Community and Town Councils in Wales
Annual Return for the Year Ended 31 March 2021

LANGUAGE PREFERENCE

Please indicate how you would like us to communicate with you during the audit. Note that audit notices will be issued

bilingually.

ENGLISH

THE ACCOUNTS AND AUDIT PROCESS

WELSH

S CRE,

BILINGUALLY

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. Regulation 14 of the Accounts and Audit (Wales) Regulations 2014 states that smaller local government
bodies i.e. those with annual income and expenditure below £2.5 million must prepare their accounts in accordance

with proper practices.

For community 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 requires that they prepare their accounts in
the form of an Annual Reaturn. This Annual Return meets the requirements of the Practitioners' Guide.

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

RFOIClerk prepares
accounting
statements and
Annual Governance
Statement. Internal
audit completes
internal audit report.
RFO certifies return
(below Part 2 of the
Annual Governance
Statement) before
30 June and
presents the return
to the body.

>

The body approves the
Annual Return by 30 June.
This is evidenced by the
Chair signing the box
below Part 2 of the Annual
Governance Statement.
RFO/Clerk sends the
Annual Return and copies
of requested evidence to
the external auditor acting
on behalf of the Auditor
General for Wales.

—>

External auditor completes audit and:

Either:

If no amendments are required,

certifies the Annual Return and
sends it back to the body for
publishing by 30 September.

Or:

If amendments are required.
reports issues (including
amendments) to the body. The
body amends the Annual Return,
the RFO re-certifies and the body
re-approves before sending it back
to the auditor. The auditor then
certifies the Annual Return and
sends it back to the body for
publishing by 30 September.

Please read the guidance on completing this Annual Return and complate all sections highlighted pink.

APPROVING THE ANNUAL RETURN

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’ Audit Certificate and report is to be completed by the auditor acting on behaif
of the Auditor General. It MUST NOT be completed by the Clerk/RFO, the Chair or 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 2020-21 for:

Name of body: MANDLBIGE. (OMnA L MTT (o0 aCi L .

Statement of income and expenditure/receipts and payments

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

brought forward % ‘ recorded in the financial records. Must agree to line 7 of the
b LT 5 L‘\ét% :f\ previous year.

2. (+)Income Total amount of income received/receivable in the year from
from local -?—O% 2_5 \C‘ ?5‘5 local taxation (precept) or levy/contribution from principal bodies.
taxation/levy = Py

3. (+) Total other Total income or receipts recorded in the cashbook minus
receipts \ OC’} ‘Jﬂ \ (9 amounts included in line 2. Includes support, discretionary and

- revenue grants.

4. (-) Staff costs Total expenditure or payments made to and on behalf of
all employees. Include salaries and wages, PAYE and NI

(&DO.S (f}‘ —'}' Li— (employees and employers), pension contributions and related

expenses eg. termination costs.

5. (-)Loan Total expenditure or payments of capital and interest made
interest/capital L \ during the year on external borrowing (if any).
repayments N ‘Q N l P‘
6. (-) Total other ‘ B} Total expenditure or payments as recorded in the cashbook
payments ?’ % q \S minus staff costs (line 4) and loan interest/capital repayments
(line 5).
7. (=) Balances Total balances and reserves at the end of the year. Must equal

carried forward 4&.&%’;’@ LA ) (1+2+3) - (4+5+6).
Statement of balances

Income and expenditure accounts only: Enter the value of

N l ﬁ N \ﬁ debts owed to the body at the year-end.

9. (+) Total All accounts: The sum of all current and depesit bank accounts,
cash and ) - cash holdings and investments held at 31 March. This must
investments L*'L“g 565 L\— C' OS)OF agree with the reconciled cashbook balance as per the bank

reconciliation.

8. (+)Debtors

10. (-) Creditors N lpf N 1 Income and expenditure accounts only: Enter the value of
3 1ﬁ monies owed by the body (except borrowing) at the year-end.

11. (=) Balances i Total balances should equal line 7 above: Enter the total of
. - a ; .
carried forward Ly Le S 5T A—ﬁ AT (8010,
12. Total fixed The asset and investment register value of all fixed assets and

assets and t(ﬁf’::q;—‘,l ‘] 05791::}_ any other long-term assets held as at 31 March.

long-term assets

13. Total borrowing N i A ‘ The outstanding capital balance as at 31 March of all loans from
‘ N l VA third parties (including PWLB),

14. Trust funds
disclosure note

ﬁ The body acts as sole trustee for and is responsible for
\/ managing (a) trust fund(s)assets (readers should note that the
figures above do not include any trust transactions).




