Guidance notes on completing the Annual Return

1. You must apply proper practices when preparing this Annual Return. Proper practices are set out in the
. Practitioners’ Guide.

. Make sure that the Annual Return s fully completed ie, no empty red boxes. Please avold maling any
amendments to the completed return. If this is unavoidable, cross out the incorrect entries, make sure the
amendments are drawn to the attention of the body, properly inilialled and an explanation for them is provided
to the external auditor. Please do not use correction fluid. Annual returns that are incomplete or contain
unapproved and/or unexplained amendments or correction fiuid will be returned unaudited and may incur
additional costs. Ask your auditor for an electronic copy of the form if required.

3. Use a second pair of eyes, perhaps the Chair or a member, to review your Annual Return for compleleness
before sending the original form fo the auditor.

4. Make sure that your accounting statements add up, that the balance carried forward from the previous year
(line 7 of 2018) equals the balance brought forward in the current year {line 1 of 2019). Explain any differences
between the 2018 figures on this Annual Return and the amounts recorded in last year's Annual Return.

5. Explain fully any significant variances in the accounting statements. Do not just send in & copy of your detailed
accounting records instead of this explanation. The external auditor wants to know that you understand the
reasons for all variances. Include a detailed analysis to support your explanation and be specific about the
values of individual elements making up the variances.

6. Make sure that the copy of the bank reconcifiation you send to your auditor will the Annual Return covers
all your bank accounts and cash balances. If there are no reconciling items, please state this and provide
evidence of the bank balances. If your Council holds any short-term investments, please note their value on
the bank reconciliation. The auditor should aiso be able to agree your bank reconciliation to line 9 in the
accounting statements. More help on bank reconciliations is available in the Practitioners’ Guide.

7. Every council must send to the external auditor, information to support the assertions made in the
Annual Governance Statement even if you have not done so before. Your auditor will tell you what
information you need to provide. Please read the audil notice carefully to ensure you include all the information
the auditor has asked for. You should send copies of the original records (certified by the Clerk and Chair as
accurate copies) 1o the external auditor and not the original documents themselves.

8. Please do not send the auditor any information that you are not specifically asked for. Doing so Is not helpful.

9. If the auditor has to review unsolicited information, repeat a request for information, receives an incormplete
bank reconciliation or explanation of variances or receives original documents that must be returned, the auditor
will incur additional costs for which they are entitied to charge additional fees.

10.  Please deal with all correspondence with the external auditor promptly. This will help you to meet your
statutory obligations and will minimise the cost of the audit,

11.  Please note that if completing the electronic form, you must print the form for it to be certified by the
RFO and signed by the Chair before It is sent to the auditor.

Initial submissioi to the external auditor

an that you may net hzivé“met‘re‘quireinéhts

Accounts Do the papers 1o be sent 1o the external auditor include an explanation of significant variations from
last year lo ti_wis‘ year?
Does the bank reconciliation as at 31 March 2019 agree to Line 97

Approval Has the RFO certified the accounting stalements and Annual Governance Statement (Regulation 15
(1)) no later than_;iO’June 20197 )
Has the body approved the accounting slalements before 30 June 2019 and has Section 3 been
signed and da(ed by the person prg;iding at the meeling at which approval was given?

All Have alt pink boxes in the accounting statements and Annual Governance Statement been

sections completed and expian_aiion's p;qvided _whera needed?

Has all the information requested by the exlernal auditor been sent with this Annual Return?

Please refer to your notice of audit and any additional schedules provided by your external audior.

JIf accous are amei}ded affer feceipt of the:Aliditor Ge}wral‘s‘re‘pcrt on mz‘ut'terS',a'j’isihgj S

Accounts | Have the amended accounting statements been approved and Section 3 re-signed and re-dated as
| evidence of the Board’s approval of the amenqums before re-submission 1o the auditor?

