er amaller Aauthorities™:

1. Every smaller authority in England that either received gross income or incurred gross expenditure
exceeding £25,000 must complete Form 3 of the Annual Governance and Accountability Return at
the end of each financial year in accordance with Proper Practices.

2. The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:
The Annual Internal Audit Report must be completed by the authority's internal auditor.

must be completed and approved by the authority.
is completed by the external auditor and will be returned to the authority.

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2,
Accounting Statements, and both must be approved and published on the authority website/webpage
before 1 July 2022.

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as exempt, or
is requesting a limited assurance review, must return to the external auditor by email or post (not both)
no later than 30 June 2022. Reminder letters will incur a charge of £40 +VAT:

» the Annual Governance and Accountability Return Sections 1 and 2, together with

+ a bank reconciliation as at 31 March 2022

» an explanation of any significant year on year variances in the accounting statements
+ notification of the commencement date of the period for the exercise of public rights

» Annual Internal Audit Report 2021/22

Unless requested, do not send any additional documents to your external auditor. Your external auditor will

ask for any additional documents needed.

Once the external auditor has completed the limited assurance review and is able to give an opinion, the

Annual Governance and Accountability Section1, Section 2 and Section 3 — External Auditor Report

and Certificate will be returned to the authority by email or post.

Under the Accounts and Audit Regulations 2015, authorities must publish the following information on
the authority website/webpage:

Before 1 July 2022 authorities must publish:

Not later than 30 September 2022 authorities must publish:

It is recommended as best practice, to avoid any potential confusion by local electors and interested
parties, that you also publish the Annual Internal Audit Report, page 3.

The Annual Governance and Accountability Return constitutes the annual return referred to in the Accounts and Audit Regulations 2015.



vernance and

+ The authority must comply with Proper Practices in completing Sections 1 and 2 of this AGAR. Proper
Practices are found in the Practitioners’ Guide* which is updated from time to time and contains everything
needed to prepare successfully for the financial year-end and the subsequent work by the external auditor.

+ Make sure that the AGAR is complete (no highlighted boxes left empty), and is properly signed and dated. If the
AGAR contains unapproved or unexplained amendments, it may be returned and additional costs will be incurred.

The authority should receive and note the Annual Internal Audit Report before approving the Annual
Governance Statement and the accounts.

Use the checklist provided below to review the AGAR for completeness before returning it to the external
auditor by email or post (not both) no later than 30 June 2022.

+ The Annual Governance Statement (Section 1) must be approved on the same day or before the Accounting
Statements (Section 2) and evidenced by the agenda or minute references.

+ The Responsible Financial Officer (RFO) must certify the accounts (Section 2) before they are presented to
the authority for approval. The authority must in this order; consider, approve and sign the accounts.

+ The RFO is required to commence the public rights period as soon as practical after the date of the AGAR approval.

« Do not send the external auditor any information not specifically requested. However, you must inform your
external auditor about any change of Clerk, Responsible Financial Officer or Chairman, and provide
relevant authority owned generic email addresses and telephone numbers.

« Make sure that the copy of the bank reconciliation to be sent to your external auditor with the AGAR covers
all the bank accounts. If the authority holds any short-term investments, note their value on the bank
reconciliation. The external auditor must be able to agree the bank reconciliation to Box 8 on the accounting
statements (Section 2, page 5). An explanation must be provided of any difference between Box 7 and
Box 8. More help on bank reconciliation is available in the Practitioners’ Guide®*.

+ Explain fully significant variances in the accounting statements on page 5. Do not just send a copy of the detailed
accounting records instead of this explanation. The external auditor wants to know that you understand the
reasons for all variances. Include complete numerical and narrative analysis to support the full variance.

+ |If the external auditor has to review unsolicited information, or receives an incomplete bank reconciliation, or
variances are not fully explained, additional costs may be incurred.

+ Make sure that the accounting statements add up and that the balance carried forward from the previous year
(Box 7 of 2021) equals the balance brought forward in the current year (Box 1 of 2022).

+ The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the
exercise of public rights of 30 consecutive working days which must include the first ten working days of July.

