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Background and Scope 
 
The Accounts and Audit Arrangements introduced from 1st April 2001 require all Town and 
Parish Councils to implement an independent internal audit examination of their Accounts 
and accounting processes annually. The Council complied with this requirement in terms of 
independence from the Council decision making process from the outset and we at Auditing 
Solutions Ltd have provided the internal audit services since the “limited assurance” 
requirements were introduced for Town Councils of the size of Chippenham. We have 
commenced our review programme for 2017-18 at the two previous interim visits, which 
took place in September 2017 and January 2018, and this report provides a further update 
following the most recent visit, which took place on 27th March 2018. 
 
Internal Audit Approach 
 
We have previously issued to, and agreed with, senior officers a five year strategic 
programme of coverage on the basis that it is obviously neither practicable nor deemed 
necessary to review each and every financial system annually, subject to the strictures of the 
IA Report in the Annual Return. This plan aims to ensure that all systems, not specifically or 
individually identified in the IA Report, are examined at least once during the five years, 
with those considered to be potentially at greater risk, examined more frequently.  
 
We have again paid due regard to the materiality of transactions and their susceptibility to 
potential mis-recording or misrepresentation in the year-end Statement of Accounts and / or 
Annual Return. Our programme has also been informed by comparison of the 2016-17 out-
turn across the various income and expenditure headings with prior year detail. 
 
Overall Conclusion 
 
We are pleased to conclude that, in the areas examined to date this year, the Council 
continues to operate effective control systems that should help ensure that transactions 
remain free from material misstatement and are reported accurately in the year-end 
Statement of Accounts and Annual Return. Consequently, there are no formal 
recommendations arising and it has not been considered necessary to append an Action Plan 
at present. 
 
 
 
 
 
 
 
 
 
 
 
This report has been prepared for the sole use of Chippenham Town Council. To the fullest extent permitted by 
law, no responsibility or liability is accepted by Auditing Solutions Ltd to any third party who purports to use 
or rely on, for any reason whatsoever, this report, its content or conclusions. 
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Detailed Report 
 
Review of Accounting Arrangements & Bank Reconciliations 
 
The Council continues to maintain its accounting systems using bespoke Omega software and 
still operates its primary current and business call reserve bank accounts at Lloyds plc, with a 
supplementary interest bearing Saver account at Barclays. 
 
Our objective here is to ensure that the accounting records are being maintained accurately and 
currently and that no anomalous entries appear in cashbooks or financial ledgers. We have 
undertaken the work in this area as follows: - 
 
 We have again verified that a comprehensive cost centre and nominal ledger structure 

remains in place for 2017-18; 
 
 We have checked the opening account balances in the accounting software for 2017-18 

to the closing Financial Statements for 2016-17 to ensure that all the detailed balances 
have been properly rolled forward; 

 
 We have checked and agreed two sample months receipts and payments transactions 

(August and December 2017) from both Lloyds accounts’ statements to the appropriate 
Omega cashbooks, noting that there is just one annual interest posting on the Barclays 
Saver account; and 

 
 Finally in this area we have checked and agreed the software based bank reconciliations 

as at 31st August and 31st December 2017 to ensure that there are no long-standing, un-
cleared items or other another anomalous entries arising. 

 
Conclusions  
 
No issues arise in this area currently to warrant formal comment or recommendation. We 
shall undertake further work, including a test of March 2018 transactions and ensuring the 
accurate disclosure of year-end balances in the Council’s Annual Return, at the final visit. 
 
Review of Corporate Governance 
 
Our objective here is to ensure that the Council has robust corporate governance arrangements 
in place; that Council and Committee meetings are conducted in accordance with the adopted 
Standing Orders and that, as far as we are able to ascertain, no actions of a potentially unlawful 
nature have been or are being considered for implementation. 
 
