ANDOVER TOWN COUNCIL

Budgets and Staffing Committee Meeting Agenda
26" September 2019

To the Members of the Budgets & Staffing Committee:

Cllr Revd. A Fitchet (Chairman), Cllr V Harber (Vice Chairman), Clir L Banville, Cllr D Coole, CllIr J Coole,
Cllr C Ecclestone, Cllr R Rowles and ClIr S Blackmore.

(copies to all other Members of the Council)

You are hereby summoned to attend a meeting of the BUDGETS and STAFFING COMMITTEE to be held
in The Town Council Offices, 68b, High Street, Andover on 26" September 2019 at 5.30 pm when it is
proposed to transact the following business:-

Wendy R Coulter
Town Clerk - 20™ September 2019



ANDOVER TOWN COUNCIL

Budgets and Staffing Committee Meeting Agenda

26" September 2019

MEMBERS OF THE PUBLIC ARE WELCOME TO ALL MEETINGS; In line with Andover Town Council's
“Recording at Meetings” Policy, Members and the public are requested to note that this meeting will be

recorded by the Council, and may also be subject to the recording by members of the public.

Item 1: Apologies for Absence

Item 2: Declarations of Interest

Item 3: Minutes of the last meeting

Item 4: Public Participation

Item 5: Motions

Item 6: Audit Timetable 2019/2020

Item 7: Office Management

Item 8: Dates of Meetings 2019/2020

Item 9: Updated protocols for communicating with Officers
Item 10: Finance

Item 11: Date of The Next Meeting

Item 12: Exclusion of the Press and Public
CONFIDENTIAL

Item 13: Staffing Matters

Appendix A: Minutes of the last meeting
Appendix B: Audit Timetable

Appendix C: Office Management

Appendix D: Dates of Meetings
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Appendix E: Protocol for Communicating with Officers 16
Appendix F: Payments up to 4 September 2019 17

Appendix G: Payments up to 19 September 2019 19

Item 1: Apologies for Absence

To receive and accept apologies for absence.

Item 2: Declarations of Interest

To receive and note any declarations of interests relevant to the agenda.

Item 3: Minutes of the last meeting

To agree the minutes of the Budgets and Staffing Committee meeting held on Friday 19 July 2019 -
attached at Appendix A.

Item 4: Public Participation

There is an opportunity for members of the public to make statements or ask questions on items on
the agenda or on other items relevant to the Town to which an answer may be given in the meeting and
recorded in the minutes or, if necessary, a written reply will follow or the questioner will be informed
of the appropriate contact details. Each person is limited to 3 minutes and the total amount of time set
aside will be 15 minutes.

Item 5: Motions

Motion proposed by ClIr S Blackmore and seconded by Cllr R Rowles

Standard Operating Procedures

A standard operating procedure (SOP) is a set of step-by-step instructions compiled by an
organization to help workers carry out sometimes complex routine operations. SOPs aim to achieve
efficiency, quality output and uniformity of performance, while reducing potential miscommunication
and failure to comply with public sector regulations.
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Cllr Blackmore has offered a limited amount of time to assist with this project using his expertise in SOP
within his role at Mitutoyo (Andover), the company is a world leader in Precision Measurement.

The Motion is to instruct Officers to develop a plan to implement a full set of SOP’s for every operation of the
Town Council over a period of time (the period of time is to be defined by the Proper Officer presenting this
Committee with a Project Plan in November 2019).

The first set of SOP’s will be based on Areas/Functions within the existing Corporate Risk Assessment.

Each SOP will cover internal processes and those processes which involve communication and activities with
members of the public and Members of the Town Council.

Motion proposed by Clir A Fitchet and seconded by Clir R Rowles

Officers Workload

The Motion is to instruct the officers to maintain a cumulative record of the amount of time and the number
of requests from Council Members and present this information on a quarterly basis to Budgets and Staffing
Committee such that it becomes public information.

