Aylsham Town Council

INTERNAL SCRUTINEER’S REPORT

Agenda Item 9a

FOR THE QUARTER PERIOD : October- December 2019

The Internal Scrutineer is to be a person not involved either in the Council’s financial processes or
in preparing and completing the Council’s Statement of Accounts.

Date Check Report Result
Check Required Completed Result of to Council
Check Meeting
Bank reconciliation of accounts — 4th March 2020 Accurate 18th March
undertaken once a quarter 2020
INCOME:
Invoices, Receipts, Paying in Slips and
Bank Statements for —
1) Town Hall
2) Drill Hall
3) Markets 3rd March 2020 Accurate 18th March
4) Allotments 2020
5) Events
6) Recreation Ground
EXPENDITURE:
Invoices and Bank Statements for —
1) Payments by BACs/Cheques/
Direct Debits/Standing Orders/ | 4th March 2020 Accurate 18th March
Credit Cards 2020
2) Staff Salaries
3) Pension/HMRC Returns
4) Petty Cash
Burials — all relevant documentation None None None to
report

Notes: All financial records and systems continue to be well produced and accurate.

Signed:

Valerie Show Name:
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Valerie Shaw

Date

4th March 2020
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EFFECTIVENESS OF INTERNAL CONTROL

WORKING PARTY MEETING

Thursday 5th March 2020 — 15.00pm

COUNCIL OFFICE, AYLSHAM TOWN HALL

PRESENT: Mr S White Mrs E Springall

Mrs A Overton Mr D Curtis

Mrs Wendy Murphy, Finance Officer

APOLOGIES: None

A copy of the Internal Audit Report 2019-20 (First Interim Visit) dated 7th November2019 and Interim
update dated 11th February 2020 had previously been circulated. The reports have no recommendations.

The Financial Risk Assessments FRA1-FRA9 were circulated and discussed at the meeting and no changes
were made. The working party recommends that Council adopt these assessments.

The meeting closed at 15.30pm

Town Council actions required in relation to the report:

Adopt the Financial Risk Assessments FRA1-FRA9
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Agenda Item 9d

Aylsham Town Council

Internal Audit Report: 2019-20 (Final Update)

Background and Scope

There is a statutory requirement for all town and parish councils to make arrangements for an independent
internal audit examination of their accounting records and system of internal control each year and for the
conclusions to be reported in the Annual Governance and Accountability Return (AGAR). Auditing Solutions
Ltd was appointed to provide this service to Aylsham Town Council for the 2019-20 financial year.

This report sets out the results of our final audit work in relation to 2019-20, which was undertaken in June
2020. It updates the reports that we issued following our interim audit visits on 7th November 2019 and 12th
February 2020.

Internal Audit Approach

In undertaking our audit work, we have had regard to the materiality of transactions and their susceptibility
to potential mis-recording or mis-representation in the year-end Statement of Accounts, operating a mix of
100% substantive or selected sampling techniques where considered applicable.

Due to the impact of the Covid-19 pandemic, our final review for the year was undertaken remotely. We
wish to thank the Town Clerk and the Finance Officer for providing the additional documentation required
for the final audit review, in electronic format. This has enabled us to complete our audit work for the year
and sign off of the Annual Internal Audit Report in the year’s AGAR.

Overall Conclusion

On the basis of the programme of work we have undertaken for the year, we have concluded that the
Council continues to maintain an adequate and effective system of internal control. The records held in
support of the accounting transactions continue to be of a high standard and provide an effective audit trail,
with clear cross-referencing of all relevant documentation. We have completed and signed the ‘Annual
Internal Audit Report’ in the 2019-20 AGAR, having concluded that the internal control objectives as set out
in that report were being achieved throughout the financial year to a standard adequate to meet the needs
of the Council.

In the sections below, we have explained the objectives of each area of our audit, outlining the work
undertaken and our findings. We identified some errors in the draft accounts, relating to the accounting
treatment required for the purchase of a long-term investment, but these were immediately rectified and
we are pleased to report that there are no matters arising from our audit work that require a formal
recommendation for further action. We ask that Members consider the content of this report.
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Detailed Report
Accounting and Banking Arrangements

Our objective in this area is to confirm that the accounting records are being maintained accurately and
kept up to date, that no anomalous entries appear in cashbooks or financial ledgers, and that appropriate
banking arrangements are in place.

As in previous years, the Rialtas (Omega) accountancy package is used to maintain the financial records. The
Council continues to use Barclays Bank Plc for its main day-to-day banking services. Two bank accounts are
in operation, the main General (current) Account, supplemented by an Active Saver (instant access deposit)
Account.

In line with good practice, the Council has deposited the majority of funds that are surplus to its immediate
requirements across a number of financial institutions, in order both to minimise risk and to ensure a
reasonable rate of interest return is achieved. As at 31st March 2020, the Council’s short-term investments
(i.e. those with a maturity date of up to one year) comprised two Treasury Bonds with Barclays Bank,
together with investments with the CCLA Public Sector Deposit Fund and Shawbrook Bank. A one-year
investment that had previously been held with Hodge Bank, which matured in February 2020, was re-
invested as a 2-year Fixed Rate Bond with that bank and is now accounted for as a long-term investment.

In the course of our audit work, we have:

> Confirmed that the opening trial balance for 2019-20 recorded on Omega agreed to the 2018-19
AGAR and the detailed end of year accounts;

> Verified that the accounting records remained “in balance” at the time of our interim visit and as
at 31st March 2020;

> Confirmed the accounting code structure in place provides adequate information to meet
budget reporting and control requirements;

> Checked and agreed the transactions recorded on Omega to the relevant bank statements for
four sample months (April, August and December 2019, plus March 2020);

> Confirmed that regular monthly bank reconciliations continue to be carried out by the Finance
Officer and independently reviewed by the Town Clerk;

> Checked and verified the detail of the bank reconciliations as at 30th April, 31st August and 31st
December 2019, plus 31st March 2020;

> Confirmed that there is accurate disclosure of the overall cash balances in the year-end statutory
accounts (Section 2, Line 8 of the AGAR),

> Confirmed that appropriate procedures remain in place for backing up financial and other IT
systems in use at the Council.

