Local Councils, Internal Drainage Boards
and other Smaller Authorities in England

Annual return for the year ended 31 March 2016

Every smaller authority in England with an annual turnover of £6.5 million or less must complete
an annuat return at the end of each financial year in accordance with proper practices
summarising its activities. In this annuat retumn the term 'smaller authority™ includes a Parish
Meeting, a Parish Council, a Town Council and an Interna! Drainage Board.

The annual return on pages 2 to 4 is made up of three sections:

— Sections 1 and 2 are completed by the smaller authority. Smatler authorities must approve
Section 1 before Section 2.

~ Section 3 is completed by the external auditor.

In addition, the internal audit report %-ﬁpieted by the smaller authority’s intemal audit provider.

Each smaller authority must approve Sections 1 and 2 of this annual return no later than 30 June
2016.

Co'mpieting your annual return

Guidance notes, including a completion checkiist, are provided on page 6 and at relevant points in
the annual return.

Complete all highlighted sections. Do not leave any highlighted box blank. incomplete or incorrect
returns require additional external auditor work and may incur additional cosis.

Send the annual return, together with the bank reconciliation as at 31 March 20186, an explanation
of any significant year on year variances in the accounting statements, your notification of the
commencement date of the period for the exercise of public rights and any additional
information requested, to your external auditor by the due date.

Your external auditor will ask for any additional documents needed for their work. Unless
requested, do not send any original financial records to the external auditor.

Once the external auditor has completed their work, certified annual returns will be returned to the
smaller authority for publication or public display of Sections 1, 2 and 3. You must publish or
display the annual return, including the external auditor's report, by 30 September 2016.

it should not be necessary for you to contact the external auditor for guidance.

More guidance on completing this annual return is available in the Practitioners’ Guides that can
be downloaded from www.naic.gov.uk or from www.slcc.co.uk or from www.ada.org.uk

*for a complete list of bodies that may be smaller authorities refer to schedule 2 {o Local Audit and Accountability Act 2014
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Section 1 — Annual governance statement 2015/16

We acknowledge as the members of:

Enter name of
smailer autherity here:

Fouxon fonsn Couned

our responsibility for ensuring that there is a sound system of internal control, including the
atements. We confirm, to the best of our knowledge and belief,
nded 31 March 2016, that:

1. We have put in place amangements for effective
financial management during the year, and for the
preparation of the accounting statements. )

means that tns smaller authority:
prepared its accounting statements in
accardance with the Accounts and
Audit Regulations.

2 We maintained an adequate system of intemal control,
including measures designed to prevent and detect
fraud and cormuption and reviewed its effectiveness.

made proper amangements and accepted :
responsibility for safequarding the public money .
and resources in its charge.

3. We took all reasonable steps to assure ourselives that

there are no matters of actual or potertial non-compiiance

with laws, regulationsandmperpractioesﬁuatcom
haueasigniﬁcantﬁnancia!effectonmeabaityofﬂis
smaller authority to conduct its business or on

its finances.

has only done what it has the legal power to do
and has complied with proper practices
in doing so.

4. We provided proper opporiunity during the year for the
exercise of electors’ rights in accordance with the
mm&mmmmw.

during the year gave all persons interested the
opportunity to inspect and ask questions about
this authority’s accounts.

5. We carried out an assessment of the risks facing this
smaller authority and took appropriate steps to manage

those risks, including the introduction of internal controls

andior extemal insurance cover where required.

- and has dealt with them properly.

considerad the financizal and other risks it faces

6. We maintained throughout the year an adequate and
effective system of intemal audit of the accounting
records and control systems.

arranged for a competent person, independent

of the financial controls and procedures, to give
an ohiective view on whether internal controls

1 rnaet e needs of this smaller authority.

7. We took appropriate action on all matters raised in
reports from intemai and extemat audit.

responded to matters brought ta its attention by ?
eenal and external audit.

8. We considered whether any fitigation. Rabiifies of
commitrents, events of ransactions. cocuing eilher

during or after the year-end, have a firancial mpact an s .

smaller authority and, where appropriate have include
them in the accounting statements.

9. (For local councils only) Trust funds neiushg charitabin -

In our capacity as the sole managng inisize we
discharged our accountability responsibiliies for the
fund(sYassets, including financial reporting and ¥
required, independent examination or audit

- dimcinsed everyihing it should have about
- 5 business activity during the year

inciuding events taking place after the year-end

& rolevant.

Ses st 5 Of It responsibiifies where It is a

' gole managing trustee of a local trust or frusts.

