DLAFT.

Commlssmn

. ‘B audit

Local ouncils In England

31 March 2013 ) ?

Local councils in Englahd with an annual turnover of £6.5 million or less must complete an
annual return in accordance with proper practices summarising their activities at the end of
each financial year. In this annual return the term 'local council' includes a Parish Meeting, a
Parish Council and a Town Council.

The annual return on pages 2 to 5 is made up of four sections:

-~ Seciions 1 and 2 are completed by the person nominated by the local council.

- Section 3 is completed by the external auditor appointed by the Audit Commission.
- Section 4 is completed by the local coundil's internal audit provider.

Each council must approve this annual return no later than 30 June 2013.
Completing your annual return

Guidance notes, including a complstion checklist, are provided on page 6 and at relevant points in
the annual return,

Gomplete all sections highlighted in green. 2o not leave any green box blank. Incomplete or incorrect
returns require additional external audit work and may incur additional costs.

Send the annual return, together with your bank reconciliation as at 31 March 2013, an explanation
of any significant year on year variances in the accounting statements and any additional information -
requested, to your external auditor by the due date.

Your external auditor will identify and ask for any additional documents needed for audit. Therefore,
unless requested, do not send any original financial records to the external auditor.

Audited and certified annual returns will be returned to the local council for publication or public
display of sections 1, 2 and 3. You must publish or display the audited annual raturn by 30
September 2013.

It should not be necessary for you to contact the external auditor or the Audit Commission directly for
guidance.

More guidance on completing this annual return is available iin the Practiticners’ Guide for iocal councils
that can be downloaded from www.nalc.gov.uk or from wwwv.slce.co.uk

i
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Section 1 = Accounting statements 2012/13 for

|

FARW e, Town  Coun Gt |

Readers should note that throughout this annual return references to a 'local council' or 'council® also
relate to a parish meeting.

. assets, plus other long term assets owned by tha council as at 31
3,157 26k

' ancs
brought forward , .
412,207 445,015
2 ()Annual |
et 878 Lo T38 11T
3 () Totalother |, o
wenis | 29,095 148, 966
4 (-) Staff costs )
56, 192 | 4l 742
-
interest/capita . ‘
repaymentps) [B( ,LL7 (O( 7-7/7
éaymgntsr Hlo, 2b% 50 AR
7 ( )B t . .
ot | 5015 107915
8 Total cash and
h rtt — L 5
isnvcestrﬁrenr?ts I‘.OSB{C[” ’,lg.%,g?{
9 Tola fixed assets |
lus other | y .
B e 3, 131 61l
and asseis
10 Total borrowrnge . )
NE AR
11 (f Applicable)  Life
Trust funds éﬁ‘ﬁ”f’ e
incluci :
pae 1
disclosure note . ‘

Total balances and reserves at the beginning of the vear as
recorded in the financial records, Value must agrae to Box 7 of -
previcus year.

Total amount of precept received or receivable in the year.

Total income or receipts as recorded in the cashbook less the
precept received (Irne 2) Include any grants recerved hare, -

Totai expendrture or payments made to and on behalf of a||
employees. Include salaries and wages, PAYE and NI (employees
and employers), pension contributions and employment expenses.
Total expenditure or payments of capital and interest made during
the year on the coungil's borrowings (if any).

| Total expenditure or payments as recorded in the cashbook less
staff costs (lrne 4) and loan |nterest/cap|tal repayments (Irne 5}

Tota} balanoes and reserves at the end of the year,

Must equal (1 +2+3) (4+5+6)

The sum of all current and depostt bank accounts, cash holdings
and short term invesiments held as at 31 March — to agres with
bank recongciliation.

The original Asset and Investment Register valus of ali fixed

The outstanding capital balance as at 31 March of all loans from
third parties {including PWLB).

{if applicable) The council acts as sole trustes for and is
responsible for managing trust funds or assets. (Readers should
note that the figures in the accounting statements above do not
include any trust transactions.)

I certrfy that for the year ended 31 March 2013
the accounting statements in this annual return
present fairly the financial position of the coungil
and its income and expenditure, or properly
present receipts and payments, as the case may
be.