Conclusion

On the basis of our audit work, we are satisfied that the controls in place in this area are adequate and
are operating effectively. There are no matters arising that require a formal comment or
recommendation.
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Corporate Governance arrangements

Our objective is to confirm that the Council has robust corporate governance arrangements in place and
that, as far as we may reasonably be expected to ascertain (as we do not attend Council meetings) all
meetings are conducted in accordance with the adopted Standing Orders and that no actions of a
potentially unlawful nature have been or are being considered for implementation.

During the course of our audit, we have confirmed the following:

> Qur review of the minutes of the Council for the 2019-20 financial did not identify any issues that
we consider might have an adverse effect, through litigation or other causes, on the Council’s future
financial stability;

> Following the 2019 local government elections, the Council resolved to re-adopt and use the
General Power of Competence and formally recorded that all criteria were met;

> The Council has continued to give active consideration to internal control matters, in particular,
through the work of the Effectiveness of Internal Control Working Party and the “Independent
Scrutineer” role; with the adoption of an Internal Control Policy for 2019-20, and

> Both the Standing Orders and Financial Regulations were reviewed in May 2019 and the Council re-
approved them without revision.

Conclusion

There are no matters arising that require a formal comment or recommendation.

Review of Expenditure
Our objective here is to ensure that:
> Council resources are released in accordance with approved procedures and budgets;

> An official order has been raised for the supply of goods and services on any occasion where one
would be anticipated;

> Payments are supported by appropriate documentation, either in the form of an original trade
invoice or other appropriate form of document confirming the payment as due and/or an
acknowledgement of receipt, where no other form of invoice is available;

> Any discounts due on goods and services supplied are identified and appropriate action taken to
secure the discount;

> The correct expense codes have been applied to invoices when processed; and
> VAT has been appropriately identified and coded to the control account for periodic recovery.

We have completed our review of the procedures in place in this area. Overall, we selected a sample of 74
non-pay related payments from across the financial year, to confirm compliance with the above criteria. Our
test sample included all payments in excess of £2,000, together with a more random selection of every 20th
payment as recorded in the Omega accounts, totalling £378,000 and equating to 74% of non-pay
expenditure in the year.
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VAT re-claims have been submitted on a regular basis during the 2019-20 financial year. We have checked
and agreed the detail of the re-claims and confirmed that they agree to the Omega control account, with
the year-end debtor correctly identified in the annual accounts.

Conclusion
There are no matters arising that require a formal comment or recommendation.
Assessment and Management of Risk

Our objective is to ensure that the Council has put in place appropriate arrangements to identify all
potential areas of risk of both a financial and health & safety nature, whilst also ensuring that appropriate
arrangements exist to monitor and manage any risks identified in order to minimise the opportunity for
their coming to fruition.

During the course of our audit, we have confirmed the following:

> In October 2018, following a tendering exercise, the Council entered into a 3-year contract with
Hiscox for the provision of its insurance services. The cover in place during 2019-20 included
Employer’s Liability and Public Liability of £10 million, Hirer’s Liability of £5 million and Fidelity
Guarantee cover of £0.5 million, which is in line with other similar authorities;

> The Council re-adopted its overall Risk Management Policy at the meeting in May 2019. The
detailed Financial Risk Assessment was most recently approved by the Council in January 2019. It
was subsequently reviewed in detail by the Effectiveness of Internal Control Working Group on 5th
March 2020 and was due for consideration by the Council at its meeting on 18th March 2020.
However, the item was deferred due to restrictions on the agenda as a result of the Covid-19
lockdown.

> Council staff have continued to undertake regular reviews of playground equipment throughout the
year, with annual inspections carried out by RoSPA. We note that the results of the RoSPA
inspections were reported to the Council on 18th September 2019, with confirmation that the
actions identified had either been addressed or were in hand.

Conclusion

There are no matters arising that require a formal recommendation. However, as the full Council should
formally consider its Financial Risk Assessment on an annual basis, this should be completed at the
earliest opportunity.

Budget setting, budgetary control and reserves

Our objective here is to confirm that the Council has robust procedures in place for identifying and
approving its future budgetary requirements and the level of Precept to be drawn down from District
Council: also, that an effective reporting and monitoring process is in place. We also aim to confirm that the
Council retains sufficient funds in earmarked and general reserves to finance its ongoing spending plans and
to cover any unplanned expenditure that might arise.

We have confirmed that effective budget monitoring arrangements are in place, with the Council receiving
monthly reports on progress against the budget and the overall financial position.

The Precept and budget for 2020-21 was formally agreed at the Council meeting on 20th November 2019.
The Precept was set at £411,760, compared to £412,950 for 2019-20. With the expected increase in the tax
base, this represented a reduction for Band D properties of 3.8% from the previous year. As in previous

Finance Papers July 2020 Page 6 of 25



years, detailed supporting information was provided by the Town Clerk to inform the decision-making
process. As part of the process, consideration was given to the fees and charges to apply for 2020-21 and
the level of reserves required.

At the year end, the Council’s overall reserves, including its long-term investment of £86,335 with Hodge
Bank, amounted to £498,510 (compared to £580,072 at the previous year-end). Of the total reserves,
£312,175 (£322,725) has been earmarked for a range of purposes, with the remaining £186,335 (£257,624)
held as a General Fund (contingency reserve). This equates to 45% of the 2020-21 Precept, which is not
unreasonable.

Conclusion

There are no matters arising that require a formal comment or recommendation.

Review of Income

In considering the Council’s income streams, our objective is to confirm that robust systems are in place to
ensure the identification of all income due to the Council from its various sources, to ensure that it is
invoiced in a timely manner and that effective procedures are in place to pursue recovery of any
outstanding monies due to the Council.