Motion proposed by Cllr V Harber and seconded by Clir R Rowles

Budget Framework

In the past the budget process has been extensive and drawn out. This proposal clarifies the parts of
the process and who is responsible for them.

The Motion is to define the process as the following (below) with the person or body responsible for each item
in brackets (). To delegate authority to the relevant officers as outlines below.

1. To produce a report each year which will include (RFO):
- Timetable for the Budget Process
- The inflationary predictions to be used

- Salary Review results, to include:
Previous years no pay rise, only first-year 2019
Inflationary rise for the past year
Additional responsibilities pay increase
Pay structure [National jJoint Council Grading]

- Maintenance of new and existing Earmarked Reserves [Statutory Earmarked Reserves highlighted]
- Expected expenditure for current activities i.e. Christmas lights, allotments, grants

2. Committee budgets for next year (Committees).
3. New items for consideration (Budgets and Staffing Committee).
4. Budget recommendation from Budgets and Staffing Committee (Full Council).
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Item 6: Audit Timetable 2019/2020

To note the Audit Timetable for Internal and External Audit 2019/2020 - report and timetable attached
at Appendix B.

Item 7: Office Management

To receive an update report on the Office Management - attached at Appendix C.

Item 8: Dates of Meetings 2019/2020

At the request of Full Council, to consider the dates of meetings for 2019/2020 - draft meeting dates
attached at Appendix D.

Item 9: Updated protocols for communicating with Officers

To consider updated protocols for Members communicating with Officers - Protocols attached at
Appendix E.

Item 10: Finance

To approve the List of Payments up to 4 September 2019 - attached at Appendix F.

To approve the List of Payments up to 19 September 2019 - attached at Appendix G.

Item 11: Date of The Next Meeting

To note the date of the next Budgets and Staffing Committee meeting, Friday 8 November 2019, in the
Upper Guildhall, High Street, Andover, starting at 5.30pm.

Item 12: Exclusion of the Press and Public

To PASS a Resolution to exclude the Members of the Press and Public from the Meeting at Agenda Item
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13 due to consideration of confidential staffing matters - Section 11 of LG&HA 1989.

CONFIDENTIAL

Item 13: Staffing Matters

To consider staffing matters - reports sent under separate cover for Committee Members only.
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Appendix A: Minutes of the last meeting

Time and date
5.30pm, Friday 19 July 2019

Place
The Rendezvous, Union Street, Andover

Details of Attendance:

Cllr Revd A Fitchet (Chairman) (P)

Cllr V Thorp (Vice Chairman) (P)

Clir L Banville (A) Cllr S Blackmore (P) Cllr C Ecclestone (A)

Cllr ] Coole (A) Cllr R Rowles (P) Cllr R Meyer (P) (Substitute)
Cllr D Treadwell (P) (Substitute)

Officers Present:
Wendy Coulter (Town Clerk)
Michelle Young (Committee & GDPR Officer) (Taking the Minutes)

Members of the Public: 4
Members of the Press: 0

Borough & County Councillors present:
Councillor Z Brooks

Cllr R Meyer attended the meeting as a nominated substitute for Cllr | Coole
Cllr D Treadwell attended the meeting as a nominated substitute for Cllr D Coole

BS 022/19 APOLOGIES FOR ABSENCE

Cllr D Coole (A)

Apologies were received and accepted from ClIr D Coole, ClIr J Coole and ClIr C Ecclestone.
It was noted that ClIr R Meyer had been nominated by Cllr D Coole as his substitute and
Cllr D Treadwell had been nominated by Clir ] Coole as her substitute.

BS 023/19 DECLARATIONS OF INTEREST
There were no Declarations of Interest.
BS 024/19 MINUTES
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BS 025/19

BS 026/19
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It was proposed by ClIr R Rowles and seconded by ClIr S Blackmore that the Minutes of the
Budgets & Staffing Committee meeting held on 21 June 2019 be signed by the Chairman
as a correct record.

A vote was taken which was unanimous.

RESOLVED: That the Minutes of the Budgets & Staffing Committee meeting held on
21 June 2019 be signed by the Chairman as a correct record.

