Local Councils, Internal Drainage Boards
and other Smaller Authorities in England
Annual return for the year ended 31 March 2017

Every smaller authority in England with an annual turnover of £6.5 million or less must complete
an annual return at the end of each financial year in accordance with proper practices
summarising its activities. In this annual return the term 'smaller authority' includes a Parish
Meeting, a Parish Council, a Town Council and an Internal Drainage Board.

The annual return on pages 2 to 4 is made up of three sections:

— Sections 1 and 2 are completed by the smaller authority. Smaller authorities must approve
Section 1 before Section 2.

— Section 3 is completed by the externa! auditor.

In addition, the internal audit report is completed by the smaller authority's internal audit provider.

Each smaller authority must approve Section 1 and Section 2 in order and in accordance
with the requirements of the Accounts and Audit Regulations 2015.

Completing your annual return

Guidance notes, including a completion checklist, are provided on page 6 and at relevant points in
the annual return.

Complete all highlighted sections. Do not leave any highlighted box blank. Incomplete or incorrect
returns require additional external auditor work and may incur additional costs.

Send the annual return, together with the bank reconciliation as at 31 March 2017, an explanation
of any significant year on year variances in the accounting statements, your notification of the
commencement date of the period for the exercise of public rights and any additional
information requested, to your external auditor by the due date.

Your external auditor will ask for any additional documents needed for their work. Unless
requested, do not send any original financial records to the external auditor.

Once the external auditor has completed their work, certified annual returns will be returned to the
smaller authority for publication and public display of Sections 1, 2 and 3. You must publish and
display the annual return, including the external auditor's report, by 30 September 2017.

It should not be necessary for you to contact the external auditor for guidance.

More guidance on completing this annual return is available in the Practitioners’ Guide that can
be downloaded from www.nalc.gov.uk or from www.slcc.co.uk or from www.ada.org.uk

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to Local Audit and Accountability Act 2014
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Section 1 — Annual governance statement 2016/17

We acknowledge as the members of:

Enter name of

smaller authority here:

TUNBRIAGE (WELLS (ormonS ConSedVATo LS

our responsibility 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,

1. We have put in place arrangements for effective

with respect to the accounting statements for the year ended 31 March 2017, that:

financial management during the year, and for the
preparation of the accounting statements.

Yes:

 means that this smaller authority:

prepared its accounting statements in
accordance with the Accounts and

Audit Regulations.

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.

3. We took all reasonabie steps to assure ourselves that

there are no matters of actual or potential non-compliance
with laws, reguiations and proper practices that could
have a significant financial effect on the ability of this
smaller authority to conduct its business or on

its finances.

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

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.

w

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

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

8. 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.

7. We took appropriate action on all matters raised in

reports from internal and external audit.

N N e

responded to matters brought to its attention by
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
smaller authority and, where appropriate have included
them in the accounting statements.

9. (For local councils only) Trust funds including charitable. g

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.

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 it is a

sole managing trustee of a local trust or trusts.

This annual governance statement is approved by this
smaller authority on:

22 06 20(7

and recorded as minute reference:

*Note: Please provide explanations to the external auditor on a separate sheet for éach ‘No' response. Describe how {his smaHeVri’

authority will address the weaknesses identified.

Page 20f6




Section 2 — Accounting statements 2016/17 for

Enter name of
smaller authority here:

— 7 - 7o - ~ — —n,
S UNBRIANGE WELLS CoriomtonsS CONSEAVATS

| Notes and guidance - ; S s
Please round all ﬁgures to nearest£1. Donot !eave any boxes blank

and report £0 or Nit balances ‘Al ﬁgures must agree to underlymg
financial records. -

7 1. Balances brought
forward

21799

4/*8 /66

Total balances and reserves at the begmnmg of the year as recorded
in the financial records. Value must agree to Box 7 of previous year.

2. (+) Precept or Rates
and Levies

/3 oo

Total amount of precept (or for IDBs, rates and levies) received
or receivable in the year. Exclude any grants received.

3. (+) Total
other receipts

31979

/%ooo
/G684

Total income or receipts as recorded in the cashbook less the
precept or rates/levies received (line 2). Include any grants received.

