Local Councils, Internal Drainage Boards and other
Smaller Authorities in England
Annual Governance and Accountability Return 2017/18 Part 2

To be completed only by smaller authorities* where the higher of
gross income or gross expenditure was £25,000 or less, that meet
the qualifying criteria, and that wish to certify themselves as exempt
from a limited assurance review

Guidance notes on completing Part 2 of the Annual Governance and
Accountability Return 2017/18

1. Every smaller authority in England where the higher of gross income or gross expenditure was £25,000
or less must following the end of each financial year, complete Part 2 of the Annual Governance and
Accountability Return in accordance with Proper Practices, unless the authority:

a) does not meet the qualifying criteria;
b) does not wish to certify itself as exempt

2. Smaller authorities where the higher of gross annual income or gross annual expenditure does not
exceed £25,000 and meet the qualifying criteria as set out in the Certificate of Exemption are exempt
from sending the completed Annual Governance and Accountability Return to the external auditor for a
limited assurance review provided the authority completes both the

a) Certificate of Exemption, page 3 and returns it to the external auditor

b) Annual Governance and Accountability Return (Part 2) which is made up of:

» Annual Internal Audit Report (page 4) to be completed by the authority’s internal auditor.
e Section 1 — Annual Governance Statement (page 5) to be completed by the authority.

e Section 2 — Accounting Statements (page 6) to be completed by the authority.

3. The authority must approve Section 1 Annual Governance Statement before approving Section 2
Accounting Statements and both must be approved before 2 July 2018.

Publication Requirements

Smaller authorities must publish various documents on a public website as required by the Accounts and

Audit Regulations 2015, the Local Audit (Smaller Authorities) Regulations 2015 and the Transparency Code
for Smaller Authorities. These include:

sy 2

Certificate of Exemption, page 3

Annual Internal Audit Report 2017/18, page 4

section 1 — Annual Governance Statement 2017/18, page 5

Section 2 - Accounting Statements 2017/18, page 6

Analysis of variances

Bank reconciliation

Notice of the period for the exercise of public rights and other information required by Regulation 15 (2),
Accounts and Audit Regulations 2015.

Limited Assurance Review

Providing the authority certifies itself as exempt, and completes and publishes the Annual Governance
and Accountability Return, there is no requirement for the authority to have a limited assurance review.

Any smaller authority may, however, request a limited assurance review. In these circumstances the authority

should not certify itself as exempt, ie not complete Certificate of Exemption, but complete Part 3 of the
Annual Governance and Accountability Return 2017/18 and return it to the external auditor for review.

The cost to the smaller authority for the review will be £200 +VAT.

*for a complete hst of bodfes that ma y be smah‘er authont.res refer to schedule 2 to Local Audﬂ‘ and Accountabfhty Act 201 4
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Guidance notes on completing Part 2 of the Annual Governance and
Accountability Return 2017/18, Sections 1 and 2

»  Where an authority is exempt from the requirement for a limited assurance review, it need not submit
its Annual Governance and Accountability Return to the external auditor. However, as part of a more
proportionate regime, the authority must comply with the requirements of the Transparency Code
for Smaller Authorities.

« The authority must comply with Proper Practices in completing this Annual Governance and
Accountability Return and the Certificate of Exemption. Proper Practices are found in the Pracfitioners’

Guide™ which Is updated from time to time and contains everything needed to prepare successfully
for the financial year-end.

- The authority should receive and note the annual internal audit report prior to approving the annual
governance statement and before approving the accounts.

» Make sure that the Annual Governance and Accountability Return is complete (i.e. no empty highlighted
boxes), and is properly signed and dated. Avoid making amendments to the completed annual return.
Any amendments must be approved by the authority and properly initialled.

« Use the checklist provided below fo review the Annual Governance and Accountability Return for
completeness at the meeting at which it is signed off.

* You should inform your external auditor about any change of Clerk, Responsible Financial Officer or
Chairman, and provide relevant email addresses and telephone numbers.

* |t is recommended that the authority has numerical and narrative explanations for significant

variances in the accounting statements on page 4, should a question be raised by a local elector.
There is guidance provided in the Practitioners’ Guide™ that may assist.

- Make sure that the accounting statements add up and the balance carried forward from the previous
year (Box 7 of 2017) equals the balance brought forward in the current year (Box 1 of 2018).

» The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date
for the exercise of public rights. From the commencement date for a single period of 30 consecutive
working days, the accounts and accounting records can be inspected. Whatever period the RFO sets
must include a common inspection period — during which the accounts and accounting records of all
smaller authorities must be available for public inspection — of the first ten working days of July.

