
 

 
ANDOVER TOWN COUNCIL 

 
 
 
 
 

 
 
 

To the Members of the Policy and Resources Committee: 
 

Cllrs Phil North (Chairman), Katherine Bird (Vice-Chairman), Zilliah Brooks, David Drew, Karen 
Hamilton, Steven Hardstaff, Kevin Hughes, Marion Kerley, Geoff McBride, Veronika Pond and Roy Shukri.  
 

(copies to all other Members of the council) 
 

You are hereby summoned to attend a meeting of the POLICY and RESOURCES Committee to be held 
at Town Council Offices, 66c, High Street, Andover on Thursday 5 June  2014 at 7.00 pm when it is 
proposed to transact the following business:- 

 
Wendy Coulter - Town Clerk 
30 May 2014 
 

THERE IS NO DISABLED ACCESS TO THE TOWN COUNCIL OFFICES – PLEASE 
CONTACT THE TOWN CLERK THREE DAYS PRIOR TO THE MEETING IF YOU REQUIRE 

ACCESS. 
 

 

1 ELECTION OF CHAIRMAN 
To elect a Chairman for the Municipal Year 2014 – 2015.  

2 ELECTION OF VICE-CHAIRMAN 
To elect a Vice-Chairman for the Municipal Year 2014 – 2015. 

3 APOLOGIES FOR ABSENCE 
To receive and accept apologies for absence. 

4 DECLARATIONS OF INTEREST 
To receive and note any declarations of interest relevant to the agenda. 

5 MINUTES 
To agree the minutes of the Policy and Resources Committee meeting held on 2 April 2014 – attached at 
Appendix A. 

6 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 will be given, 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.  

7 REG PRESLEY MEMORIAL PLAQUE 
To receive an update on the Reg Presley Memorial Plaque project – information report attached at Appendix B.   

8 TOWN CENTRE MANAGER  
To receive an update on the current situation regarding the Town Centre Manager.   

9 NEIGHBOURHOOD PLAN 
To receive a short report on reallocating monies for the Neighbourhood Plan Project – report attached at 
Appendix C.  
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10 VIREMENT OF MONIES FROM 2013/2014 BUDGET TO 2014/2015 BUDGET 
To consider Virement of Monies from 2013/2014 to 2014/2015 for specific projects – report and Virements 
attached at Appendix D.  

11 OFFICE CLEANING CONTRACT  
To consider whether to recommend to Full Council a Cleaning Contract for the Town Council Offices – report 
and Contract Comparison attached at Appendix E.  

12 VACUUM CLEANER FOR OFFICE 
Request for a new vacuum cleaner for the office up to a maximum cost of £100 to be taken from Office 
Equipment Budget.  

13 ACCOUNTS FOR YEAR ENDED 31 MARCH 2014 
To approve and recommend to Full Council the Accounts for the Year Ended 31 March 2014 – Documents to 
follow. 

14 INTERNAL AUDITORS REPORT 
To approve the Action Plan arising from the Internal Auditors Report and to recommend actions to Full Council – 
Internal Auditors Report and Action Plan attached at Appendix F. 

15 ANNUAL RETURN 
To approve the accounts for the Annual Return and recommend approval to Full Council – Annual Return to 
follow. 

16 LOCAL GOVERNMENT PENSION SCHEME 
To note that following the revision of the LGPS contributions, the Town Council will now contribute 14%.  

17 FINANCE 
Payment of Accounts up to 2 JUNE 2014 
To approve the Payment of accounts up to 2 June 2014  - Payment List to Follow.  

18 COMMITTEE WORK PROGRAMME  
To discuss items on the current Committee work programme and to make changes as necessary – attached at 
Appendix G. 
 

