Annual Governance and Accountability Return 2019/20 Part 3

To be completed by Local Councils, Internal Drainage Boards and
other Smaller Authorities*:

« where the higher of gross income or gross expenditure exceeded £25,000
but did not exceed £6.5 million; or

* where the higher of gross income or gross expenditure was £25,000
or less but that:

« are unable to certify themselves as exempt (fee payable); or
« have requested a limited assurance review (fee payable)

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

1. Every smaller authority in England that either received gross income or incurred gross expenditure
exceeding £25,000 must complete Part 3 of the Annual Governance and Accountability Return at
the end of each financial year in accordance with Proper Practices.

2. The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:

* The Annual Internal Audit Report is completed by the authority's internal auditor.
» Sections 1 and 2 are to 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 before 1 July 2020.

4, An autharity 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) ne
later than 30 June 2020, 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 2020

« 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 2019/20

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 Sectlon1, 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 Iinformation on
a publicly accessible website:

Before 1 July 2020 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 2019/20, approved and signed, page 4

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

Not later than 30 September 2020 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.

The Annual Governance and Accountabllity Retum constitutes the annual return referred to in the Accounts and Audit Regulations 2015,
Throughout, the words ‘extamal auditor’ have the same meaning as the words ‘local auditor’ in the Accounts and Audit Regulations 2015,

*for a complete list of bodias thal may be smaller authorilies refer lo schedule 2 lo the Local Audit and Accountabiily Act 2014,
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Guidance notes on completing Part 3 of the Annual Governance and
Accountability Return 2019/20

* The authority must comply with Proper Practices in completing Sections 1 and 2 of this Annual Governance and
Accountability Retumn. Proper Practices are found in the 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 Annual Governance and Accountability Return is complete (no highlighted boxes left empty),
and Is properly signed and dated. Where amendments are made by the authority to the AGAR after it has
been approved by the authority and before it has been reviewed by the external auditor, the Chairman and
RFO should initial the amendments and If necessary republish the amended AGAR and recommence the
period for the exercise of public rights. If the AGAR contains unapproved or unexplained amendments, it may
be returned and additional costs will be incurred,

* The authority should receive and note the annual internal audit report if possible before approving the annual
govemance statement and the accounts.

* Use the checklist provided below to review the Annual Governance and Accountability Return for completeness
before returning it to the external auditor by email or post (not both) no later than 30 June 2020,

« 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 Chalrman, and provide
relevant email addresses and telephone numbers.

« Make sure that the copy of the bank reconciliation to be sent to your external auditor with the Annual Governance
and Accountabllity Return covers all the bank accounts. If the authority holds any short-term invesiments, 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 reconcillation, 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 2019) equals the balance brought forward in the current year (Box 1 of 2020),

» The Responsible Financial Officer (RFQ), on behalf of the authority, must set the period for the exercise of public
rights. From the commencement date for a single period of 30 consecutive working days, the approved accounts
and accounting records can be inspected. Whatever period the RFO sets it must include a common inspection
period — during which the accounts and accounting records of all smaller authorities must be available for public
inspection - of the first ten working days of July.

» The authority must publish the information required by Regulation 15 (2), Accounts and Audit Regulations 2015,
including the period for the exercise of public rights and the name and address of the external auditor before
1 July 2020,

Completion checklist = 'No' answers mean you may not have metl requirgmants

All sections Have all highlighted boxes have been completed?

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

Internal Audit Report | Have all highlighted boxes baen completed by the intemal auditor and explanations provided?
Seclion 1 For any statement to which the response Is ‘no’, has an explanation been published?