- The authority must publish the information required by Regulation 15 (2), Accounts and Audit
Regulations 2015, including the period for the exercise of public rights and the name and address
of the external auditor.

Completion checklist — ‘No’ answers mean you may glol hav'e' met'-requirements o

All sections

' Have all highllghted boxes have been completed’?

Have the dates set for the period for the exercise of public rights been published? | e

Internal Audit Repo Have allh;ghllghted boxes have been completed by the internal auditor and
| explanations provided?

Section 1 For any statement to which the response is ‘no’, is an explanation available should -
a question be raised by a local elector and/or an interested party? -

Section 2 ' ' Has he authority’s approa of the accounting statements been confirmed-by the | -
signature of the Chairman of the approval meeting?

| Is an explanation of significant variations from last year to this year avaiable, '
should a question be raised by a local elector and/or an interested party?

Is an eXpIanaio of any difference between Box 7 and Box 8 available, should
. a questmn be raised by a local elector and/or an interested party'?

Sctions 1 and 2 Trust funds - have all disclosures been made if the authority is a sole
i | managmg trustee?
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Certificate of Exemption

To be completed only by smaller authorities where the higher of gross income or
gross expenditure did not exceed £25,000 in the year of account ended 31 March
2018, and that wish to certify themselves as exempt from a limited assurance review
under Section 9 of the Local Audit (Smaller Authorities) Regulations 2015

There is no requirement to have a limited assurance review or to submit an Annual Governance and Accountability

Return to the external auditor, provided that the authority has certified itself as exempt at a meeting of the
authority after 31 March 2018 and a completed Certificate of Exemption is submitted notifying the external auditor.

- mE W D PARISW -
cemﬁ&s that during ‘i;he financial year 201 ‘?i 18, %he higher of ihe authaﬁty S Qross mf::ome for %he year oF gross
annual expendsture for the year did not exceed £25,000 -

ﬁﬂﬂ-uai gross income for the authority 2017/18: f / é
Annual gross expenditure for the authority 2017/18: : - i , 5 . 8 5- é

There are certain circumstances in wmch an authority wili be unable to certify zmeif as @mmgﬁ so that a limited

assurance review will still be required. If an authority is unable to confirm the statements below then it
cannot certify itself as exempt and it must submit the completed Annual Governance and Accountability Return
Part 3 to the external auditor to undertake a limited assurance review for which a fee of £200 +VAT will be payable.

By signing this Certificate of Exemption you are confirming that;

= The authority has been in existence since before 1st April 2014
- In relation to the preceding financial year (2016/17), the external audiior has not:
- issued a public interest report in respect of the authority or any entity connected with it
* made a statutory recommendation to the authority, relating to the authority or any entity connected with 1t
« issued an advisory notice under paragraph ’i{‘i} of Schedule 8 1o the Audit and Acaeuntabzizw Act 2014
("the Act’), and has not withdrawn the notice
¢ commenced judicial review pmeeedmgg under section 31(1) of the Act
- * made an application under section 28(1) of the Act for a declaration that an item of account is unlawful,
and the application has not been withdrawn nor has the court refused to make the declaration
» The court has not declared an item of account unlawful after a person made an appeai under
‘section 28(3) of the Act. -

If you are able to confirm that the above statements apply anf;i that the authority neither recewed gross income,

nor incurred gross expenditure, exceeding £25 000, then the Certificate of Exemption can be signed and
submitted to the external auditor. E '

_ The Annual Internal Audit Report, Annual Governance Statement, Annual Accounting Statements, an analysis of
variances and the bank reconciliation plus the information required by Regulation 15 (2), Accounts and Audit
Regulations 2015 inciuding the period for the exercise of public rights still need to be fully completed and, along

with a copy of this certificate, published on a public website* before 2 July 2018. By signing this ﬂemﬁca‘te you
are also confirming that this will be done.

Signed by the Responsible Financial Officer ' Date

B . rd leip

Signed by Chairman Daie
- Ja 5""/ / g
Ema;i i | N _ N Te %ephs:me ﬁumbez’

Gl €:~ 15@.@-\5 'bc&-ﬂ S\\ COC.J‘ A i ’ > wﬁ dm - | '_ e G ‘ 80 g Lbﬁjﬁi’?

'*PubiiShﬁﬁ WED &ﬁdf‘ ESS fﬁf}? &ppﬁcssb’& io Paﬁsi} Meef;nﬂﬁj

Thss Cemﬁmm a‘f EXﬁmpiiﬂﬁ Shﬁﬂid be i"ﬁﬂﬁ“ﬁﬁé as soon as gagssbie after certification
fo your external auditor. -
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Annual Internal Audit Report 2017/18

6]{5,;2,4-@ ’Mié‘b-&" C)&-um Ci L~

Thas authanty S mtemal auditor, actmg independently and on the basns of an assessment af nsk
carried out a selective assessment of compliance with relevant procedures and controls to be in
operation during the financial year ended 31 March 2018.