The Chairman will close the meeting.  
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ANDOVER TOWN COUNCIL 
 
 

A 
Minutes of Policy & Resources Committee 

 
 

Time and date 
7.00pm on Wednesday 2 April 2014  
  
Place 
Town Council Offices, High Street, Andover  
 

 
Details of Attendance: 
Cllr P North (Chairman) (P) 
Cllr K Bird (Vice-Chairman) (P)  
Cllr Z Brooks (P) Cllr D Drew (P) Cllr K Hamilton (P) Cllr S Hardstaff (A)   
Cllr K Hughes (A) Cllr M Kerley (A) Cllr G McBride (P)  Cllr V Pond (P) 
Cllr R Shukri (P)   
 
Also in attendance: Rachael Greenwood (Locum Clerk) (taking the minutes) 
 

PR80/13   APOLOGIES FOR ABSENCE   
 Apologies for absence were received and accepted from Cllrs S Hardstaff, K Hughes, and M Kerley.  
PR81/13 DECLARATIONS OF INTEREST 
 Cllr Hamilton declared a pecuniary interest on Item 9 as member of the Pride of Andover Committee and 

would participate but take no part in any vote which might ensue.  Cllr Bird declared an interest on Item 9 
being a member of the Partnership Board for the Children's Centre.  However as this was not a pecuniary 
interest Cllr Bird would participate and take part vote in any vote which might ensue.  

PR82/13 MINUTES 
It was proposed by Cllr North and seconded by Cllr Hamilton and 

 RESOLVED: That the Minutes of the Policy & Resources Meeting held on 11 December 2013 
and the Minutes of the Policy & Resources Meeting held on 16 January were agreed and 
signed by the Chairman as a correct record. 

PR83/13 PUBLIC PARTICIPATION 
 There were no members of the public present at the meeting.  
PR84/13 
 
 
 
PR85/13 
 
 
 
 
 
 

REVIEW OF BUSINESS PLAN 
Members considered the review of the Business Plan for the Town Council (Appendix B). 
RESOLVED: That a Small Working Team comprising Cllrs Bird, Drew and McBride (Policy 
& Resources) and representatives from Full Council work with the Town Clerk.  
REG PRESLEY MEMORIAL PLAQUE 
Members considered an update on the Reg Presley Memorial Plaque (Appendix C).  Permission to place 
the plaque on the 12 High Street had been requested from The Landlord.  The Tenants of the property 
had also been contacted.  The Heritage Foundation had requested that the unveiling ceremony be delayed 
until June/July 2014 to allow both them and the Town Council to finalise arrangements.   
RESOLVED: That the Town Clerk be asked to expedite the matter since a date for the 
ceremony could not be set until The Landlord had given permission for the plaque to be 3



 
PR86/13 
 
 
 
 
 
 
 
PR87/13 
 
 
 
 
PR88/13 
 
 
 
 
 
 
PR89/13 
 
 
 
 
 
 
PR90/13 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PR91/13 
 
 
 
 
 

