Appendix A 
Carlisle City Council Statement of Accounts 2004/2005 External Audit Working Paper Requirements 


Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 


General 







Evidence File Index Page 
See Appendix C for example 





1 
Notice of Public Rights: Copy of advertisement under section 16 of the Accounts and Audit Regulations 2003 
Ensure copy includes the date on which the advertisement was made and in which newspaper  

AT



2 
Copy of minute formally adopting accounts in accordance with section 10 of the Accounts and Audit Regulations 2003. 
Supporting evidence  Copy of statements and any accompanying report.  

AT



3 
Original copy of the adopted statement of accounts bearing the responsible financial officer’s original dated signature and dated signature of the person presiding at the committee or meeting at which approval of the statements was given. 
Supporting evidence  Copy of minute confirming approval of the statements 

AT



4 
Explanatory Forward 
Cross reference financial information appearing in the Explanatory Forward with corresponding totals appearing in the primary statements. Include reconciliation for all balances not taken directly from primary statements or supporting notes. 

Source documents (cross referenced to corresponding disclosures) should be provided for  all items appearing in the explanatory forward not reported elsewhere in the financial statements (e.g. budget data) 

AT/JG



5 
Review of Financial Statements 2003/2004. (summary of matters arising from audit of 2003/2004 financial statements) 
Annotated copy of the 2003/2004 report highlighting steps taken to address identified issues, cross referenced to relevant working papers  

AT




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FA 
Fixed Assets (Tangible & Intangible) 






1 
Lead Schedule(s) for Tangible and Intangible Assets 
See Appendix D for example 





2 
Summary* of transactions for each reported category of fixed assets (£) during the 2004/2005 showing

 • Gross cost/valuation  b/f at 1 04.04

 • Additions (cost)

 • Disposals (cost/valuation)

 • Revaluation (cost/valuation)

 • Impairments (debited to FARA)

 • Transfer (cost/valuation)

 • Gross cost/valuations carried fwd at 31.3.05

 • Accumulated depreciation & impairment b/f 

 • Depreciation (amortisation) for year

 • Disposals (Accumulated Depreciation)

 • Revaluation (Depreciation)

 • Impairments (debited to AMRA)

 • Transfers (cost/valuation)

 • Accumulated depreciation (amortisation) & impairment c/f

 • Net Book Value at 31.3.04 and 31.3.05 
Note: totals/subtotals should be agreed /reconciled to the asset register and corresponding nominal ledger account(s) 

Balances reported in the summary (both in total and by asset category) should also be agreed to the  corresponding totals amounts appearing in the balance sheet and accompanying note(s) 

*Separate summaries should be prepared for tangible and intangible fixed assets 

AT



3 
Assets register – sorted and subtotalled by balance sheet asset category 
For minimum information requirements required in respect of fixed asset records refer to Appendix G. 

AT



4 
Additions Schedule of additions to fixed assets (sub totalled for each asset category) The schedule should provide a clear audit trail between nominal ledger and financial statements Where items posted to a single nominal ledger code are split across two or more balance sheet asset categories a summary of items posted to each asset category should be prepared sufficient to enable individual transactions to be traced from the nominal ledger to/from the asset register and statement of accounts. 
Supporting evidence:

 • Nominal ledger report/extract from trial balance showing balances on capital expenditure codes and annotated with  destination postings within the financial statements (asset category)

 • Reconciliation of additions to fixed assets with total capital expenditure per nominal ledger and capital financing statement / expenditure summary. 

AT




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 


Fixed Assets  continued 






5 
Analytical Review – capital expenditure v budget Spreadsheet summary comparing capital expenditure (on a scheme by scheme basis) with both original and revised estimates (capital expenditure totals should be cross reference to relevant ledger codes and balances (see summary of additions above) and variances expressed in both absolute (£) and % terms. This summary schedule should be accompanied by a more detailed analysis covering all variances in excess of £100,000 /10%. These analyses should clearly identify all significant underlying variances (not simply the total scheme costs v budget) together with a commentary setting out the reasons for the reported variances. 
Supporting evidence 

 • Copy of approved capital programme for 2004/2005 (latest version including approved amendments).

 • Capital Out-turn report submitted for consideration by members. [Where the reported capital out-turn differs from that reflected in the financial statements a reconciliation of the two sets of figures should be provided.] 

JG



6 
Fixed Assets – Transfers Summary (on an asset by asset basis and subtotalled by balance sheet asset category) of all assets transferred between asset categories (operational and non-operational), together with a short explanation supporting the recategorisation. 


AT



7 
Disposals  Spreadsheet summary of asset disposals  (subtotalled by balance sheet asset category) showing

 • Asset reference (per asset register)

 • Description (for part disposals this should include details of portion sold)

 • Date of disposal

 • Gross cost, accumulated depreciation and net book value at the date of disposal. (per asset register)

 • Gross receipt (including any notional items)

 • Details of any deductions made from the receipt prior to calculation of set aside (payment to pool)

 • Reserved element/portion payable to pool 
Supporting evidence 

 • Valuation reports for disposed assets 

 • Completion statement/extract from contract confirming consideration and terms of disposal

 • Copies of correspondence / remittance advice from purchasers solicitor accompanying remittance

 • Copy of bank statement with receipt highlighted 

JG/AT




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item copied to CD 


Fixed Assets  continued 






8 
Copy of approved disposals programme for accounting year (latest version including approved amendments). Working papers should identify and explain any major discrepancies between approved disposals programme and asset disposals included in the financial statements.  


AT



9 
Revaluations & Impairment

Revaluations

Schedule of revaluations undertaken during 2004/2005 showing (on an asset by asset basis).

 • Gross Cost at date of valuation (pre –revaluation)

 • Accumulated depreciation and impairments at date of valuation (pre – revaluation)

 • Net Book value at date of valuation (pre –revaluation)

 • Revalued amount

 • Revaluation adjustment

 The schedule should be subtotalled for each category of assets (as reported in the balance sheet and supporting note) and the totals agreed to the analysis included in the note to the accounts. The net revaluation adjustment should be agreed and cross referenced to the entries posted to the FARA  
Supporting evidence

• Copy of valuation certificates and / or valuation reports 

AT/

Property



10 
Impairments

Evidence that all relevant assets have been considered for impairment in accordance with FRS11.

For any impairment charged to the CRA or FARA an analysis to support accounting treatment under FRS11 setting out the reasons for the impairment adjustment. 
Note: working papers should include clear evidence of the specific assets covered by the impairment review as well as evidence of the involvement of a qualified valuer in the review. 

