
 

TANGMERE PARISH COUNCIL 

 
 

MINUTES OF THE MEETING OF THE COUNCIL       
HELD AT 7.00PM ON 17 MARCH 2022 

AT THE VILLAGE CENTRE, MALCOLM ROAD, TANGMERE PO20 2HS 
 

Present: 
Councillors Andrew Irwin (Chairman), Roger Birkett (Vice-Chairman), Kate 
Beach, Regan du Closel, Simon Oakley, James Stanbridge and Trevor Ware 

 
In attendance: 
Louise Steele – Clerk 
Five members of the public 

 
No.  ACTION 
250 AGENDA ITEM 1 – APOLOGIES FOR ABSENCE 

Apologies were received Cllr David Blythe. 
 

 

251 AGENDA ITEM 2 – TO RECEIVE DECLARATIONS OF 
DISCLOSABLE PECUNIARY AND NON-PECUNIARY 
INTERESTS 
Cllr Oakley declared non pecuniary interests, in general terms, as 
a member of Chichester District Council (CDC) and as a member 
of West Sussex County Council (WSCC). 
 
Cllr Oakley withdrew from the meeting to the public gallery for the 
duration of the Committee’s deliberations on the planning 
applications at Agenda Item 10 under consideration by Chichester 
District Council due to his Membership of that Council’s Planning 
Committee. Any comments and observations from Chichester 
District Councillor Simon Oakley on planning applications were 
personal ones made at the invitation of the Chairman and related 
to matters of fact and clarification. 
 
Cllr Ware declared a non-pecuniary interest in Agenda Item 8 (the 
grant application from the Tangmere Youth Club) on the grounds 
that he is a member of the Youth Club Committee. Cllr Ware 
withdrew to the public gallery for the duration of that item. 
 

 

252 AGENDA ITEM 3 – PUBLIC PARTICIPATION 
Five members of the public attended stating that they represented 
the Tangmere allotment group. Four of the five spoke in favour of 
the benefit of maintaining the current village allotments and asked 
that their formal objection to the planned move of allotments to 
land at Saxon Meadow, south of Church Lane be recorded in 
these minutes. The group requested that two allotment sites 
should be operated with the new allotment site at Church Lane 
assigned to the new homes when the Strategic Development 
Location is built out and that the current allotment site remain for 
existing allotment holders. 
 
The Chairman acknowledged, with regret, the group’s request and 
reminded the meeting that the allotment move is set out in the 
Tangmere Neighbourhood Plan (as Policy no 6) which was 

 



 

subject to extensive public consultation and referendum before 
being made in 2016.  
 

253 AGENDA ITEM 4 – MINUTES 
The minutes of the meeting of Council held on 20 January 2022 
were approved as an accurate record and the meeting agreed that 
they should be signed as such by the Chairman. 
 

 

254 AGENDA ITEM 5 – AGENCY REPORTS 
Members received an oral report from Cllr Simon Oakley in his 
role as County Councillor and that as District Councillor. 
Cllr Oakley asked for parish councillors help in providing 
evidence that would help him argue on behalf of the village; the 
number of people who are unable to get to the bus stop at 
Meadow Way was an example of evidence required. 
 

 

255 AGENDA ITEM 6 - MINUTES & REPORTS FROM 
COMMITTEES 
Council received the draft minutes and oral reports from 
Committee Chairman for the meetings indicated: 
Environment Committee   1 February and 8 March 2022  
Village Centre Committee   14 December 2021  and 15 
February 2022  
Finance Committee               11 January 2022 (the Committee 
Chairman reported orally but receipt of the minutes of 11 January 
2022 was deferred to the next meeting). 
 

 

256 AGENDA ITEM 7 – CORRESPONDENCE  
The Chairman referred to correspondence received from a 
resident asking what the Parish Council could or would do to 
support refugees from Ukraine. Some debate followed; the Clerk 
offered to host an informal Zoom meeting for Parish Councillors to 
discuss the issue more fully – the first of these meetings would 
take place on Tuesday 22 March at 12 noon. 
 

 

257 AGENDA ITEM 8 – GRANTS 
Members considered requests received for grant aid and decided 
upon them as shown: 
 
Citizens Advice Arun and Chichester 
£250 was agreed as a contribution towards core funding costs 
 
Tangmere Youth Club 
£4,000 was agreed as the third annual contribution as part of a 
five-year commitment made to the Youth Club 
 
St Andrews Church 
£250 was agreed towards the upkeep of the Churchyard of St 
Andrew's.  
(Members’ attention was drawn to NALC’s briefing note L01-18 
Financial Assistance to the Church and another briefing note from 
the Church Buildings Council – Local Authority Investment in 
Church Property which express differing views that may be 
summarised as the legality of Parish Councils making donations to 
Churches is unclear and untested in case law. Members agreed 

 



 

that in the absence of clarity about the law and given the low value 
of the grant they would proceed to make a grant). 
 
Homestart – Chichester 
£300 was agreed as a contribution towards running costs. 
  

258 AGENDA ITEM 9 – ASSETS – JUNCTION TANGMERE 
ROAD/CHURCH LANE 
Members agreed a request that the Parish Council take 
responsibility for the memorial to Tangmere Airfield sited at the 
junction of Tangmere Road and Church Lane. 
The Clerk was asked to formalise the position with West Sussex 
Highways. 
 

 

259 AGENDA ITEM 10 – REVIEW OF ASSET REGISTER 
Members considered and agreed the accuracy of the asset 
register. 
 

 

260 AGENDA ITEM 11 - ANNUAL REVIEW OF RISKS FACED BY 
THE COUNCIL 
Members reviewed an overview of the risks faced by the Council 
and the controls taken to mitigate them. The risk review was 
agreed. 
 

 

261 AGENDA ITEM 12 – ANNUAL MEETING OF ELECTORS 
Members agreed that light refreshments be served at the Annual 
Meeting of Electors scheduled for 28 April 2022. The Clerk 
undertook to share details of a scheme to recognise community 
volunteers with a view to making the Meeting of Electors the 
occasion on which such awards were made. 
 

 

262 At this point in the meeting Members agreed to suspend Standing 
Order 3x and to allow the meeting to continue beyond two hours in 
length (the meeting concluded at 9.50pm). 
 

 

263 AGENDA ITEM 13 – TULIP TREE 
Council determined that the Village Centre Committee should 
decide the position of the Tulip Tree planted to commemorate the 
Queen’s Platinum Jubilee. 
 