The internal audit for 2017/18 has been carried out in accordance with this authority’s needs

and planned coverage. On the basis of the findings in the areas examined, the internal audit
conclusions are summarised in this table. Set out below are the objectives of internal control

and alongside are the internal audit conclusions on whether, in all significant respects, the control
objectives were being achieved throughout the financial year to a standard adequate to meet the
needs of this authority.

Internal controlobjective = [Agecd?Pleasechoose

: .un& of thf—% fallawlﬂg :

; A Appmpnate acmunhng remrds have baen propeﬁy kept mroughem‘ the f nam:fal year

'B. This authority complied with its financial regulations, payments were supparted by mvmces all
expendﬁwe was apprwed and VAT was appropr ateiy am:;umed for.

C. This authority assessed the significant risks to achieving its objectives and reviewed the adequacy | | |
t}f arrangements to manage these. |

| D. The precept or rates requirement resulted from an adequate budgetary process; progress against | T
| ~the budget was regularly monitored; and reserves were appropnate. -_ ] e

'* Expecteﬁ income was fully received, based on correct prices, properly remrded and pmmpﬂy
banked; and VAT was apprepnate!y accounied for.

| F. Petty cash payments were properly supported by remxpts ail petty c.ash expenditure Was
| ap prcwed and VAT appmpnataty accounted for.

umm— W S e e T T L L T T T TR T W s e i

G, Salanes to empleyees and allowances to members were paid in accordance with thts authanty’s
appmvals and PAYE and Ni requirements were properly applied.

ST LT

S i e D e

'H. Asset and investments regtsters were complete and accurate and prﬁpeﬂy mamtamed
Sidfe b b B B A R Ry S e
1. Periodic and year-end bank account reconciliations were pmperly carried out.

L ﬁccounﬂng statements mepared {:lunng the year were prepared on the mrreci accauntmg basis
{receipts and payments or income and expenditure), agreed to the cash book, supported by an
adequate audit trail from underiying records and where appropriate debfors and creditors were
properly recorded.

- - 7

_g: A T B i

K. {For local counciils only) | ' __ N 'Nf::*i i
"‘res _ o app taa.ﬂe

Trust funds {including charitable) — The council met its responsibilities as a trustee.

sl

'Fnr any r:ather nsk areas ldent:ﬁed by thts authonty adequate controls ex:sted {list any other ﬁSk areas on separate sheets
if needed).

ofpersmmcamedmﬁﬁaemtemalaudit

SJ POKMJ( o Aucfmng Safuuam Ltd
)5 28

Signature of person who
carried out the internal audit
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Section 1 — Annual Governance Statement 2017/18

We acknowledge as the members of:

. Efsln . PARMSYCoBLE,

our responsibility for ensuring that there i1s a sound system of internal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2018, that:

. Agreed - - .
Yes | No | ‘Yes'means that this authority:

1. We have put in place arrangements for effective financial | /| | prepared its accounting statements in accordance ,
management during the year, and for the preparation of | 1| with the Accounts and Audit Regulations. :
the accounting statements. v 1

2. We maintained an adequate system of internal control | made proper arrangements and accepfted responsibility
including measures designed to prevent and detect fraud - i for safeguarding the public money and resources in
and corruption and reviewed its effectiveness. | its charge.

| 3. We took all reasonable steps to assure ourselves has only done what it has the legal power fo do and has
that there are no matters of actual or potential complied with Proper Practices in doing so.
non-compliance with laws, regulations and Proper
Practices that could have a signhificant financial effect
on the ability of this authority to conduct its
business or manage its finances.

. We provided proper opportunity during the year for | during the year gave all persons interested the opportunity to
the exercise of electors’ rights in accordance with the | Inspect and ask questions about this authority’'s accounts.
requirements of the Accounts and Audit Regulations. o

9. We carried out an assessment of the risks facing this | considered and documented the financial and other risks it
authority and took appropriate steps to manage those | faces and dealt with them properly |
risks, including the introduction of internal controls and/or

external insurance cover where required.

6. We n“{aintained thro_ughaut the year an adequate and - _ . - arranged for a competent persn, fdependent of the financial
effective system of internal audit of the accounting _ | | controls and procedures, to give an objective view on whether
records and control systems. . internal controls meeft the needs of this smaller authority.

| responded to matters brought to its attention by internal and

7. We took appropriate action on all matters raised o
| external audit

| in reports from internal and external audit.

i . disclosed verything it should have about its business aﬁvfty
f | during the year including events taking place after the year
| end if relevant.