AT/

Property




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 


Fixed Assets  continued 






11 
For each class of fixed assets included in the balance sheet at current value (including those recorded at histrorical cost (HC) as a proxy for current value(CV))  an analysis  on an asset by asset basis – sub-totalled by asset category and date (year) of valuation (year of expenditure for assets held at HC as a proxy for CV- of the gross valuation for each class of fixed assets. This should show clearly for each asset

  • the revalued amount (gross NBV at 31.3.05)

  • accumulated depreciation and NBV at 31.3.05

  • date at valuation • basis of valuation

  • the name and qualifications of the valuer(s) or the valuer’s organisation and a description of its nature (e.g. Chartered Surveyors) 


AT



12 
Information on assets held (Note to accounts) 

Copy of note to accounts cross referenced to entries Included in the fixed asset register 


AT




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FB 
Deferred Charges 






1 
Lead Schedule 
See Appendix D for example 





2 
Analytical Review – capital expenditure v budget 
See Fixed Assets item 5 

JG



3 
Additions

 • Summary of Deferred Charges expenditure by ledger code (sub totalled for each expenditure category included in the supporting note to the accounts) and including brief details of nature and purpose of expenditure. 
Supporting evidence:

 • Nominal ledger report/extract from trial balance showing balances on relevant capital expenditure codes

Home improvement grants (DFG/PSRG etc) – summary  (from grants system) of all grants paid/payable  during the year in year on a grant by grant  basis sufficient to enable individual payments recorded in the ledger to be linked back to specific grant applications      reconciliation of total home improvement grant payments per nominal ledger with corresponding totals recorded in the grants system /subsidiary grant payment records  

AT/JG



4 
Grants / Other Income

 Summary of grant income and other contributions receivable posted to deferred charges (by ledger code) including a brief description of each item. 
Supporting evidence

 • Copy of grant claim form

 • Copy of payment notification or other correspondence from grant paying body confirming amounts received/ receivable  

AT

SMcG



5 
Amounts Written off to Revenue 

 Copy of journal input document showing postings for all amounts written off to the Consolidated Revenue Account during 2004/2005 


AT




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FC 
Interests in Companies/Group Accounts 






1 
Lead Schedule 
See Appendix D for example. 





2 
Schedule of interests in companies (including subsidiaries and associated companies, joint ventures and other (minority) interests)

• Name of Company 

• Details of interest including details of share holdings, voting rights and board representation etc 

• Status of interests as determined by reference to

  • CIPFAs Group Accounts in Local Authorities – Practitioners Workbook (see also 2004 SORP and LAAP Bulleting 61)

 • Details of any changes between 1.4.04 and 31.3.05 and 31.3.05 and date of the Letter of Representation (see section FY below), in interests held. (including details of acquisitions, disposals and other changes impacting on the Authority’s interests) or statement confirming that there were no changes in interests 
Supporting evidence (examples)

 • Schedule of interest clearly evidencing consideration of the criteria set out in CIPFAs Group Accounts in Local Authorities – Practitioners Workbook

 • Description of the activities undertaken by each company • Copies of articles and memorandum of association

 • Details of interest including details of share holdings, voting rights and board representation, 

 • Copies of latest financial statements 

 • Details of consideration given in exchange for share capital, 

• Details of transactions between the company and Authority 

 Note: A schedule of all interests should be drafted for inclusion as an Appendix to the Letter of Representation 

SMcG



3 
Where the Authority has material interests in subsidiaries, associates or joint ventures and group accounts (whether under the full 2004 SORP requirements or 2004/2005 transitional arrangements) have NOT been prepared, a working paper explaining the rationale behind the decision not to prepare group accounts  (refer to SORP and FRS9) 


SMcG



4 
Consolidated Statements (where required) 

Consolidation schedules showing composition of balances appearing in the group financial statements (consolidated statements), along with all other consolidation entries and adjustments. Calculations and other supporting evidence should be provided for all consolidation entries and adjustments. 
Supporting evidence  • audited accounts for all companies included in the consolidated accounts.  • where audited accounts are not available, the name and address of external auditor for all group companies along with details of the figures used to create group accounts in lieu of audited accounts. 

AT/JG




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FD 
Investments (Long Term/Short Term) 






1 
Lead Schedule 
See Appendix D for example 





2 
Long Term Investments: schedule of all long term investments included in the accounting statements.  


DKS



3 
Current Assets Investments – Schedule (spreadsheet) showing composition of temporary investment balances as at 31.3.05. The analysis should identify the individual investments with each counterparty, the balance outstanding at 31.3.05 and the terms of the investment (i.e. interest rate and maturity)  
Supporting evidence 

Investment fund- Statement showing fund balance at 31.3.05 (at cost). Where the fund balance is shown at valuation only working papers should set out details of the adjustments made to restate the fund balance in line with SORP requirements. Confirmation of balance and terms (interest and maturity) required from all counterparties (including balances held with fund managers). 

Confirmation requests should require replies be made direct to the Audit Commission. Pre-paid envelopes are available on request for this purpose. 

DKS



FE 
Long Term Debtors 






1 
Lead Schedule 
See Appendix D for example 





2 
Schedule showing (on a code by code basis) the composition of the balance included in the statement of account. (see template provided previously) 
Supporting evidence 

 • Reconciliation between mortgage debtors balance per nominal ledger and mortgage administration system.

 • Summary on a loan by loan basis of officers car loans and other loan advances (reconciled to ledger)

 • Direct confirmation from counterparty of balance outstanding in respect of transferred debt balances 

MK

IP

DKS




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FF 
Stocks and Work In Progress 






1 
Lead Schedule 
See Appendix D for example 





2 
Schedule (spreadsheet) showing (on a code by code basis) the composition of the balance included in the statement of account. (see template previously provided ) 
Supporting evidence required

 • Details of stock taking arrangements (including details of Internal Audit involvement)

 • Copies of stock sheets

 • Details of methodology applied to pricing of year end stock balances   

JG/MM





FG 
Debtors 






1 
Lead Schedule 
See Appendix D for example 





2 
Current Assets – Debtors  For each category/item included in the balance sheet and accompanying note a schedule (spreadsheet) showing (on a code by code basis) the composition of the balance included in the statement of account. (see template provided previously Schedules should show   • Ledger code • Balance at 31.3.04 (updated to reflect 2003/2004 audit adjustments  • Balance at 31.3.05 • Movement (£) and % movement from 31.3.04 balance Ensure all balances included in these analyses agree with those included in the final nominal ledger  trial balance print (or similar) and approved statements (including supporting notes) 
Supporting evidence

 • For ledger balances covering more than one item: a list of constituent elements of c/fwd balance (e.g. payment batch reference and amount; journal input document reference and amount)

 • Supporting evidence required for all individual balances > £200,000. e.g.

    • Copies of grant claim forms 

    • Copy invoices or statements 

    • Schedule of after date cash receipts (see below)

    • Prepayment calculations (supported by copies of invoices or payment demand)

    • Copy of year end debtors control account reconciliation(s) supported by a copy of the year end summary/control  report from the relevant debtors system (e.g. Sundry debtors, Council Tax, NNDR etc) and aged debtors agreed/reconciled to the debtors balance c/fwd 

    • PRTB receipts- Audited statement of RTB disposals from CHA and/or other correspondence supporting accrued balance 

JG/ALL




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FG 
Debtors continued 






3 
Bad Debt Provision 

Calculation(s) supporting the provision for bad and doubtful debts (subtotalled by category of debt). Calculations should include a clear explanation of the basis and methodology applied in the calculations. All balances used in the calculation should be clearly cross referenced to those reported in the statement of accounts 
Supporting evidence 

 • Ledger transaction print (bad debt provision account(s))

 • Aged debtor listing(s) (reconciled to balance(s) c/f at 31.3.05) 

JG



4 
Completeness of Debtors

 List of invoices >£50,000 raised between 1.4.05 and date of approval of the statements (items accrued at 31.3.05 should be highlighted and cross referenced to the appropriate summary schedule or other supporting document) 
This report or reports should be run by the Authority as part of its own closedown arrangements (including evidencing consideration of PBSEs) A report ‘template’ should be set up to allow a further, updated report to be run during the course of the final accounts  audit visit. 

