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What will this course cover?

• Internal Controls
• Internal Audit
• External Audit
• End Of Year AGAR
• End Of Year Documents
• Publication and Public Inspection
• Transparency Code
• Common Mistakes
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Key Documents 
• Practitioners’ Guide
• Cash Book
• Bank Statements
• AGAR Form
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Relevant 
Legislation
• Local Audit and Accountability 
Act 2014
• The Accounts and Audit 
Regulations 2015
• The Smaller Authorities 
(Transparency Requirements) 
(England) Regulations 2015
• The Local Government 
(Transparency Requirements) 
(England) Regulations 2015
• Freedom of Information Act 2000 
– Local Government Model 
Publication Scheme
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Key roles in signing off the AGAR
• The Clerk – Annual Governance Statement
• Responsible Financial Officer – Annual 
Financial Statement
• Internal Auditor – Annual Internal Audit 
Statement
• The chair of the meeting approving the 
Annual Governance Statement and the 
Annual Financial after the Council resolves to 
approve them (this may not necessarily be 
the Chair of the Parish/Town Council).
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Timetable

• Close accounts 31 March onwards
• Sign accounts by 20 June
• Approve AGAR by 27 June
• Publish (and submit) by 30 June(Monday)
• Begin inspection period by 1 July
• Non-exempt councils publish external 
auditor’s report by 30 Sept.
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The Practitioner’s Guide 2024-25 

JPAG / NALC issue this in March prior to 
the start of the financial year it covers. 
Available on the LALC website to 
download – ‘Key Documents’ on the 
homepage – you don’t need to log in.
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The Practitioner’s Guide 2024-25  
• Section one — proper practices annual 

governance statement
• Section two — proper practices the 

statement of accounts
• Section three — proper practices in 

accounts for a smaller authority
• Section four — best practice guidance for 

internal audit
• Section five — supporting information for 

officers
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AGAR Forms 2024/25

• Form 1 No transactions
• Form 2 Under £25k (income or 
expenditure) & declared exempt
• Form 3 Everyone else

• The forms are in two PDF formats –
printable and electronically-enabled. 
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AGAR Forms 2024/25
PKF Littlejohn LLP – external auditors for 
Lincolnshire parish/town councils
• AGAR Forms were emailed out w/c 18 

March 2024
• Forms and other documents available on 

their website - for 2023-24 it was 
https://www.pkf-l.com/services/audit-
assurance/limited-assurance-
regime/submission-requirements/

• If your contact details have changed 
email sba@pkf-l.com to update.
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Which AGAR Form to complete?
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Which AGAR Form to 
complete?

Form 2 - Smaller Authorities 
with neither income nor 
expenditure exceeding 
£25,000
Must comply with 
publication requirements to 
claim exemption from 
external audit.
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Preparing for year end
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Prepare for year-end 
(31st March)
• Cash book up to date
• VAT records up to date and 

ready for reclaim (if not 
registered for VAT)

• Regular bank 
reconciliations completed

• Asset Register up to date
• Internal controls operated 

and reviewed
• Internal Audit 

recommendations 
implemented

• Accounting method
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Accounting Method
• Income and Expenditure 
• Receipts and Payments

LALC Year-end and Audit 15



Accounting Method
• Income and Expenditure

• 3 prior years income or expenditure 
over £200,000

• Accruals, prepayments and 
adjustments

• Receipts and Payments
• Cash basis

• If swapping between years the 
previous year must be restated.
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Asset Register – items usually 
held for more than a year
• Historic Cost (as at the date of 

purchase) net of VAT
• Refurbishments costs can be added
• 1+ year Bonds are an Asset
• No deminimus value
• Assets may need to be insured
• Gifts are valued at £1
• Restate previous year if you discover 

it missing or an error, for example, 
you find an asset held for X years or
was not added on receipt in 
November X months ago.
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Asset Register – items usually 
held for more than a year
• Items held as custodian can be 

on the register as ‘charity assets 
held by the authority as trustee’ 
but with no value JPAG 
Practitioners’ Guide para 5.120

• Insurance value can be held in 
another column but no effect on 
the asset register value.

