Local Councils, Internal Drainage Boards
and other Smaller Authorities in England
Annual return for the year ended 31 March 2017

Every smaller authority in England with an annual turnover of £6.5 million or less must complete
an annual return at the end of each financial year in accordance with proper practices
summarising its activities. In this annual return the term ‘smaller authority'* includes a Parish
Meeting, a Parish Council, a Town Council and an Internal 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. Smaller authorities must approve
Section 1 before Section 2.

— Section 3 is completed by the external auditor.

in addition, the internal audit report is completed by the smaller authority's internal audit provider.

Each smaller authority must approve Section 1 and Section 2 in order and in accordance
with the requirements of the Accounts and Audit Regulations 2015.

Completing your annual return

Guidance notes, including a completion checklist, are provided an 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 costs.

Send the annual return, together with the bank reconciliation as at 31 March 2017, 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 and public display of Sections 1, 2 and 3. You must publish and
display the annual return, including the external auditor's report, by 30 September 2017.

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' Guide that can
be downloaded from www.nalc.gov.uk or from www.slcc.co.uk or from www.ada.org.uk

“for a complete list of bodies that may be smaller aulhiorities refer to schedule 2 to Local Audit and Accountzbility Act 20714
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Section 1 — Annual governance statement 2016/17

We acknowledge as the members of;

Enter name of
srmaller authoty here! R‘D M AEY ExTRA .PJ}'JL?‘ iad  Codvot v

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 2017, that:

ns-that this smaller authority

1. Wehave put in place arrangemenis for effecte prepared its accounting statements in
financizl management dunng the year, and for the ‘j' accordance with the Accourits and
preparation of the accounting statements. ES Audit Regulations.

2. We maintained an adequate system of internal cantrol, mads proper amangemeants and accepted
Including messures designed lo prevent and detect Jes respansibility for safeguarding the public money
fraud and corruption and reviewsd iis effectiveness. and resources in its charge.,

3. We look ali reazonable sleps to assure ourselves that has only done what it has the legal power to do
thers are no matters of actual or potential non-compliznce and has complied with proper praclices
with lzws, reguiations and groper practices that could "JIE'S in doing so.

hawve a significant financial effect on the ability of this
smaller authority to conduct its Business or on

its finances,

4, We provided proper opportunity during the year for the during the year gave all persons interested the
exercize of electors’ ights in accordance with the Y € opportunity to inspect and ask questions about
reguiraments of the Accounts and Audit Regulations, this autherity's sccounts.

2. We carred out an assessment of the risks facing this considersd the fnancizal and other risks it faces
smaller authority and ook appropriate steps to manage angd has dealt with them properly.

those risks, including the intraduction of intemal controls | 465
andior extemal insurance cover where requirad.

6. We maintained throughoul the year an adequate and arranged for a competant persan, independant
effective system of internal audit of the accounting of the finrancial controls and procedures, to give
recards and control systems. LiES- an objective view on whather internal controls

meel the needs of this smaller authorily,
responded to matters brought te ifs attention by

7. We took appropriate action on all matters raised in

reports from intemal and external audit ‘4&5 internal and extemal audit.

8. We considered whether any lifigation, Eabilifies or disciosed everything it should have about
commitments, events or transactions, occming either its business aotivity during the year
during or after the yearend, have a financial impacton this | <¢8 . including events taking place after the year-and
smialler sisthonty and, where appropriate have inclicded If relevant,
them in the accounting statements.