DM



5 
Leases - Disclosure by Lessors 

Summary of leases and other similar agreements (on an agreement by agreement basis) supporting entries and other disclosures required by the 2004 SORP (SSAP 21 disclosures) 


AT



FH 
Cash at Bank and In hand 







Lead Schedule 
See Appendix D for example 





1 
Schedule (spreadsheet) showing (on a code by code basis) the composition of the reported balance at 31.3.05.  
See template previously provided 

JG



2 
Copy of all year end bank reconciliations  
Supporting evidence:

 • List of unpresented cheques at 31 March 2005

 • List of unpresented cheques at date of audit highlighting cheques issued on/before 31.3.05 not yet presented

 • Documentary evidence supporting cash in transit/uncleared lodgements (e.g. copy bank statement, print-out from cash receipting system, bank paying in slip)  

DM



3 
Summary of petty cash/cash imprest balances (showing balance at 31.3.04 and 31.3.05; imprest holder and description of the balance) 
Supporting evidence 

  • Copies of signed certificates from cash/imprest holders confirming year end balances 

JG




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FI 
Creditors and Provisions 







Lead Schedule 
See Appendix D for example 

JG




Current Liabilities – Creditors/Accruals/Receipts in Advance 

• For each category/item included in the balance sheet and accompanying note a schedule (spreadsheet) showing (on a code by code basis) the composition of the balance included in the statement of account. (see template previously provided).  Schedules should show  Cost centre / Ledger code

• Balance at 31.3.04 (including 2003/2004 audit adjustments • Balance at 31.3.05 • Movement (£) and % movement from 31.3.04 balance 

Ensure all balances included in these analyses agree with those included in the final nominal ledger  trial balance print (or similar) and approved statements (including supporting notes) 
Supporting evidence 

 • List of constituent elements of c/fwd balance (e.g. batch reference and amount; journal input document reference and amount)

 • Supporting evidence is required for all individual balances > £200,000. e.g.

    • Copies of grant claims forms 

    • Copy invoices/[Supplier] statements 

    • Control report from feeder system/creditor payments module 

    • Calculation of accrual or receipt in advance (supported by copies of invoices or other evidence of receipt)

    • Copy of year end creditors control account reconciliation supported by a copy of the year end summary/control report from the creditors module and aged creditors listing agreed /reconciled to creditors balance c/fwd 

JG/ALL




Provisions Schedule (spreadsheet) showing on a case by case basis for each provision (and subtotalled for each class of provision): 

  • a brief description of the nature of the obligation, expected timing of any resulting transfers of economic benefits

  • an indication of the uncertainties about the amount of timing of these transfers and where necessary, any major assumptions made concerning future events

  • Gross provision b/f

  • Amounts provided/arising during the year

  • Amounts utilised during the year

  • Amounts reversed –unused

  • Expected reimbursement b/f and c/f 
Supporting evidence

  • amounts recognised in the financial statements or supporting notes in respect of outstanding public liability or other claims should be backed up with copies of relevant correspondence and or other reports from the Authority’s insurers and /or legal advisors 

JG/ALL




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FI 
Creditors and Provisions 






4 
Completeness of Creditors 

List of after-date creditor invoices (posted after 31.3.05) > £50,000. Items relating to expenditure accrued at 31.3.05 should be cross referenced to the appropriate lead schedule and or supporting document. 
This report or reports should be run by the Authority as part of its own closedown arrangements A report ‘template’ should be set up to allow a further, updated report to be run during the final accounts  audit visit. 

DM



FJ 
External Borrowing and Capital Controls 







Lead Schedule 
See Appendix D for example 





1 
Current Liabilities – Temporary Borrowing

 Schedule (spreadsheet) showing composition of temporary loan balance as at 31.3.05. This  should identify the individual loans with each counterparty, the balance outstanding at 31.3.05 and the terms of the loan (i.e. interest rate and maturity)  
Supporting evidence: Confirmation of the balance and terms (interest and maturity) is required from counterparties in respect of all temporary (short term) and long term loan balances. Confirmation requests should state clearly that replies should be made direct to the Audit Commission. Prepaid envelopes are available on request for this purpose. 

DKS



2 
Long Term Borrowing – Money Market 

• Schedule showing composition of long tem Money Market loans as at 31.3.05 

• Nominal ledger transaction report showing transactions underlying movement in reported balance   
See comments above 

DKS



3 
Long Term Borrowing – PWLB

Summary of PWLB loan Transactions showing 

• Opening Balance at 1.4.04 

• New advances (showing for each loan - loan reference, amount and date of advance, interest and maturity date 

• Total for ‘scheduled’ repayments in year  

• Premature Repayments  

• Balance Carried Forward at 31.3.05 
Supporting evidence: 

• Ledger transaction report  

• Loan schedules for all new borrowings drawn down during the year.  

• Reconciliation of scheduled repayments made during the year to PWLB maturity analysis as at 31.3.04. 

• PWLB Premature Repayment Schedule showing principal repaid along with details of premia/discounts and accrued interest at the redemption date 

• PWLB ‘Residual Maturity Analysis’ showing total and maturity profile of balance c/fwd at 31.3.05 

DKS




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FJ 
External Borrowing and Capital Controls 






4 
Long Term Borrowing – Local Bonds and Mortgages 

• Schedule showing composition of balance (on a loan by loan basis ) as at 31.3.05 

• Nominal ledger transaction report showing transactions underlying movement in reported balance   
Supporting evidence: For loans redeemed in year correspondence, voucher or demand  supporting discharge/repayment  of debt 

DKS



5 
Long Term Borrowing – City of Carlisle Stock Issue 

• Schedule showing composition of balance (on a loan by loan basis ) as at 31.3.05 

• Nominal ledger transaction report showing transactions underlying movement in reported balance  
Supporting evidence: Direct confirmation from counterparty of balance outstanding at 31 March 2005. 

DKS



6 
Assets held under finance leases (and similar agreements) 

Analysis to support balance sheet liability and supporting note(s) (‘SSAP 21’ Disclosures).  


AT



7 
Long Term Loans – Maturity profile 

Working paper showing composition of loan maturities 
Working papers should include commentary setting out  the basis and any assumptions made in arriving at the maturity profile  

DKS



8 
Treasury Policy Statement/Strategy (copy of report) and minute confirming approval of strategy 


DKS



9 
Treasury Management Out-turn report 


DKS



10 
Minimum Revenue Provision 

• MRP calculation. 

• Detailed calculation (where applicable) of any commutation adjustment made to statutory MRP together with supporting evidence. 


DKS



11 
Capital Resources

Copy of final capital financing statement and capital out-turn reports (incorporating prudential indicators if not reported elsewhere) 
Ensure that all reported balances are agreed/reconciled to the statement of accounts. 

JG




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FK 
Deferred Credits (including GGDA) 





1 
Lead Schedule 
See Appendix D for example 





2 
Deferred Liabilities

Schedule showing (on a code by code basis) the composition of the balance included in the financial statements.. 


AT?



3 
Government Grants Deferred Account (GGDA) 

• Summary of transactions on the GGDA 

• Schedule linking the balance carried forward with the underlying assets  

• Explanation of the method employed to amortise deferred grants/contributions. This should be cross referenced to the depreciation policy on the corresponding asset to demonstrate consistency. 
Supporting evidence: 

• Copy of grant claims, payment notifications or other relevant correspondence 

• Reconciliation between the total capital grants applied shown in the capital financing statement and amounts credited to the GGDA  

AT



4 
Deferred Credits 

Schedule showing (on a code by code basis) the composition of the balance included in the financial statements. 
Items related to deferred capital receipts (e.g. mortgages) should be agreed/cross referenced to the corresponding debtor account and correspondence accompanying cash receipt in the following year. 

