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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. Trowbridge Town Council appointed AM Financial 
Services Ltd to carry out this role from the financial year 2018-19. We visit the 
Council during the year and report on progress after each visit.  
 
This is our Final Interim report for 2021-22 covering the January to March quarter 
of the financial year and the closure of the Annual Accounts. Because of social 
distancing required as a result of Covid-19 there were some changes to how the 
audit was carried out in 2020-21 and this continued into 2021-22. The changes 
are described throughout this report. 
  
We signed off the internal audit certificate at Section 4 of the Annual Return 
(Annual Governance and Accountability Return - AGAR) for 2020-21 at our final 
visit for that year, assigning positive assurances in each relevant area and now 
completed this process for 2021-22. 

 
Internal Audit Approach 
 
As the Council’s Internal Auditor we have a duty to complete the Internal Audit 
Certificate in the Council’s Annual Return. 
 
We have carried our examination of records, systems and procedures used by 
the Council, including the testing of areas such as the payment of invoices and 
bank reconciliations. We have also reviewed progress made in areas of 
Corporate Governance undertaken by the appropriate committee of the Council 
and also considered the materiality of transactions and potential mis-
representation in the year-end Statement of Accounts. The details of our work are 
shown in the sections that follow this summary. 
 

Overall Conclusions  
 
We are pleased to report that, in the areas examined, the financial control 
systems in place continue to operate effectively. We would like to thank the 
officers of the Town Council for their co-operation during the course of our work.  
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Detailed Report 
 
Review of Accounting Arrangements & Bank 
Reconciliations 
 
Our objective is to ensure that the accounting records are maintained accurately 
and currently and that no anomalous entries appear in cashbooks or financial 
ledgers. We have therefore:  

 Checked Bank Statements for the period from 1st to 30th June. 1st  to 30th 
September and 1st to 30th November 2021 and 1st to 31st March 2022 with 
the Omega Cash Books for the same periods and the Bank Reconciliations 
for all Accounts held by the Council. This includes cheque, BACS and cash 
payments, account transfers and receipts to ensure all are made in a timely 
manner: and 

 Checked the balances brought forward from 2020-21 are shown in 2021-
22 and noted that the accounts were in balance at the end of the financial 
year. 

 

Conclusions 

The Cash Book balance agrees with the Bank statements and the Bank 
Reconciliation, covering the three main Accounts of the Council as at 31st 
March 2022.  

No issues have been identified with the Cash Book balance agreeing with 
the Bank Reconciliation. 

 
Review of Corporate Governance 
 
Our objective is to ensure the Council has robust corporate governance 
documentation in place, that Council and Committee meetings are conducted in 
accordance with the adopted Standing Orders and no actions of a potentially 
unlawful nature have been considered for implementation. We have undertaken 
the following work in this area:  

 The Council carried out a full review and update of Standing Orders (SOs) 
and Financial Regulations (FRs) at its Annual Meeting on 18th May 2021; 

 The Council has considered a range of supplementary policies and 
procedures to support the Corporate Governance process.  

 At our first visit, we noted that the Council had published a file of policies 
and a Handbook of procedures is available on the Council’s website. As 
stated above a list of these policies is shown on the attached Appendix 1, 
which also shows the date of approval of each policy and the planned 
review date.  A Flexible and Work Life Balance Policy was approved by 
the Policy and Resources Committee on 1st June 2021. 

 We have carried out our review of the Council’s minutes for 2021-22, 
examining those for the Full Council, Policy and Resources, Leisure and 
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Information Services, Neighbourhood Services and Museums meetings. 
We have not covered Town Development, which includes Planning 
Applications. This process has been carried out to identify whether or not 
any issues exist that may have an adverse effect, through litigation or other 
causes, on the Council’s future financial stability. 

 

Conclusions 
 
Standing Orders and Financial Regulations were reviewed at the Council’s 
May 2021 meeting and a range of other policies have also been reviewed 
during the year. There are no issues to bring to your attention following our 
review of Council minutes. 
 