> We are pleased to note that Members continue to review the Council’s scales of fees and charges
annually. Those for 2019-20 were confirmed in January 2019 and, as noted above, the fees and
charges for 2020-21 were considered as part of the budget-setting process;

> As noted earlier in this report, we have checked and agreed four sample months’ receipts
transactions from cashbooks to relevant bank statements;

> We checked the details of interments, as recorded in the Burial Register for the period 1st April to
31st December 2019, ensuring that all entries are supported by appropriately completed
undertakers’ applications and that the correct fee has been invoiced and payment received and
banked in a timely manner. We also reviewed the income arising from the sale of Exclusive Rights of
Burial and installation of memorials/addition of further inscriptions for the same period, again
ensuring that the appropriate fees have been charged, recovered and banked promptly;

> We reviewed the Main Hall and Drill Hall booking diaries for a sample of one month (September
2018), to confirm that invoices have been raised for the correct fees and payment received
promptly and that booking forms and other relevant documents are held.

> Our reviews of allotment income and market income were due to be undertaken at our final audit
visit. However, as this work had to be performed remotely, it has not been possible for us to
undertake any detailed work. On the basis of previous audit reviews, we consider these areas to be
relatively low risk and they will be covered in detail in our 2020-21 audit.

> We examined the Sales Ledger “Aged Debtors Report” as at the end of March 2020 and confirmed
that the amount of outstanding debt remains very low and the debtor position is well managed.

Conclusion

There are no matters arising that require a formal comment or recommendation.

Petty Cash and Credit Card Usage
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We are required, as part of the Internal Audit Certification process in the AGAR to assess and give a view on
the effectiveness of control over any petty cash account in use by the Council. To meet that objective, we
confirm that:

> Any petty cash account(s) in operation are managed effectively and that all expenses incurred are
appropriately supported by a trade invoice or relevant till receipt;

> Only low value expenditure is incurred from any petty cash account(s) in use;
> Where appropriate, VAT is identified and coded accordingly for periodic recovery from HMRC; and
> The physical cash held is periodically reconciled to the supporting records.

The Council operates a limited petty cash account, topped up “as and when required” to a maximum
holding of £250. We verified the payments made from June to August 2019 to suppliers’ invoices or till
receipts and the separation of VAT for periodic recovery with no matters arising; and

The Council holds a corporate Barclaycard for occasional urgent/internet purchases with one authorised
user, a maximum credit limit of £10,000 and settlement in full by monthly direct debits. We checked and
agreed the expenditure arising in August 2019 to suppliers’ invoices or till receipts and all were in order.

At our final audit visit, we confirmed that the petty cash balance as at 31st March 2019 has been included
correctly as part of the ‘total cash and short-term investments’ figure in Section 2, Box 8 of the AGAR.

Conclusion

There are no matters arising that require a formal comment or recommendation.

Salaries and Wages

In examining the Council’s payroll function, our objective is to confirm that extant legislation is being
appropriately observed as regards adherence to the Employee Rights Act 1998 and the requirements of HM
Revenues and Customs (HMRC) legislation as regards the deduction and payment over of income tax and NI
contributions, together with meeting the requirements of the local government pension scheme as further
revised from 1st April 2019 in relation to the employee contribution percentage bandings.

All Council staff continue to be paid on a monthly basis, with the “Brightpay” software used to prepare the
payroll. This is completed by the Finance Officer and reviewed by the Town Clerk.

To meet our objectives, we have:

> Confirmed that the Council continues to approve the staff pay rates annually and has implemented the
NJC award for 2019-20;

> Confirmed that an appropriate signed contract of employment is held for all staff;

> Checked and agreed the computation of staff gross and net pay and salary deductions for September
2019;

> Checked to ensure that the appropriate tax codes have been applied for the year and that the correct
taxation and national insurance deductions have been calculated and are being paid over appropriately;

> Checked to ensure that the appropriate percentage deductions for staff contributions to the Local
Government Scheme are being applied in the year, and

> Verified the accuracy of the payment by BACS of the monthly salary payments to employees for
September 2019, also confirming the accuracy of payments made to HMRC and the Pension Fund
Administrators, and that the Council’s procedures for Member approval had been followed.
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Conclusion

There are no matters arising that require a formal comment or recommendation.

Asset and Investment Register

The reporting arrangements for assets in the AGAR require councils to report the value of each asset at
purchase cost or at a suitable proxy where that value is not known, and for community assets to be valued
at a nominal £1. The value of individual assets should not change from one year to another, with the only
changes being the inclusion of new assets purchased or removal of assets disposed of.

The Council maintains a detailed asset and investment register, with asset values recorded in accordance
with the above requirements, which is updated at the end of each financial year. In the course of our final
audit work, we reviewed the register as at 31st March 2020 and agreed the total asset value of £3,834,981 -
reconciling the movements from the previous year end value of £3,446,974. The most significant change
has been the requirement to include the value of the long-term investment of £86,335 with Hodge Bank, in
accordance with the requirements of the Practitioners’ Guide.

We have confirmed that the total value of assets, together with this investment, has been correctly
reported in the ‘total fixed assets and long-term investments’ value in the Accounting Statements (Section
2, Box 9 of the AGAR).

Conclusion

There are no matters arising that require a formal comment or recommendation.

Investments and Loans

Our objective here is to confirm that an appropriate investment strategy/policy is in place, that any funds
not required for immediate use, whether temporarily or on a longer-term basis are invested in line with that
strategy and that interest earned is brought to account correctly and appropriately in the accounting
records. We also confirm that any loan repayments due to or payable by the Council are transacted in
accordance with the relevant loan agreements.