« The authority must publish on the authority website/webpage the information required by Regulation 15 (2),
Accounts and Audit Regulations 2015, including the period for the exercise of public rights and the name and

address of the external auditor before 1 July 2022,
1 S g et AN iﬁ!!ﬂﬂﬁl
All sections Have all h|gh||ghted boxes have been completed'?
Has all additional information requested, including the dates set for the perlod ' v !
for the exercise of public rights, been provided for the external auditor? 3

Internal Audit Report Have all highlighted boxes been completed by the internal auditor and explanatlons prowded’? I w‘ |

r-n-‘n-nmw—

Section 1 For any statement to which the response is ‘'no’, has an explanation been published? vir

Section 2 Has the authority’s approval of the accounting statements been confirmed by
the signature of the Chairman of the approval meeting?

v
Has an explanation of significant variations been published where required? v
Has the bank reconciliation as at 31 March 2022 been reconciled to Box 87 v
Has an explanation of any difference between Box 7 and Box 8 been provided? v

Sections 1 and 2 Trust funds — have all disclosures been made if the authority as a body corporate is a T
sole managing trustee? NB: do not send trust accounting statements unless requested. |
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HIGHWOOD PARISH COUNCIL

www.highwoodpc.org

During the financial year ended 31 March 2022, this authority's internal auditor acting independently and on the basis
of an assessment of risk, carried out a selective assessment of compliance with the relevant procedures and controls
in operation and obtained appropriate evidence from the authority.

The internal audit for 2021/22 has been carried out in accordance with this authority’s needs and planned coverage.
On the basis of the findings in the areas examined, the internal audit conclusions are summarised in this table. Set
out below are the objectives of internal control and alongside are the internal audit conclusions on whether, in all
significant respects, the control objectives were being achieved throughout the financial year to a standard adequate
to meet the needs of this authority.

Appropnate accountrng re’cords have been properly kept throughout the financial Iyear '

This authority complied with its financial regulations, payments were supponed by invoices, all
expendlture was approved and VAT was appropriately accounted for.

This authority assessed the significant risks to achieving its objectives and reviewed the adequacy o ,
of arrangements to manage these. | v/

The precept or rates requirement resulted from an adequate budgetary process; progress against | \/ e

the budget was regularly monitored; and reserves were appropriate.

Expected income was fully received, based on correct prices, properly recorded and promptly
banked; and VAT was appropriately accounted for. | A | i
Petty cash payments were properly supported by receipts, all petty cash expenditure was approved ; k rOne €
and VAT appropriately accounted for. LD
Salaries to employees and allowances to members were paid in accordanc:e with this authontys
approvals, and PAYE and NI requirements were properly applied.

Asset an_d investments registers were complete and accurate and p-roperl'y fnaintained. 7 j \/—
Periodic bank account reconciliations were properly carried out during the year. i

Accountihg statements 'p'repared during the year were prepared on the correct accounting basis (receibts ;
and payments or income and expenditure), agreed to the cash book, supported by an adequate audit
trail from underlying records and where appropriate debtors and creditors were properly recorded.

If the authority certified itself as exempt from a limited assurance review in 2020/21, it met the
exemption criteria and correctly declared itself exempt. ; [ /

The authority publishes information on a free to access website/webpage up to date at thetimeof | |
the internal audit in accordance with any relevant transparency code requirements \//

The authority, during the previous year (2020-21) correctly provided for the perlod for the exercise of
public rights as requwed by the Accounts and Audit Regulations ‘ : 7 i ( /

The authority has complied with the publication requirements for 2020/21 AGAR | \/ 1

(For local councils only) o - o I'Hli'” IW“ ﬂmr'
Trust funds (including charitable) — The council met its responsibilities as a trustee. |

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets if needed).