Policies and Procedures were reviewed in May 2020 and the updated 
schedule of the reviewed Policies and Procedures are shown in  Appendix 
1.. A Flexible and Work Life Balance Policy was approved by the Policy and 
Resources Committee on 1st June 2021 
  

Review of Payments 
 

Our objective is to ensure that: -  

 Council resources are released in accordance with the Council’s approved 
procedures; 

 Funds are spent in accordance with approved budgets; 

 Payments are supported by appropriate documentation, such as an 
original trade invoice or other appropriate form of documentation 
confirming the payment as due; and 

 All discounts due on goods and services supplied are identified and 
appropriate action taken to see the discount has been properly applied. 

 
For the financial year, all invoices in excess of £5,000 and a further random check 
of 1 in 60 accounts were checked excluding salary, superannuation and NI 
payments. Our sample of 94 invoices examined had a total value of £993,779 and 
representing 61% of the value of non pay invoices processed during the year to 
the end of March 2022. This includes nine invoices from ETP Sports Surfaces Ltd 
to the value of £127,997.94 and eight PWLB repayments totalling £337,088.37. 
These payments have been properly approved by an authorised signatory of the 
Council. Direct Debit payments, Creditor invoices and some other authorised 
payments such as Grants and other Committee approved payments were 
separately filed, despite being indexed using the same list of reference numbers. 
We have suggested that a merging of the system to enable all the vouchers to be 
filed together using the common index could be considered but we can confirm 
that all payments have been reviewed by the appropriate Council Committee. 
  
These invoices have continued to be checked from electronically submitted 
schedules from the Council due to social distancing and we believe this change 
in process due to Covid-19 has proved successful in the circumstances. The 
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sample of invoices selected were scanned and e-mailed to us, and we were able 
to carry out the appropriate checks to verify these payments. 
 
 Conclusions 
 
An effective system of control is in place over the checking, authorisation 
and release of the Council funds.   
 
The referencing of payments shown in the Cash Books to those in the 
invoice files facilitates appropriate audit checks to be carried out 
satisfactorily but the Council may wish to consider if it is worth merging the 
system to aid the recall of invoices.  
 

Assessment and Management of Risk 
 
Our aim is to ensure that the Council has appropriate arrangements to identify all 
potential areas of risk of both a financial and health and safety nature, and ensure 
that appropriate arrangements exist to monitor and manage risks. We have noted:  

 That a Risk and Audit Panel last confirmed the Review of Audit Risks at its 
February 2022 meeting; and  

 That a Council’s insurance policy is in place. The annual policy was 
reviewed with effect from 1st September 2021 with Public Liability cover of 
£15 million, Fidelity cover of £1 million and Employer’s Liability of £15 
million in September 2021. This compared favourably with cover in the 
previous financial year.  

 

Conclusions 

 
The level of insurance cover in place continued to meet the Council’s needs 
when it was reviewed with effect from 1st September 2021 

 
Budgetary Control and Reserves 
 
Our objective is to ensure the Council has a robust procedure for identifying and 
approving future budgetary requirements leading to the approval of the precept 
to be drawn down from the Unitary Authority. An effective monthly reporting and 
monitoring process to Committees is in place. The Council considered the Budget 
requirements at its January 2022 Full Council meeting, agreeing a net Precept of 
£2,349,843 for 2022-23 (£1,941,306 in 2021-22) on the Unitary Authority. This 
includes an increase of 16.4% on Wiltshire Council transfer activities and 3.5% 
on ongoing Trowbridge Town Council activities. The Council also agreed to a 
contribution of £46,480 to General Reserves to be made in 2022-23 and are 
providing a forward plan, which forecasts contributions to General Reserves in 
future years of £59,090 (2023/24), £105,370 (2024/25) and £92,690 (2025/26) 
which will bring the General Reserve up to the lower end of the CIPFA 
recommendation. This is an improvement on the level of General Reserves held 
by the Council in recent years. 
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The scope of our Internal Audit Contract requires us to ensure that the level of 
Reserves is reviewed by the Council annually. It does not include advising on 
those levels and would in any case be made ‘without prejudice’; so we cannot 
give a formal assurance. CIPFA guidelines state that the level of Reserves should 
be between 3 and 6 months of annual turnover. The projections in the Town 
Clerk’s Report show that the Council plans to achieve 3 months turnover 
excluding loan repayments by 2026 (Joint Panel on Accountability and 
Governance – Governance and Accountability for Smaller Authorities in England 
– March 2019). 
                