During the course of our audit work, we have:

> Confirmed that the Council is complying with its investment policy, which was approved in January
2017,

> Reviewed the transactions on the short-term investments held with various financial institutions, by
reference to third party bank statements and confirmations of deposits, confirming that any interest
earned is being paid gross;

> Confirmed that a short-term investment with Hodge Bank which matured in February 2020 was re-
invested in a 2-year Fixed Rate Bond with the Bank on 27th February. We have also confirmed with
the Finance Officer that the purchase of the Bond has been correctly accounted for (i.e. shown as
expenditure in the year, with the total value of the investment recorded within the Council’s Asset
and Investment Register as at 31st March 2020);

> Checked and agreed the instalment repayments for the Council’s three outstanding Public Works
Loan Board (PWLB) loans to the third party “demand” notices, and

> Confirmed that the capital and interest repayments made to PWLB in the year, and the balance
outstanding at the year-end, have been reported correctly in the AGAR (Section 2, Boxes 5 and 10
respectively)
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Conclusion

There are no matters arising that require a formal recommendation. However, Members should note that
with the reallocation of the Hodge Bank investment as a long-term investment, its value will no longer
appear on the monthly bank reconciliation statements produced by the Omega system - which only
reports the balances of cash and short term investments - or in the end of year Balance Sheet produced by
the software.

Statement of Accounts and AGAR

We have examined the detailed Income and Expenditure accounts produced from the Omega software and
the draft of the statutory Accounting Statements that the Council is required to complete as Section 2 of the
AGAR. We have agreed the detail to the supporting accounting records and other related documentation.
The only significant change required to the draft accounts was the need to adjust the accounting treatment
of the Hodge Bank long-term investment, referred to above.

Conclusions

No matters have arisen from this area of our review that require a formal comment or recommendation.
We look forward to receiving a copy of the finalised AGAR (Sections 1 and 2), once the document has
been approved by the Council.

On the basis of the work undertaken during the course of our review for the year, we have completed and
signed the Annual Internal Audit Report in the Annual Return, assigning positive assurances in all areas of
internal control.
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Agenda

Item 9e

Month No: 12 Aylsham Town Council 2019/2020

Summary Income & Expenditure by Budget Heading 08/07/2020

Cost Centre Report

Funds
Actual Budget Variance % Spent
Available
General Purpose Income 122,052 106,450 (15,602) 114.7%
Expenditure 180,470 94,506 (85,964) (85,964) | 191.0%
Net Income over Expenditure (58,418) 11,944 70,362

plus Transfer from EMR 0

less Transfer to EMR 0

Movement to/(from) Gen Reserve (58,418)
Town Hall Income 68,210 69,000 790 98.9%
Expenditure 95,746 79,279 (16,467) (16,467) | 120.8%

Movement to/(from) Gen Reserve (27,536)
Drill Hall Income 61,069 63,350 2,281 96.4%
Expenditure 155,564 63,368 (92,196) (92,196) | 245.5%

Movement to/(from) Gen Reserve (94,494)
23 Market Place Income 5,444 5,500 56 99.0%
Expenditure 145 600 455 455 24.2%

Movement to/(from) Gen Reserve 5,299
Cemetery Cottage Income 4,392 6,750 2,358 65.1%
Expenditure 1 1,500 1,499 1,499 0.1%

Movement to/(from) Gen Reserve 4,390
Public Toilets Expenditure 16,972 17,450 478 478 97.3%
Other Properties Income 12,350 12,350 0 100.0%
Expenditure 5,171 5,032 (139) (139) | 102.8%

Movement to/(from) Gen Reserve 7,179
Cemetery Income 20,160 21,250 1,090 94.9%
Expenditure 16,891 21,258 4,367 4,367 79.5%

Movement to/(from) Gen Reserve 3,269
Norwich Road Income 220 0 (220) 0.0%
Expenditure 7 0 (7) 7) 0.0%

Movement to/(from) Gen Reserve 213
Cromer Road Income 878 0 (878) 0.0%
Expenditure 300 250 (50) (50) | 120.0%

Movement to/(from) Gen Reserve 578
Woodgate Income 1,310 0 (1,310) 0.0%
Expenditure 77 0 (77) (77) 0.0%

Movement to/(from) Gen Reserve 1,233
Bure Meadows Income 2,006 0 (2,006) 0.0%
Expenditure 933 0 (933) (933) 0.0%

Movement to/(from) Gen Reserve 1,073
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Actual Budget |(|Variance Funds
Available
Allotments General Income 19,300 23,800 4,500
Expenditure 21,932 23,534 1,602 1,602
Net Income over Expenditure (2,632) 266 2,898
less Transfer to EMR 0
Movement to/(from) Gen Reserve (2,632)
Markets Income 8,090 7,400 (690)
Expenditure 1,972 2,550 578 578
Movement to/(from) Gen Reserve 6,118
Open Spaces Income 145,425 145,910 485
Expenditure 157,529 150,813 (6,716) (6,716)
Net Income over Expenditure (12,103) (4,903) 7,200
plus Transfer from EMR 0
Movement to/(from) Gen Reserve (12,103)
Street Scene Income 64,897 45,350 (19,547)
Expenditure 49,562 45,350 (4,212) (4,212)
Movement to/(from) Gen Reserve 15,335
Christmas Income 2,670 0 (2,670)
Expenditure 4,985 1,650 (3,335) (3,335)
Movement to/(from) Gen Reserve (2,315)
Street Party Income 1,305 (1,305)
Expenditure 2,154 (2,154) (2,154)
Movement to/(from) Gen Reserve (849)
General events Income 2,082 0 (2,082)
Expenditure 2,338 0 (2,338) (2,338)
Movement to/(from) Gen Reserve (257)
Collectors Fair Income 2,679 0 (2,679)
Grand Totals:- Income 544,538 507,110 (37,428)
Expenditure 712,749 507,140 || (205,609) |(205,609)
Net Income over Expenditure (168,211) (30) 168,181
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Aylsham Town Council 2019/2020