Community and Town Councils in Wales
Annual Return for the Year Ended 31 March 2019

LANGUAGE PREFERENCE

Please indicate how you would (ike us to communicate with you during the audil, Note that audit notices will be issued

bilingually.

| ENGLISH | WELSH | BILINGUALLY

THE ACCOUNTS AND AUDIT PROCESS

Section 12 of the Public Audit (Wales) Act 2004 requires community and town councils (and their joint committees) in
Wales to make up their accounts each year to 31 March and to have those accounts audited by the Auditor General
for Wales. Reguiation 14 of the Accounts and Audit (Wales) Regulations 2014 states that smalier local government
bodies l.e. those with annual income and expenditure below £2.5 million must prepare their accounts in accordance
with proper practices.

For communily and town councils and their joint committees, proper practices are set out in the One Voice
Wales/Society of Local Council Clerks publication Governance and accountability for local councils in Wales - A
Practitioners’ Guide (the Practitioners' Guide). The Practitioners’ Guide reguires that they prepare their accounts in
the form of an Annuat Return. This Annual Return meets the requirements of the Practitioners’ Guide.

The accounts and audit arrangements follow the process as set out below.

RFO/Clerk prepares |———-p1 The body approves lhe ——av;

External auditor compleles audit and:

accounting Apnual Return by 30 June. ‘L
statements and This Is evidenced by the
Annual Govemnance Chair signing the box Either: or

balow Part 2 of the Annuat
Governance Statoment.
RFO/Clerk sends the
Annual Relurn and coples
of requested evidence to
tha external auditor acling
on behalf of the Auditor

Slatement. internal
audif complotes
internat audit report.
RFO cerlifies relurn
{below Part 2 of the
Annual Governance
Statement) before

if amendments are required,
reports issues {including
amendments) to the body. The
body amends the Annual Return,
the RFO re-certifies and the hody
re-approves before sending it back
to the auditor. The audilor then

# no amendments are required,
cerlilies the Annual Relurn and
sends it back to the body for
publishing by 30 Saptember.

30 June and 5
rasents the relurn Generalfor Walos. cerlifies the Aonual Return and
::: i;e body. sends il back to the body for

publishing by 30 September.

Please read the guidance on completing this Annual Return and complete all sections highlighted in red
including BOTH sections of the Annual Governance Statement.

APPROVING THE ANNUAL RETURN

There are two boxes for certification and approval by the body. The second hox is only required
if the Annual Return has to be amended as a result of the audit, You should only complete the top box before
sending the form to the audifor, 4

The council must approve the Annual Return BEFORE the accounts and supporting documents are made
available for public inspection under section 30 of the Public Audit {(Wales} Act 2004,

The Auditor General for Wales’ Audlt Certificate and report is to be completed by the auditor acting on behalf
of the Auditor General. It MUST NOT be completed by the ClerkiRFO, the Chalr o the internal auditor.

Audited and certified returns are sent back to the body for publication and display of the accounting statements,
Annual Governance Statement and the Auditor General for Wales’ certificate and report.



Accounting statements 2018-19 for:

Name of body:

31 March
2018

(£

31 March
2019

-(£)

Please round all figures to nearesz £
Do hotleave any boxas blank and report £0-or nil balances.
Allfigures must agree to the. undertymg financial recordv.

&

10,

Balanoes
brought forward
(+) Income
fram local

Eaxé(ion!levg

{+) Total olher
receipts

{-) Staff costs

{-) Loan
interesticapital

rgpayments

1t

14,

{(-) Total other
payments

{=) Balances

ramed forward

{+) Debtors and
stock balances
{+) Total

cash and
investmenis

{-) Creditors

(=) Balances
carried forward

. Total fixed

assels and

long-term assels

. Total borrowing

Trust funds
disclosure note

: Staiement of baiances

T minus staff costs (line 4) and loan interest/capitel repayments

15203)-(@0606),

4 fncome and expenditure accounts only: Enter the value of

1 Total balances should equal line 7 above; Enter the total of

for the.relevant year. .

