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
£6.5 million; or
* where the higher of gross income ar gross expenditure was £25,000
or less but that:
* are unable to certify themselves as. exempt (fee payabile); or
* have requested a limited assurance review (fee 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 expandiure
exceeding £25,000 must complete Pan 3 of the Annual Governance and Accountability Retumn at
the end of each financial year in accordance with Proper Practices.

2. The Annual Bw-rnmn-ndmnunuumymhm 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 autharity must approve Section 1, Annual Governance Statement, bafare approving Section 2,
Accounting Statements, and both must be approved and published on the authority website/webpage
bafore 1 July 2021,

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as axempt, or
i5 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. togather 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 exercize of public rights

= Annual Internal Audit Repart 2020/21

Unless requestad, do not send any additional documents to your extarnal auditor. Your external auditor will

ask for any additional documents needed.

Once the external auditor has compheted the imited assurance review and is able to give an opinion, the

Annual Governance aned Accountabllity Sectlon1, Section 2 and Section 3 - External Auditor Report

lndﬂurﬂneahvdlbemnmtnﬂuauthoﬁpby email or post.

Publication Requirements

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

the authority website/webpage:

Balore 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 2020021, approved and signed, page 4

* Section 2 - Accounting Statemants 2020121, approved and signed, page 5

Nol later than 30 September 2021 authoritles miust 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 af the limited assurance review,

It is recommended as best practice, 1o avold any potential confusion by local electors and interested

parties, that you also putiish the Annual Internal Audit Repor, page 3.
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Guidance notes on completing Part 3 of the Annual Governance and
Accountability Return (AGAR) 2020/21

The authority must comply with Proper Practices in completing Sections 1 and 2 of this AGAR Proper
Practices ara found in the Praclitioners’ Guide® which is updated from time to time and containg everything
néadad o prepare successhully for the financial year-and and the subsaquen! wark by the extarmnal auditor
Make sure that the AGAR is compleie (no highlighted boxes left empty), and is propery signed and dated, If th
AGAR contains unapproved or unexplained amendments, it may be retumed and additional costs will be incumed,
The autharity sheuld receive and note the Annual Internal Audit Rapart befora approving the Annual
Govemance Statement and the accounts.

Use the checklist provided below o review ihe AGAR for completaness before returning it to the external
auditor by amail or post (not both) no later than 30 June 2021,

The Annual Govemance Statement {Section 1) must be approved on the sama day or before the Accounting
Statements {Secton 2) and evidenced by the agenda or minute references.

The Responsible Financial Officer (RFO) must certify the accounts {Sechion 2) before they are presented to
the authority for approval. The authority must in this order; consider, approve and sign the accounts.
MRFDmmlua:mmmhmbllcmWHMHMade-hdMMnmm.
Do not send the external auditar any information not specifically requested. However, you must inform your
external auditor about any change of Clerk, Responsible Financial Officer or Chairman, and provide
relevant authority owned generic email 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 shor-term investments, note their value on the bank
reconciliation. The external auditor must be able 1o agree the bank reconcillation to Box B on the accounting
Statements (Section 2, page 5). An explanation must be pravided of any difference between Box T and

Box 8. More help on bank reconciliation is available in the Practitioners’ Guide®,

Explain fully significant variances in the accounting statements on page 5. Do not just send a copy of the datailed
accounting records instesd of this explanation. The extemal auditor wants to know that you understand the
reasons for all variances. Include complete numarical and narrative analysis to support the full variance.

If the external auditor has to review unsolicited information, or recalvas an incomplste bank reconciliation, or
varances are not fully explained, additional costs may beé Incurmed,

Make sure that the scoounting statements add up and that the balance carried forward from e Prévious year
{Baox 7 of 2020) equals the balance brought forward in the cument year (Box 1 of 2021 B

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,
Tha authority must publish on the authority websitelwebpage the information required by Regulation 15 (2),
Accounts and Audit Regulations 2015, Including the period for the exarcise of public rights and the names and
address of the extemal auditor befora 1 July 2021.

A) sachions

Have all highlighted boxes have been completed?

Has ali additional information requasted, mcluding the dates set for the pariod
for the exercise of pubilic rights, been provided for the extemal auditor?

Intemal Audit Report WHWMMMMWEEMWMW

-

Sacton 2 Has the authority's approval of tha accounting statements been confimed by
the signature of the Chairman of the approval mesting?