fixed to the building. 
REVIEW OF STANDING ORDERS 
Members considered and reviewed the Town Council Standing Orders.    
RESOLVED: That the Town Clerk be requested to make the following amendments to the 
Town Council Standing Orders as agreed previously by the Committee.  Under 14(viii), text 
to read "The quorum for a Committee will be one-third of the membership plus one."  
Under 15d,  text to read "The quorum of a sub-committee or working group will be one-
third of its members plus one and where a sub-committee or working group comprises an 
odd number, the higher number will be taken." 
FINANCIAL REGULATIONS 
Members considered the Town Council Financial Regulations and agreed that no changes and amendments 
were required. 
RESOLVED: That no amendments or changes be made to the Town Council Financial 
Regulations 
PRIDE OF ANDOVER AWARDS 
Members considered a request from the Pride of Andover Awards Committee for a contribution of £80  
towards printing costs for flyers and posters (Appendix D).  It was noted that the Committee had already 
raised the sum of £3000, including £1000 from Barclays Bank, and as there was a possibility that the costs 
might be met by the printer used in 2013, the Town Council would contribute the sum of £50.  
RESOLVED:  That the Town Council would contribute the sum of £50 towards printing costs 
for the Pride of Andover Awards in 2014. 
CHRISTMAS LIGHTS REPAIRS 
Members considered a quotation from Blachere for repairs to the Christmas Tree Star damaged in the 
2013 storms (Appendix E).  Although three options were listed, the price quoted was £350 + VAT, the 
sum of all the options.  It was uncertain whether the breakage was covered by insurance, whether the star 
had broken when the tree blew down in high winds or was damaged when the tree was taken down.  
RESOLVED: That the matter be referred back to the Christmas Lights Committee for them 
to make a formal recommendation for which option to go with.   
ANDOVER SERVICE CHILDREN'S CONFERENCE 
Members received a detailed proposal from Cllr G McBride and Mr Darren Henry on the Andover Service 
Children's Conference which would be relevant to any school or college in Andover that currently taught 
children/young people from military families or anticipated teaching them in future. Each Andover school 
had the potential to receive the pupil premium allocation in January.  The Conference aimed to increase 
the understanding of how pupil premium funding  might support Service children to ensure they were not 
disadvantaged in the education system: eg by arriving mid-way through a school term.  Input would be 
invited from a Padre, Senior Officer, Deployed Person, Head Teacher, etc.  The proposal was supported 
by Tim Jackson (Principal, Sparsholt College) and Glynis Wright (Adviser for Personal Development 
Learning, HCC).   
Mrs Sandra Hawke spoke from personal experience as an army child and a service parent.  The MoD no 
longer categorised children as army children.  They were integrated into the community and it could be 
useful to canvass their opinions. 
Members queried why the work was not being undertaken by the MoD and whether Mr Henry had 
investigated whether it might be provided by other agencies: eg through Tidworth Garrison.  There was 
concern that the Town Council could risk funding from non-delivery due to lack of uptake.   
However, the Town Council was keen in principle to support the proposal and to allocate the maximum 
of £1500 as match funding subject to sight of the revised Project Cost Breakdown.  Further savings were 
desirable. The matter could be considered by Full Council on 24 April.  Mr Henry was at liberty to apply 
for funds from the Covenant.  It was noted that Mr Henry's fee would be £3500 and that the final cost 
could be ca £5400 
RESOLVED: That Andover Town Council supported in principle the proposal to hold an 
Andover Service Children's Conference at the Army Headquarters and to allocate a 
maximum of £1500 as match funding.  An application for funding was pending to the 
Hampshire Armed Forces Community Covenant Panel. The project would be led and 
realised by Mr Darren G Henry.   
TOWN CENTRE MANAGER 
Cllr Drew reported that a meeting had taken place on 1 April to consider submitted tenders.  One could 
be worth taking forward.  The successful candidate would not be an employee of the Council but subject 
to a service contract for three years with one month's notice shared between ATC, HCC and TVBC.  The 
lack of comparison if the single candidate was not up to standard was acknowledged. 
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PR92/13 
 
 
 
 
 
 
 
 
 
 
 
PR93/13 
 

FINANCE  
Payment of Accounts at 30 March 2014 
Members noted and approved the payment of accounts up to 30 March 2014 – recorded below:  
 
Supplier Service/Product Supplied Total  
Allotment Administrator April Salary   614.96 
Town Clerk April Salary 2052.46 
HMRC April Tax 2401.46 
Test Valley Borough Council Business Rates 2014/2015 2684.70 
Total Payments   7753.58 

 
 
COMMITTEE WORK PROGRAMME 
Members discussed items on the current Work Programme (Appendix G) and agreed to add the following 
items: 
 
5 June 2014 -  Business Plan Review 
    Reg Presley Memorial 
    Town Centre Manager 
    Christmas Lights 
    Andover Service Children's Conference 
6 August -   Youth Council 
  

   The Town Clerk would be asked to confirm the source of the request to assist the Town Clerk with any 
urgent matters and would be advised of further amendments to the Work Programme. 
  

  
  

The Chairman closed the meeting at 8.30pm.  
 