Total balancexs and resanves ak the begmmng of the yeax as :
recorded in the financial records, Must agree lo line 7 of the i
prewous year. t

Total amount uf income (t»f.ervedireceivabm in 1he ycar from
local taxation (precept) or levy/contribution from principal bodies.

Total income oF receipts recorded in the cashbook minus
amounts included in line 2. Includes supporl, discretionary and
revenue grants.

Total expenditure or paymenls made to and on behau of
all employees. include salaries and wages, PAYE and Ni
{employees and employers), pension conlributions and refated
expenses 8g. !ermmatlou costs. 1

Total expenditure or payments of cazanal and mieresl made
during the year on external borrowing (if any).

Total expenditure or payments as recorded in the cashbook i

(lme 5).

Total balances and reserves al lhe end of tha year. Mus( equal

debts owed to the body and stock balances held at the year-end. e

i Alt accounts: The sum of all current and deposit bank accounts, :

cash holdings and investments held at 31 March, This must
agree with the reconciled cashbook balance as per the bank
reconciiigtion. ]
Income and expendimm accounts only Eniar the value o(
monies owed by the body (except borrowing) at the year- -end.
@+0-10). :
The asset and investment feguster vaiue of ail ﬁxed assels 'md ,
any other long-term assets held as al 31 March.

The outstanding capilal balance as at 31 March of all loans from
third parties (including PWLB),

m The hody acts as sole trustee for and is responsible for ’

managing (a) rust fund{s)fassels {readers should note that the
figures above do not include any trust fransactions).

Annual Governance Statement (Part 1)

We acknowledge as the members of the Council/Board/Committee, our responsibifity for ensuring that there is a
sound system of internal control, including 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 2019, that:

.
ls.
|

T'usl funds

We have put in place arangements for:

o effective financial management during the year;

and

o the praparation and approval of the accounting

staiemenls

We hcwe mainlamed an adequale system of n*dernal

control, inctuding measures designed to prevent
and delect fraud and corruption, and reviewed ils

eﬁeotweness

We have laken ail reasonabla aiaps to assure
ourseives that there are no matters of aclual or

polentiat non-compliance with laws, regulations and

codes of practice that could have a significant
financial effect on the ability of the Council/Board/

Committee 1o conduot ils business or on its finances.

We have provided proper opporiunily for the
exercise of electors’ rights in accordance with the
requirements of the Accounts and Audit (Wales)

) Regmauons 2014

We have cartled oul an assessment of tms nska
facing the CouncilfBoard/Committee and taken
appropriale steps to manage those risks, including
ihe introduction of internal controls andfor external
msurance cover whare requwed

We have maintained an adequate and effecuve

system of internal audit of the accounting records
and contro! systems throughout the year and have
received a report from the internal auditor.

. We have considered whether any litigation,

liabitities or commitments, events or transactions,
ocourring either during or after the year-end, have
financial impact on the CouncillBoard/Committee

and, where appropriate, have included them on the

EIC('DlJnUI‘tg s(atemems

We have taken appropriate action on all mdller%

raised in previous reports from internal and external

audit,

in our capaczly as 1rustee we have

s discharged our responsibilily in relation to the
accountability for the fund(s) including financial
reporting and, if required, independent
exammalmn or audil

a

A’greed?~

i
§
§
!

1

YES" ineans that the
CounciltBoardfCommittee:

Properly sefs ils budget and
manages ils money and prepares
and approves its accounting
statements as proscribed by faw.

Made proper arrangements
angd accepted responsibility for
safeguarding the public money
and resources m its charge

Has only done things that it has

the legal power to do and hae
conformed to codes of practice and
standards in the way it has done so,

Has given all persons interested
the opportunily to inspect the body's
accounts as sel ocut in the nolice of
audijt,

Cans;dered the rmanmai and other
risks it faces In the operation of
the body and has dealt with them
properly,

Arranged for a compotent person,
independent of the financial controls
and procedurss, to give an objective
view on whether these meel the
needs of the body

Disclosed evefylhlng xl should havc

aboutits business during the year
including events taking place afier
the year-end if relevant,

Considered and taken
appropriate action to address
issuesiwaaknesses brought fo its
attention by both the internal and
extarmnal auditors.

