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Date of Publication: 8 June 2023

AGENDA
Meeting: Folkestone Town Council
Date: 15 June 2023
Time: 6.30 p.m.
Place: Town Council Offices, 1/2 Guildhall Street, Folkestone
To: Town Councillors

YOU ARE HEREBY SUMMONED to attend a meeting of the Folkestone Town
Council on the date and at the time and place shown above to transact the
business shown on the agenda below. The meeting will be open to the press and
public.

Any member who wishes to have information on any matter arising on the agenda
which is not fully covered in these papers is requested to contact the Town Clerk.

e 1. . WTo 1
S Nash
Town Clerk

1. APOLOGIES FOR ABSENCE
To receive and approve any apologies for absence.

2. DECLARATIONS OF INTEREST
To receive any declarations of either personal or prejudicial interest that
Members may wish to make.

3. MINUTES
To receive the Minutes of the Annua! Council Meeting held on 16" May 2023
and to authorise the Town Mayor to sign them as a correct record.



10.

11.

12.

INTERNAL AUDITOR’S REPORT
The Internal Auditor's Report for 2022/23 is attached for the Council's
information.

STATEMENT OF INTERNAL CONTROL

To review the effectiveness of the system of Internal Control. Councillors
are asked to consider the attached Statement of Internal Control in support
of the Annual Governance Statement. The Chairman of the meeting and the
Town Clerk to sign.

ANNUAL GOVERNANCE STATEMENT 2022/23

To approve the Annual Governance Statement for 2022/23 (Section 1 of the
Annual Return for the year ending 31 March 2023).

The Chairman of the meeting and the Town Clerk to sign.

STATEMENT OF ACCOUNTS AND ANNUAL RETURN 2022/23

To approve the Statement of Accounts for 2022/23, the Annual Return for
2022/23 (Section 2 of the Annual Return for the year ending 31 March 2023)
and the supporting Bank Reconciliation.

The Chairman of the meeting to sign.

PERIOD OF EXERCISE OF PUBLIC RIGHTS

For information, the dates set for the period of exercise of public rights are
19 June 2023 to 28 July 2023, during which time members of the public may
inspect accounting records by prior arrangement.

STANDING ORDERS
To approve the amendments to the Standing Orders.

GENERAL POWER OF COMPETENCY
To re-affirm the Council fully meets the terms of GPC and grants itself the
power to use GPC in delivering services.

ANNUAL REPORT 2022/23
The 2022/23 Annual Report is attached for hoting.

DATE AND TIME OF NEXT MEETING
21 September 2023 — Ordinary Full Council Meeting

Councillors on Committee:
Clir Abena Akuffo-Kelly

Clir Charlie Bain Smith

Cllr Bridget Chapman

Clir Jane Darling

Clir Laura Davison

Clir Christine Dickinson

Parking available for Councillors @ 6.00pm on the precinct area at the front of the Town Hall.




Clir Peter Gane

Clir Nicola Keen

Clir Keiran Leigh

Cllr Adrian Lockwood
Cllr Connor McConville
Clir Liz McShane

Clir Lucy McGirr

Cllr Jackie Meade
Cilr Tim Prater

Clir John Renshaw
ClIr Belinda VWalker
Clir Roger West

Parking available for Councillors @ 6.00pm on the precinct area at the front of the Town Hall.




Folkestone Town Council

MINUTES of the Annual Assembly of the Town Meeting for the Parish and
Town of Folkestone held at the Town Hall, Folkestone on Tuesday, 16™" May
2023 at 7 p.m.

PRESENT: Councillors Abena Akuffo-Kelly, Jane Darling, Peter Gane, Kieran
Leigh, Adrian Lockwood, Nicola Keen, Connor McConville, Jackie Meade, Lucy
McGirr, Tim Prater, Belinda Walker, Roger West.

In attendance: Steve Nash (Town Clerk)

Counaillor 'Nicola Keen, the retiring Town Mayor welcomed everyone to the 20W
Annual Meeting of the Folkestone Town Council and gave a summary of her year as
Mayor, she felt very honoured and privileged to have been given the opportunity to
be Mayor. Councillor Nicola Keen thanked Councillors and the Acting Town Clerk
and officers for all their support during her term of office as well as the Deputy Town
Mayor, Clir Belinda Walker for her support during the year and Clir Jackie Meade for
her support. Cllr Keen presented Mrs Ann Berry with flowers for all her hard work
since the Town Council was first set up. Clir Keen also presented gifts to the Deputy
Town Mayor, Clir Belinda Walker and ClIr Jackie Meade.

Prayers
Prayers were led by Cllr Jackie Meade.

1933. ELECTION OF TOWN MAYOR 2023/24 AND DECLARATION OF
ACCEPTANCE OF OFFICE
The Town Mayor, Clir Nicola Keen, called upon Town Councillors to submit
their nominations for the election of the Town Mayor of Folkestone for the
2023/24 municipal year.

RESOLVED: That Councillor Belinda Walker be appointed Town Mayor
for Folkestone Town Council 2023/24 until the next Annual Meeting and
the acceptance of office by her successor.

Proposed: Councillor Nicola Keen
Seconded: Councillor Lucy McGirr
Voting: F. 11, Ag: 0, Ab: 1

Councillor Belinda Walker signed and dated the Declaration of Acceptance of
Office in the presence of the Town Clerk.

Councillor Nicola Keen spoke in support of her nomination of the Town Mayor
and Councillor Lucy McGirr spoke as seconder to the motion.

The Town Mayor reported that her charities for the year would be the
Rainbow Centre, AGE UK Marigold Centre and Folkestone Spectrum Arts.

The newly elected Town Mayor, Councillor Belinda Walker, then thanked
Councillors for their kind words of support and moved a vote of thanks to the
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retiring Town Mayor.

Councillor Lucy McGirr seconded the vote of thanks to the outgoing Town
Mayor and Consort and gave a speech on their achievements over the year.

Councillor Nicola Keen was then presented with her Past Mayor's Badge.

Mr Dominic Langley was then presented with his past Consort lapel badge
and thanked for the support he had given to the Mayor.

1934. ELECTION OF DEPUTY TOWN MAYOR 2023/24 AND DECLARATION OF
ACCEPTANCE OF OFFICE
The Town Mayor, Councilior Walker, called upon Town Councillors to submit
their nominations for the election of the Deputy Town Mayor of Folkestone.

RESOLVED: That Councillor Abena Akuffo-Kelly be appointed Deputy
Town Mayor for Folkestone Town Council 2023/24 until immediately
after the election of a Town Mayor at the next Annual Meeting of
Folkestone Town Council.

Proposed: Councillor Nicola Keen
Seconded: Councillor Jackie Meade
Voting: F: 11, Ag: 0, Ab: 1

The Town Mayor congratulated Councillor Abena Akuffo-Kelly who signed
and dated the Declaration of Acceptance of Office in the presence of the
Town Clerk, she then thanked Town Councillors and the Town Clerk for their
support and kind words.

Councillor Nicola Keen spoke in support of her nomination of the Deputy
Town Mayor; Councillor Jackie Meade also spoke in support of the motion.

1935. APOLOGIES FOR ABSENCE
Apologies were received for Councillors Chapman, Dickinson, Renshaw and
Bain Smith due to pre-booked holidays and Clir McShane due to work
commitments.

RESOLVED: To accept these apologies and extend the time for Clir
Dickinson to sign the Declaration of Acceptance by two weeks.

Proposed:  Councillor Jackie Meade
Seconded: Councillor Lucy McGirr
Voting: F:12, Ag:0, Ab:0

1936. DECLARATIONS OF INTEREST
No declarations were made.

1937. APPOINTMENT OF:
a) TOWN MAYOR’S CHAPLAIN
The Town Mayor announced the appointment of Revd Dr John Walker as her
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1938.

1939.

1940.

Chaplain for the ensuing year.

b) CONSORT

The Town Mayor will have a small group of Counciliors to act as her Consort
over the year.

c) CADET

The Town Mayor announced the appointment of Able Cadet llya Ovsyannikov
from Folkestone and Hythe Sea Cadets as her Cadet for the ensuing year.

MINUTES

The Full Council was asked to receive the Minutes of an Ordinary Meeting of
the Council held on 16! March 2023 and to authorise the Town Mayor to sign
them as a correct record.

RESOLVED: That the Minutes of the Ordinary Council meeting held on
16t March 2023 be received and signed as a correct record.

Proposed: Councilior Jackie Meade
Seconded: Councillor Nicola Keen
Voting: F; 12, Ag: 0, Ab: 0

TOWN MAYOR’S ANNOUNCEMENTS
Town Councillors were requested to note the following dates for forthcoming
Civic Events.

William Harvey Sunday 4 June 2023
Normandy Veterans Day 6 June 2023
Armed Forces Day (Folkestone) 25 June 2023
Canada Day 30 June 2023
Town Sunday 2 July 2023

VJ Day 15 August 2023
Battle of Britain Day 15 September 2023
Dedication of Garden of Remembrance 5 November 2023
Machine Gun Corps 11 November 2023
Remembrance Sunday 12 November 2023
Holocaust Memorial Day 26 January 2024

The events were noted.
APPOINTMENTS TO COMMITTEES & SUB COMMITTEES

RESOLVED: To defer the appointment of Councillors to the Grievance
Panel to the next Finance and General Purposes Committee.

Proposed: Councillor Roger West
Seconded: Councilior Jackie Meade
Voting: F: 12, Ag: 0, Ab: 0

RESOLVED: To approve the appointments to Committees and Sub
Committees schedule for 2023/24.
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1941.

1942,

Proposed: Councillor Nicola Keen
Seconded: Councillor Lucy McGirr
Voting: F: 12, Ag: 0, Ab: 0

APPOINTMENTS TO OUTSIDE BODIES 2023/24
The Town Council was asked to appoint Councillors to the following outside
bodies. :

I. Kent Association of Local Councils (two Councillors)

RESOLVED: That Councillors Abena Akuffo-Kelly and Jane Darling be
appointed as representative for KALC for the ensuing year.

il. Trustees for the John Bowley and Sherwood Almshouses (three
Councillors)

RESOLVED: To appoint the existing representatives, as per the request
from the Trustees of John Bowley and Sherwood Almshouses of Clir
Roger West, Mr Paul Bingham and Mr Richard Wallace.

ifi. Municipal Charities (four Councillors and Mayor)

RESOLVED: That Councillors Belinda Walker, Adrian Lockwood, Lucy
McGirr, Nicola Keen and one more to be appointed at a future Council
meeting, be appointed as representative for the Municipal Charities for
the ensuing year.

v, Folkestone Twinning Association (one Councillor)

RESOLVED: That Councillor Adrian Lockwood be appointed as
representative for the Folkestone Twinning Association for the ensuing
year.

V. Folkestone Community Led Local Development (Mayor)

RESOLVED: That Councillor Belinda Walker be appointed as
representative for the Folkestone CLLD for the ensuing year.

Proposed: Councillor Roger West
Seconded: Councillor Peter Gane
Voting: F: 12, Ag: 0, Ab: O

APPOINTMENT OF BANK SIGNATORIES
To authorise the signatories on bank payments as follows:

« Town Mayor, Deputy Town Mayor and serving Past Mayor

e Chairman and Vice Chairman of Finance and General Purposes
Committee

e Chairman and Vice Chairman of Planning Committee

e Chairman and Vice Chairman of Community Services Committee
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1943.

1944,

1945

e Chairman and Vice Chairman of Climate and Environment Committee

RESOLVED: That the above Councillors be authorised as cheque
signatories.

Proposed: Councillor Jackie Meade

Seconded: Councillor Alan Lockwood

Voting: F: 12, Ag: 0, Ab: O

It would be necessary to continue with the current signatories on the mandate
until Committee Chairmen and Vice-Chairmen were appointed and the bank
has made the necessary changes.