 
 
 
 
Chairman          Date 
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ANDOVER TOWN COUNCIL 
 

 B 
Report  

 

 
Memorial for Reg Presley   

 
Produced for: 
Policy and Resources Committee 

Date of Report: 
Wednesday 28 May 2014   

Summary of Key Issues 
 To receive an update on the progress of the Reg Presley Memorial Project   

 
Current Situation 

 The Landlord of 12 High Street has sent a letter of approval and permission for the plaque to be erected. It is 
recommended that he be invited to the unveiling of the plaque. 

 Planning permission is being sought for Advertising Consent to display the plaque. 
 The Heritage Foundation require 3 weeks to manufacture the plaque. 

 
 

Recommendations 
To note the progress of the project.  

 
 

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 66C, High 
Street, Andover, Hampshire. SP10 1NG.   
Tel: 01264 335592 
Email: townclerk@andover-tc.gov.uk 
Website: www.andover-tc.gov.uk  

 
Distribution: To all Councillors  
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ANDOVER TOWN COUNCIL 
 

 C 
Report  

 

 
Re-allocation of Monies for Neighbourhood Plan Project 

 
Produced for: 
Policy and Resources Committee 

Date of Report: 
Thursday 29 May 2014   

Summary of Key Issues 
 To approve the re-allocation of monies for the Neighbourhood Plan Project 

 
Current Situation 
At the Policy and Resources Committee meeting held on 12 December 2013 it was agreed that £350 be released 
from the Town Centre Development Budget to pay for training for Members for the Neighbourhood Plan. However, 
the £350 was not used as the training that was attended was obtained at a discounted rate and subsequently taken 
from the Councillors Training Budget. 
 
Proposal 
It is proposed that £350 be released for the Neighbourhood Plan Project from the 2013/2014 Events Budget (which 
was not used in 2013/2014 – see Virement Report for more information) to be used for advertising and marketing. 
The committee is requested to approve the re-allocation of use of monies.  
 
Recommendations 
To approve the re-allocation of £350 for the use of the Neighbourhood Plan Project for advertising and 
marketing.  

 
 

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 66C, High 
Street, Andover, Hampshire. SP10 1NG.   
Tel: 01264 335592 
Email: townclerk@andover-tc.gov.uk 
Website: www.andover-tc.gov.uk  

 
Distribution: To all Councillors  
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ANDOVER TOWN COUNCIL 
 

 D 
Report  

 

 
Virement of Monies from 2013/2014 Budget to 2014/2015 Budget 

 
Produced for: 
Policy and Resources Committee 

Date of Report: 
Thursday 29 May 2014   

Summary of Key Issues 
 To approve and recommend to full Council Virements from 2013/2014 Budget to 2014/2015 Budget for 

specific projects.  
Current Situation 
During the December meeting of Policy and Resources Committee it was noted that there would be possible savings 
from the 2013/2014 Budget which were taken into account when approving the 2014/2015. 
The Town Clerk has completed the Year End Accounts for 2013/2014 and the projected savings can be confirmed.  
 
To comply with the Town Councils Financial Regulations, approval is required by full Council to transfer monies from 
one budget year to another. 
 
Attached at Annex A is a list of proposed Virements from Budget savings 2013/2014 to Budget Heads for 2014/2015 
for specific projects. 
Financial Implications 
If Members approve and recommend all the proposed Virements a total of £18,380 would be transferred to 
Earmarked Reserves in the 2014/2015 Budget for specific projects as listed on Page 1 of Annex A. 
 
A total of £3,056.07 would be transferred to General Reserves 2014/2015 from the 2013/2014 Budget as detailed on 
Page 2 of Annex A.  
Legal and Policy Implications 
To comply with Town Council Financial Regulations all Virements must be approved by Policy and Resources and 
Recommended to Council for Approval. 
Recommendations 
To consider, approve and recommend to Full Council the Virements from 2013/2014 Budget to 
2014/2015 Budget.  