Has met all of its responsibitities

where it is a sole managing trustee

- of a local trust or trusts.

8,8,23

PG Ref

16,12

6,23 |

i
|
1o

3.6

* Please pnowde- explanatuons &o the exlernal audazor ona separale sheet for eath ‘no’ response gwen and demnba whal acilon is
being taken to address the weaknesses identified.



Annual Governance Statement (Part 2)

Has properly eslablished its internal rules
selling out how it will conduct its business.

We have adopted standing orders and financial
reguiations as appropriate,

Has foliowed ils internal rules and reviewed
its compliance with those rules

2. We have ensured that the Council's standing orders
and financial regutations have been followed for alt
relevant transactions,

3. All commitlees and sub-committees of the council
have been properly established and provided with
appropriate terms of reference selling out the
delegated responsibilities to make decisions or
recommendauons

Has ensured that where applicable, the
Council has properly delegated its
responsibilities to commitlees

% Please deleie as appropr]ale

Council/Board/Committee approval and certification

The Councii/Board/Commiltee is responsible for the preparation of the accounting statements in accordance with the requirements
of the Accounts and Audit Wales) Regulations 2014 and for the preparation of the Annual Govemance Statement.

Certification by the RFO Approval by the Council/Board/Commitiee i
| certify that the accounting stalements contained in this Annual f | confirm thal these accounting statements and i
Return presents fairly the financial position of the Council/Board! | Annual Governance Statement were approved by the

: | Committee, and its income and expenditure, of praperly presents | Council/Board/Committee under minute reference:
i recelpts and payments, as the case may be, for the year ended

i 31 Maych 2019,

Council/Board/Committee re-approval and re-cetrtification (only required if the Annual Return has
been amended at audit}

Cartlﬁcatlun by (he RFO ; Approval by the Council/Board/Commitiee
[ certify that the accounting stalements contained in this Annual \ t confirm that these accounting statements and
I
I
I}

|

| Return presents fairly the financial position of the Council/Board/ | Annual Governance Stalement were approved by the
' Commiltee, and its income and expenditure, or properly presents | Co
i receipts and payments, as the case may be, for the year ended

i 31 March 2019,

uncilfBoard/Commiltes under minule reference:

s —
Auditor General for Wales' Audit Certificate and report

| have conducted my audit on behalf of, and in accordance with, guidance issued by the Auditor General for Wales.
On the basis of my review of the Annual Return and supporting information, | report whether any matters that come to
my attention give cause for concem that relevant legistation and regulatory requirements have not been met.

i certify that | have completed the audit of the Annual Return for the year ended 31 March 2019 of.

A MumblesCommunl&Councll
Externat audltor s raport

f am raquzred by faw to sat sfy myself that:
e the council’s accounts are prepared in accordance with the Accounts and Audit (Wales) Regulations 2014:
" the accounts comply with all other statutory provisions applicable to the accounts;
j . proper practices have been observed in compiling the accounts; and
le that the councit has made proper arrangements for securing economy efficiency and effectiveness in its use
of resources. :
On the basis of my review carried out in accordance with the Audifor General's Code of Audit Practice, no matters
! have come fo my attention {o give cause for concern that the council's accounts are not prepared in accordance
| with the Accounts and Audit (Wales) Regulations 2014 and that proper practices have not been observed in
| compiling the accounts, |
| In its Annual Governance Statement, the Council states that it has taken steps to ensure that there are no matters w
f actual or potential non-compiiance with laws, regulations and codes of practice. in my opinion, this assertion is
¢ not correct.
The Council has incurred expenditure of £5,544 related to planning consuitancy fees. | consider this !
expentditure to be untawful because the Council has failed to comply with its standing orders and financial |
regulations related 1o procurement.

i In continuing to engage the services of one supplier without further market testing, the Council has not
made proper arrangements 10 secure the economy, efficiency and effectiveness in its use of resources.

| Further information on these matters is included in the Auditor General's report in the public interest issued on 6th
. November 2019.

