Annual Governance and Accountability Return 2018/19 Part 2

To be completed only by Local Councils, Internal Drainage Boards
and other smaller authorities* where the higher of gross income

or gross expenditure was £25,000 or less, that meet the qualifying
criteria, and that wish to certify themselves as exempt from a limited
assurance review

Guidance notes on completing Part 2 of the Annual Governance and
Accountability Return 2018/19

1. Every smaller authority in England where the higher of gross income or gross expenditure was £25,000
or less must following the end of each financial year, complete Part 2 of the Annual Governance and
Accountability Return in accordance with Proper Practices, unless the authority:

a) does not meet the qualifying criteria for exemption; or
b) does not wish to certify itself as exempt

2. Smaller authorities where the higher of gross annual income or gross annual expenditure does not
exceed £25,000 and that meet the qualifying criteria as set out in the Certificate of Exemption are able
to declare themselves exempt from sending the completed Annual Governance and Accountability
Return to the external auditor for a limited assurance review provided the authority completes:

a) The Certificate of Exemption, page 3 and returns a copy of it to the external auditor either by email
or by post (not bath); and

b) The Annual Governance and Accountability Return (Part 2) which is made up of:

« Annual Internal Audit Report (page 4) to be completed by the authority’s internal auditor.

« Section 1 — Annual Governance Statement (page 5) to be completed and approved by the authority.
« Section 2 — Accounting Statements (page 6) to be completed and approved by the authority.

NOTE: Authorities certifying themselves as exempt SHOULD NOT send the completed Annual
Governance and Accountability Return to the external auditor.

3. The authority must approve Section 1 Annual Governance Statement before approving Section 2
Accounting Statements and both must be approved and published on a website before 1 July 2019.

Publication Requirements

Smaller authorities must publish various documents on a public website as required by the Accounts and
Audit Regulations 2015, the Local Audit (Smaller Authorities) Regulations 2015 and the Transparency Code
for Smaller Authorities. These include:

Certificate of Exemption, page 3

Annual Internal Audit Report 2018/19, page 4

Section 1 — Annual Governance Statement 2018/19, page 5

Section 2 — Accounting Statements 2018/19, page 6

Analysis of variances

Bank reconciliation

Notice of the period for the exercise of public rights and other information required by Regulation 15 (2),
Accounts and Audit Regulations 2015.

Limited Assurance Review

Providing the authority certifies itself as exempt, and completes and publishes the Annual Governance
and Accountability Return, there is no requirement for the authority to have a limited assurance review.

Any smaller authority may, however, request a limited assurance review. In these circumstances the authority
should not certify itself as exempt, and not complete the Certificate of Exemption, but complete Part 3
of the Annual Governance and Accountability Return 2018/19 and return it to the external auditor for review
together with the supporting documentation requested by the external auditor.

The cost to the smaller authority for the review will be £200 +VAT.

The Annual Govemance and Accountability Return constitutes the annual retum referred to in the Accounts and Audit Regulations 2015.
Throughout, the words ‘extamal auditor’ have the same meaning as the wards 'local auditor’ in the Accounts and Audit Regulations 2015.

*for a complele list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.
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Guidance notes on completing Part 2 of the Annual Governance and
Accountability Return 2018/19, Sections 1 and 2

= An authority that wishes to declare itself exempt from the requirement for a limited assurance review
must do so at a meeting of the authority after 31 March 2019. It should not submit its Annual Governance
and Accountability Return to the external auditor. However, as part of a more proportionate regime, the
authority must comply with the requirements of the Transparency Code for Smaller Authorities.

« The authority must comply with Proper Practices in completing Sections 1 and 2 of this Annual
Governance and Accountability Return and the Certificate of Exemption. Proper Practices are found in
the Practitioners’ Guide* which is updated from time to time and contains everything needed to prepare
successfully for the financial year-end.

« The authority should receive and note the annual internal audit report if possible prior to approving the
annual governance statement and before approving the accounts.

» Make sure that the Annual Governance and Accountability Return is complete (i.e. no empty highlighted
boxes), and is properly signed and dated. Avoid making amendments to the completed annual return.
Any amendments must be approved by the authority and properly initialled.