PUBLIC PARTICIPATION

Member of the Public 1 (Verbatim from notes submitted):

There are a number of items regarding the Budget which were not discussed at the
previous Budgets & Staffing Committee meeting.

Regarding Item 5 on the agenda, it is not the best way forward shutting the office from
members of the public. As a public body, you need to be accessible to the public, in
particular to the allotment holders.

Item 6 on the agenda regarding mobile phones, is this directed to the councillors and the
public?

Chairman'’s response:

The use of mobile phones is directed at the Councillors, to ensure a focus during a
meeting.

The office will still be accessible to members of the public via an appointment system.
There was a shortage of time in which to discuss the Budgets, therefore it was easier to
bring the item to full Council.

Member of the Public 2:

You seem to be having many substitutions at meetings. We as the public do not know who
the members are.

Can you tell me where in your Standing Orders this is?

Cllr R Rowles’ response:
It is in there and itis valid.

Town Clerk’s response:

It is up to the members themselves to decide whether to nominate a substitute in their
absence, we have approached the Solicitors to check. It is legal and above board as long as
the absent Councillor clarifies and notifies of their choice of substitution.

Cllr Z Brooks commented that whilst Test Valley Borough Council do not have
substitutions, it is normal practice at Hampshire County Council to have them.

OFFICE MANAGEMENT

Members noted the Office Management report.

Members discussed the suggestion of an alternative method of managing the office and
the benefits of a new door entry system being purchased and installed, which included a
significant reduction in staff costs. Telephone calls and minor administration for the Town
Council would be outsourced.

Cllr Revd A Fitchet proposed an amendment to the recommendations that a report be

produced after a period of three months on the success of the new method of office
management.
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It was proposed by Clir Revd A Fitchet and seconded by ClIr R Rowles that it be
recommended to full Council to approve a change in managing the office on a day to day
basis and to approve the cost of a new door entry system from the “New Office
Equipment” budget and that a report be produced on the success after a period of three
months.
A vote was taken, 5 for, 1 abstention.
RESOLVED: That it be recommended to full Council to approve a change in managing
the office on a day to day basis and to approve the cost of a new door entry system
from the “New Office Equipment” budget and that a report be produced on the
success after a period of three months.

BS 027/19 USE OF MOBILE PHONES IN TOWN COUNCIL MEETINGS
Members discussed whether rules should be imposed for the use of mobiles phones in
Town Council Meetings and Training Sessions.
It was felt that Councillors’ attention should be entirely on matters at hand and not be
distracted by personal issues except in extreme circumstances.
It was proposed by ClIr S Blackmore and seconded by Cllr R Rowles that an additional rule
be added to the Andover Town Council’'s Code of Conduct, prohibiting the use of mobile
phones during Town Council meetings and Training sessions.
A vote was taken which was unanimous.
RESOLVED: That an additional rule be added to the Andover Town Council’'s Code of
Conduct, prohibiting the use of mobile phones during Town Council meetings and
Training sessions.

BS 028/19 COMMITTEE WORK PROGRAMME
Members noted the items on the current Committee Work Programme and requested the
following additional items to be added:
13 September 2019 - Review Suppliers Costs.

BS 029/19 DATE OF NEXT MEETING
It was noted that the next Budgets & Staffing Committee meeting would take place on
Friday 13 September 2019, in the Upper Guildhall, Andover, starting at 5.30pm.

BS 030/19 EXCLUSION OF THE PRESS AND PUBLIC
It was proposed by ClIr S Blackmore and seconded by ClIr R Rowles that the Press and
Public be excluded from the meeting at Item 10, Staffing Matters, due to consideration of
confidential staffing matters.
A vote was taken which was unanimous.
RESOLVED: That the Press and Public be excluded from the meeting at item 10 due
to consideration of confidential staffing matters.

CONFIDENTIAL ITEMS

BS 031/19 STAFFING MATTERS
Members noted that the Confidential Minutes from the Budgets & Staffing Committee
meeting held on 21 June 2019 were signed by the Chairman Clir Revd. A Fitchet, as a
correct record.

