Annual Governance and Accountability Return 2019/20 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 2019/20
1. Every smaller authority in England that either received gross income or incurred gross expendilure

£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 is completed by the internal auditor,
* Sections 1 and 2 are to be completed and approved by the 3
* Section 3 Is completed by the external auditor and will be retumed to the authority.

3. The must approve Section 1, Annual Govemance Slalement, before approving Section 2,
Accounting and both must be approved and published before 1 July 2020.

4. An authority with either gross income or gross expenditure exceeding £25,000 ar 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
lator than 30 June 2020. Reminder letters will incur a charge of £40 + VAT

* the Annual Govermance and Accountability Return Sections 1 and 2, logether with

« a bank reconciliation as at 31 March 2020

« an explanation of any significant year on varances in the accounting statements

* nofification of the commencement date of the peniod for the exercise of public rights

= Annual Internal Audit Report 2016/20
Unless requested, do not send any additional documents to your extemal auditor. Your extermnal auditor will
ask lor any additional documents needed.
Once the extemal auditor has completed the limited assurance review and is able to give an opinion, the
Annual Governance and Accountability Section, Section 2 and Section 3 ~ External Auditor Report
and Certificate will be retumed to the authorily by email or post.

Publication Requirements

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

a publicly accessible website:

Before 1 July 2020 authorities must publish:

* Notice of the period for the exercise of public nghts and a declaration that the accounting statements
are as yel unaudited;

* Section 1 - Annual Governance Statement 2018/20, approved and signed, page 4

* Section 2 - Accounting Statements 2019/20, approved and signed page 5

Not later than 30 September 2020 authorilies 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 inlerested
parties, that you also publish the Annual Intemal Audit Report, page 3.
The Annual Governance and Accoumabilty Return consfiutes the anmiad retm refermsd to in the Accownts and Audit Regulations 2015,
Thioughout, the words ‘external aiditor’ have the same meaning ss the wards Tocal auditor” in the Accounts and Audi Regulaions 2015,
“for & complede Kst of bodies thal may bo smallor authovities refer fo schedule 2 fo the Local Audit and Accaintabilty At 2014,
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Guidance notes on compileting Part 3 of the Annual Governance and
Accountability Return 2019/20

The authority must comply with Proper Practices in completing Sections 1 and 2 of this Annual Governance and
Accountability Retumn. Proper Practices are found in the Praclifioners’ Guide* which is updated from time to time
and contains everything needed to prepare successiully for the financial year-end and the subsequent work by
the extermal auditor,

Make sure that the Annual Governance and Accountability Return is complets (no highlighted boxes left empty),
and Is properly signed and dated, Where amendments are made by the authority to the AGAR after it has
heen approved by the authority and before it has been reviewed by the external auditor, the Chairman and
RFO should initial the amendments and if necessary republish the amended AGAR and recommence the
period for the exercise of public rights, If the AGAR contains unapproved or unexplained amendments. it may
be returned and additional costs will be ncurred.

The authority should receive and note the annual internal audit report It possible before approving the annusl
governance statement and the accounts.

+ Use the checklist provided below 1o review the Annual Governance and Accountability Returm for completeness

before returning it to the extemal auditor by emad or post (not both) no later than 30 June 2020,

Do not send the extemal auditor any information not requested. However, you must Inform your
external auditor about any of Clerk, Responsible Officer or Chalrman, and provide
retevant email addresses and numbers,

Make sure that the copy of the bank reconciliation to be sent to your external auditor with the Annual Govemance
and Accountability Return covers all the bank accounts. If the autharity holds any short-lerm investments, note their
value on the bank reconciliation, The extermnal audilor must be able to agree the bank reconciliation to Box 8 on the
accounting statements (Section 2, page §). An explanation must be provided of any difference hetween Box 7 and
Box 8. More help on bank reconciliation is available in the Pracfitioners' Guide*.

Explain fully sigrificant variances in the accounting statements on page 6. Do nol just send a copy of the detadled
accourding records instead of this explanation, The external auditor warnts to know that you understand the reasons
for all variances. Include complete numerical and narrative analysis 1o support the full vanance.

If the exdemal audior has 1o review unsolicited information, or receives an incomplete bank reconciliation, or
vanances are not fully explamed, additional costs may be ncurred.

Make sure that the accounting statements add up and that the balance camied forward from the previous year
(Box 7 of 2019) equals the balance brought forward in the carrent year (Box 1 of 2020),

The Responsible Financial Officer (RFO), on behalf of the authorily, must set the period for the exercise of public
fights. From the commencement date for a single period of 30 consecullve working days, the approved accounts
and accounting records can be inspected. Whatever periad the RFO sets It must inchude a common inapection
period - during which the accounts and accounting records of all smaller authorities must be avallable for public
inspection — of the first ten working days of July.

The authority must publish the Information required by Regulation 15 (2), Accounts and Audit Regulations 2015,
wummnm«mmmvnmmmunmmm

1 2020.

Al seclions Have all highlighted boxes have been completed?

Has all additonal information requested, including the dates set for the period
for the exercise of public rights, been provided for the extemal suditor?

