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| have completed an internal audit of the accounts for Frettenham Parish Council for the year

ending 2023/2024.

My findings are detailed below using the tests provided in the Governance and Accountability

(England) 2023.

| would like to thank the Clerk/RFO for providing me with all the information required for the Internal

Audit.

Total Receipts
Total Payments
Total Reserves
Precept 2023/2024

Internal control

£10,783.24
£17,457.50
£8,756.34
£8,590.00

Test

Observations

Proper
bookkeeping

Is the cashbook maintained and up to
date?

Yes, using Excel.

Is the cashbook arithmetically correct?

Yes

Standing Orders,
Financial
Regulations and
payment controls

Is the cashbook regularly balanced?

Has the council formally adopted Standing
Orders and Financial Regulations?

Yes, every month or at the
meetings

Yes

Date Standing Orders last reviewed

Yes, March 2024

Date Financial Regulations last reviewed

Yes, February 2024

Has a Responsible finance officer been
appointed with specific duties?

Yes, the Clerk is also the RFO

Have items or services above the de
minimus amount been competitively
purchased?

n/a

Are payments in the cashbook supported
by purchase orders, invoices, authorised
and minuted?

No purchase orders used.
There is a payment list at every
meeting that is approved for
payment. The councillors do
not counter-sign the invoices

Has VAT on payments been identified,
recorded and reclaimed?

No. No record of VAT being re-
claimed.

arrangements

unusual financial activity?

Is s137 expenditure separately recorded Yes
and within statutory limits?
Have S137 payments been approved and | Yes
included in the minutes as such?

Risk management | Does a review of the minutes identify any | No
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Internal control

Test

Observations

Budgetary
controls

Do minutes record the council carrying out
an annual risk assessment or review of
their risk management scheme?

Reviewed in March 2024

Is insurance cover appropriate and
adequate?

Are internal financial controls documented
and regularly reviewed?

Has the council prepared an annual
budget in support of its precept and has
this been minuted as being approved?

Zurich 1/6/23 — 31/5/24

PL = £10,000,000

EL = £10,000,000

Fidelity Guarantee £25,000

Not completed

There was no budget agreed in
2022-23.

2023-24 were approved in
12/1/24 minutes 13a but no
budget figure.

Has the precept been calculated from the | Yes
budget and been approved?
Does the budget include an actual Yes

completed year?

Is actual expenditure against budget
regularly reported to the council?

Yes at every meeting.

Are there any significant unexplained No
variances from budget?
Income controls Is income properly recorded and promptly | Yes
banked?
Does the precept recorded agree to the No evidence
Council Tax authority’s notification?
Are security controls over cash and near- | No cash
cash adequate and effective?
Petty cash Is all petty cash spent recorded and n/a
procedures supported by VAT invoices/receipts?
Is petty cash expenditure reported to each | n/a
council meeting?
Is petty cash reimbursement carried out n/a
regularly?
Payroll controls Do all employees have contracts of Yes

employment with clear terms and
conditions?
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Internal control

Test

Observations

Asset controls

Do salaries paid agree with those
approved by the council?

Are salaries above the National Living
Wage/Minimum Wage?

Are other payments to employees
reasonable and approved by the council?

Have PAYE/NIC been properly operated
by the council as an employer?

Does the council maintain a register of all
material assets owned or in its care?

Are the assets and Investments registers
up to date? When were these last
reviewed?

Yes

Yes, using NJC Scales

Yes

Yes

Please check

Please check

Do asset insurance valuations agree with
those in the asset register?

Yes

Bank
reconciliation

Is there a bank reconciliation for each
account and is this reported to council?

Yes at every meeting

Is a bank reconciliation carried out Yes
regularly and in a timely fashion?

Are there any unexplained balancing No
entries in any reconciliation?

Is the value of investments held No

summarised on the reconciliation?

Year-end
procedures

Are year-end accounts prepared using the
correct accounting basis (Receipts and
Payments or Income and Expenditure)?

Receipts and Payments as
under £200,000

Do accounts agree with the cash book? Yes
Can you agree the Bank balance brought |Yes
forward from previous year

Has a year-end bank reconciliation been | Yes
undertaken?

Is there an audit trail from underlying Yes
financial records to the accounts?

Where appropriate, have debtors and n/a

creditors been properly recorded?
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Internal control

Test

Observations

Procedural

Is eligibility for the General Power of
Competence properly evidenced?

No

Have points raised on the last Internal
Audit report been considered by council
and actioned?