Date(s) internal audit undertaken Name of person who carried out the internal audit

oe|obl2022 Dipe Climmio (om Seur oy Hn fLopcaa

Signat f h \—\l QMJJW
ignature of person who =M |

carried out the internal audit é'IOb’ Lo22

Date

*If the response is ‘no’ please state the implications and action being taken to address any weakness in control identified
(add separate sheets if needed). 5,’

**Note: If the response is ‘not covered’ please state when the most recent internal audit work was done in this area and when ﬂ is



Section 1 - Annual Governance Statement 2021/22

We acknowledge as the members of:

HIGHWOOD PARISH COUNCIL

our responsibility for ensuring that there is a sound system of internal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2022, that:

‘Yes' means that this authority:

1. We have put in place arrangements for effective financial | prepared its accounting statements in accordance
management during the year, and for the preparation of | v | with the Accounts and Audit Reqgulations.

| the accounting statements. ; | i B
| 2 We maintained an adequate system of internal control 1 | made proper arrangements and accepted responsibility |

including measures designed to prevent and detect fraud | ¢/ { | for safeguarding the public money and resources in
and corruption and reviewed its effectiveness. its charge.

e i

has only done what it has the legal power to do and has
complied with Proper Pra. .ices in doing so.

| 5. We took all reasonable steps to assure ourselves
. that there are no matters of actual or potential :
| non-compliance with laws, regulations and Proper v
Practices that could have a significant financial effect |
on the ability of this authority to conduct its {
I

I

|

1

business or manage its finances.

during the year gave all persons interested the apportunity to
inspect and ask questions about this authority's accounts.

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

considered and documented the financial and other risksit |
faces and dealt with them properly.

& We carried out a;'n assessment of the risks facing this
authority and took appropriate steps to manage those |

risks, including the introduction of internal controls and/for v I
external insurance cover where required |
& We maintained throughout the year an adequate and | arranged for a competent person, independent of the financial
effective system of internal audit of the accounting v ‘ controls and procedures, fo give an objective view on whether [
records and control systems. | J internal controls meet the needs of this smaller authority. |
' 7. We took appropriate action on all matters raised v | I responded to matters brought to ifs attention by internal and
in reports from internal and external audit. | | external audit.
8. We considered whether any litigation, liabilities or i | disclosed everything it should have about ifs business activity
|

commitments, events or transactions, occurring either | during the year including events laking place after the year
during or after the year-end, have a financial impact on v end If relevant

this authority and, where appropriate. have included them ‘

in the accounting statements. i _ |

'3 (For local councils oﬁiy—) Trust funds including ' has met all of its responéi‘b-f‘.'ities where, as a body

| charitable. In our capacity as the sole managing corporate, it is a sole managing trustee of a local
| trustee we discharged our accountability trust or trusts

responsibilities for the fund(s)/assets, including i

financial reporting and. if required, independent | v

| examination or audit. | |

— i - —J

“Please provide explanations to the external auditor on a separate sheet for each ‘No’ response and describe how the
authority will address the weaknesses identified. These sheets must be published with the Annual Governance Statement.

This Annual Governance Statement was approved at a Signed by the Chairman and Clerk of the meeting where
meeting of the authority on: approval was given:
18/07/2022 |
| .
and recorded as minute reference:  Chairman

26/22 a) e

www.highwoodpc.org

Annual Governance and Accountability Return 2021/22 Form 3 - " Page4of
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Section 2 - Accounting Statements 2021/22 for

HIGHWOOD PARISH COUNCIL

Noté'js”-énd'gmdarice*' :

1. Balance brought Total balances and reserves at the beginning of the ear

forward 58,032 34,335 as recorded in the financial records. Value must agree to
Box 7 of previous year.

2. (+) Precept or Rates and i Total amount of precept (or for IDBs rates and levies)
Levies 31,858 31,85 1I received or receivable in the year Exclude any grants

received.

3. (+) Total other receipts /& Total income or receipts as recorded in the cashbook less

Q 4 360 5,707| the precept or rates/levies received (line 2). Include any
,:,é/ grants received.

4. (-) Staff costs Total expenditure or payments made to and on behalf

of all employees. Include ¢+oss salaries and wages,
6,001 7,163 employers NI contributions, employers pension
contributions, gratuities and severance payments.

5. (-) Loan interest/capital Total expenditure or payments of capital and interest
repayments ; 10,338 10,338| made during the year on the authority’s borrowings (if any).

|

6. (-) All other payments Total expenditure or payments as recorded in the cash-

43 486 11,142| book less staff costs (line 4) and loan interest/capital
repayments (line 5).