Signed by Responsible Financial Officer

Dateg . | §

| confirm that these accounting statements were

approved by the council on this date:

and recorded as minute reference:

-

Signed by Chair of the meeting approving these
accounting statements.
o o

9
t ¢

Date t ;
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DRAFT

Section 2 - Annual governance statement 2012/13

We acknowledge as the members of:
| FPRUHAW T Counedt

our responsibility for ensuring that there is a sound system of internal control, including 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 2013, that:

1 We approved the accounting statements prapared in
accordance with the requirerents of the Accounts and
Audit Regulatlons and proper praotlces

2 We maintainad an adequate systemn of |ntema! control
including measures designed to prevent and detect fraud
and corruption and reviewed its effectiveness.

are no matters of actual or potential non-compliance with
laws, regulations and codes of practice that couid have a
significant financial effect on the ability of the councll to
conduct its husiness or on fis finances.

4 We provided proper opportunity during the year for the
exercise of eleciors’ rights in accordance with the
reqwrernents ot the Accounts and Audit F{eguianons

5 Woe catrled out an assessment ot the nsks facing the

including the introduction of internal controls and/or
external insurance cover where requwed

6 Ws marnta[ned throughout the yaar an adequate and
gffective system of internal audit of the council accounting
records and control systems.

frorn internal and external audlt

8 We conszdered Whether any ||t|gatlon Iiab|htres or
commitments, events or transactions, cccurring either

council and, where appropriate have Included them in the
aoeountfng statements.

9 Trust funds {tncludlng chantable} in our oapaorty as the
sole managing trustee we discharged our responsibility in

or audit.

This annual governance statement is approved
by the council and recorded as minute reference

3 We took all reasonable steps te assure ourselves that there

council and took appropriate steps t¢ manage those risks,

7 We took appropriate action on all matters raised in reports
during or after the year-end, have a financial impact on the

/
y
/
'
¥
/
/

e

relation to the accountabillity for the fund(s)/asssts, including
financial reporting and, if required, independant examination

prepared its accounting statements in the
way prescribad by law.

made proper arrangements and acceptad
responsibility for safeguarding the public
money and resources in its charge.

has only done thi ngs that it has the Iegal
powsar to do and has conformed to codes
of practice and standards in the way it has
done so.

during the year has given all persons
interested the opportunity to inspect and -
ask questions about the coundc Es accounts

considered the f|nano|al and other rlsks it
facas and has dealt with them proparly.

arranged for a competent person,
independent of the financlal controls and
procedures, to give an objective view on
whether internal controls meet the needs of
the council.

responded to matters brought to |ts
attention by internal and external audit.

d|sclosed everythrng it should have ebout
its business activity during the year
including events taking place after the year-
end if relavanti.

% ) % has met all of its responsibiities where it is
HT A sole managing trustee of a local trust or
\/ frusts.

r
|
!
|

Signhed by:

Chair f e
dated |

Signed by:

cok
dated| ]

Page 3 of 6

&3

48



ftc-clerk01
Typewritten Text
48


DLAFT

" Section 3 - External auditor certificate and opinion 2012/13

Certificate
We certify that we have completed the audit of the annual return for the year ended 31 March 2013 of

Respective responsibilities of the council and the auditor

The council is responsible for ensuring that its financial management is adequate and effective and
that it has a sound system of internal control. The council prepares an annual return in accordance
with proper practices which:

e  summarises the accounting records for the year ended 31 March 2013; and

» confirms and provides assurance on those matters that are important to our audit responsibilities,

Qur responsibility is to conduct an audit in accordance with guidance issued by the Audit Commission
and, on the basis of our review of the annual return and supporiing information, to report whether any
matters that come to our attention give cause for concern that relevant legislation and reguiatory
requirements have not been met.

External auditor report

(Except for the matters reported below)* on the basis of our review, in our opinion the information in
the annual return is in accordance with proper practices and no 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 council:

{continue on a separate sheet if required)

External auditor signature | |

External auditor name | | Date | i
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. DAAFT
Section 4 - Annual internal audit report 2012/13 to
| | |
The council's internal audit, acting independently and on the basis of an assessment of risk, carried

out a selective assessment of compliance with relevant procedures and controls expected to be in
operation during the financial year ended 31 March 2013.