POLICY REVIEW

In line with NALC (National Association of Local Councils) guidance, Council’s
policies require re-adoption annually. No changes are recommended at this
time however Clr McConville requested that the Standing Orders are
reviewed over the coming year.

RESOLVED: To re-adopt the Council’s policies for 2023/24 including the
Standing Orders and Financial Regulations.

Proposed: Councillor Laura Davison

Seconded: Councillor Connor McConville

Voting: F: 12, Ag: 0, Ab: 0

SCHEDULE OF MEETINGS FOR THE MUNICIPAL YEAR 2023/24
The Schedule of Meetings was noted.

DATE AND TIME OF NEXT MEETING
231 May 2023 — Annual Assembly
15t June 2023 — AGAR (Annual Governance and Accountability Return)

The meeting ended at 8.30pm

...................................................... Town Mayor
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FOLKESTONE TOWN COUNCIL
STATEMENT OF INTERNAL CONTROL
FOR THE YEAR ENDING 315t MARCH 2023

1. SCOPE OF RESPONSIBILITY

Folkestone Town Council (the Council} is responsible for ensuring that its
business is conducted in accordance with the law and proper standards, and
that public money is safeguarded and properly accounted for, and used
economically, efficiently and effectively.

In discharging this overall responsibility, the Council is also responsible for
ensuring that there is a sound system of internal control which facilitates the
effective exercise of the Council's functions, and which includes arrangements
for the management of risk.

2. THE PURPOSE OF THE SYSTEM OF INTERNAL CONTROL

The system of internal control is designed to manage risk to a reasonable
level rather than to eliminate all risk of failure to achieve policies, aims and
objectives; it can therefore only provide reasonable and not absolute
assurance of effectiveness. The system of internal control is based on an
ongoing process designed to identify and prioritise the risks to the
achievement of the Council's policies, aims and objectives, to evaluate the
likelihood of those risks being realised and the impact should they be realised,
and to manage them efficiently, effectively and economically.

The system of internal control has been in place at the Council for the year
ended 31 March 2023 and up to the date of approval of the annual report and
accounts and, except for the details of significant internal control issues at
section 5, accords with proper practice.

3. THE INTERNAL CONTROL ENVIRONMENT

The Council:

The Council has appointed a Town Mayor, who is responsible for the smooth
running of Full Council meetings and for ensuring that all Council decisions
are lawful. A Chairman is appointed by each of its Committees to assume
similar responsibilities.

The Council reviews its obligations and objectives and approves budgets for
the following year at its December Finance and General Purposes Committee
meeting. The January meeting of the Full Council approves the level of
precept for the following financial year.

The Full Councii meets seven times each year and receives the minutes of
each of its Committees for monitoring purposes.

The Council carries out regular reviews of its internal controls, systems and
procedures.




Clerk to the Council / Responsible Financial Officer:

The Council has appointed a Town Clerk who acts as the Council's advisor
and administrator. The Clerk is the Council's Responsible Financial Officer
and is responsible for administering the Council's finances. The Clerk is
responsible for the day-to-day compliance with laws and regulations that the
Council is subject to and for managing risks. The Clerk also ensures that the
Council's procedures, control systems and polices are adhered to.

Payments:

All payments are reported to the Finance and General Purposes Committee.
Two signatories of the Council must authorise payments, except where a
scheme of delegation is in place, and sign each cheque (where this method of
payment is used).

Risk Assessments / Risk Management:
The Council carries out regular risk assessments in respect of actions and
regularly reviews its systems and controls.

Internal Audit:
The Council appointed an independent Internal Auditor who reported to the
Council on the adequacy of its:

e records

e procedures

e systems

» internal control
e regulations

o risk management
e reviews

The effectiveness of the internal audit system is reviewed annually.

External Audit:
The Council's External Auditor, Mazars LLP, submits an annual Certificate of
Audit, which is presented to the Finance and General Purposes Committee.

4. REVIEW OF EFFECTIVENESS

The Councii has responsibility for conducting an annual review of the
effectiveness of the system of internal control. The review of the effectiveness
of the system of internal control is informed by:

the Full Council and its Committees;

e the Town Clerk / Responsible Financial Officer who has
responsibility for the development and maintenance of
the internal control environment and managing risks;

¢ the independent Internal Auditor who reviews the
Council's system of internal control,




e Mazars LLP, the Council's external auditor, who makes
the final check using the Annual Return, a form
completed and signed by the Responsible Financial
Officer, the Town Mayor and the internal Auditor. The
external auditor issues an annual audit certificate;

e the number of sighificant issues that are raised during the
year.

5. SIGNIFICANT INTERNAL CONTROL ISSUES
No significant internal control issues were identified during the 2022/23
financial year.

Whilst no significant internal control issues were identified during the year, the
Coungcil strives for the continuous improvement of the system it has adopted
for internal control and has addressed all the minor issues and weaknesses
raised and reported during the review process.

Town Mayor Town Clerk



Annual Governance and Accountability Return 2022/23 Form 3

To be completed by Local Councils, Internal Drainage Boards and other Smaller Authorities™:
« where the higher of gross income or gross expenditure exceeded £25,000 but did not exceed
£6.5 million; or
+ where the higher of gross income or gross expenditure was £25,000
or less but that:
+ are unable to certify themselves as exempt (fee payable); or
s have requesied a limited assurance review (fee payable)

Guidance notes on completing Form 3 of the Annual Governance and
Accountability Return 2022/23

1. Every smaller authority In England that either received gross income or incurred gross expenditure
axceeding £25,000 must complete Form 3 of the Annual Governance and Accountability Return at
the end of each financial year in accordance with Proper Practices,

2. The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6
» The Annuat Internal Audit Report must be completed by the authority’s interal auditor,

» Sections 1 and 2 must be completed and approved by the authority.
« Section 3 is completed by the external auditor and will be returned fo the authority,

3. The authority must approve Section 1, Ahnual Governance Statement, before approving Saction 2,
Accounting Statements, and both must be approved and published on the authority website/webpage
before 1 July 2023,

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which Is unable to certify itself as exempt, or
Is requesting a limited assurance review, must return to the external auditor by email or post {not both)
no later than 30 June 2023. Reminder letters will Incur a charge of £40 +VAT
+ the Annual Governance and Accountabllity Return Sections 1 and 2, together with
+ g bank reconciliation as at 31 March 2023
« an explanation of any significant year on year variances in the accounting statements
« notification of the commencement date of the periad for the exercise of public rights
« Annual Internal Audit Report 2022/23

Unless requested, do not send any additional documents to your external auditor. Your external auditor will
ask for any additional documents needed.

Once the external auditor has complated the limited assurance review and Is able to give an opinlon, the
Annual Governance and Accountability Section1, Section 2 and Section 3 — External Auditor Report
and Certificate will be returned to the authority by emall or post,

Publication Requirements

Under the Accounts and Audit Regulations 2015, authorities must publish the following information on

the authority website/webpage:

Before 1 July 2023 authorities must publish:

+ Notice of the period for the exercise of public righls and a declaration that the accounting statements
are as yet unaudited;

s Section 1 - Annual Governance Statement 2022/23, approved and signed, page 4

« Section 2 - Accounting Statements 2022/23, approved and signed, page 5

Not later than 30 September 2023 authoritles must publish:

« Notlce of conclusion of audit

« Saction 3 - External Auditor Report and Certificate

« Sectlons 1 and 2 of AGAR Including any amendments as a result of the limited assurance review.

It Is recommended as best practice, to avoid any potential confusion by local electors and Interested
parties, that you also publish the Annual Internal Audit Report, page 3.

*fr.;r‘a ééﬁrpiéis Hsé of bodles fhaf may be smaller authorilles refor to sehedule 2 to the Local Audit and Accountability Aot 2014,

Annual Governance and Accountability Return 2022/23 Form 3 Page 1 of 6
Lacal Counclls, Internal Drainage Boatds and other Smaller Authorities®




Guidance notes on completing Form 3 of the Annual Governance and
Accountability Return {(AGAR) 2022/23

+ The authority must comply with Proper Practicas in completing Sections 1 and 2 of this AGAR, Proper
Practices are found In the Practitioners’ Guide* which is updated from time to time and contains everything
heeded to prepare successfully for the financial year-end and the subsequent work by the external auditor,

+ Make sure that the AGAR Is complete (no highlighted boxes left empty) and is properly signed and dated, Any
amendments must be approved by the authority and properly Initialled.

+ The authority should recelve and note the Annual Internal Audit Report before approving the Aninual
Governance Statement and the accounts.

+ Use the checldist provided below to review the AGAR for completenass before returning It to the external
auditor by emall or post {not both) no later than 30 June 2023,

+ The Annual Governance Statement {Section 1) must be approved on the same day or before the Accounting
Statements (Section 2) and evidenced by the agenda or minute references,

» The Responsible Financial Offlcer (RFO) must certify the accounts {(Section 2) before they are presented to
the authority for approval. The autharity must in this order; consider, approve and sign the accounts,

+ The RFO Is required to commence the public rights perlod as soon as praclical after the date of the AGAR approval.

+ You must inform your external auditor about any change of Clerk, Responsible Financlal Officer or
Chairman, and provide relevant authority owned generic email addresses and telephone numbers.

+ Make sure that the copy of the bank reconclliation to be sent to your external auditor with the AGAR covers
all the bank accounts. If the authorlty holds any short-term Investments, note their value on the bank
reconglliation. The external auditor must be able to agree the bank recondiliation to Box 8 on the accounting
statements (Section 2, page 5). An explanation must be provided of any difference between Box 7 and
Box 8, More help on bank reconclliation is avallable In the Practitfoners’ Guide*,

» Explaln fully significant variances In the accounting statements on page 5. Do not just send a copy of the detalled
accounting records instead of this explanation, The external auditor wants to know that you understand the
reasons for all varlances. Include complete numetical and narrative analysis to suppott the full variance.

« |f the bank reconciliation Is incomplete or variances nat fully explained then additional costs may be Incurred.

+ Make sure that the accounting statements add up and that the balance carried forward from the previous year
{Box 7 of 2022) equals the balance brought forward in the current year (Bax 1 of 2023).

« The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the
sxercise of public rights of 30 consecutive worklng days which must include the first ten working days of July.

+ The authorlty must publish on the authority webslte/webpage 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 audltor hefore 1 July 2023.

All secifons Have all highlighted boxes have been completed?

Has all additional information requestad, including the dates set for the perlod
for the exercise of public tlghts, been provided for the external audilar?

Inlerhal Audit Report | Havealthighlighted boxes baen completed by theinternal auditorand explanations provided?

Sectlon 1 For any statement to which the respanse is 'no’, has an explanation been published?

Section 2 Has the Responsible Financial Officer slgned ihe accounting stalements before
presentation to the authority for approval?

Has the authorily's approval of the accounting statements been confirmed by
the signature of the Chalrman of the approval mesling?

Has an explanation of significant variatlons been published where required?
Has the bank reconcillation as at 31 March 2023 been reconciled to Box 87

Has an explanation of any difference between Box 7 and Box 8 baeen provided?

Sections 1 and 2 Trust funds ~ have all disclosures baen made If the authority as a body corporate Is a i ',:}T R
sole managing trustea? NB: do not send trust accounting statetnents uniess requested. s

1
“
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Annual Internal Audit Report 2022/23

FOLKESTONE TOWN COUNCIL

www.Tollkestone-tc.gov.uk

During the financial year ended 31 March 2023, this authority's Internal auditor acting independently and on the basis
of an assessment of rlsk, carried out a setective assessment of compliance with the relavant procedures and controls
i operation and obtained appropriate evidence from the authority.

The internal audit for 2022/23 has heen carried out In accordance with this authorlly's needs and ptanned coverage.
On the basis of the findings in the areas examined, the internal audit conclusions are summartised In this table. Set
ot helow are tha chjectivas of Internal control and alongside are the internal audit conclusions on whether, In all
significant respacts, the control oblectives were being achlevad throughout the financlal year to a standard adequate
to meet the needs of this authotity.

