
 

 

    

ANDOVER TOWN COUNCIL 
Budgets and Staffing Committee Meeting Agenda 

10 January 2020 
 

 

 

To the Members of the Budgets & Staffing Committee:  

Cllr R Meyer (Chairman), Cllr L Banville, Cllr S Blackmore, Cllr D Coole, Cllr J Coole, Cllr C Ecclestone,  

Cllr R Rowles and Cllr D Treadwell.  

(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, High Street, Andover on Friday 10 January 2020 at 5.30 pm when it is proposed to 

transact the following business:- 

 

 

 

Wendy R Coulter 

Town Clerk – 3 January 2020 
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ANDOVER TOWN COUNCIL 
Budgets and Staffing Committee Meeting Agenda 

10 January 2020 
 

 

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 
Number 

Item Page Number  

1 Election of Vice Chairman 3 

2 Apologies for Absence 3 

3 Declarations of Interest 3 

4 Minutes of the last meeting  3 

5 Public Participation  3 

6 Staffing Sub-Committee Membership  3 

7 Draft Budget 2020/2021 4 

8 Earmarked and Operational Reserves 4 

9 Corporate Risk Assessment  4 

10  Internal Audit  4 

11 Five Year Budget  4 

12 Policy & Standing Orders Review  4 

13 Provision of Toilets on Allotment Sites  4 

14 Members Training  4 

15 Office Management  5 

16 Work Programme  5 

17 Date of Next Meeting  5 

Appx A Minutes of Last Meeting  6 

Appx B Draft Budget 2020/2021 10 

Appx C Earmarked & Operational Reserves 16 

Appx D Corporate Risk Assessment  21 

Appx E Internal Audit – Part 2 22 

Appx F Office Management  32 

Appx G Work Programme  34 
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Item 1: Election of Vice Chairman 

Following the resignation of Cllr V Harber from the Town Council, to elect a Vice Chairman of the Budgets & Staffing 

Committee for the remainder of the Municipal Year 2019/2020.  

 

Item 2: Apologies for Absence  

To receive and accept apologies for absence.  

 

Item 3: Declarations of Interest 

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

 

Item 4: Minutes of the last meeting 

To agree the minutes of the Budgets and Staffing Committee meeting held on Friday 8 November 2019 - attached at 

Appendix A. 

 

Item 5: 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 6: Staffing Sub-Committee Membership    

To consider and approve the Membership of the Staffing Sub-Committee. A maximum of 5 members is required.  
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Item 7: Draft Budget 2020/2021 

To consider the Draft Budget for 2020/2021 and the proposed Precept for recommendation to Full Council – Draft 

Budget attached at Appendix B.  

 

Item 8: Earmarked and Operational Reserves 

To review the Earmarked and Operational Reserves and make recommendations for amendments to Full Council – 

updated Earmarked Reserves attached at Appendix C.  

 

Item 9: Corporate Risk Assessment  

To consider and recommend the Corporate Risk Assessment to full Council for approval – Report attached at  

Appendix D and Risk Assessment to follow.  

 

Item 10: Internal Audit   

To receive the second part of the Internal Audit and recommend the Action Plan to Full Council – Report and Action 

Plan attached at Appendix E.  

 

Item 11: Five Year Budget 

To consider starting work to create a five year budget proposal.  

 

Item 12: Policy & Standing Orders Review 

Following the agreement of updated Terms of Reference of Committee to undertake the review of the Town Council 

Policies and Standing Orders. To agree a strategy for the review.  

 

Item 13: Provision of Toilets on Allotment Sites 

To request the Allotment Committee to review the cost of the provision of toilets on all allotment sites and to 

investigate the cost of replacing the toilets with compostable toilets.  

 

Item 14: Members Training  

To develop a Members Training Programme including additional planning and finance training.  

To arrange visits to successful Town Council(s).  
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Item 15: Office Management  

To receive an update on the management of the Town Council Offices – Report attached at Appendix F.  

 

Item 16: Work Programme  

To review the current Work Programme attached at Appendix G. 

 

Item 17: Date of The Next Meeting 

To note the date of the next Budgets and Staffing Committee meeting, Friday 17 April 2020, in the Upper Guildhall, 

High Street, Andover, starting at 5.30pm.  
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Appendix A: Minutes of the last meeting 

A 
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Appendix B: Draft Budget 2020/2021 

B 
 

Produced for: 

Budgets & Staffing Committee    

Date of Report: 

Friday 3 January 2020 

Author: 

W. Coulter (Town Clerk, DPO, RFO) 

Key Issues 

To make final considerations for the Draft Budget 2020/2021 for final recommendation to Full Council. 

To consider the Precept Level for 2020/2021 for final recommendation to Full Council.  

 

Background   

At the Full Council meeting held on 13 December 2019 the Draft Budget was considered and amendments were agreed. The 

Draft Budget is attached at Annex 1.  