9. {For logal councils only) Trust funds Including charitable. has met all of its responsibilities wher tis a
In-our capacity as the sole managing frustes we sole managing trustes of 2 lacal trust or trusts.
diseharged our accountability responsibilities for the /

fund(s)assets, insluding financial reposting and, If
reguired, independant examination or audit,

This annual governancs statement is approved by this
smaller authority on:

. __tifos 2o0% g

and recorded as minute reference:;

ey ; =0 |

“Mota: Please provide explanations to the external auditor on a separate sheet for each 'Mo' response. Describe how this smafler
authority will address the weaknesses identified.
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Section 2 — Accounting statements 2016/17 for

Entar name of
smaller guthority here:

Balances brought

Rcmgq_q Ewian

PHQ_LBH Cosns il

31 March

2018

5 and guidance
Pleass roun
and reporf £
fimancial

st £1. Do not leava ones bliank

ures mustagree to und

Total batances and reserves at the beginning of the year as recorded

Only) Disclosura
note re Trust funds
{inciuding charitabla)

forward L{.(}":p‘-l; 51,{5'5‘3] in the financial records. Value must agres to Box 7 of previous year.
p
2. (+) Precept or Rates Taotal amount of precapt {or for IDBs, ratos and levies) received
 Laviee R, u63]u2.153 i |
and Levie i - o Or receivable in the year. Exclude any grants received.

3. () Total £ WTD—S.D “BrTolal income or receipts as recorded in the cashbook less the
other receipts 2,41l E'f i i 15 H@ precept or ratesflavies recewved (line 2} Include any grants received.,

4, (-} Sisff coste Total expenditure or paymants made to and on behall of all

ot e ‘-OI \L\_, ?-Tf 2. | employees. Include salaries and wages, PAYE and NI {employees
! and employers), pansion contributions and employmeant expenses.

3. (-} Laan 'D"‘t &34 | Total expendilure or payments of capital and interast made during
interesticapital O = O the year on the smaller authasily's borrowings {if any).
repayments 32,253 .

B. (=) Al other 22 210 :1.: 2L %Total expanditure or payments 2s recorded in the cashbook less staff
payments i R costs {line 4} and loan interesticapital regayments (line 5).

7. (=) Balances:carriad Total balances and reserves at the end of the year, Must equal
forward 32 05 r"'n '::3:2 3 i (14243) = (445+8)

8. Total value of cash The sum of all current and deposit bank accounts, cash holdings and
and short term e EL:!.E) 53, 2 [ ID shart term ulwestments neld as at 31 March — To agree with bank
investments ! reconciliation.

9. Totalfixed assets Thiz call shows the value of all the property the atthorily owns, If is
plus long term E 1 =T C} made up of its fixed assels and fong-term investments.
investmants 3_':}: UL Dbk
and assets

10. Total o o The outstanding capital balance as at 31 March of all laans from third
borrwings parttes (incuding PYWLE).

11. {For Locat Councils The Council acts as sole trustee for and is responsible for managing

Trust funds or assels,
M.B. The figurcs in the accounting statements
above do not inelude any Trust ransaciions:

I cerlify that for the year ended 31 March 2017 the
accounting statements in this annual retum present fairly the
finzncial position of this smaller authority and its income and
expenditurs, or properly present receipls and payments, as
the case may be

Signed by Ra&iﬂaih{e Finan

Date

ial Officer:
L

___\ilesjaom

(R

| canfierm that these accounting statemeants were approved
by this smaller authorily on;

~vifos/zor
and recorded a5 minute reference;
Hau
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Section 3 — External auditor report and certificate
In respect of:

Enter narme of i < .
smaller authority here: T‘E-"-’MELE"I’" ErTen fogun (aeroi

1. Respective responsibilities of the body and the auditor

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

= summarises the accounting records for the year ended 31 March 2017: and

« confirms and provides assurance on those matters that are relevant to our duties and
responsibilities as external auditors.

Our responsibility is to review the annual return in accordance with quidance issued by the
National Audit Office (NAO) on behalf of the Comptroller and Auditor General (see note below).
Our work does not constitute an audit carried out in accordance with International Standards on
Auditing (UK & Ireland) and does not provide the same level of assurance that such an audit
would do,

2. 2016/17 External auditor report
{Emmmmmmm}* on the basis of our review of the annual return, in our opinion the information in the annual ‘

retum is in accordance with proper praciices and no other matters have come o our stention qiving cause for concem that relevant
kegislative and regulatory requirements have not been met (“dalete-se-approgdale),

{zontinue on a separate sheet if reguined) |

| Other matlers not affecting our opinion which we draw to the atlention of the smaller autharity:

| .ﬁ‘:‘,ﬂ"ﬁ" [
| Please see enclosed report %g@ﬁ

| tcontinue on 3 separate sheet if required)

3. 2016/17 External auditor certificate

We certify/de-retsedify” that we have completed our review of the annual return, and
discharged our responsibilities under the Local Audit and Accountability Act 2014, for the
year ended 31 March 2017.