Extemal audltor s name:

\ Exlemal audltor's stgnature Date

| For and on behalf of the Auditor General for Wales ) ]

* Deleto as appropriate.

Bas.
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Annual internal audit report to:

The Council/Bo, d/Oepafﬁttee's internal audit, acting independently and on the basis of an assessment of risk,
has included carrying out a selective assessment of compliance with relevant procedures and controls expected
to be in aperation during the financial year ending 31 March 2019,

The internal audit has been carried out in accordance with the Councillaoardt/CoWea's needs and planned
caverage. 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 controf and the internal audit conclusions on whether,
in al significant respects, the following controf objectives were being achieved throughout the financial year to a
standard adequate to meel the needs of the Councif/BWC{y;t{ri‘see.

‘Agree,d? o Odtfiisé_afzw‘ox'k,undcrlhkén:hs partof .0

o theiinternal audit (NBnot required if " <
Saverads (Ievta,lled‘ internal audit report pmsenled J
s b telhody) - : ;

1. Appropriate books of account have

; been properly kept throughout the

. year

i 2. Financial tegulations have been
met, payments were supported by
involees, expenditure was approved
and VAT was appropriately
accounted for.

3. The body assessed the significant
risks to achieving ils cbjectives
and reviewed the adequacy of
arrangements to manage these.

: 4. The annual precept/levyiresource

demand requirement resuited from

an adequate budgetary process,

i progress against the budget was
regularly monitored, and reserves
were appropriate.

5. Expected income was fully

i received, based on correct prices,

i propery recorded and promplly

: banked, and VAT was approprialely
/ aceaunted for,

: 6. Petty cash payments were
properly supported by receipts,
expenditure was approved and
VAT appropristely accountsd for,

| 7. Salartes to employees and
allowances to members were paid
in aceordance with minuted
approvals, and PAYE and Nt
requirements were propeily applied.

: 8. Asset and invesiment registers
were complele, acecurate,
and proporly maintained,

‘Qutline of work uﬁdertaken as part of

the internal audit (NB not required if
detailed internal audit report presented
o body)}

covered”’

|9, Periodic and year-ond bank account f
; reconciliations were properly carried
ouf.

i 10. Accounting statements prepared

; during the year were prepared

on the correct accounting basis
(receipts and payments/income
and expenditure), agreed with the
cashbook, were supporled by an
adequate audil trail from underlying
records, and where appropriate,
doebtors and creditors were property
recorded.

i 11, Trust funds {including charitable

trusts). The Council/Boardf

; Cormmittee has mat ils
responsébilities as a trusle

any;iskym‘_e;&s identified bythe CélmciUBoa':dlCommltteo {list ar(y other risk areas below or.on soparate sheets if

Agreed? -1 Outline of work undertaken as pari of

T NI: ‘the internal audit (NB not required if
detailed internal audit report presentod
to body) ;

* i the response is ‘no’, piease state the implications and action being taken to address any weakness in control identified
(add separate sheets if neaded).

“* 1f the response is 'not covered’, please state when the most recent internal audit work was donae in this area and when it is
next planned, or if coverdge is not required, internal audit must explain why not.

My detailed findings and recommendations which | draw to (he attention of the CouncilfBoard/Commitles are included in my
detailed report to the Councit/Board/Commitiee dated ‘W /9 1 Delste If no report prepared.

Internal audit confirmation

i/y( confirm that as the Council's internal auditor, liwghave not been involved in a management or administrative role within the
body (including preparation of the accounts) or as a member of the body during the financial years 2017-18 and 2018-18. | also
confirm that there are no conflicts of interast surrounding my appointment,




