
David Buckett CPFA DMS Independent Internal Auditor  Page 1 of 8 

Risk Assessment 
HIGH  0 

MEDIUM 1   
LOW  15 

Tenterden Town Council 
INTERNAL AUDIT 2019-2020 

AUDIT PLAN WITH COMMENTS / FINDINGS 
 
I am pleased to report to Members of the Tenterden Town Council (the “Council”), that I have completed my year-end internal audit of 
the Council’s records for the six-month period to 31 March 2020, following my audit visit and subsequent conversations on 16 June 
2020.   
 
Councillors should be aware that my work cannot be relied upon to identify the occasional omission or insignificant error, nor do I 
actively seek evidence of breaches of trust or statute, neglect or fraud, which may have taken place.  It is the responsibility of the 
Councillors of the Council to guard against such events, but if during my audit testing such events are discovered I am duty bound to 
disclose such events to the Council. 
 
I would like to take this opportunity to thank the Town Clerk, Mr Phil Burgess and the Finance Asst Mrs Julie McCollum for their 
assistance given to me during my audit visit. 

 

 

Area Item Comments / Findings  
Interim visit 10 Dec 2019 

Comments / Findings  
Year-end Audit  19 May 2020 

Previous Audits • Date of last External Audit 
Certificate or Exemption 
Certificate 

• Comments if any 

• Publication on website. 
 

• Date of last Internal Audit 
Comments if any 

 

• Review of any items outstanding 
from previous internal / external 
audit reports. 

12 September 2019 
n/a 
 
One “except for” comment regarding Section 1 
Assertion 5, which should have been a “no” answer 
because there was no full review of risk 
management by the whole Council during 2018-19. 
 
The Internal Committee received the Internal Audit 
Report for year-end 2018-19 and the External Audit  
Opinion at the Meeting held on 14 October 2019 Min 
524 refers.  
 

 
 
 
 
 
 
 
The Internal Committee noted the findings of the 
Interim Audit carried out In Dec 2019 for year-end 
2019-20 Min 585 – 10 Feb 2020 



 

David Buckett CPFA DMS Independent Internal Auditor Page 2 of 9 

Minutes • Scan of the minutes of the 
Council’s meetings and the 
Finance Committee. 

• Localism Act 2011 

• General Power of Competence ? 

• Dispensations 

• S.40 LA&A Act 2014 
filming/recording 

Scanned Minutes to October 2019. 
Both the Internal and External Committees reviewed 
their sub-committees and working groups in June 
and August 2019.  Both Committees reduced their 
sub-committees although there are still a lot of 
working groups which must be serviced by the 
Council’s Officers. 
The General Power of Competence (GPC) is to be 
re-affirmed subject to qualification at a future 
Council meeting.    

The Agenda and Minute facilities on the Council’s 
website is excellent particularly as it has to hand the 
various reports and supporting papers to the agenda 
items at a “click” of the mouse button! 
The Council has been able to continue with its 
Meetings “virtually” during the Covid-19 lockdown 
and beyond without the need for emergency 
delegation arrangements.  The External Committee 
established a Covid-19 Sub-committee – 17 Mar 
2020 Min 491 to address Covid-19 issues. 
 
Annual Council 2020 postponed to May 2021 

Code of Conduct/  
Acceptance of Office 

• Date adopted 

• Any changes in elected/co-opted 
members since last Audit ? 

• DPI’s complete 

• DPI’s on website or weblink 

• New Governance Compliance 

• NEXT ELECTION ? 

May 2019 Election results 
15 Cllrs elected and 1 Cllr co-opted 
 
The new DPI’s have been loaded onto the website 
and is part of the comprehensive information 
contained within the “Your Town Councillor” section 
of the website. 

The website has a good Town Councillor web 
section including the breakdown to Ward Cllrs, 
contact details, committee appointments and DPI’s 

Standing Orders and 
Financial Regulations 
 
 
 
 
 
 
 

• Have they been formally adopted 
and applied? 

• Have any changes been made 
since they were adopted or the last 
audit? 

• Have any changes been formally 
adopted by the Council? 

• Updated re New NALC Models 
SO’s 2018, Fin Regs 2019 ? 

• Two signature rule still in place? 

The Standing Orders Sub-Comm. had reviewed the 
new Model Financial Regulations the Internal 
Committee considered the recommendations on 9 
Sept 2019, Min 510 approved adoption of the Model 
Fin Regs raising the De Minimis limit to £3,000.  
On 11 Nov 2019 Min 543 the Emergency Spending 
threshold was raised to £10,000 

No change  
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Risk Management • Risk Assessments – Are they: 

o Carried out regularly? 

o Adequate? 

o Reported in the minutes? 

o ANNUAL REVIEW ? 
 