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

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

Sections 1 and 2 Trust funds = have all disclosures bean mada if the authority as a body corporata s a
sole managing trustee? NB: do not send trust accounting statements unless requested,

*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 ¥
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Annual Internal Audit Report 2019/20

Chevening Parish Council

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

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

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

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

Internal control objective |
|

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

B. This authortly complied with its financial regulations, payments were supportad by Involcas, all
expenditure was approved and VAT was appropriately accounted for,

C. This authority assessed the significant risks 1o achleving its objectives and reviewed the nduquanr
of arangements to manage these,

D. The precept or rates requirement resulted from an adequate budgetary process, progress waalnﬂ v .
the budget was regularly monitored; and reserves were appropriate. i |

E. Expected income was fully recelved, based on correct prices, properly recorded and promptly '-.
banked; and VAT was appropriately accounted for. | |

F. Petty cash payments were properly supported by receipts, all petty cash expenditure was o : :
approved and VAT appropriately accounted for.

G. Salarles to employees and allowances to members were pald In accordance with this authority's ‘-‘-
approvals, and PAYE and NI requirements were properly applied.

H. Assel and investments registers were complete and accurate and properly maintained,

. Periodic and year-end bank account reconcillations were properly carried out, _ -
J. Accounting statements prepared during the year were prepared on the cormect accounting basis
(receipts and payments or income and expenditure), agreed to the cash book, supported by an v
adequate audit trall from underlying records and whera appropriale debtors and creditors were
properly racorded.

K. IF the authority certified itself as exempt from a limited assurance review in 2018/19, it met the ﬁ :
exemption criteria and correctly declared itself exempt. (If the authority had a limiled assurance v -
review of its 2018/19 AGAR tick “nol covered”)

L. The authority has demonstrated that during summer 2018 it correctly provided for the exercise .
of public rights as required by the Accounts and Audit Regulations. v |

M. (For local counclis only)
Trust funds (including charitable) - The council met its responsibilities as a trustea,

For any other risk areas identified by this authority adequate controls existed (kst any other risk areas on separate sheets if needed),
Date(s) intermal audit undertaken Name of person who carried out the internal audit

09/08/2019 10/01/2020 Zofaq(2eo  Julia Chamberlain

Signature of person who ¢ ‘
carried out the internal audit "‘J C:L‘_'EL"""E:L Lﬁh () Dale

woflodf2o

*If the response is ‘no’ you must include a note to state the implications and action being taken to address nnyw-muhumm
identified (add separate sheats if neaded).

*“*Note: If the response is ‘nol covered’ please state when the most recent intemnal audit work was done In this area and when it is
next planned, or, if coverage Is not required, the annual intemal audit report must explain why not (add separala sheets if neaded).
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Section 1 - Annual Governance Statement 2019/20

We acknowledge as the members of:

Chevening Parish Council

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

1. We have put in place arrangements for effective financial
managamant during tha year, and for the preparation of
the accounting statemants.

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

3. We ook all reasonabla staps (o assure oursalves
that thare are no matters of actual or potential
non-compliance with laws, regulations and Proper
Practices that could have a significant financial affect
on the ability of this authority fo conduct its
businass or manage its finances,

d. We provided proper opportunity during the year for
tha axercisa of alectors’ rights in accordance with the
raquiremants of the Accounts and Audit Regulations.

5. We carried out an assessment of the risks facing this
authority and took appropriats staps to managas thosa
risks, Including the Introduction of Intemal controls and/or
axtemal Insurance cover whare required.

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

7. Wa took appropriate action on all matters raisad
In reports from intemal and axiamal audit,

8. We considered whether any litigation, liabikties or
commitmants, avents or ransactions, occurring aither
during or after the year-and, have a financlal impact on
this authority and, whare appropriate, have included tham
in the accounting statements,

0. (For local councils only) Trust funds including
chariiable, In our capacity as tha sole managing
trustes we discharged our accountability
rasponaibilities for tha fund(s)/assats, mcluding
financial reporting and, If required, indepandant
axamination or audit,

prepared ifs accounting siafements in accordance
with the Accounts end Audit Regulalions.

made proper arangements and accepled responsibility
for safeguarding the public money and resources in

its chama.

has anly dona whal It has the legal power fo do and has
complied with Proper Practices in doing so.