 

264 AGENDA ITEM 14 – PLANNING 
Members considered the planning application below and 
commented upon it as shown. 
 
22/00516/TCA  
Notification of intention to fell 1 no. Populus nigra 'Italica' tree 
(T1). 
Land Adjacent to Tangmere Road and Chestnut Walk Tangmere 
PO20 2HH 
Tangmere Parish Council would normally object to the 
felling of an apparently healthy tree and notes that there is 
no evidence provided to justify why this tree should be felled 
and therefore defers to the expertise of the tree officer. 
 

 

  

https://publicaccess.chichester.gov.uk/online-applications/applicationDetails.do?activeTab=documents&keyVal=R7WSP5ERLLL00&prevPage=inTray


 

265 AGENDA ITEM 15 - ACTION POINTS AND THE CLERK’S 
REPORT 
The Clerk provided a brief oral update. 
 

 

266 AGENDA ITEM 16 - ANY OTHER MATTERS FOR 
INFORMATION 
The question of whether the occupants of a house in Duxford 
Close had sought consent before using the Village Centre car 
park for their contractors’ access to the property. The Clerk 
responded that she had not been asked for or granted consent 
and that she would write to the occupants. 
 

 

267 Upon the proposal of Cllr Irwin, seconded by Cllr Oakley, the 
Council resolved, in accordance with the Public Bodies 
(Admission to Meetings) Act 1960, to exclude the public and press 
from the meeting at this point prior to consideration of the 
following item by reason of the confidential nature of the business 
to be transacted. 

 

268 AGENDA ITEM 18 TEDDY WILF’S NURSERY SCHOOL 
Upon the proposal of Cllr Stanbridge, seconded by Cllr Irwin the 
Council resolved that a license agreement be entered into with 
Teddy Wilfs from September 2022 for 39 weeks (term-time). 
Teddy Wilf’s to be granted exclusive week day daytime (exact 
hours to be agreed) use of the Small Hall, the adjacent lavatories, 
storage room and external fenced play area plus non-exclusive 
use, at the same times, of the kitchen. Teddy Wilfs to be charged 
£10 an hour. The agreement to be reviewed in May 2023. 
The Clerk was asked to clarify some points of detail like what 
notices will be permitted to be left on the wall. 
 

 

269 AGENDA ITEM 19 – LAND AT BISHOPS ROAD 
The Clerk presented a confidential oral report and received 
guidance as to the Council’s preferred solicitors. 
 

 

 
The next meeting of Council being the Annual Meeting of Council is scheduled to be held 
on Thursday 12 May 2022 
 
Chairman: Date: 
 
 

 



 

Agenda Item 10 

Working Parties 

To review the purpose and terms of reference the Council’s Working Parties and to 
agree those that should continue for the civic year 

Currently there are four working parties established in accordance with standing order 4 e 
which says: “Each Committee may appoint one or more Working Parties for purposes which 
shall be specified in terms of reference by the Committee. The Committee shall also 
prescribe the time limit, not exceeding one year, within which the Working Party must 
complete its work. A Working Party shall be disbanded as soon as it has completed the 
tasks given to it.   

Each Working Party will provide a regular update to its appointing Committee, that update 
shall form a standing item on the agenda of that Committee. Otherwise the procedure of the 
Working Party may be informal.” 

• Covid-19 Working Group 

Created by Environment Committee on 17 March 2020 to coordinate the Parish 
Council’s response to the Covid 19 in providing support to vulnerable households in 
the community.  

Membership: Cllr James Stanbridge, as Chairman, the Parish Clerk, Cllr Kate Beach, 
Cllr Birkett, Cllr Blythe, Cllr Andrew Irwin, Cllr Trevor Ware and, currently co-opted, 
the Parish Administrator. 

• Strategic Development Master Plan Working Party 

Created by Full Council on 7 March 2019 to consider detail relating to the Tangmere 
Strategic Development Location and associated planning processes. 

Membership: Cllr Andrew Irwin, Cllr Roger Birkett, Cllr Kate Beach, Cllr Paul 
Spencer-Ellis, Cllr James Stanbridge and Cllr Kirsten Lanchester 

• Tangmere Action Group  

Created by Full Council on 7 March 2019 to organise community events for the 
village 

Membership: Cllr Roger Birkett,  Cllr Trevor Ware, Cllr Andrew Irwin, Judy Simnett, 
Jo Irwin, Sue Saunders, Hilary Barclay, Ann Forster, Jayne Sansby, Alex Halswell, 
Debbie Shawcross, Michelle Stone 

• Tangmere Tree Working Party 

Created by Environment Committee on 23 March 2021 to supervise the receipt of a 
grant of 400+ trees from the Woodland Trust and their distribution to a) large groups 
in the village and b) individuals in the village and to plan to encourage villager 
maintenance in the coming months and years 

Membership: Cllr James Stanbridge, Cllr Roger Birkett, Cllr Kate Beach, Cllr Trevor 
Ware and Cllr Andrew Irwin with the Parish Administrator and/or the Parish Clerk in 
attendance 



• Allotments Working Party 

Created by Environment Committee on 25 May 2021 as the Allotments Move 
Working Party to liaise with allotment holders and progress the detail of the 
allotments move. On 1 February 2022 the terms of reference of the group were 
extended to include the day to day management of the allotments and it was 
renamed as the Allotments Working Group the move.  

Membership: Cllr Beach, Cllr Irwin, a parish councillor vacancy, Mrs Jane Taylor and 
such other allotment holders as wish to participate  



Agenda Item 11 
 
 
Appointments/Representatives to Outside Bodies at end of 2021/22 
 

SAFEGUARDING VULNERABLE GROUPS OFFICER   
Cllr Ware 
 

PRESS OFFICER  
Cllr Irwin 
 
DATA PROTECTION OFFICER 
Cllr Stanbridge 
   

SOUTH CHICHESTER COUNTY LOCAL COMMITTEE   
Cllr Beach  
Vacancy  
   

CHICHESTER DISTRICT ASSOCIATION OF LOCAL COUNCILS (CDALC) 
Cllr Birkett  
Cllr Irwin  
   
WEST SUSSEX ASSOCIATION OF LOCAL COUNCILS CONF/AGM  
Cllr Birkett  
Cllr Ware  
   
NEIGHBOURHOOD WATCH   
Cllr Birkett  
Vacancy  
   
COMMUNITY WARDENS STEERING GROUP (@CDC)   
Cllr Beach  
Parish Clerk as deputy  
   

GOODWOOD MOTOR CIRCUIT CONSULTATIVE COMMITTEE (GMCCC) 
Cllr Ware  
   
GOODWOOD AERODROME CONSULTATIVE COMMITTEE (GACC) 
Cllr Ware 
   

 