A. Apprapriate accounting records have been propetly kept throughout the finanalal year,

B. This authorlty complied with its financlal regulations, payments were supported by invoices, all
expenditure was approved and VAT was approptiately accounted for,

€. This authorlty assessed the significant risks to achleving its objectives and reviewad the adequacy
of arrangerments to manage these.

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

E. Expected Income was fully racelved, based on correct prices, properly recorded and promptly
banked: and VAT was approptiatsly accounted for.

F. Pelly cash payments were properly supported by recelpts, all petty cash axpenditure was approved
and VAT appropriately accounted fof,

G. Salarles to employees and allowances to members were paid In accordance with this authorlly’s
approvals, and PAYE and N| requirements were proparly appliad.

H. Assel and nvestments raglsters wers complete and accurate and propetrly maintalned,

1. Periodic bank account recancliiations were properly carried out during the year,

J. Accounting statements prepared during the year were prepared on tha carract accounting basls (recelpts
and payments or Income and expendilure), agreed to the cash book, supported by an adequate audit
trall from underlying records and where appropriate deblors and creditors were properly recorded.

K. If the authority certifled ltself as exempt from a limited assurance review In 2021/22, it met the
examption criterla and correclly declared Hsell exempt. (If the atthority had & fimited assurance
review of its 2021/22 AGAR fick "not coverad’)

L. The aufhority publishad the required information on a website/webpage up to date at the time of the
internal audlt in ascordanca with the relevant leglslation,

M. In the year coverad by this AGAR, the authority corractly provided for a period for the exeralse af
public rights as raquired by the Accaunts and Audit Regulations (during fhe 2022-23 AGAR perlod, Vo
were public righls In refation (o the 2021-22 AGAR evidenced by a nofice on the websile andfor
authority approved minutes confitiming the dates sef),

N. The authority has complied with the publication requirements for 2021/22 AGAR
(see AGAR Page 1 Guidance Noles),

0. {For local counclls only)
Trust funds (including chatitable) — The councll met its responsibiiilies as a trustee,

Far any other risk areas identified by this authorily adequale controls existed (iist any other risk areas on separate sheels If neseded).

Date(s} Internal audit undertaken Name of person who carried out the Internal audit
30/05/2023 e avid Buckett :

D
Signature of person who T . @: NS
carrled outthe Internal audit nD ) l\:f, / '

- 30/05/2023

" Date
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Section 1 - Annual Governance Statement 2022/23
We acknowledge as the members of:

FOLKESTONE TOWN COUNCIL

our responslbility 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 2023, that:

prepares acoo!n s!ateman l cardanc )
with the Accounts and Audit Regulations.

1. Wa have put in place arrangements for effective financlal
management dutring the year, and for the preparation of
the accounting statemens,

2, We malntained an adequate system of internal control
iheluding measures designed to prevent and detect fraud
and corrupllon and reviewad ils effactiveness,

mads proper arrangsmants and acceplod responsfhiifty
| for safeguarding the public monsy and resotrces In
i1 ffs chargs.

3, Wa took alt reascnable steps 1o assure ourselves
that there are no matters of actual or potential
non-compliance with laws, regulations and Proper
Praclices that could have a signlficant financlai effect
on the ablity of this authority to condua! its
buslnass or manage ils finances.

4, We provided proper oppottunity during the year for
tha exercise of alectors’ rights in accordance with the
reculremants of the Accounts and Audil Regulations,

B, We carsied out an assessment of the risks facing this
authority and took appropriate steps o manage those
risks, including tha Intraduction of Internal controls andfor
external insurance cover where raquirad.

has only dona whal it has the legal powei to do and has
compliad with Proper Practices in doing so.

| during the year gave all persons interested the opporfunity lo
i Inspeot and asl; guestions about this aulhorlly's accounts.

| considared and documentad the financial and olher risis if
|| faces and doall with them propeny.

"= || arangad for a competent person, Indapendant of the financial
1 confrals and procedures, to give an objective view on whether

6. We malnialned throughout the year an adequale and
offactlve system of internal audit of the actounting

racards and control systems, S TH e intemal controls meet the needs of this smaller authortly.
7. We look appropriate action on all matters raised Ll responded o matters brought o ifs attentlon by Intsrnal and
In raponts from internal and external audit, s . external auall

8. We consldered whether any litigation, #abilities or
aommliments, evants or transactions, ccourring elther
during ar after the year-end, have a financlal Impact on
this authorlty and, where agprapriale, have Included them
Int the accounting statements,

9, {For local councils only) Trust funds Including
charltabla. in our capacily as the sole managlng
trustes we discharged our acceuniability
responsibiliies for the fund(s)assels, Including
finandlal reposting and, If required, indepandant
examination or audit.

1 disclosed everything it should have about s business achivity
| dring the year Including avents taling place after the year
end if relevan,

has met all of s responsibliities whare, as a body
corporale, it Is a sole managing irustee of a local
trust or frusts.

*Please provide explanations to the external auditor on a separate sheet for each ‘No' response and describe
how the authority will address the weaknesses identified. These sheets must be published with the Annual
Governance Statement,

This Annual Governance Stalement was approved at a Slgned by the Chalrman and Clerk of the maeting where
meeting of the authority on: o | approval was given:
© 7 15/06/2023 ' |
and recorded as minute reference: Chairman
Clerk
www.folkestone-tc.gov.uk
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Section 2 — Accounting Statements 2022/23 for

FOLKESTONE TOWN COUNCIL

1. Balances brought .y B : Total balances and reserves at the beginning of the year
forwatd 867,737 ;832,599 as recorded in the financlal records. Value musi agree to
I C T | Box 7 of previous year.

2. (+} Precept or Rates and T R Total amount of precept (or for IDBs rates and levies)
Levies - 873,950] " 1915,510] received or recelvable in the year. Exclude any grants

R Lo recelved,
3. (+) Total other receipts ST T Y Total Income or recelpls as recarded In the cashbook fess
50,321 . *158,335; the precept or ratesfisvies received (iine 2). Include any
grants recelved,

4. () Slaff cosla e el Total expenditure or payents made to and on behalf

L g of alf employees. include gross salarles and wages,
g 426‘092 - 4.89-"‘0‘5. 1 employers Ni coniributions, employers pension
oo Lo confributions, gralulties and severance payments,

5. {-) Loan Interest/capital Voo d T T | Totat expenditure of payments of capital and interest
repayments /88,31 ~+ ‘38,302 made during the year on the authority's borrowings (If any).

6. {-)All other payments S | olal expenditure of payments as recorded In the cash-

484,016 723,190 book loss staff costs {line 4} and loan Interest/capital
repayments (line 5).

7. (=) Balances cariled oo b e | Total balances and reserves at the end of the year. Must
forward ; .,';332,599 -654,895| aqual (1+2+3) - (4+5+6),

8, Total value of cash and Lol st The sum of all current and deposit bank accounts, casi
short term lnvastments 867,511 - 1 653,880| holdings and short term Investments held as at 31 March —

e ST To agree with bank reconciliation,

9. Total fixed assets plus TR B funi | The value of all the property the authority owns — it s imadie
tong term investments 8,428,736| 13,587,436 up of all ts fixed assets and long term Invesiments as at
and assets ' 31 March.

10, Total borrowings e b | The outstanding capital balance as at 31 March of all foans

284,000} - 258,144) from third parties (inchuding PWLE).

11a. Disclosure note re Trust funds
(including charitable)

11b. Disclosure note re Trust funds
(including charltabla)

The Gouncll, as & body corporate, acts as sole rrustea
is responsible for managing Trust funds or assets,

" The figures In the accaunting stalements above do not
.} include any Trust fransaciions,

| certify that for the vear ended 31 March 2023 the Accounting
Statements in this Annual Governahce and Acocountability
Return have been prepared on either a receipts and payments
or income and expenditurs basis following the guidance In
Governanae and Accountabllity for Smaller Authorities — a
Practitioners' Guide to Proper Praclices and present falriy
the financlat position of this authority.

Signed by Responsible Financial Officer before heing
presen;ed to _the gu_thority for approval

Date ' 15/06/2023

| conflrm that these Accounting Statements were
approved by this authorily oh this date;

 15/06/2023

as racordeqi in minute reference;

Signed by Chalrman of the maeting whete the Accaunting
*| Statements were approved

Annual Governance and Accountabllity Return 2022/23 Form 3
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Section 3 — External Auditor’s Report and Certificate 2022/23

In respect of FOLKESTONE TOWN COUNCIL

1 Respective responsibilities of the auditor and the authority

Our responsibllity as atditors to complele a limited assurance roview is set out by the Nattonal Audit Office (NAQ). A fimited
assurance review is not a full statutory audit, it does not canstitute an audit carded out In accordance with International
Standards on Auditing (UK & Irefand) and hence It does not provide the sama leve! of assurance that such an audit would,
Tha UK Government has determined that a lower level of assurance than that provided by a full statutory audit Is appropriate
for those local public bodles with the lowest levels of spending.

Under a limited assurance review, the auditar is responsible for reviewing Sections 1 and 2 of the Annual Governance and
Accountabllity Return in accordance with NAO Auditor Guidance Note 02 (AGN 02) as lssued by the NAQO on behalf of the
Comptroller and Auditor General. AGN 02 Is available from the NAQ webslte —
https‘./!www‘nao.org.ukfcode-audit—practice!guidance-and-lnformatlon-for-auditors} .

This authority Is responsible for ensuting that its financlal management Is adequate and effactive and that it has
a sound system of internal control. The authority prepares an Anhual Governance and Accountabliity Return in
accordance with Proper Practices which:

. summarlses the accounting records for the year ended 31 March 2023; and
+ conflrms and provides assurance on those matters that are relevant 1o our duties and responsibliities as external auditors.

2 External auditor's limited assurance opinion 2022/23

{Excepl for the matters reported below)* on the haste of olr raview of Seclions 1 and 2 of the Annual Governance and Accountability Return, in

aur oPInlun the Information in Sectlons 1 and 2 of the Annual Governance and Accountabllity Return Is In accordance with Proper Practices and

1(1% oluar mallers haévrin <):ome to our alletition giving causa for oencern that relevant legislation and regulatory requlrements have not been mel,
elate as appropriale).

{conlinue on a separate sheet if requlred)

Oiker mallers nol affecting our oplnlon which wa draw to he atfentlon of the authaority;

{continue on a separate sheet If required)

3 External auditor cettificate 2022/23

We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and
Accountability Return, and discharged our responsibliities tinder the Local Audit and Accountability Act 2014, for
the year ended 31 March 2023,

"We do nol carlify complation hecause:

External Auditor Name

External Auditor Signature - ' Date
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Folkestone Town Council

Council Information
(2022/23)

Town Mayor

Cllr N Keen
Councillors

Cllr A Akuffo-Kelly
Clir P Bingham
Cllr A Berry
Clir R Field
CHir P Gane
Cllr J Graham
Clir D Horton
Clir D Jeffrey
Clir M Lawes
Cilr C McConville
Clir ] Meade
Cllr T Prater
Clir B Walker
Cllr R Wallace
Cllr R West
Vacant
Vacant

Clerk to the Council
Phil Cross (Acting Town Clerk)
Auditors
Mazars
Internal Auditor

David Buckett
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Folkestone Town Council

Internal Auditor’s Report to the Council
on the Accounts for the Year ended 31 March 2023

I certify that [ have examined the Statement of Accounts and associated accounting notes on pages 4 to 12
of Folkestone Town Council, which have been prepared by the Responsible Financial Officer in
accordance with the Accounts and Audit (England) Regulations 2011 and CIPFA Accounting Guidance
Notes for Local Councils.