Annual Governance Statement

We acknowledge as the members of the Council/Board/Committee, 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 2021, that:

Properly sets its budget and 6,12
manages its money and prepares

and approves its accounting

statements as prescribed by law.

1. We have put in place arrangements for:
e effective financial management during the year;
and
¢ the preparation and approval of the accounting
statements.

Made proper arrangements 6,7
and accepted responsibility for
safeguarding the public money

and resources in its charge.

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

Has only done things that it has 6
the legal power to do and has
conformed to codes of practice and
standards in the way it has done so.

3. We have taken 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/Board/
Committee to conduct its business or on its finances.

Has given all persons interested 6, 23
the opportunity to inspect the body's
accounts as set out in the notice of

audit.

4. We have provided proper opportunity for the
exercise of electors' rights in accordance with the
requirements of the Accounts and Audit (Wales)
Regulations 2014,

Considered the financial and other 6,9

risks it faces in the operation of

the body and has dealt with them

5. We have carried out an assessment of the risks
facing the Council/Board/Committee and taken
appropriate steps to manage those risks, including

the introduction of internal controls and/or external properly.
insurance cover where required.

6. We have maintained an adequate and effective Arranged for a competent person, 6, 8
system of internal audit of the accounting records / independent of the financial controls
and control systems throughout the year and have A and procedures, to give an objective
received a report from the internal auditor. view on whether these meet the

needs of the body.

7. We have considered whether any litigation, Disclosed everything it should have 6

liabilities or commitments, events or transactions, about its business during the year

including events taking place after
the year-end if relevant.

occurring either during or after the year-end, have a
financial impact on the Council/Board/Committee
and, where appropriate, have included them on the
accounting statements.

8. We have taken appropriate action on all matters Considered and taken 6, 8, 23
raised in previous reports from internal and external \/ appropriate action to address
audit. issues/weaknesses brought to its
attention by both the internal and
external auditors.

9. Trust funds — in our capacity as trustee, we have: Yes | Ne |/, Has met all of its responsibilities 3,6
e discharged our responsibility in relation to the o - whereitis a sole managing trustee

accountability for the fund(s) including financial . of a local trust or trusts.

reporting and, if required, independent

examination or audit.

" Please provide explanations to the external auditor on a separate sheet for each ‘no’ response given; and describe what action is
being taken to address the weaknesses identified.



Additional disclosure notes*

1. Expenditure under $137 Local Government Act 1972 and S2 Local Government Act 2000

Section 137(1) of the 1972 Act permits the Council to spend on activities for which it has no other specific powers if the
Council considers that the expenditure is in the interests of, and will bring direct benefit to, the area or any part of it, or all or
some of its inhabitants, providing that the benefit is commensurate with the expenditure. Section 137(3) also permits the
Council to incur expenditure for certain charitable and other purposes. The maximum expenditure that can be incurred under
both section 137(1) and (3) for the financial year 2020-21 was £8.32 per elector.

In 2020-21, the Council made payments totalling £_ {\.) 1 L— under section 137. These payments are included within
‘Other payments’ in the Accounting Statement.

* Include here any additional disclosures the Council considers necessary to aid the reader’s understanding of the accounting
statement and/or the annual governance statement.

Council/Committee approval and certification

The Council/Committee is responsible for the preparation of the accounting statements and the annual governance statement in
accordance with the requirements of the Public Audit (Wales) Act 2004 (the Act) and the Accounts and Audit (Wales) Regulations
2014,

Certification by the RFO Approval by the Council/Board/Committee

| certify that the accounting statements contained in this Annual | confirm that these accounting statements and
Return presents fairly the financial position of the Council/Board/  Annual Governance Statement were approved by the
Committee, and its income and expenditure, or properly presents  Council/Board/Committee under minute reference:

receipts and payments, as the case may be, for the year ended
31 March 2021, Minuteref: 2072 Z
RFO signature: {0, w ) Chair signature:

’

Name: YYelcrce KAAe X Name: Q,Q Hu &H&S
Date: Q,O\‘f)\’;lol\ Date: 32 ‘ b llo 2



Auditor General for Wales’ Audit Certificate and report

| report in respect of my audit of the accounts under section 13 of the Act, whether any matters that come to my
attention give cause for concern that relevant legislation and regulatory requirements have not been met. My audit has
been conducted in accordance with guidance issued by the Auditor General for Wales.

I certify that | have completed the audit of the Annual Return for the year ended 31 March 2021 of:

Auditor General’s report

Audit opinion
[Except for the matters reported below]* On the basis of my review, in my opinion no matters have come to my attention giving
cause for concern that in any material respect, the information reported in this Annual Return:

e has not been prepared in accordance with proper practices;

¢ that relevant legislation and regulatory requirements have not been met;

» is not consistent with the Council's/Committee’s governance arrangements; and

e that the Council/Committee does not have proper arrangements in place to secure economy, efficiency and effectiveness in
its use of resources.

