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CE/ j/E. 13 September 2013
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Dear Mrs Farrelly

Cliffe and Cliffe Woods Parish Council
Completion of the annual audit for the year ended 31 March 2013

We have completed our audit of the Annual Return for Cliffe and Cliffe Woods Parish Council for the year
ended 31 March 2013. Please find enclosed the certified Annual Return for your attention.

The external auditor certificate and opinion is given in Section 3 of the Annual Return which details any
matters arising from the audit. The Body must consider these matters and decide what, if any, action is
required.

Action you are required to take at the conclusion of the audit

The Accounts and Audit (England) Regulations 2011 (S| 2011/817) set out what you must do at the
conclusion of the audit. In summary, you are required to:

e Prepare a “Notice of conclusion of the audit and right to Inspect the Annual Return”, in line with the
statutory requirements. We attach a proforma notice you may use for this purpose.

e Display the “Notice” for a period of at least 14 days, along with the certified Annual Return*. [The
Annual Return must be displayed so that at least Sections 1, 2 and 3 are visible. It is acceptable to
display a copy of the Annual Return, as long as it is a true facsimile and bears a note saying where the
original can be inspected].

o Keep copies of the Annual Return available for purchase by any person on payment of a reasonable
sum.

* Displaying the Annual Return on the Body’s notice board(s) satisfies the publication requirements of
Regulation 13 of the Accounts and Audit (England) Regulations 2011. However, publication could also
include copying onto a website, publishing as a separate leaflet, or publishing in a newspaper or as part of
a newsletter.

The information contained in this communication is confidential and may be legally privileged. It is intended solely for the use of the individual or entity to whom it is addressed and others
authorised to receive it. If you are not the intended recipient you are hereby notified that any disclosure, copying, distribution or taking of any action in reliance on the contents of this
information is strictly prohibited and may be unlawful.

PKF Littlejohn LLP is a limited liability partnership registered in England & Wales No. 0C342572. Registered office as above. A list of members’ names is available at the above
address.

PKEF Littlejohn LLP is a member firm of the PKF International network of legally independent firms and does not accept any responsibility or liability for the actions or inactions on the part
of any other individual member or correspondent firm or firms.



Cliffe and Cliffe Woods Parish Council

Notice of conclusion of the audit and right to inspect the Annual Return
Annual Return for the year ended 31 March 2013

Section 14 of the Audit Commission Act 1998

Accounts and Audit (England) Regulations 2011 (SI 2011/817)

1. The audit of accounts for Cliffe and Cliffe Woods Parish Council for the
year ended 31 March 2013 has been concluded.

2. The Annual Return is available for inspection by any local government
elector of the area of Cliffe and Cliffe Woods Parish Council on
application to:

@__Mes LauveA QQQGLL\/
13 Geaveney CLaSE
CLIFF€ \Woo0sS RoCrESTER.
KENT ME3 2L

3. Copies will be provided to any local government elector on payment of

i O
( Pf’/ ? & gor each copy of the Ann&aL&etgr\pffegm\ Lo, waac\a oc gy

Announcement made by: ¢)  M2S LAorA RQQ&LL\{ (]Z_FO)
Date of announcement: (d) 2Fn SCPTPmbGJ 2203

Notes

(a) Insert name, position and
address of the person to whom
local government electors should
apply to inspect the Annual
Return

(b) Insert a reasonable sum for
copying costs

Uk
(c) Insert name and position of
person placing the notice

(d) Insert date of placing of the
notice




Section 1 - Accounting statements 2012/13 for

Readers should note that throughout this annual return references to a 'local council' or Councn also
relate to a parish meeting.

w

~l

11

Balances Total balances and reserves at the beginning of the year as

brought forward 3% ?58 55[}?4\ recorded in the financial records. Value must agree to Box 7 of
{ y ' g

previous year.

(+) Annual /—L(fz [_/6 2‘2 Total amount of precept received or receivable in the year.
precept 4—0 ; /

(+) Total other i O < ! O 33 Total income or receipts as recorded in the cashbook less the
receipts l ,(E«JS l ) /-}A precept received (line 2). Include any grants received here.

(-) Staff costs : Total expenditure or payments made to and on behalf of all

ZO ‘S?)B Iq ¢ S S employees. Include salaries and wages, PAYE and NI (employees

' ! S and employers), pension contributions and employment expenses.

(-) Loan Total expenditure or payments of capital and interest made during
interest/capital O O the year on the council's borrowings (if any).
repayments :
(-) All other 3L Z(? Total expenditure or payments as recorded in the cashbook less
payments 7l ‘; Zis staff costs (line 4) and loan interest/capital repayments (line 5).
(=) Balances Q ,r-* Total balances and reserves at the end of the year.
carried forward ; )[f'?[}- Must equal (1+2+3) — (4+5+6)
Total cash and y The sum of all current and deposit bank accounts, cash holdings
_short term 3 5 474 Sq’ 305 and short term investments held as at 31 March - to agree with
investments ~ i ) bank reconciliation.
Total fixed assets The original Asset and Investment Register value of all fixed

plus other long 308 :} C &)é] ). assets, plus other long term assets owned by the council as at 31
term investments  «J% ; b S 4‘ March

and assets

Total borrowings The outstanding capital balance as at 31 March of all loans from
O O third parties (including PWLB).

(If Applicable) (if applicable) The council acts as sole trustee for and is

Trust funds 5 responsible for managing trust funds or assets. (Readers should

(including note that the figures in the accounting statements above do not

charitable) '\/ " \/ include any trust transactions.)

disclosure note

I certify that for the year ended 31 March 2013 | confirm that these accounting statements were
the accounting statements in this annual return approved by the council on this date:

present fairly the financial position of the council a@/ '

and its income and expenditure, or properly (B/-l()l_?

present receipts and payments, as the case may  and recorded as minute reference:

be.