We note that; 

 Council committees receive regular updates of expenditure and income 
received.  

 The overall amendments to Reserves were reviewed in the Final Internal 
Audit Report following the closure of the 2020-21 Accounts. They were 
lower than the recommended CIPFA rate of 3 – 6 months turnover at the 
end of 2020-21 but projected General Reserves represent an improvement 
on the levels provided in recent years.  

https://www.trowbridge.gov.uk/wp-
content/uploads/2022/04/220322-Neighbourhood-
Services-Minutes-UNAPPROVED.pdf 

Review of Income 
 
In addition to its precept, the principal sources of income to the Council are 
Grants, Leisure Services, loan interest, rents, venue hire, allotment rents and 
reclaimed VAT. 
 
We checked the paperwork for a sample of receipts in September 2021 at our 
second interim visit, confirming the paperwork relating to the Police and Crime 
Commissioners Election, the Hire of the Civic Hall for a wedding and the receipt 
of a Grant from the ESC Lottery Fund to finance Play Area developments in the 
town. Suitable records were in place. 
 
We also note that an Income Rates Manual was originally prepared in May 2018, 
setting out Venue Room Hire rates, Catering rates and other conditions 
associated with the letting of venues. This Manual continues to be reviewed. 
 

Petty Cash Account 
 
We note that the Council holds seven Petty Cash Imprest Accounts at various 
outlets in the Council. At our first interim visit we visited the Museum to check the 
£220 imprest held and found the balance to be intact. We also noted that 
appropriate controls and processes were in place at the Museum. 
  
At our second interim visit in 2019-20 we checked the Office petty cash float and 
found the £500 balance intact.  
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Review of Salaries and Wages 
 
We aim to confirm adherence to the Employee Rights Act 1998 and HMRC 
requirements regarding income tax, NI and Superannuation requirements.  
 

 To confirm that gross pay is calculated in accordance with approved 
national pay rates and working hours according to the Council’s 
establishment records; 

 To ensure PAYE tax codes are being applied; 
 To ensure National Insurance deductions are accurate; 
 To ensure Superannuation deductions are applied, according to the terms 

of the Pension scheme; 
 To verify other enhancements and deductions are applied; and 
 To verify Net Pay amounts paid by BACS with the payroll records. 

 
We have carried out a sample check on calculations above from the August 2021 
payroll to confirm the analysis is robust.  
 
Discussions took place with regard to Furlough payments from the Government 
during the Covid pandemic in 2020-21. These payments were confirmed by the 
External Auditors PKF Littlejohn LLP in signing off the 2020-21 Accounts. 
 

Asset Registers 
 
The Governance and Accountability Manual requires all Councils to maintain a 
register of its assets. The Council’s contract accountants (DCK Accounting), 
provide an accounting support service during the year, and also produce the 
Council’s year end Statement of Accounts, updating its records to include new 
asset acquisitions and disposals. We confirmed this process was followed for 
2020-21 from the revised Asset Register which was attached to the Final 
Accounts for the year. The position in 2021-22 shows a total Fixed Asset total of 
£13,123,682 as shown in the Statement of Accounts prepared by the Council’s 
contractors. 
 
Conclusion 
 
The Council’s Asset Register for 2021-22 has been prepared by the 
Council’s contractor. 