Has an explanation of significant variations from [ast ¥Ear o this year been published?
Has ihe bank raconcliation as at 31 March 2021 bean reconcilad o Box 87
rusanamlanarﬁmnimymiﬁaMMHEm?and Box 8 been provided?

o

v
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Section 1 For any statement to which the response Is 'no’. has an explanation been published? | 7
v

¥

v

v

Sactions 1 and 2 Tnmmnus-havasﬁmdmmhaanmlrhmlyuabudymmnhl
sake managing Irusiee? NB: do nat send brust accounting statements unkess requestod v

mmmmmmh - |
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Annual Internal Audit Report 2020/21

BILBROOK PARISH COUNCIL

www. bilbrookparishcouncil.gov.uk

During fhe fingncisl year snded 31 March 2021, this authority's internal sugits: acting Indepandenty and on fhe bagis
of ar assessment of risk, camed oul a ssleclive assessmeant of eamplignes with the relavant procedures and controls
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L. I11he sutherity has 8n annual kemover nol #xcaeding £28.000, Il publishaes Information om a websits/
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For any ofher ssk mﬂ-ﬁqwrhwmfmmm (st arvy obhar nsk aroas 07 separate shoets il needod),
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Section 1 - Annual Governance Statement 2020/21

We acknowledge as the members of

BILBROOK PARISH COUNCIL

our responsibility for ensuring that there s a sound system of internal control, including arrangements for
the preparation of the Accounting Statements. We confirm,
respect to the Accounting Statements for the year endad 3

1. W have put in place arargemants for eMecive financial
Mardpemart dufing e yaar, and for the preparanon of
tha accountieg slatements.

to the best of our knowledge and belief with
1 March 2021, that:

prEgarad ild sccounfing Msferments i secordance
weth tha Accoents and Aught Repulstons,

1 We mantained an adequals system of inbemal cortral
inchifing measures desgned lo prevart and detact fraud

mmmwww
for safeguarimg e putds Mondy and resoumoes in

nen-Gorpdance with v, ragulsions and Proper
Practices Mt could have & significant Srnancial eflact
an the abiity of this suhonty 1o sandud its
buginess or mariage its fnances.

and comepsan and reviewsd ile eBeclivarees. B9 charge,
3. e ook @ reancrisbie abeps 1o ERILTE JLrBoheY hiss ey done what i ivas ihe legi power lo do and as
Nlnnnnﬁmurmwmm compled il Proper Practices i doing so.

ﬁhwﬁmﬂmwmmwh
1ha xaiciie of electon’ dghla in sccordancs with (ha
requirements of the Accounin mnd Audl Regulations

during Ifa pese pave al' persors frdnrmsind e cEporunty lo
Mapect Arid ank quiketonE ABGIA Uie suthorlly's scoounts

lhmummmnd-kumw;
Sulhanity and ook appreodate sieps 1o Manage thage
345, including the intraduction of internal conrals andiar
‘extemal Msurancs cover whems reguined,

condsteved and SoClmanisg (e Raancal s ofer faks 1§
hwmmmmm@

E. We maimained througheut the year an adequate and
nﬂlﬁnmurh—-mlmﬂnlm
Facofdy mnd control eyslema,

aFaged lor & compedent persan, independent of e fnancel
CONIFDIE a0 poCRieE, 0 @R I SRV W o wiielTie:
mfmnmmrhmdfwlmm

T. W look sppropriale scion an all matiers rted
N repors from internad and Bxismal sl

medgOned io madTevd brought 1o Mg sfenban by inferral Andg

&memmqlﬂm liab#iies o
cofriitments, events or rensaeciions, CCtLiming ssther
Surng ar #ler tha yeer-snd, have s Enancial impac on
s ALthority and, whess sgpEfepnate, have indkdod ham
i tha accousting slalerents.

