and feel. 
• All reports are loaded and automatically converted into a PDF format with the 

relevant meeting – saves time and consistent look and feel, easier to identify 
documents for each item. 

• All or part of a pack can be printed, the user can Zoom in to document text and make 
larger or have the text read out. 

• Councillors are sent notification of the meeting and can view the Agenda and 
documents in one place on the App and make notes and annotations – fully prepared 
for the meeting. 

• Uploaded automatically to MTC website with all documents in one place – public kept 
up to date and can take a full part. 

• Public can subscribe to notifications – Public kept informed if Agenda or pack 
uploaded or changed. 

• Private and confidential reports with pack but labelled as private – Only viewed by 
councillors and saves time for administrators. 

• Reports can be rearranged on screen – saving time removing, amending and 
reloading. 

• Can be viewed anywhere at any time – even offline. 
• Can be used with council owned tablets or on any personal device 
• Deadline reminders – ensuring no meetings missed and anyone presenting an item 

is fully prepared. 
• Actions allocated and chased – actions don’t disappear into a black hole. 
• Approval of minutes and any other documents that require approval is recorded with 

an audit trail providing the governance required. 
• Records and tracks all Councillors attendance, declarations and registers of interest 

– saves administration, ensures accuracy and is transparent to the public. 
• The App and webpages are WCAG compliant to give as much accessibility as 

possible  
• Bi – lingual is an option at extra cost but each document uploaded would have to be 

translated first in house. 
• The application is hosted by Citrix which MTC already use for the Rialtas Finance 

System which means there is already knowledge of how this works at MTC. 
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• Minutes written and available on the App – Saves time and makes easier for 
research for audit and payments or other purposes. 

 

 

 

• No need for storage as all stored securely in the cloud 
• Minimal memory required for App – lower spec. tablets. 

Hosting & Support 
 

Modern.gov is hosted via Microshade, the hosting company who provide the secure Local 
Community Cloud which MTC utilise for the current finance system Rialtas. It is run and 
supported in the UK. 

Testimonials 
From Website 

Harpenden Town Council 
We now use Modern.gov to produce all our meeting paperwork, to manage Member profiles 
and for report management.  Modern.Gov’s features now underpin our work.  In particular, 
we like the ability to quickly and easily produce agenda packs and minutes and publish these 
in a more accessible form online, while the workflow feature allows us to more effectively 
track and monitor report production for meetings. 
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We estimate Modern.gov has reduced admin time on committees/reports by 50-70%. By 
giving us the opportunity to offer more flexible paperless options, Modern.gov has also been 
a key part of our objective to at least halve our paper consumption by 2020. 

As a council we want to be more efficient, more productive and more modern.  Modern.gov 
is an extremely useful tool in helping Local Councils to modernise their way of working. 

Carl Cheevers, Town Clerk, Harpenden Town Council 

 

Dawlish Town Council 
 

Andrew personally recommends the application for its ease of use and integration to current 
IT systems used. 

After only using one month they boast they are already noticing the administrative benefits – 
one clicks to send an agenda and reports to all associated parties whilst also uploading on to 
the Dawlish website. 

An email notification is automatically sent if a report has been added for viewing after the 
agenda has been issued, and the application automatically places the report into the correct 
order on the agenda – avoiding any confusion for those viewing.  Andrew stated that as 
many of the team are working from home due to COVID – 19, the administration aspect has 
been made easier and more effective due to tracking functionalities. Also mentioned was the 
ability to track agenda items and pre-set the on agendas timely and efficiently for 12 months 
ahead. 

This means administration and other departments such as Finance have a clear schedule of 
when items such as AGAR, budgeting and policies are required to be discussed and 
approved resulting in clearer department planning and assurance a critical, legal or other 
deadline is never missed. 

 

Andrew McKenzie – Dawlish Town Clerk 

Melksham Town Council 
 

We highly recommend modern.gov, it’s easy to use and saves lots of time so long as 
members are happy with electronic communication. Check out our website, council meetings 
are uploaded automatically. 

Linda Roberts – Melksham Town Clerk 

Ibabs (see presentation pack) 
 
iBabs is a conferencing portal which has been designed for companies but can be used by 
councils.  It is used by Newquay Town Council, Aldenham Parish Council and several others 
as well as by other government institutions like Royal Marsden Hospital and the University of 
Sheffield and more. 
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Features and Benefits 
 
Every officer and councillor can use a tablet, phone or laptop containing all the agenda 
items, underlying decision processes, agreements, underlying documents, audio and video 
fragments and personal notes and documents making it a tool for effective paperless 
meetings. 
 
 
 
It displays in detail anything from information from earlier meetings to the current state of 
affairs which reduces the amount of paper folders and files to be stored at the offices or 
archived. 
 
It is set up with MTC’s logo and template styles which ensures that all Agendas and 
documents are professional and consistent. 
 
It is run from iBabs secure data centre in the cloud, via a downloadable App and can be 
used offline and then documents synced with the server. 
 
Updates are made automatically so that the system is always up to date. 
 
 
Hosting  
 
iBabs does not run at your site, but from a secured data centre in the Netherlands, resulting 
in a minimal impact on your IT department. 
 

Testimonials 
Via telephone 

We signed up with iBabs in November, but as yet, the set up and use is not live, and the 
process has taken a lot longer than anticipated. We considered Modern.gov at the time but 
chose to go with iBabs as it is cheaper.  Things are not as automated as iBabs suggested. 
We wish now we had chosen Modern.gov. 

Town Clerk, Aldenham Parish Council 

 

Via telephone 

We have found the system really useful for recording and chasing actions as everything is all 
in one place.  It has cut down on the time and preparation for meetings and on paper waste.  
All councillors now receive the information on their iPad or use their own equipment as it 
works on all systems. 

The only downside I have experienced is it took a while for the councillors to get used to the 
system, but once they were familiar with it, it was fine. 

Sam, Admin Officer, Newquay Town Council 
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Onboard (Passageways) 

OnBoard meeting portal was originally designed for corporate institutions but has diversified 
into providing a portal for public meetings.  It works in much the same way as the other two 
portals but has a simpler user interface.  It is based in the USA but has a support and sales 
network in the UK. 

OnBoard Public Posting enables councils to share publicly available packs and documents 
to all residents and interested stakeholder.  Meeting notices, agendas and all supporting 
documents are available with just one click. 

WATCH ME 

WATCH ME 

Features 
Zoom integration, although can be used with other portals or in physical meetings. 
Meeting minutes builder 
Agenda builder 
Engagement Analytics 
Secure Messenger 
eSignatures 
Meeting Dashboard 
Notes and Annotations 
Questionnaires 

Key Capabilities 
Meeting Preparation 
Remote Governance 
Data Driven Meetings 
Communication 

Industries 
Higher Education 
Associations 
Governments 
No profits 
Banks 
Credit Unions 
Healthcare 

Testimonials 
There are numerous case studies on this website: Council on Licensure Enforcement 
Regulation | OnBoard Board Management Software | Board Portal | Board Intelligence 

https://www.youtube.com/watch?v=53QqPhSgM7c
https://youtu.be/BpMqEu8yxkk
https://www.onboardmeetings.com/customer-success/council-on-licensure-enforcement-regulation
https://www.onboardmeetings.com/customer-success/council-on-licensure-enforcement-regulation
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(onboardmeetings.com)  however, these are examples from the USA.  Further testimonials 
are sought from the UK.   

 

Budgetary Considerations 
 

EMR Office Management that was set aside for Office Improvements and Efficiency has a 
budget of £10000. 

EMR IT upgrade has a budget of £694. 

Underspend of £714 from 4070 Office Equipment budget agreed to transfer to EMR IT 
upgrade. 

When the Whole of Office Review was set up it was anticipated that up to £30000 would be 
allocated from General Reserves to enable an upgrade of office IT and digital improvements. 

 

Costs Comparisons and Savings 
 

 iBabs Modern.gov Onboard 
(Passageways) 

Boardable 

 
Start-up 
cost 
 

 
£995, reduces 
to £395 if we 
allow 
Microshade to 
host Office 365 

 
£2000 

 
£500 

 
None 

Cost per 
month 

£10 per 10 
users per 
month, which 
would include 
councillors = 
£200 per 
month 

£616 per 
month flat fee 
for as many 
users as need  

£396 per month for 
19 users 

£169 per month 
per 20 users 

Hosting Hosted via 
Microshade or 
loaded on to 
desktop 

£41 per month 
with 
Microshade 
Could be 
hosted by own 
server if had IT 
expertise (No 
cost if we move 
hosting for 
Office 365 to 
Microshade) 

No extra charge as 
in the Cloud on 
Microsoft 365 Azure 
platform in UK 

No extra charge 
as in the Cloud on 
Microsoft 365 
Azure platform in 
UK 

Training 2 hours 
included, one 
for officers and 
one for 

Included – 4 
sessions on 
site 

Telephone and 
online 

Online 

https://www.onboardmeetings.com/customer-success/council-on-licensure-enforcement-regulation
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councillors, 
then £595 if 
extra required 

Migration 
of historic 
meeting 
documents 

Not included Included Not included Not included 

 

Estimated Admin Time potentially saved is between 50 – 70 % 

Total cost of time spent currently = £8128 

Saving an average cost of approximately £ 4064 – 6096 per annum 
This should not be a decision purely based on the cost savings compared to the annual cost 
as there are far more factors to consider as listed in the recommendation below. 

Recommendation 
The Project Officer recommends MTC use the Modern.gov portal as the number 1 choice for 
the following reasons: 

1. The other portals are not designed specifically for Councils, by ex-council employees, 
with Officers, Councillors and Stakeholders. 
 

2. Modern.gov is based in the UK which is an important consideration now as no one is 
sure what Brexit implications there will be for iBabs, situated in the Netherlands, 
although they have confirmed that if Brexit makes things difficult, they will open UK 
subsidiary.  Onboard is situated in the USA, but there is online and telephone support 
in the UK. Modern.gov’s representative is based in Hereford. 
 

3. Both Modern.gov and iBabs are hosted, using Citrix by the company Microshade, 
who we already use, who are reliable, helpful and we trust. 
 
 

4. The application is simple and easy to use, easy to navigate and clear to understand – 
when displaying agendas, reports and minutes. 
 

5. It will provide residents and other stakeholders with an improved opportunity for their 
voice to be clearly heard and to be kept informed via hybrid meetings. 

 

6. MTC officers have been stretched to the limit over the last few months, partly due to 
the reduced staff compliment but also because of the legacy systems and manual 
procedures. The need for improved digital technology has been on the cards for 
several years but has been hastened by remote working and COVID 19. To future 
proof the Council’s procedures, steps should be taken to streamline meeting 
procedures in event of another emergency.  

 



11 
Paula Hartley Report on Board Portals 

7. It will free up existing administrative support to assist with the training of the new 
Town Clerk, and with the implementation of the new office procedures and 
equipment introduced as a result of the Whole Office Review. 
 
 

8. With Modern.gov Councillors would have one portal to access and view all 
documents relating to that meeting and the packs for reference.  
 

9. It will be a timeless application in which all Town Councils and Parish Councils will 
eventually require in order to function as economically and efficiently as possible and 
would future proof MTC for staff and Councillor changes as all agendas, minutes and 
supporting documents would be archived. 
 

10. Any legal changes will automatically be updated at no extra cost which ensures MTC 
are compliant and up to date. 
 

11. The Project Officer has received demonstrations of all the above systems and 
Modern.gov has a better user interface that is simple and easy to use.  IBabs was 
cluttered and not so easy to follow.  Onboard was simple but not specifically 
designed for councils although they do have a Public facing portal which is geared 
towards Government Institutions. 
 

12. Funds have been set aside to bring MTC into the digital age and to improve and 
streamline processes.  Whilst careful consideration must be given to the spending of 
public money, there are sufficient General Reserves, which have increased this year, 
due to the underspend on events and services that were curtailed during COVID, that 
would be better utilised in investment into MTC infrastructure now, to prepare the 
Council for busier times and more engagement with the Community in the future.  
The manual/half digital meeting system in use is desperately in need of an 
overhaul/upgrade to equip it for the future and to present the council in a professional 
and consistent manner. 
 