The Town Clerk received notification from Test Valley Borough Council at the end of December 2019 of the Band D Equivalent 

number of households for the Andover Parish for 2020/2021.  

 

Draft Budget 2020/2021 

At the Full Council Meeting held on 13 December 2019 it was agreed that the Total Budget for 2020/2021 would be: 

£380,016.00  

 

Precept – Number of Band D Equivalent Households 2020/2021 

The Andover Town Parish Estimated Tax Base for 2020/2021 is 16,313 Band D Equivalent Households.  

 

Current Precept Level  

The Town Council current Precept Level is £20.03 

 

Current Precept Calculation based on Estimated Tax Base 2020/2021 

£20.03 x 16,313 = £326,749.39 

 

Shortfall  

The shortfall if the Precept level remains the same will be: £53,266.61 

 

Options  

 

Option 1 

To take the shortfall from Town Council Reserves.  

Option 2 

To reduce the Draft Budget for 2020/2021. 

Option 3 

Increase the Precept Level for 2020/2021. To cover the current Budget cost the Precept Level would need to be increased to 

£23.29. 
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Financial Implications: 

The financial implications are included in the report.  

 

Legal and Policy Implications 

The Town Council must agree its Budget prior to setting its Precept for 2020/2021 as per Local Government Finance Act 1992 

S.50 and Local Government Finance Act 1992 S.41.  

 

Recommendations: 

1. To make final recommendations to Full Council for the Budget for 2020/2021. 
2. To make final recommendations to Full Council for the Precept for 2020/2021.   

 
 

         3 January 2020  

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, First Floor Offices, 

68B High Street, Andover, Hants. SP10 1NG.   

Tel: 01264 335592 
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Appendix C: Earmarked and Operational Reserves  

C 
Produced for: 

Budgets & Staffing Committee    

Date of Report: 

Friday 3 January 2020 

Author: 

W. Coulter (Town Clerk, DPO, RFO) 

Key Issues 

To review Earmarked Reserves held by the Town Council.  

To review level of Reserves for Earmarked Reserves and Operational Reserves held by the Town Council.  

To consider the management of Reserves held by the Town Council.  

To consider a strategy to make amendments to Earmarked Reserves or to replenish Reserves as necessary.  

 

Background   

As per the Town Council’s Financial Reserves Policy, the Town Council may hold 2 types of Reserves. Earmarked Reserves and 

General (Operational) Reserves.  

There is no law to determine the levels of Reserves that should be held. However, it is recommended in the Governance and 

Accountability for Smaller Authorities in England 2019, as a minimum that 2 months of salaries and overheads to cover NI, tax 

etc. should be held in Operational Reserves. The Town Council is not allowed to hold more than 6 months Operational 

Reserves or half of its Precept.  

 

What is the difference between Earmarked Reserves and Operational Reserves? 

Earmarked Reserves are held for intended and genuine purposes. They are for projects that the Council intends to carry out 

and must be regularly reviewed.  

Operational Reserves are held to cover the operation of the Council in the event of an emergency.  

 

What monies does the Town Council hold? 

The Town Council holds Earmarked Reserves, Operational Reserves, CIL Monies and monies collected from Allotment 

Deposits.   

These monies are currently held in one current account and one savings account.  

 

How were the Earmarked Reserves formulated? 

The Earmarked Reserves for the Town Council were first drawn up in 2016 and last reviewed in January 2019.  

The Earmarked Reserves were projects and services that at the time, the Town Council intended to carry out subject to funding 

available. Therefore, the amount of monies set aside for Earmarked Reserves were not necessarily held in the Town Councils 

funds as they were intended to be future projects. Not all the monies were able to be spent at one time. Therefore as savings 

were made each year they were to be transferred into the Earmarked Reserves.  

This method was used as the Town Council was only set up in 2010 and had no initial reserves.  

 

The Town Council’s Current Financial Situation  

The Town Council has one current account which currently totals £512,653.29 

The Town Council has one savings account for the Allotment Deposits which currently totals £5,212.38 

TOTAL amount for the two accounts is: £517,865.67 

 

The Town Council’s Financial Requirement based on levels last reviewed in January 2019 

The current requirement for the Earmarked Reserves, last reviewed in January 2019, is £430,627.48 (the current Earmarked 
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Reserves are attached at Annex 1).  

The Town Council also holds CIL monies which currently total £89,790.83 (CIL monies attached at Annex 2).  

The Town Councils is required to hold Operational Reserves, which for a Council of its size should be 6 months or half of the 

current Precept which currently would be £159,689.18.  

Therefore in total the Town Council should have £680,107.49  

 

Review of Earmarked Reserves 

A stated above, the Earmarked Reserves were last reviewed in January 2019 and the amount required for the Earmarked 

Reserves is £430,627.48. 

There are items within the current Earmarked Reserves that can be removed.  

The Community Officer role has been replaced with the new Town Centre Manager role and the costs for which have been 

included in the Budget 2020/2021.  