Internal audit has been carried out in accordance with the council’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 yearto a standard adequate to meet the needs of the council.

B The counoll s financial regulaﬂons have been met payments were supported by invoices,
all expendlture was approved and VAT was approprlately accounted for.

C The councn assessed the sgnn‘loent r|sks 1o aoh iaving its objectives and revrewed the
adequacy of arrangements to manage these.
against the budget was regularly monitored; and reserves were appropnate

E Expected income was fuily recelved based on oorrect pnoes properly reoorded and
promptly banked; and VAT was appropriately accounted for,

F Petty cash payments were properly supported by reoeuots aII petty oash expendlture
was approved and VAT approprlately accounted for.

D The annual precept reguirement resulted from an adequate budgstary process; progress / ?

G Salaries to employees end allowaﬂoes to members were paid in accordance with council
approvals and PAYE and N requrrements were properly applied.

I Perrodro and year end bank aooount reconmﬂatrons were properly carrsed out

J Acoountlng statements prepared durmg the year ware prepared on the correot
accounting basis (recelpts and payments or income and expenditure), agreed to the
cash book, were supporied by an adaquate audit trall from undetlying records, and
where appropriate debtors and craditors were propetly recorded.

H Asset and [nvestments reglsters were comptete and accurate end properly malnta ned /

K Trust funds (including charitable} The council met its responsibilities as a frustes.

For artyother risk areas identified by the coundcil (Iiét ahy other risk areas below or on seperate sheets if needed) edequate
controls existed:

Name of person who cartied out the internal audit \ ALM T Hﬁ{lL,s\-,\l D fcA '_ _ ' t

Signature of person who carried out the internal audit ‘ | Date ‘ - [
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DLAFT

Guidance notes on completing the 2012/13 annual return

1 You must apply proper practices for preparing this annual return. Proper practices are found in the
Practitioners’ Guide* which is updated from time to time and contains everything you should need to
prepare successfully for your financial year-end and the subsequent audit. Both NALC and SLCC have
helplines if you want 1o talk through any problem you encounter.

2  Meake sure that your annuai return is complete (i.e. no empty green boxes}, and is properly signed
and dated. Avoid making any amendments 1o the completed return. But, if this is unavoidable, make
sure the amendments are drawn to the attention of and approved by the coundil, properly initiallad
and an explanation is provided to the external auditor. Annual returns containing unapproved or
unexplained amendments will be returned unaudited and may incur additional costs.

3  Use the checklist provided below. Use a second pair of eyes, perhaps a council member or the
Chalr, to review your annual return for completenass before sending it to the external auditor.

4 Do not send the external auditor any information not specifically asked for. Doing so is not helpful,
However, you must notify the external auditor of any change of Clerk, Responsible Finance Officer or Chair.

5  Make sure that the copy of the bank reconciliation which you send to your external auditor with the
annual return covers all your bank accounts. If your council holds any short-term investments, note
their value on the bank reconcifiation. The external auditor must be able to agree your bank
recongciliation to Box 8 on the Accounting Statements (Section 1). You must provide an explanation
for any difference between Box 7 and Box 8. More help on bank reconciliation is avaiable in the
Practitioners’ Guide™.

6  Explain fully significant variances in the accounting statements on page 2. Do not just send in a
copy of your detailed accounting records instead of this explanation. The external auditor wants to
know that you understand the reasons for all variances. Include complete analysis to support your
explanation. There are a number of examples provided in the Praciitioners’ Guide” to assist you.