Detailed Balance Sheet - Excluding Stock Movement

Agenda Item 9e

A/c Description Actual
Current Assets
100 Debtors 1,877
105 VAT Control A/c 13,710
200 Current Bank A/c 9,756
210 Active Saver 33,090
215 Public Sector Deposit Fund 25,804
220 Treasury Fixed Term Deposit 100,000
225 Treasury Fixed Term Deposit 2 150,000
245 Shawbrook - Issue 7 Fixed Bond 86,025
250 Petty Cash 250
Total Current Assets 420,512
Current Liabilities
500 Purchase Ledger 2,931
501 Opening Balance Creditors 4,507
535 Allotment Deposits 900
Total Current Liabilities 8,338
Net Current Assets 412,175
Represented by :-
300 Current Year Fund (168,211)
310 General Reserves 268,211
320 EMR - Bottle Bank 3,250
321 EMR - Cittaslow 1,200
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322 EMR - Community Events 11,400
325 EMR - New Home Bonu 28,300
326 EMR - CIL 13,100
327 EAR - Marquees 1,200
329 EMR - Drill Hall 16,800
330 EMR - Town Hall 27,000
331 EMR - Properties 10,100
332 EMR - Public Toilets 5,700
333 EMR - Cemetery 25,400
334 EMR - Allotments 4,725
335 EMR - Open Spaces 88,900
336 EMR - Highway Verges 4,200
337 EMR - Recreation Ground 34,400
338 EMR - Churchyard 16,500
339 EMR - Street Furniture 20,000
Total Equity 412,175

Aylsham Town Council 2019/2020

Earmarked Reserves

Agenda Item 9f

Account Opening Balance Net Transfers | Closing Balance

320 EMR - Bottle Bank 3,950.00 -700.00 3,250.00
321 EMR - Cittaslow 1,200.00 1,200.00
322 EMR - Community Events 10,900.00 500.00 11,400.00
324 EMR - Election 1,450.00 1,450.00 0
325 EMR - New Home Bonus 28,300.00 28,300.00
326 EMR - CIL 2,700.00 10,400.00 13,100.00
327 EAR - Marquees 1,200.00 1,200.00
329 EMR - Drill Hall 86,800.00 -70,000.00 16,800.00
330 EMR - Town Hall 27,000.00 27,000.00
331 EMR - Properties 10,100.00 10,100.00
332 EMR - Public Toilets 5,700.00 5,700.00
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333 EMR - Cemetery 19,700.00 5,700.00 25,400.00
334 EMR - Allotments 4,725.00 4,725.00
335 EMR - Open Spaces 86,400.00 2,500.00 88,900.00
336 EMR - Highway Verges 4,500.00 -300.00 4,200.00
337 EMR - Recreation Ground 9,400.00 25,000.00 34,400.00
338 EMR - Churchyard 15,000.00 1,500.00
16,500.00
339 EMR - Street Furniture 3,700.00 16,300.00 20,000.00
322,725.00 -10,550.00 312,175.00
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Annual Governance and Accountability Return 2019/20 Part 3

To be completed by Local Councils, Internal Drainage Boards and

other Smaller Authorities*:
« where the higher of gross income or gross expenditure exceeded £25,000
but did not exceed £6.5 million; or
» where the higher of gross income or gross expenditure was £25,000
or less but that:
« are unable to certify themselves as exempt (fee payable); or
* have requested a limited assurance review (fee payable)

Guidance notes on completing Part 3 of the Annual Governance and
Accountability Return 2019/20

1. Every smaller authority in England that either received gross income or incurred gross expenditure
exceeding £25,000 must complete Part 3 of the Annual Governance and Accountability Return at
the end of each financial year in accordance with Proper Praclices.

2. The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:

« The Annual Internal Audit Report is completed by the authority’s internal auditor.
« Sections 1 and 2 are to be completed and approved by the authority.
« Section 3 is completed by the external auditor and will be returmed to the authority.

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2,
Accounting Statements, and both must be approved and published before 1 July 2020.

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as exempt, or is
requesting a limited assurance review, must return to the external auditor by email or post (not both) no
later than 30 June 2020, Reminder letters will incur a charge of £40 +VAT:

« the Annual Govemance and Accountability Return Sections 1 and 2, together with

+ a bank reconciliation as at 31 March 2020

« an explanation of any significant year on year variances in the accounting statements
« notification of the commencement date of the period for the exercise of public rights

» Annual Intemnal Audit Report 2019/20

Unless requested, do not send any additional documents to your external auditor. Your external auditor wil!
ask for any additional documents needed.

Once the external auditor has completed the limited assurance review and is able to give an opinion, the
Annual Governance and Accountability Section1, Section 2 and Section 3 — External Auditor Report
and Certificate will be retumed to the authority by email or post.

Publication Requirements
Under the Accounts and Audit Regulations 2015, authorities must publish the following information on
a publicly accessible websile:

Before 1 July 2020 authorities must publish;

« Natice of the period for the exercise of public rights and a declaration that the accounting statements
are as yet unaudited,

« Section 1 - Annual Governance Statement 2019/20, approved and signed, page 4

« Section 2 - Accounting Statements 2019/20, approved and signed, page 5

Not later than 30 September 2020 authorities must publish:

+ Notice of conclusion of audit

+ Section 3 - External Auditor Report and Certificate

« Sections 1 and 2 of AGAR including any amendmenis as a resuit of the limiled assurance review.

It is recommended as best practice, fo avoid any potential confusion by local electors and interested
parties, that you also publish the Annual Internal Audit Report, page 3.

The Annual Govermnance and Accounlability Return constilutes the annual return referred to in the Accounts and Audit Regulations 2015,
Throughout, the werds ‘extamal suditor’ have the same mesning as the words Yocal audiior’ n the Accounts and Audit Regulations 2015.

*for a complnle Kst of bodies hal may be smaller authariles refer fo schedule 2 fo the Locel Audt and Accountabiily Act 2014,

Annual Governance and Accountability Return 2019/20 Part 3 Page 1 of 6
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Guidance notes on completing Part 3 of the Annual Governance and
Accountability Return 2019/20

« The authority must comply with Proper Practices in completing Sections 1 and 2 of this Annual Governance and
Accountability Return. Proper Practices are found in the Practitioners’ Guide® which is updated from time to time
and contains everything needed to prepare successfully for the financial year-end and the subsequent work by
the external auditor,

« Make sure that the Annual Governance and Accountabllity Return is complete (no highlighted boxes left empty),
and is properly signed and dated. Where amendments are made by the authority to the AGAR after it has
been approved by the authority and before it has been reviewed by the external auditor, the Chairman and
RFO should initial the amendments and if necessary republish the amended AGAR and recommence the
period for the exercise of public rights. If the AGAR contains unapproved of unexplained amendments, it may
be returned and additional costs wili be incurred.