4. (-) Staff costs

49636

50097

Total expenditure or payments made to and on behalf of all
employees. Include salaries and wages, PAYE and NI (employees
and employers), pension contributions and employment expenses.

5. {(-)Loan Total expenditure or payments of capital and interest made during
interest/capital . the year on the smaller authority's borrowings (if any).
repayments /\/ /e /\/'/ &

6. (-) All other . 7 Total expenditure or payments as recorded in the cashbook less staff
payments 99/ / 7 é /2/{— 958 costs (line 4) and loan interest/capital repayments (line 5).

7. (=) Balances carried ., ' Total balances and reserves at the end of the year. Must equal
forward AG 166 I3T§0 D (1+2+3) - (4+5+8)

8. Total value of cash
and short term
investments

59430

5780/

The sum of all current and deposit bank accounts, cash holdings and
short term investments held as at 31 March — To agree with bank
reconciliation.

9. Total fixed assets
plus fong term

This cell shows the value of all the property the authority owns. it is
made up of its fixed assets and long-term investments.

investments Sl /\// ya
and assets

10. Total /\/ . i The outstanding capital balance as at 31 March of all loans from third
borrowings /s N parties (including PWLB).

11. (For Local Councils , The Council acts as sole trustee for and is responsible for managing

Only) Disclosure
note re Trust funds

(including charitable)

Trust funds or assets.
N.B. The figures in the acc

above do not inclu

| certify that for the year ended 31 March 2017 the
accounting statements in this annual return present fairly the
financial position of this smaller authority and its income and
expenditure, or properly present receipts and payments, as

the case may be.

Signed by Responsmle Financial Offigeg;

22

| confirm that these accounting statements were approved
by this smaller authority on:
- D

22 06 Zor7 o

and recorded as minute reference:

7

Signed b} Chair at mesting where approval is given:
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Section 3 — External auditor report and certificate

In respect of:

Enter name of
smaller authority here:

1. Respective responsibilities of the body and the auditor

This smaller authority is responsible for ensuring that its financial management is adequate and
effective and that it has a sound system of internal control. The smaller authority prepares an
annual return in accordance with proper practices which:

» summarises the accounting records for the year ended 31 March 2017; and

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

Our responsibility is to review the annual return in accordance with guidance issued by the
National Audit Office (NAQO) on behalf of the Comptroller and Auditor General (see note below).
Our work does not constitute an audit carried out in accordance with international Standards on
Auditing (UK & Ireland) and does not provide the same level of assurance that such an audit
would do.

2. 2016/17 External auditor report

(Except for the matters reported below)” on the basis of our review of the annual return, in our opinion the information in the annual
return is in accordance with proper practices and no other matters have come to our attention giving cause for concern that relevant
legislative and regulatory requirements have not been met. (*delete as appropriate).

(continue on a separate sheet if required)

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

(continue on a separate sheet if required)

3. 2016/17 External auditor certificate

We certify/do not certify* that we have completed our review of the annual return, and
discharged our responsibilities under the Local Audit and Accountability Act 2014, for the
year ended 31 March 2017.

* We do not certify completion because:

i
i

External auditor signature |

External auditor name i ) i Date E

Note: The NAQ issued guidance applicable to external auditors' work on 2016/17 accounts in Auditor Guidance Note AGN/02. The
. AGN is available from the NAO website (www.nao.org.uk)
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Annual internal audit report 2016/17 to

Eriter name of [

M
3

smailer authofty hers N AR A

L Rt P

This smaller authority’s internal audit acting independently ana on the basis of an assessment of
risk. carned out a selective assessment of compiiance with relevant proceduras and controls
gxpected to be in operation during the financial year ended 31 March 2017,

internai audit has been carried cut in accordance with this smatier authority's needs and plannad
coverage On the basis of the findings in the areas examined, the internai audt conclusions are
summarised in this tanle. Set out below are the abjectives of internai control and alengside are the
internal audit conclusions on whether, in ail significant respects. the contro o' biectiv

achieved throughout the financiat year t¢ a standard adequate 1o meet the needs

smaller authority.