« Use the checklist provided below to review the Annual Governance and Accountability Return for
completeness at the meeting at which it is signed off.

« You should inform your external auditor about any change of Clerk, Responsible Financial
Officer or Chairman, and provide relevant email addresses and telephone numbers.

« |tis recommended that the authority has numerical and narrative explanations for significant variances
in the accounting statements on page 6, should a question be raised by a member of the public. There
is guidance provided in the Practitioners’ Guide* that may assist.

+ Make sure that the accounting statements add up and the balance carried forward from the previous
year (Box 7 of 2018) equals the balance brought forward in the current year (Box 1 of 2019).

« The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date
for the exercise of public rights. From the commencement date for a single period of 30 consecutive
working days, the approved accounts and accounting records can be inspected. Whatever period the
RFO sets must include a common inspection period — during which the accounts and accounting records
of all smaller authorities must be available for public inspection — of the first ten working days of July.

+ The authority must publish the information required by Regulation 15 (2), Accounts and Audit
Regulations 2015, including the period for the exercise of public rights and the name and address
of the external auditor before 1 July 2019.

Completion checklist — ‘No' answers mean you may not have met requirements Yes

All sections Have all highlighted boxes been completed?
Have the dates set for the period for the exercise of public rights been published?

Internal Audit Report | Have all highlighted boxes been completed by the internal auditor and
explanations provided?

o
/
Section 1 For any statement to which the response is ‘no’, is an explanation available should s

a question be raised by a local elector and/or an interested party?

Section 2 Has the authority's approval of the accounting statements been confirmed by the
signature of the Chairman of the approval meeting?

Is an explanation of significant variations from last year to this year available,
should a question be raised by a local elector and/or an interested party?

Is an explanation of any difference between Box 7 and Box 8 available, should
a question be raised by a local elector and/or an interested party?

Sections 1 and 2 Trust funds — have all disclosures been made if the authority as a body corporate et
is a sole managing trustee? (Local Councils only)

*Governance and Accountability for Smaller Authorities in England — a Practitioners’ Guide to Proper Practices,
can be downloaded from www.nalc.gov.uk or from www.ada.org.uk
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Certificate of Exemption — AGAR 2018/19 Part 2

To be completed by smaller authorities where the higher of gross income or gross
expenditure did not exceed £25,000 in the year of account ended 31 March 2019,
and that wish to certify themselves as exempt from a limited assurance review
under Section 9 of the Local Audit (Smaller Authorities) Regulations 2015

There is no requirement to have a limited assurance review or to submit an Annual Governance and Accountability
Return to the external auditor, provided that the authority has certified itself as exempt at a meeting of the
authority after 31 March 2019 and a completed Certificate of Exemption is submitted notifying the external auditor.

SWinfen and Packington

certifies that during the financial year 2018/19, the higher of the authority’s gross income for the year or gross
annual expenditure, for the year did not exceed £25,000

Annual gross income for the authority 2018/19: 5837
Annual gross expenditure for the authority 2018/19: 8 g q_q

There are certain circumstances in which an authority will be unable to certify itself as exempt, so that a limited
assurance review will still be required. If an authority is unable to confirm the statements below then it

cannot certify itself as exempt and it must submit the completed Annual Governance and Accountability Return
Part 3 to the external auditor to undertake a limited assurance review for which a fee of £200 +VAT will be payable.

By signing this Certificate of Exemption you are confirming that:

» The authority has been in existence since before 1st April 2015
+ Inrelation to the preceding financial year (2017/18), the external auditor has not:
« issued a public interest report in respect of the authority or any entity connected with it
» made a statutory recommendation to the authority, relating to the authority or any entity connected with it
+ issued an advisory notice under paragraph 1(1) of Schedule 8 to the Audit and Accountability Act 2014
(“the Act™), and has not withdrawn the notice
« commenced judicial review proceedings under section 31(1) of the Act
+ made an application under section 28(1) of the Act for a declaration that an item of account is unlawful,
and the application has not been withdrawn nor has the court refused to make the declaration
+ The court has not declared an item of account unlawful after a person made an appeal under
section 28(3) of the Act.