• Insurance cover – is it: 

o Appropriate/Adequate? 

o LTA in place? 

o Reviewed regularly? 

o Fidelity Guarantee Cover £ 
     (Balances + ½ Precept) 

 

• Internal controls – are they: 

o Documented? 

o Adequate? 

o Reviewed regularly? 

o Statement of Internal Control 
(SIC)? 

 

• Systems and Procedures – are 
they: 

o Documented? 

o Adequate? 

o Followed? 

o Reviewed regularly? 
 

Internal Review of Risk Assessments noted by the 
Internal Committee Min 542 – 11 Nov 2019. 
The individual risk assessments are held 
electronically within a Health & Safety folder. 
Annual Review of Risk Assessments is 
scheduled to be considered by the full Council in 
March 2020. 
 
The Council uses WPS Ins. Brokers to source 
insurance quotes/cover.  A new 3-year LTA was 
approved from April 2019 expiring on 24 April 2022 
with RSA (their Council Guard Schedule) 
Fidelity Cover increased to £4,656,000 following 
receipt of the TENT monies.  
 
 
My audit testing gave assurance that internal 
controls were in place and working effectively.  
 
 
 
 
 
There are systems in place to regularly review the 
many systems and procedures in place.  Only 
significant changes are reported to Councillors, 
minor tweaks to say “office procedures” are left to 
the Town Clerk to oversee. 

The Council meeting held on 9 March 2020 (Min 
3370) reviewed the General Risk Assessments and 
the Financial Risk Assessments to comply with the 
annual review requirements of the Annual 
Governance Statement within the AGAR.  Well 
done. 
 
 
Renewal insurance docs for year commencing April 
2020 viewed.  The Motor Fleet Schedule also 
inspected – total value of cover = £73k 
 
 
 
 
 
 
 
 
 
The Statement of Internal Control for 2019-20 was 
reviewed by Council 9 March 2020 Min 3371 
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Budgetary Controls • Is the annual budgeting process 
reported and approved by the 
Council? 
o Budget/Precept amounts 

minuted? 

• Is the actual performance against 
the budgets reported to the Council 
during the year 

o Compare with Fin Regs? 

• Are significant variances explained 
in sufficient detail? 

 
 
 

Budget monitoring is undertaken by the Internal & 
External Committees. 
The 2020-21 Budget for both Committees were 
considered at their Meetings held on 11 Nov 2019 
Min 541 (Int Comm = £485,432) and Min 427 (Ext 
Comm = £127,407) .  There is a small Planning 
Committee budget of £21,000 proposed for 2020-21. 
Total proposed Net Budget for the Council is 
£603,839 and increase of £30,082 (5.24%).  The Tax 
Base for 2020-21 had not been received at the time 
of my audit visit.  

Planning Comm 2 Dec 2019 Min 7082 - £21k 
 
Council 9 Dec 2019 Min 3343 approved a Precept of 
£603,839 for 2020-21 with the £30,000 for High 
Street power deferred until 2021-22 
 
  

Section 137 
expenditure 
 
£8.12 FOR 2019-20 
(£7.86 FOR 2018-19) 

• What is the cash limit for the year? 

• Is a separate account/analysis 
kept? 

• Has the cash limit been exceeded? 
 

• Have the spending powers been 
properly used and Minuted? 

Once GPC  is put in place no-longer necessary.  
See earlier comment on page 1 

No Change  

Book-keeping • Cashbook - is it: 

o Fit for purpose? 

o Up to date? 

o Arithmetically correct? 

o Balanced regularly? 
 

 

Rialtas Business Systems (RBS) Omega accounting 
package in use since 1 April 2016.  The Accounts 
Clerk has become very familiar with the system and 
produces the budget monitoring reports, bank 
reconciliations and payments schedules etc from the 
Omega package. 
A “Bookings” facility was considered, but not 
implemented as there were practical difficulties with 
handling deposits and subsequent changes in hires. 

No Change 
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Petty Cash 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Payroll 

• Has the amount of petty cash float 
been agreed? 

• Are all petty cash entries recorded? 
 

• Are payments made from petty 
cash fully supported by receipts / 
VAT invoices? 

 

• Are petty cash reimbursements 
signed for? 

• Is petty cash reimbursement 
carried out regularly? 