 We have continued our examination of the minutes of Full Council and its extant 

Committee meetings (with the exception of Planning & Transport) to early March 2018, 
with no significant issues identified to warrant formal comment in relation to the 
Council’s future financial stability; 

 
 We note that, as in previous municipal years, the Council’s extant corporate 

documentation such as Standing Orders, Financial Regulations and Members’ Code of 
Conduct are subject to on-going review and were again considered fit for purpose in 
2016-17; 
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 We also note that a Working Group of members has been established (at Full Council in 

June 2017) to re-consider Standing Orders and other governance documentation and our 
latest review of minutes has identified that this work has been concluded with formal 
adoption being an Agenda item for the Full Council meeting in late March; and 
 

  We note that the Council has formally re-adopted the General Power of Competence, 
further to the CEO’s successful completion of relevant CiLCA qualifications, at its 
meeting in September 2017. 

 
Conclusions  
 
No issues of concern have been identified in this area warranting formal comment or 
recommendation: we shall continue to monitor the Council’s governance arrangements at 
future visits. 
 
Review of Expenditure, Tendering Procedures and VAT 
 
Our aim here is to ensure that: -  
 Council resources are released in accordance with the Council’s approved procedures 

and budgets; 
 Payments are supported by appropriate records, either in the form of an original trade 

invoice or other appropriate form of document confirming the payment as due and/or an 
acknowledgement of receipt, where no other form of invoice is available; 

 An official order has been raised for the acquisition of goods or service delivery, where 
one would be anticipated; 

 All discounts due on goods and services supplied are identified and appropriate action 
taken to secure the discount; 

 The correct expense codes have been applied to invoices when processed; and 
 VAT has been appropriately identified and coded to the control account for periodic 

recovery. 
 
We have completed our review of procedures and physical payments in this area, selecting an 
extended sample of payments including all those individually in excess of £5,000, together with 
a more random selection of every 50th cashbook transaction (irrespective of value) to 28th 
February 2018. Our test sample comprised of more than 100 individual payments, including the 
monthly NNDR standing order payments, totalled £495,000 and equated to 39% of all non-pay 
expenditure for the year to that date. We are pleased to report that no issues have been 
identified in this respect with all payments meeting the above criteria. 
 
We note that VAT returns continue to be submitted electronically on a regular quarterly basis: 
we undertook detailed testing in this area at the final visit for last year, including the 
verification of the year-end debtor in the closing Accounts, and have subsequently checked and 
agreed the December 2017 submission to the underlying Omega control account records. 
 
Conclusions 
 
No issues arise in this area currently to warrant formal comment or recommendation. 
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Assessment and Management of Risk 
 
Our aim here is to ensure that the Council has put in place appropriate arrangements to identify 
all potential areas of risk of both a financial and health and safety nature, whilst also ensuring 
that appropriate arrangements exist to monitor and manage those risks identified in order to 
minimise the opportunity for their coming to fruition. 
 
 We have noted previously that the Council has formal Summary Risk Assessments in 

place and that these are presented to members on an annual basis (most recently in early 
April 2017). In addition, we note that the Council has purchased the bespoke LCRS 
software and are advised verbally that it is also proposed that officers will work with the 
Council’s insurance brokers (WPS) on a consultancy basis to further strengthen this key 
area but we have not yet identified any out-turn in this area at present; and 

 
 We note that the Council’s principal insurance cover continues to be provided by Aviva 

and we have examined a copy of the current year’s policy schedule (ending March 
2018): both Public and Employer’s Liability remain at £10 million, Fidelity Guarantee 
cover still stands at £0.75 million and Loss of Revenue cover is considered to be more 
than adequate at £400,000. 

 
Conclusions 
 
No issues arise in this area currently to warrant formal comment or recommendation. 
 
Precept Determination and Budgetary Control 
 
We aim in this area of our work to ensure that the Council has appropriate procedures in place 
to determine its future financial requirements leading to the adoption of an approved budget 
and formal determination of the annual precept; that effective arrangements are in place to 
monitor budgetary performance throughout the financial year and that the Council has 
identified and retains appropriate reserve funds to meet future spending plans.  
 
