Annual Governance and Accountability Return 2020/21 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 2020/21

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 Practices.

2. The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:
¢ The Annual Internal Audit Report must be completed by the authority’s internal auditor.
 Sections 1 and 2 must be completed and approved by the authority.

« Section 3 is completed by the external auditor and will be returned 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 on the authority website/webpage
before 1 July 2021.

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 2021. Reminder letters will incur a charge of £40 +VAT:
+ the Annual Governance and Accountability Return Sections 1 and 2, together with
* a bank reconciliation as at 31 March 2021
* 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 Internal Audit Report 2020/21

Unless requested, do not send any additional documents to your external auditor. Your external auditor will
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 returned to the authority by email or post.

Publication Requirements

Under the Accounts and Audit Regulations 2015, authorities must publish the following information on

the authority website/webpage:

Before 1 July 2021 authorities must publish:

+ Notice 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 2020/21, approved and signed, page 4

* Section 2 - Accounting Statements 2020/21, approved and signed, page 5

Not later than 30 September 2021 authorities must publish:

= Notice of conclusion of audit

* Section 3 - External Auditor Report and Certificate

» Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review.

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

The Annual Govemanee and: Accountamlrty Return constitutes the annuat return referred to in the Ascounts and Audlr Regulanons 2&15

*for a comp!ete Irst of bodres that ma y be smaﬂer authorftres refer to schedule 2 to the Local Audn‘ and Accountabmty Act 2014



Guidance notes on completing Part 3 of the Annual Governance and
Accountability Return (AGAR) 2020/21

+ The authority must comply with Proper Practices in completing Sections 1 and 2 of this AGAR. 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 AGAR is complete (no highlighted boxes left empty), and is properly signed and dated. If the
AGAR contains unapproved or unexplained amendments, it may be returned and additional costs will be incurred.

* The authority should receive and note the Annual Internal Audit Report before approving the Annual
Governance Statement and the accounts.

* Use the checklist provided below to review the AGAR for completeness before returning it to the external
auditor by email or post (not both) no later than 30 June 2021.

+ The Annual Governance Statement (Section 1) must be approved on the same day or before the Accounting
Statements (Section 2) and evidenced by the agenda or minute references.

+ The Responsible Financial Officer (RFO) must certify the accounts (Section 2) before they are presented to
the authority for approval. The authority must in this order; consider, approve and sign the accounts.

* The RFO is required to commence the public rights period as soon as practical after the date of the AGAR approval.

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

 Make sure that the copy of the bank reconciliation to be sent to your external auditor with the AGAR covers
all the bank accounts. If the authority holds any short-term investments, note their value on the bank
reconciliation. The external auditor must be able to agree the bank reconciliation to 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 reconciliation is available in the Practitioners’ Guide*.

* Explain fully significant variances in the accounting statements on page 5. 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 unsolicited information, or receives an incomplete bank reconciliation, or
variances 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 2020) equals the balance brought forward in the current year (Box 1 of 2021 )-

* The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the
exercise of public rights of 30 consecutive working days which must include the first ten working days of July.

* The authority must publish on the authority website/webpage 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 before 1 July 2021,

Completion checklist — ‘No’ answers mean you may not have met requirements
J -y s

All sections Have all highlighted boxes have been completed?

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

Intemal Audit Report | Have all highlighted boxes been completed by the internal auditor and explanations provided?)

Section 1 For any statement 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 signature of the Chairman of the approval meeting?

Has an explanation of significant variations from last year to this year been published?
Has the bank reconciliation as at 31 March 2021 been reconciled to Box 87
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Has an explanation of any difference between Box 7 and Box 8 been provided?

2
>

Sections 1 and 2 Trust funds — have all disclosures been made if the authority as a body corporate is a
sole managing trustee? NB: do not send frust accounting statements unless requested. ¥
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Annual Internal Audit Report 2020/21
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During the financial year ended 31 March 2021, this authority’s internal auditor acting independently and on the basis
of an assessment of risk, carried out a selective assessment of compliance with the relevant procedures and controls
in operation and obtained appropriate evidence from the authority.

The internal audit for 2020/21 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 control objective

A. Appropriate accounting records have been properly kept throughout the financial year.

B. This authority complied with its financial regulations, payments were supported by invoices, all
expenditure was approved and VAT was appropriately accounted for.

C. This authority assessed the significant risks to achieving its objectives and reviewed the adequacy o
of arrangements to manage these. 4
v/

D. The precept or rates requirement resulted from an adequate budgetary process; progress against
the budget was regularly monitored; and reserves were appropriate.

E. Expected income was fully received, based on correct prices, properly recorded and promptly
banked; and VAT was appropriately accounted for.