 
Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 66C, High 
Street, Andover, Hampshire. SP10 1NG.   
Tel: 01264 335592 
Email: townclerk@andover-tc.gov.uk   Website: www.andover-tc.gov.uk  

 
Distribution: To all Councillors  
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Expenditure  Cttee Budget Head
Budget 
No

2013/2014 
Budget

2013/2014 
Spend

2013/2014 
Saving 

2014/2015 
Virement  Purpose of Virement

Balance ‐ General 
Reserves 

A&TD Christmas Lights 4700/2 £20,000.00 £19,388.63 £611.37 £390.00 Repair of lights ‐ storms 2013 £221.37
Events  4700/3 £1,000.00 £500.00 £500.00 £500.00 Neighbourhood Plan £0.00
Youth Development 4700/5 £1,000.00 £266.77 £733.23 £700.00 Youth Projects 2014/2015 £33.23
Development of Town Centre  4700/7 £5,000.00 £0.00 £5,000.00 £4,000.00 Town Centre Manager  £0.00
Development of Town Centre  4700/7 £5,000.00 £0.00 £5,000.00 £1,000.00 Flags/Banners ‐ Town Centre £0.00

P&R Legal & Proffessional Fees 4000/3 £1,500.00 £495.95 £1,004.05 £1,000.00 Legal fees ‐ office rent renewal £4.05
IT Support & Equipment  4000/5 £600.00 £0.00 £600.00 £600.00 Renewal of office computers £0.00
Website  400/6/1 £3,000.00 £384.63 £2,615.37 £2,600.00 Web development ‐ colour  £15.37
Election costs  4180/1 £8,000.00 £7,406.71 £593.29 £590.00 Election costs for 2015 £3.29
Grants  4190/1 £1,000.00 £900.00 £100.00 £100.00 Grants for 2014/2015 £0.00
Salaries Corposrate  4200/1 £45,000.00 £37,747.97 £7,252.03 £6,000.00 Salaries/Pensions 2014/2015 £1,252.03
Staff Training  4200/3 £1,000.00 £265.00 £735.00 £500.00 First Aid Training  £235.00
Printing & Stationery 4210/9 £800.00 £533.21 £266.79 £200.00 Telephone recording system  £66.79
Waste Removal 4210/17 £500.00 £219.05 £280.95 £200.00 recycling  for 2014/2015 £80.95

Allts Allotment Maintenance  4500/1 £19,200.00 £21,393.54 £2,193.54 £2,193.54 MR Allt Hedge Management £0.00
£1,912.08TOTAL INTO GENERAL RESERVES 

VIREMENTS FOR 2014/15
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Cttee Budget Head
Budget 
No

2013/2014 
Net/Income 

2013/2014 
Spend 

Transfer to 
GR

Transfer to 
Earmarked Resv

Income A&TD Grants 3025/2 £9,000.00 £0.00 £9,000.00
P&R Precept 3000 £115,717.19 £115,717.00 £0.19

TVBC Tax Band Grant 3001 £18,324.00 £18,324.00 £0.00
Bank Interest  3010 £363.84 £0.00 £363.84

Allts Admirals Way  3050/1 £961.78 £875.00 £86.78
Barlows Lane  3050/2 £3,917.14 £3,915.14 £2.14
Churchill Way 3050/3 £1,708.82 £1,580.00 £128.82
Mylen Road 3050/4 £1,145.16 £1,145.00 £0.16
Old Winton Road 3050/5 £3,331.12 £3,280.00 £51.12
The Drove 3050/6 £5,577.73 £4,205.00 £1,372.73
Vigo Road 3050/7 £4,751.79 £4,200.00 £551.79