Extemnal auditor signature . j% L/’gfi;'
Z, S | ” ——

- -—— . ‘-\
External audilor name I_ M{nmﬂn Date | l -i" [ [ 1 Ill ]

- & L2 - ——— - - e —— _|
Mote: The NAD issued guidance applicable H@&?&ﬁuﬁﬂm wiorl on 201617 sccounts in Auditor Guidance Nete AGN/IOZ. The
AGN is avallable from tha NAQ websita {wwaw. nao.ong.uk)

. - = Page 4 of 6 .
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Annual internal audit report 2016/17 to

Enter name of = =
smalier autharity here: E- [ 3l o 1 \f IZX—T 24 Pﬂ © 34 [‘G‘JM [

This smaller authority'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 2017,

Internal audit has been carried out in accordance with this smaller authaority’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

smaller authority.

Internal control chjectve Aareed? Flease choose only
e following

=]

covered™

A Appropriate accounting records have been kept prapery throughout the year.

B. This smallerauthority met its financial requlations, payments were supported by invoices, all
sxpenditure was approved and VAT was appropriately scoounted for.

adeguacy of arrangemants to manags lhese,

D. The precept or ralés reguirsment resulted from an adeguate budgetary process: progress
ageinst the budgat was regularly monitored; and reserves wene appropriale,

m

Z. This smaller authority assessad the significant risks to achioving its objectives and reviewsd the v

Expected income was fully recoived, based on correst prices, properly recarded and proameptly
banked; and VAT was appropriately accountad for,

F. Pelly cash paymenis were propedly supported by recsipts, all petty cash expendilune was ne prily
approved and VAT appropriately accounted for, sl

G, Salaries to employees and allowsnces lo members were paid in accordance with this smaller
authorty's approvals, and PAYE and NI requirgments were properly applied.

| Periodic and year-and bank account reconcilistions were propery carried out.

J. Accounting statements prepared during the year were prepared on the correct aceounting basis
{recaipts and payments or income and expenditure), agreed to the cash book, supportad By an
adeguate audit trail from underying reconds and where appropriate debiors and creditors ware
properly recorded.

H.  Asset and investments registers were complete and accurate and properly maintained. \/
v

K. (For local councils only) Not

appdic

Trustfunds (incleding charitable) = The council met ils responsibilities a5 a frustes,

Mame of patsen who cared cut the internal audit | i)# N MU Ay '_I‘;:I--p‘,_s_ P

Signature of person who camied out the internal audit | | Date |(_Lﬂ/é._’;/;;ﬂf?

*If the responsa is no’ please siate the implications and action being taken to address any weakness in contral identified
(add separate sheats if needead).

“"Mote: If the response is ‘not coverad' please state when the most recent internal audit work was done in this area and when itis
next planned, or, if coverage is not required, internal audit muest explain why not (add separate sheets if needad).

| e —— —t
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Guidance notes on completing the 2016/17 annual return

1.

10

T,

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 work by the auditar. NALC, SLCC
and ADA have helplines if you want to talk through any problem you encounter.

Make sure that your annual return is complete (.e, no empty highlighted boxes), and is properly
signed and dated. Avoid making amendments to the completed return. Any amendments must be
approved by the smaller authority, properly initialled and explanation provided. Annual returns
containing unexplained or unapproved amendments may be returned and incur additional costs.

Smaller authorities must approve Section 1 on page 2 before approving Section 2 on page 3.

. Use the checkiist provided below. Use a second pair of eyes, perhaps a Councillor or Board Member,

to review the annual return for completeness and accuracy before sending it to the external auditor.