The Youth Council no longer operates.  

Monies for Defibrillators have been included in the Budget 2020/2021.  

Community Notice Boards were set aside in 2013 and have never been used.  

 

If these items were removed from Earmarked Reserves the totals would be as follows:  

Community Officer - £35,420.55 

Youth Council - £1,800.00 

Defibrillator - £1,072.01 

Community Notice Boards - £2,500.00  

Total: £40,792.56 

 

Therefore amount required for Earmarked Reserves: £389,834.92 

 

Members are reminded that any amendments made to Earmarked Reserves will have to be recommended to and approved 

by Full Council.  

 

Review of Operational Reserves 

If the Town Council is minded it can choose to reduce the level of Reserves set aside for its Operational Reserves. If Members 

were minded they could recommend to Full Council that the Operational Reserves be reduced to 3 months which would be 

£79,844.59.  

 

Financial Risks  

The Financial Risks to the Town Council should be considered when preparing Budgets and reviewing levels of Reserves. The 

Town Clerk, as the Town Council’s Responsible Financial Officer, takes these risks into consideration when preparing the Draft 

Budget for the Town Council and recommending any amendments to the Earmarked Reserves.  

 

Listed below are the Financial Risks that could be encountered by the Town Council:  

Failure to collect rent from allotment tenants 

Failing to review the rents and charges for allotments 

Failure to provide adequate insurance cover – public liability, indemnity, employers liability 

Failure to provide adequate resources for salary payments 

Failure to set a Precept within sound budgeting arrangements  

Loss of money through theft/misappropriation 

Poor financial management 

Risk to a third party as a consequence of providing a service  
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General Data Protection Regulations – breach of confidentiality – large financial fine 

Failure to review interest rates 

Inappropriate investment  

Inadequate Budget Provision  

Inappropriate funding applications  

 

Any one of the above risks could cause severe financial implications for the Town Council.  

The Town Council’s Financial Reserves Policy states that if the Town Council faces an unprecedented financial burden, the set 

aside Earmarked Reserves should be used to cover costs.  

 

Management of the Town Council’s Financial Reserves 

As stated above the Town Council currently has one current account and one savings account.  

At the previous Budgets & Staffing Committee it was agreed that the Town Clerk be given authority to open additional bank 

accounts to reduce the risk of having a large amount of money in one bank account. This was agreed following advice from 

the Internal Auditor.  

In order for the bank accounts to logically reflect the monies held by the Town Council it is suggested that they separated as 

follows: 

 

Current Account: Holding Operational Reserves 

CIL Account: Holding Monies from CIL contributions 

Earmarked Reserves 1: Holding ½ of Earmarked Reserves 

Earmarked Reserves 2: Holding ½ of Earmarked Reserves 

 

At the end of each financial year the Town Council will review any monies not spent during the financial year and make 

decisions on whether to add monies to Earmarked Reserves or Operational Reserves.  

 

Strategy to Replenish or Amend Earmarked Reserves  

Options:  

Option 1 

As mentioned above, the Earmarked Reserves can be reduced by removing items that are no longer required.  

Option 2 

Earmarked Reserves can be amended by reconsideration of projects to be completed.  

Option 3 

Continue with current strategy of prudent spending and transferring savings from underspends at the end of each financial 

year.  

 

Financial Implications: 

The financial implications are included in the report.  

 

Legal and Policy Implications 

The Town Council must follow its own policy on Financial Reserves.  

Section 32 and 43 of the Local Government Finance Act 1992 require local authorities to have regard to the level of reserves 

needed for meeting estimated future expenditure then calculating the budget requirement; however, there is no specified 

minimum level of reserves that an authority should hold. 

 

Recommendations: 

1. To review and make any amendments to Earmarked Reserves.  
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2. To note the current levels of Reserves and current financial situation of the Town Council.  
3. Management of Reserves - to approve the suggested splitting of current monies into bank accounts listed in 

report or suggest alternatives  
4. To consider and approve a strategy to replenish or amend Earmarked Reserves.   

 

 

 

         3 January 2020  

 

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, First Floor Offices, 

68B High Street, Andover, Hants. SP10 1NG.   

Tel: 01264 335592 

 

 



 

Page 20 of 34                                        ANDOVER TOWN COUNCIL 

 
 

 

 
 



 

Page 21 of 34                                        ANDOVER TOWN COUNCIL 

 

Appendix D: Corporate Risk Assessment   

D 
Produced for: 

Budgets & Staffing Committee 

Date of Report: 

Friday 3 January 2020   

Author of Report: 

W Coulter (Town Clerk, DPO, RFO) 

Summary of Key Issues 

The Council has a duty in each financial year to undertake an assessment of all risks that may impact on the Town Council.  

The Council uses a bespoke software (LCRS Win 10 – Local Council Risk System) to identify and calculate the risks and the 

value of those risks.   