B [For Incal councila orilyh Trual furas inchiding
charilable. in our capacty as the sche Managing
rustee wa Bacharges our
respanailies for the fund|s)/ossets, inciusding
Bnancial reperting and, ¥ requinag, ndepencant

aaErn ination or dadit

dcinadd sveapthing i shoeld have aboot {3 Dusiness achvily

dring the yesr inchuing evanis faking place after the year
e iF eelmvant

Mlﬂﬂlﬂﬁ#mmmﬁ“.lllbady
Gonporare, [T & & sofe maraging rases of a iocal
trusf ar sy,

v

*Please provide explanations to the external auditar on & separate sheet for each ‘No' response and describe mm
authority will address the weaknessgs identified, These shaels musi be publishad with the Annual Govemance Stalement,

This Annual Govemance Statement was approved al &

mieseting of the authority on:
&2/ce/ 21
and recorded a8 minute referancs

023/21 o

Signed by the Chairman and Clerk of the meeling wiherg
approval was given:

N ey

www_bilbrookparishcouneil. gov. uk



Section 2 - Accounting Statements 2020/21 for

BILBROOK PARISH COUNCIL

1. Balances brought Mmmmufhuwdhm

forwasd 95,502 90,080/ as recorded in the financial records. Value must agres fo
Bow T of pranious year:

2. (+} Procept or Rates and Totad amount of precept (or for IDBS rates and kwes)
Livies 71,725 79.500| received or recaivabis in the yesr, Exciude any grants

recefved,

£ {+) Total other receipts Taﬂmumormmbrsasmurmdmrn&m&m

11,078 13,078 the precapt o ratesovies recaived fine 2). Inchude any
rants recatved

'_.r-:l Stafl coats Tola! exparcitune or payments made lo and on batal

of all smpioyess Mmmmm.rmg,
30,476 28,857 employers N contributions, smployers pansion
confribulions, grafuitics and severance payments.

5. (<) Loan interesticapdal Total expediture or paymants of capitsl and interast
fapayments o 0 Miada during the year on the authonly’s Borrowdngs (if anyl

& (-} Alll othar paymonta Tots! dxpandiiure & payments i recorded i the cagh-

57,749 40,568 book less stalf casts (Ine 4) and foan inferesticapital
repaymants (liog 5),

7. (=) Balances camied Total baiances and reserves at the end of the year Mus!
o 90,080 104,232 squar (14243 - fde5+4).

s, Towi value of cash and Thir sum of &l current and degosll bank Aceounts, caslh
short teem invesimenis 80,080 104,232 hoidings and shaet lerm investments heid o ot 31 Mareh —

To agree with bank reconciliation.

9. Total Nixed asssts plus mmaammmmm-mm
lang tenm investments 211275 220,326/ up of ail s fived assets and long termm investments a5 ar
and assats 31 March

10. Tots borrowings The outstanding capial batance as of 31 Mareh of all Ioang

l 0 0| from third parties finciuding PWL ),
™. {For Local Councis Only] Disclosure nots The Councl! asum,—m,mnmmﬂ
v& Trust funds (Inchuding charitabia) and s responsible for managing Trus? funds or asseds. 1
] N.B. The figures i e sccounting statemants above da
|_ il inciude sty Trus! fransections. -
| catify thal for the year endad 31 March 2021 i Accounting I confirm that these Azcounting Statements weare

Statements in this Annual Govemance and Accournitabsity
Mmhnubaanmadmuﬂuam@uanumnts
or income and expenditure basis following the guidance in
Governance and Accountability for Smaller Authoribies - a
Practitionars’ Gulde to Proper Practices and prasant fairly
the financial position of this authosiky.

Signed by Responsible Financial Officer before being
presentad o the authority for appeoval

AL Lo

ke ea/oela

approved by this suthorty on this date:
Q2foe /2

H-I'IGDI'MiHI‘MHI.MI"ﬂ!W
Cos fﬂ.’e_

Signed by Chairman of the meeting where the Accounting

Saternants wera approved



Section 3 — External Auditor’s Report and Certificate 2020/21

In respect of Bilbrook Parish Council

1 Respective responsibilities of the auditor and the authority

Our responsibility as auditors to complete a limited assurance review is set out by the National Audit Office (NAQO). A limited
assurance review is not a full statutory audit, it does not constitute an audit carried out in accordance with International
Standards on Auditing (UK & Ireland) and hence it does not provide the same level of assurance that such an audit would.
The UK Government has determined that a lower level of assurance than that provided by a full statutory audit is appropriate
for those local public bodies with the lowest levels of spending.

Under a limited assurance review, the auditor is responsible for reviewing Sections 1 and 2 of the Annual Governance and
Accountability Return in accordance with NAO Auditor Guidance Note 02 (AGN 02) as issued by the NAO on behalf of the
Comptroller and Auditor General. AGN 02 is available from the NAO website —
https://www.nao.org.uk/code-audit-practice/guidance-and-information-for-auditors/ .