during the year gave all persons interested the opporfunily fo
inspect and nsk questions aboul this authorily's accounis.

coneidered and documanted tho fnanclal and athor Aeks it
faces and dealt with tham proparly.

arranged for a compalont person, independent of the financial
canlrals and procedures, o give an objechive view on whather
infernal controfs meat the needs of this smaler authorly,

responded (o malters brought o its attention by internal and
ixharnal sudi.

disclosed averything it should have abaul Ns business activily

during the year Including avants laking place after the year
and If relevant.

has met all of its responsibilities where, as a body
corporate, i (s a sole managing rustee of & local
frust or Irusts.

v

*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 Govermnance Statement.

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

Oylos| 2o

and recorded as minute reference;

%2

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

Chalrman ﬁ

Clerk W !

Authority web address
www.cheveningparishcouncil.gov.uk

Other information required by the Transparancy Codes (not part of Annual Governance Statement)
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Section 2 — Accounting Statements 2019/20 for

CHEVENING PARISH COUNCIL

11 March

i

: J
piprere foy pindterivin 1 hiincisl rocnre

1. Balances brought Total balances and reserves al the beginning of the year

forward 169,719 200,560| as recorded in the financial records. Value must agree to
Box 7 of previous year.

2. (+) Precept or Rates and Total amount of precept (or for IDBs rales and levies)
Levies 70,700 70,000| received or receivable in the year. Exclude any grants

received.

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

55,346 32,867| the precept or rates/levies recelved (line 2). Include any
grants recelved,

4. (-) Staff costs Total expendiiure or paymeants made (o and on behalf

of all employees. Include gross salaries and wages,
13,475 14,343 employers NI contributions, employers pansion
conlributions, gratuities and severance payments.

5. (<) Loan Interest/capital Total expendiure or paymeants of capital and interest
repayments 5,100 5,100| made during the year on the authority's borrowings (if any).

6. (<) All othar paymants Total expendfiure or payments as recorded in the cash-

76,630 78,393| book less staff costs (line 4) and loan interest/capital
repayments (line 5).

7. (=) Balances carred Total balances and reserves at the end of the year, Must
forward 200,560 205,592 equal (1+2+3) - (4+5+8),

8. Total value of cash and Tha sum of alfl current and deposit bank accounts, cash
short term investments 200,560 205,592| holdings and short term investments held as at 31 March —

To agree with bank reconcilfation.

8. Total ixed assets plus The value of all the property the authority owns - it is made
long term investments 624,146 B30,776| up of all its fixed assets and long term investments as at
and assets 31 March.

10. Total borrowings The cutstanding capital balance as at 31 March of all loans

60,371 57,931 from third parties (including PWLB),

11. (For Local Councils Only) Disclosure note The Council, as a body corporale, acls as sole trustee for
re Trust funds (Including charitable) and is responsible for manag_.tng Trust funds or assels.

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

| cartify that for the year ended 31 March 2020 the Accounting
Statements in this Annual Governance and Accountability
Return have been prepared on either a receipts and payments
or incoma and expenditure basis following the guidance in
Governance and Accountability for Smaller Authorities - a
Practitioners’ Guide to Proper Practices and present fairly
the financial position of this authority.

Signed by Responsible Financial Officer bafore baing
presented to the authority for approval

oS

S 04/05/2020

| confirm that these Accounting Statements were
approved by this authority on this date:

DLl o=\ 20

as recorded In minute reference:

©3

Signed by Chairman of the meeting where the Accounting
Statements were approve
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Section 3 - External Auditor Report and Certificate 2019/20

In respect of Chevening Parish Council

1 Respective responsibilities of the body and the auditor

This authority is responsible for ensuring that its financial management is adequate and effective and that
it has a sound system of internal control. The authority prepares an Annual Governance and Accountability
Return in accordance with Proper Practices which:

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

Our responsibility is to review Sections 1 and 2 of the Annual Govemance and Accountability Retumn in accordance
with guidance issued by the National Audit Office (NAQ) on behalf of the Comptroller and Auditor General
(see note below). Our work does not constitute an audit carried out in accordance with Intemational Standards
on Auditing (UK & Ireland) and does not provide the same level of assurance that such an audit would do.