The Chairman closed the meeting at 6.08pm.

Chairman Date
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Appendix B: Audit Timetable

Produced for:

Budgets and Staffing Committee

Date of Report:
9 September 2019

Summary of Key Issues
To note the timetable for the Internal and External Audit for the Town Council for the Year Ending 31

March 2020.

Background

The Town Council is expected to follow specific dates for the provision of its Year End accounts and

the Town Clerk has drawn up a timetable to allow for the management of the various aspects of the

Audit and Year End Annual Return.

Internal Audit and Annual Return Timetable for End of Year 31 March 2020.

Date Item/Activity Comments

18 October 1°t Part of Internal Audit | The Internal Auditor will carry out the first part of the

2019 Internal Audit. An audit will be carried out on the
Allotment Income, the Minutes will be checked along
with accounting practices.

December 2" Part of Internal The Internal Auditor will carry out the bulk of the

2019/ January Audit Internal Audit in preparation for signing off the Annual

2020 Return after 31.03.2020

May 2020 Display Notice The Notice for the Audit of the Council must be
displayed for 2 weeks

May 2020 Preparation for Internal | This usually takes about 3 hours for the Town Clerk to

Audit gather all papers together for inspection
May 2020 37 Part of Internal Audit | This will take about 8 hours and will require all the
Town Council Officers to be on call.
1 June 2020 Make records available | The Council must ensure that all its accounting
records are available for inspection by the public, if
requested, for three weeks
June 2020 B & S Meeting: To approve and recommend to full Council the
| A Report and Annual recommendations of the Internal Audit Report
Governance & To approve and recommend to full Council the AGAR
Accountability Return for 2019/2020.
for the Year End
31.03.2020

June 2020 Full Council Meeting: To approve the Internal Auditors report and the
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| A Report & AGAR Annual Return for 2019/2020.
By 26 June 2020 | Send AGAR to External | The AGAR includes all the paperwork requested

Auditors including bank statements and variation explanations
30 June 2020 Annual Return with This is the final date for the AGAR to be with the
External Auditors External Auditors
29 September | Publication of the AGAR | This is when the Annual Return is open to be viewed
2020 after completion of by the public having been returned from the External
Annual Review Auditors with any recommendations or reports. It

must be published on the Town Council's website and
the Notice of Conclusion of Audit must be published
on the notice board.

Financial Implications

If the Town Council fails to return papers to the External Auditors by the dates above, there may be
financial implications up to the value of £350.

The Fees for the Internal Audit are in the region of £900.

The Fees for the External Audit are in the region of £930.

Policy Implications

The Town Council must comply by the above dates in order to meet its statutory duties.

As specified by the Accounts and Audit Regulations approval of the accounts must take place by 30
June 2020.

Recommendations
To note the above timetable and implications for the Town Council and its officers.

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 68B, High
Street, Andover, Hampshire. SP10 1NG.

Tel: 01264 335592

Email: townclerk@andovertc.co.uk

Website: www.andover-tc.gov.uk

Distribution: To all Councillors
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Appendix C: Office Management

Produced for: Date of Report:
Budgets & Staffing Committee Wednesday 18 September 2019

Summary of Key Issues

To receive an update on the outsourcing of telephone calls and minor administration for the Town Council.

To receive an update on the change of managing the office on a day to day basis.

To note additional temporary administration support.

Current Situation

At the Budget & Staffing Meeting held on 21 June it was delegated to the Town Clerk to utilise the underspend within
the staffing budget to manage the office administration.

At the Budget and Staffing Meeting held on 19 July it was noted that the answering of phone calls and minor
administration would be outsourced. The office would be managed in a different way and a receptionist would not be
recruited.

The Town Council office is still operating with a minimal number of staff and a temporary administrative assistant is
being sought to assist with ‘catching up’ on day to day administration.