No internal audit done for 2022-
2023

Has last years minutes recorded the
appointment of an Internal Auditor and
agreed the costings

None for 2022-2023 audit year.
Yes for 2023-2024 audit year

Transparency: For | Minutes for whole year on website? Yes
smaller councils
with turnover
under £25,000 Agendas for whole year on website? Yes
And over
£200,000
Payments over £500 detailed on website | £100
£100 for councils under £25,0007?
Electors’ rights advertised on website? No
Councillors’ responsibilities detailed on Yes
website?
Last financial year's Annual Return on No
website?
Land and building assets details on n/a
website? (Description, location,
owner/leaseholder, date and cost of
acquisition and present use)
Web Accessibility | Does your website and documents Yes
comply?
Using https://webaim.org/
Burial Authorities | Are fees levied in accordance with the n/a
only Council’s approved scale of fees and
charges?
Have fees for the cemetery been reviewed | n/a
and agreed by Council?
Were comparisons made with other n/a
cemeteries prior to setting the fees?
Have burial books been kept up to date n/a

and are they safely stored?
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Internal control Test Observations

Allotments Has a list of allotment holders with Yes, kept separate from the
amounts paid to Council been submitted? | Parish Council, separate
meetings, same bank account

Have fees for the allotments been Yes
reviewed and agreed by Council?

Councils with Have Charities reported and accounted n/a
charities only separately?
Have the Charity accounts been n/a

independently audited?

Have the Charity accounts and Annual n/a
Return been filed within the legal time
limit?
General Data Has the Council adopted a Data Yes
Protection Protection Policy?
Regulation
(compliance from | Has the Council carried out an information | Yes
25/5/2018) audit?
Has the Council put in place Privacy Yes
Notices?
Is there evidence of the policies on the Yes
website
Has Data Protection been built into the Yes
general procedures, processes and
policies of the Council?
Balance B/f 1/4/23 confirmed £19,653.63
Balance as at 31/3/24 confirmed £13,743.57

e Delegated powers were agreed for cheque signing, when there is no meetings.
Well done for forward thinking.

Summary of my recommendations:

Great set of accounts. And statement of accounts. The Accounts are in such good order, it
has made my Internal Audit very easy, thank you. The Accounts look like the Clerk has
worked hard on the accounts, the policies and the website.

e The Procurement Threshold will need to mirror each other in the Standing Orders
and Financial Regulations.

e Please note that there are some new Financial Regulations out for review.

e Please see information attached in the email regarding Working From Home
expenses when working for two or more parish councils.

e There is a discrepancy with one of your last cheques: Norwich Print Solutions
invoice shows £222.00, Payment list that was agreed at the March meeting shows
£240.00 and the cheque was written for £220.00!

e On the Councillors web page, please add the link to the District Councils Register of
Interests page, for your councillors.
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No record of VAT being claimed. The Clerk has knowledge of this.

No Internal Controls completed. The Clerk is aware of this.

The precept and budget was not minuted/approved for 2022-2023.

The budget was set in 12/1/2024, but no budget figure was minuted.

No evidence of the Precept form being completed and sent to the District Council.

These should be on the website too.

No evidence of payslips/P45 for the exiting Clerk.

e The asset register on the website has the same figures as the insurance document.
(outdoor equipment £13,112.72 and playground £103,590.52) However, those
figures do not mirror the asset figures on the AGAR (£92,486)

e The Clerk appeared to have some issues with her expenses but appears to have
been working towards rectifying this. Well Done.

e The Clerk has already pointed out an issue with Keep Britain Tidy invoice.

e The Clerk has recorded that there is a missing cheque book.

e At the Annual meeting of the parish council, there appears not to have elected a
chairman and the signing of the Declaration of Acceptance of Office. In May 2023,
there was an election year. It is very important for all councillors to sign the
Declaration of Acceptance of Office and to fill in the register of interests, again.

e There appears to be no election of chairman throughout the year.

e Under The Accounts and Audit Regulations 2015, Part 3, Publication of statement
of accounts, annual governance statement and narrative statement for Category 1
authorities: 10 (3) (b):

‘ensure that those documents remains available for public access for a period of not
less than five years beginning with the date on which those documents were first
published in accordance with that paragraph.’

e | cannot see any previous minutes. The website should show minutes dating back
at least 5 years. If you can manage the Agendas too.

e Email gov.uk accounts:

Click on this link to view the news blog in connection with .gov.uk domain

Council operates with a .gov.uk email address for the Clerk and Councillors,
thereby complying with GDPR and demonstrating that the council has an official
status thereby building trust, credibility and authenticity.
e Finance documents needed for the website, annually:
o CIL Return
Approved Budget
Approved Precept form for District Council
Items over £100 of expenditure
Asset Register
Year End bank reconciliation
AGAR Certificate of exemption
AGARAIAR
AGAR Section 1 Annual Governance Statement
AGAR Section 2 Accounting Statement
Notice of public rights & publication of annual Governance and Accountability
return (Exempt authority) Use default dates of Monday 3/6/24 — Friday
12/7/24

O O O OO0 O OO0 0 o0

Signed: ..ooveevne.... Tina Hewhy......ovvvevererinerrenen Date: 13t May 2024
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Internal Control Objective — explained:

Items from the AGAR Annual Internal Audit Report
L No previous Audits and Accounting

M No current period of exercise of public rights
N No completed AGAR on website
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