es were being
of th

A Appioprate accounting records have been Kept properly throughout the year

1B Trus smaller authonty me: its financial regulations paymenis were supponsd by mvoces, ali
expenditure was approved and VAT was appropnately accounted for

Tnis smailer authonly assessed the significant nsks ¢ h 2ving s objactives
adeguacy of arrangements ¢ manage these

D The precept of rates requirement resulted from dm@,&e budgetary proces
agamnst the budget was requiafly monitored. and reservas waie appropnale

. e e s e e s ke
E  Expected income was fuilly recaived. based on corrsct propatly recorded ang cr»;m‘p y :
panked and VAT was appropnately accounted for T ; :
Petty cash payments
approved and YAT uppropnatei\y LLCQLAKQ(} for

3 HY CCOraance wi
: Droperty apphied

Salanes to employees and allowances 1o members ware
i authonty's approvels. and PAYE and NI requiremenis we

H o Asset and invesimentis registers were comy

i Penodic and year-end bank account recong

I ¢ Accouniing statemernts prepared dunng th
(reCIpIs and payments of incoms and sxpendily
adequate auddt trail from underlying records and whe
i property recorced

§KL (For local councids only

Trust funds inciuding chanial

H

s Delow ar on separats

Signature of persot Wha carmed oul ihe ntemal audt

conrondenihied

I the response s no please state the imphcations and acion being tiaken 10 addre
{add seporate sheels f neaeded;

“*Nate if the "ﬁﬁpvn"? 15 1wl coverad please siale when th
next giannem Of i cmemqv 1% Nt ff*quﬁvd el audd must explam

T WEARNE

TS ey BT when s

et

3]
(o}



Guidance notes on completing the 2016/17 annual return

1.

10.

1.

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

All sections All highlighted boxes have been completed?

You must apply proper practices for preparing this annual return. Proper practices are found in the
Practitioners’ Guide* which is updated from time to time and contains everything you should need to
prepare successfully for your financial year-end and the subsequent work by the auditor. NALC, SLCC
and ADA have helplines if you want o talk through any problem you encounter.

Make sure that your annual return is complete (i.e. no empty highlighted boxes), and is properly
signed and dated. Avoid making amendments to the completed return. Any amendments must be
approved by the smaller authority, properly initialled and explanation provided. Annual returns
containing unexplained or unapproved amendments may be returned and incur additional costs.

Smaller authorities must approve Section 1 on page 2 before approving Section 2 on page 3.

Use the checklist provided below. Use a second pair of eyes, perhaps a Councillor or Board Member,
to review the annual return for completeness and accuracy before sending it to the external auditor.

Do not send the external auditor any information not specifically asked for. Doing so is not helpful.
However, you must tell the external auditor about any change of Clerk, Responsible Finance Officer
or Chair.

Make sure that the copy of the bank reconciliation which you send to your external auditor with the
annual return covers all your bank accounts. If your smaller authority holds any short-term
investments, note their value on the bank reconciliation. The external auditor must be able to agree
your bank reconciliation to Box 8 on the accounting statements (Section 2 on page 3). You must
provide an explanation for 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 3. Do not just send in a 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 complete numerical and narrative

analysis to support your explanation. There are a number of examples provided in the Practitioners’
Guide* to assist you.

If the external auditor has to review unsolicited information, or receives an incomplete bank
reconciliation, or you do not fully explain variances, this may incur additional costs for which the
auditor will make a charge.

. You must inform the external auditor of the date set for the commencement of the period for

the exercise of public rights.

Make sure that your accounting statements add up and the balance carried forward from the previous
year (Box 7 of 2016) equals the balance brought forward in the current year (Box 1 of 2017).

Do not complete Section 3 which is reserved for the external auditor.

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

Section 1 For any statement to which the response is ‘no’, an explanation is provided?

Section 2 Smaller authority approval of the accounting statements is confirmed by the signature of the Chair

of the approval meeting?

An explanation of significant variations from last year to this year is provided?

Bank reconciliation as at 31 March 2017 agreed to Box 8?

An explanation of any difference between Box 7 and Box 8 is provided?

Sections 1 and 2 Trust funds — all disclosures made if a Council is a sole managing trustee? NB: Do not send trust

accounting statements unless requested.