+ The authority should receive and note the annual internal audit report if possible before approving the annual
governance statement and the accounts.

« Use the checklist provided below 1o review the Annual Governance and Accountability Retum for completeness
before returning it to the external auditor by email or post (not both) no later than 30 June 2020.

« Do not send the external auditor any information not specifically requested. Howeaver, you must inform your
external auditor about any change of Clerk, Responsible Financial Officer or Chairman, and provide
relevant email addresses and telephone numbers.

« Make sure that the copy of the bank reconcillation to be sent fo your external auditor with the Annual Governance
and Accountability Return covers all the bank accounts. If the authority holds any short-term investments, note their
value on the bank reconciiation. The external auditor must be able to agree the bank reconciliation fo Box 8 on the
accounting statements (Section 2, page 5). An explanation must be provided of any difference between Box 7 and
Box 8. More help on bank raconciliation Is available in the Praclilioners' Guide”.

« Explain fully significant variances in the accounting statements on page 6. Do not just send a copy of the detailed
accounting records instead of this explanation. The external auditor wants to know that you understand the reasons
for all variances. Include complete numerical and narrative analysis to support the full variance.

« If the external auditor has to review unsalicited information, or receives an incomplate bank reconciliation, or
vanances are not fully explained, additional costs may be incurred.

« Make sure that the accounting statements add up and that the balance carried forward from the previous year
(Box 7 of 2019) equals the balance brought forward in the current year (Box 1 of 2020).

« The Responsible Financial Officer (RFO), on behalf of the authority, must set the period for the exercise of public
rights. From the commencement date for a single pericd of 30 consecutlve working days, the approved accounts
and accounting racords can be inspected. Whatever period the RFO sets it 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 tan 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 exerclse of public rights and the name and address of the external auditor before
1 July 2020.

Completion checklist - ‘No' @answers mean you Imay not have met raguirements

Al sections Have all highlighted boxes have been completed?

Has all additional information requested, inciuding the dates set for the period
for the exercise of public rights, been provided for the external auditor?

Internal Audit Report | Have al highighted boxes baan completed by the intemal auditor and explanations provided?
Section 1 For any stalement to which the response is 'no’, has an explanation been published?

Section 2 Has the authority's approval of the accounting statements been confirmed by
the signalure of the Chairman of the approval meeting?

Has an explanation of significant variations from last year to this year been publishad?
Has the bank reconclllation as at 31 March 2020 been reconciled to Box 87
Has an explanation of any difference between Box 7 and Box 8 been provided?

Sections 1 and 2 Trust funds — have all disclosures been made if the authority as a body corporate is a
sole managing trustaa? NB: do not send trust accounting staterments uniess requested.

S SIS] SIS

LS RN PN BN

*Governance and Accountability for Smaller Authorities in England - a Practitioners’ Guide to Proper Practices,
can ba downloaded from www.nalc.gov.uk or from www.ada.org.uk
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Annual Internal Audit Report 2019/20

AYLSHAM TOWN COUNCIL

This authority's internal auditor, acting independently and on the basis of an assessment of risk,
carried out & selective assessment of compliance with relevant procedures and controls ta be in
operation during the financial year ended 31 March 2020.

The internal audit for 2019/20 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 meel the
needs of this authority.

Internal cantrol objective

A. Approsnale aocounting records have been propery kapt througnout the financial year,

B, This aulharity compied with s (inancial regulations, payments were supported by ivolces, ali
expendire was approved and VAT vas appropriately accounted for,

C. This authority assessed the significart risks $o achieving its chjactives and reviewed the adcequacy

of arrargaments io manage thes=,

D. The precept of rates reguirement resuitac from an adequate budgetary prooass, prograsa against
the budget was raguiarly mondored, and reserves were appropriate,

v

v

v

4

E. Expacled ncome was fully received, based oh carrect prices, property recorded and promplly /'
v

4

v

v

4

banked; and VAT was appropriately accountad for

F. Pelty cach payments ware properly supportad by receipts, &1 pelty cash expenditure was
approvad and VAT appropnately acoounied for

G. Salaries to employeas and alowances ta members weare paid i accordanos with this authority’s
approvals, and PAYE and NI reguiraments wgg_p'opeﬂy apoliad.

H. Assel and invesiments registers wara complete and accurate and propary mantained,
L. Perlodic and year-and bark zocaint recancliations wera properly cerried out,
J. Accourtng slatements prepared during the year wara prepared on the cormect accounting basis

{receipts and paymants or income and expanditure), agread to the cash book, supported by an |
adequate audit tail from underlying racords and where appropriate deblors and craditors were |
propedly recorded. |
K. IF the authority cerlified ilself 35 sxempt from a limited assurance review in 201818, K met the |
exempticn critars and comrectly declared itsalf exempt. (If the authovity hed a imitad assurance A
|
|

rendany of its 2018499 AGAR hck “nof covered”)

L. The autharity has demenstrated thal during summaer 2018 i correctly provided for the exercise .
of public rights as required by the Accounts and Audit Regulations, s

M. {For local councils only) SRS

Trust funds (including charitabie) — The councll met Its resporalbilities as a trustee. o R
For any cthar risic arsas identified by this authorty sdequate conlrols exdsted (st any ofer risk areas on separate sheets if needed),
Date(s) intemal audit underiakan _ Narne of person who carried out the internal audit
07/11/2019 - 11/02/20 29/06/2020 S J Pollard for Auditing Solutions Ltd
Signature of persca who ' ;
carricd outthe Internal audit s ' . + Date ’ 03"}7/202-0