Other matters arising and recommendations
I draw the body's attention to the following matters and recommendations which do not affect my audit opinion but should be
addressed by the body.

External auditor's name:

External auditor’s signature: Date:

For and on behalf of the Auditor General for Wales

* Delete as appropriate.



Annual internal audit report to:

Name of body: mmw C‘:)thw{(:ﬂ T

The Council/Board/Committee’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 operation during the financial year ending 31 March 2021.

The internal audit has been carried out in accordance with the Council/Board/Committee’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 the internal audit conclusions on whether,
in all significant respects, the following control objectives were being achieved throughout the financial year to a
standard adequate to meet the neads of the Council/Board/Committee.

]
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1. Apprcpnate books of account have
been properly kept throughout the \’

year.
. .
2. Financial regulations have been ANSop 1YL v:jb_l
met, payments were supported by _?‘i‘d““ ,\—@;&t{_}‘&y
invoices, expenditure was approved N e ! W, ondere s el

and VAT was appropriately
accounted for.

The body assessed the significant

risks to achieving its objectives ;
and reviewed the adequacy of N
arrangements to manage these.

The annual precept/levy/resource

demand requirement resulted from Yy
an adequate budgetary process, /
progress against the budget was

regularly monitored, and reserves

were appropriate.

Expected income was fully

received, based on correct prices, "
properly recorded and promptly H
banked, and VAT was appropriately
accounted for.

Petty cash payments were
properly supported by receipts,
expenditure was approved and
VAT appropriately accounted for.

Salaries to employees and

allowances to members were paid s
in accordance with minuted
approvals, and PAYE and NI
requirements were properly applied.

Asset and investment registers
were complete, accurate, N
and properly maintained.
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Outline of work undertaken as part of

the internal audit (NB not required if
dehﬂedhﬂemalmﬁtmpon presented
9. Periodic and year-end bank account EVUQ/\@- Cf'f S <z~
" ; \’/ 3 el
reconciliations were properly carried VL oo g A o
out. Uahve SP7 Wm{?’ﬁ"
10. Accounting statements prepared iepite e }
during the year were prepared
on the correct accounting basis 8 M %—o N VL C oGl de

(receipts and payments/income ; g o
and expenditure), agreed with the \1 W@ O([_DVV\P

cashbook, were supported by an
adequate audit trail from underlying

records, and where appropriate, Lk MC/\/\ ) s -

debtors and creditors were properly {PaN e
; o )
recorded. g (s 4o Ne (o ‘“—t(

11. Trust funds (including charitable
trusts). The Council/Board/ N 1 ) NO TS :‘;’ s
Committee has met its VeA ol -

responsibilities as a trustee.

Qutfine of work undertaken as partof
the intemal audit (NB not required if
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13.

14.

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

** 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.

[My detailed findings and recommendations which | draw to the attention of the Council/Board/Committee are included in my
detailed report to the Council/Board/Committee dated _ i\ Lo~ 2732( ]* Delete if no report prepared.

Internal audit confirmation

I'we confirm that as the Council's internal auditor, l/we have 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 2019-20 and 2020-21. | also
confirm that there are no conflicts of interest surrounding my appointment.

Name of person who carried out the internal audit: ~ (CQAC L inu © Pl e = = N

Signature of person who carried out the internal audit: %@W
Date: W6 (2o



BevanssBuckland LLP

Chartered accountants, tax and financial pianners
CcJw/MCC

11 June 2021

Caroline Wheeler

Direct Line No. (01646) 623206
Email: caroline@bevanbuckland.co.uk

Chairman ClIr R Hughes
Manorbier Community Council
Green Grove

Jameston

Tenby

SA708QJ

Dear ClIr Hughes

INTERNAL AUDIT REVIEW 31 MARCH 2021

Following the completion of our Internal Audit Review we have the following observations and
recommendations.

» Several invoices are addressed to M Priestley rather than Manorbier Community Council or
‘The approved officer to Manorbier Community Council’ ;

» We recommend that all invoices are correctly addressed to the Community Council as
invoices addressed solely to the Clerk may not be eligible for VAT reclaims.