Modern.gov may be more expensive, but it is designed to meet Council protocol, controls 
and procedures. Any changes required in legislation will be administered within the system, 
whereas the use of a cheaper corporate board portal will be just that – it will do roughly the 
same, but without the extras needed to accommodate that will need adjusting to 
accommodate the council’s needs, which would ultimately have time and functionality 
implications. (Please see Portal Comparison Document)  

It will take a little time to embed, train and get used to a meeting portal but once in situ the 
time spent on administering the meetings and subsequent documents will be greatly 
reduced, as well as contributing to the Council’s commitment to Climate Change by reducing 
the amount of paper and consumables produced and make it easier for Councillors and the 
public. 

 

 



The complete paperless solution
for governance & meeting management

Making democracy happen

Modern.Gov



Modern.Gov is the  
market leading solution  
for governance and  
meeting management,  
used by 76% of councils  
in England and Wales.

Many organisations, particularly those with an 
obligation to report and explain decisions, face 
significant challenges in co-ordinating meetings  
and documents.

Papers for committee meetings often run to hundreds 
of pages, with agendas frequently changing at the last 
minute. The administrative burden is considerable, 
while paper use adds up to millions of printed pages 
each year.

Modern.Gov is a comprehensive paperless 
governance and meeting management solution, 
delivering streamlined co-ordination of meetings  
and documents.

With Modern.Gov you can drive the paperless agenda 
and shrink your organisation’s carbon footprint, 
achieve tangible cost savings and reduce the time  
and effort required to report and explain decisions.

2 Modern.Gov



 Delivering improved outcomes for all  
your stakeholders
Our complete governance and meeting management solution will transform  
the way you work.

Modern.Gov 3

“We estimate Modern.Gov has reduced admin time on committees / reports 
by 50-70%. By giving us the opportunity to offer more flexible paperless 
options, Modern.Gov has also been a key part of our objective to at least halve 
our paper consumption by 2020. As a Council, we want to be more efficient, 
more productive and more modern. Modern.Gov is an extremely useful tool in 
helping local councils to modernise their way of working.”

Carl Cheevers
Town Clerk, Harpenden Town Council

Modern.Gov
Delivering good 

governance

Meeting Organisers
Streamlined meeting co-ordination 
delivers time and cost savings and 

reduces paper use.

Citizens
Transparency and accountability 

deliver good governance and 
increased participation.

Committee Members
Intuitive and easy to use app

lets members view and
annotate documents easily.



Delivering 
better 
outcomes 

The solution will help you: 

Use Modern.Gov to support 
your meeting organisers 
and committee members 
by giving them all the 
information they need
at their fingertips.

  Co-ordinate a high volume of meetings

  Comply with rules of governance

  Track decisions and actions

  Record gifts and hospitality

  Ensure transparency

Modern.Gov is the market leading 
governance and meeting management 
solution, with over 360 clients in a wide 
range of sectors including:

  Local authorities

  Housing associations

  Fire authorities

  NHS bodies

  Universities

4 Modern.Gov

Developed in conjunction with 
users, our solution facilitates 
committee and decisions 
management for organisations 
with an obligation to report 
and explain decisions.
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Benefits of Modern.Gov 
Civica’s governance and meeting management solution delivers benefits 
throughout your organisation:

    Drives paperless working 

  Our paperless tablet app reduces paper use while 24/7 secure, offline access 
boosts agile working.

    Ensures transparency and accountability

  Automated workflow to track, report and explain decisions and members’ 
profiles including a Register of Interests, helps you deliver transparent 
governance and comply with statutory requirements.

    Increases productivity for employees and members

  You can schedule meetings and send invites easily and quickly, and collate and 
publish papers in just minutes. Meeting organisers and attendees can focus on 
more important tasks as documents are shared/updated in one click.

    Improves citizen engagement

  Using online questionnaires and e-petitions, you can easily engage, consult 
with and update your audience.

Save time  
and money

Ensure 
transparency

Improve citizen 
engagement
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Modern.Gov delivers

    Meeting, committee and decision 
management

    Agendas and minutes

    Workflow, actions and report writing

    Electronic document packs

    Paperless tablet app

    Decision list, tracking, digests and 
call-in

    Forward plans and report 
management

    Web-based calendars

    Register of Interests

    Declarations of Interests

    Subscribe to updates

    Election results

    Public consultations

    E-petitions

    Document library

    Members’ profiles

    Welsh language support

A flexible solution that’s fit for the future

  Seamless integration with your existing  
website - separate internal and public facing 
websites can be deployed as standard.

  Integrates with Xpress Electoral Management 
software to display candidates and results on  
your website via your Modern.Gov election pages.

   Integration with third-party solutions, including 
webcasting systems and social networks.

  ISO27001 accredited security and continuous 
development and upgrades ensure a  
futureproof solution.



Modern.Gov delivers

Modern.Gov 9

Modern.Gov
Delivering good governance, supporting the paperless agenda

Modern.Gov 7

Meeting 
management 

Paperless 
tablet app 

Workflow

Members’ 
profiles 

Consultations

Modern.Gov

The complete governance  
and meeting solution

Integration and automation delivers streamlined meeting co-ordination, improved document management,  
and reduces the time and effort required to report and explain decisions.



Core features and capabilities
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Administration time reduced from 1 day to 1-2 hours for each meeting

    Schedule meetings and issue invitations quickly 
and easily 

   Collate and publish papers in minutes, not hours 

   Control access to restricted items 

   Track issues and automatically link agenda items 

   Get easy access to the history for agenda items

Take the stress out of co-ordinating 
meetings and collating papers by 
putting all the documents you need in 
one place, from agendas and minutes 
to Register of Interests. 

Meeting management1

20,000 downloads of paperless tablet app for iPad

     One cost-effective site-wide licence saves time 
and money 

    Automatic document download 

    Enhanced security

     Intuitive interface - view and annotate 
documents easily

    Apple, Android and Windows tablet apps available 

Publish and share your papers online 
and internally, or print and despatch 
for members who prefer a hard copy. 
The app automatically keeps meeting  
papers and library items updated, 
including last minute changes.

Paperless tablet app2

£40,000 average savings per annum

     Dashboards for ‘at a glance’ view of  
decision-making process

    Auditable report review and sign off

    Automatically generate agendas and actions

    Reports automatically linked to meetings

    Statistics and reporting tools

Streamline your admin duties, 
eliminate delays and avoid duplicating 
effort with our adaptable workflow 
module, while ensuring transparency 
and accountability.

Adaptable Workflow3
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“The time saved is the biggest benefit of using Modern.Gov. Once we click 
‘create pack’ it pulls it all together. We can trust the pagination and let the printer 
do its work. From one day, down to 1 to 2 hours for each meeting is amazing.  
It has freed up so much time for other tasks, which was much needed.”

Steve Yates
Democratic Services & Corporate Support Manager,
Devon & Somerset Fire & Rescue Service

   Biographies and contact details

   Committees and meeting attendance

   Decisions/votes 

   Election results

   Declarations of gifts or hospitality

Save, sort and search your Member 
data quickly and easily. Members’ 
profiles are accessible on both public 
and internal websites, tailored to your 
needs, and include your Register  
of Interests.

Members’ profiles4

   Create and publish online questionnaires

   Invite views from interested parties

    Approve and publish ePetitions and display  
live results

    Members of the public can submit ePetitions online

   Options to subscribe to updates

The consultation tools built into 
Modern.Gov make it easy for you to 
consult with your audience, using 
questionnaires and e-petitions to help 
improve citizen engagement.

Consultations5

Modern.Gov helps Devon & Somerset Fire & Rescue Service 
automate time consuming processes and delivers 75% 
reduction in administration time per meeting.



Civica Democracy & 
Engagement is the UK’s leading 
provider of end-to-end ballot, 
election and voting services.

From membership 
engagement, paperless 
governance, and electoral 
management software to 
election stationery, we are 
making democracy happen.

Transforming 
governance 
with Civica 360

customers across the UK, Ireland 
and Australia using Modern.Gov

20,000+
paperless tablet app downloads  
for iPad

£40,000+
average reported council savings  
per annum

50%
reduction in paper use for agenda/
report production for Harpenden 
Town Council 

2/3
time saving on individual agenda 
production at Chorley Council

100+
years combined experience in 
governance and democratic services

Civica by numbers
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“ Agendas, minutes, action sheets and the Constitution are produced quickly and 
easily, saving significant time and effort. Papers are published to internal and 
external websites as well as to tablet devices; all with 1 click – which has assisted 
in reducing the number of paper agendas produced. With Modern.Gov’s all-
inclusive site wide licence, we are rolling the system out to our other internal 
meetings such as our Senior Management Team. Over the next 12 months we 
are looking to expand the use of the system to include forward planning, manage 
member allowances and record member training and development attendance.”

Donna Linton
Governance and Corporate Planning Manager, Cheshire Fire and Rescue Service



@civicaUK

linkedin.com/company/civica@civicauk

www.civica.com/moderngov 

© Copyright Civica Group Limited 2019. All rights reserved.

To find out more and book a 
demonstration please 
call +44 (0)20 8365 8909

or 

email moderngov@civica.co.uk

See how we’re making 
democracy happen  
with Modern.Gov

Cert No. 663
ISO 9001
ISO 14001
OHSAS 18001

To find out more and book a 
demonstration please  
call: +44 (0)20 8365 8909
or 
email: moderngov@civica.co.uk

http://www.twitter.com/civicauk
http://www.linkedin.com/company/civica
http://www.instagram.com/civicauk
http://www.civica.com/moderngov
mailto:moderngov%40civica.co.uk?subject=
mailto:moderngov%40civica.co.uk?subject=




What is iBabs?

“A tool to support secure and efficient (board) meetings”

2

Product overview



Who uses iBabs?
Companies having a formal meeting structure

Government Board members

Finance Senior management

Health Secretary of the board

Education General counsel

Energy Project managers

… Personal assistants

…
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Product overview



How to use iBabs
Management through web App for meeting attendees

o A browser interface to 
o manage the meetings
o Manage users and authorisations 

o Actions, decisions 
o Available in (private) cloud and

on-premise
o Target group are secretaires

o Overview of meetings
o Create personal meetings (outlook 

integration)
o Read / annotate documents and share 

annotations 
o Overview actions and decisions
o Store and share personal documents
o Available to work on and off-line
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Product overview



Why use iBabs board portal

o Enable more and efficient governance

o Improve collaboration and workflow within board 

meetings and management teams

o Streamline decision making process and 

tracking of actions

o Fully secure and controlled distribution of 

confidential information and relevant 

documents.

o Save time and cost on preparing, printing and 

distribution

3
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iBabs secure
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iBabs platform independant

4

Product overview 

iOS

Android

Windows

Laptop

iBabs has enabled many customers to support BYOD



Recent companies to 
join the iBabs family
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Board management and control system

Bestuurlijk activiteiten bewakings systeem

iBabs is part of the Euronext Corporate Services group



What sets iBabs apart
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Product overview

o Low €/£ 10 per user per month cost 

o SaaS for easy secure access on any device

o Papers ‘pushed’ to devices linked to Wi-Fi, no need to download papers

o Any document auto-converted to PDF

o Quick, reliable solution with no archiving required

o In-house Licence Management – add and remove users at will

o Capture Actions & Decisions and Minutes

o Record Votes and  Monitor Attendance

o Create workflows and sign-off

o Scalable across the company– some customers have 10 users, others 1,000 

and even 20,000



iBabs pricing
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o iBabs operates a simple pricing structure of €/£ 10 per user per month applied in 

multiples of 10 users and a one-off charge of €/£ 995 for full on-site training

o The tariff below outlines the cost-effective structure we use when you want to 

expand the use of iBabs to more users. You can add these new users independently 

without having to notify iBabs or seek approval

o With these you always have access to 

the latest version of the iBabs 

application and includes unlimited 

data hosting and data distribution. 

o Optional iBabs Online is a one-off charge of €/£ 2,950

o Optional iBabs Connect is €/£ 5 per user per month (only when used)



Key features and benefits

Main features Main benefits
Prepare and publish meetings Efficient decision making process

Annotation of documents and 
sharing of comments Fully secure and compliant

Tracking of actions and 
decisions Simplicity and ease of use

Store latest versions and 
manage permission access Better collaboration

Convenience (full SaaS with no 
IT involvement required or set 
up costs)

Competitive price

Fast implementation (1-day) Environmentaly friendly

Synchronise with calendar

6
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iBabs availabilty and compatability

App stores 3 Largest App 
Stores

Mobile 
device 
management

6 Versions

Languages 9 Throughout  
Europe

English      Dutch       French      German       Spanish   
Portuguese       Norwegian      Swedish      Thai

Integrations 3
Digital 

signature (and other 
DMS)

8
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o Started in the Netherlands

240 cities, all ministries, banks, health care, schools and universities, housing corp...

o Implementations abroad with partners

In the UK, Ireland, Belgium, Germany, USA, Australia, New Zealand and others

o Approx. 2,000 companies with 200,000 users. 

o ISO-27001 and ISO-9001 certification with servers located in the EU.

o Euronext partnership as of July 2017

Development of the company



11

Product overview 

Banks using iBabs
iBabs is the trusted choice of board portal for some of the largest banks including 
the Central Bank of the Netherlands:
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Insurance companies using iBabs
iBabs is the trusted choice of board portal for some of the largest Insurance 
companies including:



iBabs innovations
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Product overview

Create meetings from NHS Mail / Outlook Calendar with a single click 

Your meetings are automatically generated in iBabs without logging on



Capture the meeting

15

Product overview

iBabs enables you to capture the minutes and decisions of the meeting 
and covert into MSWord with one click saving valuable admin time.