 At the previous interim update visit, we noted from supporting Agenda papers that 

members were to consider the Precept requirements for 2018-19 at the Full Council 
meeting on 17th January 2018 and, subsequently, are verbally advised that approval was 
given to a Band D householder increase of 3%, leading to an overall Precept of £2.106 
million. Subsequently, at this latest visit, we have noted from our review of minutes that 
this was duly adopted and properly recorded; and 

 
 We are pleased to note that the Finance Officer continues to produce sound periodic 

budget monitoring reports which are duly considered by members at Committee and 
Full Council level: we have briefly examined the November 2017 out-turn and whilst 
there are several individual “line by line” variances it is noted that the overall balance 
position remains healthy. 

 
Conclusions 
 
No issues arise in this area of our review process currently: we shall examine the outcome of 
the Council’s deliberations on the appropriateness of the level of retained reserves at 31st 
March 2018 at the final visit. 
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Review of Income  
 
The Council receives income from a variety of sources in addition to the annual precept and, as 
noted in the introduction to this report, we have agreed a five-year strategic plan of cover of 
these areas with the Council and will continue to review income streams in accordance with 
that plan.  
 
At the first interim visit in September 2017, no detailed work was undertaken in this area other 
than to note that members had approved various scales of fees and charges for 2017-18 in the 
previous municipal year and the sample testing of one month’s receipts from cashbooks to bank 
statements as noted earlier in the previous report. 
 
Subsequently, during the course of the second interim visit in January 2018, we have: 
 
 examined a sample of Cemetery related activity by reference to the original burial 

register entries for the period 16th June to 12th September 2017 (14 in all) to ensure that 
each had been charged the correct fees in accord with the published scales, that Omega 
accounting entries had been appropriately posted and that receipts from funeral 
directors had been received without undue delay: no matters arising in this area were 
identified this year; 

 
 checked and agreed the sales ledger invoices raised in December 2017 for Corporate, 

Property and Sporting activities from the Omega day-books to all customer bills to 
ensure that each had been charged the correct fees in accord with the published scales; 

 
 checked and agreed the sundry incomes arising from leisure activities at John Coles 

Park and the Museum for the year to date (late January 2018) from the relevant Omega 
nominal ledger transaction codes to ensure that there were no obvious errors or 
omissions where monies could have been expected, for example periodic lettings such 
as the Kiosk and that any invoiced activities, for example room hires, were charged in 
accord with the published scales; 

 
 noted that the Finance Officer continues to operate sound controls over debt 

management issues with virtually no long-standing matters currently identified in our 
examination of the Aged Debtors report as at 29th January 2018); and 

 
 as noted above, tested a second sample month’s cashbook transactions to bank 

statements and, as noted below, we have tested incomes arising on investments. 
 

Finally in this area at present, we have checked a sample of the daily & weekly cashing up 
records (week 47 in February 2018) for the Information Centre (aka “front office”), for the 
Stanley Park Recreation Ground and for the Museum, verifying the detailed cash sheets to 
Omega postings and bank statement entries. We note that there is an inconsistency on a day-to-
day basis at the Information Centre whereby the standard routine at 4.30 pm each day requires 
two members of staff to undertake / oversee the cash count and both authorise the daily sheets 
but any overnight takings (aka “box office”) would appear to be the sole responsibility of one 
employee. We do not imply that there is any impropriety but would suggest that, for best 
practice and to safeguard that individual, this be revised to two staff as per the day shift and the 
proforma authorisation sheet be amended to reflect this.     
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Conclusions 
 
No issues arise in this area of our review process currently to warrant formal 
recommendation although we have, as noted above, made one suggestion in relation to 
cashing-up procedures and we note the Finance Officer is aware of one presentational 
situation regarding grant funding, which will be reviewed in conjunction with the Council’s 
accountancy contractors (DCK’s) prior to the year-end closure routines. 
 
 

Petty Cash and Charge Cards Accounts 
 
We are required, as part of the annual Internal Audit reporting process, to consider the controls 
in place over the operation of any petty cash accounts in use at the Council. Whilst the amounts 
involved in this respect are relatively small, they are potentially higher risk with cash handling 
involved. 
 
