PARISH OF GODALMING

Tel: 01483 523575 Municipal Buildings
Fax: 01483 523077 Bridge Street
E-Mail: office@godalming-tc.gov.uk Godalming
Website: www.godalming-tc.gov.uk Surrey GU7 1HT
Sir/Madam

| HEREBY SUMMON YOU to attend the Full Council Meeting of the Godalming Town Council to be
held in the Council Chamber, Municipal Buildings, Bridge Street, Godalming on THURSDAY, 31
MARCH 2016 at 7.00pm.

DATED this 23 day of March 2016.

Louise P Goodfellow
Clerk to the Town Council

The meeting will be preceded by prayer with Peter Hitchcock officiating — all who wish to participate
in prayers are most welcome to do so; however, anyone not wishing to participate may leave the
chamber or sit quietly for the short duration of the prayers. All individuals’ decisions in this matter is
respected.

AGENDA

1. THE TOWN MAYOR to sign as a correct record the Minutes of the Meeting of the Council
held on the 14 January 2016.

2. TO RECEIVE apologies for absence.

3. PETITIONS/STATEMENTS/QUESTIONS FROM MEMBERS OF THE PUBLIC

THE TOWN MAYOR to allow members of the public to ask the Council questions, or make a
statement or present a petition. This forum to be conducted in accordance with Standing
Order 4.

4. DISCLOSABLE PECUNIARY INTERESTS AND NON-PECUNIARY INTERESTS

To receive from Members any declarations of interests in relation to any items included on
the Agenda for this meeting required to be disclosed by the Localism Act 2011 and the
Godalming Members’ Code of Conduct.

5. TO RECEIVE official announcements, letters, etc.

6. TO RECEIVE Chairmen’s reports of the Committees as under:

Audit Committee

The Audit Committee made the following recommendations to Full Council:

Members of the Public have the right to attend all meetings of the Town Council and its
Committees and are welcome.



10.

Smaller Authorities” Audit Appointments
That the Council should opt-in to the Small Authorities Audit Appointments as set out in the
correspondence attached for the information of Members.

Financial Regulations

That with the following amendment to Financial Regulation 6.16; that the words ‘verified by
a telephone call’ be inserted after the words ‘written hard copy notification by the supplier.’.
Financial Regulations then are recommended to Full Council for adoption.

Electronic Payments
That Council proceed to implement electronic payments as proposed within the report
(attached for the information of Members) with the daily limit to be set at £50,000.

Planning & Environment Committee

There were no recommendations to Full Council.

Policy & Management Committee

The Chairman or Vice Chairman of the Policy & Management Committee will report orally on
the recommendation of the Committee meeting held on 24 March 2016. Although it is
anticipated that those recommendations will concern the adoption of the following documents
(copies of all documents circulated to all Members with the agenda for the aforesaid meeting):

Financial Regulations;
Health & Safety Policy; and
Bullying & Harassment Policy
TO RECEIVE the minutes of the undermentioned Committees:
Meetings Dated
Audit Committee 10 March 2016

Planning & Environment Committee 28 January 2016
18 February 2016
10 March 2016

Policy & Management Committee 18 February 2016
24 March 2016 (to be
tabled at the meeting)

GODALMING JOINT BURIAL COMMITTEE — REPORT

TO NOTE FOR INFORMATION the report of the Godalming Joint Burial Committee of its
proceedings on the 24 March 2016 (to be tabled at the meeting).

TO AUTHORISE the Clerk to sign or, where appropriate to have sealed on behalf of the Town
Council any orders, deeds, or documents necessary to give effect to any of the matters
contained in the Reports received at this meeting or in any Resolution passed by the Council.

APPROVAL OF INTERNAL AUDIT

Members to consider the report of the Internal Auditor (report circulated with the agenda for
the Policy & Management Committee on 24 March 2016).

FC/Agenda/31Mar16



11.  APPOINTMENT OF INTERNAL AUDITOR FOR FINANCIAL YEAR 2016/17

Members are asked to approve the appointment of Mulberry & Co as the Town Council’s
Internal Auditor for the Financial Year 2016/17.

12. DATE OF NEXT MEETING

The date of the next Full Council meeting is scheduled to be held on Thursday, 28 April 2016
at 7.00 pm in the Council Chamber.

13.  ANNOUNCEMENTS

Brought forward by permission of the Chairman. Requests to be submitted prior to
commencement of the meeting.

THE COUNCIL MAY WISH TO EXCLUDE THE PUBLIC AND PRESS FROM THE MEETING AT
THIS POINT PRIOR TO CONSIDERATION OF THE FOLLOWING ITEM BY REASON OF THE
CONFIDENTIAL NATURE OF THE BUSINESS TO BE TRANSACTED IE. STAFFING MATTERS.
14.  THE SQUARE

Members to consider a confidential report from the Policy & Management Committee and
an oral update from the Town Clerk.