Update on Outsourcing Telephone Calls and Minor Administration

Previously it has been made clear that Members were concerned about the staffing costs for the Town Council.

With this in mind officers sought alternative methods of providing the Town Council’s basic administration; answering
phone calls, basic administration (email management) and diary bookings.

During August the basic administration was outsourced. Initially there were some problems in that callers did not
understand that they could not speak with officers direct and had to wait for a call back but now that more
information has been shared, i.e. timings of officers in the office, basic information such as a tap not working on a
particular allotment, the system is working.

The cost to the Town Council has been reduced. During August 237 telephone calls were received and dealt with. The
cost to the Town Council was £334.00.

If the Town Council had employed a receptionist the cost would have been in the region of £1,500 plus tax and
pension.

Update on Managing the Office on a Day to Day Basis

A new door entry system was purchased and installed which allows officers to see who is at the door and grant entry.
The door is not open on a daily basis but with the new system anyone coming to the door will be answered.

If officers are unavailable, visitors are required to make an appointment.

This system has been in place since August. There have been a few occasions when the door has not been answered,
either too few offices in the building or they have not been at their desk to answer.

Currently, whilst the allotment payments are being received, the door is being left open during the opening hours,
Tuesday to Thursday 10am to 1pm. Allotment holders are waiting in reception until an allotment officer can assist
them.

Temporary Administration Support

Although the telephone calls and minor administration such as email management and diary bookings have been
outsourced, day to day office administration such as filing, typing up notes and archiving is not being carried out. This
is because there are only a minimal number of staff. In order to keep costs as low as possible, a temporary
administrative assistant is being sought to work part-time to assist Officers and catch-up with the backlog of work.
Financial Implications

The cost of a Temporary Administration Assistant will be approximately £1,200 per month. The position will be
reviewed at the end of November to assess whether the support it still required.

Legal and Policy Implications

The Town Council has a duty of care to its Officers. It is not safe for officers to be alone in the building with the door
open allowing unknown members of the public able to gain entry.

Current Legislation does require parish and town councils to provide unrestricted public access.

The Town Council must ensure that there are sufficient staff to carry out the duties and requirements of the Town
Council.

Recommendations
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To note the report.
Members to make any further recommendations as necessary.

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 68B, High Street,
Andover, Hampshire. SP10 1NG.
Tel: 01264 335592

Email: townclerk@andovertc.co.uk
Website: www.andover-tc.gov.uk

Distribution: To all Councillors
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Appendix D: Dates of Meetings