Actions can be recorded throughout the meeting and assigned to 
individuals with a RAG deadline. Again this can be converted into an 
MSWord or Excel action log with one click saving admin time



Share public information with a single 
click
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Product overview

Share public information from your 
organisation quickly and without having 
to enter it into another system first

Your meetings are presented using the 
same meeting calendar as your current 
iBabs users see. 

This also enables visitors to your meetings 
to go to your website and view the meeting 
papers on their device in the meeting. 

We adapt the website design to match 
your requirements

They can also download the iBabs App and 
view a public version of the meeting papers.



New iBabs Connect
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Product overview

Use iBabs to hold a live Video Conference with one click on the video icon to 
join the live meeting!

View and make notes on your 
meeting papers as usual but also 
easily control your VC 

Turn video and audio on/off and 
move the VC picture to any corner 
of the screen so you can still view 
your papers

You can click ‘raise your hand’ to 
ask a question and even use the 
‘chat’ tab to type messages to 
other attendees live

All within your secure iBabs environment!



Quick Start
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Product overview

Training administrators
Users and groups

Meeting templates

Setup first meeting

Training users
Tablet training

Training iBabs

Coaching

“Training went really well, Marco was great, we 
had all our users set up and papers circulated 
by the Wednesday, had our first meetings this 
week and all our end users were happy with the 
system , it really was a seamless transfer 
over” Catherine Dowling, Corporate Services Division, 
IDA Ireland (State body)

I just wanted to say THANKYOU!! Last weeks 
Trustee iBabs tutorial went very well and they 
enjoyed the session. You kept them very well 
engaged. 
Becky Steward, Team Secretary Legal, Avenues
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Investment in Customer Success reflects our 
values and priorities. We're a company that 
believes in forging enduring customer 
partnerships, one that guarantees our 
customers experience the maximum return 
from their investment.

We’re Invested 
in Your Success.

Where Boards Thrive

OnBoard's the first board intelligence platform, 
a deliberate evolution of what board 
management software can o!er. Join us and 
drive visionary leadership with elegant 
technology that frees boards and leadership 
teams to make better decisions and pursue 
bold action. 

What’s OnBoard?

Our platform is designed to work the way you 
do, addressing real-world needs and reducing 
complexity so boards and leadership teams 
can work smarter, move faster, and achieve 
more for the organizations they govern. 

Setting the Standard for 
Board Management



Cut down on complex, burdensome tasks and 
promote clarity and e!ciency. Our intuitive 
software is designed to empower everyone 
from administrators and leadership teams to 
board directors to accomplish more and get 
the most out of interaction.

Simplify the Tough Stu!

Keep your information safe with the most 
secure board software ever created. 
Combining industry-leading security, 
compliance, privacy and data protection that’s 
certified and accredited by top global security 
standards bodies, OnBoard ensures you have 
full control over who can access and utilize 
board information.

Get Peace of Mind

Make better, faster, more informed decisions 
and improve operational e!ciencies based on 
intuitive data and analytics. OnBoard helps you 
surface actionable insights and coordinate 
board and leadership activities more easily, 
providing richer intelligence so you can act 
with confidence.

Seamless Collaboration

Unquestionably Essential
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I n t r o d u c i n g  O n B o a r d

Contenders Contenders Leaders Leaders

Niche Niche
High Performers High Performers

M
arket P

resence

Satisfaction

2x Stevie Winner of
Governance Solution

Capterra’s Easiest to Use
Board Software

G2 Crowd’s Leader inBoard
Management Software

Most Recommended Board
Management Software

Top Rated
Board Management App

Winner People’s Choice Award 
Governance Solution

Gary Lehman
Trustee, 
Purdue University

On all the boards I’m involved with that use 
OnBoard, the directors are much more 
engaged. It gets you information that's 
absolutely accurate and up to the second.

U N Q U E S T I O N A B L Y  E S S E N T I A L
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Users consistently give OnBoard 
high marks for security, ease of 
use, and intuitive features, making 
it the leading board management 
solution on G2's Grid.

Leader of the Pack

Justin Olson 
Chief Information O!cer, 
Utah Community Credit Union

“A simple automated solution to prepare and 
archive corporate matters. OnBoard has 
reduced prep time and improved accuracy. 
Features like search, annotations, and 
archiving make it extremely easy to use. It 
has helped improve meeting preparation and 
helps everyone stay on the same page.”



OnBoard is built to help everyone involved do 
their best work by removing friction and fostering 
collaboration. From preparation, through planning 
and follow-up, we’ve designed our platform to 
address the unique needs of directors, executives, 
and administrators alike, because good 
governance is a team e!ort.

A seamless platform that 
supports directors who need to 
make high impact decisions from 
any device. Equipping directors 
and leadership to organize, track, 
review, comment, and approve 
decisions – from anywhere.

Voting & Approvals 
Real-time insights into how your 
board works. Know when board books 
are read, where annotations are 
made, and what agenda sections are 
receiving the most attention from the 
board. 

Engagement Analytics 

Send and sign agreements 
securely from any device. 
eSignatures keep your  signed 
documents and legal agreements 
organized with all the rest of your 
board work. 

eSignatures 

Key Features
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With our Zoom integration, directors and CEOs 
can connect, face-to-face while using OnBoard – 
right on the same screen as their meetings and 
notes. Active remote participation is now a 
seamless and familiar experience for the entire 
board.

Zoom Integration

Manage, organize, and track your most important 
action-items— everything happening throughout 
your meeting cycle. It helps teams stay in sync, 
hit deadlines, and reach their goals. 

Task Management 

OnBoard’s agenda builder is the fastest meeting 
creation tool ever made, period. But speed is 
only part of the equation. The agenda and 
meeting builder is a drag and drop, every file-
type enabled, template powered, cloning 
capable, document organizing, decision tracking 
powerhouse.

Agenda Builder 

OnBoard Messenger is a whole new way to 
collaborate around board work. Directors, 
administrators, and executives can simply start a 
direct conversation or bring in the entire board 
into the discussion.

Secure Messenger 
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The minutes builder unifies your workflow, enabling you to make minutes directly 
within OnBoard. E!ortlessly make notes, create tasks, track attendance, and mark 
motions as the meeting progresses. That makes it easy to focus on the meeting 
itself, a must have for every meeting workflow.

Minutes Builder

Track Attendance, Record Motions, Assign Tasks 
Going above and beyond note taking, the minutes 
builder streamlines the recording of motions, tasks, 
and attendance.

Invite Your Team To Make Edits and Suggestions 
The builder is bundled with a powerful review tool, 
as intuitive as Word or Google Docs. Invite anyone 
on your team to o!er edits, comments, and 
corrections.

E!ortlessly Export As a Word Doc or PDF 
When you’ve finished reviewing your minutes, 
OnBoard enables speedy publishing directly within 
your resource center, as a PDF, or a Word 
Document.

Stop Juggling Between Di!erent Apps & Files 
The minutes builder eliminates the need to juggle 
between apps and file types while keeping all your 
board work where it belongs — inside OnBoard’s 
secure platform.

Minutes Builder
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Director & O!cer QuestionnairesDirector & O!cer Questionnaires

OnBoard sets the standard for end-to-end board governance with a robust and integrated D&O 
Questionnaire solution that supports your ongoing compliance. A critical and necessary component of 
your board’s annual calendar, the integrated questionnaire o!ers ongoing reminders to your directors.

A Premium Questionnaire Solution
D&O Questionnaires o!er a wide range of question 
types and export options. With capabilities uniquely 
tailored for directors and o"cers like pre-fills, 
eSignatures, and attachments. 

Beyond D&O: Governance Surveys 
The D&O solution is perfect for other sensitive 
governance surveys like conflicts of interest 
questionnaires, financial disclosures, CEO 
evaluations, director evaluations, and more. 

Creating & Completing Your Questionnaire Is A Snap
Simply clone out last year’s survey and add any new 
questions or attachments. Your directors’ data from the 
previous year will automatically populate in the new 
survey, allowing them to answer questions or make 
adjustments.   

Secure & Integrated Governance Platform
You can’t trust consumer-grade survey tools and sites 
to host your directors’ sensitive and private 
disclosures. OnBoard o!ers an end-to-end governance 
platform that keeps your D&O survey protected.

D&O Questionnaires
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Keep It Safe
Work confidently and ensure the right people see the right 
information. Unparalleled security and data protection 
features like permission management and compliance 
flexibility give you confidence and control over your 
organization’s most sensitive data.

Azure Security 
The most secure industry-leading security 

Azure Data Compliance  
GLBA, FERPA, FISMA, SOC 1, SOC 2 ISO 
27001/27002, and more

SOC 2 Certified
Audited procedures, controls, & security 
practices 

Global Data Center
Ensures your data’s security and fidelity

Two-Factor Authentication
Enable dual identity confirmation 

Biometric Security
Touch ID & Face ID Login Security 

Granular Permissions
Secure every agenda and file by users and 
groups

Mobile Remote Wipe
Lost or stolen devices can be purged of all 
data

Security
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Free your board to govern more e!ectively and 
be better prepared for what’s ahead by 
harnessing the power and insight of your 
directors.

Executives

Stay agile and adapt easily to changes as they 
occur by simplifying complex tasks and 
streamlining providing key information and 
insights.

Administrators

Focus on the big picture by seamlessly 
managing activities, meetings, decisions, and 
discussions across one or many boards.

Directors

Empowering Leaders & Teams
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Beth Bechdol, 
CEO,  
Agrinovus

“OnBoard would definitely be something that 
I think a board of any size, any caliber, any 
shape or form should think about 
incorporating.”

Dr. Edward Potter, 

Board Director, DFCU

“OnBoard’s literally changed our entire board 
meetings. I say that as the oldest member of 
the board, I’ll be 81 in July, the least tech 
savvy of anybody on the board. And I am 
convinced, board meetings are more 
e!cient, more fun, and we’re all actively 
involved.”

Heather Fehn, 
Chief of Sta", 
The College of New Jersey

“OnBoard was a welcome addition to our 
board meetings. After using a homegrown 
paperless option for many years, we sought a 
more stable alternative with the right 
functionality. OnBoard fit the bill. It provides 
our Board members with a user friendly 
environment to access materials and stay 
current on Board meetings.”

“OnBoard is very user friendly and intuitive. 
Its features are simple to use. Training our 
board members was easy. OnBoard allows us 
to centralize all our board resources in one 
area and has streamlined communications. 
Overall, e!cient, easy to use, great customer 
services & support.”

Nicole Crites, 
Executive Assistant to 
the Interim CEO, Mercy Corps
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OnBoard has put our customers at the center of our business since the 
beginning. Our world-class Customer Success team allows us to bring our 
customers’ voices to every internal meeting and decision.

They’ve helped thousands of teams across every industry plan, launch, and 
find value in OnBoard — fast. We’re talking before your next meeting fast. A 
combination of raw talent and years of experience means that from day one 
they’ll be a resource you can always call upon. People who understand your 
industry, your board, and how your team uses OnBoard’s unique capabilities.

Being a Customer Success Manager demands both grit and a big heart. Our 
team demonstrates an excess quantity of both.

Best-in-Class 24x7 
Tech Support24x7 24x7

Consecutive Award 
Winning Support & 
Customer Success3x 3x

Customer Success 
Team with World-
Class NPS score

In-House 
Tech Support,
Satisfaction

Best-in-industry 
98.2% Customer 
Retention Rate

92%+ Rate 5/5 For 
Ease of Set-Up
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Customer Support & Success

99.5% 99.5%98.2% 98.2%

74% 74%

92% 92%



OnBoard scales with your 
team and needs. The 
core package delivers 
everything you need to 
transform your meetings.