FC/Agenda/31Mar16



Smaller Authorities’ Audit Appointments Limited 27 January 2016

Dear Colleague.

EXTERNAL AUDIT FOR SMALLER AUTHORITIES

Further to my letter of 18 December 2015, | am writing to give you some more
detailed information to help your authority to decide whether or not to opt out of the
external audit arrangements that Smaller Authorities’ Audit Appointments Limited
(SAAA) is putting in place. These arrangements will take effect from 1 April 2017.

As stated in my earlier letter, the deadline for making a decision to opt out is 31
March 2016.

Background

Under the Local Audit (Smaller Authorities) Regulations 2015 (‘the Regulations’)
(http://www.leqgislation.gov.uk/ukdsi/2015/9780111126103/pdfs/ukdsi 978011112610
3 en.pdf), SAAA is required to make audit arrangements for all smaller authorities
other than those that have given notice that they wish to make their own
arrangements. The SAAA scheme will therefore cover all authorities that have not
formally decided to opt out. Authorities covered by the SAAA scheme are referred to
as ‘opted-in’ authorities.

By law, every authority will still have to complete and publish an annual financial
return irrespective of whether it is opted-in or opted-out. This requirement has not
changed.

If you are considering opting out, you must hold a properly constituted meeting and
decide whether or not you wish to do so. This decision must be recorded.

If you do decide to opt out of the SAAA scheme you must communicate that
decision to admin@localaudits.co.uk or SLB Opt Out, 109 Great Russell Street,
London WC1B 3LD by 31 March 2016.

If notification of your decision to opt out is not received by 31 March 2016, your
authority will be regarded as opted-in for the five-year period beginning on 1 April
2017 and ending on 31 March 2022 and you will not have another opportunity to opt
out before the end of that period.

How do the Regulations affect different types of authority?

The effect of the Regulations is to divide smaller authorities into five groups,
depending on their financial turnover and on whether or not they decide to opt out of
the SAAA scheme. Please see Appendix 2 for a flowchart of this process.

© Smaller Authorities’ Audit Appointments Limited 2016
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Group 1 Opted-in authorities (those that have not formally decided to opt out)
with income or expenditure exceeding £25k;

Group 2 Opted-out authorities with income or expenditure exceeding £25k;

Group 3 Opted-in authorities with neither income nor expenditure exceeding
£25k;

Group 4 Opted-out authorities with neither income nor expenditure exceeding
£25k; and

Group 5 Financially inactive authorities.

Group 1 Opted-in authorities with income or expenditure exceeding £25k

Arrangements for 2017/18 and subsequent years will be the same as they are now.
The only difference will be that your auditor will be appointed by SAAA. After
completing your annual return, you should submit it by the due date to the auditor
appointed by SAAA, who will undertake the limited assurance audit review.

Group 2 Opted-out authorities with income or expenditure exceeding £25k

If you have opted out of the SAAA scheme you will need to appoint an independent
audit panel. Guidance on appointing an audit panel is available from CIPFA and can
be found at http://www.cipfa.org/policy-and-quidance/publications/g/quide-to-auditor-

panels-pdf.

The audit panel will consider which auditor to appoint and will make a
recommendation to the authority, which will have to ratify the audit panel’s decision.
Only accounting firms that meet certain licensing criteria can be appointed to
undertake limited assurance audit reviews. Firms that do not meet those criteria
cannot be considered for appointment. DCLG is working with the professional
accountancy bodies to establish appropriate criteria, and we will inform all opted-out
authorities as soon as we have more information about the firms that you can
appoint.

You will need to agree the fees to be charged for undertaking the limited assurance
audit review with the auditor you have appointed.

You will be required to complete an annual certification form (which SAAA will
provide) and to submit this to SAAA by an agreed date. The certification form will
include:

e details of the firm that you have appointed as your auditor;

¢ confirmation that the limited assurance audit review has been undertaken by the
set date; and

e confirmation that you have complied with the Regulations.

© Smaller Authorities’ Audit Appointments Limited 2016
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SAAA will carry out independent checks to ensure that the information provided in
the certification form is correct.

If you fail to appoint an auditor, the Secretary of State will make the appointment.
You will be responsible for paying the auditor’s fees and for any administrative costs.

Group 3 Opted-in authorities with neither income nor expenditure
exceeding £25k

With effect from 2017/18 very few of these authorities will be required to undergo a
limited assurance audit review or to pay any audit fee. The circumstances in which a
limited assurance audit review may be necessary are set out in Clauses 9(1)(b) and
9(3) of the Regulations (attached as Appendix 1).