8. We considered whether any litigation, liabilities or
commitments, events or transactions, occurring either
during or after the year-end, have a financial impact on
this authority and, where appropriate, have included them

in the accounting statements,

9. (For local councils only) Trust funds including Yes | No | N/A & has met all of its responsibilities where it is a sole
charitable. In our capacity as the sole managing | " - managing frustee of a local frust or trusts.
tfrustee we discharged our accountability

l responsibilities for the fund(s)/assets, including

financial reporting and, if required, independent
examination or audit.

This Annual Governance Statement is approved by this Signed by the Chairman and Clerk of the meeting where
authority and recorded as minute reference: approval is given:

- |Chairman:. °

dated. @ /&

Clerk
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Section 2 — Accountmg Statements 2017/18 for

| Year endmg - ’ _-Notes and gmdance

31 March i 3 March 'Please round all frgures to nearesz‘f 1 Do nez‘ leave any
0y . 24l 'boxes blank and report £0 or Nil ba/ances AH f;gures must
e L | ._agree to mderfymg financial reco;ds - .

| Total balances and reserves at the begmnmg of the year
—2j_ | as recorded in the financial records. Value must agree to
* | Box7of previous year.

1.a!anees brght
forward

| Total amount of precept (or for JDBS rates and levies)
~ | received or receivable in the year. Exclude any grants
received.

2. (+) recept or Rates and
Levies

. | Total income or recefpfs as recorded in the cashbook less
i | the precept or rates/levies received (line 2). Include any
grants received.

3. (+) Total other receipts

Total expenditure or payments made to and on behalf of

all employees. Include salaries and wages, PAYE and NI

- | (employees and employers), pension coniributions and

.. | employment expenses.

5.(-) Loaninterest/capital | | | Total expenditure or payments of capital and interest
repayments | © | made during the year on the authority’s borrowings (if any).

4. (-) Staff cosis

6. (-) All other paymenis - " " - = Ttal expenditure r paym‘s as rerded m the cah— '
"_ O 5-—:,;@ ‘2 \ 8 A book less staif costs (line 4) and loan interest/capital
L - 4 repayments (line 5).

7. (=) Balances carried - _ - .i:j._' | Total balances and reserves at the end of the year. Must
forward NS FE | [ Lp 7_ é.» Z- equal (1+2+3) - (4+5+6).

szemm, mfer s ax l i -n. i

8. Total value of cash and 1;_.; - . - . | The sum of all current and deposit bank accounts, cash |

short term investments | l i 40 F S % 1 5" | holdings and short term investments held as at 31 March —
. - 1 = - | Toagree with bank reconc;!:atmn 1

9. Total fixed assets plus T - ._.....,____ i | The value of all the property the authority owns — it is made |
long term investments | e 53 2 la | up of all its fixed assets and long term investments as at
and assets ‘8152' 1 (4426 | 31 March.

10. Total borrowings . . | The outstanding capital balance as at 31 March of all loans

I O @ -_ from third parfies (including PWLB).

. B The Council acts as sole frustee for and is responsible for

11. (For Local Councils Only) Disclosure note |
& managing Trust funds or assets.

re Trust funds (including charifable)

: N.B. The figures in the accounting statements above do
| not include any Trust transactions.

" SIS TSN I b T S

| certify that for the year ended 31 March 2018 the | confirm that these Accounting Statements were
Accounting Statements in this Annual Governance and approved by this authority on thie date

Accountability Return present fairly the financial position éf
of this authority and its income and expenditure, or properly Zé/ C? / / 5/
present receipts and payments, as the case may be.

and recorded as mmute reference

Sighed by Responsible Financial Officer | ’LO L8 / 35

Signed by Chairman of the meeting where approval of the
Accounting Statements is given
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CONFIRMATION OF THE DATES OF THE PERIOD FOR THE
EXERCISE OF PUBLIC RIGHTS

Name of smaliler authority: SEEND PARISH COUNC"_

County Area (local councils and parish meetings only): W".TSH'RE

On behalf of the smaller authority, | confirm that the dates set for the period for the
exercise of public rights are as follows:

Commencing on MONDAY 2" JULY 2018

and ending on FRIDAY 10" AUGUST

(Please enter the dates set by the smaller authority as appropriate which must be 30 working days
nclusive and must include the first 10 working days of July 2018.

We have suggested the following dates: Monday 4 June - Friday 13 July 2018.