Accomplish more and 
dirve better governance

Share and communicate 
between meetings

Drive engagement and 
boost productivity

Built for Board Engagement

Agenda & Board Book Builder

Notes & Annotations

Integrations: O!ce, Google Docs

Announcements & RSVP Tracking

Unlimited File Resource Center

User Member Directory

User & Permissions Management

Voting & Approvals 

Surveys/Questionnaires 

eSignatures

Shared Annotations

Homepage/Dashboard

In-app Messenger

Minutes Builder

Engagement Analytics

Task Management

Linked Subsidiary Accounts

All Devices: iOS, Android, Windows

Unlimited User Groups

Two-Factor Authentication

In-App Tutorials

Named Success Manager

Remote & Idle Wipe

24/7 Support

Zoom Integration

OnBoard Core

Add-On Suites

Governance Collaboration Productivity
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Packaging & Suites

Americas: (765) 535-1882
Europe, Middle East, Africa: +44 (0) 1628 400612 
Asia-Paci!c: +61 (0) 2 8088 0761
onboardmeetings.com 
more@onboardmeetings.com

FREE TRIAL

https://www.onboardmeetings.com/board-portal/trial-request
https://www.onboardmeetings.com/
mailto:more@onboardmeetings.com
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Monmouth Town Council 
 

Report on Information Technology  
 
Background 
 

The IT report attached was commissioned by MTC as part of the engagement of a new IT 
contractor from 1st April 2021.  There were several problems throughout 2020 which caused 
disruption to the service for a number of weeks and the set up has not been reviewed, 
updated or renewed since at least 4 years ago with some equipment dating as far back as 
2011 and not being fit for purpose in the increased pace environment, and remote 
environment MTC is now working through.  

Purpose of this Document 
This document seeks to clarify each of the issues identified, in conjunction with the Project 
Office Review and to quantify the cost of any recommended changes. 

Network 
Orbits have found that the current local network setup in the Shire Hall through MCC is 
not isolated, meaning that Monmouthshire County Council devices are visible from 
Monmouth Town Councils devices and vice versa. Although each entity would not have 
access to device data without known credentials it does mean Monmouthshire County  
Council would be able to run a network scan to see what devices are on the network. 
The main concern with the current setup is if Monmouth Council network were infected 
with malware this could potentially filter down to the Monmouth Town Council devices. 

Recommendation 
Monmouth Town Council should implement its own Broadband solution, (through Daisy 
Communications, one of the UK’s largest providers to business and who are a partner of 
Orbits IT), who would provide the (wide area network, (WAN), – Own BT Connection – 
Separate line into the building) and local area network (LAN) which would mean that 
Monmouth Town Council would be completely isolated from Monmouth County Council. 
This means that MTC would then have: 

1. A secure local network isolated from any other entities.  
2. Full control and management by Orbits IT for fault finding/networking changes as 

required.  
3. A secure corporate and guest network for visitors  
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4. The ability to introduce network filtering in future to block any sites that are deemed
inappropriate. (if required)

5. Full control
6. Orbit’s support from start to finish on all Broadband related issues
7. No call out charges for any site visits for Broadband fault diagnosis / fix by Orbits

engineers

Pricing 

Daisy through Orbits Focus Group Plus Net 

Installation Separate costs below
Total 830.00

Free install for 3 
year contract but 
£6.95 for delivery.  
We would have to 
install ourselves 
including any wiring 
configuration 
required 

Free or £50 
installation if not 
compatible line 

LAN Broadband 49.00 per month 38.00 per month 22.00 per month 
install UniFi USG 
Security Gateway 
& Modem  

150.00 Router free Router free 

300.00 N/A N/A 

UniFi Wireless 
Access Point  

180.00 for 2 N/A N/A 

Orbits Labour 200.00 N/A N/A 

The above are not applicable as MTC would 
have to engage a contractor to carry out 
the set up 

Although the pricing for the other companies seems appealing, they have not carried out a 
site visit, or understand the set up of the current technology within the Shire Hall.  These 
prices do not include any installation because there is none.  The router would be sent and 
we would be expected to ‘plug it in’.  We have engaged and paid for an IT Contractor to 
review the set up and they are specialists in their field, we should follow their advice.  

Orbits would do the installation for us, connecting the new broadband up in the current 
Shire Hall server room using the existing ports that are available.  MTC do not have the IT 
knowledge or expertise to do this and recommend we leave this to the experts. 

Install UniFi 16 Port
Network Switch
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Office Technology 
 

 

PCs and Laptops 
 

Please see the IT Report for the details and specifications of all the Office PCs and Laptops.   
 
Based on the Age and Specification of the assets that belong to Monmouth Town Council, 
Orbits would recommend that assets 3124, 3125 and 3126, (The PCs) are decommissioned 
due to their age. 
 
Asset 3127 (PC) is reporting as 4 years old, due to the age and specification of this machine, 
a relatively cheap hardware upgrade and clean installation of Windows will increase overall 
the overall performance if the machine is going to be used by staff in the future. This would 
cost £60.00, and the labour could be deducted from the Support Blocks purchased or 
charged at £66.00 for an hour’s labour. 
 
Asset 3128, 3129 and 3131 (laptops), are of medium specification and should be more than 
ample for the next few years.  
 
11549 has had a clean installation of Windows 10 (by Orbits) and is of medium specification 
(processor and Memory). An upgraded hard drive would generally boost the overall 
performance for little cost. 

Recommendation 
The 3 PCs mentioned above that are in excess of 4 years old were slow and temperamental 
before lockdown and this has only got worse during the period of inactivity.  I recommend 
that these are decommissioned as soon as possible and replaced with laptops and docking 
stations.  The monitors could be kept and connected to the docking stations to provide extra 
screens which are required for ease of working. 

 

Docking Stations 
 

MTC purchased 3 Dell laptops last year in order to facilitate home working.  These work well 
and would be sufficient for use in the office.  MTC have been advised that it is best to 
purchase docking stations specifically for Dell laptops and have spoken to Dell who have 
recommended the D3100.  It does not charge the laptop but the MTC laptops do not have 
the charging port necessary to support this therefore the laptop has to be plugged into the 
power directly using the jack.  Please see the attached docking station quotes and reviews 
and the cost comparison table below: 
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Supplier Price 
 
Dell 
 

 
£138.98 

 
Amazon 

 
£99.99 
 

 
Insight 

 
£126.99 
 

 

Recommendation 
If the 4-year-old PC remains in the office as a working PC then only 2 docking stations would 
be required in the immediate future. If it is the preferred option to decommission all the PCs 
then 3 docking stations should be purchased.   However, it is the Town Clerk’s preference to 
decommission all PCs and use the laptops and docking stations with the existing monitors 
as the way forward. 

The recommendation would be to investigate if there are any worthy causes that would take 
the PCs and refurbish. 

 

Telephone System 
 
MTC currently use the office telephones in Shire Hall that are supplied by MCC and 
maintained and serviced by SRS.  These costs are included in the contribution MTC make to 
the ongoing costs of MCC and are included in Section 3f of the SLA as a County Council 
Covenant.  The handsets are old and the configuration is impossible to understand without 
SRS (who maintain the system), input which means that officers only use limited functionality 
as they are difficult to contact.  During the pandemic calls to the office are diverted to the 
Committee Officer’s mobile phone provided by MTC. 

In order to provide the ability for each officer to take calls from the office whilst at home, 
Orbits recommend the installation of 123 Telecom’s Voice Over IP (VoIP) Telephony system. 
Orbits have worked with 123 Telecom for several years and have implemented VOIP 
Telephone systems for many local councils.  

 

 Orbits Focus Group 
Polycom VVX411 
POE IP Handset  

 

144.00 for each new 
handset or £110 for 
a refurbished and 
bacterially cleaned 
handset 

50.00 for each 
handset 

Polycom Power 
Adapters (optional)  
 

15.00 each  
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System 
Configuration 

15.00  

Number Port (if 
possible) 
 

40.00   

Broadband Line  
 

95.00  

NEW NUMBER 
(SRS number port 
n/a) 

 
FREE 

 

 
Total Set Up Cost 
 

 
657.00 

 

Ongoing costs 
(Cloud Seat 
Licence) 
For 3 users 

42.00 per month 45.00 per month 

Softphone App for 
use away from the 
office 

5.00 extra per month  

 

The handset quoted above through Orbits is more expensive than the others as each set is a 
mini computer, as well as having the required usual features for a business office phone.  
Each handset links to the data centre in the cloud so there is no requirement for cables.   
 
We could choose to have Softphone Apps which can monitor the calls into the office on a 
mobile or laptop in your home or elsewhere, therefore negating the need to divert calls.   
Users could then choose whether or not to have a handset (saving the handset cost) and 
take all calls when wearing a headset. One Licence purchases use on an extra 3 devices so 
it could be linked up to MTC’s laptops at home and the MTC mobiles. 
 
SRS (the providers of the MTC current phones within the Shire Hall have advised that if we 
have our own broadband installation, we can no longer keep the existing office number as it 
is on a set of numbers allocated to MCC, therefore there would be some administration 
required to change the number on all MTC notifications and publicity. 
 

Recommendation 
 

 Pros 
 

Cons 

New broadband • Independent 
• Full control and 

management by 
Orbits IT for fault 
finding/networking 
changes as required.  

• Secure 
• More easily 

moveable 
• Extra functionaltiy 

installed in 

• Costs of installation 
and ongoing 
whereas paid as part 
of contribution to 
SLA 
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Committee Room if 
required for use by 
public and guests 

• Own WiFi MTC 
branded  

• Current WiFi through 
MCC poor 

• Ability to introduce 
network filtering in 
future to block any 
sites that are 
deemed 
inappropriate  

•  
New telephone system • Independent 

• Secure 
• More easily 

moveable 
• Option to take office 

calls on laptop or 
mobile 

• No divert required 
• Would no longer be 

dependent on SRS 
who service MCC 
broadband and 
phones.  They have 
already partially 
withdrawn their 
service.  They may 
withdraw from the 
marketplace in the 
future when these 
questions would 
have to be 
addressed 

• Easy to manage any 
changes 

 

• Costs of handsets 
• Costs of licences 

 

Although it is does involve up front and ongoing costs, these are costs any business would 
expect to pay.  Orbits have already identified gaps in the security of the current set up 
therefore the recommendation is that a new broadband and phone installation would provide 
us with updated technology and more adaptability for any changing work practices. 

 

 

Disaster Recovery and Back Up 
There are currently no systems in place to back up the data stored with Microsoft.  Orbits will 
provide this service for MTC and was agreed as part of the original IT Contract. 
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Encryption 
 

Encryption helps protect devices to ensure that only authorised users can access the 
information.  As part of the Office Review, Orbits checked the laptops and no encryption was 
installed or active.  

Microsoft offers Bitlocker Encryption at no additional cost to Windows machines running 
either Professional or Enterprise versions of Windows.  

Orbits would strongly recommend that we enable Bitlocker Device Encryption on all devices 
where possible and was agreed as part of the original IT Contract. 

Website Domain Management 
monmouth.gov.uk domain is currently hosted by Fasthosts, with a further layer of security 
provided by JISC, which is a shared digital infrastructure and service provided for 
government services, primarily for education and research and was set up when the 
previous website was set up. 
 
Upon renewal of the domain Orbits would be happy to migrate this to our registrar at a cost 
of £60 per annum. Orbits can provide ongoing domain management for Monmouth Town 
Council as required.  

Recommendation 
It is recommended that Orbits take over the domain management.  The website domain link 
has been problematic in the past, with a period in 2020 without email or website for almost 2 
weeks, due to a lack of understanding of the complicated set up.  There is insufficient IT 
knowledge or time to deal with in house. 

