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
£8.5 million; or
« whare the higher of gross income or gross expanditur@ was £25 000
or less but that:
¢ are unable to certify themselves as exempt (fee payable); o
* have requestad a limited assurancs review {fes 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
exceading £25,000 must complete Pari 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 expgenditure exceading £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 retum 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
« @ 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 requasted, do not send any additional documents to vour external auditor, Your external auditor will
ask for any additional documents neaded.

Once the external auditor has completed the limited assurance review and is able to give an opinion, the
Annual Governance and Accountability Bectiont, Section 2 and Section 3 - External Auditor Report
and Certificate will be refurned to the authority by emall 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

» Bection 2 - Accounting Statements 2020/21, approved and signed, page 5

Mot later than 30 September 2021 authorities must publish:

* Noftice 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 Infernal Audit Report page 3.

i e
“Rave the same aieaning as i

s e T e e e

*for a corﬁpfere ist of bod.'es that may be smaller authorities refar fo S
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Guidance noles on completing Part 3 of the Annual Governance and
Accountability Return (AGAR) 2020/21

The authority must comply with Froper Practices in complating 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 highiighted 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.

Usa 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
Statemnents (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 commeanca 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 audior about any change of Clerk, Responsibie Financial Officer or Chairman, and provide
relevant authority owned generic emall 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-derm investments, note their vaiue on the bank
reconciliation. The exiernal 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 belween Box 7 and

Box 8. More help on bank reconciliation is available in the Praciitioners’ 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 o review unsoliciied information, or receives an incomplate bank reconciliation, or
variances are not fully explaingd, additional costs may be incurred,

Maka 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 vear (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/wabpags the informatfon required by Regulation 15 (2),
Accounts and Audit Regulations 2018, including the period for the exercise of public rights and the name and
address of the exdernal auditor before 1 July 2621,

Have ali highlighiad boxes have besn completed?

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

All sections

Internal Audit Report | Mave all hightighted 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 mesting?

Has an explanation of gignificant variations from last year to this year been publishad?
Has the bank reconciliation as at 31 March 2021 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 mads {f the authority as a body corporate isa |
sole managing trustee? NB: do not send trust accounting statements uniess requested.|
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Annual Internal Audit Report 2020/24

Byring the financial year ended 31 March 2021, thiscauthority's i L auditor actmgi ety ‘and gn the basis
of ain assessment of risk, catried outa selective assessmentof cnmptgance with the rélevant proceduras and contrals

inoparation and obtained: ap;a priate avidence from the: authority.

The internal audit for 2020/21 has beeit caried out in accordarice with this authority’s needs and blanned coverage.

O the basis of the findings in the areas:examinad, the internal audit conclusions are: summarised in this table; Set

out below are the objectivas of internal sontrol and ’cngs:de ars ihe Internal aue:m mmlusraﬁs an whezher m afi
slgnificant respects, this control objectives Were bai

o maet the needs: of th:s au&honiy

&, Apgroptia

B “This‘autherity csmpliad with iis fmanc:al regu aﬁ;ms paymeﬂts et supported by invoices; al
emend&ura was: approved and VAT was appropiiatefy-accounted for.

. This atthor assessad the significant risks ta.achiaving its abjactives ahd rav;awed the ddeduacy
o arrangem it WanEge these,

B, The pmcept or kates requirament resulted from an adequate budgﬁfary procass: progféﬁs's agjéih&i:‘
- tha budgaa waw reguldily inonitdred; and- ressrves ware appropiiate.

E. 'Exg;eeteé income was illy received, based on correct prcas; pmperiy recardmf and prompily
_Banked: and VAT wag appr@pr;ateiy accaunted for.-

F. Patty cagh bayrients wire pmpaﬁy supported by reaeipi‘s aii patty dash ex;zand:izzre Wwas, appwv&d
and VAT sppropriately actountad. for.

G. Salaries to amployees and alldwances to: mBmbers waire: paid in acner&am& with thig, authp'ri%y"s-
a;:;:rwms, and PAYE' :and Nl rezguiremenis TG répa “appliad.

e Assaﬁ and mvestmeﬂts regnste ware samplate am‘i 'accurata and gmpsﬂy maintamad

"4 Aocuunxmg staternents _repafed duﬁngithe year weirs pfepared er: tha ealig
and payments of income and axpendnture} agreed to the cash-gook, suppe
frail from underlying rec

1 K. ifthe authqr!ty catified: Etself as_axampt frony & fimited: ass‘urance review in 2019/20, it mét the.
axsmpt ory czita fd corractly o d itself exempt. {if the atithority had Upilted ausirance
Toae ol |20 AGAR flok “ant sovenid
L. IFthas duths & an annusl turmipvar fiot gxceading £25, %G‘ 'aifpubjtshas mfarm&tmn o we%slief
webpags up to date at thé tima. of tha internal auditin accordsnce with the Trangpargmy eodafar ||
simaller authorities,

M, The authority, during. the urekus year(2019-20) cofreatly providad. fqr’ the period: far the exartiss of