If you are able to confirm that the above statements apply and that the authority neither received gross income,
nor incurred gross expenditure, exceeding £25,000, then the Certificate of Exemption can be signed and a copy
submitted to the external auditor either by email or by post (not both).

The Annual Internal Audit Report, Annual Governance Statement, Annual Accounting Statements, an analysis of
variances and the bank reconciliation plus the information required by Regulation 15 (2), Accounts and Audit
Regulations 2015 including the period for the exercise of public rights still need to be fully completed and, along
with a copy of this certificate, published on a public website* before 1 July 2019. By signing this certificate you
are also confirming that you are aware of this requirement.

Signed by the Responsible Financial Officer Date
——fy— 08/05/14
Signed by Chairman ” Date
1 Z [
Email Telephone number
Jayneminor €, +alk +alk ¢ net 077713406294

*Published web address
Wiwiv- EWmf-—fnandpa(tmg'fon.. orgs yk
ONLY this Certificate of Exemption should be returned EITHER by email OR by post (not both)

as soon as possible after certification to your external auditor.
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Annual Internal Audit Report 2018/19

Swinfen and  Packington

This authority’s internal auditor, acting independently and on the basis of an assessment of risk,
carried out a selective assessment of compliance with relevant procedures and controls to be in
operation during the financial year ended 31 March 2019.

The internal audit for 2018/19 has been carried out in accordance with this authority’s needs

and planned coverage. On the basis of the findings in the areas examined, the internal audit
conclusions are summarised in this table. Set out below are the objectives of internal control

and alongside are the internal audit conclusions on whether, in all significant respects, the control
objectives were being achieved throughout the financial year to a standard adequate to meet the
needs of this authority.

Agreed? Please choose
one of the following

Not
covered**

Internal control objective

A. Appropriate accounting records have been properly kept throughout the financial year.

B. This authority complied with its financial regulations, payments were supported by invoices, all
expenditure was approved and VAT was appropriately accounted for.

C. This authority assessed the significant risks to achieving its objectives and reviewed the adequacy
of arrangements to manage these.

D. The precept or rates requirement resulted from an adequate budgetary process; progress against
the budget was regularly monitored; and reserves were appropriate.

E. Expected income was fully received, based on correct prices, properly recorded and promptly
banked; and VAT was appropriately accounted for,

F. Petty cash payments were properly supported by receipts, all petty cash expenditure was
approved and VAT appropriately accounted for.

G. Salaries to employees and allowances to members were paid in accordance with this authority's
approvals, and PAYE and NI requirements were properly applied.

H. Asset and investments registers were complete and accurate and properly maintained.
I. Periodic and year-end bank account reconciliations were praperly carried out.

J. Accounting statements prepared during the year were prepared on the correct accounting basis
(receipts and payments or income and expenditure), agreed to the cash book, supported by an
adequate audit trail from underlying records and where appropriate debtors and creditors were
properly recorded.

K. IF the authority certified itself as exempt from a limited assurance review in 2017/18, it met the

exemption criteria and correctly declared itself exempt. (“Nof Covered” should only be ticked
where the authority had a limited assurance review of its 2017/18 AGAR)

L. During summer 2018 this authority has correctly provided the proper opportunity for
the exercise of public rights in accordance with the requirements of the Accounts and /
Audit Regulations.

L RIS KA S

=
;\fs

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets if needed).

Date(s) internal audit undertaken _ Name of person who carried out the internal audit
"7_\—’2_”}._10k+(’2—/-ﬂ/"‘;f_‘ 2 L)AD coofEL

Signature of person who 3Ly ,/ fAEs

carried out the intemal audit R Date 2+ 30w .20W

P i
*If the response is 'no’ please state the implications and action being taken to address any weakness in control identified
(add separate sheets if needed).

**Note: If the response is ‘not coverad' please state when the most recent intemal audit work was done in this area and when it is
next planned, or, if coverage is not required, the annual internal audit report must explain why not (add separate sheets if needed).
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Section 1 — Annual Governance Statement 2018/19

We acknowledge as the members of:

SWinten and Pﬂf-f(!ﬂg fon

our responsibility for ensuring that there is a sound system of internal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2019, that:

Agreed

Yes

1. We have put in place arrangements for effective financial
management during the year, and for the preparation of v
the accounting statements.