 

Office 365 set up and Software 
 

Office 365 Set Up 
 

The current set up has evolved over time and is administered by Inty.  The setup is messy 
and there are numerous occasions where officers’ time is taken up switching from one profile 
to another or searching for files that are only visible to one user.  The Microsoft Licences are 
inconsistent with some email addresses being used under a Business Basic Licence, whilst 
others under a Business Standard Licence.  Currently there are multiple users for one 
licence which is not what Microsoft recommend, and does not adhere to their Terms and 
Conditions.  The current payment per month for the licence set up is £47.08 and the new set 
up with the correct licences would be £58.80. 
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Recommendation 
 

Upgrade the licences appropriately and engage Orbits IT to administer or transfer all Office 
365 administration, with upgrades to Microshade VSM Mailboxes which provide more 
security as per the following table: 

 

 
 
 
 

 

 

Microshade VSM Exchange mailboxes Office 365 mailboxes* 
Description and features 
Microsoft’s enterprise mailbox solution, hosted 
by Microshade VSM 

Microsoft’s enterprise mailbox solution, hosted 
by Microsoft 

Share or Delegate mailboxes, calendars and contacts among users 
Synchronise mailboxes, calendars and contacts between all computers and smart devices 

Out of Office from Outlook 
Function on Microshade VSM Local Community Cloud (Citrix platform) 
Full Exchange functionality in Outlook Synchronise emails only 
Function on 3rd party devices (outside of Citrix) 

Compatible on all user devices/email tools which are supported by Microsoft 
Webmail interface available 

Support and Administration included 
Full support from by Microshade VSM included  

Admin by Microshade VSM support included 
(add/remove users, permissions, etc) 

Often administered by the customer 

Compliance included 
Kept aligned with Cabinet Office requirements 
for public body mailboxes by default 

Must be configured and maintained 

Mailboxes held in the UK UK hosting must be specified 
Protection included 
Spam and malware filter (in-bound and out- 
bound) included by default 

 

Impersonation filter (protects users against the 
increasingly common threat of fraudsters 
attempting to use the name of council officials) 

 

Service included 
Mailboxes backed up daily. Backup retained for 
2 years 

 

Mailboxes automatically archived and retained 
in the event a councillor or user leaves 

 

Discounts included 
Discounted price for councillor’s mailboxes 
available 

Microsoft prices for .gov.uk domains can be 
higher than private sector prices 

Shared mailboxes free  
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Orbits are pleased to present this IT report document to Monmouth Town Council 

following the onsite visit and remote audit of the current systems.  

 

We have split the review into appropriate sections as discussed and we can work with 

Monmouth Town Council in stages to roll out our recommendations.  

 

Overview 
Monmouth Town Council are located at the Agincourt Square, Monmouth NP25 3DY. 

They have 16 elected councillors who meet approximately every 4 weeks to address 

matters related to Monmouth. 

 

Orbits have been recently appointed to manage the IT infrastructure for Monmouth 

Town Council, as part of the onboarding this review document has been created to 

give Monmouth Town Council an overview of the current setup and Orbits 

recommended approach to ensure the systems are secure, robust and fit for purpose 

going forward.  

 
 

  

Introduction 
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Networking - Overview  
 

Monmouth Town Council currently utilise a shared/managed broadband/local area 

network that is provide by SRS (Shared Resource Services). As part of the IT review, 

we have been in contact with the Network Architect at SRS who has kindly provided 

the current topology of the network.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

Orbits have found that the current local network setup is not isolated, meaning that 

Monmouth Council devices are visible from Monmouth Town Councils devices and 

vice versa. Although each entity would not have access to device data without known 

credentials it does mean Monmouth Council would be able to run a network scan to 

see what devices are on the network. The main concern with the current setup is if 

Monmouth Council network were infected with malware this could potentially filter 

down to the Monmouth Town Council devices.  

 

Networking - Recommendations  
 

Based on the above findings Orbits would strongly recommend that Monmouth 

Town Council implement their own Broadband solution (WAN – Own BT Connection 

– Separate line into the building) and local area network (LAN) which would mean 

that Monmouth Town Council would be completely isolated from Monmouth 

Council.  

 

The benefits to this are as follows: 

 
• Secure local network isolated from any other entities.  
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• Full control and management by Orbits IT for fault finding/networking changes as required. 

• Secure corporate and guest network for visitors 

• Ability to introduce network filtering in future to block any sites that are deemed 

inappropriate. (if required) – Pricing can be found in separate document. 

 

Orbits are able to offer Broadband services through our partnership with 123 

Telecom or Daisy Group (one of the UKs largest wholesale telecoms provider). 

Broadband through us comes with some added benefits: 

 
• Orbits Support from start to finish on all Broadband related issues. 

• No call out charges for any site visits for Broadband fault diagnosis/fix by Orbits Engineers 

 

Pricing for the above can be found in separate document. 

 

Networking hardware such as a router, switch and Wireless access points would be 

required to allow Orbits to implement a local are network.  

 

Pricing for the above can be found in separate document. 

 

Computers – Overview 
 

Monmouth Town Council have 8 x Workstations.  

 

Orbits have installed our remote management tools on 1 of 3 new laptops that have 

recently been purchased by Monmouth Town Council. 

 

Overview of devices below (please note a separate document “Monmouth Town 

Council Devices - April 2021” holds additional information around each device) 

Device Name Last Logged 

User 

Ven

dor 

Model Serial 

Number 

Processor Memory Age Anti-Virus 

SUE-PC (3124) Sue-PC\Sue  Dell OptiPlex 
9020 

6LD8J32 Intel(R) 
Core(TM) 
i7-4790  

8GB 2014 (7 
Years Old) 

Windows 
Defender 

OFFICE-PC (3125) Office-
PC\Assistant  

Dell  OptiPlex 
980 

CW9VZ4J Intel(R) 
Core(TM) 
i5 CPU  

4GB 2011 (10 
Years Old) 

Windows 
Defender 

CAITLIN (3126) CAITLIN\ad
min.user 

Dell OptiPlex 
9020 

8VLTBB2 Intel(R) 
Core(TM) 
i5-4590  

8GB 2016 (5 
Years Old) 

Windows 
Defender 

DESKTOP-
FGKIAD0 (3127) 

AzureAD\To
wnClerkMon
mouthCou 

Dell Vostro 
3268 

DFZQJK2 Intel(R) 
Core(TM) 
i5-7400  

8GB 2017 (4 
Year Old) 

Windows 
Defender 

DESKTOP-
58H6S88 (3128) 

AzureAD\Ad
min-

MonmouthT
ownCo  

Dell Inspiron 
5502 

C8QSC63 11th Gen 
Intel(R) 

Core(TM) 
i5-  

8GB 2020 (Less 
than 1 Year 

Old) 

Windows 
Defender 
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Computers – Recommendations  
 

Age and Specification 

 

Based on the Age and Specification of the assets that belong to Monmouth Town 

Council, Orbits would recommend that assets 3124, 3125 and 3126 are 

decommissioned due to the age.  

Asset 3127 is reporting as 4 years old, due to the age and specification of this 

machine, a relatively cheap hardware upgrade and clean installation of Windows will 

increase overall the overall performance if the machine is going to be used by staff in 

the future.   

 

Asset 3128, 3129 and 3131are of medium specification and should be more than 

ample for the next few years.  

 

11549 has had a clean installation of Windows 10 (by Orbits) and is of medium 

specification (processor and Memory). An upgraded hard drive would generally 

boost the overall performance for little cost.  

 

Anti-Virus 

 

Orbits have confirmed that the built in Windows Defender Anti-Virus is active on all 

machines. Formerly known as Windows Defender, Microsoft Defender Antivirus still 

delivers the comprehensive, ongoing, and real-time protection you expect against 

software threats like viruses, malware, and spyware across email, apps, the cloud, and 

the web. 

 

As part of the onboarding to Orbits IT, any device that will continue to be in use by 

Monmouth Town Council will be protected by Orbits Anti-Virus solution. Orbits Anti-

Virus is centrally managed by the Orbits IT Service Desk, should a machine become 

infected – Orbits engineers are alerted so we can monitor the threat removal and 

work with the user to ensure their device is clean/protected and no longer infected.  

 

 

DESKTOP-
4VUKFAE (3131) 

DESKTOP-
4VUKFAE\C

aitlin 
Williams 

Dell Inspiron 
5502 

5HQSC63 11th Gen 
Intel(R) 
Core(TM) 
i5-  

8GB 2020 (Less 
than 1 Year 

Old) 

Windows 
Defender 

DESKTOP-
OS9RFJ5 (3129) 

DESKTOP-
OS9RFJ5\T
own Clerk 

Dell Inspiron 
5502 

85QSC63 11th Gen 
Intel(R) 

Core(TM) 
i5-  

8GB 2020 (Less 
than 1 Year 

Old) 

Windows 
Defender 

MTC-11549 MTC-
11549\orbits

admin 

HP 15ay167
sa 

CND6355
VV2 

Intel(R) 
Core(TM) 
i5-7200U 
CPU @ 

2.50GHz - 
2 cores 

8GB 2016/17 (3 – 
4 years old 
estimated) 

Windows 
Defender 
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Device Encryption  

 

As part of the device audit, we have checked to see if the devices are protected by 

hardware or software Encryption. 

 

Encryption helps protect the data on your device so it can only be accessed by 

people who have authorisation. 

 

We have reviewed asset 3128 (Paula’s laptop) and have not detected any Encryption 

software installed or active.  

 
 

Microsoft offers Bitlocker Encryption at no additional cost to Windows machines 

running either Professional or Enterprise versions of Windows.  

Orbits would strongly recommend that we enable Bitlocker Device Encryption on all 

devices where possible. 

 

Microsoft 365 Services - Overview 
 

Licenced Mailboxes 

 

Admin Roles 

User Email address Licence MFA Enabled? 

Admin - Monmouth 
Town Council admin@monmouth.gov.uk Microsoft 365 Business Basic 

Yes 

Confidential confidential@monmouth.gov.uk Microsoft 365 Business Basic Yes 

Caitlin - Monmouth 
Council caitlin@monmouth.gov.uk 

Microsoft 365 Business Basic 

Microsoft Power Automate Free 

Yes 

Project Officer - 
Monmouth Council projectofficer@monmouth.gov.uk 

Microsoft 365 Business Basic 

Project Plan 3 

Yes 

Town Clerk, 
Monmouth Council townclerk@monmouth.gov.uk 

Microsoft 365 Business Standard 

Microsoft Power Automate Free 

Yes 
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Accounts with admin roles should always have Multi-Factor Authentication enabled 

to protect the system. Admin roles should not be applied to licenced users but 

instead to unlicenced accounts. 

Automation Rules 

 

The following automation rules are in place on the Monmouth Town Council 365 

Tenant. Automation rules can be a concern if mail is deleted or forwarded out of the 

confines of the Monmouth Town Council email system. 

 

 

 

 

 

 

 

 

Microsoft 365 Services - Recommendations 

 

Email is currently part of Microsoft’s 365 offering and licenses are provided IntY UK. 

As part of the transition to Orbits, Orbits will migrate the licensing and management 

and will invoice Monmouth Town Council monthly for the applicable licenses to 

themselves.  

 

Licences 

 

If Monmouth Town Council do not already have a purchased version of the Microsoft 

Office suite (installation of Office Applications) and intend to use this going forward, 

we would recommend the Business Basic subscriptions are upgraded to Business 

Standard Licenses. This will then enable all staff to use the Microsoft applications 

whilst adhering to Microsoft’s Terms and Conditions. Please see proposed license 

summary below.  

 

 

 

User Email Address Admin Roles Last Sign in MFA Enabled 

Admin User Admin.user@monmouth.gov.uk Global Admin None in last 30 days No 

Admin – 

Monmouth 

Town Council Admin@monmouth.gov.uk Global Admin 

27th April 2021 

7.40AM 

Yes 

Orbits orbits@monmouth.gov.uk Global Admin 26th April 2021 7.36PM Yes 

   

User Rule Name Rule Actions 

Town Clerk – Monmouth Council defibrillator Delete & Forward 

Town Clerk – Monmouth Council Year end Delete & Forward 

Town Clerk – Monmouth Council Rialtas Delete & Forward 

Town Clerk – Monmouth Council Invoice Emails Delete & Forward 

   

mailto:Admin.user@monmouth.gov.uk
mailto:orbits@monmouth.gov.uk
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Disaster Recovery & Backup 

 

Microsoft offer no guarantees on the data held within their systems and we would 

always recommend that a separate backup of Microsoft 365 data. Orbits can offer 

these backups as part of our Disaster Recovery system.  

 

Security 

 

It is good to see that the majority of Monmouth Town Council 365 accounts have 

MFA enabled. The admin.user account however does not and this is a Global Admin 

which has unrestricted rights to the system. We would recommend that MFA is made 

mandatory across the tenant and remove the Global Admin rights from the 

Admin@monmouth.gov.uk account. This would leave 2 Global Admin non licenced 

accounts, protected by MFA which is as Microsoft Recommends. 