Internal Audit report All highlighted boxes completed by internal audit and explanations provided?

« *Note: The Practitioners’ Guide is available from your local NALC, SLCC or ADA representatives or from www.nalc.gov.uk or

www.slcc.co.uk or www.ada.org.uk.
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Reconciliation between Box 7 and Box 8 in Section 2 -

pro forma

(applies to Annual Returns prepared on an income and expenditure basis only)

Tunbridge Wells Commons Conservators

There should only be a difference between Box 7 and Box 8 where the Annual Return has been
prepared on an income and expenditure basis and there have been adjustments for
debtors/prepayments and creditors/receipts in advance at the year end. Please provide details of
the year end adjustments, showing how the net difference between them is equal to the

difference between Boxes 7 and 8.

£ £
Box 7: Balances carried forward at 31 March 2017 37,801.60
Deduct: Debtors
[ ]
®
[ ]
*
14,460.00
Deduct: Payments made in advance
(prepayments)
[ ]
[ ]
Nil
Total deductions 14,460.00
Add: Creditors
[ ]
®
[ ]
[ ]
34169.19
Add: Receipts in advance
[
[ ]
Nil
Total additions 34,169.19
Box 8: Total cash and short term investments at 31 March 2017 57,510.79




Explanation of variances — pro forma

explanations, including numerical values, for the following:

Tunbridge Wells Commons Conservators
The ‘Practitioners’ Guide’ provides guidance on explaining significant variances. Please provide full

+ variances of more than 15% between totals for individual boxes (except variances of less than

£200);

o if the total reserves (Box 7) figure is more than twice the annual precept value (Box 2).

Section 2

2015/16 2016/17 | Variance
£ £ £ %

Variance

Detailed explanation of variance
(with amounts £)

Box 2
Precept or
Rates and
Levies

143,000 145,000 2,000 1.4

Box 3
Total other
receipts

31,979 19,686 -12,293 -38.4

Planning Contribution of £18,882 received
from Borough Council.

Maintenance contribution of £2,000
received from Dandara in respect of
Union House land swap  Both
contributions in 2015/16

Box 4
Staff costs

49,636 50,092 456 0.9

Box 5

Loan
interest/
capital
repayments

NIL NIL

Box 6
All other
payments

99,176 124,958 25,782 26.0

Additional costs/ works/purchases
From contributions £8,712

From Planning Contrib £12,500
Administration (excl staff) £604
Maintenance of Commons £3,966

Box 9

Total fixed
assets &
long term
investments
& assets

NiL NIL

Box 10
Total
borrowings

NIL NIL

Explanation
for ‘high’
reserves

Box 7 is more than twice Box 2 because ...
Not Applicable




Bank reconciliation

Tunbridge Wells Commons Conservators

Financial year ending 31 March 2017

Prepared by G Levitt (Treasurer])
Date 2 June 2016

Balance per bank statements as at 31 March 2017:
Lloyds Current account
Lioyds Deposit Business Bank Instant account

Petty cash float
Less: any unpresented cheques at 31 March 2017

Cheque number 001472
001473
001474
001475
001476
001477

Net balances as at 31 March 2017 (Box 8)

£ £
80,447.41
3,979.38

84,426.79

60.00
(717.00)
(397.00)
780.00)
2335.00)
(19320.00)
(3427.00)

(26976.00)

57,510.79

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

the year, as follows:
CASH BOOK:

Opening Balance 1 April 2017 (Prior year Box 8)
Add: Receipts in the year See Note 1
Less: Payments in the year See Note 2

59,430.65
1562,726.21
(154,646.07)

Closing balance per cash book [receipts and payments book] as
at 31 March 2017 (must equal net balances above — Box 8) 57,510.79

Note 1
income for year
Less Accruals for 2016/17

Add Accruals for 2015/16
Receipts in year

Note 2

Expenditure in year

Less Creditors accrued for 2016/17

Add Creditors for 2015/16 paid in 2016/17
Payments in year

164,686.21
14,460.00
150,226.21
2,500.00
152,726.21

175,050.90
(34,169.19)
13,764.36
154,646.07



	Annual Return 2016-17
	download.aspx