ANDOVER TOWN COUNCIL

LIST OF PROPOSED MEETING DATES FOR 2019/2020

Day | Date l Time l Meeting | Venue
JUNE
Friday 12 June 2020 5.30pm Allotments Committee TBC
Friday 12 June 2020 7.00pm Council (Annual Return) TBC
Monday 15 June 2020 6.00pm Planning Committee ATC OFFICES
JULY
Monday 6 July 2020 6.00pm Planning Committee ATC OFFICES
Friday 17 July 2020 5.30pm Budget & Staffing Committee TBC
Friday 19 July 2019 7.00pm Council TBC
Monday 27 July 2020 6.00pm Planning Committee ATC OFFICES
AUGUST
Friday 14 August 2020 5.30pm Allotments Committee TBC
Friday 14 August 2020 7.00pm Council TBC
Monday 17 August 2020 6.00pm Planning Committee ATC OFFICES
Monday 31 August 2020 BANK HOLIDAY
SEPTEMBER
Monday 7 September 2020 6.00pm Planning Committee ATC OFFICES
Friday 11 September 2020 5.30pm Budget & Staffing Committee TBC
Friday 11 September 2020 7.00pm Council TBC
Monday 28 September 2020 6.00pm Planning Committee ATC OFFICES
OCTOBER
Friday 9 October 2020 5.30pm Allotments Committee TBC
Friday 9 October 2020 7.00pm Council TBC
Monday 19 October 2020 6.00pm Planning Committee ATC OFFICES
NOVEMBER
Monday 9 November 2020 6.00pm Planning Committee ATC OFFICES
Friday 13 November 2020 5.30pm Budgets & Staffing Committee TBC
Friday 13 November 2020 7.00pm Council TBC
Monday 30 November 2020 6.00pm Planning Committee ATC OFFICES
DECEMBER
Friday 11 December 2020 5.30pm Allotments Committee TBC
Friday 11 December 2020 7.00pm Council TBC
Monday 21 December 2020 6.00pm Planning Committee ATC OFFICES
Friday 25 December 2020 CHRISTMAS DAY (BANK HOLIDAY)
Monday 28 December 2020 BOXING DAY (BANK HOLIDAY SUBSTITUTE DAY)
JANUARY
Friday 1 January 2021 NEW YEARS DAY (BANK HOLIDAY)
Monday 11 January 2021 6.00pm Planning Committee ATC OFFICES
Friday 15 January 2021 5.30pm Budgets & Staffing TBC
Friday 15 January 2021 7.00pm Council (Precept) TBC
FEBRUARY
Monday 1 February 2021 6.00pm Planning Committee ATC OFFICES
Friday 12 February 2021 5.30pm Allotments Committee TBC
Friday 12 February 2021 7.00pm Council TBC
Monday 22 February 2021 6.00pm Planning Committee ATC OFFICES
o _ MARCH
(Friday [ 72 March 2021 [7.00pm | Town Electors Meeting_ [T8c
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Friday 12 March 2021 8.00pm Council TBC

Monda 22 March 2021 6.00pm Planning Committee ATC OFFICES
Friday 2 April 2021 BANK HOLIDAY (GOOD FRIDAY)

Monday S April 2021 BANK HOLIDAY (Easter Monday)

Monday 12 April 2021 6.00pm Planning Committee ATC OFFICES
Friday 16 April 2021 5.30pm Budgets & Staffing TBC

Frida 16 April 2021 7.00pm Council TBC

Monday 3 May 2021 BANK HOLIDAY

Tuesday 4 May 2021 6.00pm Planning Committee ATC OFFICES
Friday 7 May 2021 7.00pm Annual Council (Mayor Making) TBC

Monday 24 May 2021 6.00pm Planning Committee ATC OFFICES
Monday 31 May 2021 BANK HOLIDAY
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Appendix E: Protocol for Communicating with
Officers

ANDOVER TOWN COUNCIL

PROTOCOL FOR COMMUNICATING WITH OFFICERS

e If you wish to meet with any of the officers, please make an appointment.

¢ If any of the officers act as gatekeeper, please respect this. Should your call be urgent, we
would request that you leave a message or send an email.

e Keep visits on a professional basis due to time limitations.

e Please ensure that you sign in and out of the office upon each visit to the office.

¢ Minimise visits to the office to Tuesdays, Wednesdays and Fridays.
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Appendix F: Payments up to 4 September 2019