 

Ongoing Monthly Costs – Office 365 Services 

 

 
Ongoing Monthly Costs – Proposed licenses – Office 365 Services  

 

Councillor Email – Overview 

Item Price /mth Quantity Total Price /mth 

M365 Business Standard £11.95 1 £11.95 

M365 Business Basic  £4 4 £16 

Project Plan 3 £22.95 1 £22.95 

  Total exc. VAT £50.90 

  VAT @ 20% £10.18 

  Total inc. VAT £61.08 

Item Price /mth Quantity Total Price /mth 

M365 Business Standard (Admin, Caitlin 

and Town Clerk) 

£11.95 3 £35.85 

M365 Shared Mailbox (Confidential & 

Project Officer)  

FREE FREE FREE 

Project Plan 3 (Admin) £22.95 1 £22.95 

*365 Backup already as part of tender.   Total exc. VAT £58.80 

  VAT @ 20% £11.76 

  Total inc. VAT £70.56 

mailto:Admin@monmouth.gov.uk


 

 

All prices exclude VAT at the prevailing rate                            Strictly Private and Confidential – ORBITS IT 

 

10 
MTC-30042021-A 

Orbits have discussed the use of Councillor Emails with Paula and we have confirmed 

that elected Councillors are communicating with the Town Council using “personal 

email addresses”. 

Councillor Email – Recommendations  

 
From a security perspective, Orbits would strongly recommend that Councillors are 

setup with @monmouth.gov.uk email address. This would then allow Orbits to 

setup Multi Factor authentication to ensure that all corporate data is secure.   

Multi-factor authentication is a process where a user is prompted during the sign-in 

process for an additional form of identification, such as to enter a code on their 

mobile phone.  

If you only use a password to authenticate a user, it leaves an insecure vector for 

attack. If the password is weak or has been exposed elsewhere. When you require a 

second form of authentication, security is increased as this additional factor is not 

something that's easy for an attacker to obtain or duplicate. 

If a Councillor resigns this approach also means that we can securely close access to 

the corporate accounts and council related data is no longer accessible by 

retired/former Councillors.    

Corporate Data - Overview 

 
Corporate shared data is currently located in OneDrive (part of the Microsoft 365 

Service subscription provided by IntY UK).  

 

OneDrive is the cloud storage service developed by Microsoft that allows you to 

store all your important files securely in one place and then access them virtually 

anywhere. 

 

The OneDrive directory has a total size of 62GB and is attached to account 

townclerk@monmouth.gov.uk 

 

OneDrive Directory - https://monmouthtowncouncil-

my.sharepoint.com/personal/townclerk_monmouth_gov_uk/_layouts/15/onedrive.asp

x  

 

The current OneDrive directory is made up of standard office file types: 

 
• Word Documents (docx) 

• Excel Documents (xlsx) 

• PowerPoint Documents (ppt) 

• Publisher Documents (PDF) 

mailto:townclerk@monmouth.gov.uk
https://monmouthtowncouncil-my.sharepoint.com/personal/townclerk_monmouth_gov_uk/_layouts/15/onedrive.aspx
https://monmouthtowncouncil-my.sharepoint.com/personal/townclerk_monmouth_gov_uk/_layouts/15/onedrive.aspx
https://monmouthtowncouncil-my.sharepoint.com/personal/townclerk_monmouth_gov_uk/_layouts/15/onedrive.aspx
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• Portable Document Format (PDF) 

 

Many of the folders within the OneDrive directory are “shared” with colleagues that 

are licensed users within the Microsoft 365 tenant.  

 

Corporate Data – Recommendations 
 

Orbits would suggest that the data in OneDrive and any data that has the 

requirement to be “shared” is moved to SharePoint. SharePoint is designed for team 

collaboration and will allow Monmouth Town Council to easily split their current data 

directory into multiple SharePoint sites to limit access based on staff/organisation 

roles. Orbits would be delighted to discuss this further in person with Monmouth 

Town Council.   

SharePoint Online 

SharePoint Online in Microsoft 365 helps organizations share 

and manage content, knowledge, and applications to: 

• Empower teamwork 

• Quickly find information 

• Seamlessly collaborate across the organization 

 
Teamwork, makes the dream work!  

 
• Share and sync files on demand 

• Work together on documents at the same time 

• Assign tasks and automate reminders 

• Track deliverables 

• Access files from anywhere with an internet connection 

• Add any user with a Microsoft account 

• Work on mobile devices. 

 

Disaster Recovery & Backup 

 

As part of the audit of Corporate Data, Orbits cannot see any external backup 

processes that are actively backing up the data stored on Microsoft’s cloud platform.  

 

Microsoft offer no guarantees on the data held within their systems and we would 

always recommend that a separate backup of Microsoft 365 data. Orbits can offer 

these backups as part of our Disaster Recovery system. 

 

Line of Business Application – Rialtas 
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As part of the device/data audit, we have found that Rialtas was once 

hosted/installed on asset 3124 (Sue PC). Paula has confirmed that during the COVID-

19 pandemic (where staff were required to work from home), Rialtas was migrated to 

Microshade (to offer secure remote access). Microshade support and manage the 

Rialtas suite and provide backups for this line of business application. Going forward 

Orbits can work closely with Microshade to provide remote access to allow ongoing 

support for the Rialtas suite. 

 

 

Vulnerability Scan – Corporate Network Overview 
 

Orbits performed an EXTERNAL vulnerability scan against the Monmouth Town 

Council’s Wide Area Network (Internet facing) IP Address of 195.194.75.225. This scan 

looks for known vulnerabilities on the perimeter devices and systems that are open  

to the internet. 

 

Please see separate document for full scan results. 

 

Vulnerability Scan – Recommendations 
 

The scan shows no High or Medium vulnerabilities which suggests the current SRS 

shared network is secure and well managed. 

 

Orbits have proposed that Monmouth Town Council move to their own Wide Area 

Network (Internet connection) and as such we would suggest regular Vulnerability 

Scanning of the systems. This allows us to monitor for holes and potential exploits on 
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your network and associated systems, we can identify areas of weakness and perform 

remedial work to strengthen and maintain the security of your systems.  

 

Domain Management – Overview  
 
monmouth.gov.uk domain details are below, upon renewal of the domain Orbits would be 
happy to migrate this to our registrar. Orbits can provide ongoing domain management for 
Monmouth Town Council as required.   
Domain: 
 
        monmouth.gov.uk 
 
Registered For: 
 
        Monmouth Town Council 
 
Domain Owner: 
 
        Monmouth Town Council 
 
Registered By: 
 
        Fasthosts Internet Ltd 
 
Servers: 
 
        ns1.livedns.co.uk         
        ns2.livedns.co.uk         
 
Registrant Contact: 
 
        Paula Hartly 
 
Registrant Address: 
 
        Monmouth Town Council 
        Shire Hall 
        Agincourt Square 
        Monmouth 
        Monmouthshire 
        NP25 3DY 
        United Kingdom 
        +44.1600715662 (Phone) 
 
Renewal date: 
 
        Sunday 9th Oct 2022 
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Ongoing Support and Maintenance 
Orbits have provided a separate proposal for ongoing support in the form of our IT 

Support block proposal. 20 Hours of support blocks have been signed off as part of 

the IT Tender for ongoing IT support.  
 

The additional bolt ons have also been confirmed: 

 

• Proactive Device Monitoring 

• Anti-Virus 

• Pro Support SLA Agreement 

• Web Umbrella  

• M365 Backup  

 

Orbits would be delighted to arrange a meeting with Monmouth Town Council to 

discuss this report in greater detail so we can run through each section in further 

detail.  
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Thank you for considering Orbits IT 

 

If you have any questions about this proposal, please don’t hesitate to 

contact us. We have proposed a package based on our previous 

conversations, if there are any features you want which are not included 

don’t hesitate to contact us. 

 

Likewise, if there are any areas you would like increase in scope or 

change the approach, we would be delighted to discuss it with you. 

 

Looking forward to speaking with you soon, 

Dean Bengough 

Director 

dean.bengough@orbitsit.co.uk                                          

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

mailto:dean.bengough@orbitsit.co.uk
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Orbits are pleased to present this quote to Monmouth Town Council for the recommended hardware 

and services following the IT Review report. This solution is proposed after careful consideration of the 

requirements, tailored to provide a reliable, cost effective, fast and most of all worry-free solution.  

 

Internet, Local Area Network and Telephones 
 
Based on the findings Orbits would strongly recommend that Monmouth Town Council implement 

their own Broadband solution (WAN – Own BT Connection – Separate line into the building) and local 

area network (LAN) which would mean that Monmouth Town Council would be completely isolated 

from Monmouth Council.  

 

The benefits to this are as follows: 

 

• Secure local network isolated from any other entities.  

• Full control and management by Orbits IT for fault finding/networking changes as required. 

• Secure corporate and guest network for visitors 

• Ability to introduce network filtering in future to block any sites that are deemed 

inappropriate. 

 
Networking hardware such as a router, switch and Wireless access points would be required to allow 

Orbits to implement a local are network. Please see pricing below. 

 

Local Area Network  

 

Orbits are able to offer Broadband services through our partnership with 123 Telecom or Daisy Group 

(one of the UKs largest wholesale telecoms provider). Broadband through us comes with some added 

benefits: 

 

• Orbits Support from start to finish on all Broadband related issues. 

• No call out charges for any site visits for Broadband fault diagnosis/fix by Orbits Engineers 

 

 

 

 

 

 

Item Unit Price Quantity Total Price 

UniFi USG Security Gateway & Modem £150 1 £150 

UniFi 16 Port PoE Network Switch £300 1 £300 

UniFi Wireless Access Point £90 2* £180 

Orbits Labour £200 1 £200 

*Audit of offices required to confirm exact amount of access 

points required.  

Total exc. VAT £1,245 

VAT @ 20% £249 

Total inc. VAT £1,494 

Introduction 
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Wide Area Network (Broadband Service) 

 

Telephones 

 

Orbits recommend the use of 123 Telecom’s Voice Over IP (VoIP) Telephony system. Orbits have 

worked with 123 Telecom for several years and have implemented VOIP Telephone systems for many 

local Town Councils. 

 

 

 
 
 
 

 

 

 

 

 

Item Price /mth Quantity Total Price 

FTTC Broadband (Including Line rental) £49 1 £49 

 Total exc. VAT £49 

VAT @ 20% £9.80 

Total inc. VAT £58.80 

Item Unit Price Quantity Total Price 

Polycom VVX411 POE IP Handset 

(Refurb) 

£110 3 £330 

Polycom Power Adapters (optional) £15 3 £45 

System Configuration £15 3 £45 

NEW NUMBER (number port for 

01600715662 n/a from SRS) 

FREE 1 FREE 

Broadband Line £95 1 £95 

*Discussion to be had with SRS to see if number port is 

possible.  

Total exc. VAT £515 

VAT @ 20% £103 

Total inc. VAT £618 

Item Price /mth Quantity Total Price 

Cloud Seat License for VOIP Phone  £14 3 £42 

 Total exc. VAT £42 

VAT @ 20% £8.40 

Total inc. VAT £50.40 
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One off costs 

 
Ongoing Monthly Costs 

 
 
 
 

Item Unit Price Quantity Total Price 

UniFi USG Security Gateway & Modem £150 1 £150 

UniFi 16 Port PoE Network Switch £300 1 £300 

UniFi Wireless Access Point £90 2* £180 

Orbits Labour £200 1 £200 

Polycom VVX411 POE IP Handset 

(Refurb) 

£110 3 £330 

Polycom Power Adapters (optional) £15 3 £45 

System Configuration £15 3 £45 

NEW NUMBER (number port for 

01600715662 n/a from SRS) 

FREE 1 FREE 

Broadband Line £95 1 £95 

*Audit of offices required to confirm exact amount of access 

points required.  

Total exc. VAT £1,345 

VAT @ 20% £269 

Total inc. VAT £1,614 

Item Price /mth Quantity Total Price 

FTTC Broadband (Including Line rental) £49 1 £49 

Cloud Seat License for VOIP Phone  £14 3 £42 

 Total exc. VAT £91 

VAT @ 20% £18.20 

Total inc. VAT £109.20 

Pricing Summary 

 

Contents 

 

Contents 

 

Contents 
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Yes, let’s do it! 
 
 

If you are happy with the quote, please complete the form below and fax it to us on 

01446 488306. Alternatively, you can scan and email it to us at 

enquiries@orbitsit.co.uk 

 

SCAN or FAX 
enquiries@orbitsit.co.uk or 01446 488306 

For the attention of 

Dean Bengough 
Original Business IT Solutions LTD (ORBITS) 

 

I have read and understood Orbits’ proposal and would like to accept the contract. 