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 2021; and
+ confirms and provides assurance on those matters that are relevant to our duties and responsibilities as external auditors.

2 External auditor’s limited assurance opinion 2020/21

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 2020/21

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 2021.

*We do not certify completion because:

Not applicable.

External Auditor Name

Mazars LLP, Newcastle, NE1 1DF

External Auditor Signature MWJ/ LLP Date 12 August 2021

Annual Governance and Accountability Return 2020/21 Part 3 Page 6 of 6
Local Councils, Internal Drainage Boards and other Smaller Authorities*




AGAR Part 3 - 2020/2021 — Documentation

e A Bank Reconciliation showing balances of all bank and building society accounts as at
31 March 2021 (an example is provided in Attachment 1.1);

e A full explanation with figures of all significant variances in your income or expenditure
in 2020/21 compared to the previous financial year. (Refer to Attachment 1.2);

e Areconciliation between the closing balances in Section 2, Box 7 and Box 8, where
applicable. (Please note, a reconciliation is only applicable where the accounts in Section
2 of the Annual Return are prepared on an income and expenditure basis and the figures in
Boxes 7 and 8 are different). (Refer to Attachment 1.3);

e A confirmation of contact details for the Clerk, RFO (where different) and Chair, so that
we can ensure our records are fully up to date. (Refer to Attachment 2);

e A confirmation regarding the exercise of public rights, using a signed form stating the
period chosen by the authority (Refer to Attachment 3);

e Details of action taken in respect of all recommendations made by your external auditor in
2019/20; (Not Applicable);

and

o If your 2019/20 internal auditor issued a separate report to support the summary contained
within AGAR part 3, a copy of that report. (Not Applicable);

We have based our information request on your income and expenditure in 2019/20 so if the
Authority was below the £200,000 threshold in 2019/20 but has gone above it in 2020/21
please let us know immediately as we will need to inform you of additional information
required. (Not Applicable);

mazars
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Bank reconciliation — Example

Attachment 1.1

This reconciliation must include all bank and building society accounts and other short-term
investments*. It must agree to Box 8 in the column headed “Year ending 31 March 2021” in
Section 2 of the Annual Return. It will also agree to Box 7 where the accounts are prepared on

a receipts and payments (cash) basis.

Local Council Name: Bilbrook Parish Council

Financial year ending 31 March 2021

Prepared by Karen Daker, Parish Clerk & Responsible Financial Officer

Balance per bank statements as at 31 March 2021:
Business Premium Account
Community Account (Current)

Nationwide Building Society Instant Save

Petty cash float (if applicable)
Pre-Paid Card Balance

Less: any unpresented cheques at 31 March 2021 (normally only
current account)

Add: any un-banked cash at 31 March 2021

e.g. Allotment rents banked 31 March 2021 (but not
credited until 1 April)

Net balances as at 31 March 2021

Date 16/06/2021

£ £
60,021
3,105
40,606

103,732

200

300
0

)

0 0

104,232

The net balances reconcile to the Cash Book (receipts and payments account) for the

year, as follows:

CASH BOOK
Opening Balance 1 April 2020
Add: Receipts in the year

Less: Payments in the year

Closing balance per cash book [receipts and payments book] as
at 31 March 2021 (must equal net balances above)

*

90,080
92,578
(78,426)

104,232

Note: Long-term investments should be excluded from the bank reconciliation and from Section 2, Boxes
1, 7 and 8. They must be shown in Section 2, Box 9 and recorded in the asset and investment

register.
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Attachment 1.2

Explanation of significant variances in the accounting statements - Section 2

Local Council Name: Bilbrook Parish Council

Please explain any variances of more than 15% or anything over £100k between the
totals for individual boxes in Section 2. We do not require explanations for variances of less
than £200; however, in some cases there may be ‘compensating’ variances which leave the
overall total for a box relatively unchanged — e.g. where there was a major one-off project in one
year (e.g. contribution to village hall extension of £30,000), but a totally different expense of a
similar size in the next (e.g. purchase of playground equipment of £28,000). In such cases, it
would be helpful to provide an explanation of movements within each box. We also ask you to
explain any change where there is a movement to or from zero. Please either use the
proforma below, or complete a separate schedule if more space is required.