I have carried out an examination in accordance with relevant auditing standards, and my agreed audit
programme. | have had due regard to the internal audit obligations and responsibilities as set out in the
council’s annual return.

The audit included examination, on a test basis, of evidence relevant to the amounts and disclosures in the
Statement of Accounts, sufficient to give reasonable assurance that the financial statements are free from
material misstatement.

In my opinion, the Statements of Accounts present fairly the financial position of Folkestone Town
Council as at 31 March 2023 and its Income and Expenditure for the year then ended in accordance with
the requirements of the Accounts and Audit (England) Regulations 2011 and CIPFA Accounting
Guidance Notes for Local Councils.

Signature:

D.J.Buckett CPFA, DMS

1 Champion Court Cottages
Sharsted Hill

Newnham

Sittingbourne

Kent

ME9 OJX

Date: 30" May 2023
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INCOME
Precept on District Council

Bank and Investment Interest

Allotments

Rental Receipts
Museum/Heritage Sales
Play Areas Funding

Community Infrastructure Levy

CCTV High Street Funding
Other

EXPENDITURE
Employees/Administration
Democratic Costs

Civic and Ceremonial
Premises

Services

Fees

Museum/Heritage

Income and Expenditure Account
for the Period ended 31 March 2023

2022 /23
£
915,510
12,002
10,634
15,809
7,172
9,000
65,741
28,085
9,892

530,728
0
24,834
164,464
503,530
7,244
20,749
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Notes 2021 /22
£

873,950

293

10,370

16,107

5,179

0

14,927

4 and 6 470,602
13 5,740
15,257

3 174,482
2and 5 264,796
3,160

15,372




GENERAL FUND

Balance as at 1 April
Add: Total Income
Deduct: Total Expenditure

Transfer (to)/from Reserves and
Provisions:

New Services

Tree Planting
Museum/Heritage

Bus Shelters

Ward Grants

Town Grants

FTC Elections

Armed Forces Day

Benches

Play Areas

CCTV Maintenance
Christmas Events (Cheriton)
Neighbourhood Fund (CIL)
Lunches for Children
Christmas Gifts for Children
Guildhall Umbrella Project
Qutstanding Invoices

General Reserve Balance at 31 March

93,687
(20,000)
52,100
(3,500)
19,393
(1,217)
(10,200)
(3,445)
0
86,606
(20,202)
(420)
(31,882)
0

0

3,117
455

2022/23
£

248,400
1,073,845

§,251,549

70,696

164,492

235,188

Page 5

2021/22
£

221,520

924,271

949,409

T 196,382

0
0
78,091
3,855
(4,708)
4,454
(10,200)
0
(100)
0
0
978
(14,927)
1,030
(1,030}
(5,425)

0 52,018

248,400

The notes on Pages 8 to 12 form part of these accounts.



Balance Sheet as at 31 March 2023

Fixed Assets Notes
Freehold Land and Buildings
Vehicles and Equipment 1(i0)

Community Assets 7

Current Assets

Sundry Debtors Kiv)
HM Revenue & Customs - VAT
Prepayments

Stock Balance (Museum Merchandise)
Current Bank Account

Deposit Bank Account

Short Term Investments

Receipts Account

Cash Not Presented

Petty Cash

Museum Shop Float

Corporate Credit Card

Cuarrent Liabilities
Sundry Creditors 1(iv)
Receipts in Advance 9

Accruals 9

Net Current Assets

Long Term Liabilities

PWLB Ouistanding Loan for Office Building 1(v)

Net Assets

2022 /
£

700,000

551,531

2,335,905

50,391
0

895
101,232
50,000
500,000
1,000

0

48

100

1,500

2,332
6,154

41,784

258,144
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3,587,436

3,587,436

705,166

30,270

654,896

258,144

3,984,188

2021 / 22

i
700,000
392,831

2,335,905

15,610
i

1,051
114,763
250,000
500,000
1,000
93

55

100

1,500

3,078
7,513

40,983

284,009

3,428,736

3,428,736

884,172

51,574

832,598

284,009

3,977,325




Notes 2022/23 2021722

£ £
Represented by:
Fixed Asset Restatement Account 7 3,587,436 3,428,736
PWLB Qutstanding Loan for Office Building (258,144) (284,009)
Capital Receipts Reserve 1(iii) 0 0
Earmarked Reserves and Provisions: - {(vii)
New Services N 93,687
Tree Planting 20,000 0
Museum/Heritage 159,313 211,413
Tourism 4,735 4,735
Bus Shelters 3,500 0
Ward Grants 0 19,392
Town Grants 4,253 3,036
FTC Elections 30,600 20,400
Armed Forces Day 3,445 o
Salt Bins 6,168 6,t68
Anti-Litter Campaign 2,000 2,000
Benches 100 100
Play Areas 13,395 100,000
CCTV Maintenance 20,203 0
Christmas Events (Cheriton) 2,669 2,249
Neighbourhood Fund (CIL} 68,820 36,938
Christmas Gifts for Children 2,217 2,217
Community Transport 71,303 71,303
Guildhall Umbrella Project 2,308 5,425
Outstanding Invoices 4,679 5,135
Genera} Reserve 235,188 248,400

The statement of accounts represents faitly the financial position of the Council as at 31 March 2023 and reflects its Income and Expenditure for

the year.
Town Mayor Responsible Financial Officer
Date:......... e Date:............ e
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Notes to the Accounts
31 March 2023

1. Statement of Accounting Policies

These accounts cover the Town Council’s full year of operations for the period 1** April 2022 — 31 March
2023.

i) Accounting Convention

The accounts have been prepared in accordance with the Accounting Guidance Notes for Local Councils
(the Guide) issued by The Chartered Institute of Public Finance and Accountancy (CIPFA) as applicable
to a medium sized local Council. Consequently, the latest accounting policies, as set out in the Guide and,
so far as they apply to this Council, have been adopted for the Council’s Statement of Accounts.

ii) Fixed Assets

Assets in the balance sheet for 2022/23 are valued on the following basis:

Town Hall purchase price (June 2011)

Statutory Allotments actual cost

Parks Land actual cost

Civic Regalia professional valuation 2006

Statue and Memorial insurance vatuation 2013

Folkestone Collection insurance valuation 2013

Other purchase price where known (or estimated value)
i) Capital Receipts

Capital receipts arising from the disposal of fixed assets are taken to the Capital Receipts Reserve until
such time as they are used to finance new capital expenditure.

v} Debtors and Creditors

The revenue accounts of the Council are maintained on an accruals basis in accordance with the guide.
That is, sums due to or from the Council during the year are included whether or not the cash has actually
been received or paid in the year.

v PWLB Loan

In March 2011 the Council borrowed £500,000 from the Public Works Loans Board for the purchase of
permanent office accommodation. Repayments of £39,301 (including interest) were made in 2022/23.
The current outstanding capital amount is £258,144.

vi) Leases

The Council has no commitments under finance leases. Rentals payable under operating leases or contract
hire agreements are charged to revenue on an accruals basis.
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vii) Reserves and Provisions

The Council has arranged for appropriate reserves and provisions as shown below: -

General Reserve £235,188 | For unforeseen expenditure and emergencies

Tree Planting £20,000 | For tree planting held over from 2022/23

Museum/Heritage £159,313 | Lottery funding, internal and external contributions
towards the development of the Museum/Heritage Centre

Tourism £4.735 | For the development of a tourism service

Bus Shelters £3,500 | For new bus shelters

Town Grants £4,253 | For town grants awarded by the Grants Committee

Town Council Elections £30,600 | For elections and by-elections

Armed Forces Day £3,445 | For the celebration of Armed Forces Day

Salt Bins £6,168 | For additional salt bins in Folkestone

Anti-Litter Campaign £2,000 | For an Anti-Litter Educational Campaign

Benches £100 | For the installation and maintenance of benches

Play Areas £13.395 | For the maintenance of play areas

CCTV Maintenance £20,203 | For new installations of CCTV

Christmas Events (Cheriton) £2.669 | For the provision of Christmas events in Cheriton

Neighbourhood Fund £68,820 | For the provision of infrastructure required to support
orowth within the town

Christmas Gifts for Children £2,217 | For the provision of Christmas gifts for children

Community Transport £71,303 | For the provision of community transport to/from the Town
Hall

Guildhall Umbrella Project £2,308 | For decoration in the Guildhall Street area

Outstanding Invoices £4,679 | Provision for late invoices relating to works and services

carried ouf prior to April 2022

viii) Investment Income

Investment income/bank interest for 2022/23 was £12,002.

2. Agency Work

During the year, the Council undertook no agency work on behalf of other authorities.
During the year, the Council commissioned no agency work to be performed by other authorities.

3. Tenancies

During the year the following tenancies were held:

Council as landlord

Tenant Property
Silver Screen Cinema The Town Hall
Council as tenant

Landlord Property
N/A

Rent p.a. Repairing/

Non-Repairing
£12,000 Non-Repairing
Rent p.a. Repairing/

Non-Repairing
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4. Publicity

Publicity 2022/23 2021/22
£ £
Recruitment Advertising 232 190
Publicity 537 3
Other 0 0
769 193

5. S.137 Expenditure

Section 137 of the Local Government Act 1972 (as amended) enables the Council to spend up to the product
of £8.82 per head on the electoral roll in any one year for the benefit of the people in its area on activities or
projects not specifically authorised by other powers.

2022/23
£

The theoretical amount available for this purpose was (35,536 x £8.82) 313,428

The following expenditure was incurred under this power during the year:
Type of
Expenditure Payee Description Amount
Ward Grant Homestart Shepway Building Bright Futures £200
Town Grant South Kent Mind Mental Wellbeing £2,500
Town Grant Autism Apprentice CIC Autism Advice Clinic £1,300
TOTAL £4,000

6. Pensions
For the year of account, the Council's contributions equal 18.6% of employees’ pensionable pay. These
contributions are likely to change in future years as a result of the Actuary’s regular pension reviews and

any Government changes.

The employers’ pension costs are charged to the Kent Superannuation Fund accounts in respect of
qualifying employees and are equal to the contributions paid to the scheme for these employees.

Contributions to the Kent Superannuation Fund are determined by the fund’s actuary and are set to meet
100% of the liabilities of that fund, in accordance with relevant Government regulations.
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7. Fixed Assets

At 31 March the following assets were held: 2023 2022

Freehold Land and Buildings
The Old Town Hall, Folkestone 700,000 700,000 700,000 700,000

Vehicles and Equipment

Computer Equipment 22,710 21,950
Office Machinery 3.025 2,745
Office Furniture 52,355 52,355
Furniture (Council Chambers) 28,300 28,300
Screen/Sound Equipment (Council Chambers) 24,900 24,900
Street Furniture 26,750 26,750
Bus Shelters 27,500 27,500
Speed Watch Equipment 2,251 2,251
CCTV Equipment 130,450 129,250
Christmas Lights 72,370 65,870
Play Equipment 150,000 0
Other 10,920 551,531 10,920 392,831

Community Assets

Allotment Land (2 sites) 2 2
Parks Land (8 sites) 1 1
Council Regalia and Artefacts 117,596 117,596
William Harvey Statue 124,833 124,833
War Memorial 59,073 59,073
Gurkha Memorial 30,000 30,000
Power Columns x 11 (Cheriton High Street) 4,400 4,400
The Folkestone Collection (Museum/Heritage) 2,000,000 2,335,905 2,000,000 2,335,905
TOTAL FIXED ASSETS 3,587,436 3,428,736

The basis of valuation of the above assets is set out in the Accounting Policies (Note 1). The contra-entry is
reflected in a Fixed Asset Restatement Account.

8. Fixed Assets - Disposals

During the year there were no disposals of fixed assets.