The calculation of risk is worked out by multiplying the likelihood of the occurrence of the risk, by the impact of that risk on 

the Council.   

Risks and likelihood are valued on a points basis of:  

Low = 1 point. Medium = 2 points. High = 3 points  

Where the risk value is 4 points or more the Council is required to develop an action plan to address that risk.   

The overall summary and the Action Plan for the identified risks will be available at the meeting (large document) along with 

the Risk Responsibilities for each Officer identified within the report.  

The External Auditors will want sight of the documentation (the Corporate Risk Assessment in full) as well as evidence (Minute 

Numbers and Resolutions) that the Town Council has in place the Corporate Risk Assessment on completion of Year End 2020. 

It is imperative that the Town Council adopts the Corporate Risk Assessment for this year 2019/2020 as soon as possible.                                                     

Corporate Risk Assessment Process 

Previously the Policy and Resources Committee in 2018 agreed that the Action Plans arising from the Corporate Risk 

Assessment would be sent to each Committee responsible for specific areas within the Corporate Risk Assessment. The Action 

Plans would then be graded and the Corporate Risk Assessment would be updated.  

The Action Plans will form actions for Responsible Officers. The progress of their actions will be reported back to the 

responsible Committees.  

The Corporate Risk Assessment process is continuous throughout the year, therefore although Full Council will be asked to 

approve the Risk Assessment up to the end of the Financial Year 2020, the process will need to continue and be reviewed at 

the end of the year 2021.  

At the end of the year (2021) the Corporate Risk Assessment will be considered again to ensure that risks are being addressed 

or managed.  

Financial Implications 

Currently there are no financial implications for carrying out the Action Plan.  

Legal and Policy Implications 

The Legal and Policy implications are contained within the Risk Assessment and Action Plan.   

Recommendations 

To recommend to Full Council for approval and implementation the Corporate Risk Assessment, Action Plans and process.    

 

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  

  

mailto:townclerk@andovertc.co.uk
http://www.andover-tc.gov.uk/
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Appendix E: Internal Audit Report & Action Plan – Part 2   

E 
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Produced for: 

Budgets & Staffing Committee    

Date of Report: 

Thursday 2 January 2020 

Author: 

W. Coulter (Town Clerk, DPO, RFO) 

Key Issues 

As part of the annual Audit Process the Town Council is required to have its policies, processes and accounts subject to an 

internal audit review. The Town Council appointed AAT Lightatouch Internal Audit Services in 2016 (reviewed and renewed 

in 2018) to undertake this work.  

 

As a result of the points raised in the report (attached) an Action Plan has been produced, included below, to resolve the 

points raised by the Internal Auditor. 

 

Below is a summary of the Action Plan and Actions taken from the Internal Audit in 2019 and the Actions completed. It is 

good practice that the Council be given the opportunity to compare Internal Audits from one year to the next.  

 

Following this are the points raised in the Internal Audit Inspection undertaken on 19 December 2019 and the 

recommended actions, in the final column is a record of the action to be taken or that has been taken.  

 

The Internal Audit is advisory and the Town Council can chose to action the points raised or not.  

 

INTERNAL AUDIT Year ending 31 March 2019 

1st Internal Audit April – December 2018 

At the first visit to the Town Council in 2018/19 we 
checked the control operating over the new card 
payment system. We noted from discussion with the 
Town Clerk that the system is in its infancy although 
82% of the fees out of the total number of allotment 
plots held by the Town Council had been collected by 
the end of September 2018. At this second visit the 
number of plot holders who have yet to make 
payment is thirty-three as at 30 November 2018. It is 
agreed that the new system of receipting and 
recording is working well although it is recommended 
that the following should be introduced to strengthen 
the control operating in practice 

 all income received and recorded 
should have a dedicated identity 
number that can be matched to the 
plot and site of the allotment 

 the allotment spreadsheet should be 
matched and reviewed weekly during 
the periods September – October each 
year whilst the bulk of income is 
received and recorded on the 
AdvantEdge system. 

 there should be a formal follow up 
procedure that includes contact with 
the Plot holder and arrangements for 
late payment details should be 
recorded on the spreadsheet. 

 ALL INCOME RECEIVED HAS 
BEEN ALLOCATED WITH AN 
IDENTITY NUMBER. NUMBER 
TO BE MATCHED WITH PLOT 
& SITE – COMPLETED 

 THE ALLOTMENT 
SPREADSHEET WILL BE 
MATCHED & REVIEWED 
WEEKLY FROM SEPTEMBER 
2019. 

 FORMAL FOLLOW-UP 
PROCEDURE HAS BEEN 
COMPLETED, CONTACT WITH 
PLOT-HOLDER RECORDED ON 
SPREADSHEET.  

It is noted that the Town Council have considered and 
adopted a General Data Protection Regulation (GDPR) 
Policy to comply with GDPR (May 2018).   
 