7. (=) Balances carried Total balances and reserves at the end of the year. Must
forward 34,335 43,250 equal (1+2+3) - (4+5+6).

8. Total value of cash and & The sum of all current and deposit bank accounts, cash
short term investments @y 34,335 43,250 holdings and short term investments held as at 31 March —

4’ To agree with bank reconciliation.

9. Total fixed assets plus The value of all the property the authority owns — it is made
long term investments 59,477 59,477 up of all its fixed assets and long term investments as at
and assets 31 March.

10. Total borrowings | The outstanding capital balance as at 31 March of all loans

{ 185,308 183,567| from third parties (inciuding PWLE).

11. (For Local Councils Only) LLYe 0 A The Council, as a body comoraft;, acts as sole trustee for 1
Disclosure note re Trust funds and is responsible for managing Trust funds or assets. |
(including charitable) o | N.B. The figures in the accounting statements above do ;

I : not include any Trust transactions. !

| certify that for the year ended 31 March 2022 the Accounting
Statements in this Annual Governance and Accountability
Return have been prepared on either a receipts and payments
or income and expenditure basis following the guidance in
Governance and Accountability for Smaller Authorities — a
Practitioners’ Guide to Proper Practices and present fairly
the financial position of this authority.

Signed by Responsible Financial Officer before being
presented to the authority forfapproval

Bt 18/07/2022

| confirm that these Accounting Statements were
approved by this authority on this date:

18/07/2022

as recorded in minute reference:

26/22 b)

Signed by Chairman of the meeting where the Accounting
Statements were approved ¥

-
8

Annual Governance and Accountability Return 2021/22 Form 3
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In respect of HIGHWOOD PARISH COUNCIL

Our responsibility as auditors to complete a limited assurance review is set out by the National Audit Office (NAO). A limited
assurance review is not a full statutory audit, it does not constitute an audit carried out in accordance with International
Standards on Auditing (UK & Ireland) and hence it does not provide the same level of assurance that such an audit would.
The UK Government has determined that a lower level of assurance than that provided by a full statutory audit is appropriate
for those local public bodies with the lowest levels of spending.

Under a limited assurance review, the auditor is responsible for reviewing Sections 1 and 2 of the Annual Governance and
Accountability Return in accordance with NAO Auditor Guidance Note 02 (AGN 02) as issued by the NAO on behalf of the
Comptroller and Auditor General. AGN 02 is available from the NAO website —
https://www.nao.org.uk/code-audit-practice/guidance-and-information-for-auditors/ .

This authority is responsible for ensuring that its financial management is adequate and effective and that it has
a sound system of internal control. The authority prepares an Annual Governance and Accountability Return in
accordance with Proper Practices which:

= summarises the accounting records for the year ended 31 March 2022; and
« confirms and provides assurance on those matters that are relevant to our duties and responsibilities as external auditors.

(Except for the matters reported below)* on the basis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return, in
our opinion the information in Sections 1 and 2 of the Annual Governance and Accountability Return is in accordance with Proper Practices and
no other matters have come to our attention giving cause for concern that relevant legislation and regulatory requirements have not been met.
(*delete as appropriate).

(continue on a separate sheet if required)

Other matters not affecting our opinion which we draw to the attention of the authority:

(continue on a separate sheet if required)

We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and
Accountability Return, and discharged our responsibilities under the Local Audit and Accountability Act 2014, for
the year ended 31 March 2022.

