Guidance notes on completing Part 3 of the Annual Governance and
Accountability Return 2019/20

* The authority must comply with Proper Practices in compleling Sections 1 and 2 of this Annual Govemance and
Accountability Return. Proper Practices are found in the Practitioners’ Guide* which is updated from time to time
and contains everything needed 10 prepare successfully for the financial year-end and the subsequent work by
the extermal auddor.

* Make sure that the Annual Govemnance and Accountability Retum is complete (no highlighted boxes left ampty),
and s properly signed and dated. Where amendments are made by the authority to the AGAR after it has
been 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 amendad AGAR and recommence the
period for the exercise of public rights. If the AGAR contains unapproved or unexplaned amendments, i may
be returned and additional costs will be incurred.

* The authority should recelve and note the annual internal audit report If possible before approving the annuai
govemance statement and the accounts.

. wmmwmmmmmmamwwwmm
before retuming it to the external auditor by email or post (not both) no kater than 30 June 2020.

. mmtmmmmmmwmmm.mmm1mmm
external auditor about any change of Clerk, Responsible Financial Officer or Chairman, and provide
relevant email addresses and telephone numbers.

+ Make sure that the copy of the bank reconciliation to be sent to your extemnal auditor with the Annual Governance
and Accountability Retum covers af the bank accounts. If the authority holds any short-term investments, note their
value on e bank reconciliation. The external auditor must be able 1o agree the bank reconciliation to Box B on the
accounting statements (Section 2, page 5). An explanation must be provided of any difference between Box 7 and
Box 8, More help on bank reconciliation is available in the Practitioners’ Gude”.

* Explain fully significant vanances in the accountng 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 vanance,

. I!meemdmnlahasbmmunsdncmmfamaMmmmimaninwmpbtabmkreouulam.u
variances are not fully expiained, additional costs may be Incurred,

* Make sure that the accounting statements add up and that the bakance carried forward from the previous year
(Box 7 of 2019) equals the balance brought forward in the current year (Box 1 of 2020).

*+ The Responsible Financial Officer (RFO), on behalf of the authority, must set the period for the exercise of publc
rights. From the commencament date for a single peniad of 30 consecutive working days, the approved accounts
and accounting records can be inspected. Whatever period the RFO sets t must include a common inspaction
period - during which the accounts and accounting records of all smaller authorities must be available for public
nspection - of the first ten working days of July.

* The authonity must publish the information required by Regulation 15 (2), Accounts and Audit Regulations 2015,
including the period for the exercise of public ights and the name and address of the extemal auditor before
1 July 2020.

All sections Have all highlighled boxes have been completed?

Has all additional information requested, Including the dates set for the period
for the exercise of public rights, been provided for the extamal audilor?

Internasl Auddt Report | Have all ighlighted boxes been compileted by the intemal suditor and explansions provided 7
Section 1 For any stalemant to which the response is no’, has an explanation been published?

Section 2 Has the authority’s approval of the accounting statements been confirned by
the signature of the Chairman of the approval meeting?

Has an explanation af significant varations from kast year 1o this year been published?
Has the bank reconcifiation as at 31 March 2020 been reconciled 1o Box B7
Has an explanation of any difference between Box 7 and Box 8 been provided?

Sections 1 and 2 Trust funds — have all disdosures been made if the authority as a body corporate is a
sobe managing trusten? NB: do not send trust accounting statermeants unless requessed.

“Governance and Accountability for Smaller Authorities in England - a Practitionars’ Guide to Proper Practices,
can be downdoaded from www.naic.gov.uk or from www.ada org.uk
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Annual Internal Audit Report 2019/20

Broadbridge Heath Parish Council

This authority’s internal auditor, acting independently and on the basis of an assessment of risk,
carried out a selective assessment of compliance with relevant procedures and controls to be in
operation during the financial year ended 31 March 2020.

The internal audit for 2019/20 has been carried out in accordance with this 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 intemal 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 authority.

A. Appropriate accounting records have been propery kept throughout the financial year.

B. This authority complied with its financial reguiations, payments were supportad by invoices, all
expenditure was approved and VAT was appropriately accounted for,

C. This authority assessed the significant risks to achigving its objectives and reviewed the adeguacy
of arrangements to manage these.

D. The precept or rales requirement resulted from an adequate budgetary process; progress against
the budget was regularly monitored, and reserves were appropriate.