Internal Audit Report | Have all highlighted boxes been completed by the interal auditor and

Saction 1 For any slatement to which the response is ‘'no’, has an explanation been publshed?

Sechon 2 Has the authorly's approval of the accounting statements been confirmed by
the signature of the Chairman of the approval meeting?

Has an explanadion of significant variations from last year to this year been published?
Has the bank reconciliation as at 31 March 2020 been reconcled to Box 87
Has an explanation of any difference between Box 7 and Box 8 been provided?

SiISNISISN ISISTS IS

Sections 1 and 2 Trust unds — have all disclosures been made If the atharty as @ body corporate is a
sole managng trustee? NB: do not send st accounting staterments urless requested.

“Governance and Accountability for Smaller Authorities in England — a Practitioners’ Guide to Proper Practices,
can be downfoaded from www.nalc.gov.auk or from www.ada.org.uk
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Annual Internal Audit Report 2019/20

Potton Town Council

This authority's intemal auditor, acting independently and on the basis of an assessment of risk,
carred oul a selective assessment of compliance with relevant procedures and controls 1o be in
operation during the financial year ended 31 March 2020,

The internal audit for 2019/20 has been carried oul in accordance with this authority’s needs

and planned coverage. On the basls of the findings in the areas examined, the intermnal audit
conclusions are summarised in this table. Set out below are the objectives of intemal control

and alongside are the internal audit conclusions on whether, in all significant respects, the control
objectives were being achieved throughout the financial year o a standard adequate to meet the
needs of this authority.

A, hppropeate accninng records nave been properly kept Suoughout the fnencisl year.
thWﬂhmwmmwnmd
expendiure was appraved and VAT was appropnatedy accounted for,

cvmmmnwuumummmum
of arrangemonts 1o manage these.

0. The precept or rales requirement resulted from an adequale budgetery process, progress ageinst
the budget was reguiarly montored, and resurves were appropnase.

€. Expacied ncome was fully recessed, based on corect prices, progerly recocded and gromplly
banked. and VAT was apgropnataly accountesd for.

2 mmmmmmumummwm
approved snd AT appropristely sccourind

amuwumnmmm-mmmm
approvals, and PAYE and NI requrements were properdy apphed.

H. Assel @t investients registars wers complete and acourate and properly maintained.

L mmwmwm-nmwu

1 Accountng slalements prepared duning the year were preparad on the cored sccounting besis
(receipts and payments of Income and expendys), agreed to the cash book, supporied by an
adequate audil irail from underlying records and where appropnate dedlors and crodidors were

W alalalalnela

-

. properly reconded,
K. IF the aushority certified ilsell as exampt from a fimited assurance review in 201815, & met o
criteria and correctly doclared itsalt exompt (If fhe suthorty had 2 lowded sssurance /

reviow of its 2018/19 AGAR fick "nat coveved”)

L. The mahority has demonstrated fhet during summers 2019 it correcily provided for she axercise
of pusbilic fighIs a5 required by the Accounts and Audt Reguistions. v

l.r-nd;-:bcm , m
st funds inchucng charitabie) - The councl mel s resporsitilibes as a wustee.

For any ofher ask anans kiendied by this suhonty adequale conlrols exsbed (st any other sk areas an separale sheets it noaded)

Dateds) imarnal audt undertaken Mame of person who carmed aul the mbemal audt
4™ mad W0 Hamnes Warrs.

Sagrabure of person who )

caried aut the nlermed sudt Waoas Loas. S Y™ M| tais.

*If the response is no’ you must inclide a note to state fhe implications and acion being laken 10 addross any ‘weakness in coniral
identded (sdd saparate shests & needad),

““Note: If e reaponse is nol covered’ please slate when the most recen intemal audt work was done in Tis area and when It is
next planned . or, if coverage is nol reguared, Me anmual intermal audit report must explan wiy not (add saparale sheals if needed),
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Section 1 - Annual Governance Statement 2019/20
We scknowledge a5 the memoers of

Potton Town Council

o responsibility for ensizring thet there is a sound system of itemal control induding arangements for
e preparation of the Accounting Statements. We confirm fc the best af our knowledge and bebe! with
respect 1o the Accounting Statements for the year ended 31 March 2020 that
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Section 2 - Accounting Statements 2019/20 for
Potton Town Council
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Section 3 — External Auditor Report and Certificate 2019/20

In respect of Potton Town Council

1 Respective responsibilities of the body and the auditor

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
Return in accordance with Proper Practices which:

» summarises the accounting records for the year ended 31 March 2020; and
» confirms and provides assurance on those matters that are relevant to our duties and responsibilities as
external auditors.

Our responsibility is to review Sections 1 and 2 of the Annual Governance and Accountability Return in accordance
with guidance 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 External auditor report 2019/20

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.

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

Not applicable

3 External auditor certificate 2019/20

We 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 2020.

*We do not certify completion because:

Not applicable

External Auditor Name

Mazars LLP, Durham, DH1 5TS

o Mazarvs LLP 9 November 2020
External Auditor Signature Date

*Note: the NAO issued guidance applicable to external auditors’ work on limited assurance reviews in Auditor
Guidance Note AGN/02. The AGN is available from the NAO website (www.nao.org.uk)
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