F. Petty cash payments were properly supported by receipts, all petty cash expenditure was approved | T W

G. Salaries to employees and allowances to members were paid in accordance with this authority’s
approvals, and PAYE and NI requirements were properly applied.

H. Asset and investments registers were complete and accurate and properly maintained.
L Periodic bank account reconciliations were properly carried out during the year.

J. Accounting statements prepared during the year were prepared on the correct accounting basis (receipts
and payments or income and expenditure), agreed to the cash book, supported by an adequate audit ;
trail from underlying records and where appropriate debtors and creditors were properly recorded. v

K. If the authority certified itself as exempt from a limited assurance review in 2019/20, it met the
exemption criteria and correctly declared itself exempt. (If the authority had a limited assurance -
review of its 2019/20 AGAR tick “not covered”) v

L. If the authority has an annual turnover not exceeding £25,000, it publishes information on a website/
webpage up to date at the time of the internal audit in accordance with the Transparency code for
smaller authorities.

SRR

M. The authority, during the previous year {2019-20) correctly provided for the period for the exercise of
public rights as required by the Accounts and Audit Regulations (evidenced by the notice published /
on the website and/or authority approved minutes confirming the dates sef). ;

N. The authority has complied with the publication requirements for 2019/20 AGAR
{see AGAR Page 1 Guidance Noies).

O. (For local councils only)

No  [Notapplicable
Trust funds (including charitable) — The council met its responsibilities as a trustee. )

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets if needed).
Date(s) internal audit undertaken Name of person who carried out the internal audit
ey LONB e B @Rt oD |
Signature of person who ' 5 y ' Q (;)

carried out the internal audit - : : Date LF.ew 24 z'\
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Section 3 — External Auditor’s Report and Certificate 2020/21

In respect of

1 Respective responsibilities of the auditor and the authority

Our responsibility as auditors to complete a limited assurance review is set out by the National Audit Office (NAQ). A limited
assurance review is not a full statutory audit, it does not constitute an audit carried out in accordance with International
Standards on Auditing (UK & Ireland) and hence it does not provide the same level of assurance that such an audit would.
The UK Government has determined that a lower level of assurance than that provided by a full statutory audit is appropriate
for those local public bodies with the lowest levels of spending.

Under a limited assurance review, the auditor is responsible for reviewing Sections 1 and 2 of the Annual Governance and
Accountability Retum in accordance with NAO Auditor Guidance Note 02 (AGN 02) as issued by the NAQ on behalf of the
Comptroller and Auditor General. AGN 02 is available from the NAO website —
hitps:/iwww.nao.org.uk/code-audit-practice/guidance-and-information-for-auditors/ .

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 Accountability Retum in
accordance with Proper Practices which:

* summarises the accounting records for the year ended 31 March 2021: and
« confirms and provides assurance on those matters that are relevant to our duties and responsibilities as external auditors.

2 External auditor’s limited assurance opinion 2020/21

(Except for the matters reported below)* on the basis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return, in
our opinion the information in Sections 1 and 2 of the Annual Governance and Accountability Return is in accordance with Proper Practices and
{no other matters have come to our attention giving cause for concern that relevant legislation and regulatory requirements have not been met.
(*delete as appropriate).

(continue on a separate sheet if required)

Other matters not affecting our opinion which we draw to the attention of the authority:

(continue on a separate sheet if required)

3 External auditor certificate 2020/21

We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and

Accountability Return, and discharged our responsibilities under the Local Audit and Accountability Act 2014, for
the year ended 31 March 2021.

*We do not certify completion because:

Externgf Auditor Na_rne

External Auditor Signature = ' ' Date




INTERNAL AUDIT CHECKLIST FOR WALTON-ON-TRENT PARISH
COUNCIL FOR THE YEAR ENDING 31st MARCH 2021

Further to the Internal Audit of Accounts I carried out on 27" April 2021 I confirm that the annual audit
was carried out in accordance with the suggested approach contained in the “Governance and
Accountability for Smaller Authorities in England — A Practitioners’ Guide to Proper Practices to be
applied in the preparation of statutory annual accounts and governance statements 2020/21".

Page 3 of the 2020/21 AGAR form has been signed off accordingly.