 
NAME  DATE 

   

SIGNATURE  ON BEHALF OF 

 
 

Quote reference MTC-21062021-A 

Quote date 21-Jun-21 

Quote valid until 30 Days 

 

mailto:enquiries@orbitsit.co.uk
mailto:enquiries@orbitsit.co.uk


Docking Stations Quotes for Dell Laptops Inspiron 

 

 

Spoke to Dell via chat who checked the ports on the above latops and confirmed that there 
is not a charging port from the laptop to the docking station so that the laptops have to be 
charged though the jack.  This means that the following docking station is compatible and a 
reasonable price: 

 

 



 

 

 



Amazon prices 

 

Dell D3100 Docking Station - YouTube 

 

Dell D3100 Docking Station Review - YouTube 

 

 

 

 

https://www.youtube.com/watch?v=6DtBAvkbCKY
https://www.youtube.com/watch?v=_Z_3zy0Z0nU
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Monmouth Town Council 
 

Report on Office Space in the Shire Hall 
 

Background 
• MCC are currently reviewing the use of the Shire Hall space to maximise income and 

ensure the building remains viable.  This has coincided with the review of the Shire 
Hall SLA contribution MTC pay to exercise the right by covenant to utilise certain 
offices within the Shire Hall.  

• The Whole Office Review Working Group and the Finance & Policy Committee, to 
which the Working Group Report) has concluded and recommended that there is 
potential for rationalisation as the Covid-19 epidemic has necessitated changes in 
working practices to provide more flexibility for remote working and work/life balance.  
There is no longer a requirement for all staff to man the office on all opening times.  
During most of the lockdown the Shire Hall has been closed, and more recently open 
for staff for 2 days a week but will probably not open to the public until 2022. 

• The staff numbers have reduced from 4 to 3. 
• The suggestion of a provision of office space on the ground floor is not possible due 

the plans to redevelop the Shire Hall as a major visitor attraction. 
 

Current Utilisation of Offices 
• The council currently utilises the following rooms in Shire Hall: 

o An administrative office with 2 desks on the 1st floor. (16 sq. metres, (53 sq 
ft)) 

o A small kitchen on the 2nd floor and the use of 2 toilets. 
o Use of the large Committee Meeting Room for council meetings. 
o The Mayor’s Parlour on the 2nd floor. 
o An office suite on the 3rd floor comprising an outer lobby, (11.7 sq. metres, (38 

sq. ft.), leading to an office (12.6 sq. metres, (41 sq. ft) with 2 desks and 
various storage cupboards, with a toilet accessible from the office (but which 
is believed to be non-operational at present but could be repaired). 
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Pros and Cons of F & P Recommendation to Move to the Office on 3rd 
Floor 
Pros 
 

Cons Costs (+)/Costs Savings (-) 

 
Contribution to MCC would 
be reduced 
 

 -£962 per annum saving 

 
More floor space (24.3 as 
opposed to 16 sq. metres) 
 

  

 
Lighter Brighter Space 
 

  

 
More impressive entrance 
 

  

 
Team all in one space 
 

  

 
More security and privacy for 
staff as inner office door can 
be closed  
 

  

 
Photocopier/ printer on same 
floor as all staff whereas 
currently top office staff have 
to descend stairs and 
propensity for sheets to get 
muddled by time collect 
 

 
Need to reduce size of 
photocopier and end 
existing contract with 
breakout clause. (Contract 
ends April 2022) 

 
See below for cost 
comparisons 

 
Provides MTC with the 
opportunity to sort out both 
offices, in readiness for a 
clean fresh start and new 
working practices 
 

  

 
Safer carrying tea from 
kitchen 
 

  

 
Less distractions from MCC 
staff using kitchen when 
there are functions.  Could 
increase when MCC open to 
public again 
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If Museum is re-sited in 
Shire Hall, there will be more 
people wandering around 
and likely to wander into the 
1st floor office 
 
  

Noisier with windows open 
 

 

  
Access into office is narrow 
(60 cms) and constricted 
by the landing rail for 
disabled access and 
visitors with pushchairs. 
Meetings with these 
visitors could be held in the 
Mayor’s Parlour 
 

 

  
Access into office is narrow 
for removals although 
probably only one extra 
desk is required 
 

 

  
As above for photocopier 
but reviewing all options for 
smaller model (Still in 
contract to Konica until 
April 2022 but can 
downsize to a smaller 
model with new 5 year 
contract) (See comparison 
table in Appendix 1) 
 

 
-£300 saving over a new 5 
year contract (including 
settlement) 
-£60 per annum saving 
-£5 per month saving 

  
Removal costs (half day) 
 

 
+£250 one off cost 

  
Further for visitors 
 

 

  
There could be some 
downtime to Business as 
Usual whilst sorting out 
and move takes place 
 

 

  
If we are required to keep 
10 years worth of archive 
boxes in the Shire Hall 
then space for these could 
be limited.  (Enquiries 
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being made at the moment 
to locate these documents 
confirm they may be at 
Raglan in a storage unit.  
Further investigations have 
revealed that MCC have a 
duty to provide storage for 
MTC archives (see Report 
on Legacy Documents) 
The alternative it to send to 
Gwent Archives at a 
cost.(see Appendix 1 for 
costs) 
 

  
Removal and recycling of 
old office furniture  
(British Heart Foundation 
currently not collecting 
because of COVID so only 
one other option ( 
Homemakers – see 
Appendix 3 below for all 
costs) 
Contribution to Charity 
 

 
+£90.00 half a van 

 
Net Cost Implications 
 

  
First year - £682 saving 
Each year after - £1022 
saving 
 

 

There is a room adjacent to the 3rd floor office which currently houses some old MCC 
furniture and stocks and is only a quarter full.  With MCC permission this could be used as 
extra space.  It has no windows and one wall is open at the top for 2 or 3 feet, to the 
courtroom.  However, this could provide great storage for our archive material.   

 

Conclusion and Other Factors 
 

Telephone and IT changes have not been included in this report as these are already being 
considered as part of the Office Review for MTC as a whole and will not be affected by this 
office move.  The current phone system is provided by MCC and forms part of the SLA, as 
does the IT hardware infrastructure. (The 365 licences are paid for by MTC).  Any upgrades 
to telephones or IT will be costed into the IT and Office Review Costs. There would be no 
reduction in the SLA to cover the cost of broadband and telephone costs as these are 
provided FOC by MCC but the decision on telephones and broadband has to be made 
irrespective of potential office moves.  Shredding costs have also not been included here as 
these are necessary, irrespective of the office move. 
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Both offices are in dire need of a complete sort out, which would require planning and some 
business as usual down time, but this is well overdue and would enable MTC staff to work 
more effectively and or MTC to present a more professional appearance to visitors. 

Recommendation 
 

The SLA Task and Finish Group recommended the use of the 3rd Floor Office to the Finance 
and Policy Committee, who agreed to present the recommendations to Full Council. 
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Appendix 1 
 

Comparison of Photocopy costs 
 

Dimensions must be less than 60 cms width for ease of entrance into 3rd floor office 

 

 
Company Name 
 

 
Type of copier 

 
Cost of lease 

 
Cost of copies 

 
Length of 
contract 

 
Konica Minolta 
(existing contract 
supplier) 
 

 
Desktop lazer A4 
with single tray 
and 50 sheet 
feeder. Stapling 
as bolt on 
attachment 

 
£23.95 per 
month 
 

 
 0.00210 BW 
 0.02100 CR 

 
5 years 

 
Digital Systems 
UK (Cardiff) 

 
Develop Ineo 
3302i + A4 
desktop with 100 
sheet feeder. 
Stapling facility 
as attachment 

 
£29 per month 
+ £12.69 per 
month for 
stapling 
attachment 

 
0.0028 BW 
0.028  CR 

 
5 years 

 
XBM 
 

 
Awaiting revised 
costs as 
photocopier is 
too large 
 

   

 
Konica Minolta 
existing 
 

 
bizhub C308 

 
£28.96 per 
month 

 
0.00210 BW 
0.02100 CR 

 
5 years, ends 
02/04/2022 

 

 

 

 

 

 



7 
Paula Hartley Report on Office Space in Shire Hall 

 

 

 

Appendix 2 
 

Gwent Archive Costs 

 

Plus the cost of travel to Gwent Archives, General Offices, Steelworks Road, Ebbw Vale, 
Blaenau Gwent NP23 6AA    
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Appendix 3 
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Monmouth Town Council 
 

REPORT ON LEGACY DOCUMENTS, ELECTRONIC 
CONTENT MANAGEMENT AND FILE STORAGE 
 

Background 
 

For several years, paper and documents sent in the post have been replaced by electronic 
files and emails, decreasing the amount of paper in the office space.  This has reduced 
further during the COVID crisis with the advent of home working and remote meetings.  
There is a large amount of paper still housed in the MTC offices that should be scanned and 
archived for future retrieval digitally.  This will free up office space to be used more 
effectively. It is recognised that some of the documents must be kept in physical format and 
these are treated as per the MTC Retention, Disposal and Archive Policy .  Current guidance 
from OVW suggests: 

“It is a matter for the Council to determine which documents it considers should be stored 
electronically and those that also need to be kept in paper form. In relation to the latter, hard 
copies of signed minutes should be retained as well as title deeds and leases.” 

However, the County Council has a duty to provide storage facilities for relevant documents 
as per the following: 

“In accordance with s. 227 of the Local Government Act 1972 (the 1972 Act), if a parish 
council requests the district council in which the parish is situated or a community 
council in Wales requests the county or county borough council in which the community 
is situated, the relevant principal authority must provide proper depositories for all the 
specified papers (defined as public books, writings, council papers and all documents 
directed by law to be kept) belonging to the parish or community for which there is no 
other provision.” 

See Appendix 1 for the NALC policy 

Some councils store on their premises and some send to the Gwent Archives. Further 
investigations have confirmed that there is a storage unit at MCC Raglan which contains 
archive storage.  The content is currently being investigated. 

There are also a large number of electronic files and folders that are randomly catalogued 
and indexed, which makes searching and finding information from the past more difficult.  
This document seeks to present solutions for these issues.  

 

 

https://monmouthtowncouncil-my.sharepoint.com/personal/townclerk_monmouth_gov_uk/Documents/Current%20Documents/WORKING%20GROUPS/Whole%20Office%20Review%202020/Document%20Storage/Retention%20Disposal%20and%20Archive%20Policy%202020.pdf


3 
Paula Hartley Draft Report on Legacy Documents and File Storage 

Disposal of Confidential Paper 

There will be a substantial amount of paper in the office sort out that will require disposal by 
shredding.  Two companies have provided quotations: 

On Site per bag Off site per bag 

Shred It £8.10 £10.12 
Shred Station £7.50 £5.50 

Further enquiries have produced no quotations. 
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Appendix 1 
NALC recommendations for Document 
Retention 
LOCAL COUNCILS’ DOCUMENTS AND RECORDS 
Introduction 
1. Information about local council documentation is contained in Chapter 11

of ‘Arnold- Baker on Local Council Administration’ (Tenth Edition). This Note
is intended to update and supplement that information, with particular
reference to the length of time documents should be retained by local
councils. Many documents are now only held electronically so the same
arrangements for keeping records and copies should be applied to an
electronic document as for a paper document.

Financial returns and accounts 

2. NALC’s Model Financial Regulations 2016 (England and Wales) contain
information on council audit and accounting requirements – see the NALC
website.

Retention of documents 

3. Attached is an Annex indicating the appropriate minimum retention periods for
the most important documents for audit and other reasons. There is a
clear need to retain documentation for audit purposes, staff management,
tax liabilities, and the eventuality of legal disputes and legal proceedings
(explained in paragraphs 7-11 below and in the attached Annex). Subject to
these reasons for retaining documents, and as a basic starting point,
papers and records may be destroyed if they are no longer of use or
relevant. If in doubt, document(s) should be retained until proper advice
has been

received. 
4. Other documents not mentioned in the Annex and not covered in Chapter 11 of
‘Arnold-
Baker on Local Council Administration’ may be treated as follows -

Planning papers 
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• Where planning permission is granted, the planning application, any plans and 
the decision letter should normally be retained until the development has 
been completed so that, if required, the council can check that the 
development proceeds in accordance with the terms and conditions of the 
permission. Where planning permission is granted on appeal, a copy of the 
appeal decision should also be retained. It may sometimes be sensible 
to retain an appeal decision indefinitely because of wider implications (e.g. 
the decision may set a precedent for other developments in the locality). 