 
MULBERRY & CO 

 Chartered Certified Accountants  9 Pound Lane  t + 44(0)1483 423054 

 Registered Auditors  Godalming  e office@mulberryandco.co.uk 
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 Partners: Mark L Mulberry BA (Hons) FCCA CTA  
 

Our Ref: MARK/TAN001  
 
Mrs L Steele 
Tangmere Parish Council 
Tangmere Village Centre 
Malcolm Road 
Tangmere 
West Sussex 
PO20 2HS 
 
12 April 2022 
 
Dear Louise 
 
Re: Tangmere Parish Council 
Internal Audit Year Ended 31 March 2022 
 
Executive summary 
Following completion of our internal audit on 12 April 2022 we enclose our report for your kind attention and presentation to 
the council. The audit was conducted in accordance with current practices and guidelines and testing was risk based. Whilst we 
have not tested all transactions, our samples have where appropriate covered the entire year to date. Testing requirements are 
shown in red and where appropriate recommendations for future action are shown in bold text and summarised in the tables 
at the end of the report.   
 
Our report is presented in the same order as the assertions on the internal auditor report within the published AGAR. The start 
of each section details the nature of the assertion to be verified, followed by recommended minimum testing requirements. 
Each section is then concluded with an opinion as to whether the assertion has been met or not.  
 
Our sample testing did not uncover any errors or misstatements that require reporting to the external auditor, nor did we 
identify any significant weaknesses in the internal controls such that public money would be put at risk. 
 
It is clear the council takes governance, policies and procedures very seriously and I am pleased to report that overall, the 
systems and procedures you have in place are fit for purpose and whilst my report may contain recommendations to change 
these are not indicative of any significant failings, but rather are pointers to improving upon an already well-ordered system. 
 
It is therefore our opinion that the systems and internal procedures at Tangmere Parish Council are well established and 
followed.   
 
Regulation 
The Accounts and Audit Regulations 2015 require smaller authorities, each financial year, to conduct a review of the 
effectiveness of the system of internal control and prepare an annual governance statement in accordance with proper practices 
in relation to accounts. In addition to this, a smaller authority is required by Regulation 5(1) of the Accounts and Audit 
Regulations 2015 to “undertake an effective internal audit to evaluate the effectiveness of its risk management, control and 
governance processes, taking into account public sector internal auditing standards or guidance.” 
 
Internal auditing is an independent, objective assurance activity designed to improve an organisation’s operations. It helps an 
organisation accomplish its objectives by bringing a systematic, disciplined approach to evaluate and improve the effectiveness 
of risk management, control and governance processes. The purpose of internal audit is to review and report to the authority on 
whether its systems of financial and other internal controls over its activities and operating procedures are effective.   
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Internal audit’s function is to test and report to the authority on whether its specific system of internal control is adequate and 
working satisfactorily. The internal audit reports should therefore be made available to all members to support and inform them 
when they considering the authority’s approval of the annual governance statement.   
 
Independence and competence 
Your audit was conducted by Andy Beams of Mulberry & Co. We confirm we are independent from the management of the 
financial controls and procedures of the council and neither the internal auditor or the firm have any conflicts of interest with 
the audit client, nor do they provide any management or financial assistance to the client. 
 
Your auditor has over 30 years’ experience in the financial sector with the last 12 years specialising in local government.  
 
Engagement letter 
An engagement letter was issued to the council covering the 2021/22 internal audit assignment. Copies of this document are 
available on request. 
 
Planning and inherent risk assessment 
The scope and plan of works including fee structure was issued to the council under separate cover. Copies of this document are 
available on request. In summary, our work will address each of the internal control objectives as stated on the Annual Internal 
Audit Report of the AGAR. 
 
o There have been no instances of breaches of regulations in the past 
o The client uses an industry approved financial reporting package 
o The client regularly carries out reconciliations and documents these 
o There is regular reporting to council 
o The management team are experienced and informed 
o Records are neatly maintained and referenced 
o The client is aware of current regulations and practices 
o There has been no instance of high staff turnover 

 
It is my opinion that the inherent risk of error or misstatement is low, and the controls of the council can be relied upon and as 
such substantive testing of individual transactions is not required. Testing to be carried out will be “walk through testing” on 
sample data to encompass the period of the council year under review. 
 
 
Table of contents 
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A. BOOKS OF ACCOUNT  
Internal audit requirement 
Appropriate accounting records have been properly kept throughout the financial year. 
 

Recommended minimum testing: 

• Ensure the correct roll forward of the prior year cashbook balances to the new financial year 
• Check a sample of financial transactions in cashbooks to bank statements, etc.: the sample size dependent on the size of 

the authority and nature of accounting records maintained 
 

Audit findings 
The council continues to use RBS as a day-to-day accounting package. This is a tried and tested industry specific package and I 
make no recommendation to change. The system is used regularly to report on and record the financial transactions of the 
council and is suitable for a council of this size. 
 
The audit was conducted on site, and the Clerk was able to provide the requested information. This was well organised, clear 
and easy to follow. My audit testing shows that the council has in place systems and procedures which enable it to carry out its 
fiduciary duties. 
 
The council is not VAT registered and reclaims amounts due using the VAT126 claim form on a six-monthly basis. The claim for 
the period 1 October 2021 to 31 March 2022 shows a refund due of £7,452.03.  

 
Overall, I have the impression that the accounting systems are well ordered and routinely maintained and as such I make no 
recommendation to change. 

 
Section conclusion 
I am of the opinion that the control assertion of “Appropriate accounting records have been properly kept throughout the 
financial year” has been met. 

 
B. FINANCIAL REGULATIONS, GOVERNANCE AND PAYMENTS  
Internal audit requirement 
This authority complied with its financial regulations, payments were supported by invoices, all expenditure was approved, and 
VAT was appropriately accounted for. 
 

Recommended minimum testing: 

• Review the procedures in place for acquisition of formal tenders and quotes, ensuring they are in line with the Standing 
Orders and Financial Regulations which should be based on the latest version. 