Signed Brian Wood DMA Date 27" April 2021

1. Book Keeping Comments
1.1 | Ledger maintained and up to date? Yes

1.2 | Arithmetic correct? Yes

1.3 | Evidence of Internal Control? Yes

1.4 | VAT evidence, recording and reclaimed? | Yes

1.5 | Payments in ledger supported by invoices, | Yes

authorised and minuted?
1.6 | S137 separately recorded and within Nes
limits?
1.7 | S137 expenditure of direct benefit to Yes
electorate?
2. Due Process Comments
2.1 | Standing Orders adopted (inc GDPR)? Yes
2.2 | Standing Orders reviewed at annual Yes
meeting?
2.3 | Financial Regulations adopted? Yes
2.4 | FRs properly tailored to council? Ye:
2.5 | Equal Opportunities policy adopted? Yes | (Requires adding to Web Site)
2.6 | RFO appointed? Yes
2.7 | List of member interests held? Yes
2.8 | Agendas signed, informative and Yes
displayed with 3 clear days’ notice ?
2.9 | Purchasing authority defined in FRs? Yes
2.10 | Legal powers identified in minutes and/or | Yes
cashbook?
2.11 | Committee terms of reference exist and No
have been reviewed for Committees?
2.12 | Council/Councillors contact details on Yes | (Requires adding to Web site)
line?
2.13 | GDPR Privacy Policy on web site ? Yes




3. Risk Management

Comments

3.1 | Does scan of minutes reveal any unusual | No
activity?
3.2 | Annual risk assessment carried out? Yes
3.3 | Insurance cover appropriate and adequate? | Yes
3.4 | Evidence of annual insurance review? Yes
3.5 | Internal financial controls documented and | Yes
evidenced?
3.6 | Minutes initialled, each page identified Yes
and overall signed?
3.7 | Regular reporting and minuting of bank Yes | Recommend quarterly report
balance?
3.8 | S137 expenditure minuted? Yes | Identified in accounts but not Minutes
3.9 | Up to date Risk Management Scheme? Yes
4. Budget Comments
4.1 | Annual budget to support precept? Yes | (Needs adding to Web site)
4.2 | Has budget been discussed and adopted by | Yes
council?
4.3 | Any reserves earmarked? Yes | Walton Village Hall
4.4 | Any unexplained variances from budget? | No
4.5 | Precept demand correctly minuted? Yes
5. Payroll - Clerk Comments
5.1 | Contract of employment? Yes
5.2 | Tax code issued / contracted out? Yes
5.3 | PAYE / NI evidence? Yes
5.4 | Has council approved salary paid? Yes
5.5 | Pension provision in place or Opt out? Yes
5.6 | Other payments reasonable and approved | Yes
by council?
6. Payroll - Other Comments
6.1 | Contract of employment? Yes
6.2 | Does council have public liability cover? Yes
6.3 | Tax code(s) issued? Yes
6.4 | Minimum wage paid? Yes
6.5 | Complaints procedure in place? Xes
6.6 | Current Grievance and Disciplinary Yes | (Needs updating)

procedures in place?




7. Asset Control

Comments

7.1 | Does council keep a register of all material | Yes | (Needs adding to Web Site)
assets owned?
7.2 | Is asset register up to date? Yes
7.3 | Value of individual assets included? Nes
7.4 | Inspected forriskand H & S ? Yes
8. Bank Reconciliations Comments
8.1 | Is there a bank reconciliation for each Yes
account?
8.2 | Reconciliation carried out on receipt of Yes
statement?
8.3 | Any unexpected balancing entries in any No
reconciliation?
9. Year End Procedures Comments
9.1 | Year-end accounts prepared on correct Yies
accounting basis?
9.2 | Bank statements and ledger reconcile? Yes
9.3 | Underlying financial trail from records to | Yes
presented accounts?
9.4 | Where appropriate, debtors and creditors Yes
properly recorded?
9.5 | Has council agreed, signed and minuted No | (May Meeting)
sections 1 & 2 of the annual return?
9.6 | Public Rights provision up to date ? Yes
9.7 | Was External Audit exemptions correctly | Yes
declared.?
10. Miscellaneous Comments
10.1 | Have points raised at the last audit been N/A
addressed?
10.2 | Has the council adopted a Code of Yes
Conduct ?
10.3 | Is eligibility for General Power of No
Competence properly evidenced?
10.4 | Are all electronic files backed up? Yes
10.5 | Do arrangements for public inspection of | Yes
council’s records exist?
10.6 | Public Rights Provision adopted? Xes
10.7 | Complaints Procedure Adopted ? ¥es
10.8 | Are Training Records kept ? No
10.9 | Website Accessibility Statement adopted? | Yes
10.10 | COVID 19 Furlough or Grant Money? No
11. Charities Comments
11.1 | Charities reported and accounted N/A

separately?