Section 2 | 2019/20 | 2020/21 | Variance | Detailed explanation of variance (for each reason
c £ (+-) £ noted please include monetary values (to nearest £10)
Box 2 7,775
71,725 79,500
Precept 10.84%
Box 3 Other Income Movement £
Other Increase in VAT Repayment 3,871.00
income Increase in Solar Farm Income 52.00
2,000 i
11,078 | 13,078 i Increase in Allotment Rent 132.00
18.05% || pecrease in Grants - 1,500.00
Decrease in Bank Interest - 311.00
Decrease in Other Income - 244.00
Total 2,000.00
Box 4 -1,619.
30,476 28,857
Staff -531%
costs
Box 5
Loan 0 0 0
interest/
capital
Box 6 8,180
Other 57,749 | 495569 | -14.16%
payments
Box 7 If some of the year-end balances are earmarked for
90,080 | 104,232 14,152 | specific purposes rather than as a general reserve, please
provide a breakdown.




mazars

Balances Resenes (Ring Fenced) £
carried Village Improvements 40,000
forward Elections 6,000
Play Park Repairs 10,000
Solar Farm Income 4,790
Allotments Projects 300
Total 61,090
Box 9
Fixed Explain all movements in this category and not just those
assets & above 15% or over £100k
long term Fixed Asset Movement f
assets
at 1st April 2020 £231,275
Purchases
231,275 | 229,326 10,078 | | VE75 Remembrance Bench £981
Laminator £50
£1,031
Disposals
Bus Shelter - Motorworld (£2,980)
(£2,980)
Movement (1,949)
at 31st March 2021 £229,326
Box 10
Total 0 0 0
borrowing
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Attachment 1.3

Reconciliation between Box 7 and Box 8 in Section 2 (31/03/2021). Note — this
form is only required for authorities preparing their accounts on an income and
expenditure basis

Parish Council name: Bilbrook Parish Council

There should only be a difference between Box 7 and Box 8 where the accounts are prepared
on an Income & Expenditure basis and where there are year-end adjustments for
debtors/prepayments and creditors/receipts in advance. Please provide details of the year-end
adjustments, showing how the net difference between them is equal to the difference between
Boxes 7 and 8.

£ £

Total of Box 7: Balances carried forward (31/3/2021) 104,232
Deduct: Debtors
Deduct: Payments made in advance

(prepayments)
Total deductions
Add: Creditors
Add: Receipts in advance
Total additions
Total of Box 8: Total cash and short term investments (31/3/2021) 104,232
(must agree to the net balances on bank reconciliation)

Attachment 2
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Parish Council name: Bilbrook Parish Council

Confirmation of contact details

Please confirm the contact details for the Clerk, RFO (if not the clerk) and Chair, to assist
us in ensuring that our records are kept up to date:

Clerk’s name:

Mrs K Daker

RFO’s name (if not clerk):

Chair’s name:

Mrs S Adams

Clerk working hours:
15 hours

RFO working hours (if not clerk):

Parish Council registered
address:

Bilbrook Parish Council

Parish Council registered
address:

Chair contact address:

Milbrook Cottage
Lane Green Road

Primary contact number:
01902 840007
Mobile/Alternative number:

07513 297212

Bilbrook Village Hall Dam Mill
Joey’s Lane Bilbrook
Bilbrook WV8 2JS
WV8 1JL

Telephone: Telephone: Telephone:

Primary contact number:
07787 533833
Mobile/Alternative number:

N/A

clerk@bilbrookparishcouncil.gov.uk

Generic e-mail address for the Authority (please only provide a personal e-mail address if
the clerk / RFO does not have access to a generic e-mail account).

Please return this form together with the

Annual Governance & Accountability Return and other information requested.
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Attachment 3

Confirmation regarding the exercise of public rights

Parish Council name: Bilbrook Parish Council

The Parish Council must inform the electorate of an exact 30 working day period during which
public rights may be exercised.

The inspection period must commence no later than 1 July 2021.

The elector’s rights must start EXACTLY one day after the annual return has been published
on your website (or other free to access website used by the Council) with the statutory notice
at Attachment 3.2. Publication of the annual return must be as soon as practical after the
unaudited annual return has been approved by the Parish Council.

Working days are defined as Monday — Friday. They do not include Saturdays, Sundays
and Bank holidays.

The inspection period commences on: Monday 7th June 2021
And ends on: Friday 16™ July 2021

oW
Signed: i Date: 03/06/2021

Position held: Parish Clerk and Responsible Financial Officer