• Ensure that consistent values are in place for the acquisition of formal tenders between Standing Orders and Financial 
Regulations (frequently different limits are recorded in the two documents) 

• Review the procedures for receipt of invoices, agreement of invoice detail and confirmation of goods /services delivery 
and approval for payment: ideally, a suitably designed certification stamp should be in place providing for evidencing of 
these checks and payment authorisation 

• Check that there is effective segregation between the writing of cheques or the setting up of online payments, and 
physical release of payments 

• Check that VAT reclaims are prepared and submitted in a timely manner in line with the underlying records and in 
accordance with current HMRC requirements 

• Where debit / credit cards are in use, establish the total monthly and individual transaction limits and ensure appropriate 
controls over physical security and usage of the cards are in place 

 
Audit findings 
Check the publication and minuting of the prior year audited AGAR and notice of conclusion of audit. 
The external auditor’s report was not qualified in 2020/21 and has been published on the council website along with the 
Notice of Conclusion of Audit.  
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Confirm by sample testing that councillors sign statutory office forms. 
I confirmed by sample testing that councillors sign “Acceptance of Office” forms. The Parish Council website contains 
information on the councillors including details of the Register of Disclosable Pecuniary Interests. 

 
Confirm that the council is compliant with GDPR. 
The council is fully aware of GDPR and has undergone training. It was noted the council has established common email 
addresses for all councillors. This is recommended because it gives a natural segregation between work and personal lives, 
making it clear beyond doubt in what capacity a councillor is acting. In addition to this it gives control to the council, adds a 
degree of professionalism and in the event of a FOI request limits access to personal computers.  
 
The council has a Privacy Notice on the website, and it is clear the council takes its responsibilities seriously and has made 
every effort to comply with the legislation. 
 
Confirm that the council meets regularly throughout the year.  
The council meets regularly during the year and details of meeting dates are published on the website.   

 
Check that agendas for meetings are published giving 3 clear days’ notice. 
The Clerk was able to demonstrate that at least 3 clear days’ notice is given on agendas. Whilst we have not tested every single 
committee and council meeting there was no evidence of non-compliance in giving three clear days’ notice of the meeting. 
 
Check the draft minutes of the last meeting(s) are on the council’s website.  
Minutes are routinely uploaded to the council website and marked as draft where appropriate. 
 
Confirm that the Parish Council’s Standing Orders have been reviewed within the last 12 months. 
Standing Orders are based on the most recent NALC model version and were last reviewed and adopted by council in May 2021 
(minute ref 013).   
 
Confirm that the Parish Council has adopted and recently reviewed Financial Regulations. 
Financial Regulations are based on the most recent NALC model version and were last reviewed and adopted by council in May 
2021 (minute ref 014). These contain procedures for the authorisation and payment of invoices, and processes for dealing with 
contract and tender exercises. 
 
The council has thresholds in place at which authorisations to spend must be obtained as below: 

• The council for all items over £5,000  
• A duly delegated committee of the council for items over £1,000 
• The Clerk, in conjunction with Chairman of Council or Chairman of the appropriate committee, for any items below 

£1,000 
   

It was noted that the emergency authorisation level for the Clerk is £1,000.  
 
The council has adopted a Scheme of Delegation, which was last approved at the May 2021 council meeting (minute ref 009). 
 
Payments are made either via BACS or by direct debit. The Clerk or Parish Administrator are authorised to set-up payments for 
BACS with authorisation completed by two of the four councillors authorised to do them.  
 
I discussed the payment process with the Clerk and Parish Administrator and am content that the system provides an adequate 
audit trail for properly authorising payments. 

 
Confirm all section 137 expenditure meets the guidelines and does not exceed the annual per elector limit of £8.41 per elector.   
The council has adopted the General Power of Competence (GPC) and the section 137 thresholds do not apply.  

 
Confirm that checks of the accounts are made by a councillor.   
The system noted above details internal review takes place and I am under no doubt that council properly approves expenditure.  
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I am of the opinion the council is following its own regulations and that any changes are to be considered minor and not 
indicative of errors in the system. 
 

Section conclusion 
I am of the opinion that the control assertion “This authority complied with its financial regulations, payments were supported 
by invoices, all expenditure was approved, and VAT was appropriately accounted for” has been met. 

 
C. RISK MANAGEMENT AND INSURANCE  
Internal audit requirement 
This authority assessed the significant risks to achieving its objectives and reviewed the adequacy of arrangements to manage 
these. 
 

Recommended minimum testing: 

• Ensure that authorities have prepared, and formally adopted, at least once annually, an appropriate and comprehensive 
register of assessed risks, both regular and ad hoc 

• Ensure that appropriate levels of insurance cover are in place for land, buildings, public, employers’ and hirers’ (where 
applicable) liability, fidelity / employees (including councillors) liability, business interruption and cyber security 

• Ensure that appropriate arrangements are in place for monitoring play areas, open spaces and sports pitches: such 
reviews should be undertaken by appropriately qualified external inspectors or, if by officers or members, that they have 
received the appropriate training and accreditation 

 
Audit findings 
The council has a risk assessment process in place, which includes financial risks. The document was last reviewed and 
approved by council at the March 2022 meeting.   
 
I confirmed that the council has a valid insurance policy in place with Hiscox which was renewed in September 2021. The policy 
is placed with Aviva and includes Public Liability and Employers Liability cover of £10 million each and a Fidelity Guarantee 
(Fraud and Dishonesty) level of £150,000. These levels are appropriate for a council of this size.  
 
We discussed assertion 8 of the AGAR and whether or not this had any impact on the council. 
 
 “We considered whether any litigation, liabilities or commitments, events or transactions, occurring either during or after the 
year-end, have a financial impact on this authority and, where appropriate, have included them in the accounting statements.” 
 
The Clerk confirmed that she was not aware of any such liability at the year end. 
 

Section conclusion 
I am of the opinion that the control objective of “This authority assessed the significant risks to achieving its objectives and 
reviewed the adequacy of arrangements to manage these” has been met. 

 
D. BUDGET, PRECEPT AND RESERVES  
Internal audit requirement 
The precept or rates requirement resulted from an adequate budgetary process; progress against the budget was regularly 
monitored; and reserves were appropriate. 

 
Recommended minimum testing: 

• Ensure that the full authority, not a committee, has considered, approved and adopted the annual precept in accordance 
with the required parent authority timetable 

• Ensure that budget reports are prepared and submitted to authority / committees periodically during the year with 
appropriate commentary on any significant variances 

• Review the budget performance either during the year or at the financial year-end seeking explanations for any 
significant or unanticipated variances 
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• Ensure that the authority has considered the establishment of specific earmarked reserves and, ideally, reviews them 
annually as part of the budget assessment process 

• Ensure that the precept in the accounts matches the submission form to the relevant authority and the public record of 
precepted amounts 

 
Audit findings 
I confirmed that the 2022-23 budget and precept setting process has taken place. The Finance Committee made a 
recommendation at its meeting in January which was approved by Council on 20 January 2022 (minute ref 207).  