Expenditure  P&R Bank Charges  4000/2 £20.00 £0.00 £20.00
Chairmans Allowance  4100/1 £100.00 £51.35 £48.65
Members Training & Courses  4100/2 £500.00 £465.00 £35.00
Members Travel 4100/3 £100.00 £0.00 £100.00
Public Building Hire 4100/4 £700.00 £266.00 £434.00
Staff Travel 4200/4 £400.00 £31.15 £368.85
Office Sundries 4210/2 £250.00 £217.20 £32.80
Rent ‐ Office  4210/3 £5,500.00 £4,999.96 £0.04
Rates ‐ Office  4210/4 £2,700.00 £2,633.40 £66.60
Water Rates ‐ Office  4210/5 £500.00 £0.00 £500.00
Heating and Lighting ‐ Office  4210/6 £1,200.00 £1,296.02 ‐£96.02
Telephone 4210/7 £2,000.00 £1,666.02 £333.98
Photocopying  4210/8 £2,100.00 £1,200.85 £899.15
Postage  4210/10 £800.00 £1,548.94 ‐£748.94
Subscriptions/Memberships 4210/11 £2,500.00 £2,729.25 ‐£229.25
Other Advertising  4210/14 £200.00 £0.00 £200.00
Office Equipement Maintenance4210/15 £250.00 £1,130.32 ‐£880.32
New Equipment & furniture 4210/16 £250.00 £554.58 ‐£304.58

£1,143.99

MONIES TO BE TRANSFERRED TO GENERAL RESERVES FROM 2013/2014 (NOT INCLUDED ABOVE)

TOTAL TRANSFERRED TO GENERAL RESERVES 
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ANDOVER TOWN COUNCIL 
 

 E 
Report  

 

 
Office Cleaning Contract  

 
Produced for: 
Policy and Resources Committee 

Date of Report: 
Thursday 29 May 2014   

Summary of Key Issues 
 To consider whether to recommend to Full Council a Cleaning Contract for the Town Council Office.   

 
Current Situation 
Currently all the ‘cleaning’ of the office, from washing-up, cleaning desks, dusting, vacuuming and cleaning the toilets is 
carried out by the Town Clerk and the Allotments Administrator.  
As the offices are open to the public a great deal of ‘dirt’ is walked in up the stairs and into the main office. The public 
can use the toilets as well, therefore they must be kept clean. 
On average the Town Clerk spends 4.5 hours per month cleaning and the Allotment Administrator spends 4 hours 
per month cleaning.  
 
This has been observed by the Councillor Volunteers who have been assisting in the office over the past months.  
Following this observation, it has been suggested that the Town Council consider whether it would be more efficient 
to employ cleaners to thoroughly clean the office on a regular basis.  
 
Financial Comparisons 
In real time the Town Council is spending £1365.24 per annum with the Town Clerk and the Allotments 
Administrator carrying out cleaning the office.  
 
Three quotes from different cleaning companies have been obtained for comparison. They were each given the 
following cleaning specification which is based on the cleaning that is already carried out in the office: 
Monday/Wednesday/Friday 
Vacuum and Dust – Main office/reception area/kitchen area. Stairs/landing/cloakrooms/Town Clerk’s Office 
Sweep Entrance 
Shake out door mat 
Wipe down front door and window sill 
 
Clean/disinfect – 2 cloakrooms, toilet units, sink, skirting board (all office). Kitchen area to include wipe out and 
disinfect of fridge and microwave once a week. 
 
Monthly – clean windows (inside only) 
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 The cost comparisons for the three companies contacted are detailed below: 
Company 1 - £1,299.96 
 
Company 2 - £1,646.84 
 
Company 3 - £1,014 (the Town Council would need to provide cleaning materials and equipment) 
 
Financial Implications 
Currently the Town Council does not have a budget to cover cleaning costs for the Town Council Offices. However, 
as reported in a previous report, the Town Council has savings from the 2013/2014 Budget. Members could consider 
whether they wish to trial a Cleaning Contract for a Year, taking money from Reserves.  
 
Legal and Policy Implications 
The Town Council has a duty of care to its staff to ensure their working environment is clean, this duty of care 
extends to members of public who visit the office. The Town Council must also comply with Health and Safety 
regulations in areas of food preparation and toilet facilities.  
 
Recommendations 
To consider recommending to Full Council a Cleaning Contract for the Town Council Offices.  
 