Audit Note: This includes the requirement 
for Privacy Notices, but we understand 
that not all Councillors have adopted 
using the Town Council emails and a 
co.uk email extension on all Councillors 
email addresses. 

 

NO FURTHER ACTION 

REQUIRED.  

Bank Reconciliations 
 
• the financial totals as at 31 March 2018 brought 
forward are accurately shown in the Cash Books. 
• all un-presented cheques and un-banked income was 
checked to bank statements and any that remain 
outstanding were checked to the bank reconciliation at 
30 April 2018.  
• all direct debits, standing orders, transfers were 
checked and accounted for in the period 1 April 2018 
through to 31 October 2018. 

Audit Note: It is noted that the balance 
held in the Unity Trust Bank Current 
Account No 20934109 at the 31 October 
2018 remain high. The Town Clerk has 
indicated that further due diligence will 
be undertaken to check if the Town 
Council should consider moving to 
another banking provider that will be 
able to offer better rates of interest and 
to spread the current balances held in the 
one bank account with Unity Trust Bank. 
This will also provide the opportunity to 

 

THE TOWN CLERK WILL 

ARRANGE APPOINTMENTS 

WITH BANKS IN ANDOVER TO 

DETERMINE WHETHER OR NOT 

THE COUNCIL SHOULD CHANGE 

BANKS AND HOW TO MANAGE 

THE MONIES HELD IN THE 

CURRENT ACCOUNT.  
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• all bank paying in slips were banked and agreed to 
bank statements in the period 1 April 2018 through to 
31 October 2018.  
• bank reconciliations for all bank accounts had been 
carried out between 1 April 2018 to 31 October 2018, 
and totals agreed to those shown in Cash Books. 
 

check the alternative bank accounts 
available to spread the investments into 
more than one bank account.  
Audit Note: We have noted that the 
Town Clerk should sign and date the bank 
reconciliations on a monthly basis to 
confirm that bank reconciliations have 
been carried out and the total of the 
bank account agrees to the Cash Book 
totals.  
Audit Note: We have also noted that the 
bank statements and Cash Book should 
be signed and dated by the Town Clerk 
and the Chairman of the Town Council as 
part of Councillors scrutiny role to agree 
that totals are confirmed to the bank 
reconciliation information.  
Recommendation: We recommend that:  

 the bank reconciliations should be 
signed and dated by the Town Clerk 
each month.  

 the bank statements are checked 
against the bank reconciliations and 
signed and dated quarterly by the 
Chairman of the Town Council as part 
of their scrutiny role. 

 

 

 

 

 

 

 

 

 

 

 

MONTHLY BANK 

RECONCILIATIONS WILL BE 

TAKEN TO P&R COMMITTEE 

AND COUNCIL, SIGNED BY 

BOTH TOWN CLERK AND 

CHAIRMAN.  

 

IF ABOVE IS CARRIED OUT THIS 

SHOULD PROVIDE THE 

NECESSARY SCRUTINY 

REQUIRED BY THE EXTERNAL 

AUDITORS.  

Income and Expenditure 
 
• all un-presented cheques and un-banked income 

information as at 31 October 2018 was checked to 
ensure that the details are accurately recorded in the 
Town Council records. 

• all Remittance Advices were checked and agreed to 
the Cash Books and bank statements for the period 1 
April 2018 – 31 October 2018. 

  

 

NO FURTHER ACTION 

REQUIRED.  

VAT 
•we noted reimbursements for VAT have been 

processed during the period covering April – June 
2018 and July to September 2018, although this 
reimbursement for the later period for £2098.77 has 
not yet been received from HMRC. We checked to 
ensure that all the VAT elements were correctly 
recorded from the Invoices for the period July – 
September 2018. 

  

NO FURTHER ACTION 

REQUIRED.  

BACS Payments 
• A test check of the invoice payment file was carried 

out (April 2018 to October 2018) to ensure that the 
totals paid by cheques and BACS were authorised and 
matched the payment vouchers held on the file. We 
also checked that the BACS payments were correctly 
recorded on the bank statements to confirm the 
accuracy of payments made. 

 

Audit Note: It is noted that once 
completed the Town Clerk will enter the 
details on the AdventEdge software and 
prepare and send the on -line payments 
to the bank for processing.  
Recommendation: We recommend that: 

 to strengthen internal controls and 
ensure that duplicate payments cannot 
be made the BACS summary sheet 
should be signed and dated by the 
Town Clerk to confirm that invoices 
have been approved for payment.   

The summary sheet is printed 

out and signed by the Town 

Clerk. Once the Town Clerk 

receives emails from the 

authorisers, a hard copy is also 

attached to the BACS payment 

list and the date of 

authorisation noted.  

Allotment Income 
•a test check of allotment income for all sites was 
carried out to agree that the details recorded on the 

  

NO FURTHER ACTION 

REQUIRED.  
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Allotment spreadsheet matched to the income received 
in the Town Council Unity Trust Bank Account for those 
sums due in 2018/2019. 