 
I confirmed that in accordance with Financial Regulations, there is regular reporting of the council’s financial position at 
meetings, and this is reflected in the minutes. 
 
At the year-end, the council held circa £32,000 in the general reserves (including the Village Centre general reserve), with other 
funds held in a range of clearly defined earmarked reserves. Guidance for holding funds on a general reserve suggest an 
appropriate level to be between 3 to 12 months net revenue expenditure and the council is advised to keep this under review. 
 

Section conclusion 
I am of the opinion that the control objective of “The precept or rates requirement resulted from an adequate budgetary 
process; progress against the budget was regularly monitored; and reserves were appropriate” has been met. 

 
E. INCOME  
Internal audit requirement 
Expected income was fully received, based on correct prices, properly recorded and promptly banked; and VAT was appropriately 
accounted for. 
 

Recommended minimum testing: 

• Review “aged debtor” listings to ensure appropriate follow up action is in place 
• Allotments: ensure that appropriate signed tenancy agreements exist, that an appropriate register of tenants is 

maintained identifying, that debtors are monitored. 
• Burials: ensure that a formal burial register is maintained that it is up-to-date and that a sample of interments and 

memorials are appropriately evidenced, that fees have been charged at the correct approved rate and been recovered 
within a reasonable time: (Authorities should also acquire and retain copies of Burial / Cremation certificates) 

• Hall hire: ensure that an effective diary system for bookings is in place identifying the hirer, hire times and ideally cross-
referenced to invoices raised 

• Leases: ensure that leases are reviewed in a timely manner in accordance with the terms of the lease and rents similarly 
reviewed appropriately at the due time 

• Other variable income streams: ensure that appropriate control procedures and documentation are in existence to 
provide a clear audit trail through to invoicing and recovery of all such income 

• Where amounts are receivable on set dates during the year, ensure that an appropriate control record is maintained duly 
identifying the date(s) on which income is due and actually received / banked 

 
Audit findings 
The precept amount was independently verified and confirmed correct as the figure entered into box 2 on the AGAR. 
 
There are clear audit trails of other income sources, and I was able to trace these payments through the accounting records.  
 

Section conclusion 
I am of the opinion that the control objective of “Expected income was fully received, based on correct prices, properly 
recorded and promptly banked; and VAT was appropriately accounted for” has been met. 
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F. PETTY CASH  
Internal audit requirement 
Petty cash payments were properly supported by receipts, all petty cash expenditure was approved, and VAT appropriately 
accounted for. 

 
Recommended minimum testing: 

• A number of authorities are now running down and closing their petty cash accounts and using debit / credit cards for ad 
hoc purchases. Consequently, a “not applicable” response is frequently required in this area. 

• Review the systems in place for controlling any petty cash and cash floats (used for bar, catering, etc.) 
• Check a sample of transactions during the financial year to ensure appropriate supporting documentation is held 
• Review the existence of evidenced periodic independent verification of the petty cash and any other cash floats held 
• Ensure that VAT is identified wherever incurred and appropriate 
• Physically check the petty cash and other cash floats held 
• Where bar or catering facilities are in place, ensure that appropriate cashing-up procedures are in place reconciling the 

physical cash takings to the till “Z” total readings 
 
Audit findings 
The council has no petty cash. 
 

Section conclusion 
I am of the opinion the control objective of “Petty cash payments were properly supported by receipts, all petty cash 
expenditure was approved, and VAT appropriately accounted for” is not applicable as the council holds no petty cash. 

 
G. PAYROLL  
Internal audit requirement 
Salaries to employees and allowances to members were paid in accordance with this authority’s approvals, and PAYE and NI 
requirements were properly applied. 
 

Recommended minimum testing: 

• Ensure that, for all staff, a formal employment contract is in place together with a confirmatory letter setting out any 
changes to the contract 

• Ensure that appropriate procedures are in place for the payment of members allowances and deduction of any tax 
liability 

• Ensure that, for a sample of staff salaries, gross pay due is calculated in accordance with the approved spinal point on the 
NJC scale or hourly rate, if off-scale, and with the contracted hours 

• Ensure that appropriate tax codes are being applied to each employee 
• Where free or paid for software is used, ensure that it is up to date. 
• For the test sample of employees, ensure that tax is calculated appropriately 
• Check the correct treatment of pension contributions to either the Local Government pension scheme (non - taxable, 

deducted from the gross salary or DC schemes like NEST which already allow for tax deductions) 
• For NI, ensure that the correct deduction and employer’s contributions are applied: NB. The employers’ allowance is not 

available to councils but may be used by other authorities 
• Ensure that the correct employers’ pension percentage contribution is being applied 
• Ensure that for the test sample, the correct net pay is paid to the employee with tax, NI and pension contributions 

correctly paid to the respective agencies 
 

Audit findings 
Payroll is outsourced to a third-party company who complete the PAYE and NI calculations. HMRC returns are completed 
quarterly, and a review of the information suggests that the PAYE and NI calculations are correct. There are two employees, both 
of whom have signed contract of employment. 
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I was able to confirm that the amount entered into box 4 on the AGAR is consistent with the staff costs recorded in the 
accounting system. 
 

Section conclusion 
I am of the opinion that salaries are correctly stated on the AGAR and that the control object of “Salaries to employees and 
allowances to members were paid in accordance with this authority’s approvals, and PAYE and NI requirements were properly 
applied” has been met. 

 
H. ASSETS AND INVESTMENTS  
Internal audit requirement 
Asset and investments registers were complete and accurate and properly maintained. 
 

Recommended minimum testing: 
Tangible fixed assets 

• Ensure that the authority is maintaining a formal asset register and updating it routinely to record new assets at historic 
cost price, net of VAT and removing any disposed of / no longer serviceable assets 

• Physically verifying the existence and condition of high value, high risk assets may be appropriate 
• Ideally, the register should identify for each asset the purchase cost and, if practicable, the replacement / insured cost, 

the latter being updated annually and used to assist in forward planning for asset replacement 
• Additions and disposals records should allow tracking from the prior year to the current 
• Ensure that the asset value to be reported in the AGAR at Section 2, Box 9 equates to the prior year reported value, 

adjusted for the nominal value of any new acquisitions and /or disposals 
• Compare the asset register with the insurance schedule to ensure that all assets as recorded are appropriately insured or 

“self-insured” by the authority 
 
Fixed asset investments 

• Ensure that all long-term investments (i.e., those for more than 12-month terms) are covered by the “Investment 
Strategy” and reported as Assets in the AGAR at Section 2, Box 9. 
 