‘Signed by Responsible Financial Officer

20i3[0b 12 -

Signed by Chair of the meeting approving these
accounting statements.

Date m/ (ﬁ/l&)‘ .
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Section 2 - Annual governance statement 2012/13

We acknowledge as the members of:

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, with
respect to the accounting statements for the year ended 31 March 2013, that:

We approved the accounting statements prepared in
accordance with the requirements of the Accounts and
Audit Regulations and proper practices.

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

We took all reasonable steps to assure ourselves that there
are no matters of actual or potential non-compliance with
laws, regulations and codes of practice that could have a
‘significant financial effect on the ability of the council to
conduct its business or on its finances.

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

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

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

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

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

Trust funds (including charitable) - in our capacity as the
sole managing trustee we discharged our responsibility in

relation to the accountability for the fund(s)/assets, including
financial reporting and, if required, independent examination

or audit.

This annual governance statement is approved
by the council and recorded as minute reference

203/Cs 18-}
dated /g j20}3

prepared its accounting statements in the

‘/ way prescribed by law.

made proper arrangements and accepted
\/ responsibility for safeguarding the public

money and resources in its charge.

has only done things that it has the legal

power to do and has conformed to codes

of practice and standards in the way it has
done so.

during the year has given all persons
interested the opportunity to inspect and
ask questions about the council’s accounts.

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

W

v

arranged for a competent person,

) independent of the financial controls and

7 procedures, to give an objective view on
‘/ whether internal controls meet the needs of
the council.

/ /

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 it is
a sole managing trustee of a local trust or

l/rusts.

Signed by:

Chair o
dated &/«é}ﬂb 15
Signed by:

Clerk AR ¢

dated Oé/ 06 /2013

*Note: Please provide explanations to the external auditor on a separate sheet for each ‘No’ response.
Describe how the council will address the weaknesses identified. ’
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Section 3 - External auditor certificate and opinion 2012/13

Certificate

We certify that we have completed the audit of the annual return for the year ended 31 March 2013 of

e R ) " Va - 5 7 :
AN CFE T CLy i P e A Foveass ) e U a (a

f2

Respective responsibilities of the council and the auditor

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

° summarises the accounting records for the year ended 31 March 2013; and

*  confirms and provides assurance on those matters that are important to our audit responsibilities.

Our responsibility is to conduct an audit in accordance with guidance issued by the Audit Commission
and, on the basis of our review of the annual return and supporting information, to report whether any
matters that come to our attention give cause for concern that relevant legislation and regulatory
requirements have not been met.

External auditor report
-(Exeeﬁ{—feﬁ%heﬁaﬁemepeﬁed—baew)*—en the basis of our review, in our opinion the information in the annual return is j

in accordance with proper practices and no matters have come to our attention giving cause for concern that relevant

legislation and regulatory requirements have not been met. (Xdelete as appropriate).

5
Other matters not affecting our opinion which we draw to the attention of the council: —l
‘e The completed Annual Return and all relevant supporting information were not submitted for audit by the date
requested.
° Any amendments made in Section 1 of the Annual Return must be initialled and dated by the RFO and
Chairman. ;
o The Annual Return was not fully completed before submission for audit. The Body name has been omitted from
Sections 1 and 2.
External auditor signature D o R .
g L i a QZTZZJ/ = A A —,

External auditor name

PKF Littlejohn LLP Date | ~==1"

Note: The auditor signing this page has been appointed by the Audit Commission and is reporting to
_you that they have carried out and completed all the work that is required of them by law. For further
information please refer to the Audit Commission’s publication entitled Statement of Responsibilities of
Auditors and of Audited Small Bodies.
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Section 4 - Annual internal audit report 2012/13 to

ot F & CLAFFE 1o O O0DS PARISH C.ﬂ_‘/\j/\\ C\ -

(T

The council's internal audit, acting independently and on the basis of an assessment of risk, carried
out a selective assessment of compliance with relevant procedures and controls expected to be in
operation during the financial year ended 31 March 2013.

Internal audit has been carried out in accordance with the council’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 the council.

6

A Appropriate books of account have been kept properly throughout the year. v’

B The council’s financial regulations have been met, payments were supported by invoices, ;
all expenditure was approved and VAT was appropriately accounted for. v’

C The council assessed the significant risks to achieving its objectives and reviewed the
adequacy of arrangements to manage these. v

D. The annual precept requirement resulted from an adequate budgetary process; progress
against the budget was regularly monitored; and reserves were appropriate. A

E Expected income was fully received, 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 ~No NMNE
was approved and VAT appropriately accounted for. KeeT
G Salaries to employees and allowances to members were paid in accordance with council i
approvals, and PAYE and NI requirements were properly applied. v’
H Asset and investments registers were complete and accurate and properly maintained. e
I Periodic and year-end bank account reconciliations were properly carried out. v

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

K. Trust funds (including charitable) The council met its responsibilities as a trustee.

e

Vo

(i

For any other risk areas identified by the counail (list any other risk areas below or on separate sheets if needed) adequate
controls existed:

Name of person who carried out the internal audit RoxANA BRAMMER

. ; . ” 4 2 . oSt
Signature of person who carried out the internal audit #ic—s o © Bisremer Date 'b|o5/2013

*Note: If the response is ‘no’ please state the implications and action being taken to address any
weakness in control identified (add separate sheets if needed).

**Note: If the response is ‘not covered’ please state when the most recent internal audit work was done
in this area and when it is next planned, or, if coverage is not required, internal audit must explain why
not (add separate sheets if needed).
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