MK



FL 
Reserves (including Statement of Total Movement on Reserves) 





1 
Lead Schedule 
See Appendix D for example 





2 
Useable Capital Receipts Reserve 

Summary of transactions on the Useable Capital Receipts reserve. 

Cross reference/reconcile capital receipts in year to summary of asset disposals and ensure that capital receipts applied agrees to capital financing statement 
Nominal Ledger report/extract from trial balance showing balance on all capital receipts accounts  

Ledger transaction report for UCR account 

JG/AT




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FL 
Reserves (including Statement of Total Movement on Reserves) 





3 
Fixed Asset Restatement Account (FARA) 

Summary (spreadsheet) of transactions posted to the Fixed Asset Restatement Account. 
• Ledger transaction report for FARA. 

AT



4 
Capital Financing Account (CFA) 

Summary of transactions on the CFA account  
• Ledger report of transactions on the CFA. 

• Copy of capital financing statement cross referenced to corresponding entries in the CFA  

AT



5 
Major Repairs Reserve (HRA) 

Summary of transactions on the MRR account 
• Ledger transaction report for FARA  

• Copy of HRA subsidy/ Subsidy determination (Major Repairs Allowance) 

DKS



6 
Pension Reserve 

Summary (spreadsheet) of transactions on the Pension Reserve cross referenced to actuarial data and other supporting documentation 
• Nominal ledger transaction print supporting summary of transactions  

• FRS17 report from Actuary along with detailed calculations supporting adjustments made to restate CRA and CBS) in accordance with the requirements of FRS 17 (2004 SORP and BVACoP). 

• Calculations of the capitalised value of premature retirement costs for the current and previous periods (if not provided by actuary) 

AT



7 
Other reserves 

Summary (spreadsheet) of transactions on the each reserve. (as a minimum this should show balance b/f Gross expenditure, Gross income (excluding internal interest) , Interest credited to fund , balance c/f) 
• Ledger transaction report for each reserve where balance b/f or c/f exceeds £200,000 or where gross income/expenditure exceeds £200,000 

• Reserves policy statement  

• Note outlining purpose of each reserve (if not included in policy statement) and the methodology applied in calculating the contributions to reserves in 2004/2005 

• Copy of committee minute and report approving any appropriations to/ from reserves   

AT



8 
Statement of Total Movement in Reserves 
Items within the STMR should be cross referenced to the transaction summaries for each reserve account (see above) 

AT




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FM 
Suspense Accounts  






1 
Lead Schedule (Form Accounts 9) 
See Appendix D for example 





2 
Schedule listing all suspense account balances at 31.3.05 (including those with nil balance)[ working papers should include a clear explanation for each reported balance] 
Ledger report/trial balance extract showing residual suspense account balances at 31.3.05 

JG



FN 
Contingent Liabilities and Commitments  






1 
Lead Schedule 
See Appendix D for example 

JG



2 
Contingent Liabilities 

Explanation of issues informing disclosures made in the statement of accounts  including details of the uncertainties impacting on  the amount, r timing and likelihood of events which would lead to crystallisation of the liability (see FRS12/CIPFAs SORP Guidance Notes) 
Copies of contracts and other documentary evidence in respect of warranties guarantees and indemnities  Details of any insurance arrangements (e.g. copy of relevant policy document)   

Impact of flood

JG



3 
Commitments under capital contracts 

• Schedule of significant commitments under capital contracts incorporating details of 

     • Estimated value (including original contract sum and any contract variations to 31.3.05 (including architects instructions issued and other variations based on final account))  

     • Payments on account (including amounts included in creditors / accruals at 31.3.05) 

     • Retentions at 31.3.05 

The schedule should also include a brief description of nature of the commitment and the period over which the capital investment will take place.  
In order to confirm the accuracy of disclosures and avoid duplication with amounts accrued with the financial statements entries should be reconciled with 

• amounts appearing in the contract register in respect of both payments and accrued sums). 

• amounts recorded in the asset register and fixed asset balances.  

• amounts included in the capital program for 2005/2006 and subsequent years 

The contract value should be reconciled with and supported by a copy of the contract and/or latest payment certificate. 

BM/JG/MK




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FO 
Trust Funds 






1 
Lead Schedule (Form Accounts 9) 
See Appendix D for example 





2 
Analysis to support note in accounting statement (where appropriate).(see SORP disclosure checklist for details of required disclosures) 

Working papers should identify those funds (if any) subject to  separate external audit or independent examination  
Supporting evidence: 

• Extract from General Ledger to support amounts included in Accounting statement 

• Copies of (audited) statements for individual trust funds 

JG



FP 
Partnerships and Joint Working Arrangements 






1 
List of ‘partnerships’ (including joint arrangements) setting out details of the Authority’s financial involvement, the terms of the arrangement (including the agreed funding arrangements; liability to meet deficits/share in surpluses) and the status of the partnership arrangement (as defined by the SORP (FRS2/FRS9) – see also classification of interests for purposes of determining the group boundary for group accounting purposes). 
The list should also highlight the relevant accountable body. 

Copies of partnership agreements highlighting key financial and operational arrangements relevant to the classification of the arrangement/entity under the SORP 

SMcG



2 
Partnership accounts for each of the partnerships (Joint Arrangements which are not entitys – as defined by FS9) listed together with an analysis of partnership transactions and balances showing how the assets, liabilities and cash flows for each of the partnership arrangements have been measured according to the terms of the agreement and reflected in statements of the ‘participating bodies’ 


SMcG




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FQ 
Post Balance Sheet Events 





1 
Lead Schedule 
See Appendix D for example 





2 
Post Balance Sheet Events • Analysis to support note in accounting statement (where appropriate) • Documentary evidence supporting consideration of PBSEs and where required disclosure and or amendment to the financial statements (see SSAP 17/ 2004 SORP) 


JG



FR 
Cash Flow Statement 





1 
Lead Schedule 
See Appendix D for example 





2 
Analysis of movements on balances reported on the Consolidated Balance sheet across cash flow headings  
See template provided  

JG



3 
Analysis of  the movement in debtor balances between 31.3.04 and 31.3.05 across cash flow headings (revenue and capital) 
See template provided  

JG



4 
Analysis of  the movement in creditor balances between 31.3.04 and 31.3.05 across cash flow headings (revenue and capital) 
See template provided  

JG



5 
Analysis of Movement in Cash, Liquid Resources and Long Term Investments balances 
See template provided  

JG



6 
For each item appearing in the consolidated cash flow statement composition of cash flows / derivation of cash flow total from items appearing elsewhere in the primary statements 


JG




Supporting Working Papers for individuals items appearing on cash flow statement 





7 
Cash paid to and behalf of employees 
Reconciliation with amounts posted to payroll control account/payroll system 

JG



8 
Other Operating Costs (balancing figure no W.P.) 
-

JG




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FR 
Cash Flow Statement (continued) 






9 
Housing Benefit Paid Out 
Reconciliation of cash flow with amounts posted to ledger via HB system and reported in the net cost of services Copy of relevant reconciliation between HB and Nominal Ledger in respect of HB paid. 