Borrowing and lending 

• Ensure that the authority has sought and obtained appropriate DMO approval for all loans acquired 
• Ensured that the authority has accounted for the loan appropriately (i.e., recorded the full value of the loan. Any 

arrangement fee should be regarded as an admin expense) in the year of receipt 
• Ensure that the combined principal loan repayment and interest for the year is correctly recorded in the AGAR at Section 

2 Box 5 
• Ensure that the outstanding loan liability as of 31st March each year is correctly recorded in the AGAR at Section 2, Box 

10 (value should be verified via the DMO website) 
• Where the authority has issued loans to local bodies, they should ideally seek signed indemnities from the recipient body, 

or their members, agreeing to underwrite the loan debt 
 
Audit findings 
The council has a fixed asset register in place in a tabular format which lists asset location, date of acquisition, cost/proxy cost, 
and insurance value. This is suitable for a council of this size.  

 
There has been one significant addition during the year for accessible paly equipment, which accounts for the difference in the 
year-to-year figures. I was able to confirm that the figure entered into box 9 on the AGAR for 2021/22 matches the asset register 
total. 
 
I confirmed the year-end PWLB loan balance and in year repayments against the PWLB statement. 
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Section conclusion 
I am of the opinion that the control objective of “Asset and investments registers were complete and accurate and properly 
maintained” has been met. 

 
I. BANK AND CASH  
Internal audit requirement 
Periodic and year-end bank account reconciliations were properly carried out. 
 

Recommended minimum testing: 

• Ensure that bank reconciliations are prepared routinely, are subject to independent scrutiny and sign-off by members 
• Verify the accuracy of the year-end bank reconciliation detail and ensure accurate disclosure of the combined cash and 

bank balances in the AGAR, Section 2, Box 8 
• Where the authority has bank balances in excess of £100,000 it has an appropriate investment strategy 

 
Audit findings 
At the year end, the council had a reconciled position across its accounts. Bank reconciliations are completed regularly and there 
is evidence within minutes of the Finance meetings of these being reported to council along with payment lists, performance 
against budget and balance sheets. 
 
The balances held by the council are within the protection limit available from the Financial Services Compensation Scheme 
(FSCS). 
 

Section conclusion 
I am of the opinion that bank and cash balances are properly shown on the AGAR and that the control objective of “Periodic 
and year-end bank account reconciliations were properly carried out” has been met. 

 
J. YEAR END ACCOUNTS  

Internal audit requirement 
Accounting statements prepared during the year were prepared on the correct accounting basis (receipts and payments or 
income and expenditure), agreed to the cash book, supported by an adequate audit trail from underlying records and where 
appropriate debtors and creditors were properly recorded. 
 

Recommended minimum testing: 

• Ensure that, where annual turnover exceeds £200,000, appropriate records are maintained throughout the year on an 
Income and Expenditure basis to facilitate budget reporting in that vein 

• Ensure that appropriate accounting arrangements are in place to account for debtors and creditors during the year and at 
the financial year-end 

 
The council, at its meeting to sign off the year-end accounts, must discuss the Annual Governance Statement and record this 
activity in the minutes of the meeting. Based on the internal audit finding, I recommend using the table below as the basis for 
that discussion. COUNCIL IS REMINDED THAT THIS MUST BE A SEPARATE AGENDA ITEM TO THE SIGNING OF THE ANNUAL 
ACCOUNTS. 
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Section 1 – Annual Governance Statement 
 

 Annual Governance Statement ‘Yes’, means that this authority Suggested response based on 
evidence 

1 We have put in place arrangements for 
effective financial management during the 
year, and for the preparation of the 
accounting statements. 

prepared its accounting statements in 
accordance with the Accounts and Audit 
Regulations. 

YES – accounts follow latest 
Accounts and Audit 
Regulations and practitioners 
guide recommendations. 

2 We maintained an adequate system of 
internal control including measures designed 
to prevent and detect fraud and corruption 
and reviewed its effectiveness. 

made proper arrangements and 
accepted responsibility for safeguarding 
the public money and resources in its 
charge.  

YES – there is regular 
reporting of financial 
transactions and accounting 
summaries, offering the 
opportunity for scrutiny.  

3 We took all reasonable steps to assure 
ourselves that there are no matters of actual 
or potential non-compliance with laws, 
regulations and Proper Practices that could 
have a significant financial effect on the 
ability of this authority to conduct its 
business or manage its finances. 

has only done what it has the legal 
power to do and has complied with 
Proper Practices in doing so. 

YES – the Clerk is 
experienced and advises the 
council in respect of its legal 
powers. 

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

during the year gave all persons 
interested the opportunity to inspect 
and ask questions about this authority’s 
accounts. 

YES – the requirements and 
timescales for 2020/21 year-
end were not followed. 

5 We carried out an assessment of the risks 
facing this authority and took appropriate 
steps to manage those risks, including the 
introduction of internal controls and/or 
external insurance cover where required. 

considered and documented the 
financial and other risks it faces and 
dealt with them properly. 

YES – the council has a risk 
management scheme and 
appropriate external 
insurance. 

6 We maintained throughout the year an 
adequate and effective system of internal 
audit of the accounting records and control 
systems. 

arranged for a competent person, 
independent of the financial controls 
and procedures, to give an objective 
view on whether internal controls meet 
the needs of this smaller authority. 

YES – the council has 
appointed an independent 
and competent internal 
auditor has completed two 
audits during the year. 

7 We took appropriate action on all matters 
raised in reports from internal and external 
audit. 

responded to matters brought to its 
attention by internal and external audit. 

YES – where matters are 
raised, action taken by 
council is recorded  

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

disclosed everything it should have 
about its business activity during the 
year including events taking place after 
the year end if relevant. 

YES – no matters were raised 
during the internal audit 
visits. 

9 Trust funds including charitable – In our 
capacity as the sole managing trustee we 
discharged our accountability 
responsibilities for the fund(s)/asset(s), 
including financial reporting and, if required, 
independent examination or audit. 

has met all of its responsibilities where, 
as a body corporate, it is a sole 
managing trustee of a local trust or 
trusts. 