Andover Town Council
Expenditure transactions - approval list Startofyearoto4a1s

Tn no Cheque Gross Heading Invoice Details Cheque
date Total
251 BACS:8064 £15.98 4700/7 30/08/19 Mrs N Barber - Reimbursements for Gardening £15.98
04695 Fair June 2019
252 DDBESAug £10.24 4210/6 15/08/19 BES Commercial Electricity Ltd - Electricity £10.24
2019 Charge for 66C High Street
253 BACS:3489 £7.00 4500/1/1/2 02/08/19 Mr D Bolland - Grass Cutting AW Allotments £7.00
5057 August 2019
254 DDBGAug1 £48.03 4210/6 12/08/19 British Gas - Electricity 68 B 02.07.2019 - £48.03
2019 09.08.2019
255 DDBGAug2 £8.67 4210/6 12/08/19 British Gas - Electricity for 68B 02.07.2019 - £8.67
2019 09.08.2019
256 BACS: £377.85 4500/1/4/3 29/08/19 Business Stream - Water Charges Mylen Road £377.85
739237351 Allotments Feb-Aug 2019
257 BACS: £242.19 4500/1/5/3 20/08/19 Business Stream - Water Charges Old Winton £242.19
751081777 Road Allotment May-Aug 2019
258 BACS:1975 £126.75 4500/1/3/3 10/08/19 Business Stream - Water Charges Churchill Way £126.75
67015 Allotments April - August 2019
259 BACS: £78.46 4500/1/1/3 10/08/19 Business Stream - Water Charges Admirals Way £78.46
138629521 Allotments April - August 2019
260 BACS:1072 £587.65 01/09/19 Convenient Hire Limited - Provision of toilets to 7 £587.65
76322 x allotment sites August 2019
1 £83.95 4500/1/1/1 Inv: 133005 AW
2 £83.95 4500/1/2/1 Inv: 133006 BL
3 £83.95 4500/1/3/1 Inv: 133007 CW
4 £83.95 4500/1/4/1 Inv: 133008 MR
5 £83.95 4500/1/5/1 Inv: 133009 OWR
6 £83.95 4500/1/7/1 Inv: 133010 VR
7 £83.95 4500/1/7/1 Inv: 133011 TD
261 BACS422;§ £54.00 03/09/19 W R Coulter - Reimbursements September 2019 £54.00
1 £50.00 4500/1/6/2 Cash for Allotment Cash tin (change)
2 £4.00 4210/2 Batteries for office equipment
262 BACS:9872 £35.94 4000/6/2 01/09/19 Custom Studio Ltd - Website hosting September £35.94
50343 2019
263 BACS:1389 £345.02 4700/4 22/08/19 Jennifer Atherton - Shilling Fair expenses £345.02
25282 reimbursement August 2019
264 BACS:7588 £340.00 4700/4 23/08/19 Hampshire Cultural Trust Trading Limited - Hire £340.00
13977 of costumes for the Shilling Fair August 2019
265 BACS: £47.50 4500/1/4/4 28/08/19 Heavers Heating Services - Mylen Rd Allotment £47.50
805236011 Jon no 1814 Tap change inc parts & labour
266 BACS: £650.00 4700/4 13/08/19 Horse Drawn Occasions - Provision of pair of £650.00
938456145 horses and carriage for Shilling Fair August 2019
Signature Signature
Date
04/09/19 01:59 PM Vs: 8.26.01 Page 1 of 2
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Andover Town Council

H H H Start of year 01/04/19
Expenditure transactions - approval list y
Tn no Cheque Gross Heading Invoice Details Cheque
date Total
267 BACS:1236 £13.00 4700/4 02/09/19 Mrs B Long - Reimbursement for engraving £13.00
95158 shilling fair badges
268 BACS:5945 £282.47 4210115 28/08/19 Moores Cleaning Services Ltd - Office Cleaning £282.47
79651 Services August 2019
269 BACS:7548 £348.00 4700/4 14/08/19 Orchid Digital - Social Media/Web Video £348.00
1225 package Andover Shilling Fair August 2019
270 BACS:9143 £22.80 4700/4 21/08/19 Orchid Digital - Expense for Video Edit Shilling £22.80
38546 Fair August 2019
271 DDSAGEA £13.20 4000/1 01/09/19 Sage UK Limited - Payroll 10 software hire £13.20
EP2019 September 2019
272 BACS:1635 £50.00 4500/1/6/7 22/08/19 Mr B Samways - Retrun of Allotment Deposit £50.00
20523 37ATD
273 BACS:7750 £300.00 4000/3 28/08/19 Surrey Hills Solicitors - Professional Provision of £300.00
63992 General Advice ref ANDOV01-04 August 2019
274 BACS:1304 £96.41 4700/4 16/08/19 Test Valley Borough Council - 2 Hrs Litter £96.41
22141 Picking at Shilling Fair August 2019
275 BACS:9458 £5,982.00 4700/2 23/08/19 Test Valley Borough Council - Installation of £5,982.00
20099 electrical sockets in renovated bollard for
Christmas Tree + HCC Permits
276 BACS:2021 £290.00 4700/4 02/09/19 The Art Room - Services for running art activity £290.00
89130 at Shilling Fair + materials
277 BACS: £120.00 4700/4 14/08/19 The Duke of Wellington's Dancers - Dance £120.00
21864060 displays & Try Regency Dancing sessions
Shilling Fair August 2019
278 BACS:4984 £47.39 4210115  31/08/19 AquAid South Coast - Sanitisation + 3 water £47.39
55874 botttles August 2019
£4,697.87 Confidential
Total £10,874.55
Signature Signature
Date
04/09/19  01:59 PM Vs: 8.26.01 Page 2 of 2
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Appendix G: Payments up to 19 September 2019