»  Only two mestings were minuted in the year and while mention was made of a donation and
a financial report no approval of payments was seen:;

» We recommend that all payments are formally approved by Council and such approval is
minuted;

* The two sets of minutes did not include bank reconciliation details just a mention of
financial information with no balances recorded in the minutes;

» We recommend that the adjusted bank balance (i.e. balance held at bank less the
outstanding items) is provide to members at council meetings and this is minuted:

» An asset register has been seen marked ‘no changes’ but there is no evidence that Council
has reviewed the register;

»  We recommend that the asset register is formally reviewed by the Council on an annual
basis:

» Alist of VAT invoices has been seen on file but no VAT reclaim has been received:

Castle Chambers, & estgata Hil, Cffices also in Carrarthan, E it
Pembroke, Pembrokashira, ~averfordwest, 5t Davids and Swarsea [Py T e 3
ol = d g 3 il

4 SOy PPICING
an7l J{_B, R2guiatad W he rsiuiz I Thararad Acoountants :’_“::’ "r‘ :L::“‘r; o s
Tel: 01546 6582383 r2ogiand & Maies ‘or 173rga 5f pussiment jusinass cesuptants: r England Jrd Maias
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We recommend that VAT is reclaimed on a regular basis:

A risk assessment was seen but there is no evidence that this has been formally reviewed
by Council;

We recommend that the risk assessment is reviewed annually and that this is minuted:

Donations have been made by Manorbier Community Council to Manorbier Community Hall
but there is no evidence of receipt from the receiving organisation;

We recommend that all donations are accompanied by correspondence requesting a formal
acknowledgement of receipt and such acknowledgements are kept on file. This point has

been raised previously:
The annual return was completed in pencil not pen;

We recommend that the return is completed in pen so any amendments post internal audit
can be seen (your pencil figures have been over written in pen by the IA);

The Clerk’s salary has been paid and tax and National insurance appear to have been
accounted for but no evidence was seen of the salary payments being formally approved in

the minutes:

We recommend that the Clerk’s salary is formally approved for payment and that this is
recorded in the minutes

We have no other points to bring to your attention.

Yours sincerely

PR

/

/ - 7 .

A CANT R BT U
Caroline Wheeiar>—" s &

BEVAN BUCKLAND LLP



MANORBIER COMMUNITY COUNCIL

Mrs Melanie Priestley - Clerk and Responsible Finance Officer
Manorbier Community Council
County Chambers, Warren Street, Tenby
Pembrokeshire, SA70 7S
Tel: 07525 007068
Email: clerk@manorbiercc.co.uk

Responsible Finance Officer's explanations regarding the internal Auditor’s
recommendations - as per letter dated 11t June 2021

['have split the internal Auditors observations into 8 points for ease of reference and explanation.

Manorbier Community Council resolved in March 2020, not to meet during the Government
Imposed Covid 19 Restrictions. Although two meetings were held outside, when restrictions
allowed, to ensure that the 2019/2020 Audit obligations were met and the 2021/2022 budget set
and Precept requested.

Point A
This is noted and an Amazon account has been opened in the name of Manorbier Community
Council.

Point B

As stated above only two meeting took place in 2020/2021, these were kept as brief as possible
with the main points of business being discussed.

The financial reports referred to are available with the minutes of that meeting.

Point C

No purchases were made to alter the Asset Register in any way. The review of the Asset Register
has been diarised for October 2021

Point D

A Claim was made to HMRC in April 2020 - unfortunately, due to unforeseen events, this was never
processed by HMRC. I telephoned HMRC who advised that as this was such a small amount £40.89
[ should Claim for it when making the 2020/2021 Claim which I did and all monies claimed up to
31.03.2021 have been received.

Point E

Due to the nature of the two meetings held during the Pandemic - the Financial Risk Assessment
was not revied at either of the two meetings but was at the first possible meeting ie the May 2021
meeting - Minuted as such. (2021/05 10)(Copy Minutes enclosed)

Point F

Manorbier Community Hall - Copy Email enclosed which was filed



Point G

Iam Clerk to 5 other Community Councils; [ complete the form in pencil and then within the Internal
Auditor Meetings | complete such in pen in front of the Auditor. I did not have a meeting with Ms
Wheeler and therefore not given the opportunity of completing such in pen nor indeed explaining
my actions for 2020/2021. With my other Councils the Internal Auditors do not sign the form until
[ have completed it in pen.

Point E

The Clerks salary was paid in accordance with the Contract of Employment. Under normal meeting
conditions all invoices are presented to the Council for consideration.

[ am sure you will agree that these really were unprecedented times complicated further with
myself taking post in February 2020 with no hand over from the out going Clerk, files being in
buildings which were not able to be accessed and no meetings being held by the Manorbier
Community Council as most Councillors do not have a stable Wifi signal to enable connections for a
meeting.

[ have attached a copy of the May 2021 Minutes to enable you to ascertain the way in which, under
normal meeting conditions, Manorbier Community Council conduct its business.

Mrs Melanie Priestley - Responsible Finance Officer and Clerk
Manorbier Community Council