This annual govemance statement is appoved by this
smaller authority and recorded as minute reference:

\S

datt;d __ ) ) I?Tb%l e

*Note: Please p;a;fide explanatons to the extemal auditdr on a separate sheet for m, No* response: Ijescribe how this smaller )

authority will address the weaknesses identified.
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Section 2 — Accounting statements 2015/16 for

Enter name of
smaller authority here:

1. Banc&s brought

Founton Paunsh Counedl

" Yeat ending

157,56 |

Fizase raund abtf
1 and report £0or. 3. Adl figares mystagrs
financial racords. ST

Total balances a reserves at the in of the yearas recorded

forward in the financial records. Value must agree to Box 7 of previous year.
2. (+}Precept or Rates ‘6 120 | 5 Total amount of precept or (for 1DBs) rates and levies received
and Levies i -Ll-dl- or receivable in the year. Exclude any grants recelived.
3. (+)Total 1o Ob i |2 tl:f .:t Total income or receipts as recorded in the cashbook less the
other receipts ' precept or rates/levies received (line 2). Include any granis received.
4. {-) Staff costs Tatal expenditure or payments made to and on behalf of all
1,932 |7, employees. Include sataries and wages, PAYE and NI (employees
and employers), pension contributions and employment expenses.
5. (-)Loan Total expenditure or payments of capital and interest made during
interest/capital N I the year on the smaller authority’s borrowings (if any).
repayments
6. (-} All other 2 | 16 1% Total expenditure or payments as recorded in the cashbook less staff
payments & 3‘4— ' costs {line 4} and loan interest/capital repayments {line 5).
7. {=) Balances camied { Total balances and reserves at the end of the year. Must equal
forward h_b'q _{q 5?310:}2 {1+2+3) — (44546}
8. Total value of cash The sum of all current and deposit bank accounts, cash holdings and
and short term 939 short term investments held as at 31 March — To agree with hank
t 7
investments recontiliation.
9. Total fixed assets The original Asset and Invesiment Register value of all fixed assets,
plus term i ?_2 plus other long term assets owned by the smaller authority as at
o9 922 |\do
investments 31 March
and assefs
10. Total . 5 The oulstanding capital balance as at 31 March of alf loans from third
L
borrowings NI it ot parties {including PWLB).
1. (For Local Councils The Council acts as sole trustee for and is responsibie for managing
Only} Disclosure | Trust funds or assets.
note re Trust funds N.B. Tre Faures in the accounting siaterments
{including charitable} above £z rotinclude any Trust ransactions.

| certify that for the year ended 31 March 2016 the
accounting statements in this annual retumn present faidy the

| confirm that these accounting statements were approvad
by this smalier authority on this date:

financial position of this smaller autherity and its income and - e 7

expenditure, of properly present receipls and payments, as

the case may be.

Signed by Responsible Financial Officer

and recorded as minute reference:

Signad by Chair of the meeting approving these accounting
statemaents.

Date !

Bate
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.. Section 3 — External auditor certificate and report
| ._:'m15/16 Certificate

= m certify that we have completed our review of the annual retumn, and discharged our _
- sesponsibilities under the Local Audit and Accountability Act 2014, for the year ended 31 March |
- 216 in respect of:

B"’W‘ Fankon funsh Guonod

. aemaier authority here:

- Respective responsibilities of the body and the auditor

~Tms smaller authority is responsible for ensuring that its financial management is adequate and
--gffective and that it has a sound system of internat control. The smaller authority prepares an
amnual return in accordance with proper practices which:

- -summarises the accounting records for the year ended 31 March 2016; and

~=  confirms and provides assurance on those matters that are relevant to our duties and
responsibilities as exdternal auditors.

: Duwr responsibility is to review the annual return in accordance with guidance issued by the
o idational Audit Office (NAO) on behalf of the Comptrolier and Auditor General (see note below).
Our work does not constitute an audit carried out in accordance with Intemational Standards on
Auditing (UK & ireland) and does not provide the same level of assurance that such an audit
“woudd do.

- External auditor report

w - fExcept for the matters reporied below)” on the basis of our review of the annual return, in our opinion the information in the armwat
- . seAaym is in accardance with proper practices and no matters have come to our attention giving cause for concem that relevant
#egisiation and regulatory requirements have not been met. {*delete as appropriate).

; {zoedinue on a separate sheet if required)

{xler matters not affecting our opinion which we draw to the attention of the smaller authority:

. #coetinue on a separate sheet if required)

mma! auditor signature !

e Exernal auditor name L - I Date L

The NAO lssued guidance applicable to external auditors’ work on 2015/16 accounts in Audrlbur Guidance Note AGWGQ ‘ms Lo S
Nis available rom the NAO website (www.nao.org.uk) kN
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Annual internal audit report 2015/16 to

Enter name of . ’
s:auer authority hero: Fouskon founsh Councaa

This smaller authaority'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 2016.