*We do not certify completion because:

External Auditor Name



CONFIRMATION OF THE DATES OF THE PERIOD FOR THE
EXERCISE OF PUBLIC RIGHTS

Name of smaller authority: _ HIGHWOOD PARISH COUNCIL

County Area (local councils and parish meetings only):
ESSEX

On behalf of the smaller authority, | confirm that the dates set for
the period for the exercise of public rights are as follows:

Commencing on MONDAY j o il JUNE
2022

and ending on FRIDAY 220 JULY
2022

Signed: -
K.KUDEROVITCH:

Role: __ CLERK&RFO




HIGHWOOD PARISH COUNCIL - BANK RECONCILIATION

This reconciliation should include all bank and building society accounts, including short term investment
accounts. It must agree to Box 8 in the column headed “Year ending 31 March 20xx” in Section 2 of the
AGAR — and will also agree to Box 7 where the accounts are prepared on a receipts and payments basis

Name of smaller authority: HIGHWOOD PARISH COUNCIL
County area (local councils and parish meetings only): ESSEX

Financial year ending 31 March 2022

Prepared by (Name and Role): | KAREN KUDEROVITCH Clerk/ RFO I
Date: 27/05/2022

£ £
Balance per bank statements as at 31/3/22:
UNITY MAIN ACCOUNT 20258735 2,019.78
UNITY NO 2 ACCOUNT (PROJECTS) 41,241.55

43,261.33

Net balances as at 31/3/22 (Box 8) 43,261.33

Note: If you hold investments other than in bank deposit or other short-term savings
accounts (i.e. long-term investments) these should be excluded from the bank
reconciliation and from Section 2, Boxes 1, 7 and 8. They should be shown in Section
2, Box 9 and recorded in the asset and investment register. Long-term investments will
include any shareholdings, such as consolidated stock. Further guidance is included
within the ‘Practitioners’ Guide’.

Please complete the pro forma template on the other tab for your smaller authority.



_ _ _ ON %PE0 LBl 19529} 20 581 sBumoLog (B101 O}
_ _ _ ON %000 0 E E:m sjusunsau| uua| BuoT seyiQ snid siessy paxid |B10) 6
_ 03¥IND3Y LON NOILYNY1dX3 MUZ(E«S_ E E SIUBLWISEAU| WIa | UOYS pue Used el g
[ ON
_ Q3UINDIH LON NOILYNYIdXT FONVIMYA, E E pIEMIOS PBLIED SBIUEIE] £
05643 2212 OpL PE3 1202 dX3 LOArOX| | s3an wmEew wree E E suawked U IV 9
_ ON %000 0 E E wawieday eydenasaisiu| Ugo §
HOld ¥3LLn
® HILISISMIN ¥3AMN30 OL 3FACTINT M3N § INILEIA0 B 3SYIHONI Avd OL 3N0
#OId ¥3LLM | s34 woeu zol E E 1500 JIBIS ¥
[ 0563 Q3NIFOTW LNVAID 02063 2212 LVA 21023 1202 LVA] | s wesor el E E sidiz0y JOUID) (@101 €
S8IA8T pUE SaleY Jo 1dadald 7
sasibe piemio) WBnouq asueleg - painbal SETPE z£0'95
jou aosueleq Buiuado A4 woly aoueueA % Jo uoneue|dx3 pJemio4 Jybnoig saouejeq |
% 3 3 3
NS pUE aAliedeU apn|ou] 1sni] fjuoyine Jajjews wouj uoneueidx3 $3X08 IS3HL ILHMHEIA0 LON O I ipannbay  @oueueA @duBMEBA  ZZ/LZOT L2/0z0z
seunbiy uo peseq mojeq Jebbu) sesuodsel onewoiny| uoneuejdxy

‘(2 xog) anjea saiaa) ¢ sajeidasaid

|enuue ay) 9a1m) uey) asow si aunby (7 xog) SaAI9SAI [B101 DY) i GBY IXaU AU} U0 S9AJS3) pancsdde Jo umopxEaq € -
‘8ol un

18k UDNEURA % ay) Jo ssapeBas uoneue|dxa ainbas a10W 10 Q00 D0LF JO SAUBLIEA .
(D0Z3 ueY) §53] JO SHOUBLEA 1d20X3) S8X0Q [ENPIAIPUI JO) S|BI0) UASAISN 5G| UBL IO JO SSOUBLIEA «

JuURASal Blaym sexoq uaalb ayy
dxa ||nj apiaoid asead JxaN

uj pabBey aq [1m 1eys Buimollo) oyl Joj) ‘sanjea

%3883
UINNOD HSIHYE AOOMHOIH

euwJoj old — saoueliea jo uofjeuejdxy