N/A – the council has no 
trusts 
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Section 2 – Accounting Statements 
 

AGAR box number 2020/21 2021/22 Auditor notes 
1 Balances brought forward 113,379 69,261 Agrees to 2020/21 carry forward (box 7) 
2 Precept or rates and levies 79,293 86,130 Figure confirmed to central records 
3 Total other receipts 40,572 54,594 Agrees to underlying records 
4 Staff costs 38,491 39,195 Agrees to underlying records 
5 Loan interest/capital 

repayments 
9,676 9,676 Council has no borrowing 

6 All other payments 115,816 96,779 Agrees to underlying records 
7 Balances carried forward 69,261 64,335 Casts correctly and agrees to balance sheet  
8 Total value of cash and short- 

term investments 
48,278 32,735 Agrees to bank reconciliation 

9 Total fixed assets plus long 
term investments and assets 

1,323,660 1,349,498 Matches asset register 

10 Total borrowings 56,954 49,928 Council has no borrowing 
11 For Local Councils only -

Disclosure note re Trust funds 
(including charitable) 

YES 
 

NO 
 

N/A as the council has no trusts 

 
Audit findings 
The year-end accounts have been correctly prepared on an income and expenditure basis, with the box 7 and 8 reconciliation 
completed using the RBS information.   
 
The AGAR correctly casts and cross casts and the comparatives have been correctly copied over from the 2020/21 AGAR. Figures 
have been verified against underlying accounting records where appropriate. 
 
The variance analysis has been correctly completed for boxes 3, 6 and 8 with sufficient detail to explain the changes year on 
year. 

 
Section conclusion 
I am of the opinion that the control objective of “Accounting statements prepared during the year were prepared on the 
correct accounting basis (receipts and payments or income and expenditure), agreed to the cash book, supported by an 
adequate audit trail from underlying records and where appropriate debtors and creditors were properly recorded” has 
been met. 

 

K. LIMITED ASSURANCE REVIEW  

Internal audit requirement 
IF the authority certified itself as exempt from a limited assurance review in 2020/21, it met the exemption criteria and correctly 
declared itself exempt. (If the authority had a limited assurance review of its 2020/21 AGAR tick “not covered”) 
 

Recommended minimum testing: 

• The correct exemption certificate was prepared and minuted in accordance with the statutory submission deadline 
• That it has been published, together with all required information on the Authority’s website and noticeboard 

 
Audit findings 
The council did not certify itself exempt in 2020/21 due to exceeding the income and expenditure limits and this test does not 
apply.  
 

Section conclusion 
I am of the opinion that the control assertion of “If the authority certified itself as exempt from a limited assurance review in 
2020/21, it met the exemption criteria and correctly declared itself exempt” is not applicable as the authority had a limited 
assurance review of its 2020/21 AGAR. 
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L:  TRANSPARENCY (INTERIM AND FINAL AUDIT) 
Internal audit requirement 
If the authority has an annual turnover not exceeding £25,000, it publishes information on a website / webpage up to date at the 
time of the internal audit in accordance with the Transparency Code for Smaller Authorities 
 

Recommended minimum testing: 

• This test applies only to those councils covered by the £25,000 External Audit exemption 
• Internal auditors should review the authority’s website ensuring that all required documentation is published in 

accordance with the Transparency Code for Smaller Authorities 
 
Audit findings 
The council has an annual turnover exceeding £25,000, and this test does not apply. 
 

Section conclusion 
I am of the opinion that the control assertion of “If the authority has an annual turnover not exceeding £25,000, it publishes 
information on a website/ webpage up to date at the time of the internal audit in accordance with the Transparency code for 
smaller authorities” is not applicable as the council’s turnover exceeds £25,000. 

 
M:  EXERCISE OF PUBLIC RIGHTS - INSPECTION OF ACCOUNTS  
Internal audit requirement 
The authority has demonstrated that during summer 2021 it correctly provided for the exercise of public rights as required by the 
Accounts and Audit Regulations. 
 

Recommended minimum testing: 

• Internal auditors should acquire / examine a copy of the required “Public Notice” ensuring that it clearly identifies the 
statutory 30 working day period when the authority’s records are available for public inspection. 

• Internal auditors may also check whether councils have minuted the relevant dates at the same time as approving the 
AGAR 

 
Audit findings 
 

Inspection - Key date 2020/21 
Actual 

2021/22 
Proposed 

Date Inspection Notice Issued  2 June 2021 1 June 2022 
Inspection period begins 3 June 2021 6 June 2022 
Inspection period ends 14 July 2021 15 July 2022 
Correct length Yes Yes 
Common period included?  Yes Yes 

 
Section conclusion 
I am of the opinion the control objective of “The authority, during the previous year (2020-21) correctly provided for the 
period for the exercise of public rights as required by the Accounts and Audit Regulations (evidenced by the notice 
published on the website and/or authority approved minutes confirming the dates set)” has been met. 

 
 
 
 
 
 
 
 
 



Tangmere Parish Council Final Internal Audit Report 2021-22 

13 of 14 

 
 

N:  PUBLICATION REQUIREMENTS  
Internal audit requirement 
The authority has complied with the publication requirements for 2020/21. Under the Accounts and Audit Regulations 2015, 
authorities must publish the following information on the authority website / webpage. 

 
Recommended minimum testing: 

• Internal auditors should acquire / examine a copy of the required “Public Notice” ensuring that it clearly identifies the 
statutory 30 working day period when the authority’s records are available for public inspection. 

• Internal auditors may also check whether councils have minuted the relevant dates at the same time as approving the 
AGAR 

 
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 
• Section 2 - Accounting Statements 2020/21, approved and signed, page 5 
 
Not later than 30 September 2021 authorities 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 interested parties, that you also publish 
the Annual Internal Audit Report, page 3. 
 
Audit findings 
 
The Clerk was able to confirm that the publication requirements for 2020/21 had been met. 
 
Section conclusion 
I am of the opinion that the control assertion of “the authority has complied with the publication requirements for 2019/20 
AGAR. Under the Accounts and Audit Regulations 2015, authorities must publish the following information on the authority 
website / webpage” has been met. 

 
O. TRUSTEESHIP  
Internal audit requirement 
Trust funds (including charitable) – The council met its responsibilities as a trustee. 
 

Recommended minimum testing: 

• Confirm that all charities of which the council is a Trustee are up to date with Charity Commission filing requirements 
• that the council is the sole trustee on the Charity Commission register 
• that the council is acting in accordance with the Trust deed 
• that the charity meetings and accounts are recorded separately from those of the council 
• review the level and activity of the charity and where a risk-based approach suggests such, review the Independent 

Examiner’s report 
 
Audit findings 
The council has no trusts. 

 
Section conclusion 
I am of the opinion that the control assertion of “Trust funds (including charitable) – The council met its responsibilities as a 
trustee” is not applicable as the council has no trusts. 
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Should you have any queries please do not hesitate to contact me. 
 