JG



11 
Contribution to NNDR Pool 
Schedule of Payments made (to/from Secretary of State) for 2004/2005; Copy of letter from ODPM relating to settlement of account re prior year 

JG



12 
Precepts 
Ledger transaction report highlighting cash payments. Copies of precept demand notices (see ‘Collection Fund’ below) 

JG



13 
Rents after Rebates 
Reconciliation of Rent Income per HRA and GF to Cash Flow Reconciliation of reported cash flow with amounts posted to Rents system 

JG



14 
Council Tax Income 
Reconciliation of reported cash flow with amounts posted to CT system Reconciliation of cash flows with Council Tax income reported in the collection fund Statement 

JG



15 
NNDR Income from Pool 
Schedule of Payments made (to/from Secretary of State) for 2004/2005; Copy of letter from ODPM relating to settlement of account re prior year 

JG



16 
Revenue Support Grant 
Schedule of Payments made (to/from Secretary of State) for 2004/2005 

JG



17 
Housing Benefit Subsidy 
Summary of grant paid on account (Analysis of (monthly) DWP remittance advice notices analysed by month and item of payment).  

JG



18 
Other Government Grants 
List of grants received along with details of ledger coding 

Ledger transaction print highlighting cash receipt(s) Copies of payment notifications 

JG




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FR 
Cash Flow Statement (continued) 






19 
Goods and Services 
Reconciliation of cash flow to amounts included in the consolidated revenue account  

JG



20 
NNDR Income 
Reconciliation of cash flow to amounts included in the collection fund Reconciliation of cash flow with cash income credited to the CT revenues system  

JG



21 
Interest Paid 
Reconciliation of cash flow to amounts included in the consolidated revenue account (AMRA). Cross reference movement in creditors and accruals to analysis of movement in working capital balances 

JG



22 
Premia /Discounts 
Reconciliation of cash flow to amounts included in the consolidated revenue account  Copy of PWLB repayment schedule or similar for amounts paid/received in year 

JG



23 
Interest Received 
Reconciliation of cash flow to amounts included in the consolidated revenue account. Cross reference movement in accrued income etc to analysis of movement in working capital balances 

JG



24 
Purchase of Fixed Assets 
Reconciliation of cash flow with additions to fixed assets. Cross reference movement in creditors and accruals to analysis of movement in working capital balances (see also schedule of capital accruals- Section FJ) 

JG



25 
Other Capital Cash Payments 
Reconciliation of cash flow with amounts debited to deferred charges and other capital accounts. Cross reference movement in creditors and accruals to analysis of movement in working capital balances (see also schedule of capital accruals- Section FJ)  

JG



26 
Sale of Fixed Assets 
Reconciliation of cash flow with amounts credited to Useable Capital Receipts Account (see Summary of fixed asset disposals –section FA)  

JG




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FR 
Cash Flow Statement (continued) 






27 
Capital Grants Received 
Reconciliation of cash flow with amounts posted to capital grants unapplied and GGDA accounts. 

List of grants received  

Copy of grant payment notification for all significant receipts   

JG



28 
Other Capital Cash Received 
Reconciliation of cash flow with amounts posted to Balance Sheet 

Leger transaction report highlighting corresponding cash receipts  

JG



29 
Loans Repaid 
Cross reference to summary of movement on balance sheet accounts – see required analyses – section FJ 

JG



30 
New Loans Raised 
Cross reference to summary of movement balance sheet accounts – see required analyses – section FJ 

JG



FS 
Consolidated Revenue Account 






1 
Lead Schedule (Form Accounts 9) 
See Appendix D for example 





2 
Analytical Review Spread sheet summary showing  

• Current Year (CY) Actual 

• Last Years (LY) Actual 

• Original Budget 

• Revised Budget • Variance – CY actual v LY actual (£/%) 

• Variances – CY actual v revised budget (£/%) 

• Variance – CY actual v Original budget (£/%) 

Explanations should be provided for all variances in excess of £200,000 AND 10% on any line. 

The format of the report should be consistent with the CRA. 
Supporting evidence: 

• Copy of budget resolution and accompanying report 

• Budget Book (detailed) 

• Copy of Out-turn report to members and where this does not equate with the out-turn position reflected in the financial statements , a reconciliation of this to the out-turn position reported in the statement of accounts • For our opinion purposes we will seek to place reliance on controls operating within the budgetary control system. It is therefore necessary to demonstrate that the final out-turn (actuals) as per the budgetary control system is consistent with the actual income and expenditure on the financial statements.  

JG/ALL




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FS 
Consolidated Revenue Account (continued) 







Analytical Review (continued) 

Ensure that the budget data agrees/reconciles to budget resolution (both in total and for each service/division of service). Any virements or supplementary estimates approved after the relevant resolutions should be clearly marked and evidenced.  

For items included in net cost of services the analysis should show separately budget and out-turn data for gross income and gross expenditure (not simply net expenditure). This should be completed at division of service level (not just the SEA service analysis level). Income and expenditure should ideally be shown on a code by code (cost centre by cost centre) basis.  

Subtotals should however be included in the analysis in to indicate the codes/range of codes included under each service heading. 

Ensure clear audit trail between the gross income and expenditure totals appearing in the analysis and the balances on the related nominal codes/range of codes. (see also requirements under section FX – ‘Agreement of Balances from Nominal Ledger to Primary Statements) 
The analysis of budget and out-turn data should therefore be supported by  

• A copy of the month 12/13 budget monitoring report(s) and accompanying variance analysis.  

• Reconciliation of the Month 12/13 budget monitoring reports (for both income and expenditure) to the out-turn position as reported in the statement of accounts 

Supporting evidence should be provided for all assertions/explanations of variances See attached guidance on analytical review (variance analysis) 

JG/ALL



3 
Overheads – compliance with BVACoP 

Please provide details and amounts of all expenses not charged to the net cost of services, together with rationale for accounting classification. (this includes all balances on holding accounts in respect of the over or under recovery of costs) 


SMcG



4 
Exceptional Items  

Where applicable, please provide documentary evidence in support of accounting treatment in accordance with SoRP. 
Flood and storm damage

AT




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FS 
Consolidated Revenue Account (continued) 






5 
Precepts of local precepting authorities 

Provide copy of precept demands for all precepts included in statement of accounts.  


CH



6 
Surplus or deficit of trading operations 

Details of ALL significant trading operations undertaken by the Authority in the financial year (whether disclosed separately in the accounts or consolidated within service net expenditure).  Identify items NOT re-apportioned to service revenue accounts and provide explanation for accounting treatment. 
Supporting evidence: 

Reconcile amounts reported on the face of the CRA with those reported in the note to the accounts. 

MMc/MK



7 
Net Income/ Expenditure on Asset Management Revenue Account 

• Summary of transactions posted to the Asset Management Revenue Accounts (identifying separately those items relating to the HRA) 

• Working papers supporting calculation of the notional asset rental charge (notional interest) 

• Extract from asset register to support depreciation charge. 

• Ensure entry for impairment matches entry in balance sheet and service revenue account. 

• Ensure entry for released Government Grant agrees with write down of balance sheet entry. Provide breakdown (by asset) of calculation. 

• Working paper to support entry for interest on finance leases • Breakdown of external interest paid. 

• Highlight and provide details for ANY other entries in this account other than the above. 

• Schedule of depreciation charges made to service revenue accounts. Ensure this reconciles to overall depreciation charge in AMRA.  
 Supporting evidence: 

Ledger transaction print of postings made to the Asset Management Revenue Account 

Ledger Transaction print/ nominal ledger trial balance extract showing composition of external interest charge (on a code by code basis) 

Copy of Journal input document showing capital charges debited to service revenue accounts  

AT




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FS 
Consolidated Revenue Account (continued) 






8 
Gains or losses on the repurchase or early settlement of borrowing 

Evidence supporting entries made in the statement of account (including apportionment of amounts between HRA and GF) and highlighting posting (by code) for all transactions. 
For premia / discounts arising in the year- copy of PWLB repayment schedule or similar for amounts paid/received in year 

For amounts relating to amortisation of premia/discounts in earlier years – working papers showing amortisation profile. The unamortised balance should be agreed and cross reference to the corresponding balance sheet entry and amounts reported (where relevant) in the HRA Subsidy Final and advance base data returns. 