2 External auditor report 2019/20

(Except for the malters reported balow)* on tha basis of our review of Sactions 1 and 2 of the Annual Governance and Accountability Return, in
our opinlon the Information In Sections 1 and 2 of the Annual Governance and Accountabliity Retum 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 mat.
(*delete as appropriate),

(continue on a separate sheet if required)

Other matters not affecting our opinlon which we draw lo the attention of the authority:

{continue on o separate sheet if required)

3 External auditor certificate 2019/20

We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Govemance and
Accountability Retumn, and discharged our responsibilities under the Local Audit and Accountability Act 2014, for

the year ended 31 March 2020.
*Wa do nol ceriily completion becauss.

External Auditor Name

External Auditor Signature Date

“Note: the NAO issued guidance applicable to external auditors’ work on fimiled assurance reviews MAudltog
Guidance Note AGN/02, The AGN is avallable from the NAO website (www.nao.ong.uk)
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Bank reconciliation = pro forma

This reconcillation should include all bank and building society accounts, including short term investment accounts. It must agree to
headed “Year ending 31 March 20xx" in Section 2 of the AGAR - and will also agree to Box 7 where the accounts are prepared on a |
basis. Please complete the highlighted boxes, remembering that unpresented cheques should be entered as negative figures.

Name of smaller authority: Chevening Parish Council

County area (local councils and parish meetings only): Kent

Financial year ending 31 March 20xx

Prepared by (Name and Role): Judith Hayton Clerk & RFO
Date: 21/04/2020
£ £
Balance per bank statements as at 31/3/20:
Santander Current Afc 42,018.7
Santander Bond 35,0000
NatWEst Current Account 108.2
NatWest Deposit Account 70,000.0
Co-Op Account (CIL Monies) 58,116.6
205,241.4
Add: any un-banked cash as at 31/3/20
Chipstead Football Club 325
Chipstead Football Club 25.52
350.5
Net balances as at 31/3/20 (Box 8) 205,591.9

—



Bank reconciliation

This reconciliation should include all bank and building society accounts, including short term investmant accounts. It
must agree to Box 8 in the column headed “Year ending 31 March 20xx" in Section 2 of the AGAR - and will also
agree to Box 7 where the accounts are prepared on a receipts and payments basis

Name of smaller authority: Chevening Parish Council

County area (local councils and parish meetings only): Kent

Financial year ending 31 March 20xx

Prepared by (Name and Role): Judith Hayton Clerk & RFO
Date: 21/04/2020
£ £
Balance per bank statements as at 31/3/20;
e.g Current Account 100,241.00
High Interest Account 105,000.00

Building Society Premium Account

205,241.00
Petty cash float (if applicable)
Less: any unpresented cheques as at 31/3/xx
(narmally only current account)
0.00
Add: any un-bpanked cash as at 31/3/20
a.g Payments from Football Club for Chipstead Common 351.00
351.00
Net balances as at 31/3/20 (Box 8) 205,692.00

—



Reconciliation between Box 7 and Box 8 in Section 2 - pro forma

(applies to Accounting Statements prepared on an income and expenditure basis only)
Please complete the highlighted boxes.

Name of smaller authority: Ch Parish Counail

County area (local councils and parish meatings only): |I'El|'|t

There should only be a difference between Box 7 and Box 8 where the Accounting Statements (Section 2 of the AGAR) have been
prepared on an income and expanditure basis and there have been adjustments for deblors/prepayments and credilors/recalpls in
advance at the year end. Please provide details of the year end adjustments, showing how the nel differmece between them is
equal to the difference between Boxes 7 and 8.