• Depreciation is not applied to 
the asset register.
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The AGAR
Annual Internal Audit Report

• Summarises the findings of the 
internal audit.

• Considers the effectiveness of the 
council’s procedures and internal 
controls eg calculation of the 
budget, maintenance of asset 
register, procurement processes

• Must be carried out at least 
annually

• Scope to be agreed by the council

LALC Year End and Audit 20



Internal Auditor responsibilities
• Independence 
• Competence 
• Engagement letter and professional 

indemnity insurance 
• Planning and oversight of the 

council’s activities
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Internal Auditor responsibilities
• Understanding basic book-keeping and accounting 

processes; 

● understanding the role of internal audit in 
reviewing systems not management checks

● awareness of relevant principles and practice of 
financial and other risk management

● understanding proper practices in relation to 
governance and accounting

requirements within the legal framework and powers 
of smaller authorities

● awareness of the most recent model Standing 
Orders and model Financial Regulations as published 
by NALC and how they are adopted by authorities

● awareness of the relevance of VAT and PAYE/NIC 
rules as applied to the authority
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Annual Governance Statement 
• Review of internal controls
• Tick ‘Yes’ or ‘No’ for each statement
• There must be evidence to support any 

‘Yes’ statement
• ‘No’ statements should be accompanied 

by a sheet identifying the weakness and 
how it will be addressed. 

• The response to items 2 and 6 come from 
the internal audit report.
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Annual Accounting Statement 
• Receipts and payments – take the figures 

from the cashbook
• Income and Expenditure 

• Exclude VAT (this will be either a creditor or 
debtor)

• Add Adjustments – creditors and debtors 
• Consider materiality and regularity
• Ensure last year’s adjustments are 

reversed
• Accruals and creditors increase 

expenditure
• Prepayments decrease expenditure
• Debtors increase income
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Annual Accounting Statement 
• Box 1 – Balances brought forward

• Ensure Box 7 is equal to previous year

• Box 2 Precept (for local councils) (do not 
include other grants awarded or claimed)

• Box 3 Total Other Receipts 
• All other receipts. Do not include any bank 

transfers / movements of money
• Exclude VAT if working in Income and 

Expenditure 
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Annual Accounting Statement 
• Box 4 Staff Costs – refer to the precise 

guidance in Practitioner’s Guide and the 
notes 

• gross salary of employees, 
• employer’s national insurance 

contributions,
• employers pension contributions, 
• gratuities for employees or former 

employees and 
• severance or termination payments to 

employees. 

NOT: expenses, homeworking 
allowances, subs to SLCC, office supplies
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Annual Accounting Statement 
• Box 5 Loan Interest / Capital repayments 

• Record these separately from other 
payments 

• Not just the interest also including any 
capital repayments 

• I&E councils will need to include 
accrual for interest due to the end of 
the year. 
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Annual Accounting Statement 
• Box 6 All other payments 

• All payments excluding those in Staff 
Costs and Loan interest/capital 
repayments 

• Do not include any bank transfers / 
capital movements.

• Exclude VAT if working in I&E

• Box 7 Balances carried forward 
• Ensure this is equal to                     

(Boxes 1+2+3) minus (Boxes 4+5+6)

• Box 8 Total value of cash and short 
term investments

• Total cash position to equal bank rec
• Will be the same as Box 7 if working in 

Receipts and Payments 
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Annual Accounting Statement 
• Box 9 Fixed Assets plus Long term 

Investments 
• Update for new assets/disposal 
• Ensure consistency in reporting of total 

(eg original purchase value or current 
value) 

• Ensure supporting Asset Register holds 
all relevant information

• Ignore depreciation 

• Box 10 Borrowings
• Update figure to amount at Year End 
• Usually loans from PWLB/Treasury
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Other documents to submit
• Bank Reconciliation 

• As at March 31st (to agree to Box 8)

• Reconciliation between Box 7 & 8 
• Summary of creditors and debtors 
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Other documents to submit
• Explanation of Variances 

• For variances over 15% for boxes 
2,3,4,5,6,9 and 10. 