Do not send the external 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
of Chair.

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 smaller authority holds any short-term
investments, note their value on the bank reconciliation. The external auditor must be able to agree
your bank recongiliation 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*

- 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 a complete numerical and namrative
analysis to support your explanation. There are a number of examples provided in the Practitioners’
Guide” to assist you.

If the external auditor has to review unsolicited infarmation, 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.

You must inform the external auditor of the date set for the commencement of the period for
the exercise of public rights.

Make sure that your accounting statements add up and the balance carried forward from the previous
year (Box 7 of 2016) equals the balance brought forward in the current year (Box 1 of 2017).

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

Completion chackiist — Ne' answars mean you may not have met reguirements

All sechions All highlightad boxes have besn completed? ey
All additicnal information requested, including the dates set for the period for the exercise of =
public rights, has been provided for the external auditor? H=S

Section 1 For any siatement to which the response s ‘no’, an explanation is provided7 YES

Section 2 Smaller authority aparaval of the sccounting statements is confirmed by the signature of the Chair %
of the approval meeting? H=
An explanation of significant vanations from last year to this year is provided? de>
Bank reconciliation as at 31 March 2017 agreed to Box 87 Yo
An explanation of any difference between Box 7 and Box § is provided? 125

Sections 1 and 2 Trust funds — all disclosures made il 8 Council is 2 sole managing trustee? NB: Do not send trust &
accounting statemeanis unless requested, W

Intemal Audit repon All highfighted boxes completed by internal audit and explanations provided? oo

"Mote: The Practiionars’ Gulde is avallable from your local NALC, SLCC or ADA representalives or from v,

nale,gov.uk or

Wi sice.co Uk o weew ada.ong, uk.

Page 6 of 6



Romsey Extra Parish Council

1

Introduction

The following matters have been raised to draw items to the attention of Romsey Extra Parish
Council. These matters came to the attention of BDO LLP during the review of the annual return for
the year ended 31 March 2017. This report must be presented to a full meeting of the smaller
authority for review.

The review of the annual return may not disclose all shortcomings of the systems as some matters
may not have come to the attention of the auditor. For this reason, the matters raised may not be
the only anes that exist.

The matters listed below are explained in further detail on the page(s) that follow;

e Minutes not signed or initialled

e Amendments to annual return




Romsey Extra Parish Council 3

The following issues have been raised as we have detected issues with the governance
arrangements of the smaller authority. It is recommended that the smaller authority consider
these matters and decide what action to take to improve the governance arrangements as soon as
possible.

Minutes not signed or initialled

What is the issue?

The smaller authority produced printed minutes, which were submitted for audit purposes. The pages
were not maintained in accordance with the Local Government Act 1972, Schedule 12, para 41.

Why has this issue been raised?

This smaller authority submitted minutes for audit purposes which were not maintained in accordance
with schedule 12, paragraph 41(2) of the Local Government Act 1972.

What do we recommend you do?

The smaller authority should ensure with immediate effect that if a loose leaf minute book is
maintained the loose leaf pages are consecutively numbered, paragraphs are referenced, they should
be signed by the chairman presiding at the meeting they are approved at and each page is initialled
by the person signing the minutes.

Minutes must be maintained in accordance with the Local Government Act 1972,
Further guidance on this matter can be obtained from the following source{s):
Local Council Administration, 7th Edition, Charles Armold-Baker, Chapter 7
Amendments to annual return

What is the fssue?

The annual return had to be returned for amendment.

Why has this issue been raised?

The annual return as submitted had not been prepared in accordance with legislation or proper
practices and required amendment.

What do we recommend you do?

The smaller authority should ensure that the annual return is fully and correctly prepared in future
years.

Further guidance on this matter can be obtained from the following source(s):

Governance and Accountability in Local Councils in England - A Practitioners Guide, NALC/SLCC

Mo other matters came to our attention.

For and on behalf of
BDO LLP

Date: 18 November 2017