7 If the external auditor has to review unsolicited information, or receives an incomplete bank
reconciliation, or you do not fully explain variances, this may incur additional costs for which the auditor
will make a charge. '

8  Make sure that your accounting statements add up and the balance carried forward from the
previous vear (Box 7 of 2012) equals the balance brought forward in the current year (Box 1 of
2013),

9 Do not complete section 3. The external auditor will complete it at the conclusion of the audit.

e e TR e T e

All sections All information requested by the external auditor has been sent with this annual
return? Please refer to your notice of audit. YG g
Gouncil approval confirmed by signature of Chair of mesting approving -
accounting statements? YE S
Section 1 An explanation of significant variations from last year to this year is provided? Yes
Bank reconcifiation as at 31 March 2013 agreed to Box 87 YES
An explanation of any difference between Box 7 and Box 8 is provided? e <
Sections 1 and 2|1 U1 -l decosuroo mado f coul o o ol managhg fueed? |y ¢
Section 2 - For any statement to which the response is ‘no’, an explanation is provided? N / A
Section 4 All green boxes completed by internal audit and explanations provided? YES

+
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Farnham Town Council 2012-13

Working Detail for Reserves Reconciliation for ANNUAL RETURN 31 March 2013

N N NN

W W W W W W W

(S QS S RS R ) B 4 4 DR ) S ) I ) S ]

Code Description
Tofal Reserves

100 Debtors
105 VAT Control Afc
106 VAT Suspense Alc
110 Prepayments

Less Total Debtors
500 Creditors
510 Accruals
520 Payrolt Control Afc
525 PAYE/MNI Creditor
530 Pensions Creditor
560 Receipts In Advance
571 Mayor's Charity 2012/13

Plus Total Creditors

Equals Total Cash and Bank Accounts

200 Current Bank A/c 31141023
210 MM Investment 10245828
211 MM [nvestment 10613371
212 MM Investment 20631256
214 MM Investment 90610453
215 MM [nvesiment 30599204
250 Petty Cash

251 Depot Petty Cash

260 HSBC Commercial Card
270 Mayor's Charity A/C 51735365
271 Mavyor's Charity Pelty Cash

Total Cash and Bank Accounts

Last Year £ This Year £
972,207.00 1,079,232.09
19,545.90 8,999.65
9,997.86 17.652.53
2,001.98 0.00
0.00 1,147.41
31,635.74 27,799.59
71,681.45 39,550.91
0.00 67,952.39

0.00 545 58

0.00 7,602.52

0.00 656.41
18,849.91 12,271.21
0.00 3,859.05
90,531.386 132,438.07
1,031,102.62 1,183,870.57
53,585.95 84,254.84
400,000.00 250,000.00
100,000.00 150,000.00
200,000.00 200,000.00
200,000.00 0.00
100,000.00 500,000.00
300.00 300.00
25.00 25.00

0.00 -4,568.32

0.00 3,657.12

0.00 301.93
1,053,910.95 1,183,870.57

+ BOX7

+<BOX 8

&7
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Explanation of Varfance between 11-12 and 12-13 for Annual Return 12-13, Boxes 2to 6 and 9 & 10

nul:t);er Description | 2011-12 Value | 2012-13 value | %variance Explanatlor;-;;fz::fngfogoreater than
2 Precept £878,400.00 £938,117.00 6.7% N/A
Increase in cemeteries income, which
Total income is unpredictable but was also reported
3 and receipts £129,095.00] £148,966.00| 15.4% |at revised Budget stage. Targetted
increase in sponsorship opportunities
for Events and Farnham-in-Bloom.
The figure stated for 2011-12 is
incorrect, as £78,371 was allocated to
4 |staffcosts £564,192.00| £484742.00{ 141y |SPOXinsteadofBox6 duetoa
decimal point error, The correct value
for 2011-12 is £485,821, making the
variance between the two years 0.2%.
5 PWLB £106,227.00 £10,227.00 0.0% N/A
For the reason stated for Box 4, the
All other figure stated for 2011-12 is incorrect,
6 expenditure £410,268.00 £507,897.00] 19.1% |and should read £488,639. This gives a
variance between the two years of
3.9%.
o |ToWlfbed s 13467600 £3161764.00| 0.8% N/A
assets
Total
10 ) £73,457.00 £69,112.00 5.9% N/A
borrowings
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Explanation of changes in Boxes 4 & 6 for 2011-12 j ( )

As set out in relation to QI of Appendix 4, the total expenditure between staffing costs
(Box 4) and total other payments (Box 6) was incorrectly split due to a decimal point error
when calculating monthly staffing costs,

In 2011712, Box 4 should have read £485,821 and Box 6 should have read £488,639.

9
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