• Vital that numerical explanations are 
given to support narrative, for example, 
stating that the Clerk has increased 
hours is not sufficient MUST give 
financial background – “From 1st

October the Clerk worked an increased 
10 hours a month at £13.50 an hour 
due to project work amounting to £810 
extra on top of the 9% annual pay 
increase) which added another £180 to 
the previous year figure. “
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Other documents to submit
• Explanation of Reserves

• Proforma provided by PKF Littlejohn
• If Box 7 (Balance carried forward) is 

more than twice Box 2 (precept) then 
an explanation is required.

• Identify the earmarked reserves held 
for specific projects.

• Whatever is left is your General Reserve 
and this should usually be in the range 
of not less than 3 months and up to 12 
months revenue (to help cover 
emergencies such as precept not being 
received or other income stopping for 
some reason eg lockdown, car park 
flooded, village hall burns down, 
emergency damage repair to an asset).
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Signing the documents 
• RFO must sign the Accounting Statement before the 

Council meet to approve.

• Agenda items at a meeting of the Full Council (It cannot 
be delegated to a committee).

• a)To receive, consider and approve cash book income and 
expenditure 2024-25 statements and asset register for 
publication. 

• b) To receive the Annual Internal Audit Report and approve 
publication. 

• c) To receive, consider and approve the Annual Governance 
Statement 2024-25 and for the Chair and Clerk to sign.

• d) To receive, consider and approve the bank reconciliation, 
variance analysis and the Annual Accounting Statement 2024-25 
and for the Chair and RFO to sign 

• e) To approve the dates of electors’ rights to be exercised 
Monday XX July – Friday XX August 2025. 

• f) To approve the Certificate of Exemption (if applicable) and 
publication of documents on the parish council’s website to 
meet obligations specified in the Council’s Publication scheme 
Transparency Code and Accounts and Audit Regulations 2015.LALC Year End and Audit 34



• Signing the Documents 
• If ‘exempt’ from External Audit the 

RFO and Chair sign the Certificate and 
that is sent to PKF Littlejohn 

• If not ‘exempt’ from External Audit 
the following documents are sent to 
PKF Littlejohn 

• The AGAR
• Explanation of Variances 
• Bank Reconciliation as at 31st March
• Details of the Exercise of Public Rights 
• Any other information specifically 

requested. 
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• Publishing the documents 
• If Exempt: -

• The Annual Internal Auditor’s statement
• The  Annual Governance Statement
• The Accounting Statement
• An Analysis of Variances
• Bank reconciliation as at 31st March
• Copy of the Certificate of Exemption
• Arrangements for the exercise of public 

rights 
• The name and address of PKF Littlejohn
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• Publishing the documents 
• If NOT Exempt from External Audit: -

• The Annual Internal Auditor’s statement
• The  Annual Governance Statement
• The Accounting Statements
• Declaration of accounts are as yet 

unaudited
• Arrangements for the exercise of public 

rights 
• The name and address of PKF Littlejohn
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• Publishing the documents 
• After the External Audit (for councils that 

are not ‘exempt’) : -
• Notice of the conclusion of audit 
• Annual Governance Statement and the 

Accounting Statements including any 
amendments 

• External Auditor’s limited assurance 
Opinion and Certificate

• The external auditor’s review should be 
completed by 30 September and the 
Opinion and Certificate back with the 
council.

• The law does not state how long these 
documents should be published for but a 
month seems reasonable. 
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Further Training and Guidance
• LALC website - www.lalc.co.uk
• Councillor’s Workshop
• Chair & Clerk
• Clerk’s Workshop
• Council Powers & Procedures
• CiLCA training 
• LALC Networking Days
• LCC website management
• Play Areas 
• Employment Law

• Data Protection & FOI
• First Aid
• VAT / Council Finance/ HMRC
• ICCM Cemetery Management/ 

Burials 
• Charity Law
• Allotments 
• Health & Safety/ Fire safety
• IT Skills
• Check LALC Enews and the         

LALC monthly Training Bulletin for 
what other training is on offer.
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Any Questions?
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