Town Council Website  
• It was noted that the Minutes of the Town Council and 
Committees were not recorded on the Town Council 
website since March 2018. We also noted that a record 
detailed the list of payments over £500 in shown in the 
Minutes of the Policy and Resources Committee, but 
these were not available to see on the website. The 
Transparency Code 2015 recommends that all payments 
over £500 should be listed on the Town Council website 
once the payment has been approved by the Town 
Council. 

Audit Note: We understand that the 
Town Clerk has now created a new 
process to ensure that the Minutes will 
be uploaded on to the Website as soon as 
they are signed off by the Chairman of 
the Town Council or Committee. 
 

Minutes uploaded onto website 

and up-to-date to last signed 

copies for all Council and 

Committees – ongoing.  

2ND Internal Audit - December 2018 – March 2019 
 

Bank Reconciliations 
• the financial totals as at 28 February 2019 brought 

forward are accurately shown in the Cash Books. 
• all un-presented cheques and un-banked income was 

checked to bank statements and any that remain 
outstanding were checked to the bank reconciliation 
as at 31 March 2019. 

• all direct debits, standing orders, transfers were 
checked and accounted for in the period 1 March 
2019 to 31 March 2019. 

• all bank paying in slips were banked and agreed to 
bank statements in the period 1 March 2019 to 31 
March 2019.  

• bank reconciliations for all bank accounts had been 
carried out between 1 March 2019 to 31 March 2019, 
and totals agreed to those shown in Cash Book.  

  

 

NO FURTHER ACTION 

REQUIRED 

Petty Cash 
• a sum of £40.22 is held as Petty Cash and has been 

included in the bank reconciliation as at 31 March 
2019.  

Income and Expenditure 
• all un-presented cheques and un-banked income 

information as at 31 March 2019 was checked to 
ensure that the details are accurately recorded in the 
Town Council records. 

• all Remittance Advices were checked and agreed to 
the Cash Book and bank statements for the period 1 
March 2019 – 31 March 2019. 

Audit Note: The Town Council are no longer 
using Petty Cash and the £40.22 should be 
paid into the bank account as miscellaneous 
income. 

 

 

TO BE TRANSFERRED AT START 

OF FINANCIAL YEAR 01.04.2019.  

 

 

NO FURTHER ACTION 

REQUIRED 

VAT 
•We noted reimbursements for VAT was submitted to 
HMRC in April 2019 for the period January – March 
2019 in the sum of £3,623.50. 

  

NO FURTHER ACTION 

REQUIRED 

Assets Register 
•We checked and confirmed that the Assets Register 

included all information for new purchases and 
showed the actual cost of the items owned by the 
Town Council. 

  

NO FURTHER ACTION 

REQUIRED 

Minutes of the Town Council 
• We checked the Minutes of the Town Council and 
Committees for decisions and approvals for the period 
March 2019.  

  

NO FURTHER ACTION 

REQUIRED 

End of Year Procedures 
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• A full check was carried out on the End of Year 
documentation provided by the Town Clerk to 
confirm the accuracy of the details to be submitted 
to the External Auditor. This also included the 
validation of any variances of totals over 15% 
between 2017/18 and 2018/19 shown on Section 2 
of the Accountability and Governance Annual 
Return as required by the External Auditor. 

• The Annual Internal Audit Report to be submitted to 
the External Auditor was completed and signed by 
Tim Light. 

 

TO BE SUBMITTED TO FULL 

COUNCIL FOR APPROVAL. 

TO BE SENT TO EXTERNAL 

AUDITORS AS PART OF THE 

YEAR END PROCEDURES FOR 

31.03.2019 

INTERNAL AUDIT Year ending 31 March 2020 

1st Internal Audit April – October 2019  

Grant Applications  

 The application forms submitted by organisations 
should be completed in full, including the signing of 
each submission using the correct Town Council 
application form. The Forms should be scrutinised 
and supported by the required supplementary 
documentation showing the organisations end of 
year financial accounts. Applications should not be 
processed until all the required criteria is 
completed.  

 Once the process is complete and the organisation 
has sufficient evidence in their application to 
recommend a grant to be paid then this can only be 
approved and ratified by the full Town Council as 
recommended by the Governance and 
Accountability for Smaller Authorities in England. 
The decision of the Council should be minuted.  

  

 

 

 

The Town Council should 

amend its Grants Procedure to 

ensure that all decisions on 

grants are made in public by the 

full Council.  

TO BE COMPLETED DURING 

REVIEW OF POLICIES.  

Authorisation of Invoice Schedules 
Proper practice in accordance with the Governance 
and Accountability for Smaller Authorities requires 
each payment schedule to be signed by at least one 
Councillor to confirm the approval of payments made 
by the Town Council.  

 To ensure that the payment 

schedule submitted to Budgets 

& Staffing Committee or full 

Council is signed by the 

Chairman of the meeting to 

show payments have been 

approved.  