• Is petty cash balance 
independently checked regularly 

 

 
 

• Who is on the payroll and are 
contracts of employment in 
place? 

• Who is the RFO? 

• Have there been any changes to 
the establishment during the year? 

• Have there been any changes to 
individual contracts during the 
year? 

• Have new appointments and 
changes to contracts been 
approved and minuted? 

• Do salaries paid agree with those 
approved by the Council? 

• Have any ad-hoc payments or 
benefits been appropriately 
approved? 

• Have PAYE/NIC requirements been 
properly applied and accounted 

for? 

• Payroll outsourced? 
 

• WORKPLACE PENSION IN 
PLACE 

Petty cash float remains at £250. 
 
 
 
Not checked during this visit, but transactions within 
the Accounting System were checked. 
 
 
 
 
 
 
 
 
 
 
 
 
The “office” based staff have not changed since my 
last visit, Town Clerk, Deputy Town Clerk, Accounts 
Clerk (p/t) and two Admin Assts (p/t & f/t).  There are 
also ceremonial Sergeant-at-Mace staff. 
 
The Grounds Maintenance staffing has reduced to 3 
f/t staff (part of the re-negotiation of the “Caretaker 
Duties”), the specialist position of “gardener” has 
reverted to a self-employed contractor arrangement 
from Dec 2019.  A seasonal groundsman was 
employed during the summer months. 
 
 
Yes 
 
Yes 
 
Yes, Sage 50 payroll is managed by the Accounts 
Clerk. The net pay is paid via BACS rather than the 
NatWest Autopay system. 
 
In-house 
 
LGPS in place for permanent staff 

No change.   
 
 
System checked – excellent summary spreadsheet 
with pre-coding set-up.  No errors or omissions 
found. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Post Audit Note: 
A new post of Town Manager has been created, 
although the emphasis has been switched to High 
Street Regeneration in the light of Covid-19 and will 
revert to mainly tourism post Covid. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The 3-year Actuarial Review of the KCC Pension 
Fund and the impact for the Town Council was 
reported to the Internal Committee Min 570 - 13 Jan 
2020 
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Payments • Are all payments recorded and 
supported by appropriate 
documentation? 

 

• Are payments minuted? 
 

• Review of DD’s and SO’s ? 
 

• STAFF costs definition for 
inclusion in Box 4 for 2019-20, 
check parity for 2018-19 ? 
Currently includes salary, tax, 
NIC & Pension (employee & ers) 
+ taxable benefits  ( home 
working allowance, broadband & 
phone allowance etc NOT incl. 

 

• Has VAT been identified, recorded 
and reclaimed? 

 
 

• Are items above a de minimus 
amount purchased competitively? 

• Have internal control procedures 
been adhered to? 

 

• Contracts: 
o What contracts exist? 
o Compliance with SO’s 
o Have any new contracts or 

contract variations/extensions 
been awarded in the year? 

o Procedures adopted for letting 
of contracts 

o Have contract payments been 
made in accordance with the 
contract document? 

Random checks were made on a selection of 
invoices paid in the last 7 months. 
Quarterly payment schedules are on the website for 
amounts over £500. 
Not minuted but quarterly listing approved by the 
Internal Committee and two Cllrs sign-off the 
payment schedules. 
No recent review, but those payments checked were 
in order eg British Gas, Castle Water, Ashford BC 
(rates) 
 
The Omega accounting package collects the staff 
costs together in compliance with the “staff costs 
definition” for inclusion in Box 4 of the Statement of 
Accounts section of the AGAR. 
 
 
VAT claims: 
Qtr 1 to 30 June 2019 - £9,482 recd. 12 July 2019 
Qtr 2 to 30 Sept 2019 - £16,326 recd. 29 Oct 2019 
 
 
 
 
 
 
 
 
A/c’s with several local suppliers eg Burden Bros., 
CB Motors (Kent) Ltd, Culverwells Ltd 
Country Style recycling – wheelie bin emptying 
DGLD excavations Ltd – de-silting pond @ Kiln 
Field 
Tenterden Twilight - Cleaning 
Several consultant architects/surveyors eg linked 
with the “cinema project” 
Legal advice from several sources. 
Jim Boot – Planning Consultant 
 

The payments system has not changed.  
 