Internal audit has been carried out in accordance with this smatler 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 cenclusions 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

smaller authority.

internal control abjactive l Agreed? Please choose only

one of the following

Mot -
coverad™ -

A. Appropriate accounting records have been kept properly throughaut the year, /

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

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

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

E." Expected income was fully received, based on comect prices, property recorded and promptly
banked; and VAT was appropriately accounted for. v~

F. Petly cash payments were properly supported by receipts, all petty cash expenditure was ’ \7 NO
approved and VAT appropriately accounted for. Pi'.TW ASH

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

N\

H. Asset and investments registers were compleie and accurate and properly maintained.

i. Periodic and year-end bank account reconciliations were properly carried out. \//

4. Accounting statements prepared during the yea¥ were prepared on the comect accounting basis
{receipts and payments or income and expenditure), agreed to the cash book, supported by an /
adequate audit trail from underiying records and where appropriate debtors and creditors were
proparly recorded.

K. (For local councils only)
Trust funds (including charitable) — The council met its responsibilities as a trustes.

]

For any other risk areas identified by this smaller authority adequate controls existed (list any other risk areas below or on saparate

sheets if needed)

| SEE S TTALKED LETTER.,

Nare of person who camied out the Infemal audit = A~{ME SV ZAHRET BRANE

Signaiure of person who camied out the intemal audit #\.N__,_,_(—, BGomrgd Date L‘L\ﬁﬁ/)ﬂ\\a I

" *lf the response is ‘no’ pleass state the implications and action being taken to address any weakness in control identified

| (add separate sheets if needed).

. ™Note: if the response is 'not covered’ please state when the most recent intemal audit work was done in this area and when it is
; next planned, or, if coverage is not required, internal audit must exptain why not (add separate sheets if needed).
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Guidance notes on completing the 2015/16 annual return

1. You must apply proper practices for preparing this annual retumn. 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 subseguent work by the auditor. NALC, SLCC
and ADA have helplines if you want to talk through any problem you encounter.

2. Make sure that your annual return is complete (i.e. no empty highlighted boxes), and is properly
signed and dated. Avoid making amendments to the completed retum. Any amendments must be
approved by the smalier authority, property initialled and explanation provided. Annual returns
containing unapproved or unexplained amendments will be retumed and may incur additional costs.
Smaller authorities must approve the annual governance statement before approving the accounts.

3. Use the checklist provided below. Use a second pair of eyes, perhaps a Councillor or Board Member,
to review the annual retum for completeness before sending it to the external auditor.

4. Do not send the extemal auditor any information not specifically asked for. Doing so is not helpful.
However, you must tell the external auditor about 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 retum covers all your bank accounts. If your smaller authority holds any short-term
investments, note their value on the bank reconciliation. The external auditor must be able to agree
your bank reconciliation to Box 8 on the accounting statements (Section 2 on page 3). You must
provide an explanation for any difference between Box 7 and Box 8. More help on bank reconciliation
is available in the Practitioners’ Guide®.

6. Explain fully significant variances in the accounting statements on page 3. 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
expianation. There are a number of examples provided in the Practitioners’ Guide™ to assist you.

7. if the external auditor has to review unsolicited information, or receives an incompiete bank

" reconciliation, or you do not fully explain variances, this may incur additional costs for which the
auditor will make a charge. From 2016 onwards, you must inform the auditor of the date set for
the commencement of the period for the exercise of public rights.

8. Make sure that your accounting statements add up and the balance carried forward from the previous
year (Box 7 of 2015) equals the balance brought forward in the current year (Box 1 of 2016).

3. Do not complete Section 3 which is reserved for the external auditor.

| Compietion checklist - "No” answers meaan you may not have met requm—mmt\

¢ All sections All highfighted boxes have been completed?

: All additional information requested, including the dates set for the period for the exercise of
i public rights, has been pravided for the external auditor?

¢ Secfion 1 For any statement to which the response is 'no’, an explanation is provided? ,
; Secion2 Srnaller authority approval of the eccounting statements is confirmed by the signature of the Chair | . o
- of the approval meeting? Sl

An explanation of significant vanations from last year to this year is provided?