No ‘Yes means that this autharity:

prepared its accounting statements in accordance
with the Accounts and Audit Regulations.

2. We maintained an adequate system of internal control

and corruption and reviewed its effectiveness.

including measures designed to prevent and detect fraud v

made proper arrangements and accepted responsibility
for safeguarding the public money and resources in
its charge.

3. We took all reasonable steps to assure ourselves
that there are no matters of actual or potential

has only done what it has the legal power to do and has
complied with Proper Practices in doing so.

in reports from internal and external audit.

non-compliance with laws, regulations and Proper N
Practices that could have a significant financial effect

on the ability of this authority to conduct its

business or manage its finances.

4. We provided proper opportunity during the year for e during the year gave all persons interested the opportunity to
the exercise of electors’ rights in accordance with the inspect and ask questions about this authority's accounts.
requirements of the Accounts and Audit Regulations.

5. We carried out an assessment of the risks facing this considered and documented the financial and other risks it
authority and took appropriate steps to manage those \/ faces and dealt with them properly.
risks, including the introduction of internal controls and/or
external insurance cover where required.

6. We maintained throughout the year an adequate and arranged for a competent person, independent of the financial
effective system of internal audit of the accounting / controls and procedures, to give an abjective view on whether
records and control systems. internal controls meet the needs of this smaller authority.

7. We took appropriate action on all matters raised / responded to matters brought to its attention by internal and

external audit.

8. We considered whether any litigation, liabilities or
commitments, events or transactions, occurring either
during or after the year-end, have a financial impact on
this autharity and, where appropriate, have included them
in the accounting statements.

9. (For local councils only) Trust funds including
charitable. In our capacity as the sole managing
trustee we discharged our accountability
responsibilities for the fund(s)/assets, including
financial reporting and, if required, independent
examination or audit.

\

disclosed everything it should have about its business activity
during the year including events taking place after the year
end if relevant.

has met all of its responsibilities where as a body
corporate it is a sole managing trustee of a local trust
or frusts.

v’

*For any statement to which the response is ‘no’, an explanation should be published

This Annual Governance Statement was approved at a
meeting of the authority on:

08/0s]iq
and recorded as minute reference:

10 A

Signed by the Chairman and Clerk of the meeting where
approval was given:

W

Chairman

Clerk
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Section 2 — Accounting Statements 2018/19 for

1. Balances brought
forward

Swinfen and Packingfon

Year ending

31 March
2018

£

94- 00

31 March
2019
s

Notes and guidance

agree to underlying financial records.

Total balances and reserves at the beginning of the year
as recorded in the financial records. Value must agree to
Box 7 of previous year.

2. (+) Precept or Rates and
Levies

4599

Total amount of precept (or for IDBs rates and levies)
received or receivable in the year. Exclude any grants
received.

3. (+) Total other receipts

057

Total income or receipts as recorded in the cashbook less
the precept or rates/levies received (line 2). Include any
grants received.

4, (-) Staff costs

96 3y

Total expenditure or payments made to and on behalf of
all employees. Include salaries and wages, PAYE and NI
(employees and employers), pension contributions and
employment expenses.

5. (-) Loan interest/capital
repayments

N/A

Total expenditure or payments of capital and interest
made during the year on the authority’s borrowings (if any).

6. (-) All other payments

Bt |

$590

Total expenditure or payments as recorded in the cash-
book less staff costs (line 4) and loan interest/capital
repayments (line 5).

7. (=) Balances carried

Total balances and reserves at the end of the year. Must

forward 110 87 S CGE |equal(1+2+3) - (4+5+6).
8. Total value of cash and The sum of all current and deposit bank accounts, cash
short term investments iio 87 §¢ é 5 holdings and short term investments held as at 31 March —

To agree with bank reconciliation.

9. Total fixed assets plus
long term investments
and assets

N/A

N/A

The value of all the property the authority owns — it is made
up of all its fixed assets and long term investmenls as at
31 March.

10. Total borrowings

N/A

N/A

The outstanding capital balance as at 31 March of all loans
from third parties (including PWLB).