 
 
 
 
The Internal Committee noted the current list of the 
Direct Debits and Standing Orders in place and the 
frequency of payment from annual to monthly during 
2019-20 Min 584 – 10 Feb 2020 
 
 
 
 
 
 
 
VAT claims: 
1 Oct to 31 Dec 2019 - £16,644 
1 Jan to 31 Mar 2020 - £24,302 
NB the Council has “opted to tax” the future hiring’s 
of the Tenterden Town Hall in terms of VAT from 6 
April 2020. 
 
 
 
 
 
Contractors for the Tenterden Town Hall works- 
Gransden Construction Ltd – main contractor 
Theis + Khan -  Architectural Services 
 
 
TreeCycle Ltd – Tree works 
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Receipts • Are all receipts recorded correctly? 

• Are all receipts promptly banked? 

• Precept, CTSG and Sect 136 
payments 

 

• Are internal controls of cash 
adequate? 

• Are invoicing arrangements 
adequate? 

 

Internal Comm. Approved the charging of VAT on 
top of hire charges rather than inclusive (ie opting to 
tax the Town Hall), which would increase the cost of 
wedding events etc. Min 449 – 10 June 2019 
 
Internal Comm Min 455 – 10 June 2019 resolved to 
purchase the “Calendar Booking System” which 
links with the Omega Accounting package, but has 
since been abandoned in favour of tweaks to the 
existing arrangements endorsed by the Town Clerk. 

Some of the main income streams in 2019-20 
were- 
Lettings & rental - £54,150 
Caretaker scheme (ABC +KCC) - £32,250 
Wedding income - £4,070 
Recreation Grd - £8,440 
Interest - £43,740 
 
 
 
 

Bank reconciliation & 
PWLB Loans 

• What current/deposit accounts 
exist? 

• FSCS aware and compliant? 

• Are bank reconciliations regularly 
carried out for each account? 

• Level of Balances to Precept ratio 

• Are the cheque counterfoils, 
paying-in books and bank 
statements adequately referenced? 

 

• When was the last review of the 
banking arrangements?  

 
 
 
 
 

• Internet Banking/Corporate Card ? 
 

• Signature review (Two signatures 
required?) 

 
 

• Any PWLB loans ? 
 

Bank  A/c’s held:- 
2694 Unity Trust Bank a/c -                £296,744 
8249 NatWest Current a/c -                £131,896 
0485 NatWest Mayor’s a/c    -                       £0 
1306 Santander a/c -                            £80,294 
Nationwide 1 year Fixed a/c -          £1,000,350** 
PSDF (immediate access a/c)         £1,700,000## 
Petty Cash                                                 £250 
Above as at 30 Nov 2019 TOTAL - £3,209,534 
NB not eligible for FSCS cover above the 
threshold. 
 
** 1 year period from 31 July 2019 including top-
up following an investment review by the 
Internal Comm 11 Mar 2019 
 
## New immediate access investment with Public 
Sector Deposit Fund (PSDF) from 14 Aug 2019 with 
external advice from James Ryan Thornhill Ltd. 
 
Credit card in place – Statement balance NIL 
cleared by monthly BACS. 
Reviewed as part of the take up of the new 
investments mentioned above eg CCLA signatories 
are Cllr Pam Smith and the Town Clerk & Deputy 
Town Clerk 
No loans 

Bank  A/c’s held:- 
2694 Unity Trust Bank a/c -                  £75,263 
8249 NatWest Current a/c -                  £63,754 
0485 NatWest Mayor’s a/c    -                £1,887 
1306 Santander a/c -                            £80,400 
Nationwide 1 year Fixed a/c -          £1,000,350** 
PSDF (immediate access a/c)         £1,700,000## 
Petty Cash                                                 £250 
Above as at 31 Mar 2020 TOTAL - £2,921,904 
 
 
** 1 year period from 31 July 2019 including top-
up following an investment review by the 
Internal Comm 11 Mar 2019 
 
## New immediate access investment with Public 
Sector Deposit Fund (PSDF) from 14 Aug 2019 with 
external advice from James Ryan Thornhill Ltd. 
 
 
No change  
 
No change  
 
 
No change  
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Assets and Asset 
Register (AR) 

• Are all the material assets owned 
by the Council recorded in an AR ? 

• Is the AR up to date? 

• Basis of Asset Values? 

• Are investments recorded? 

•  

• Are the valuations regularly 
reviewed?  

• Does the AR show the insurance 
values ? 

• Digital Photographic evidence? 
 

• Is there a separate Inventory List of 
low value items (e.g. below the 
insurance excess levels) ? 
 