 
Investments and Loans 
 
We note that the Council’s Investment Policy was approved at the Policy and 
Resources Committee in May 2019, and is reviewed annually. This was 
reconsidered by the Risk and Audit Panel meeting on 8th June 2021 and 
forwarded to the Policy and Resources Committee, and the Investment Strategy 
was approved on 7th September 2021. 
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Surplus Funds were held in a Current Account with a balance of £12,055 as at 
31st  March 2022. A balance of £440,993.70 was held in a Commercial Call 
Account to cover exchequer needs as at 31st March 2022, and a Civic Account 
showed an additional Balance of £128,524.59 at that date. There was no Public 
Sector Deposit Account in place at the end of the financial year.  
 
Interest rates continue to be low, but this is considered a suitable way of investing 
funds. The levels of investments vary from time to time, mainly due to the 
changing requirement to cover Exchequer needs.  
 
The Council has several loans. We have periodically checked the schedules 
showing loans and repayments with the Public Works Loans Board. We have 
confirmed that they agreed with the Trial Balance at the end of the 2021-22. 
Repayments to the Public Works Loans Board continue to be made half yearly.  

 
Statement of Accounts 
 

The Accounts and Audit Regulations require all Councils to prepare a Statement 
of Accounts annually. This has been prepared by the Council’s contractors. We 
have considered this statement following its completion and have signed the 
appropriate declaration as required before the Council forwards it to their External 
Auditors. We are aware that the Accounts for 2020-21 were approved by the 
External Auditors P K F Littlejohn LLP.  
 

Conclusion 
 

We have signed off the Internal Audit certificate for 2021-22, assigning 
positive assurances as appropriate at our final visit and the Council’s 
External Auditors will be asked to sign off their certificate of approval when 
they visit the Council later in the year. 
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Rec. 

No 

Recommendation Response 

Assessment and Management of Risk 

R1 The Council is required by the Governance and Accountability Manual – 

The Practitioner’s Guide to undertake an annual review and formal adoption 

of its financial and other risk assessments at least once annually 

Risk Assessments  

carried out 

annually in 

accordance with 

this guidance 

Budgetary Control and Reserves 

R2 The Council reviews its level of reserves completing an appropriate risk 

assessment to ensure they remain appropriate for the Council’s ongoing 

spending plans on an annual basis 

Earmarked and 

General Reserve 

reviewed 

annually 

Review of Income 

R3 Further action should be taken to either recover or formally write off 

unpaid debts, together with ensuring the timely offset of currently existing 

‘unmatched’ receipts against original invoices 

Audit Panel has 

reviewed and 

actions 

accordingly 

R4 The spreadsheet record relating to ‘Trowbridge in Bloom’ should be 

expanded to include detail of invoices raised and also, ideally, the date of 

settlement 

Password 

problems solved. 

R5 All hirer’s, including those with regular booking throughout the year, 

should sign a hire agreement form. 

Hire agreement 

forms signed. 

R6 Where hire agreement forms are submitted electronically and not signed 

by the hirer, the Council should seek legal guidance in the event of any 

damage being done to the venue resulting in legal action to gain 

restitution 

Process reviewed 

Review of Petty Cash 

R7 The surplus cash held in the Office petty cash float tin should be banked 

appropriately as a miscellaneous receipt and arrangements put in place for 

an independent periodic physical verification and ‘sign off’ of the cash 

holding. Museum imprest checked and confirmed at this visit 

Process in place 

 

Review of Staff Salaries 

R10 Staff Pension contribution rates should be reviewed once annually and be 

based on their prior year cumulative pay 

Applied during 

year 
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APPENDIX 1 – POLICIES AND PROCEDURES 

 