DKS



9 
Interest and Investment income 
Ledger Transaction print/ nominal ledger trial balance extract showing composition of interest and investment income (on a code by code basis) 

Reconciliation of income with Treasury management records and Investment fund reports 

Reconciliation of investment income with amounts reported in the Treasury Management – Out-turn report 

DKS



10 
Extraordinary Items/ Prior year adjustments 

Details and explanation for accounting treatment. 


AT



11 
Contributions to/ from reserves 

Analysis of entries where not apparent on statement of account or identified in a subsequent note. Cross reference items to posting/movement on related reserve.  


AT



12 
Contributions to/ from capital reserves 

Analysis of entries where not apparent on statement of account or identified in a subsequent note. 

Cross reference items to posting/movement on related reserve. 


AT




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FS 
Consolidated Revenue Account (continued) 






13 
Demand or precept on collection fund 

Provide documentary evidence to support this figure (e.g. signed precept letter). 

Ensure evidence reconciles to Statement of account. 


AT



14 
Transfers to/from collection fund 

Working paper setting out calculation of this figure and reconciliation to the Authority’s own entitlement/ contribution to the surplus/ deficit generated in the collection fund for all financial years in question. 


AT



15 
Government Grants (not attributable to specific services) 

Provide details of all revenue grants not considered to be service specific. Ensure it reconciles to face of statement of account. 

Provide documentary (allocation letters/ determinations) evidence for all items above £200,000. 

Please provide details of all revenue grants charged to service revenue accounts above £200,000. 


AT



16 
Distribution from Non-domestic rate pool 

Copy of correspondence/schedule from ODPM confirming Authority’s share of National NDR pool and payments schedule. 


AT




Notes to the CRA  






17 
Acquired or Discontinued Operations 

Schedule supporting any entries in respect of this element, including: 

• Details of outstanding liabilities/ commitments 

• Date of completion or termination (if discontinued operation) 


AT/JG




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FS 
Consolidated Revenue Account (continued) 






18 
Exceptional and Extraordinary Items 

Schedule identifying transactions and explanation of accounting treatment in accordance with the SoRP. 


AT



19 
Finance and Operating leases 

Schedule of finance and operating leases Summary of annual commitments under operating leases (on a lease by lease basis) as at 31.3.05 Summary of operating lease rentals paid in year  
Nominal ledger report supporting value of payments made in 2003/2004 Copies of lease agreements for all new agreements with a capital value > £200,000 

AT



20 
Long term Contracts (e.g. PFI) 

Schedule identifying transactions and explanation of accounting treatment in accordance with the SoRP. 


AT



21 
Expenditure on Publicity 

Schedule of expenditure on publicity incurred by the Authority. 
Nominal ledger report supporting value of payments made in 2003/2004 

JG



22 
Local Authorities (Goods and Services) Act 1970 Income 

Schedule listing items included in this note. 
Nominal ledger report /trial balance extract supporting disclosures  

JG



23 
Trading Operations 

Please provide details of all: 

• Trading services undertaken with the public 

• External trading organisations that have won contracts from other public bodies 

• Continuing CCT arrangements 

• Work undertaken by Internal Trading Organisations previously won under VCT 

• Support services provided in a free internal market or a limited internal market 

(refer to BVACoP for further guidance) 
Reconcile amounts reported on the face of the CRA with those reported in the note to the accounts. 

MMc/MK




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FS 
Consolidated Revenue Account (continued) 






24 
Building Control Account 
Nominal ledger report /trial balance extract supporting disclosures  

Copy of original and revised budgets for the Building Control trading account.  Identify and explain all variance between original budget/revised budgeted and out-turn exceeding £50,000. 

MK



25 
Agency Income and Expenditure 

Note outlining the terms of existing agreements and the manner in which income and expenditure associated with the agency agreement(s) are accounted for within the general ledger. This should include details of any consolidation entries made to remove these items from the net cost of services. 
Nominal ledger report /trial balance extract supporting disclosures  

Confirmation that  no disputes exist at current date that cast doubt on figures reported or are likely to lead to increased liabilities (or require a provision) 

JG



26 
Local Government/ Teachers/ Police and Fire fighters Pension Schemes (including FRS 17 disclosures) 
Nominal ledger /payroll transaction print(s) supporting disclosures 

FRS17 actuarial report together with detailed calculations supporting adjustments made to restate CRA and CBS (including any PYA) in accordance with the requirements of FRS 17 (2004 SORP and 2004 BVACoP). 

Calculations of the capitalised value of premature retirement costs for the current and previous periods (if not provided by actuary) 

AT



27 
Members’ Allowances and Officers Emoluments Schedule identifying items included within each line and calculation of individual elements. Nominal ledger report /trial balance extract supporting disclosures  
Copy of final year end payslip (P14/P60) or report from the payroll system showing the composition of reported emoluments  

Copy of P11D/P9D or substitute in respect of amounts included for expenses and benefits 

Copy of members allowance scheme for 2004/2005 and details of any changes  

Schedule of allowances paid to individual members (consistent with published /advertised amounts) 

JG




Requirement 
Comments/Details of supporting evidence 
Task 
Prepared 
File Ref 
Item 



required 
Ref 
by 

Copied to 







CD 

FS 
Consolidated Revenue Account (continued) 






28 
Related Parties Note explaining steps taken to identify related parties (analysed by category of related party – see SoRP) and summary of returns received highlighting those where disclosures are required in the financial statements 
Copies of signed returns supporting disclosures in respect of individual officers/members 

CH



29 
Auditors Remuneration Analysis of items posted to ledger in 2004/2005 consistent with SORP disclosure requirements 
Nominal ledger report /trial balance extract supporting disclosures  

MB



FT 
Collection Fund (CF) 






1 
Lead Schedule 
See Appendix D for example 

JG



2 
General Requirements Copies of working papers supporting postings made to the collection fund accounts within the general ledger. These should: 


JG






   • explain the process for preparing the collection fund 







   • include cross references to the source data and explain how the transactions extracted from year revenue system prints have been summarised in the statement of account. 







   • highlight any ‘off ledger’ entries made in the compilation process  







   • provide details of all adjustments made for accrued transactions between year-end transaction prints (if system closed before 31.3.05) and the actual financial year-end. 







• For each feeder system (Council Tax/ NNDR/ Benefits) a copy of the year-end reconciliation between feeder system and general ledger. 







• Nominal ledger report/trial balance extract showing balances on collection fund accounts  







• Copies of the year-end control totals (or summary prints) from feeder systems (NNDR, CT etc) used to prepare the CF statement. 







Requirement 
Comments/Details of supporting evidence 
Task 
Prepared 
File Ref 
Item 



required 
Ref 
by 

Copied to 







CD 

FT 
Collection Fund (CF) 






3 
For all items on the face of the Collection Fund, a spreadsheet summary comparing actual levels of income and expenditure 


JG




for the current year with that of the previous year. 







Explanations should be provided for movements >£150,000 and 10% on any line. All explanations should be backed up by 







appropriate evidence. 