The latest possible dates that comply with the statutory requirements are Monday 2 July — Friday 10

August 2018.)

Signed: ﬁ "_(Q :

Role: CLERKAND RFO

PLEASE SUBMIT THIS FORM TO PKF LITTLEJOHN LLP WITH




Bank reconciliation — pro forma
Name of smaller authority: SEEND PARISH COUNCIL

County area (local councils and parish meetings only): WILTSHIRE
Financial year ending 31 March 2018

Prepared by: MRS SUE BOND, CLERK AND RFO
Date: 12" June 2018

Balance per bank statements as at 31 March 2018: £15,992

Petty cash float (if applicable) Not applicable

Less: any unpresented cheques at 31 March 2018 £ 2,041

Add: any un-banked cash at 31 March 2018

Net balances as at 31 March 2018 (Box 8) £13,951

The net balances reconcile to the Cash Book (receipts and payments account) for
the year, as follows:

CASH BOOK: .
Opening Balance 1 April 2017 (Prior year Box 8) £11,574

Add: Receipts in the year £16,544

Less: Payments in the year £13,856

Closing balance per cash book [receipts and payments book] as
at 31 March 2018 (must equal net balances above — Box 8) £14,262

(See exampie for guidance if required)




Reconciliation between Box 7 and Box 8 in Section 2 — pro forma

(applies to Accounting Statements prepared on an income and expenditure basis only)

Name: MRS SUE BOND of SEEND PARISH COUNCIL, WILTSHIRE

There should only be a difference between Box 7 and Box 8 where the Accounting Statements (Section 2 of the
AGAR) have been prepared on an income and expenditure basis and there have been adjustments for
debtors/prepayments and creditors/receipts in advance at the year end. Please provide details of the year end
adjustments, showing how the net difference between them is equal to the difference between Boxes 7 and 8.

£ £
Box 7: Balances carried forward £14,262
Deduct: Debtors
o VAT Refund = £831
@
&
£831
Deduct: Payments made in advance
(prepayments)
@
£831
Total deductions £13,431
Add: Creditors (must not include
community infrastructure levy
(CIL) receipts)
&
o £520 Accounting &
Audting cests
£520
Add: Receipts in advance (must
not include deferred
grants/loans received)
&
£520
Total additions £13,951
Box 8: Total cash and short term investments £13,951




Explanation of variances — pro forma

Name MRS SUE BOND of SEEND PARISH COUNCIL, WILTSHIRE

Please provide full explanations, including numerical values, for the following:
¢ variances of more than 15% between totals for individual boxes (except variances of less than

£200);

e a breakdown of approved reserves if the total reserves (Box 7) figure is more than twice the
annual precept/rates & levies value (Box 2).

Section 2 2016/17 | 2017/18 | Variance | Variance | Detailed explanation of variance
£ £ £ % (with amounts £)
Box 2
Precept or £12.141 £13,256 £1,115 9.18% No explanation needed
Rates and
Levies (Restated)
Box 3 In 2017-18 we received a grant from
Total other £1,596 £3,288 £1,692 106.02% | The Groundworks Trust for the
receipts preparation of the Neighbourhood
(Restated) Plan of £1,700 which is the reason
why the income is more than In
2016-17.
Box 4 No explanation needed, but for
Staff costs clarifcation, the Clerks hours were
£5,150 £5674 £524 10.17% iIncreased from 9 to 12 hours per
week from 1% December 2017.
Box 5
Loan )
Interest/ 0 0 0 0 Not applicable
capital
repayments
Box 6 In 2016-17 there was an overspend
All other in the staff costs of £525 because
payments £10,570 £8,182 £2,388 -22.99% of the two month transition period
' between the new and retiring clerk
when two salaries were paid. We
also paid for the installation of the
VAS which had not been budgeted
B for, and an overspend from
contingency budget
In 2017-18, there has been less
expenditure because money
earmarked for Neighbourhood Plan
preparation has not yet been spent.
The bulk of the costs occur towards
the end of the preparations. It was
also expected that we would be
paying for the church crossing
around £2.000, but this work has
been carried over into new financial
year.
Box 9 No explanation needed, but for
Total fixed clarification, a second defibrillator
assets & £18.327 £19,426 £1,099 6% was bought during this financial
long term year adding £1,099 to the value of
Investments our fixed assets.
& assets
Box 10
Total
borrowings 0 0 0 0 Not applicable




Explanation
for ‘high’
reserves

Box 7 is more than twice Box 2 because the authority held the following breakdown of
reserves at the year end:

Box 2 =£13.256 Box 7 = £14,262 Variance = £1,006

No Explanation required