Declaration of Interests 
All Councillors should record details of their 
Declarations of Interest posted on the Town Council 
website in accordance with the Governance and 
Accountability for Smaller Authorities in England.  

 All Town Councillors to ensure 

their Declarations of Interest 

Forms are up to date & inform 

Officers of any amendments or 

changes.  

Other Matters 

 The current numbers of Councillors mandated on 
the Unity Trust Current Account No xxxxx4109 is 
insufficient to allow the Town Clerk to make 
regular payments as only one Councillor is 
currently mandated to sign and approve 
payments. To overcome these operational 
difficulties, we strongly suggest that all Councillors 
should be mandated on the bank account so that 
the payments can be approved more efficiently by 
the Town Council.  

 The current number of staff available to the Town 
Council is insufficient, mainly due to the loss of 
staff through long term sickness and the 

  

 All Councillors be 
requested to be signatories 
for Council payments.  

 

 

 

 

 

 

 

 Budgets & Staffing 
Committee to review 
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termination of employment which has not been 
replaced. It is our opinion that the Council should 
consider the current work programme given to 
the Town Clerk and review if this is achievable 
without further resources being made available to 
implement decisions made by the Council without 
sufficient numbers of staff.  

 The level of funds held in the Unity Trust current 
account No xxxxx4109 remains high and should be 
reviewed with a view to deposit sums for 
investment in suitable investment accounts 
providing a return on the monies deposited. 
 
 

 A VAT reimbursement claim form for the period 
July – September 2019 will be completed and 
submitted to HMRC in November 2019 

 We have noted that good progress has been made 
and that 69% of the Allotment income has already 
been received by the Council for rental due from 
1st October 2019. 

 The website should be update to include the 
payments made over £500 for the period April – 
June 2019.  

current workload and 
staffing resources.  

 

 

 

 

 

 

 The Town Clerk has 
contacted a reputable Local 
Government Investment 
company who have offered 
to make a presentation to 
the Town Council regarding 
deposit options.  

 VAT return for July – 
September 2019 
completed.  

 At date of publication of 
Agenda 80% of income has 
been received.  
 

 Payments over £500 for the 
period April – June 2019 
have been published on the 
Website.  

1st Internal Audit October – November 2019  

Bank Accounts 
The current numbers of Councillors Mandated on the 
Unit Trust Current Account No xxxx4109 is insufficient 
to allow the Town Clerk to make regular payments as 
there are no current Councillors actively mandated to 
sign and approve payments. To overcome these 
operational difficulties, we strongly recommend that 
those Councillors needing to complete the mandate 
forms on the bank account should do this as a matter 
of urgency so that payments can be approved for 
January 2020.  

  

Ensure all Councillors mandated 

to be signatories are signed up 

as soon as possible. All 

Members to contact staff as 

soon as possible to complete 

necessary procedures.  

Authorisation of Invoice Schedules 
We continue to recommend that Proper Practice in 
accordance with the Governance and Accountability 
for Smaller Authorities requires each payment 
schedule to be signed by at least one Councillor to 
confirm the approval of payments made by the Town 
Council.  

  

The Chairman of Budgets & 

Staffing or Full Council will sign 

the Invoice Schedule, once 

approved.  

Declaration of Interest  
We continue to recommend that all Councillors 
should record details of their declarations of interest 
to be posted on the Town Council website in 
accordance with the Governance and Accountability 
for Smaller Authorities in England.  

  

The register of declarations of 

interest will continue to be 

monitored and reviewed yearly.  

It is the responsibility of 

individual Members to ensure 

that their declarations of 

interest are kept up to date.  

Other matters to be brought to the Council’s 
attention  

Audit Notes:  

 

We understand that a representative from 

 

 

The B&S Committee have given 
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 We continue to suggest that the level of 
funds held in the Unity Trust Current 
Account No xxxx4109 remains high and 
should be reviewed with a view to deposit 
sums for investment in suitable investment 
accounts providing a return on the monies 
deposited.  
 
 

 We are pleased to report that all allotment 
income for 2019 has been collected for those 
plots that are currently occupied.  

 Reserves for 2020/2021 have been reviewed 
by the Town Clerk and adjustments have 
been made to ensure that the up to date 
information is highlighted to Council as part 
of the budgeting process. 

 The website should be updated to include 
the payments made over £500 for the period 
April – September 2019.  

CCLA will be addressing Council in April 

2020 to provide details of accounts that 

are available to deposit money for 

investment).  

delegation to the Town Clerk to 

source additional bank 

accounts.  

The Financial Reserves report 

addresses the management of 

the Town Council’s Bank 

Accounts. 

 

 

 

 

 

This is addressed in the 

Financial Reserves Report.  

 

 

The payments made over £500 

for the period April – 

September 2019. 