;}ubkc r%ght& as requited by the Atcounis and Audit Regulations fsvidended by e Hotice prblished

or Sthonty, epproved mintites confirming the dates sof),

M. The authority has complied with the publication fequirsriants for 2049/20 AGAR
{S@& A@Aa‘? ﬁag& 1 3{)}'{1'&36\63 Nates}\

(F‘ _'!aefai counciis tmty)
Trust.r tinds: (inclﬂd;ng sharztable}"— Th

Forany ottier fisk areas identified by this authaﬁiy adequate controls mudstad (st any mhaf nsi{ arshs on sapamt& sheais i nee:ded}

Date(s) internal udit undertaken

Slgnature of parsdn whe
carri&d oui %he sn ternal audit
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CASTLE CARY TOWN COUNCIL AGAR 2020/21

Test G: Payeol]

{ fountd that salary stale polnts and hourly rates were slightly different than the rates expected, and
that the changes made yearon year did nat appear to have been approved by Courcil for 4/5 staff, 1
found that the sample timeskieet for ane of the meibers of staff was notavailable, but noted that
fillng had béen complicated by lockdown and by the change of Clarks during the year {with a gap
hetween outgoing and incominig Clerks filled by the tise of interim staff). I found that the initial
coding of soime glements of staff pay was Incorrect, and that suspenise actounts were heavily used
during the year {but noted all coding was correct and most of the suspense'accounts dlearsd at vear-
efid). ! nated that the Councif underpald its January 2021 PAYE NI Habllity to HIVIRC, but that the
Clerk was due to contact HMRC and reconcile amounts due and paid in ordar to-ensure that the
Council was up o date with its cbligations. | noted that additions! staf hours for the sample‘ronth
for one member of staff was processed gross (outside of the payroll} asan additional paymant. |
roted that the employes pension contribution rate for oue member of seaff was incorrsd, and tha
employer rate for another membar of staff was Incorrect. As a result, | have assessed this testas a
Fal, '

| found that regular posting of hank payrents and receipts was tiot carried out during the year
Tollowing the departure of the previous Clerk. When the tisw Clerk started akthe end of December
2020, the reconciliation &f the Councll’s bank accaunts were several months behing, and i ook untl
june 2021 before the finance system was up to datesand fully reconciied. As a result, the suthority Is
not able ta prove that periodic and year-and bank reconciliations ware propery carried out, and 1
have assessed this test ds g Fall’,

I checked to see that the Councll bad carrectly provided the proper opportunity for the exerdise of
public tights In 202035 per the Accounis and Aud it Regulations 2015, | found that whilst the paried
calculated for the public rights exercise includad 30 weekdays, as the period ran from 07/08/20 to
17/08/20 it also included one bank holiday, which reduced the number of working daysto 29,
Consequently | have assessed this test.asa "fail, ‘

Test M; Publication 7
Fehieeked to see that the Council complied with the publication requirements for the previous year's
Annual Governance and Accauntability Return._m@.&&}; TheCouncil hiad Lo publish before.01/08/20
and at least.ane day befdie the start of its public rights period 07/08/20) ss183 of the AGAR; and tha
publie fights notive including a declaration that the accounting statgrients were unaudited,

Qn orbefore 30/11/20, the Counsil was requirad to publish the notice of corclusion of audit, and
ssh-3ofthe AGAR {including the canipleted external audit teport], This element of the test was not
tnotifled {0 Councils or Internal auditors until Mareh 2024, sometirie after the test should have baen
pampleted,

The Council {in commion with many others) has ng website audit trail which could prove the dateof
publication'and removal. The public rights natice was dated 06/08/20; the notice &F conclusion. of
audit was dated 27/11/20, which accords with the reguired thmeseales. When testing publications.on
15/06/21:1 was able to.confirm that the public rights notics, notice of conclusion of audit, and 5§13
of the AGAR 19/20 were still on the Couricll’s webisite. '




CASTLE CARY TOWN COUNCIL AGAR 2020/21

The evidence indicates but does not prove complianca with the publication reguirements. | have
therefare assessed the testas notcoversd', As the External Am:dim_r has confirmed that screenshots.
areaf acceptable substitute fora webshe audit trail, the Council will be able to prove compliance in
Future,

Yest G; Trusts:

| eheicked to see thiat the Councit had correctly accounted for and met rasponsibilities far Trust Funds.
in its care; The Council adminigters the Donald Pither Memorial Ground Trust, charity nupyber
304506. The Trust is-de ba;se—t:e;iy-am:jau-_rjfé_d_fai; and the Counell prepares accountsand ordinarily Hles
the annual refurn within deadline. However, fo Howing the change In Clerks during the vear (with'a
gap and no detailed handover), the 19/20 filing was not carried out. At the audit date of 25/06/21,
the flling was 145 days ovardue. As 4 result, | have assossed this test a9 & fail’,

R Darkin-ialler LLB {Hons] BEP FCA 30/06/21




Section 1 -~ Annua! Governance Statement 2020/21

We acknowledge as the members of:

our responsibiiity for ensuring that there is a sound system of internal contro!, including arrangements for
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 2021, that;

. e ha arrangemeanis for effective |nacxal '
managament during the year, and for the preparation of
the accounting stalemants.