 
Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, 66C, High 
Street, Andover, Hampshire. SP10 1NG.   
Tel: 01264 335592 
Email: townclerk@andover-tc.gov.uk   Website: www.andover-tc.gov.uk  

 
Distribution: To all Councillors  
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ANDOVER TOWN COUNCIL
 

 F 
Report 

 
 

 
Internal Auditors Report  

 
Author: 
Wendy Coulter (Town Clerk) 

Presented by:  
Wendy Coulter (Town Clerk)  

Produced for: 
Policy and Resources  

Date of Report: 
Thursday 22 May 2014  

Key Issues 
As part of the Annual Audit process the Town Council is required to have its processes and accounts subject to an internal 
audit review. The Town Council appointed HW Controls and Assurance LLP in 2012 for 3 years to undertake this work.  
 
As a result of the issues raised in the resulting management letter (attached) an Action Plan has been produced, included 
below to address the issues raised by the Internal Auditor.  
 
Below is a summary of the Action Plan and Actions taken from the Internal Audit in 2013 and the Actions completed. 
 
Following are the points raised in the Internal Audit Inspection undertaken in May 2014 and the recommended actions and 
date by which the points raised should be addressed.  
 
It is suggested that the Policy and Resources Committee approve the actions and recommend the Internal Auditors 
Management Letter and Actions to full Council for approval.  
 
Summary of Action Plan 2013 
Points Raised Action Completed by  

Internal Audit 
The draft internal audit plan should be revised as 
necessary and adopted at the earliest opportunity.  

 
To be revised and approved by Policy and 
Resources Committee and adopted by Full 
Council 

 
5 September 2013 

Allotments 
Whilst procedures are in place to deal with the 
accounting entries required for returned cheques, it is 
not so evident that there are robust procedures for 
securing outstanding payments. 

 
To set up a procedure to secure 
outstanding payments from returned 
cheques 

 
30 June 2013 

Insurance  
The level of cover in relation to monies held from the 

 
Increase the level of insurance to cover 

 
30 June 2013  
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payment of allotment fees appears inadequate. Either 
increase the level of cover or accept the associated risk. 

the amount of monies held in the office 
for 24 hours 

Signage 
Issues outstanding from 2012. 

 
To acquire fire exit, low headroom and no 
smoking signs for the Town Council 
offices. 

 
30 June 2013 

Audit Reports 
A more frequent, say quarterly, review of the plan to 
deal with the issues that arise would seem appropriate 
to avoid matters becoming overlooked and would allow 
priorities to be altered as relevant. 

 
To report on a quarterly basis the 
progress of the completion of the Audit 
Action Plan. 

 
Outstanding Issues were 
completed by September 2013  

Salaries & Expenses 
Although payments of salaries and expenses are 
reported to the Council as relevant, meetings do not 
always occur on a monthly basis and it seems there may 
be months that have not been approved by this method. 
All such payments should be approved, even if this 
results in more than one month’s payments being 
approved at one time. 

 
To develop a system of reporting monthly 
salary payments to Policy and Resources 
Committee or full Council, as appropriate. 

 
Mid June 2013. However, see 
notes below.  

Action Plan 2014 
Points Raised Action To be completed by  

VAT Returns 
Due to absence of the clerk through sickness the 
returns for the quarters subsequent to 31 July 2013 are 
outstanding. It is understood these will be submitted 
once the adjustment made by HMRC following their 
visit has been researched. This position should be 
rectified at the earliest opportunity 

To complete VAT returns Completed (22.05.2014) 

Sickness 
In accordance with section 3.4 of the Council’s Sickness 
and Absence Management policy any staff member 
returning from a period of sickness should have a 
“return to work discussion”.  

To complete “return to work discussions” 
with staff returning from sickness absence. 

Ongoing 

Asset Register 
As identified by the external auditor last year the Asset 
Register is not up to date. It is, however, understood 
that this will be rectified before the return and 
supporting papers are forwarded to the external auditor 
for the current year under review.  

To update Asset Register in line with 
Insurance values 

5 June 2014 (completed Asset 
Register attached at Annex 1)  

Minutes 
As identified by the external auditor last year not all 
minutes are being initialled/signed once approved. The 
Council has not yet adopted the recommendation of 
consecutively numbering loose leaf pages and needs to 
address this aspect.  