11. (For Local Councils Only) Disclosure note
re Trust funds (including charitable)

v’

The Council as a body corporate acls as sole trustee for
and is responsible for managing Trust funds or assets.

N.B. The figures in the accounting statements above do
not include any Trust transactions.

| confirm that these Accounting Statements were

| certify that for the year ended 31 March 2019 the Accounting
Statements in this Annual Governance and Accountability
Return have been prepared on either a receipts and
payments or income and expenditure basis following the
guidance in Governance and Accountability for Smaller
Authorities — a Practitioners’ Guide to Proper Practices

and present fairly the financial position of this authority.

Signed by Responsible Financial Officer before being
presented fo the authority for approval

e

0 8fos/iq

Date

approved by this authority on this date:

08fos/19

as recorded in minute reference:

IOK

Signed by Chairman of the meeting where the
Accounting Statemenjf wfre approved
TV

A

Y
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Bank Reconciliaticn

This reconciliation must include all bank and building society accounts and other short-term
investments®. It must agree to Box 8 in the column headed “Year ending 31 March 2019” in Section 2
of the Annual Return. It will also agree to Box 7 where the accounts are prepared on a receipts and
payments {cash) basis.

Local Council Name: Swinfen and Packington Parish Council

Financial year ending 31 March 2019

Prepared by layne Minor, Parish Clerk Date 10 Aprii 2018

Balance per bank statements as at 31 March 2019: f £
e.g. Current account 4,701.80
Deposit Account 3,862.34
8,664.24
Petty cash float (if applicable) N/A
Less: any unpresented cheques at 31 March 2019 0.00
add: any un-banked cash at 31 March 2019 0.00 0.00
Met balances as at 31 March 2019 8,664.24

The net balonces reconcile to the Cash Book {receipts and payments account] for the year as follows:

Opening balance 1 April 2018 11,086.45
Add: Receipts in the vear 5,826.70
Less: Payments in the year 8,248.91
Closing balance per cash book {receipts and 8,664.24

payments book) as at 31 March 2019 {must
equal net balances above)

*Note Long term investments should be excluded from the bank reconciliation and from Section 2,
Boxes 1, 7 and 8. They must be shown in Section 2, Box 9 and recorded in the asset and investment
register.



Explanation of significant variances in the accounting statements — Section 2
Local Councit Name: Swinfen and Packington Parish Council

Please explain any variances of more than 15% between the totals for individual boxes in Section 2. We
do not reguire explanations for variances of less than £200; however, in scme cases thera may be
‘compensgting’ variances which leave the overall total for a box relatively unchanged — e.g. where
there was a major one-off project in one year {e.g. contribution to village hall extension of £30,000},
but a totally different expense of a similar size in the next (e.g. purchase of playground equipment of
£28,000). Insuch cases, it would be helpful to provide an explanation of movements within each box.
We also ask you to explain any change where there is a movement to or from zero. Please either use
the proforma below, or complete a separate schedule if more space is required.

Section 2017/18 2018/15 Variance Detailed
2 £ f {+/-1£ explanation of
variance {for each
reason noted
please include
monetary values
{to nearest £10)
Box 2 4,599 4,675 76
{precept)
Box 3 1,053 1,152 a5
Other
Income
Box 4 2,634 2,659 25
Staff Costs
Box 5 /A N/A N/A
Loan
interast/capital ) §
Box 6 1,331 5,590 4,259 | The Parish
Other payments Council paid for a
new hus shelter
: and a repair to
E another bus
: ) shelter
Box 7 11,087 3,665 2,422 General Reserves
Balances carried '!
forward o
Box & N/A N/A NSA
Fixed assets and
long term assets )
Box 10 | N/A N/A N/A
Total borrowing |




Reconciliation befween Box 7 and Box 8 in Section 2 [31/03/20191). Note —this form is only reguired
for authorities preparing their accounts on an income and expenditure basis

Locat Council Name: Swinfen and Packington Parish Council

There should only be a difference between Box 7 and Box & where the accounts are prepared on an
income and Expenditure basis and where there are year-end adjustments for debtors/prepayments
and creditors/receipts in advance. Please provide details of the year-end adjustments, showing how

the net difference between them is egual to the difference between Boxes 7 and 8.