E. Expected income was lully received, based on correct prices, properly recorded and promptly
banked: and VAT was appropriately accounted for,

F. Pelty cash payments were properly supported by recespts, all petty cash expenditure was
approved and VAT appropriately accounted for,

G. Salaries to employees and allowances to members were pakd in accordance with this authority’s

approvals, and PAYE and NI requirements were properly appbed.
H. Assel and invesimenls registers were complete and accurale and properly maintained.
L. Pariodic and year-end bank account reconclliations were propery camed out.

J. Accounting statements prepared during the year were prepared on the comrect accounting basis
(recaipts and payments of income and expenditure), agreed to the cash book, supponied by an v
adequate audit trall from underlying records and where appropriate deblors and creditors were
propery recorded.

K. IF the authority cartified itself as exempt from a limited assurance review in 201819, it met the
exempbon crtera and correclly declared itself exempt. (If the authonly had a imited assurance v
roview of its 2018/19 AGAR tick “not covered”)

L. The authority has demonstrated that duning summer 2019 it correctly provided for the exercise
of public rights as required by the Accounts and Audit Regulations. v

M. (For local councils only)
Trust funds (including charitable) — The council met Its responsibilities as a trustes, v

Fuanyotmmkmwmdbymmmymmm«mwwmnummmmdmwed).

SESIS]S R

A

AV AN

Date(s) internal audit undertaken Name of person who camed out the internal audit
28/11/2018 06/05/2020 Mark Mulberry BA (Hons) FCCA CTA

Signature of person who

carried out the intemal audit Date 06/05/2020

“I he respansa is ‘no’ you must include a note 1o state the implications and action being taken 1o address any weakness in control
identified (add separate shoots f needed).

“*Note; If the response s 'not covered’ please state whon the most recent internal audit work was done in this area and when i is
wm«.lmhmmummmmmmwmwmdulm
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Section 1 - Annual Governance Statement 2019/20

We acknowledge as the members of:

Broadbridge Heath Parish Council

our responsibility for ensuring that there is a sound system of internal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with
respect o the Accounting Statements for the year ended 31 March 2020, that:

1. We have put in place arangements for affective nancal
mansgamant during the year, and for the preparation of
the accounting statements.

. Wa maintained an adequate systam of intemasl control
inchuding measures designed o prevent and cetect fravd

prepared K5 accounhing Safements 1 acoamance
with the Accounts and Audil Regulabons

"~

made ropar arangemenits and scospted responsibilty
for safeguarding the public money and resowces i

and comuption and raviawod &5 affectiveness, its charge.
3. We took &l reasonable sleps o sssure oursoives has onvy done what X has the legal power 1o do and has
ot there are no matters of actual or potential compded mith Proper Practices in doing so

non-compliance with laws, regulations and Propers
Practices that could have s sgnificant Snancal effect
on the ablity of this aushority to conduct its
business or manage its finances.

4. We prowdec proper opportunity during the year for
the exarcise of slectors’ rights in accordance with the

qui of the Accounts and Audit Regulations,

5. We casried out an assessment of the nsks facing this
authority and look appropriate sleps to manage those
rigks, including the intrecuction of intemal controls andior
XM NSUANCS Cover wherm requinsd.

6. We maintained throughout the year an adequate and
effective systam of intemal audil of the accounting
records and control systems,

7. We tock appropriate action on all matiers ratsed
n repoets from intemal and eatemal audil.

8, We considered whelher any fitigaton, liabdities or
a ’ nts or DONS, COCUITING eiher
dunng or after the year-end, have a financial impact on
his authority and, where appropriale. have included them
In the accounting stalements.

9. (For local councils anly) Trust funds including has mef 3 of is esponsibiiliss wheve, 85 a body
chantable. In our capaclly as the sole managng corpovale, i is & sole managing trustee of a loca/
rustee we discharged cur accouriabdity frust or trusts
responsitilities for the fundisVassets, ncuding
financial repoiting and, ¥ required, independant \/
examination or audit,

*Please provide explanations to the external auditor on a separate sheet for each ‘No' response and describe how the

authonity will address the weaknesses identified. These sheels must be published with the Annual Governance Statement.

dunng the year gave al persons indarested he oppotunlty fo
Inspect and ask questions sbowt s authonty’s accounts:

considerad and documented he finsncial and ofher risks
faces and desl! with them propeary,

aranged for a compelen! person, independent of the fnancial
candrods and proceduras, 10 give an adYeCive Wiew on whethar
nfernal confrofs meed the needs of fivs smaller authonty.

respandext fo maliers trougtt 1o s atfenbon by intemal and
axternal Guail

disclosed everything it should have about its DusIess acthaly

dunng the year inchaling svents taking place afler the year
ond if redevant.