 

Several new purchases approved since April 2019 
to add to the Asset Register including:- 
Laptop for Green Spaces Group - £720 
SOS Lone Worker devices (4)- £600 approx. 
Equipt for Caretaker Scheme – 3 new strimmers, 
roller mower, bowser pump - £7,494, also possible 
purchase/hire of new tractor trading-in a new Gater 
Buggy and current tractor  - Post Audit Note: New 
tractor & new lease in place. 
Another SID (junior) 
 
 
 
 
The long term investment with CCLA -  £750,000 
in the property fund. 

 
 
 
 
 
  
 
Leased tractor NOT included in the Asset Register  

Year-end procedures 
 
Inc. AGAR 

• Does the AGAR Statement of 
Accounts agree with the 
cashbook? 

 

• Is there an audit trail from the 
financial records to the accounts? 

 

• Have debtors and creditors 
been properly recorded? 

 

• Date of approval of AGAR & 
Certificate of Exemption if 
applied 

 

• PROOF of public rights 
provision during summer 
2019 & website– AIAR ICO L 
 

• New governance compliance 
regime - refer to new 
Practitioners’ Guide 2019 

 

Year-end procedures to be checked at final audit 
 
 
 
 
 
 
 
 
 
 
Council 10 June 2019 Min 3280 & 3281 
 
 
 
Date of Announcement – 14 June 2019 
Public Inspection period – 17 June to 26 July  
Evidence – Deputy Town Clerk going to provide 
evidence of the posting of the AGAR etc on or 
before 14th June 2019 

Year-end AGAR figures checked against the 
Reports from the RBS Accounting System. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Unfortunately, the Deputy Town Clerk could not find 
the posting evidence required, hence the response 
to the ICO L will be a “no”. 
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Additional tests –  
(as necessary) 
 
 
 
 

• Computer systems: 

o The procedures for the backing 
up     of computerised records 

o Council owned PC/laptop ? 

o Email security 

o Encryption of data? 
 

• Record keeping and the 
arrangements in place to store 
previous year’s accounts etc. 
 

• Annual review of the 
effectiveness of Internal Audit 
inc. Appointment of IIA 

 

• Annual Statement of Internal                      
      Control 
 
 

• Website host and Webmaster 
 
 

• Website functionality & 
accessibility    NALC L09-18 
 
 

• TRANSPARENCY CODE  
       compliant ? 
 

• Post GDPR  (25 May 2018) 
o Privacy Notice 
o Cllr email addresses? 
o Email disclaimer 
o Other matters 

Kent IT Maintenance Ltd – IT Support and auto-
backup off-site everyday (Min 3609 – F&GP 9 Jan 
2017), still in place. 
Moved to paperless office including purchase of 
“modern.gov” software linked to the iPads issued to 
Councillors. 
“Bitlocker” encryption tool in use. 
 
 
 
 
 
 
 
 
 
 
 
Web Design based in Cardiff provides the website, 
primarily managed by the Deputy Town Clerk 
 
 
Website accessibility checked and all tests run by 
the web provider. Post Audit Note: Background 
paper presented to the Int. Comm 9 Dec 2019 - 
Minute 556.  Accessibility Policy to be written. 
 
 
 
 
Reported to the Internal Comm 11 Nov 2019 that the 
Council is GDPR compliant as per the latest 
guidance issued by KALC Min 538 – 11 Nov 2019 
Modern- Gov provided by Civica UK Ltd. – 
Councillors issued with iPads. 
Email addresses – 
cllrsurname@tenterdentowncouncil.go.uk 
 

 
 
 
DropBox has been set-up for use by the 
Neighbourhood Plane Group to share information 
within the Group, which contains many non-
councillors.  As well as a good way of sharing the 
large files of information it also achieves a 
separation from the Town Council data.   
 
 
 
 
 
 
 
 
 
 
 
 
 
The Deputy Town Clerk put forward a Website 
Design Refresh report to the Internal Committee 10 
Feb 2020 to updating the Content Management 
System (CMS) options on the website design.  Min 
587 agreed the updating of the CMS and the web 
design as well as quarterly updates of the CMS as 
recommended by WebBox the website provider. 
 
The Deputy Town Clerk advised that WebBox had 
spent 10hrs in Nov 2019 on accessibility compliance 
improvements to the website.  During my audit 
visit I mentioned other parish websites with 
accessibility apps to view and possibly “bolt-on”  
www.brenchleyandmatfield.co.uk and  
www.wrothampc.org  

 

mailto:cllrsurname@tenterdentowncouncil.go.uk
http://www.brenchleyandmatfield.co.uk/
http://www.wrothampc.org/