4 
Copies of the following grant claims/ returns made by the Authority: 


JG




• NNDR3 return 







• BEN1 (or estimate if not prepared) 






5 
Expenditure 


JG




Copies of all precept demands received – ensure these 







reconcile to the accounting statement. 






6 
Working paper supporting the calculation of the bad debt provision. Debtor balances included in the calculation should be cross referenced to source and agreed/reconciled to those appearing in the consolidated balance sheet. Working papers should include clear explanation of the basis and methodology used in calculating the year end provision 
Copy of the year-end and latest aged debt report for Council Tax and Business rates. The year end aged debt report should be agreed/reconciled to the reported debtor balance  

JG



7 
Income 


JG




Evidence to support all transfers made from the general fund: • Council Tax Benefits 







• Discounts for Prompt payment • Transitional Charitable Relief (NNDR  only if applicable) 






8 
Surplus/Deficit 


JG




Wkg paper explaining basis of distrib (contrib) of any surplus (deficit) on colln fund for year between billing & precept auth. 







Requirement 
Comments/Details of supporting evidence 
Task 
Prepared 
File Ref 
Item 



required 
Ref 
By 

Copied to 







CD 

FU 
Housing Revenue Account 






1 
Lead Schedule (Form Accounts 9) 
See Appendix D for example 

JG



2 
Analytical Review: Spread sheet summary comparing (on a code by code basis) 

• Current Year (CY) Actual 

• Last Years (LY) Actual • Original Budget 

• Revised Budget • Variance – CY actual v LY actual (£/%) 

• Variances – CY actual v revised budget (£/%) 

• Variance – CY actual v Original budget (£/%) 

Explanations should be provided for all variances in excess of £50,000 and 10% of the base figures 
Copy of the Out-turn report to members Where reported capital out-turn differs from that reflected in the statements a reconciliation of the two sets of figures should be provided 

DKS



3 
Overall reasonableness review of HRA costs and Income 
• Extract from relevant minutes to show annual rent increase and number of rent weeks for the year 

DKS




Information required to enable assessment of the reasonableness of costs and income shown in the HRA: 
• Opening and closing number of council dwellings • Copies of quarterly statistical returns to DWP to 







show the number of benefit (rent rebate) claimants 







per quarter 





4 
Gross Rents 


DKS




Copy of year end reconciliation of rental income between the Housing Rents System and the General Ledger. Balances in the reconciliation derived from the Housing Rents System should be supported by underlying system prints. A clear trail from the General Ledger to gross rents per the financial statements should also be provided. 







Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FU 
Housing Revenue Account 






5 
HRA Subsidy Receivable 

If available a copy of the HRA Subsidy Final Grant Claim (HOU1) 

Copies of reconciliation for relevant control/personal accounts and unaudited interim grant claims, to support year end debtor / creditor 

Copy of detailed subsidy calculation to show calculation of estimated income receivable in respect of each of the constituent statutory elements of the claim. Pre-determined figures used in the calculation should be cross referenced to a copy of the HRA subsidy Determination. Entries that are not pre-determined must be supported by working papers highlighting the source of the underlying data and outlining the rationale/basis for any estimated amounts 


DKS



6 
Item 8 Debit 

A copy of the Item 8 Debit calculation together with working papers to support each constituent element of the calculation as set out in the HRA Item 8 Debit and Credit Determination. 
See also requirements under section FJ above 

DKS



FV 
DSO and Other Trading Accounts  






1 
Copy Of DSO trading Accounts  
Spreadsheet detailing postings (on a code by code basis) from nominal ledger to Statements  Extract from Nominal ledger trial balance 

MMC/MM



2 
Analytical Review: Spread sheet summary comparing  

• Current Year (CY) Actual 

• Last Years (LY) Actual 

• Original Budget • Revised Budget 

• Variance – CY actual v LY actual (£/%) 

• Variances – CY actual v revised budget (£/%) 

• Variance – CY actual v Original budget (£/%) 

Explanations should be provided for all variances in excess of £100,000 and 10% 
Copy of Out-turn report (issued to members) and where this does not equate with the out-turn position reflected in the financial statements, a reconciliation of this to the out-turn position reported in the statement of accounts 

MMC/MM




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FV 
DSO and Other Trading Accounts  






3 
Calculations supporting the repatriation of material surpluses/deficits on DSO and other trading activities to Service Revenue Accounts in accordance with BVACoP. Working papers should clearly identify the basis of any repatriation. 
Copy of Journal(s) detailing posting of repatriated items to service accounts  

STILL REQUIRED?





FW 
Blank 














FX 
Statement of Accounts  






1 
Statement of Accounts 

Copy of adopted statement of accounts cross referenced to supporting working papers 
All balances appearing in the primary statements and supporting notes should be cross referenced to the relevant lead schedules and/or other supporting working papers 

AT



2 
Trial Balance 

Copy of ledger trial balance report or similar to support all entries in accounting statements i.e. 

• Balance Sheet 

• Consolidated Revenue Account 

• Housing Revenue Account • Collection Fund 
Ensure trial balance sums to Zero. 

Where separate reports (rather than a single trial balance report) are used in the compilation of the primary statements working papers should ensure a clear audit trail between statements and nominal ledger sufficient to enable individual items appearing in the primary statements to be linked directly with the balances appearing on the relevant nominal ledger codes or range of codes. Any manual adjustments should be clearly explained.  

DM



3 
Agreement of Balances from Nominal Ledger to Primary Statements 

Spreadsheet summarising (on a code by code basis) the composition of all balances reported in the primary statements (to assist in the preparation of lead schedules and analytical review procedures working papers should where possible incorporate comparative balances as at 31.3.04) Ensure all consolidation entries e.g. inter-departmental balances and transactions are clearly identified  
See template provided. A similar approach should be adopted for the CRA, CF and HRA enabling all items appearing on the face of the statements to be traced to ledger codes. 

Any manual adjustments should be clearly explained and referenced back to the source postings 

JG?




Requirement 
Comments/Details of supporting evidence required 
Task 
Prepared 
File Ref 
Item 




Ref 
by 

Copied to 







CD 

FX 
Statement of Accounts  






4 
Completed SORP disclosure checklist  
All ‘yes’ answers should be cross referenced to the relevant page and or note within the approved statements 

AT



FY 
Letter of Representation 






1 
Letter of Representation completed in accordance with SAS440 
Refer to template provided in 2003/2004 

AT




to confirm there has been full disclosure in respect of contingencies, Post balance sheet events, Interests in 







Companies etc. 