Ensure all minutes are signed at the 
meetings. 
Index and number all past and present 
Record Minutes in Minute books. 

Implemented with immediate 
effect.  

Salaries & Expenses 
As identified last year, although payments of salaries and 
expenses are reported to the Council as relevant, 
meetings do not always occur on a monthly basis and it 
seems there may be some months that have not been 
formally approved by this method. All such payments 
should be approved and given the timing of meetings a 
new procedure should be considered to ensure this 
occurs.  

To consider changing the Terms of 
Reference for Planning Committee and 
Amenities and Town Development to 
allow Salaries and Expenses to be 
approved on a monthly basis. Cheque 
signatories are members of both 
committees. 
A comprehensive report to then be 
submitted to P&R and/or Council as 
appropriate  

11 June 2014, changes to Terms 
of Reference to be approved at 
Full Council meeting.  

Financial Implications: 
There are no financial implications with regard to the implementation of the Internal Audit Action plan for 2014. 

14



 

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 for 2014.  
3. To recommend to Full Council the Internal Auditors Report and recommend the Action Plan.  

 
 

 
 

         22 May 2014  
 

Note: The person to contact about this report is Wendy Coulter (Town Clerk), Andover Town Council, First Floor 
Offices, 66C High Street, Andover, Hants. SP10 1NG.   
Tel: 01264 335592 

 
Distribution: To all Councillors  
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APPENDIX G 
 

POLICY & RESOURCES WORK PROGRAMME: 5 JUNE 2014 

 

Date of Meeting 
ITEM 

Requested 
by Purpose of Item Expected Outcome 

05 June 2014 Accounts for the year ended 31 March 2014 STAT To approve the Accounts for the Year Ended 
31 March 2014 

 

05 June 2014 To receive the Internal Auditors Report STAT To approve the Action Plan arising from the 
Internal Auditors Report 

Recommend to Full Council  

05 June 2014 Annual Return Preparation STAT To review Internal Audit Report and consider 
Accounts for Annual Return 

Recommend to Full Council  

06 Aug 2014 Urgent Matters – Appoint 2 Members  Appointment of 2 Members to assist the Town 
Clerk with any urgent matters 

 

06 Aug 2014 Review Council’s Resources P&R To review the Council’s resources to ensure 
services are maintained.  

 

06 Aug 2014 Review financial plan for 2015/2016  To consider the Financial Plan for 2015/2016 to 
ensure Budgets cover services required – in 
preparation for Annual Budget 2015/2016 

 

30 Oct 2014 Corporate Risk Assessment  STAT To review the Town Council’s Corporate Risk 
Assessment  

Recommend to Full Council  

30 Oct 2014 Annual Budget  STAT To prepare and recommend to Council the 
Annual Budget for 2015/2016 

 

30 Oct 2014 Timetable of meetings for 2015  To consider a timetable of meetings for 2015  

30 Oct 2014  Change to fees (if required)  To consider any changes to fees for services 
provided 

 

30 Oct 2014 Review any leases or loans (if required)    
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Date of Meeting 
ITEM 

Requested 
by Purpose of Item Expected Outcome 

10 Dec 2014 Review of Members Services Provision  To consider whether provision has been 
provided within the budget for Members’ 
Services 

 

10 Dec 2014 Review of Business Plan   To ensure Town Council is up to date with the 
Business Plan 

Recommend any actions to Full Council  

10 Dec 2014 Annual Budget STAT To finalise any changes to the Budget for 
2015/2016 

Recommend to Full Council  

Jan/Feb 2015 Internal Audit Arrangements STAT To note Internal Audit arrangements for YE 31 
March 2014 

 

Jan/Feb 2015 Annual Report STAT To approve the contents of the Annual Report 
for 2013/2014. 

 

March 2015 Review of Standing Orders STAT To review Standing Orders to ensure 
compliance with latest Governance  

 

March 2015 Review of Financial Regulations STAT To review Financial Regulations to ensure 
compliance with latest Governance  
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