Ahe roaponscu 0 Yol mus:“n’ududeé nmto ulahs ll:e knollcnnons and acion hamg taken ho address myweakneaaln cmlmt
momﬂw (#dt sapaw!e uhoeis lrnseood)

"Nmo Fihe reapnme 5 nat. wmdpbase etmavmen MG mont recont vmemal asdit wuk wag dete h!hh area andwnonll is
“next plmned. of, ¥ coverage is not raqumd the annual internad Jucik repart ml uphnwhy not (add aaparuu sheots rfneeded} "

Annual Govemance and Accou nability Return 201820 Part 3 Page 3 of B
Local Councls, Internal Drainage Boards and other Smalier Authorities”

Finance Papers July 2020 Page 18 of 25




Section '1‘— Annual Governance Statement 2019/20

We adlmoModge as the members of:
AYLSHAM TOWN COUNCIL

our responsibility for ensuring that there is a sound system of intemal control, including arrangements for
the preparation of the Accounting Statements. We confirm, 1o the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2020, that:

1. We hava put In place arangements for effecive fnancial | propared its accounting stalements in accordance

managemant dufing the year, and for the praparation of Ny with the Accounts and Audt Regulahons,
the accounting stalements,

2. We mainialned an adequale system of infernal control made propar arangements and accepled responsiblify
Including measures designed to prevent and dotect fraud v for safeguarding the pubic money and resowces in
and comuption and reviewed Ws affectivensss, #s charge.

3. W sook all reascnable sleps 10 assure ourseves ‘ mmm»wnmwmummwmun
that there are no matlers of aclux or polential complied with Praper Practices in doing so.
non-compllance wilh laws, regulntions and Proper v

Praclices that could have a significant financial effect
o the ability of tis authority 1o conduct #3

business or manage its fnances, |

4. We provided proper apportunity during the year for [ T | during the year gave a¥ persons inferested the appartunily lo
the exorcise of electors’ rights in accordance with the v | inspect and ask guestions about this aufharnly’s accounfs,
requirements of the Accounts and Audit Regulations

5. Ve camed cut an aggessmant of the risks facing this } considered and doc tad the fnancial and othor risks
authority and took appropriate steps fo manage Mose v faces and deal wilh them prapey.

risks, including the Introduction of indemal conlrols andlor
extamal nsurance cover whare requirsd.

. We mairdained throughout the year an adequale and ‘ omrangad for & competent indapendent of the finenclal

eflective sysiem of internal audit of the accounting v mwm,;:manob;mmwonmm
records and control systems internai controds mast the needs of this smaller sufhorkly.

7. We Look approprate action on all matiers raised ¥, N responded o malf pht fo its aflention by Infernal and
in repeds from internal and external avdit. exiemal audt.

8. Wo considured whelher aery Migation, liabililies or o disciosed everything it should have about ifs business ackvly
comeilments, events or iransactions, oocurring elher during the year inckiding events taking piace affer the year
during or aller he yoar-end, have a fnanclal impact ca v ond ¥f relovant

(his awthorly and, where appropriate, have Included thom
in the accounting statemenis,

9, (For local councils onfly) Trust funds Including
chartable, In owr capacity as the sole managing
trustee we discharged our accountability
respansibiilies for the furd(s)/assets, Incuding
financial reporting and, If required, indeperndent v
examinglion or audi.

*Please provide explanations to the external auditor on a separaie sheet for each ‘No' response and describe how the
authority will address the weaknesses identifled. These sheats must be published with the Annual Governance Statement.

has med all of its responsbilifies where, as a body
copovate, i is a sole managing frusiee of & bcal
drust or brusis

This Annual Governance Statement was apgproved at a Signed by the Chairman and Clerk of the meeling where
maeeting of the authorily on: approval was given:
and recorded as minute reference: Chairman

Clerk

Other lnM nqu.r;d b_y_ the Transparency Codes (not part of AnT\ual (;v_emanoe Statomenf)
Authority web address

www.aylsham-tc.gov.uk

Annual Governance and Accountability Retum 2019/20 Part 3 " Pagedofs
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Section 2 — Accounting Statements 2019/20 for
AYLSAHM TOWN COUNCIL

Tolal batances and reserves at tha beginning of the year

1. Balances brought

forward 613,072 580,386| as recorded in the financial records. Value mus! agree fo
Box 7 of pravious year.

2, (+) Pracept or Rates and Total amount of precep! {or for IDBs rates and levies)
Levies 410,100 412 .950| receied or receivable in the year. Exclude any grants

receiod.

3. (+) Total other receipts Tolal income or receipls as recorded it the cashboolr less

121,980 131,588 the procept or ratesievios roceived (ine 2). Include any
grants raceived.

4. (-) Stalf costs Total expendilure or paymenls made to and on behalf

of all employees. Inciude gross salvies and wages,
181,315 189’891 employers Ni contributions, empfoyers pensfon
contributions, graluities and seversnce psyments.

5. (-) Loan ntaresticapital Total expenditure or payments of capital and Inferos!
rapayments 30,550 29,980| made during the yesr on the authorify’s barowings (If any).

€. (-) All other payments Total expendilure or paymenis as recorded in the cash-

352,912 402 878| book less staff costs (fine 4) and loan interesticapital
repaymonts (line 5),

7. (=) Balances carried Tolal balances and resarves al the end of the yaar. Must
forward 580,386 412,175)| aqual (1+2+3) - (4+5+6).

8. Total value of cash and The sum of all current and deposd bank accounts, cash
short term investmonts 578,534 404,925, hotdings and short term investments held as at 31 March —

To agree with bank reconciliation.

9. Total fixed assets plus The value of all the property U authorlly owns - it is made
leng term investments 3,716,699 3,834,981| up of all its fixed assets and long lerm investmants &s at
and assets 31 March.