9. Creditors and accrued expenses 2022/23
£
Trade Creditors 2,332
Deferred income 6,154
Accruals 41,784
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10. Charitable Funds

The Town Mayor of Folkestone raises funds for charitable purposes during his/her term of office. The funds
are held by the Council in separate accounts and disbursed at the Mayor’s discretion.

Balance at Contribution Payments Balance at
01/04/2022 to fund 31/03/2023
£ £ £ £
Mayoress’s Charitable Funds 10,583 4,383 13,091 1,875
Balance at Contribution Payments Balance at
01/04/2022 to fund 31/03/2023
£ £ £ £
Mayor’s Christmas Fund 17,393 7,360 9,720 15,033

11, Capital Commitments

The Council was not committed to any capital expenditure at 31 March 2023.

12. Contingent Liabilities

The Council is not aware of any other contingent liabilities at the date of these accounts.

13. Democratic Costs

There were no Democratic costs in 2022/23.
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Date: 03/04/2023 Folkestone Town Council Gurrent Year Page 1

Time: 15:24 Bank Reconciliation Statement as at 31/03/2023 User: PJC
for Cashbook 1 - Current Bank Account
Bank Statement Account Name (s) Statement Date Page Baiances
HSBC Current Account 31/03/2023 495 101,232.22
101,232.22
Unpresented Cheques {Minus) Amount
G.00
0.00
101,232.22
Receipts not Banked/Cleared (Pius)
G.00
0.00
101,232.22
Balance per Cash Book is ;- 101,232.22

Difference is :- 0.00




STANDING ORDERS

This policy was adopted by Folkestone Town Council at its meeting held on: 12" May 2020 ~
Minute 1692.

GOVERNING BODY: FOLKESTONE TOWN COUNCIL
TOWN HALL, 1.2 GUILDHALL STREET, FOLKESTONE, CT20 I1DY
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Rules of debate at meetings

Motions on the agenda shall be considered in the order that they appear unless
the order is changed at the discretion of the Mayor/Chair of the meeting.

A motion (including an amendment) shall not be progressed unless it has been
moved and seconded.

A motion on the agenda that is not moved by its proposer may be treated by the
Mayor/Chair of the meeting as withdrawn.

If a motion (including an amendment) has been seconded, it may be withdrawn by
the proposer only with the consent of the seconder and the meeting.

An amendment is a proposal to remove or add words to a motion. It shall not
negate the motion.

If an amendment to the original motion is carried, the original motion (as amended)
becomes the substantive motion upon which further amendment(s) may be
moved.

An amendment shall not be considered unless early verbal notice of it is given at
the meeting and, if requested by the Mayor/Chair of the meeting, is expressed in
writing to the Mayor/Chair.

A councillor may move an amendment to his own motion if agreed by the meeting.
If a motion has already been seconded, the amendment shall be with the consent
of the seconder and the meeting.

If there is more than one amendment to an original or substantive motion, the
amendments shall be moved in the order directed by the Mayor/Chair.

Subject to standing order 1(k) below, only one amendment shall be moved and
debated at a time, the order of which shall be directed by the Mayor/Chair of the
meeting.

One or more amendments may be discussed together if the Mayor/Chair of the
meeting considers this expedient, but each amendment shall be voted upon
separately.

A councillor may not move more than one amendment to an original or substantive
motion.




The mover of an amendment has no right of reply at the end of debate on it.

Where a series of amendments to an original motion are carried, the mover of the
original motion shall have a right of reply either at the end of debate of the first
amendment or at the very end of debate on the final substantive motion
immediately before it is put to the vote.

Unless permitted by the Mayor/Chair of the meeting, a counciilor may speak once
in the debate on a motion except:

i to speak on an amendment moved by another counciilor;

ii.  to move or speak on another amendment if the motion has been amended
since he last spoke;

iii. to make a point of order,;

iv. to give a personal explanation; or

v. in exercise of a right of reply.

During the debate of a motion, a councillor may interrupt only on a point of order
or a personal explanation and the councillor who was interrupted shall stop
speaking. A councillor raising a point of order shall identify the standing order
which he considers has bgen breached or specify the other irregularity in the
proceedings of the meeting he is concerned by.

A point of order shall be decided by the Mayor/Chair of the meeting and his
decision shall be final.

When a motion is under debate, no other motion shall be moved except:

I to amend the motion;

ii. to proceed to the next business;

ii. to adjourn the debate;

iv. to put the motion to a vote;

v. to ask a person to be no longer heard or to leave the meeting;

vi. to refer a motion to a committee or sub-committee for consideration;

vii. to exclude the public and press;

vii. to adjourn the meeting; or

ix. to suspend particular standing order(s) excepting those which reflect
mandatory statutory requirements.

Refore an original or substantive motion is put to the vote, the Mayor/Chair of the
meeting shall be satisfied that the motion has been sufficiently debated and that
the mover of the motion under debate has exercised or waived his right of reply.
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Excluding motions moved under standing order 1(r) above, the contributions or
speeches by a councillor shall relate only to the motion under discussion and shall
not exceed ( 3 ) minutes without the consent of the Mayor/Chair of the meeting.

Disorderly conduct at meetings

No person shall obstruct the transaction of business at a meeting or behave
offensively or improperly. If this standing order is ignored, the Mayor/Chair of the
meeting shall request such person(s) to moderate or improve their conduct.

If person(s) disregard the request of the Mayor/Chair of the meeting to moderate
or improve their conduct, any councillor or the Mayor/Chair of the meeting may
move that the person be no longer heard or excluded from the meeting. The
motion, if seconded, shall be put to the vote without discussion.

If a resolution made under standing order 2(b) above is ignored, the Mayor/Chair
of the meeting may take further reasonable steps to restore order or to progress
the meeting. This may include temporarily suspending or closing the meeting.

Meetings generalily

O0Full Council meetings

11 Sub-committee meetings

a Meetings shall not take place in premises which at the time of the
meeting are used for the supply of aicohol, unless no other premises

are available free of charge or at a reasonable cost.

b The minimum three clear days for notice of a meeting does notinclude
the day on which notice was issued, the day of the meeting, a Sunday,
a day of the Christmas break, a day of the Easter break or of a bank

holiday or a day appointed for public thanksgiving or mourning.

¢ The minimum three clear days’ public notice for a meeting does not
include the day on which the notice was issued or the day of the

meeting uniess the meeting is convened at shorter notice.

d Meetings shall be open to the public unless their presence is
prejudicial to the public interest by reason of the confidential nature
of the business to be transacted or for other special reasons. The
public’s exclusion from part or all of a meeting shall be by a resolution

which shall give reasons for the public’s exclusion.
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Members of the public may make representations, answer questions and
give evidence at a meeting which they are entitled to attend in respect of
the business on the agenda.

The period of time designated for public participation at a meeting in
accordance with standing order 3(e) above shall not exceed ( 15 ) minutes
unless directed by the Mayor/Chairman of the meeting.

Subject to standing order 3(f) above, a member of the public shall not speak
for more than ( 3 } minutes.

In accordance with standing order 3(e) above, a question shali be in writing,
signed and delivered not less than seven clear days (excluding weekends
and public holidays) before the meeting to the Town Clerk. The question
shall not require a response at the meeting nor start a debate on the
question. The Mayor/Chair of the meeting may direct that a written or oral
response be given.

A person shall stand when requesting to speak and when speaking (except
when a person has a disability or is likely to suffer discomfort). The
Mayor/Chair of the meeting may at any time permit a person to be seated
when speaking.

A person who speaks at a meeting shall direct his comments to the
Mayor/Chair of the meeting.

Only one person is permitted to speak at a time. If more than one person
wants to speak, the Mayor/Chair of the meeting shall direct the order of
speaking.

Subject to standing order 3(m), a person who attends a meeting is permitted
to report on the meeting whilst the meeting is open to the public. To “report”
means to film, photograph, make an audio recording of meeting
proceedings, use any other means for enabling persons not present to see
or hear the meeting as it takes place or later or to report or to provide oral
or written commentary about the meeting so that the report or commentary
is available as the meeting takes place or later to persons not present.

A person present at a meeting may not provide an oral report or oral
commentary about a meeting as it takes place without permission.
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The press shall be provided with reasonable facilities for the taking of their
report of all or part of a meeting at which they are entitied to be present.

Subject to standing orders which indicate otherwise, anything authorised or
required to be done by, to or before the Mayor of the Council may in their
absence be done by, to or before the Deputy Mayor of the Council (if any).

The Mayor/Chair, if present, shall preside at a meeting. If the Mayor/Chair is

absent from a meeting, the Deputy Mayor/Vice-Chair, if present, shall
preside. If both the Mayor/Chair and the Deputy Mayor/Vice-Chair are
absent from a meeting, a councillor as chosen by the councillors present
at the meeting shall preside at the meeting.

Subject to a meeting being quorate, all questions at a meeting shall be
decided by a majority of the councillors or councillors with voting rights
present and voting.

The Mayor/Chair of a meeting may give an original vote on any matter put
to the vote, and in the case of an equality of votes may exercise their
casting vote whether or not he gave an original vote.

See standing orders 5(i) and (j) below for the different rules that apply in the
election of the Mayor/Chairman of the Council at the annual meeting of the
council.

Unless standing orders provide otherwise, voting on a question shali be by
a show of hands. At the request of a councillor, the voting on any guestion
shall be recorded so as to show whether each councillor present and voting
gave his vote for or against that question. Such a request shall be made
before moving on to the next item of business on the agenda.

The minutes of a meeting shall include an accurate record of the following:

i, the time and place of the meeting;

ii. the names of councillors present and absent;

ii. interests that have been declared by councillors and non-councillors
with voting rights;

iv. whether a councillor or non-councillor with voting rights left the
meeting when matters that they held interests in were being
considered,;

v. if there was a public participation session; and

vi. the resolutions made.
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A councillor or a non-councillor with voting rights who has a disclosable
pecuniary interest or another interest as set out in the council's code of
conduct in a matter being considered at a meeting is subject to statutory
limitations or restrictions under the code on his right to participate and vote
on that matter.

No business may be transacted at a meeting unless at least one-third of
the whole number of members of the council/committee are present and in
no case shall the quorum of a meeting be less than three.

See standing order 4d(viii) below for the quorum of a committee or sub-

committee meeting.

If a meeting is or becomes inquorate no business shall be transacted and
the meeting shall be closed. The business on the agenda for the meeting

shall be adjourned to another meeting.

A meeting shall not exceed a period of ( 3 ) hours.

Committees and sub-committees

Unless the council determines otherwise, a committee may appoint a sub-
committee whose terms of reference and members shall be determined by the
committee.

The members of a committee may include non-councillors unless it is a committee
which regulates and controls the finances of the council.

Unless the council determines otherwise, all the members of an advisory
committee and a sub-committee of the advisory committee may be non-
councillors.

The council may appoint standing committees or other committees as may be
necessary, and:

i, shall determine their terms of reference;

i shall determine the number and time of the ordinary meetings of a standing
committee up until the date of the next annual meeting of full council

i.  shall permit a committee, other than in respect of the ordinary meetings of a
committee, to determine the number and time of its meetings;

iv. shall, subject to standing orders 4(b) and (c) above, appoint and determine
the terms of office of members of such a committee;




v. may, subject o standing orders 4(b) and (c) above, appoint and determine
the terms of office of the substitute members to a committee whose role is to
replace the ordinary members at a meeting of a committee if the ordinary
members of the committee confirm fo the Town Clerk/Proper Officer ( 7 )
days before the meeting that they are unable to attend;

vi. shall, after it has appointed the members of a standing committee, appoint
the Chairman of the standing committee;

vii. shall permit a committee other than a standing committee, to appoint its own
Chairman at the first meeting of the committee;

vii. shall determine the place, notice requirements and quorum for a meeting of
a committee and a sub-committee which shall be no less than three;

ix. shall determine if the public may participate at a meeting of a committee;

x.  shall determine if the public and press are permitted to attend the meetings
of a sub-committee and also the advance public notice requirements, if any,
required for the meetings of a sub-committee;

xi. shall determine if the public may patticipate at a meeting of a sub-committee
that they are permitted to attend; and

xii. may dissolve a committee.