L < [

This Annual Governance Statement was approved at a Signed by the Chairman and Clerk of the meeting where
meeting of the authority on: approval was given

20/03/20 o /?/ Zé'i(m .

and recorded as minute ref -

135420 - 7uvv-vu\

Other information required by the Transparency Codes (not part of Annual Governance Statement)
Authority web address

t muobo_broao\bridqe,\f\eo:{:{/\— pc.ﬂow-uk =
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Section 2 - Accounting Statements 2019/20 for

Broadbridge Heath Parish Council

1. Balances brought Total balances and reserves at the beginning of the yesr

forward 189,636 362,005| as recorded in the financial records, Value must agree to
Box 7 of previous year.

2. (+) Precept or Rales and Total amount of precept (or fov 1DBS rates and lovies)
Levies 107,339 115,980 raceived or receivable in the year. Exclude any grants

recoivod

3. (+) Total other receipts Tolal income or receipts as recorded in the cashbook less

195,043 560,34 1| the precept or ratesfevies received (line 2). Include any
grants recened.

4. (-) Stalf costs Total expendiure or payments made 1o and on behalf

of all employses. Inclide gross salaries and wages,
34,945 49,263 empioyers NI confributions, employers pension
contribufions, gratulties and SEeverance payments.

5. (-) Loan interesticapital Total expenditre or payments of capital and interest
repayments 0 6,687 | made during the year on the authonly’s borrowings (if any)

6. (<) All other payments Total expenditure or payments as recovded in the cash-

95,068 627,743 book less staff costs (¥ne 4) and joan inferest/capital
repayments (line 5).

7. (=) Balances camed Total balances and reserves at the end of the year. Must
forward 362,005 354,633 oqual (142+43) - (4+5+6).

8. Total value of cash and The sum of all current and deposit bank accowns, cash
short lerm nvestments 362,005 214 ,159| hoidings and short term investments held as st 31 March -

To agree with bank reconcillation,

9. Total fxed assets plus The vailue of all the property the authodity owns — If is made
long term investments 339,214 340,377| up of ak its fixed assets and long lerm investments as at
and assets 31 March

10, Total borrowings The outstanding capital balance as at 31 March of all loans

150,000 145,353 from third parbios (including PWLB).

11. (For Local Councils Only) Disclosure note The Counci, as a body corporate, acts as sole trustee for

re Trust funds (including charitable and is responsible for managing Trust funds or assels
v N.8. The figures in the accounting statements above do
not include any Trus! transactions

| certify that for the year ended 31 March 2020 the Accounting
Statements in this Annual Govemnance and Accountability
Retum have been prepared on either a receipts and payments
of income and expenditure basis following the guidance iIn
Govemance and Accountability for Smaller Authorities — a
Practitioners’ Guide to Proper Practices and peesent fairy
the financial position of this authority.

Signed by Responsible Financial Officer before being

presented to the authority for approval

13/07/20

Date

Annual Governance and Accountability Return 2019/20 Part 3

I confirm that these Accounting Statements were
approved by this authority on this date;

20 /o3/20

as recorded in minute reference

136 /20

Signed by Chairman of the meeling where the Accounting

State re approved

/ -

Page S5of 6

Local Councils, Internal Drainage Boards and other Smaller Authorities*



Section 3 — External Auditor Report and Certificate 2019/20

In respect of Broadbridge Heath Parish Council

1 Respective responsibilities of the body and the auditor

TMMEWMMMMIBWWlBMMMMMWI
it has a sound system of internal control. The authority prepares an Annual Governance and Accountability
Retum in accordance with Proper Practices which:

. summarisesttnescoounlhgrecordsforthoyearendedﬁ March 2020, and
. oonﬁmsandpmvidesassurameonmosamattersmatarem!evmuowdutbsandresponsibliﬁosas
external auditors.

mrwsmmm1mzdmmwwmmmhm
uﬁthguldameBsuedbymNaﬁonalAudhomoe(NAO)mbehalofmeCanpudbra\dAWGemrd
(mmmm).wmmmWMmmawﬁwwhmdmmWW
onAudﬂing(UK&W)mddounotpmﬂdeuwsamlavelofmoematwd\anaudnwodddo.

2 External auditor report 2019/20

licontinue on a separate sheet 1 required)

mmmmwwma-mmnmmdmm

| (contirue on a separme sheet # required)

3 External auditor certificate 2019/20

External Auditor Name
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