Payee invoice check Gaskell Safety O Heap (Derby) Ltd
Ledger date 14.09.2020 08.02.2021
Item/Budget heading Village Hall Village Hall
Ref/cheque no. BACS BACS
Payment minute ref 20/131 20/226
Invoice value £480.00 £156.00
Minute value £480.00 £156.00
Cheque value £480.00 £156.00
Bank Statement value £480.00 £156.00
Timely payment Yes Yes
VAT recorded Yes (£80.00) Yes (£26.00)
S137 recorded in ledger N/A N/A
S137 minuted N/A N/A
Notes
Annual Return (Page 3
Year ending 31 March 2020 | Year ending 31 March 2021

.3 4
1 Balances brought forward 16813 39921
2 | Annual precept 5878 6378
3 | Total other receipts 50672 19518
4 Staff costs 7040 7055
5 | Loan interest/capital repayments 0 0
6 | Total other payments 26402 10924
7 | Balances carried forward 39921 47838
8 | Total cash and investments 39921 47838
9 | Total fixed assets and long term 2208 2208

investments and assets
10 | Total borrowings 0 0
1T | Section 4 annual return figures Yes Yes
completed and cross referenced

NOTES

The Clerk and/or RFO should certify the accounts before the full council approves them.

The Notice for the public inspection period must detail that it is for a single period of 30 working
days and must include the first ten days of July (ie 14.06 — 23.07. or 01.7 — 11.08.)




ON %lZ0 Gl S}80D JEIS v

S3A %8Y'L9  ¥5L'le- sydisosy JeuiQ [BI0L €

o.
ON e R e $3IAa7 puUE sajey Jo Jdedeld Z
psemuod Wbnoig saoueleq |
% 3 3 3
{painbey  aouelep  9duBRMEA  LZ/0ZOZ 0¢/610T
uopeue|dxg
E I EERIE
snu) fuoyne
J8jjews woa|

‘(2 xog) anjeA sains| g sejelndesaid
lenuue ay) som} uey) alow st ainby (£ xog) SeAI9Sa) [2]0} AU} Jl GE} IXaU 8y uo sealesal paacidde Jo umopyealq e «
‘1eak uo Jeak uonelEA % aU3 Jo ssapebal uoyeue|dxa ainbal alow 10 00Q'00 L3 IO SSVUBLEA 1 LZ/0Z0Z LIOMS MON «

{0023 uey) ssa) Jo sEoURNEA Jd89Xa) SOXO [ENPIAIPUI JO} S|BJ0) UBBMISY %G | UBL) SI0LU JO SSOUEBLEA «
‘JUeAS|aa a19ym Saxoq usalb
auy uy paliiey aq | yeys Bupmoljoy oy 10§ ‘sanjea [esawnu Bujpnjoul ‘suoneueldxe |Ing apiaosd esesd ‘e

sexoq peyBHIuBly SATH (19 uj MYOV 843 JO 2 UORES Wiol seanby Mesy|

“Asoyine Jsjjews Jo aweN

eulio} 01d — sasueleA jO uoneurjdxg



(LNZWAVd LSTHILNI SNd WLIAYD) § X089 A8 AINIVIdXE 38 NV JONVHD 41 GIHINDEY LON NOILYNYIdX3 SONVINVA 0} X08
0{G10]0) 840 880] 1O 00ZF JO SOOUBLIEA
8|qeie|o} a1 23 0} dn jo siolle Bujpunoy

ON %000 0

sBumouiog |8Jo) 0l

ON %000 0 | Pue sjuswysaAl} uue | BuoT Jeyio snid sjessy pexid (€10 6

SJUBWISBAU| WIS HOUS pue yse) [ejo] ¢

SEPN

_ unw.h*l_ _ 12662 _ pJEMIO peLie)) saoueles /

S3A %TY'8S  BLY'GL- sjuauwled JBYIQ IV 9

ON %00°0 0

ewAedey |epdenseeil ueoy 6




Explanation for ‘high’ reserves Walton on Trent Parish Council

(Please complete the highlighted boxes.)
Box 7 is more than twice Box 2 because the authority held the following breakdown of reserves at the year end:

£ £ £
Earmarked reserves:
Reserve 1 5,000.00 Asset renewalls/repairs
Reserve 2 42,837.00 Ongoing refurbishment works to Walton Village Hall
Reserve 3
Reserve 4
Reserve 5
Reserve 6
Reserve 7
47,837.00

General reserve

Total reserves (must agree to Box 7) 47,837.00



Walton on Trent Parish Council

Bank Reconciliation as at 31.03.2021

Cash in Hand 01.04.2020 39,921.18
ADD
Receipts 01.04.2020 to 31.03.2021 25,895.89
65,817.07
SUBTRACT
Payments 01.04.2020 to 31.03.2021 17,979.47
Cash in Hand 31.03.2021 47,837.60
(per cash book)
Cash in Hand per Bank Statement
Cash
Current Account 31.03.2021 | 47,837.60
47.,837.60
Less unpresented payments 0.00
Plus unpresented receipts 0.00
Adjusted Bank Balance 47.837.60

A =B Checks out OK