POLICY/PROCEDURE Last 

Reviewed 

Due for 

Review 

1    Information Services Risk Assessment 3/8/20  

2    Neighbourhood Services Risk Assessment for Staff  7/7/20  

3    Neighbourhood Services Risk Assessment for Playgrounds 7/7/20  

4.   Civic Centre Risk Assessment for Staff supporting Blood Donor 

sessions 

  

5.   Civic Centre Risk Assessment 14/9/20  

6.   Longfield Community Centre Risk Assessment   

7.  Museum Risk Assessment for Staff 14/5/20  

8.  Finance and Human Resources Risk Assessment for Staff 7/9/20  

9.  Active Trowbridge Risk Assessment for Staff Kids Camp 3/8/20  

10.  Active Trowbridge In House Risk Assessment 24/9/20  

11.  Facilities Risk Assessment for Staff 8/9/20 7/10/20 

12. Risk Management Jan 19 Jan 23 

13  Data Breach July 20  

14 Records Management Policy and Retention Schedule July 20  

15 Fraud and Corruption Policy and Guidance 26/6/18 June 22 

16  Environmental 3/9/17 Sept 21 

17  Freedom of Information 3/9/17 Sept 21 

18  Publication Scheme Jan 19 Jan 23 

19  Grants Policy Jan 20 Nov 20 

20  Markets Policy June 18 June 22 

21  Pensions Discretions Policy Statement 2/9/17 Sept 21 

22  Mayor’s Budget Policy March 18 March 22 

23  Recruitment Procedure for Casual Employees 2/9/17 Sept 21 

24  Appointment of Volunteers Procedure 2/9/17 Sept 21 

25  Standing Orders 2/9/17 Sept 21 

26  Financial Regulations May 19 May 21 

   

Staff Handbook Contents   

   

App 1  Staff Absence Policy & Procedure 3/11/15 Nov 23 

App 2  Disciplinary Procedure May 21 May 25 

App 3  Grievance Procedure May 21 May 25 

App4  Maternity Procedure 5/3/19 March 23 

App5  Paternity Procedure May 21 May 25 

App6  Harassment May 21 May 25 

App 7 Capability Procedure 3/11/15 Nov 23 

App8  Employee’s Interests & Integrity Procedure May 21 May 25 

App9  Working Time Directive 48 hours ‘Opt Out’ May 21 May 25 

App10  Working Time Directive Additional Hours May 21 May 25 

App11 Equalities Policy Sept 19 Sept 23 

App12  Training and Development Policy and Procedure 4/11/15 May 20 

App13  No Smoking Policy 18/11/18 Nov 22 

App14  Annual Employee Performance Review 5/3/19 March 23 

App15  Fleet Vehicle Policy Nov 18 Nov 23 

App16  Email, Internet, Social media and Computer Use Policy 3/11/15 Nov 23 

App17  Safeguarding Policy (Children’s & Vulnerable Adults) May 21 May 25 

App18  Data Protection Policy  May 22 

App19  Whistle Blowing Procedure (Public Disclosure)  Nov 18 Nov 22 

App20  Flexible Working, Work Life Balance and Home Working Policy Nov 18 Nov 23 

App21  Job Share Policy May 21 May 25 

App22  Probationary Period Procedures May 21 May 25 
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App23  Health & Safety General Sept 17 Sept 21 

App24  Health & Safety Lone Working Sept 17 Sept 21 

App25  Travel Expenses Policy & Procedure May 21 May 25 

App26  Redundancy Procedure Sept 18 Sept 22 

App27  Drug and Alcohol Misuse Policy May 21 May 25 

App28   Mobile Phone Policy May 21 May 25 

App29  Annual Leave and Time Off Policy May 19 May 23 

App29B  Buying and Selling of Annual Leave Jan 19 Jan 23 

App31   Accident and Near Miss Incident Procedure Nov 18 Nov 22 

App32  Work Experience and Internship Procedure May 21 May 25 

A Flexible and Work Life Balance Policy was approved by the Policy and 

Resources Committee on 1st June 2021 

June 21 June 25 

 

 