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

237,812 212,188 ram third partias {including PWLE)

11. (For Local Councils Only) Disclasura note The Council, as @ body corporate, acls as sole trustee for
re Trust funds {including charitable) and is responsible for managing Trust funds or assels.

v N.B. The figures in the accounting staloments above do
nat inciude any Trust transactions,

| cortify that for the year ended 31 March 2020 the Accounting
Statements in this Annual Governance and Accountability
Return have been prepared on either a recaipts and payments
or income and expenditure basis following the guidance in
Govemance and Accountabillity for Smailer Authorities - a
Practitionars’ Guide 1o Proper Praclices and present fairly
the financial position of this authority.

Signed by Responsible Financial Officer before being
presented to the authority for approval

Date

1 confirm that these Accounting Stalements were
approved by this authority on this date:

as rocorded in minule reference:

Signed by Chairman of the meeting where the Accounting
Slatements were approved

Annual Govemnance and /?ccnuntnbili'.y Return 2019/2C Part 3
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Section 3 — External Auditor Report and Certificate 2019/20

' AYLSHAM TOWN COUNCIL
In respect of

1 Respective responsibilities of the body and the auditor

This authority is responsible for ensuring that its financial management is adequate and effective and that
it has a sound system of internal control. The authority prepares an Annual Governance and Accountabllity
Return in accordance with Proper Practices which:

. summarises the accounting records for the year ended 31 March 2020; and

« confims and provides assurance on those malters that are relevant to our duties and responsibiliies as
external auditors.

Our responshility is to review Sections 1 and 2 of the Annual Governance and Accountability Return in accordance

with guidance issued by the National Audit Office (NAQ) on behalf of the Comptrolier and Auditor General

{see note below). Our work does not constitute an audit carried out in accordance with Infemational Standards

on Auditing (UK & Ireland) and does not provide the same level of assurance that such an audit would do.

2 External auditor report 2019/20

(Emﬂmmmmmmm‘mmuwdmmmdsm1 wzammemmammmmmwmaa
our aplnion the Information in Sections 1 WZGMMnWOMWMWWthWWWerm
mwmtmmcmbwmymmmemhmlem and regulatory requirements have nol been mat.

("delete as appropriale).

Il(mm on 8 separale sheet if required)

ommm:mmwmmmﬂwoomnmmmammmm

(continue an a sepatate sheel il required)

3 External auditor certificate 2019/20

We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Gavernance and
Accountability Retum, and discharged our responsibilities under the Local Audit and Accountability Act 2014, for
tne year ended 31 March 2020.

(5] complelion because:

External Auditor Name

External Auditor Signature Date

*Note: the NAQ issued guidance applicable lo extemal auditors' work on limited assurance reviews in Auditor
Guidance Note AGN/AZ. The AGN Is avallable from the NAO websile (www.nao.org,uk)

Annual Governance and Accountability Rm?n-i’(-)Tbe_Pan 3 Page 6 of 6
Local Councils, Internal Drainage Boards and other Smaller Authorities”

Finance Papers July 2020 Page 21 of 25



Finance Papers July 2020 Page 22 of 25



Agenda Item 9i

Actual Budget Variance Funds Available
General Purpose Income 51,9 98,5 46,5
Expenditure 34,6 91,7 57,1 57,1
Net Income over Expenditure 17,3 6,75 (10,61
plus Transfer from EMR 0
less Transfer to EMR 0
Movement to/(from) Gen Reserve 17,3
Town Hall Income 20,9 58,9 38,0
34 80 46
Expenditure 21,6 64,0 42,4 42,4
Movement to/(from) Gen Reserve 722
Drill Hall Income 19,5 65,0 45,4
Expenditure 21,5 64,9 43,4 43,4
Movement to/(from) Gen Reserve (1.9
23 Market Place Income 625 5,50 4,87
Expenditure 0 400 400 400
Movement to/(from) Gen Reserve 625
Cemetery Cottage Income 1,25 21,7 20,4
Expenditure 165 1,50 1,33 1,33
Movement to/(from) Gen Reserve 1,09
Public Toilets Expenditure 3,74 36,7 32,9 32,9
7 nn =2 [~e]
Other Properties Income 8,30 16,6 8,35
Expenditure 865 5,29 4,43 4,43
Movement to/(from) Gen Reserve 7,43
Cemetery Income 13,8 221 8,26
Expenditure 3,562 22,0 18,5 18,5
Movement to/(from) Gen Reserve 10,3
Cromer Road Income 15 0 (15)
Expenditure 0 250 250 250
Movement to/(from) Gen Reserve 15
Woodgate Income (56) 0 56
Bure Meadows Income (15) 0 15
Expenditure 194 0 (194 (194
Movement to/(from) Gen Reserve 209
Allotments General Income 8,90 24,8 15,9
Expenditure 3,36 24,5 21,1 211
Net Income over Expenditure 5,563 260 (5,27
less Transfer to EMR 0
Movement to/(from) Gen Reserve 5,53
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Markets

Open Spaces

Street Scene

Christmas

Street Party

General

Income
Expenditure

Movement to/(from) Gen Reserve
Income

Expenditure

Net Income over Expenditure

plus Transfer from EMR

Movement to/(from) Gen Reserve
Income
Expenditure

Movement to/(from) Gen Reserve
Income

Expenditure

Movement to/(from) Gen Reserve

Expenditure

Income

Expenditure

Movement to/(from) Gen Reserve

Grand Totals:- Income

Expenditure

Net Income over Expenditure

Finance Papers July 2020

Actual Curre Varian
Year nt ce
800 8,50 7,70
1,96 2,65 684
(1,166
76,91 148,19 71,27
51,48 154,02 102,54
25,43 (5,838 (31,269
0
25,43
24,58 184,86 160,27
7 0 3
100,35 184,86 84,50
(75,768
80 0 (80)
0 1,65 1,65
80
150 0 (150
\
(30) 30
500 (500
(530
)
227,74 654,83 427,08
5 0 5
24417 654,77 410,60
2 ] 5
(16,428 52 16,48

Funds

Availahl

684

102,54

(150

(500

410,60
3
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