
Do the Numbers Limited
37 Upper Brownhill Road

 Southampton, SO16 5NG
023 8077 2341

21th May 2020
Jacqui Letsome, Clerk
Burghclere Parish Council
Portal Hall, Church Lane
Burghclere
RG20 9HX

Dear Jacqui,

Subject: Review of matters arising from Internal Audit for 31 March 2020` 

Please find below the list of matters arising following my review of the records today.  
The internal audit was carried out during the COVID lockdown and allowance has 
been made for such. I found the records of the council to be in good order and I felt 
that the visit went well.

Control area Issue Recommended Action
Web publication 
of minutes

The minutes of the council published on 
the web are in word processor format 
rather than a PDF. 
To comply with the Transparency code 
and the incoming Accessibility 
regulations, all files should be converted 
to PDF

Over the coming months, 
members should review the 
requirements of the code (page 
28 here) and notify the proper 
officer of adjustments needed.

Bank Balances It is good practice to minute the balance 
held in each bank account at each 
meeting.
(also raised last three years)

The minute template should be 
updated to ensure that this 
happens at every meeting.

AGAR approval The approval of S1 and S2 of the Annual 
return was not properly evidenced in 
2019

Please ensure that the Annual 
return is properly minuted for 
approval in 2020 (see here) 

Contract of 
employment

When staff changes occur, the start 
date, rate of pay and terms of all 
employees should be clearly minuted.

When the clerk's contract of 
employment is finalised, a 
minute of the employment 
terms should be made and 
reviewed annually.

Standard 
Documents

The council did not review and approve 
the standard documents in the year (Fin 
Regs, Stand Ords, Risk Ass, Asset Reg, 
Data policy etc) 
(also raised last year)

These reviews are a 
requirement of the AGAR (see 
section 1 here) and should be 
done annually from now on.

Grants / 
donations

Parish councils have no power to make 
donations. 
Grants based on a standard form 
supported by proof of need may be 
made within the powers of the council.
(also raised last two years)

All members should familiarise 
themselves with the list of 
powers on page 58 here and 
update the grant policy and 
form to meet best practice – 
example here 
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Committees In the minutes the council refers to the 
decisions of committees for which there 
are no published agendas or minutes. 

These groups are in fact 
working parties and should 
consistently be described as 
such

Asset valuation The fixed asset list does not include 
purchase dates and is at current 
insurance values. The guidance states 
that values should be cost
(also raised last three years) 

Where possible members 
should find out purchase dates 
and values fixed at cost.

Building Society 
Account

The Newbury Building Society Account 
should be switched from a book to 
proper statements without delay.
All of the £505.11 tax deducted on 
interest should also be reclaimed as 
Parishes are not Taxable entities.
(also raised last three years)

The refund claim for tax should 
be submitted to HMRC with this 
form  and a covering letter.
NBC should be able to update 
the account setting

Pinder Charity 
loans

The council appears to have borrowed 
from / lent to the Pinder Charity during 
the year. It is not clear what power was 
used.
(also raised last three years)

Grants paid to the council 
should be supported by 
transparent application forms.

Play area 
inspection

It does not appear that the council is 
having regular safety inspections carried 
out as required by insurers and good 
practice.

BDBC may be able to carry out 
such inspections.
The outcomes should be clearly 
minuted. 

Payroll reports As at the start of the audit, copy P60s for 
all employees were not to hand.

These should be produced 
automatically as part of the 
March pay run

Procurement It is not clear from the minutes that the 
council are monitoring expenditure 
against budget for significant projects.

The council accounting records 
should be updated to allow 
quarterly budget monitoring, 
particularly for capital items.

Please find attached my bill for the agreed fee. If either you or your members have  
any queries or require further information, please do not hesitate to contact me.

Regards

Eleanor S Greene
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