All authorities will, however, need to complete and publish an annual return in
accordance with the Transparency Code for Smaller  Authorities
(https://www.gov.uk/government/uploads/system/uploads/attachment data/file/3885
41/Transparency Code for Smaller Authorities.pdf). You will also need to
complete an annual exemption form (which SAAA will provide) and submit this to
SAAA or an auditor specified by SAAA by an agreed date. By completing this form
you certify that, under the Regulations, there is no requirement for a limited
assurance audit review for the financial year in question.

If you wish to have a limited assurance audit review, despite not being required to do
so, you will need to inform SAAA by the end of the financial year in question. SAAA
will then appoint an auditor to undertake the review, for which a fee of £200 will be
payable.

Group 4 Opted-out  authorities  with neither income nor expendi-
ture exceeding £25k

Unless required to submit their accounts for review in the circumstances set out in
Appendix 1, these bodies will only need to complete and publish an annual return
and to complete and submit to SAAA or an auditor specified by SAAA an annual
exemption form in the same way as Group 3 authorities.

If you wish to have a limited assurance audit review, you will need to appoint an
audit panel, consider the panel's recommendations and appoint an auditor in the
same way as a Group 2 authority. You will need to agree the fees to be charged for
undertaking the limited assurance audit review with the auditor that you have
appointed.

Group 5 Financially inactive authorities

If your authority has no income or expenditure you should continue to provide an
‘inactive’ certificate to the auditor appointed by SAAA.

© Smaller Authorities’ Audit Appointments Limited 2016


https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/388541/Transparency_Code_for_Smaller_Authorities.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/388541/Transparency_Code_for_Smaller_Authorities.pdf

Smaller Authorities’ Audit Appointments Limited 27 January 2016

Electors’ rights

If an elector wishes, within the prescribed time period, to ask a question about, or
make an objection to an authority’s accounts, he or she may need to contact the
appointed auditor. For opted-in authorities (Groups 1 and 3) the auditor will be (in
the case of Group 1 authorities, will already have been) appointed by SAAA. Fees
for any additional audit or investigatory work will be charged in accordance with
scales set by SAAA.

Questions about and objections to the accounts of authorities in Group 2 and those
in Group 4 that have appointed an auditor will be considered by the appointed
auditor, who will report the outcome to the authority. If a Group 4 authority needs to
appoint an auditor, it should follow the procedure described above, appointing an
audit panel and taking a decision based on that panel’s recommendations.

If an auditor issues a public interest report in relation to a Group 3 or Group 4
authority, DCLG will require that authority either to commission a limited assurance
audit review in the following year (on terms to be agreed between the authority and
the auditor) or to opt in to the SAAA scheme for the remainder of the contract period
(until 31 March 2022).

Full audit

Any smaller authority can still choose to be treated as a full audit authority, as
defined in the Local Audit and Accountability Act 2014, and to commission a full audit
either from an auditor appointed by SAAA or (for authorities in Groups 2 and 4) from
a licensed auditor appointed through proper processes, following a recommendation
from a duly constituted audit panel.

Conclusion

The decisions that are available to smaller authorities are set out in the flowchart at
Appendix 2. We will in due course be publishing questions and answers on our
website, but in the meantime | or any of my colleagues at SAAA would be happy to
answer any questions that you might have.

Please remember if you do decide to opt out of the SAAA scheme you must

communicate that decision to admin@localaudits.co.uk or SLB Opt Out, 109
Great Russell Street, London WC1B 3LD by 31 March 2016.

Mike Attenborough-Cox

Chairman - Smaller Authorities’ Audit Appointments Limited

© Smaller Authorities’ Audit Appointments Limited 2016



Smaller Authorities’ Audit Appointments Limited 27 January 2016

Appendix 1

Extract from the Local Audit (Smaller Authorities) Regulations 2015

Exempt authorities

9.—(1) A smaller authority may certify itself as an exempt authority for a financial year if—

(a)

the qualifying condition for that authority and that financial year in paragraph (2) is met; (b)

the financial year is not one of the first three years of the authority’s existence; and

(©

none of the relevant circumstances in paragraph (3) apply in relation to the keeping of the ac-
counts for the preceding financial year or to the audit of those accounts.

(2) The qualifying condition is met for an authority and a financial year if—

(@)

(b)

the higher of the authority’s gross income for the year and its gross expenditure for the year
does not exceed £25,000, or

the higher of the authority’s gross receipts and gross payments for the year does not ex-
ceed £25,000.