Ordinary council meetings
In an election year, the annual meeting of the council shall be held on or within 14

days following the day on which the new councillors elected take office.

In a year which is not an election year, the annual meeting of a council shall be
held on such day in May as the council may direct.

If no other time is fixed, the annual meeting of the council shail take place at 6pm.

In addition to the annual meeting of the council, at least three other ordinary
meetings shall be held in each year on such dates and times as the council directs.

The first business conducted at the annual meeting of the council shall be the
election of the Mayor / Chair and Deputy Mayor / Chair of the Council.

The Mayor of the Council, unless they have resigned or becomes disqualified, shall
continue in office and preside at the annual meeting until their successor is elected
at the next annual meeting of the council.

The Deputy Mayor of the Council, if any, unless they resign or becomes
disqualified, shall hold office until immediately after the election of the Deputy
Mayor of the Council at the next annual meeting of the council.




In an election year, if the current Mayor of the Council has not been re-elected as a
member of the council, they shall preside at the meeting until a successor Mayor of
the Council has been elected. The current Mayor of the Council shall not have an
original vote in respect of the election of the new Mayor of the Council but must give
a casting vote in the case of an equality of votes,

In an election year, if the current Mayor of the Council has been re-elected as a
member of the council, they shall preside at the meeting until a new Mayor of the
Council has been elected. They may exercise an original vote in respect of the
election of the new Mayor of the Council and must give a casting vote in the case
of an equality of votes.

Following the election of the Mayor and Deputy Mayor of the Council at the annual

meseting of the council, the business of the annual meeting shali generally include:

i In an election year, delivery by the Mayor of the Council, Deputy Mayor and
councillors of their acceptance of office forms unless the council resolves for
this to be done at a later date. In a year which is not an election year, delivery
by the Mayor and Deputy Mayor of the Council of his acceptance of office
form unless the council resolves for this to be done at a later date;

i, Confirmation of the accuracy of the minutes of the iast meeting of the council;

i.  Receipt of the minutes of the last meeting of a committee;

iv.  Consideration of the recommendations made by a committee;

V. Review of delegation arrangements to committees, sub-committees, staff
and other loca!l authorities;

vi. Review of the terms of reference for committees;

vi. Appointment of members to existing committees;

viil. Appointment of any new committees in accordance with standing order 4

above,
ix. Review and adoption of appropriate standing orders and financial
regulations;

x.  Review of arrangements, including any charters and agency agreements,
with other local authorities and review of contributions made to expenditure
incurred by other local authorities;

xi. Review of representation on or work with external bodies and arrangements
for reporting back;

xi. In an election year, to make arrangements with a view to the council
becoming eligible to exercise the general power of competence in the future;

xii. Review of inventory of land and assets including buildings and office
equipment;

xiv. Confirmation of arrangements for insurance cover in respect of all insured
risks;

xv. Review of the council's and/or staff subscriptions to other bodies;




xvi. Review of the council's complaints procedure;

«ii. Review of the council's policies, procedures and practices in respect of its
obligations under the Freedom of Information and Data Protection Legislation
(see also standing orders 11, 20 and 21),

xvii. Review of the council’s policy for dealing with the press/media;

xix. Review of the Council's employment policies and procedures;

xx. Review of the Council's expenditure incurred under s.137 of the Local Government
Act 1972 or the general power of competence.

xxi. Determining the time and place of ordinary meetings of the full council up to
and including the next annual meeting of full council.

Extraordinary meetings of the councit and committees and sub-committees
The Mayor of the Council may convene an extraordinary meeting of the council at

any time,

If the Mayor of the Council does not or refuses to call an extraordinary meeting of
the council within seven days of having been requested in writing to do so by two
councillors, any two councillors may convene an extraordinary meeting of the
council. The public notice giving the time, place and agenda for such a meeting
must be signed by the two councillors.

The Chair of a committee [or a sub-committee] may convene an extraordinary
meeting of the committee [or the sub-committee] at any time.

If the Chair of a committee [or a sub-committee] does not or refuses to call an
extraordinary meeting within ( 7 ) days of having been requested by to do so by (
2 } members of the committee [or the sub-committee], any ( 2 ) members of the
committee [and the sub-committee] may convene an extraordinary meeting of a
committee [and a sub-committee].

Previous resolutions

A resolution shall not be reversed within six months except either by a special
motion, which requires written notice by at least ( 6 ) councillors to be given to the
Town Clerk/Proper Officer in accordance with standing order 9 below, or by a
motion moved in pursuance of the recommendation of a committee or a sub-
committee.

When a motion moved pursuant to standing order 7(a) above has been disposed
of, no similar motion may be moved within a further six months.




Voting on appointments

Where more than two persons have been nominated for a position to be filled by
the council and none of those persons has received an absolute majority of votes
in their favour, the name of the person having the least number of votes shall be
struck off the list and a fresh vote taken. This process shall continue until a majority
of votes is given in favour of one person. A tie in votes may be settled by the
casting vote exercisable by the Mayor/Chair of the meeting.

Motions for a meeting that require written notice to be given to the Town
Clerk/Proper Officer

A motion shall relate to the responsibilities of the meeting which it is tabled for and
in any event shall relate to the performance of the council’s statutory functions,
powers and obligations or an issue which specifically affects the council's area or
its residents.

No motion may be moved at a meeting unless it is on the agenda and the mover
has given written notice of its wording to the Town Clerk Proper Officer at least ( 7
) clear days before the meeting. Clear days do not include the day of the notice or
the day of the meeting.

The Town Clerk/Proper Officer may, before including a motion on the agenda
received in accordance with standing order 9(b) above, correct obvious
grammatical or typographical errors in the wording of the motion.

if the Town Clerk/ Proper Officer considers the wording of a motion received in
accordance with standing order 9(b) above is not clear in meaning, the motion
shall be rejected until the mover of the motion resubmiits it in writing to the Town
Clerk/Proper Officer so that it can be understood at least ( 5 ) clear days before
the meeting.

If the wording or subject of a proposed motion is considered improper, the Town
Clerk/Proper Officer shall consult with the Mayor/Chair of the forthcoming meeting
or, as the case may be, the councillors who have convened the meeting, to
consider whether the motion shall be included in the agenda or rejected.

The decision of the Town Clerk/Proper Officer as to whether or not to include the
motion on the agenda shall be final.

Motions received shall be recorded in a book for that purpose and numbered in
the order that they are received.
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Motions rejected shall be recorded in a book for that purpose with an explanation
by the Town Clerk/Proper Officer for their rejection.

Motions at a meeting that do not require written notice

The following motions may be moved at a meeting without written notice to the

Town Clerk/Proper Officer,

i. to correct an inaccuracy in the draft minutes of a meeting;

ii. to move to a vote,

ili. to defer consideration of a motion;

iv. to refer a motion to a particular committee or sub-committee;

v. to appoint a person to preside at a meeting;

vi. to change the order of business on the agenda;

vii. to proceed to the next business on the agenda;

viii. to require a written report;

ix. to appoint a committee or sub-committee and their members;

x. to extend the time limits for speaking;

xi. to exclude the press and public from a meeting in respect of confidential or
sensitive information which is prejudicial to the public interest;

xii. to not hear further from a councillor or a member of the public;

xiii. to exclude a councillor or member of the public for disorderly conduct;

xiv. to temporarily suspend the meeting;

xv. to suspend a particular standing order (unless it reflects mandatory statutory
requirements);

xvi. to adjourn the meeting; or

xvii. to close a meeting.

Management of Information
See also standing order 20.

The Counci! shall have in place and keep under review, technical and
organisational measures to keep secure information (including personal
data) which it holds in paper and electronic form. Such arrangements shall
include deciding who has access to personal data and encryption of
personal data.

The Council shall have in place, and keep under review, policies for the retention
and safe destruction of all information (including personal data) which it holds in
paper and electronic form. The Council's retention policy shall confirm the period
for which information (including personal data) shall be retained or if this is not
possible the criteria used to determine that period (e.g. the Limitation Act 1980).




The agenda, papers that support the agenda and the minutes of a meeting shall
not disclose or otherwise undermine confidential information or personal data
without legal justification.

Councillors, staff, the Council's contractors and agents shall not disclose
confidential information or personal data without legal justification.

Draft Minutes

a If the draft minutes of a preceding meeting have been served on
councillors with the agenda to attend the meeting at which they are due
to be approved for accuracy, they shail be taken as read.

b  There shall be no discussion about the draft minutes of a preceding
meeting except in relation to their accuracy. A motion to correct an
inaccuracy in the draft minutes shall be moved in accordance with
standing order 10(a){i).

¢ The accuracy of draft minutes, including any amendment(s) made to
them, shall be confirmed by resolution and shall be signed by the chair
of the meeting and stand as an accurate record of the meeting to which
the minutes relate.

d I the chair of the meeting does not consider the minutes o be an
accurate record of the meeting to which they relate, they shall sign the
minutes and include a paragraph in the following terms or to the same
effect:

“The chairman of this meeting does not believe that the minutes
of the meeting of the () held on [date] in respect of ( ) were a
correct record but their view was not upheld by the meeting and
the minutes are confirmed as an accurate record of the
proceedings.”

e Ifthe Council's gross annual income or expenditure (whichever is higher)
does not exceed £25.000, it shali publish draft minutes on a website
which is publicly accessible and free of charge not later than one month
after the meeting has taken place.

f Subject to the publication of draft minutes in accordance with standing
order 12(e) and standing order 20(a) and following a resolution which
confirms the accuracy of the minutes of a meeting, the draft minutes or
recordings of the meeting for which approved minutes exist shail be
destroyed.
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Code of conduct and dispensations
See also standing order 3(u) above.

All councillors and non-councillors with voting rights shall observe the code of
conduct adopted by the council.

Unless they have been granted a dispensation, a councillor or non-councillor with
voting rights shall withdraw from a meeting when it is considering a matter in which
they have a disclosable pecuniary interest. They may return to the meeting after it
has considered the matter in which he had the interest.

Unless they have been granted a dispensation, a councillor or non-councillor with
voting rights shali withdraw from a meeting when it is considering a matter in which
they have another interest if so required by the council's code of conduct. They
may return to the meeting after it has considered the matter in which they had the
interest.

Dispensation requests shall be in writing and submitted to the Town Clerk
Proper Officer as soon as possible before the meeting, or failing that, at the start
of the meeting for which the dispensation is required.

A decision as to whether to grant a dispensation shall be made by the Town
Clerk/Proper Officer and that decision is final.

A dispensation request shall confirm:

i. the description and the nature of the disclosable pecuniary interest or other
interest to which the request for the dispensation relates;

i.  whether the dispensation is required to participate at a meeting in a
discussion only or a discussion and a vote;

ii.  the date of the mesting or the period (not exceeding four years) for which the
dispensation is sought; and

iv. an explanation as to why the dispensation is sought.

Subject to standing orders 13(d) and {(f) above, dispensations requests shall be
considered by the Town Clerk/Proper Officer before the meeting or, if this is not
possible, at the

start of the meeting for which the dispensation is required.

A dispensation may be granted in accordance with standing order 13(e) above if
having regard to ali relevant circumstances the following applies:

I without the dispensation the number of persons prohibited from participating




14.

in the particular business would be so great a proportion of the meeting
transacting the business as to impede the transaction of the business or

i,  granting the dispensation is in the interests of persons living in the council's
area or

i. it is otherwise appropriate to grant a dispensation.

Code of conduct complaints

Upon notification by the District or County Council that it is dealing with a complaint
that a councillor or non-councillor with voting rights has breached the council's
code of conduct, the Town Clerk/Proper Officer shall, subject to standing order 11
above, report this to the council.