£ E
Box 7: Balances carried forward 205,5692.00
Deduct: Deblors (enter these as negative numbers)
1
2
3
Deduct: Payments made in advance
(preapayments) (enter these as negative numbers)
1
2 | —
Total deductions
Add:
Creditors (must not include community infrastructure levy (CIL) recaipts)
1
2
Add;
Recelpts in advance (must not include deferred grants/loans received)
1
2 —rE———————
Total additions -
Box 8: Total cash and short term investments 205,582.00
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Explanation for ‘high’ reserves

(Please complete the highlighted boxes.)
Box 7 is more than twice Box 2 because the authority held the following breakdown of reserves at th

£ £ £
Earmarked reserves:
Burial Fund 8,310
Quinquennial 15,000
Land 15,000

Sailing Club Road 14,000
Junct 5 M25 Slips 25,000

C.|. L. Reserve 58,1186
135426
General reserve 70166
70166
Total reserves (must agree to Box 7) 205592



Chevening Parish Council
NOTICE OF PUBLIC RIGHTS AND PUBLICATION
OF ANNUAL GOVERNANCE & ACCOUNTABILITY
RETURN (EXEMPT AUTHORITY)

ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2020

Local Audit and Accountability Act 2014 Sections 25, 26 and 27
The Accounts and Audit Regulations 2015 (SI 2015/234)

The Accounts and Audit (Coronavirus) (Amendment) Regulations 2020 (S| 2020/404)

NOTICE

1. Date of announcement_ Monday 8™ June 2020

2. Each year the smaller authority prepares an Annual Governance and Accountability Return
(AGAR). The AGAR has been published with this notice. It will not be reviewed by the appointed
auditor, since the smaller authority has certified itself as exempt from the appointed auditor's
review,

Any person interested has the right to inspect and make copies of the AGAR, the accounting
records for the financial year to which it relates and all books, deeds, contracts, bills, vouchers,
receipts and other documents relating to those records must be made available for inspection
by any person interested. For the year ended 31 March 2020, these documents will be available
on reasonable notice by application to:

(b) Judith Hayton
Clerk to Chevening Parish Council
16 Beaconfields, Sevenocaks TN13 2ZNH
Tel: 07981 7592565
Email: clerk@cheveningparishcouncil.gov.uk
commencing on (c) __Monday 15 June 2020

and ending on (d) __Friday 24 July 2020

3. Local government electors and their representatives also have:
+« The opportunity to question the appointed auditor about the accounting records, and

e The right to make an objection which concerns a matter in respect of which the appointed
auditor could either make a public interest report or apply to the court for a declaration that an
item of account is unlawful. Written notice of an objection must first be given to the auditor and
a copy sent to the smaller authority.

The appointed auditor can be contacted at the address in paragraph 4 below for this purpose
between the above dates only.

4. The smaller authority's AGAR is only subject to review by the appointed auditor if questions

or objections raised under the Local Audit and Accountability Act 2014 lead to the involvement
of the auditor, The appointed auditor is:

PKF Littlejohn LLP (Ref: SBA Team)
15 Westferry Circus

Canary Wharf

London E14 4HD

(sba@pkf-littlejohn.com)
5. This announcement is made by Andy Clark Chairman Chevening Parish Council

=
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Contact details

Name of smaller authority: Chevening Parish Council

County Area (local councils and parish meetings only Kent

Please complete this form and send it back to us with the AGAR or exemption certificate

Clerk/RFO (Main contact) Chair

Name Judith Hayton Andy Clark

Address 16 Beaconfields Miller House Appt
Sevenoaks Chevening Road
Kent TN13 2NH Chipstead

Sevenoaks TN13 2RY

Daytime 07981759255 07956545261

telephone

number

Mobile 079817592565 07956545261

telephone

number

Email clerk@cheveningparishcouncil.gov,uk | andy.clark@®

address cheveningparishcouncil.gov.uk