(3) The relevant circumstances are—

(a)
(b)
(c)
(d)

©)

®

the local auditor has made a public interest report(a) in respect of the authority or any entity
connected with it;

the local auditor has made a recommendation to the authority, relating to the authority or any
entity connected with it;

the local auditor has issued an advisory notice under paragraph 1(1) of Schedule 8 to the

Act, and has not withdrawn the notice;

the local auditor has commenced judicial review proceedings under section 31(1) of the Act,
and the proceedings have not been withdrawn nor has the court found against the auditor;

the local auditor has made an application under section 28(1) of the Act for a declaration that an
item of account is unlawful, and the application has not been withdrawn nor has the court re-
fused to make the declaration; or

the court has declared an item of account unlawful after a person made an appeal under sec-
tion 28(3) of the Act.

© Smaller Authorities’ Audit Appointments Limited 2016
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Appendix 2
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AC 10.03.16
Agenda Item 9.
ELECTRONIC PAYMENTS

As previously considered by the Policy & Management Committee on 7 January 2016 (minute
345/16 refers), it would be preferable to start paying suppliers and staff via internet banking,
wherever possible. The following proposed process has been developed in consultation with
Councillor Steve Bott and Internal Auditor Mark Mulberry (who has dealings with other Parish
and Town Councils who have adopted similar methods).

To maintain adequate control, the following process is proposed:

1. Officers verify that the goods or services have been received, have been correctly
charged and allocate a nominal code, then sign off the invoice.

2. Finance Administrator enters invoice into General Ledger and on a regular basis
compiles a schedule of supplier invoices to be paid.

3. Two cheque signatories sign off the schedule of supplier invoices to be paid after
verifying the amount, bank account details and payee are correct and that the
expenditure is lawful (i.e. within budget). The signatories initial both the schedule and
the invoice to evidence this check has been performed.

4. Scheduled payments are then uploaded as an instruction to pay to the bank account
(preferably through a file transfer to avoid potential for keying errors) and authorised
for payment at the same time by a single cheque signatory who is present when the
instruction is submitted.

The Financial Administrator (FA) will continue to have read only access to the bank account,
which enables the recording of receipts and payments made directly into the bank account
on a daily basis. Read only access will also continue to allow the FA to transfer funds between
accounts to maximise Interest Received.

It is recommended that there be one bank fob card that has the ability to make actual
payments from the Council’s bank accounts. This fob card will be stored in the Council’s
alarmed Strongroom and will not leave Council premises. All authorised account signatories
would be given the passcode for this fob card but must not make it known to Officers. The
Chairman of the Audit Sub Committee would be the contact person for all signatories should
they forget the passcode. This option carries no additional bank fees (currently £5.50 per
month plus transaction fees).

Alternatively, every signatory could have an individual bank fob card. However, this carries a
considerably higher cost in bank fees (a one-off £350 implementation fee, monthly account
fee of £52.50 plus transaction fees). The 2016/17 budget would be insufficient should this
option be preferred and would thus require additional funding to be found. The considerable
additional cost comes without any discernible benefit and therefore this option is not
recommended for that reason.

The bank advises that a daily limit of between £0 and £100,000 can be set. Officers
recommend a limit be put in place and that it be at the level of £50,000 as currently all
payment runs are contained within this limit. If a single payment over £50,000 needs to be
made, the bank advises it can do so upon the authorisation of two signatories (but in that
case, writing a cheque would be more time efficient).

We would still use cheques for payments to suppliers for whom we did not have bank account
details. However, we would expect at least 90% of payments to be made electronically.

Members are asked to indicate which option, if any, they wish to support.

Further, should they agree to proceed with the movement to electronic payments, they are
asked to indicate at what level the daily limit should be set.

Audit/Agenda/10Mar16Agendaltem9



GODALMING TOWN COUNCIL

Disclosure by a Member' of a disclosable pecuniary interest or a non-pecuniary interest in a matter under consideration at a meeting (S.31 (4)
Localism Act 2011 and the adopted Godalming Members’ Code of Conduct).

As required by the Localism Act 2011 and the adopted Godalming Members’ Code of Conduct, | HEREBY DISCLOSE, for the information of
the authority that | have [a disclosable pecuniary interest]? [a non-pecuniary interest]® in the following matter:-

COMMITTEE: DATE:
NAME OF COUNCILLOR:

Please use the form below to state in which agenda items you have an interest.

Agenda | Subject Disclosable | Non- Reason
No. Pecuniary Pecuniary
Interest Interest
Signed Dated

' “Member” includes co-opted member, member of a committee, joint committee or sub-committee

2 A disclosable pecuniary interest is defined by the Relevant Authorities (Disclosable Pecuniary Interests) regulations 2012/1464 and relate to employment, office, trade,
profession or vocation, sponsorship, contracts, beneficial interests in land, licences to occupy land, corporate tenancies and securities

3 A non-pecuniary interest is defined by Section 5 (4) of the Godalming Members’ Code of Conduct.
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