Where the notification in standing order 14(a) above relates to a complaint made
by the Town Clerk/Proper Officer, the Proper Officer shall notify the Mayor of
Council of this fact, and the Mayor shall nominate the Finance Officer to assume
the duties of the Town Clerk/Proper Officer in relation to the complaint until it has
been determined and the council has agreed what action, if any, to take in
accordance with standing order 14(d) below.

The council may:

i provide information or evidence where such disclosure is necessary to
progress an investigation of the complaint or is required by law;

i seek information relevant to the complaint from the person or body with
statutory responsibility for investigation of the matter;

Upon notification by the District or County Council that a councillor or non-
councillor with voting rights has breached the council's code of conduct, the council
shall consider what, if any, action to take against him. Such action excludes
disqualification or suspension from office.

Town Clerk/Proper Officer
The Town Clerk/ Proper Officer shall be either (i) the Town Clerk or (i) the Deputy

Clerk when the Town Clerk is absent.

The Proper Officer shall.

L at least three clear days before a meeting of the council, a committee or
a sub-commitiee,

« serve on councillors by delivery or post at their residences or by email
authenticated in such manner as the Town Clerk/Proper Officer thinks fit,
a signed summons confirming the time, place and the agenda (provided
the councillor has consented to service by email), and




iii.

iv.

vi.
vii.

viii.

Xi.

Xii.

xiii.

Xiv.

XV,

XVi.

« Provide, in a conspicuous place, public notice of the time, place and
agenda (provided that the public notice with agenda of an extraordinary
meeting of the Council convened by councillors is signed by them).

See standing order 3(b) above for the meaning of clear days for a meeting of
a full council and standing order 3(c) above for a meeting of a committee.
subject to standing order 9 above, include on the agenda all motions in the
order received unless a councillor has given written notice at least ( 5 ) days
before the meeting confirming his withdrawal of it;

convene a meeting of full council for the election of a new Mayor of the
Council, occasioned by a casual vacancy in his office;

facilitate inspection of the minute book by local government electors;
receive and retain copies of byelaws made by other local authorities;

retain acceptance of office forms from councillors;

retain a copy of every councillor's register of interests;

assist with responding to requests made under the Freedom of Information
Act legislation and rights exercisable under the General Data Protection
Regulations, in accordance with the council's policies and procedures;
receive and send general correspondence and notices on behalf of the
council except where there is a resolution to the contrary;

assist in the organisation of, storage of, access to, security of and destruction
of information held by the Council in paper and electronic form subject to the
requirements of data protection and freedom of information legislation and
other legitimate requirements (e.g. the Limitation Act 1980);

arrange for legal deeds to be executed; See also standing order 23 below.

arrange or manage the prompt authorisation, approval, and instruction
regarding any payments to be made by the council in accordance with the
council’s financial regulations;

record every planning application notified to the council and the council's
response to the local planning authority in a book for such purpose;

refer a planning application received by the council to the Chairman or in his
absence the Vice-Chairman of the Planning Committee within two working
days of receipt to facilitate an extraordinary meeting if the nature of a planning
application requires consideration before the next ordinary meeting of
planning committee;

manage access to information about the council via the publication scheme;
and

retain custody of the seal of the council which shall not be used without a
resolution to that effect. See also standing order 22 below.




16.

17.

Responsible Financial Officer

The Finance Officer shall undertake the work of the Responsible Financial Officer
when the Responsible Financial Officer is absent.

Accounts and accounting statements

“Proper practices” in standing orders refer to the most recent version of
Governance and Accountability for Local Councils — a Practitioners’ Guide
(England).

All payments by the council shall be authorised, approved and paid in accordance
with the law, proper practices and the council’s financial regulations.

The Responsible Financial Officer shall supply to the Finance & General Purposes
Committee a statement to summarise:

i.  the council's payments made during the period being reported;

ii. the council's aggregate receipts and payments for the year to date;

ii.  the balances held at the end of the period being reported.

and which includes a comparison with the budget for the financial year and
highlights any actual or potential overspends.

As soon as possible after the financial year end at 31 March, the Responsible

Financial Officer shall provide the Finance & General Purposes Committee with a

statement to summarise:

i. the council's payments during the period being reported,

i. the council's aggregate receipts and payments for the year;

ii. the balances held at the end of year; and

iv. the accounting statements for the year in the form of Section 2 of the annual
return, as required by proper practices, for consideration and approval.

The year end accounting statements shall be prepared in accordance with proper
practices and applying the form of accounts determined by the council (receipts
and payments, or income and expenditure) for a year to 31 March. The completed
annual return of the council, which is subject to external audit, including the annual
governance statement, shall be presented to the Finance & General Purposes
Committee for consideration and formal approval before 30 June.

Financial controls and procurement
The Council shall consider and approve financial regulations drawn up by the

Responsible Financial Officer, which shall include detailed arrangements in
respect of the following:




the keeping of accounting records and systems of internal controls;
the assessment and management of financial risks faced by the Council;

the work of the independent internal auditor in accordance with proper
practices and the receipt of regular reports from the internal auditor, which
shall be required at least annually;

the inspection and copying by councillors and local electors of the Council's
accounts and/or orders of payments; and

whether contracts with an estimated value below £25,000 due to special
circumstances are exempt from a tendering process or procurement
exercise.

Financial regulations shall be reviewed regularly and at least annually for fitness
of purpose.

A public contract regulated by the Public Contracts Regulations 2015 with an
estimated value in excess of £25,000 but less than the relevant thresholds referred
to in standing order 18(f) is subject to the “light touch” arrangements under
Regulations 109-114 of the Public Contracts Regulations 2015 unless it proposes
to use an existing list of approved suppliers (framework agreement).

Subject to additional requirements in the financial regulations of the Councll, the
tender process for contracts for the supply of goods, materials, services or the
execution of works shall include, as a minimum, the following steps:

iii.

a specification for the goods, materials, services or the execution of works
shall be drawn up;

an invitation to tender shall be drawn up to confirm (i) the Counci’s
specification (ii) the time, date and address for the submission of tenders (jii)
the date of the Council's written response to the tender and (iv) the prohibition
on prospective contractors contacting councillors or staff to encourage or
support their tender outside the prescribed process;

the invitation to tender shall be advertised in a local newspaper and in any
other manner that is appropriate;

tenders are to be submitted in writing in a sealed marked envelope
addressed to the Town Clerk/Proper Officer,

tenders shall be opened by the Town Clerk/Proper Officer in the presence of
at least one councilior after the deadline for submission of tenders has
passed;
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vi. tenders are to be reported to and considered by the appropriate meeting of
the Council or a committee or sub-committee with delegated responsibility.

Neither the Council, nor a committee or a sub-committee with delegated
responsibility for considering tenders, is bound to accept the lowest value tender.

Where the value of a confract is likely to exceed the threshold specified by the
Office of Government Commerce from time to time, the Council must consider
whether the Public Contracts Regulations 2015 or the Utilities Contracts
Regulations 2016 apply to the contract and, if either of those Regulations apply,
the Council must comply with procurement rules. NALC'’s procurement guidance
contains further details.

Handling staff matters

A matter personal to a member of staff that is being considered by a meeting of
council or { personnel ) sub-committee is subject to standing order 11 above.

Subject to the council’s policy regarding absences from work, the council's most
senior member of staff shall notify the Chair of the ( personnel } sub-committee or,
if he is not available, the Vice-Chair of the ( personnel ) sub-committee] of absence
occasioned by illness or other reason at its next meeting.

Any two members of the Personnel Sub-committee shall upon a resolution conduct
an annual appraisal of the Town Clerk, the appraisal shall be reported in writing.

Following an appraisal of the Town Clerk the councillors involved shall simply
report back to Full Council that an appraisal has been carried out and not refer to
any other items raised.

Subject to the council's policy regarding the handling of grievance matters, the
council's most senior employee shali contact the Chair of the ( personnel ) sub-
committee or in his absence, the Vice-Chair in respect of an informal or formal
grievance matter, and this matter shall be reported back and progressed by
resolution of the ( personnel ) sub-committee,

Subject to the council’s policy regarding the handling of grievance matters, if an
informal or formal grievance matter raised by the Town Clerk relates to the Mayor
or any Councillor, this shall be communicated to a member of the { Grievance
Panel ), which shall be reported back and progressed by resolution of the
(Grievance Panel ).
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21.

22,

Any persons responsible for all or part of the management of staff shall treat the
written records of all meetings relating to their performance, capabilities, grievance
or disciplinary matters as strictly confidential and secure.

In accordance with standing order 11(a), persons with line management
responsibilities shall have access to staff records referred to in standing order

19(f).

Requests for information

See also standing order 21.

In accordance with freedom of information legislation, the Council shall publish
information in accordance with its publication scheme and respond to requests for
information held by the Council.

If gross annual income or expenditure (whichever is the higher) exceeds £200,000
The Council, shall publish information in accordance with the requirements of the
Local Government (Transparency Requirements) (England) Regulations 2015.

Responsibilities under Data Protection Legislation

(Below is not an exclusive list).
See also standing order 11.

The Council may appoint a Data Protection Officer.

The Council shalt have policies and procedures in place to respond to an individual
exercising statutory rights concerning his personal data.

The Council shall have a written policy in place for responding to and managing a
personal data breach.

The Council shall keep a record of all personal data breaches comprising the facts
relating to the personal data breach, its effects and the remedial action taken.

The Council shall ensure that information communicated in its privacy notice(s) is
in an easily accessible and available form and kept up to date.

The Council shall maintain a written record of its processing activities.

Relations with the press/media

Requests from the press or other media for an oral or written comment or
statement from the Council, its councillors or staff shall be handled in accordance
with the Council’s policy in respect of dealing with the press and/or other media.
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Execution and sealing of legal deeds

See also standing orders 15(b)(xii) and (xvii) above.

24.

25.

26.

A legal deed shall not be executed on behalf of the council unless authorised by a
resolution.

Subject to standing order 23(a) above, the council's common seal shall alone be
used for sealing a deed required by law. It shall be applied by the Town
Clerk/Proper Officer in the presence of two councillors who shall counter sign the
deed as witnesses.

Communicating with District and County or Unitary councillors

An invitation to attend a meeting of the council shall be sent, together with the
agenda, to the ward councillor(s) of the District and County Council representing
the area of the council.

Unless the council determines otherwise, a copy of each letter sent to the District
and County Council shall be sent to the ward councillor(s) representing the area
of the council.

Restrictions on councillor activities

Unless authorised by a resolution, no councillor shall:

i. inspect any land and/or premises which the council has a right or duty to
inspect; or

ii. issue orders, instructions or directions.

Standing orders generally

All or part of a standing order, except one that incorporates mandatory statutory
requirements, may be suspended by resolution in relation to the consideration of
an item on the agenda for a meeting.

A motion to add to or vary or revoke one or more of the council’s standing orders,
except one that incorporates mandatory statutory requirements, shall be proposed
by a special motion, the written notice by at least ( 12 ) coungillors to be given to
the Town Clerk/Proper Officer in accordance with standing order 9 above.

The Town Clerk/Proper Officer shall provide a copy of the council’s standing orders
to a councillor as soon as possible after he has delivered his acceptance of office
form.




d  The decision of the Mayor/Chair of a meeting as to the application of standing
orders at the meeting shall be final.




The General Power of Competence
An introduction to key facts for local councils’

Local councils in England were given a ‘general power of competence’ (GPC) in the
Localism Act 2011, sections 1 to 8. This paper explains the freedom granted by the general
power, the criteria to be met before a local council can use it and some restrictions on using
the power. It notes the CiLCA questions and pass criteria (see also the Portfolio Guide
2012) and some useful weblinks. The power does not apply to parish meetings or to local
authorities in Wales.