Yours sincerely 

 
Andy Beams 
For Mulberry & Co 

 
 
 
 



Annual Governance and Accountability Return 2021/22 Form 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 Form 3 of the Annual Governance and 
Accountability Return 2021/22
1. Every smaller authority in England that either received gross income or incurred gross expenditure

exceeding £25,000 must complete Form 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 2022.

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 exempt, or
is requesting a limited assurance review, must return to the external auditor by email or post (not both)
no later than 30 June 2022. Reminder letters will incur a charge of £40 +VAT:
 

• the Annual Governance and Accountability Return Sections 1 and 2, together with
• a bank reconciliation as at 31 March 2022
• 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 2021/22

Unless requested, do not send any additional documents to your external auditor. Your external auditor will 
ask for any additional documents needed.
Once the external auditor has completed the limited assurance review and is able to give an opinion, the 
Annual Governance and Accountability Section1, Section 2 and Section 3 – External Auditor Report 
and Certificate will be returned to the authority by email 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 2022 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 2021/22, approved and signed, page 4
• Section 2 - Accounting Statements 2021/22, approved and signed, page 5
Not later than 30 September 2022 authorities 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 interested
parties, that you also publish the Annual Internal Audit Report, page 3.
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Local Councils, Internal Drainage Boards and other Smaller Authorities*

The Annual Governance and Accountability Return constitutes the annual return referred to in the Accounts and Audit Regulations 2015. 
Throughout, the words ‘external auditor’ have the same meaning as the words ‘local auditor’ in the Accounts and Audit Regulations 2015.

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.
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Guidance notes on completing Form 3 of the Annual Governance and  
Accountability Return (AGAR) 2021/22 
• The authority must comply with Proper Practices in completing 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 highlighted 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.

• Use 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 2022.

• The Annual Governance Statement (Section 1) must be approved on the same day or before the Accounting  
Statements (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 commence 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 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 short-term investments, note their value on the bank  
reconciliation. The external 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 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 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 to review unsolicited information, or receives an incomplete bank reconciliation, or  
variances are not fully explained, additional costs may be incurred. 

• Make sure that the accounting statements add up and that the balance carried forward from the previous year  
(Box 7 of 2021) equals the balance brought forward in the current year (Box 1 of 2022).

• 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/webpage the information required by Regulation 15 (2),  
Accounts and Audit Regulations 2015, including the period for the exercise of public rights and the name and  
address of the external auditor before 1 July 2022.

Annual Governance and Accountability Return 2021/22 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

Completion checklist – ‘No’ answers mean you may not have met requirements

All sections

Section 1

Section 2

Sections 1 and 2

Internal Audit Report

Have all highlighted boxes have been completed?

For any statement to which the response is ‘no’, has an explanation been published?

Has an explanation of significant variations been published where required?

Has the bank reconciliation as at 31 March 2022 been reconciled to Box 8?

Has an explanation of any difference between Box 7 and Box 8 been provided?

Have all highlighted boxes been completed by the internal auditor and explanations provided?

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

Trust funds – have all disclosures been made if the authority as a body corporate is a 
sole managing trustee? NB: do not send trust accounting statements unless requested.

Has the authority’s approval of the accounting statements been confirmed by  
the signature of the Chairman of the approval meeting?

Yes No

*Governance and Accountability for Smaller Authorities in England – a Practitioners’ Guide to Proper Practices, 
can be downloaded from www.nalc.gov.uk or from www.ada.org.uk





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

Section 1 – Annual Governance Statement 2021/22

We acknowledge as the members of:
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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 to the Accounting Statements for the year ended 31 March 2022, that:

1. We have put in place arrangements for effective financial 
management during the year, and for the preparation of 
the accounting statements.

2. We maintained an adequate system of internal control 
including measures designed to prevent and detect fraud 
and corruption and reviewed its effectiveness.

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

5. We carried out an assessment of the risks facing this 
authority and took appropriate steps to manage those 
risks, including the introduction of internal controls and/or 
external insurance cover where required.

6. We maintained throughout the year an adequate and  
effective system of internal audit of the accounting  
records and control systems.

7. We took appropriate action on all matters raised  
in reports from internal and external audit.

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

9. (For local councils only) Trust funds including  
charitable. In our capacity as the sole managing  
trustee we discharged our accountability  
responsibilities for the fund(s)/assets, including  
financial reporting and, if required, independent  
examination or audit.

3. We took all reasonable steps to assure ourselves
 that there are no matters of actual or potential
 non-compliance with laws, regulations and Proper
 Practices that could have a significant financial effect
 on the ability of this authority to conduct its
 business or manage its finances.

prepared its accounting statements in accordance   
with the Accounts and Audit Regulations.

‘Yes’ means that this authority:Yes No*
Agreed

made proper arrangements and accepted responsibility  
for safeguarding the public money and resources in  
its charge.

has only done what it has the legal power to do and has 
complied with Proper Practices in doing so.

during the year gave all persons interested the opportunity to 
inspect and ask questions about this authority’s accounts.

considered and documented the financial and other risks it 
faces and dealt with them properly.

arranged for a competent person, independent of the financial 
controls and procedures, to give an objective view on whether 
internal controls meet the needs of this smaller authority.

responded to matters brought to its attention by internal and 
external audit.

disclosed everything it should have about its business activity 
during the year including events taking place after the year 
end if relevant.

has met all of its responsibilities where, as a body 
corporate, it is a sole managing trustee of a local 
trust or trusts.

Yes No N/A

Signed by the Chairman and Clerk of the meeting where  
approval was given:

Chairman

Clerk
SIGNATURE REQUIRED

SIGNATURE REQUIRED

This Annual Governance Statement was approved at a  
meeting of the authority on:

and recorded as minute reference:

MINUTE REFERENCE

DD/MM/YY

ENTER NAME OF AUTHORITY

ENTER PUBLICLY AVAILABLE WEBSITE/WEBPAGE ADDRESS
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Section 3 – External Auditor’s Report and Certificate 2021/22

ENTER NAME OF AUTHORITY

ENTER NAME OF EXTERNAL AUDITOR

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 (NAO). 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 2022; 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 2021/22

DD/MM/YYSIGNATURE REQUIRED
Date

External Auditor Name

(Except for the matters reported below)* 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. 
(*delete as appropriate).

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

*We do not certify completion because:

(continue on a separate sheet if required)

(continue on a separate sheet if required)

3 External auditor certificate 2021/22
We certify/do not 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 2022.

External Auditor Signature

Annual Governance and Accountability Return 2021/22 Form 3  
Local Councils, Internal Drainage Boards and other Smaller Authorities*

In respect of
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