 A limited petty cash account is operated at the Town Hall on an Imprest basis with a 

maximum holding of £300 and monthly “top-ups”. We have checked and agreed a 
sample month’s payments (August 2017) to ensure that each payment was supported by 
appropriate trader invoices or till receipts, that VAT (where applicable) was being 
separately identified for periodic recovery and that the goods and services were fit for 
the purpose of the Council’s activities. We also note the continuing formal control of 
the “cash-in-tin” balances and re-imbursements, which are subject to independent 
managerial review; and with no matters arising. 

 
 We note that the Council is in possession of a Lloyds Business Credit Card, with a 

maximum credit limit of £1,500 and monthly settlement in full by automatic direct 
debit: just one transaction has arisen in the two sample months examined (July and 
August 2017) amounting to £108. 
 

Conclusions 
 
There are no matters arising to warrant further comment in this area currently. 
 
Salaries and Wages 
 
In examining the Council’s payroll function, we aim to confirm that extant legislation is being 
appropriately observed as regards adherence to the Employee Rights Act 1998 and the 
requirements of HM Revenue and Customs (HMRC) legislation as regards the deduction and 
payment over of income tax and NI contributions, together with meeting the requirements of 
the local government pension scheme as previously further amended with effect from 1st April 
2017 as regards the percentage contribution banding limit.  
 
We have completed our examination of the payroll procedures in place and the physical 
payments made to staff in 2017-18 by reference to the September 2017 documentation, the 
underlying detail for which continue to be produced “in house” by the Finance Officer utilising 
bespoke SAGE payroll software.  
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 Gross pay rates have been checked to ensure that the NJC pay award for 2017-18 had 
been duly implemented; 

 PAYE Tax Codes have been checked to ensure that appropriate allowances are being 
applied for the year following the annual budgetary increases in personal allowances 
with effect from April 2017; 

 National Insurance Table deduction rates have been checked to ensure that 
computations are made accurately; 

 Local Government Pension Scheme deduction rates have been checked to ensure they 
are in accord with the revisions to the bases of employee contributions, most latterly 
with effect from 1st April 2017 (albeit relatively minor changes to the salary banding 
widths); 

 Variable hours and expenses have been verified to individuals’ timesheets and claim 
forms; 

 We have checked and agreed the net pay computations on payslips to the payroll 
summaries and resultant Telepay instructions and the settlement of deductions for 
HMRC and LGPS; and 

 
Conclusions 
 
There are no matters arising to warrant formal recommendation in this area currently: as 
discussed with officers during the course of the first interim visit, several potential anomalies 
were identified with the PAYE codes in operation (albeit with minimal monetary impact), 
and we are pleased to note this was promptly resolved prior to the second interim visit. 
 
Investments and Loans 
 
Our objectives here are to ensure that the Council is “investing” surplus funds, be they held 
temporarily or on a longer term basis in appropriate banking and investment institutions, that an 
appropriate investment policy is in place, that the Council is obtaining the best rate of return on 
any such investments made, that interest earned is brought to account correctly and 
appropriately in the accounting records. We also aim to ensure that any loan repayments due to 
or payable by the Council are transacted in accordance with appropriate loan agreements.  
 
 Currently, the Council has two investments in the CCLA Property Fund amounting to 

£200,000 and we have verified both the June and September 2017 quarterly statements 
to prior years’ contract notes to confirm these holdings and have also checked and 
agreed that the dividends arising on these balances have been recorded accurately in the 
nominal ledgers to date; and 

 
 The Council currently has three existing Public Works Loan Board liabilities, repayable 

half-yearly on receipt of the PWLB repayment statement: we have agreed the first 
instalment repayments for 2017-18 (in June and September) to third party advice notes 
and Omega cashbooks as part of the higher value supplier payments testing noted 
earlier in this report. 
 

Conclusions 
 
There are no matters arising to warrant further comment in this area currently. 
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