Total of Box 7 ; Balances carried forward

[31/3/2019]

Deduct :

Deduct :

Total deductions

Add .

Add .

Total additions

£
8,665
Debtors
-
L ]
L]
-»
0.00
Payments made in
advance
{prepayments)
L ]
L ]
0.00
(.00
Creditors
L ]
L
»
L ]
0.00
Receipts in advance
L ]
L]
0.00 -
0.00 |
8,665

Total of Box & : Total cash and short term investments [31/3/2019] [must
agree to the net balances on bank reconciliation)




Local Council Mame: Swinfen and Packington Parish Council

Confirmation of contact details

Please confirm the contact details for the Clerk/RFC (if not the cierk) and Chairman, to assist us in

ensuring that our records are kept up to date:

Clerk’s Name RFO’s name [if not clerk] Chair's name
Jayne Minor Councillor Richard Barnes
Address: Address: Address:
6 Highfield Close Packington Hayes
Burntwood Packington
W37 9AR Lichfield

WS14 9PN
Telephone Telephone: Telephone
Home: Home:
Q7772406298 Home: 07710024346

Work:

Email: Email; Email:

jayneminor@talktalk.net

rbarnes@spa-uk.co.uk

Please return this form in the envelope provided, together with the Annual Return and other

information requested.



Attachment 3

Confirmation regarding the exercise of public rights

Local Council rame: Swinfen and Packington

The Council must inform the electorate of a 30 working day period during which public rights may be
exercised.

The inspection period must include the first 10 working days of July 2019. it must start the day after
the annual return has been published on your website (or noticeboard for parish meetings) and
publication must be as soon as practical after the unaudited annual return has been approved by the
Authority.

{ Working days are defined as Monday — Friday. They do not include Saturdays, Sundays and Bank holidays.

{See calendar guide overteaf}

The inspection period commences on: 03 June 2019

And ends on: 12 luly 2015

Signed: Jayne Minor Date: 01 June 2019

Positicn held: Parish Clerk
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Locel cownei! name: Swinfze and Faclingion
Meotice of appointment of date for the exercise of public righls

Accounis Tor the year ended 3% arch 2049

The Local Audit and Accountability Act 2014, and
The Accouts and Audii {England) Regulations 2015 {31 234)

L P PP PP SR

1. Daie of znnouncement: 51 June 2619 (a) t (a} [nsert date of glacing of

[
1]
! this riotice on vour
| website.

2. Any person intterested has the right to inspact and make copiss of the
accounis o be audited and all bocks, deeds, contracis, biils, vouchers aind
receipis relating o them. For ihe year ended 31 March 2019 thess
cocumenis will be available on reasonable notice on applicaiion io:

i {b) Insert pame, position

(o) Jayne Minor, Parish Clerk, § Hightietd Close, Burntwood, talhnd Cclonil(acf df;ails of
H e LAerk or otner

Staffordshire, WS7 3AR persan to whom any

person may apply to

inspect the accaunts.

commencing on (c) 03 June 2018

and ending on (d) 12 July 2019 {c ) and (d) 7he inspection

peticd must include 1 July
2019 o 12 July 2019
incusive and be 30 working
days in tedal,

3. Local Governmeni Eleciors and their repraseniaiives also have:
= the opporiunity o question the auditor about the accounis; and

ol

ihe right o make objections to the accounts or any item in them. Wiitten
notice of an objection must first be given to the auditor and a copy sent
io the Council.

The auditor can bea coniacted at the address in paragraph 4 below for this
purpose during the inspection period at 2 above.

4. The Authorily is e2xempt from audit under ihe provisions cof the Local Audit
and Accountability Act 2014, the Accounts and Audit (England) Regulations
2015 and the Mational Audit Office’ Code of Audit Praclice. However, ihe
following auditor has besn appointed o allow lacal govermmeni electors and
their represeniatives io exercise their rignis:

Mazars LLP, Salvus Ayldey Heads, Durham, DH1 5TS

. . . . . Ingert name and
3. This anhouncement is made by (e) Jayne Minor, Parish Cler (© ;‘steitioﬂaof p:,r;m

placing the netice