2. We maintained an adeguate systern of internal conirol
including measures designed fo pravent and detect fraud
and corruption and reviewed its effectiveness.

preparad its accounting staterments in accordance
with the Accounts and Audit Ragitations.

macle propar arrangements and accapted responsibility
for safeguarding the public money and resources in
its charge.

has only done what it has the legal power to do ard has
complied with Propar Praciices in doing so.

3. We took all reasonahble steps 1o assure ourselives
that thera are no matters of actual or potential
nof-compliancs with laws, reguiations and Proper
Fractices that could have a signiiicant financial effact
on the abifity of this authority {o conduct its
business or manage its finances.

4. Wa provided proper opportunity during the vear for
the exercise of electors’ rights in accordance with the
requirements of the Accounts and Audit Regulations,

§ We carried out an assessment of the risks facing this
authority and took appropriate steps fo manage those
tisks, including the introduction of internal contrels and/or
axternal insuranca cover where raquired,

during the year gave all persons interested ihe opporfunity to
inspect and ask questions about this authority's aceounts.

considerad and documented the financlal and other risks it
faces and dealt with them properly.

arvanged for a competent person, Indepandent of the financial
| cortrols and procedurss, to give an objsctive view on whether
internal controls meet the needs of this smalfer authority.

8. We maintainad throughout the vear an adequate and
effective system of internal audit of the accounting
records and control systems, '

rasponded fu matters brought to lts attention by internad and
d external avudi,

disviosed everylhing it should have about lis business activity
during the year incfuding events taking place after the yoar
and if refevant,

7. We took appropriate action on all maiters raised
in reports from internal and external gudil,

8. We considered whether any litigation, liabilities or
commitments, events or transactions, oceurring either
during or after the year-end, have a financial impact on
this authority and, where appropriate, have included them |
in the accounting slatements. i

has met all of its responsibiiities where, as a body
corporate, it is g sole managing trustes of a local
trist or trists.

& (For local councils onty) Trust funds ineluding
charitable. In our capacity as the sole managing
frustee we dischargad our accountability
responsibilities for the fund{s)/assets, including
financial reporting and, If required, Independent
axarination or audi.

Pt ey i

*Please provide explanations to the external auditor on a separate sheet for sach 'No’ response and describe how the
authority will address the weaknesses identified. These sheets must be published with the Annual Governance Statement.

This Annual Governance Statement was approved at a Slgned by the Chairman and Clark of the mesting where
maeting of the authority on: approval was given:

Chairman

and recorded as minut

Clerk
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Section 2 - Accounting Statements 2020/21 for

1. Balances brought
forward

2. {+) Pracept or Rates and
L.evies

3, (+) Total other receipts

4, {-} Staff costs

§. () Loan interest/capital
repaymenis

as recordad in the financial racords. Value must agree to
Box 7 of previous ysar.

Totaf amount of pracept {(or for IDBs rates and levies)
ol receivad or receivable in the year. Exclude any grants
receivad.

Total income or recelpts as recorded in the cashbook less
the proacept or ratesdevies received (fine 2). Includs any
grants received.

Total expendiiure or payments made to and on behalf
~| of ail employees. Include gross salaries and wages,
employers NI contributions, employers pension
contributions, gratuiies and severance payments.

Total expendiiure or pavrents of capital and inferast
made during the vear on the autharity’s borrowings (If any}.

8. (-) Ali other payments

7. (=) Balances carried
forward

8. Total valus of cash and
short term investments

Total expenditure or payments as recorded in the cash-
book less staff costs (ine 4) and Joan interesticapital
repayments {line §).

Total balances and reserves at the end of the year. Must
equal (1+2+3) - (4+5+8). '

The sum of all current and deposit bank accounts, cash
holdings and short term investments held as at 31 March —
o agree with bank reconcillation.

8, Total fixed assels olus
jong term investments
and assets

19. Total borrowings

1. (For Local Councils Only) Disclosure note
re: Truat funds (including charitable)

| certify that for the year ended 31 March 2021 the Accounting
Statements in this Annual Governance and Accountability
Return have been prepared on sither a receipts and payments
or income and expendifure basis following the guidance in
Governance and Accountability for Smaller Authorities — a
Practitioners’ Guide to Proper Practices and present fairly
the financial position of this autharity.

Signed by Responsible Financial Officer before baing

Date

The value of all the property the authority owns — it is made
up of all its fixed assels and long ferm investments as at
31 March,

The outstanding capital balance as at 31 March of all loans
2 from third parfies {including FWLE). .

The Council, as a body corporate, acts as sole trustee for
and is responsible for managing Trust funds or assets.

N.B. The figuras in the accounting staterments above do
not include any Trust transactions.

{ confirm that these Accounting Statemants were
approved by this authority on this date:

5

as recorded in minute reference:

Signed by Chairman of the meeting whare the Accounting
Statements were approved :
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