Andover Town Council

H H H Start of year 01/04/19
Expenditure transactions - approval list J
Tn no Cheque Gross Headin Invoice Details Cheque
date Total
279 BACS:377 £49.52 4700/4 03/09/19 Jennifer Atherton - Expenses for Shilling Fair £49.52
545820 2019 - Facebook boosted posts
280 BACS:227 £120.00 4500/1/3/4 14/05/19 James Ayres - Job no 1691: Supply & fit welded £120.00
364896 lock & shackle + supply & fit chain links and re-
align gate
281 BACS:356 £85.00 4500/1/5/4 07/06/19 James Ayres - Job No: 1782 Supply & fit new £85.00
713194 welded lock and shackle
282 BACS:355 £85.00 4500/1/7/4 12/07/19 James Ayres - Job No: 1798 Supply & fit welded £85.00
312391 lock and shackle
283 BACS:416 £85.00 4500/1/3/4 24/07/19 James Ayres - Job No: 1803 Supply & fit new £85.00
408319 welded lock & shackle to main gate
284 BACS:615 £85.00 4500/1/7/5 14/08/19 James Ayres - Job No: 1813 Supply & fit new £85.00
931493 welded lock and shackle to main gate
285 BACS:555 £95.00 4500/1/7/5 06/09/19 James Ayres - Job No: 1817 remove lock gurad £95.00
896681 from new gates, supply & fit new security chain.
Remove welded lock from old gates and refit to
new
286 BACS:665 £340.80 4700/2 05/09/19 Blachere llluminations - Replacement lights - £340.80
486890 LED Sparklight warm white and red for Xmas
Tree
287 DDBGAug £12.26 4210/6 03/09/19 British Gas - Electricity supply 68B 02.08.2019 - £12.26
32019 01.09.2019
288 BACS:188 £800.00 4700/4 22/08/19 Fuse Projects - 50% of Project Management fee £800.00
463727 for Andover Shilling Fair 2019
289 BACS:947 £2,511.55 4210/3 03/09/19 J&A Motor - Office rent 25.09.2019 - 24.12.2019 £2,511.55
954478
290 DDMAINA £4.78 421077 31/08/19 Mainstream Digital - Fraud protection August £4.78
ug12019 2019 for no 01264 335592
291 DDMAINA £39.49 421077 31/08/19 Mainstream Digital - Fraud protection + call £39.49
ug22019 charges 01.08.2019 - 31.08.2019
292 BACS:747 £429.00 4210/10 02/09/19 Pitney Bowes - Postage and franking machine £429.00
350759 rental August 2019
293 BACS:733 £960.00 4000/4 03/09/19 PKF Littlejohn LLP - External Audit Fee for YE £960.00
070704 31.03.2019
294 BACS:725 £25.92 4210117 03/09/19 Restore Datashred - Removal of confidential £25.92
30919 waste September 2019
295 BACS:337 £510.00 400073 19/09/19 Surrey Hills Solicitors - All services in connection £510.00
539132 with acquisition of Allotments at Picket Piece to
date
296 BACs:7166 £142.00 4100/4 05/09/19 Test Valley Borough Council - Hire of Guildhall £142.00
22504 for Cttee & Council mtg
£4,363.87 Confidential
Total £6,380.32
Signature Signature
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