 

Financial Implications: 

There are no financial implications with regard to the implementation of the Internal Audit Action plan for 2020. 

 

Legal and Policy Implications 

The Council is required to undertake an annual internal audit to satisfy its external auditors. The internal audit and action plan 

are submitted to the external auditors as a demonstration of the Council’s response to its duties to act within the law.  

 

Recommendations: 

1. To receive the Internal Auditors Report   

2. To approve the Council’s Action Plan in response to the Internal Auditors Report Part 2 for the period October 
to November 2019.    

3. To note the Internal Auditors Report and approve the implementation of the Action Plan.  
 

 
 

         3 January 2020  

 

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, First Floor Offices, 

68B High Street, Andover, Hants. SP10 1NG.   

Tel: 01264 335592  Distribution: To all Councillors  
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Appendix F: Office Management    

F 
Produced for: 

Budgets & Staffing Committee    

Date of Report: 

Friday 3 January 2020 

Author: 

W. Coulter (Town Clerk, DPO, RFO) 

Key Issues 

To update Members on the current situation regarding staffing levels and operations.  

 

Background   

In July 2019 the Budgets & Staffing Committee agreed that due to the resignation of the then Receptionist, the operation of 

the Town Council Offices would change. There would no longer be a reception at the Town Council Offices. All telephone calls 

would be handled by a call centre and a new CCTV door entry system was installed. Members of the public were required to 

ring the doorbell for assistance.  

 

Review of Office Operations 

Following feedback from Members of the Public and Members of the Town Council, the Town Clerk under delegated authority 

for Staffing Operations, has re-established a Reception in the Town Council Offices. A temporary Receptionist has been 

recruited and all phone calls are being handled in-house.  

Currently the Offices are open to the public 3 days a week (Tuesday, Wednesday and Thursday 10am to 1pm). This was the 

service provided previously. This will be reviewed in the future once staffing is back to operational levels.  

 

Town Centre Manager  

At the Full Council meeting held on 13 December 2019 it was agreed that monies for the provision of a Town Centre Manager 

would be included in the Budget 2020/2021. 

The Job Description and Job Specification need be drawn up and approved by the Budgets & Staffing Committee. 

The Remuneration for the post also needs to be agreed. £35,000 was set aside in the 2020/2021 Budget, however this has to 

also cover the costs of Tax and National Insurance.  

 

Staffing Structure  

The Staffing Structure for the Town Council requires review following the changes to the Budget 2020/2021 and Committee 

Structure. This is so that additional projects, requested by Members can be carried out and completed.  

 

Staff Absences 

The situation regarding staff absence will be clarified by the end of January 2020. Once this has been clarified, the Staffing 

Structure will be amended dependent on any legal requirements on the Town Council to provide an employment position.  

 

Recruitment  

Recruitment to staffing positions will commence once the Staffing Structure has been agreed.  

 

Timescales  

It is estimated that it may take up to a year to recruit to all vacant positions and for the Town Council to be operating at 

required levels.  

A further report on the above will be brought to the next meeting of the Budgets & Staffing Committee.  
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Financial Implications: 

The Town Council has provided a Budget for Payroll in the Budget 2020/2021 which will have to cover the costs of all staff for 

2020/2021. The Staffing Structure will have to take this into consideration.  

 

Legal and Policy Implications 

The Town Council is required by s. 112 of the Local Government Act 1972 to appoint such officers as it considers necessary 

for the proper discharge of its functions.  

 

Recommendations: 

 To note the report.  

 

 

         3 January 2020  

 

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, First Floor Offices, 

68B High Street, Andover, Hants. SP10 1NG.   

Tel: 01264 335592 

 

Distribution: To all Councillors  
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Appendix G: Work Programme     

G 
 

Date of Meeting 
ITEM 

Requested by 
Purpose of Item Expected 

Outcome 

10 January 2020 Annual Budget 2020/2021 (2) STAT To recommend to Council the Annual 

Budget for 2020/2021 

 

10 January 2020 Receipt of 2nd Part of Internal Audit for 

2019/2020 

 To receive 2nd part of Internal Audit 

and Action Plan to recommend to Full 

Council.  

 

17 April 2020 Investments Report STAT To report on the Town Council’s 

Investments 

 

17 April 2020  Corporate Risk Assessment STAT To start the review of the Corporate 

Risk Assessment YE 31.03.2021 and 

make necessary recommendations to 

full Council 

 

17 April 2020 Virement of Budgets  To consider any Virements of Budgets 

prior to 31 March 2020 

 

17 April 2020 Member Training     

17 April 2020 Policy/Standing Orders Review     

10 June 2020 Review Town Council Policies    

10 June 2020 Timetable for Internal Audit 2 YE 31 

March 2019 

   

10 June 2020 To recommend to Full Council the AGAR 

for YE 31.03.2020 

STAT   

2 September 

2020 

Staff Appraisals     

2 September 

2020 

Strategic Objectives/Performance     

     

 