Bank reconciliaiion as at 31 March 2016 agreed to Box 87

; An engianaiion of any dference between Box 7 and Doax 8 isprovided? _
T Trust fonds ammuw:cisammmémmmmm




BANK RECONCILIATION

- Exshon Parish Council

Yiear Ending 31st March 2016

Frepared by Catherine Moore Bth May 2016

- Balance per bank statement as at 31st March 2016

Current Account: £
Barclays Deposit Account: £
Santander Deposit Account 1: £
Santander Deposit Account 2: £
TOTAL £

Less unpresented cheques at 31st March 2016
239

235
TOTAL

Net Balances as at 31st March 2015

Balance as per R & P Book

Opening Balance 1st March 2015
Receipts
Payments

Closing Balance per R&P Book

3.144.68
1,887.55
27.662.79
50,600.56

83,295.58

58.50
165.55
224.05

mmHMm

£ 83,071.53

96,978.60
28,180.63
42.087.70

] M

83,071.53



Easton Parish Council

www.eastonparishcouncil.co.uk
Alan Arber (clerk) 5 Goshawk Mews, Wroxham Road, Norwich, Norfolk, NR7 8DE
(1603 568612 eastonclerk@gmail.com

29th June 2016

Dear Mazaars

Easton Parish Council
My name is Alan Arber and | took over as Parish Clerk on the 1 April so was not involved in
the end of year process. | have been looking into the report and the problems that the
Internal Auditor has brought to your attention. The majority | have now implemented but
with regard to note 3 detailed below

Note 3. Earmarked Funds are for the specific purpose agreed ot the time of Earmarking the
Fund and they should only be used for that purpose and no other. Your recorded Ecrmarked
Funds are £86,697.62 but you only have £83,071.53 in the bank. This is not pessible and it is
Ghvious that payments have been made using Earmarked Funds and not been recorded. This
Requires further investigation by the Council and a re-statement of Earmarked Reserves to
Reflect the actual amounts in these reserves.

| have done some investigation into this prablem and have noted that Easton Parish Council
paid out the following sums {Listed Below) that should have come out of the earmarked
reserves for College Heights and Aliotments

Adam Mabee Landscaping £3,078.00

Signet Ltd {for gate hinge) £ 12949

Gary Lake {Grass Cutting) £ 305.00

Jean Cordy {safety jacket for Litter Picking) £ 2999

Anglian Water (Water for Allotments) £ 9175

Total amount that should have been moved from earmarked Reserves is as follows
£3,634.24

Due to them not working with a clerk these monies were not transferred from earmarked
reserves as should have been done and will be done ASAP.

| hope this explanation assists you with the problem noted

Aian Arber
Parish Clerk and Responsible Financial Officer
Easton Parish Council

Chairman: Peter Milliken, Vice Chairman: Jan Hudson,
Parish Councillor’s: Mr. ] Bailey, Mr. M Caton, Mr. M Jobling, Mrs. L Ford, Mrs. C
Chisholm



Easton Parish Council

EXPLANATION OF SIGNIFICANT VARIANCES INT

YATEMENT OF ACC T

FOR THE YEAR ENDED 315" MARCH 2016

5515
£

2016
£ :

Variance
(+I)E

15,120

15,404

284

1.88%

10,061

12,777

2,716

27.00%

The Council received a grant for Neighbourhood
Planning in the year, as weil as donations for the
purchase of a defibriliator.

7,732

7,902

170

2.20%

0%

28,126

34,186

6,060

21.55%
The Council has paid out costs incurred through
Neighbourhood Planning.

46,979

33,072

13,907

-29.60%
See note in box 9

46,979

83,072

Eammarked Reserves:

£35,434.64 College Heights (ring-fenced)
£18,862.98 New Village Hall (ring-fenced)
£11,000.00 New Village Hall

£6,500.00 Village Centre Parking
£6,500.00 Village Green / Cricket Ground
£2.500.00 New Allotments

£4 750.00 Lighting, St Peters Path

£2 500.00 New Parish Plan

TOTAL: £88,047.62

176,922

126,922

-50,000

-28.26%

At the last audit an adjustment was requested to
record the 12 month bond maturing 1%t July 2015 into
Long Term Investments. This £50,000 is no longer in
a bond, but is now instantly accessible, and has
therefore been moved into the value of cash and
short term investments box.




EASTON PARISH COUNCIL

RECEIPTS AND PAYMENTS FOR YEAR ENDED 31 MARCH 2016

2016
£
PAYMENTS
Allotments 300.59
Village Maintenance : 514.41
Grounds Maintenance 6,715.38
Section 137 Donations 60.00
Salaries 7,901.51
Professional Fees 4.874.00
Reimbursements 317.13
insurance 1,335.70
Hall Hire 307.00
Subscriptions _ 266.13
Comm Car Scheme 250.00
Training 330.00
Neighbourhood Plan 12,600.00
Other 1,427.20
VAT on Payments 4,888.65
Total Payments 42,087.70
RECEIPTS
Grass Cutting 175.35
Precept 15,404.00
Shortfall Grant 996.00
Allotments 31.00
Interest 725.99
Neighbourhood Plan -
Other 9,885.97
VAT Reclaimed 962.32
Total Receipts 28,180.63

Deficit/surplus for year - 13,907.07