FZ 
Statement on Internal Control 







Evidence File Index Page 
See Appendix C for example 

JG



1 
Copy of Statement on Internal Control 


IB



2 
Summary of work undertaken and other evidence supporting the assertions included in the statement of internal controls.  This should be cross referenced to evidence of detailed reviews undertaken by the authority (including those undertaken by Internal Audit) in discharging its responsibilities under reg 4(2) of the Accounts and Audit Regulations 2003 to ‘ conduct a review at least once in a year of the effectiveness of its system of internal control 
Completed CIPFA/Solace Checklist or similar 

IB



Appendix B 
Carlisle City Council Statement of Accounts 2004/2005 External Audit Working Paper Requirements – Preliminary Visit 


Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FC 
Interests in Companies/Group Accounts 






1 
Lead Schedule 
See Appendix D for example.  





2 
Schedule of interests in companies (including subsidiaries and associated companies, joint ventures and other (minority) interests)  

• Name of Company 

• Details of interest including details of share holdings, voting rights and board representation etc 

• Status of interests as determined by reference to  

• CIPFAs Group Accounts in Local Authorities – Practitioners Workbook (see also 2004 SORP and LAAP Bulleting 61) 

• Details of any changes between 1.4.04 and 31.3.05 and 31.3.05 and date of the Letter of Representation (see section FY below), in interests held. (including details of acquisitions, disposals and other changes impacting on the Authority’s interests) or statement confirming that there were no changes in interests 
Supporting evidence (examples) 

• Schedule of interest clearly evidencing consideration of the criteria set out in CIPFAs Group Accounts in Local Authorities – Practitioners Workbook 

• Description of the activities undertaken by each company 

• Copies of articles and memorandum of association  

• Details of interest including details of share holdings, voting rights and board representation,  

• Copies of latest financial statements 

• Details of consideration given in exchange for share capital, 

• Details of transactions between the company and Authority  Note: A schedule of all interests should be drafted for inclusion as an Appendix to the Letter of Representation 

SMcG



FD 
Investments (Long Term/Short Term) 






1 
Lead Schedule 
See Appendix D for example 





2 
Long Term Investments: schedule of all long term investments included in the accounting statements.  


DKS




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FD 
Investments (Long Term/Short Term) 






3 
Current Assets Investments – Schedule (spreadsheet) showing composition of temporary investment balances as at 31.3.05. The analysis should identify the individual investments with each counterparty, the balance outstanding at 31.3.05 and the terms of the investment (i.e. interest rate and maturity)  
Supporting evidence  

Investment fund- Statement showing fund balance at 31.3.05 (at cost). Where the fund balance is shown at valuation only working papers should set out details of the adjustments made to restate the fund balance in line with SORP requirements.  

Confirmation of balance and terms (interest and maturity) required from all counterparties (including balances held with fund managers). Confirmation requests should require replies be made direct to the Audit Commission. Pre-paid envelopes are available on request for this purpose. 

DKS



FE 
Long Term Debtors 






1 
Lead Schedule 
See Appendix D for example 





2 
Schedule showing (on a code by code basis) the composition of the balance included in the statement of account. (see template provided previously) 
Supporting evidence  

• reconciliation between mortgage debtors balance per nominal ledger and mortgage administration system. 

• Summary on a loan by loan basis of officers car loans and other loan advances (reconciled to ledger) 

• Direct confirmation from counterparty of balance outstanding in respect of transferred debt balances 

MK

IP

DKS



FF 
Stocks and Work In Progress 






1 
Lead Schedule 
See Appendix D for example 





2 
Schedule (spreadsheet) showing (on a code by code basis) the composition of the balance included in the statement of account. (see template previously provided ) 
Supporting evidence required 

• Details of stock taking arrangements (including details of Internal Audit involvement) 

• Copies of stock sheets  

• Details of methodology applied to pricing of year end stock balances   

JG

MM




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FJ 
External Borrowing and Capital Controls 







Lead Schedule 
See Appendix D for example 





1 
Current Liabilities – Temporary Borrowing 

Schedule (spreadsheet) showing composition of temporary loan balance as at 31.3.05. This  should identify the individual loans with each counterparty, the balance outstanding at 31.3.05 and the terms of the loan (i.e. interest rate and maturity)  
Supporting evidence: 

Confirmation of the balance and terms (interest and maturity) is required from counterparties in respect of all temporary (short term) and long term loan balances. Confirmation requests should state clearly that replies should be made direct to the Audit Commission. Pre-paid envelopes are available on request for this purpose. 

DKS



2 
Long Term Borrowing – Money Market 

• Schedule showing composition of long tem Money Market loans as at 31.3.05 

• Nominal ledger transaction report showing transactions underlying movement in reported balance   
See comments above 

DKS



3 
Long Term Borrowing - PWLB 

Summary of PWLB loan Transactions showing 

• Opening Balance at 1.4.04 • New advances (showing for each loan - loan reference, amount and date of advance, interest and maturity date 

• Total for ‘scheduled’ repayments in year  

• Premature Repayments  

• Balance Carried Forward at 31.3.05 
Supporting evidence: 

• Ledger transaction report  • Loan schedules for all new borrowings drawn down during the year.  

• Reconciliation of scheduled repayments made during the year to PWLB maturity analysis as at 31.3.04. 

• PWLB Premature Repayment Schedule showing principal repaid along with details of premia/discounts and accrued interest at the redemption date 

• PWLB ‘Residual Maturity Analysis’ showing total and maturity profile of balance c/fwd at 31.3.05 

DKS




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FJ 
External Borrowing and Capital Controls 






4 
Long Term Borrowing – Local Bonds and Mortgages 

• Schedule showing composition of balance (on a loan by loan basis ) as at 31.3.05 

• Nominal ledger transaction report showing transactions underlying movement in reported balance   
Supporting evidence: 

For loans redeemed in year correspondence, voucher or demand  supporting discharge/repayment  of debt 

DKS



5 
Long Term Borrowing – City of Carlisle Stock Issue 

• Schedule showing composition of balance (on a loan by loan basis ) as at 31.3.05 

• Nominal ledger transaction report showing transactions underlying movement in reported balance  
Supporting evidence: 

Direct confirmation from counterparty of balance outstanding at 31 March 2005. 

DKS



6 
Assets held under finance leases (and similar agreements) 

Analysis to support balance sheet liability and supporting note(s) (‘SSAP 21’ Disclosures).  


AT



7 
Long Term Loans – Maturity profile 

Working paper showing composition of loan maturities 
Working papers should include commentary setting out  the basis and any assumptions made in arriving at the maturity profile  

DKS



8 
Treasury Policy Statement/Strategy (copy of report) and minute confirming approval of strategy 


DKS



10 
Minimum Revenue Provision 

• MRP calculation. 

• Detailed calculation (where applicable) of any commutation adjustment made to statutory MRP together with supporting evidence. 


DKS




Requirement 
Comments/Details of supporting evidence required 
Task Ref 
Prepared by 
File Ref 
Item Copied to CD 

FP 
Partnerships and Joint Working Arrangements 






1 
List of ‘partnerships’ (including joint arrangements) setting out details of the Authority’s financial involvement, the terms of the arrangement (including the agreed funding arrangements; liability to meet deficits/share in surpluses) and the status of the partnership arrangement (as defined by the SORP (FRS2/FRS9) – see also classification of interests for purposes of determining the group boundary for group accounting purposes). 
The list should also highlight the relevant accountable body. 

Copies of partnership agreements highlighting key financial and operational arrangements relevant to the classification of the arrangement/entity under the SORP  

SMCG



FS 
Consolidated Revenue Account (continued) 






19 
Finance and Operating leases 

Schedule of finance and operating leases 

Summary of annual commitments under operating leases (on a lease by lease basis) as at 31.3.05 

Summary of operating lease rentals paid in year  
Nominal ledger report supporting value of payments made in 2003/2004 

Copies of lease agreements for all new agreements with a capital value > £200,000 

AT



FZ 
Statement on Internal Control 






1 
Copy of Statement on Internal Control 


IB



2 
Summary of work undertaken and other evidence supporting the assertions included in the statement of internal controls.  This should be cross referenced to evidence of detailed reviews undertaken by the authority (including those undertaken by Internal Audit) in discharging its responsibilities under reg 4(2) of the Accounts and Audit Regulations 2003 to ‘ conduct a review at least once in a year of the effectiveness of its system of internal control 
e.g. Completed CIPFA/Solace Checklist or similar 

IB



1
1