 
• Where planning permission is refused, the papers should be retained 

until the period within which an appeal can be made has expired. If an 
appeal is made, and dismissed, the decision letter may, as in (a) above, 
be worth retaining against further applications relating to the same site. 

 
• Where a substantial number of planning applications are received from 

the local planning authority, it is advisable for a council to have an effective 
referencing and filing system. 

 
• Copies of Local Plans and similar documents should be retained as long 

as they are in force. 

 
Insurance policies 
• All insurance policies should be kept for as long as it is possible for a claim 

to be made under them. Irrespective of how long policies and 
correspondence are retained, the recommendation is that councils ensure 
that they keep a permanent record of insurance company names and 
policy numbers for all insured risks. Regulation 4 of the Employers’ Liability 
(Compulsory Insurance) Regulations 1998 (SI. 2753) requires local 
councils, as employers, to retain certificates of insurance against liability for 
injury or disease to their employees arising out of their employment (this 
insurance is mandatory under the Employers’ Liability (Compulsory 
Insurance) Act 1969) for a period of 40 years from the date on which the 
insurance is commenced or renewed. 

 
Information from other bodies 
• (e.g. circulars etc. from county associations, NALC and other bodies (e.g. 

principal authorities)) – such information should be retained for as long as 
it is useful and relevant. 



6 
Paula Hartley Draft Report on Legacy Documents and File Storage 

 
Magazines, Journals and other publications 
• A council may want to keep its own publications (e.g. news letters). 

Journals published by others (e.g. local government news journals and 
magazines) should be retained as long for as they are useful and relevant. 

 

The Legal Deposit Libraries Act 2003 (the 2003 Act) and the Legal Deposit 
Libraries (Non-Print Works) Regulations 2013 (2013 Regulations) require 
any body which after 1 February 2004 has published works in print or 
after 6 April 2013 has published electronic works off line, to deliver, at its 
own expense, a copy of them to the British Library Board (which 
manages and controls the British Library). (Off line publication includes 
documents on CD, USB drive, and similar). Electronic works published on 
line after 6 April 2013 only have to be delivered to the British Library if 
requested. The British Library holds books, periodicals, manuscripts 
and other publications for reference, study and information. Printed and 
electronic works as defined by the 2003 Act include those published by a 
local council (or a parish or community meeting without a separate parish 
or community council) including a pamphlet, magazine, newspaper, map, 
plan, chart or table. Some other deposit libraries are entitled to copies of 
works if they request them but it is unlikely that they will request 
documents from local councils. There is a separate NALC legal briefing 
L04-10 in respect of the 2003 Act and the 2013 Regulations. For more 
information about depositing printed materials with the British Library 
please see: 
http://www.bl.uk/aboutus/legaldeposit/printedpubs/depositprintedpubs/depo
sit.html 

 

Correspondence 
• If related to audit matters, correspondence should be kept for the 

appropriate period specified in the Annex to this Note. In planning matters, 
correspondence should be retained for the same period as suggested for 
other planning papers. For other correspondence (unless relating to staff), 
no firm guidelines can be laid down (but see paragraphs 7 – 11 below). 

 
Documentation relating to staff 
• Should be kept securely and in accordance with the eight data protection 

principles contained in the Data Protection Act 1998. The principles 

http://www.bl.uk/aboutus/legaldeposit/printedpubs/depositprintedpubs/deposit.html
http://www.bl.uk/aboutus/legaldeposit/printedpubs/depositprintedpubs/deposit.html
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provide that personal data in relation to staff should not be kept for longer 
than is necessary for the purpose it was held. However even after an 
employment relationship has ended, a council may need to retain and 
access staff records for former staff for the purpose of giving references, 
payment of tax, national insurance contributions and pensions, and in 
respect of any related legal claims made against the council. The time limits 
within which a claim (and any appeal) may be lodged against an employer 
at an employment tribunal are set out in the legislation that contains the 
employment right in question or failing that by reference to the Limitation Act 
1980 (as amended) considered in paragraph 7 below. The time for lodging 
a claim at an employment tribunal is usually measured from the date that 
the employment relationship ended or the date of the act complained of. 

 
Local/historical information 
• The Local Government (Records) Act 1962 provides that parish 

councils (and parish meetings in parishes without a separate parish 
council) may acquire records of local interest and accept gifts or 
records of general and local interest in order to promote the use of 
such records (defined as materials in written or other form setting out 
facts or events or otherwise recording information). 

 
Arrangements for the deposit, storage and management of documents 

 

5. In accordance with s. 227 of the Local Government Act 1972 (the 1972 Act), 
if a parish council requests the district council in which the parish is 
situated or a community council in Wales requests the county or county 
borough council in which the community is situated, the relevant principal 
authority must provide proper depositories for all the specified papers 
(defined as public books, writings, council papers and all documents 
directed by law to be kept) belonging to the parish or community for which 
there is no other provision. (In the case of a parish or community not having 
a separate parish or community council, the council of the district in which 
the parish, or the county or county borough council in which the community 
is situated must provide proper depositories for all the specified papers 
under the control of the parish meeting or belonging to the community 
but in England only with the consent of the parish meeting). Documents of 
local and or historical importance, if not retained and stored by a local 
council, with or without reliance on the provisions of s.227 of 1972 Act, 
should be offered first to the county record office if there is one. The county 
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archivist there will always be willing to advise on which records should be 
permanently preserved. 

 
6. Local councils (and parish or community meetings of parishes or 

communities without a separate council) are advised to implement 
system(s) of paper and electronic records management (including those 
records retained for audit purposes reviewed annually by a council’s internal 
auditor). Such systems should ensure the storage and security of, access 
to and disposal of both paper and electronic records. It is essential that 
any such system(s) (and policies) relating to record management include 
an annual review of the records themselves and also the effectiveness of 
such systems(s) (and policies). 

 
Retention of documents for legal purposes 

 

7. Most legal proceedings are governed by the Limitation Act 1980 (as 
amended). The 1980 Act provides that legal claims may not be 
commenced after a specified period. The specified period varies, depending 
on the type of claim in question. The table below sets out the limitation 
periods for the different categories of claim. The reference to ‘category’ 
in the table refers to claims brought in respect of that category. 

 
 

Category Limitation Period 
Negligence (and other ‘Torts’) 6 years 
Defamation 1 year 
Contract 6 years 
Leases 12 years 
Sums recoverable by statute 6 years 
Personal Injury 3 years 
To Recover Land 12 years 
Rent 6 years 
Breach of Trust None 

 

8. Where the limitation periods above are longer than other periods specified 
in this Note, the documentation should be kept for the longer period 
specified. Some types of legal proceedings may fall within two or more 
categories. Rent arrears, for example, could fall within the following three 
categories (depending on the circumstances): 
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• contract (6 years) – because all tenancies and leases are contracts; 
• leases (12 years) – if the arrears are due under a lease; and 
• rent (6 years) – if the arrears are due under a tenancy (and not a lease). 

 

In these circumstances, NALC advises that the relevant documentation 
should be kept for the longest of the three limitation periods. 

 
9. The same principles apply in the case of debts. If the debt arises under 

a simple contract the limitation period will be six years but if the debt 
arises under a lease the limitation period will be 12 years (unless it relates 
to rent in which case the limitation period will be six years). A final 
complication relates to sums due under leases which are ‘reserved as 
rent’. Sometimes, for example, service charges are expressed to be 
payable as ‘additional rent’. The limitation period for service charges in 
those circumstances will be six years – even though the sums are due under 
a lease. 

 

10. As there is no limitation period in respect of trusts, councils are advised that 
they should never destroy trust deeds and schemes and other similar 
documentation. 

 
11. For the sake of completeness it should be noted that some limitation 

periods can be extended. Examples include: 

 
• where individuals do not become aware of damage until a later 

date (e.g. in the case of disease); 
• where damage is hidden (e.g. to a building); 
• where a person is a child or suffers from a mental incapacity; 
• where there has been a mistake by both parties or 
• where one party has defrauded another or concealed facts. 

 
12. In such circumstances individual councils will need to weigh (i) the costs 

of storing relevant documents and (ii) the risks of: 

 
• claims being made; 
• the value of the claims; and 
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• the inability to defend any claims made should relevant 
documentation be destroyed. 

 
13. It hardly needs to be said that the higher the value of a contract or the higher 

the risk or value of a claim being made, the more likely it is that the 
greater expense/ inconvenience of storing documents for longer periods 
can be justified. It may be possible to have documents scanned onto DVD 
at a reasonable cost to reduce the cost of storage space. Councils should 
also confirm the precise wording of any insurance policies they have to 
ensure that they comply with any terms they contain in respect of the 
retention of documents and information. 

 
Data Protection and Freedom of Information Considerations 

 

14.  The Lord Chancellor's Code of Practice on the Management of Records 
issued under section 46 of the Freedom of Information Act 2000 applies to 
public authorities and also bodies which are subject to the Public Records 
Act 1958 (the 1958 Act). Although local councils are not subject to the 
1958 Act, they should familiarise themselves with the contents of the 
Code of Practice so they can formulate their own system of records 
management. The Code of Practice is available on the internet and can 
be accessed via the following link: 
https://ico.org.uk/media/for-organisations/research-and-
reports/1432475/foi-section-46- code-of-practice-1.pdf. 

 

15. Further information in respect of the Freedom of Information Act 2000 is 
set out in NALC LTN 37 (Freedom of Information) and in respect of the 
Data Protection Act 1998 in NALC LTN 38 (Data Protection). 

 
Other Legal Topic Notes (LTNs) relevant to this subject: 

 
 

LTN Title Relevance 
22 Disciplinary    &         Grievance 

Arrangements 
Sets out arrangements for dealing with 
employment issues 

23 Health and Safety Sets out need for public liability insurance 
28 Basic Charity Law Sets out duties of custodian trustees to hold 

title deeds of charity 

https://ico.org.uk/media/for-organisations/research-and-reports/1432475/foi-section-46-code-of-practice-1.pdf
https://ico.org.uk/media/for-organisations/research-and-reports/1432475/foi-section-46-code-of-practice-1.pdf
https://ico.org.uk/media/for-organisations/research-and-reports/1432475/foi-section-46-code-of-practice-1.pdf
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37 Freedom of Information Sets out the information councils are obliged to 
disclose. 

38 Data Protection Sets out the circumstances in which personal 
data should not be disclosed. 

42 Occupiers Liability Sets out need for public liability insurance. 
60 Copies of Planning Documents Sets out the right to planning documents and 

the copyright implications. 
68 Negligence Sets out the need for pubic liability insurance. 

 
© NALC 2016 

 

ANNEX TO LEGAL TOPIC NOTE 40 

RETENTION OF DOCUMENTS REQUIRED FOR THE AUDIT OF PARISH 
COUNCILS 

 
DOCUMENT MINIMUM RETENTION 

PERIOD 
REASON 

 Minute books Indefinite Archive 
 Scales of fees and 

charges 
6 years Management 

 Receipt and payment 
account(s) 

Indefinite Archive 

 Receipt books of all 
kinds 

6 years VAT 

 Bank statements, 
including 
deposit/savings 
accounts 

Last completed audit year Audit 

 Bank paying-in books Last completed audit year Audit 
 Cheque book stubs Last completed audit year Audit 
 Quotations and tenders 6 years Limitation Act 1980 (as 

amended) 
 Paid invoices 6 years VAT 
 Paid cheques 6 years Limitation Act 1980 (as 

amended) 
 VAT records 6 years generally but 

20 years for VAT on rents 
VAT 

 Petty cash, postage and 
telephone books 

6 years Tax, VAT, Limitation Act 1980 
(as amended) 
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 Timesheets Last completed audit year 
3 years 

Audit (requirement) 
Personal injury (best practice) 

 Wages books 12 years Superannuation 
 Insurance policies While valid Management 
 Certificates for 

Insurance against 
liability for employees 

40 years from date on which 
insurance commenced or 
was renewed 

The Employers’ Liability 
(Compulsory Insurance) 
Regulations 1998 (SI. 2753), 
Management. 

 Investments Indefinite Audit, Management 
 Title deeds, leases, 

agreements, contracts 
Indefinite Audit, Management 

 Members allowances 
register 

6 years  Tax, Limitation Act 1980 (as 
amended) 
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