The freedom of the GPC

Councils no longer need to ask whether they have a specific power to act. The GPC (LA
2011 s1(1)) gives local authorities, including eligible local coungils, “the power to do anything
that individuals generally may do” as long as they don't break other laws. it is a ‘power of
first resort’; this means that when searching for a power to act, the first question you ask is
whether you can use the GPC. To find the answer, you ask whether an individual is
normally permitted to act in the same way. For example:

« An individual can't impose taxes on other people — so a local council can't use the
GPC to raise taxes.

On the other hand, an individual
« could run a community shop or post office (provided they abide by relevant rules) —
s0 a local council can do likewise;
» can set up a company to provide a service. The GPC clearly permits a local council
to engage in commercial activity as long as it sets up a company or co-operative
society (s4) for this purpose.

Sometimes a council can do things that an individual can’t do — such as creating byelaws,
raising a precept or issuing fixed penalty notices - but it must do so using the specific original
legisiation. The GPC does not mean that the council can delegate decisions to individual
councillors — this is a procedural matter that remains enshrined in law.

The Government hopes that the GPC gives local councils confidence in their legal capacity
to act for their communities. It encourages councils to use this power to work with others in
providing cost-effective services and facilities in innovative ways to meet the needs of local
people. The council can lend or invest money; it can trade; it can even sell energy to the
National Grid. If another authority has a statutory duty, then it remains their duty to provide
that service (eg education, waste collection, social services) but local councils can still help
out. For example, a local council can support a school in many ways, just as an individual
might. It could even help a community trust to run a local school.

The council can undertake activities using the GPC anywhere — not just in the parish
(s1(4a)). It isn't necessary to worry whether the activity is for the benefit of the council, the
area or the community (s1(4c)) although, in practice, parishioners might object if they can't
see the benefit! And unlike the Local Government Act 1972, s137, it doesn't matter whether
there are any other specific powers permitting the council to take action (s1(5)}. So, for
example, a council can use the GPC to build a sports facility even though there is another
power enabling it to do the same thing (Local Government (Miscellaneous Provisions) Act
1976 s19).

As always, the council is expected to act in accordance with the general principle of
'reasonableness’ established by the Wednesbury court case in 1948, The judgement made




it clear that a council can exercise reasonable discretion when interpreting legislation
provided that it justifies its decision in terms of relevant, rather than irrelevant, matters.

Criteria for eligibility

The freedom of the GPC is available to local councils that meet two criteria for eligibility (LA
2011 s8) set out in a statutory instrument known as the Parish Councils (General Power of
Competence} (Prescribed Conditions) Order 2012 that came into force in April 2012.

A local council must decide, at a full meeting of the council, that it meets the criteria for
eligibility at that particular point in time. A resolution to this effect must be written clearly in
the minutes of that meeting. The council is then required to revisit that decision and make a
new resolution at every ‘relevant’? annual meeting of the council to confirm that it still meets
the criteria (if it does). This means that eligibility remains in place until the first annual
meeting of the council after the ordinary election even if the condition of the eligibility criteria
has changed. The two criteria are:

Elected councillors

At the precise moment that the council resolves that it meets the criteria, the number of
councillors elected at the last ordinary election, or at a subsequent by-election, must equal or
exceed two thirds of its total number of councillors.

Elected councillors include all councillors who stood for election whether or not the election
was contested. Co-opted or appointed coungcillors do not count as they are not elected.

The total number of councillors means the number of seats on the council including those
that might be vacant.

If two thirds is not a whole number, then it must be rounded up to the next whole number.
For example, if the number of councillors in total is 8 and two thirds is approximately 5.3,
then the number of councillors that must be elected is 6.

Total council 5 16 [7 [8 (9 |1 [1 |1 [1 (1 |1 31 1|1 |12
seats 0 {1 1|2 |3 |415 |6 |7 |8 9 |0
Two thirds 4 |4 (5|6 (6 (7 |8 819 (1 |1 [1 [1 1 {11

0 |0 [1 12 |2 4

The qualified clerk

The clerk must hold at least one of the sector-specific qualifications and should have
completed the relevant training designed as part of the Nationai Training Strategy for local
councils. From April 2012, this training is undertaken as part of a clerk’s preparation for one
of the recognised sector-specific qualifications. Where a clerk studied for one of these
quaiifications before April 2012, they undertake the relevant training and must pass the short
section 7 of CILCA 2012 in order to be fully qualified for the purposes of the GPC (see
below)®.

The recognised sector-specific qualifications are:

The Certificate in Local Council Administration (CILCA) awarded by the Monitoring and
Verification Board (or previously by the AQA)

2 A ‘relevant’ annual meeting is the annual meeting of the councll after the ordinary election that normally
takes place every four years. The confirmation does not have to take place every year.

3 A clerk who studied the University of Gloucestershire module covering law for local councils before the
academic year 2012/13 (but who doesn’t have CiLCA 2012) must also pass Section 7 of CILCA 2012.

2




The higher education qualifications for clerks awarded by the University of Gloucestershire
or its predecessor institutions, namely:

The Certificate of Higher Education in Local Council Administration
The Certificate of Higher Education in Local Policy

The first level of the Foundation Degree in Community Engagement and Governance (the
Level Four course)

Any equivalent successor gualification

It is important that the council pays attention to the advice of its trained and qualified clerk
when taking decisions to ensure that it acts lawfully.

Since the GPC can be used for most of the activities of the council rather than for unusual
one-off projects, the council cannot employ a clerk on a short-term contract specifically for
using the power. If the council loses its qualified clerk or has insufficient elected councillors,
then it must record its ineligibility at the next ‘relevant’ annual meeting of the council (that is
the one, after the next ordinary election). If it has already started an activity under the GPC
for which there is no other specific power, it remains eligible for the purpose of completing
that activity, but it can't start anything new under the power until it is in a position to make
the formai decision that it meets the criteria. The council must go back to identifying whether
it has a specific power to act and use the restricted s137 if there is no appropriate specific
power. When entering into a contract under the GPC, a council should be cautious if the
contract lasts beyond the next annual meeting when the council might no longer be eligible
to use the GPC. There is a risk of legal action if the council ends the contract unexpectedly.
It is wise to seek legal advice when setting up the contract.

Risks and restrictions limiting the GPC

There are some risks associated with using the GPC. Inadequate community support or
insufficient funding are significant risks while there are several statutory or legal restrictions
that a local council should consider before using the power. Clerks and councillors should
be aware of the following restrictions that potentially could limit the use of the GPC.

« If a council is already subject to a statutory duty, then that duty remains in place. So,
for example, a local council that is eligible to use the GPC must continue to abide by
its duties. For example:

_ The council has a duty to act with regard to the likely effect on crime and disorder
and to do all it can to prevent crime and disorder in its area (Crime and Disorder
Act 2006 s17).

_  The Natural Environment and Communities Act 2006 s40 imposes a duty on local
councils to consider conserving biodiversity in exercising its functions.

—  The Smallholding and Aliotments Act 1908 s23(1) gives councils a duty to
provide allotments if they are of the opinion that there is a demand for them.

« There are also many procedural and financial duties that remain in place for
regulating the governance of a local council.

« Furthermore, the council must comply with employment law, Health and Safety
legislation, equality legislation and duties related to data protection and freedom of
information for example.




The council must set up a company or co-operative society of it wishes to trade. i
the council sets up a company or co-operative society it must abide by company law.
Councils are advised to refer to more detailed Government guidance on trading and
on charging (see links below). The council can charge for services provided under
the GPC4,

If the council wants to invest in a local business to support the local economy, it
should follow Government advice on investment (see links below). [f it wishes to
support a community enterprise, an economic development grant might be a sensible
option.

Remember, if another authority has a statutory duty, then it remains their duty to
provide that service (eg education). If you are worried that you might be encroaching
on another authority’s duty, then ask whether an individual, a private company or a
community trust might be abie to step in and help. If they can, then so can the local
council (although it might need to set up an appropriate delivery body first).

If the action the council wishes to take is also covered by a specific power then any
restrictions that apply to the overlapping power are still in force. So if existing
legislation requires the council to ask permission before acting, then it must do so.
For example, the council asks permission from the Highways Authority before doing
work on roadside verges.

The GPC is a power and not a source of money. It cannot be used to raise the precept and
if loans are needed then normal procedures apply. The council can seek other sources of
finance such as the Community Infrastructure Levy, grant funding, sponsorship, commercial
activity and agreements with other authorities. As always, the council should ensure
support from local taxpayers.

So councils cannot use the GPC primarily to raise money but they can receive income as a
consequence of using the power for a different primary purpose. For example, a council
could give financial assistance to a struggling local enterprise by purchasing share capital
just as any individual could. Similarly the council could lend money to support a local activity
and earn interest on the loan and it can raise sponsorship for a community project.

Although councils are encouraged to be innovative, they should be aware of the risks
involved in using the power in addition to a lack of money or community support. For
example:

There is a risk of being challenged
Trading activities could damage competing local activities
The council risks its reputation and public money if a project goes wrong

$137 and the power of well-being (PWB)
How do these two powers relate to the GPC?

The money that can be spent under the Local Government Act 1972 $137 is limited
while the power is restricted by regulations for use and scope; for example, councils
must keep specific accounts for s137, they cannot use the power to give money to
individuals and spending must be commensurate with the benefit gained. In addition
a council can’t use s137 if another specific power exists. A council that is eligible to

43f councils have a statutory duty to provide a service free of charge, they cannot charge for that service. This
provision applies to principal authorities but does not affect local councils as they are not required by law to
provide any services free of charge




use the GPC can no longer use s137 as a power for taking action for the benefit of
the area or its community (Sch 1(1))°.

e The PWB (Local Government Act 2000 s2) offered councils more opportunity to
improve and promote the econamic, social and environmental well-being of an area
and its community with no restrictions on spending. However, in England it has now
been replaced by the general power of competence which offers even more freedom
to act. Transitional arrangements allow councils to complete projects started under
the PWB.

Further changes affecting the GPC
The Secretary of State for Communities and Local Government has the power to change the
enacted legislation (s5) so it is important to keep up to date with legal advice. Changes will
not be made without consultation and should therefore come as no surprise. The
Government is keen to know whether there are any additional restrictions affecting the use
of the GPC so that it can consider removing them. Contact the Society of Local Council
Clerks or the National Association of Local Councils (via your County Association) if you
wish to draw attention to any legislative constraints affecting the use of the power.
The CiLCA Questions
Clerks are required to respond to these tasks cotrectly in order to pass CiLCA. They write a
paragraph of approximately 200 words.

e What is the general power of competence and where is it found?

s What criteria must local councils meet to be eligible to use the general power of
competence and when must a council confirm that it is eligible?

» List four restrictions to consider before using the power for a specific purpose.

» List three activities that your council might undertake using the general power of
competence giving any restrictions that might apply to these activities

Pass criteria
« A clear understanding of the general power of competence
« A clear explanation of the eligibility criteria and arrangements for confirming eligibility
» Alist of four possible restrictions to consider before using the power

e Alist of three activities with appropriate restrictions

Useful web links

The Localism Act 2011  http://iwww.leqislation.gov.uk/ukpga/2011/20/contents/enacted

Parish Councils (General Power of Competence) (Prescribed Conditions) Order 2012
http://www.legislation.gov.uk/ukdsi/2012/9780111519868

The Localism Act 2011: Explanatory notes
hitp:/iwww legislation.qov, uk/ukpga/2011/20/notes/division/5/1/1

5 Note that s137(3) which permits the council to contribute to UK charities, public sector funds and public
appeals remains in place.
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INCOME AND EXPENDITURE ACCOUNT
For the Period ended 31 March 2023

2022i23 2021/22

INCOME £ £
Precept on District Councit 915,510 873,950 ;
Bark and Investment Interest 12,002 293
Allotments 10,634 10,370 5
Rental Receipts 15,809 16,107
Museum/Heritage Sales 7,172 5179
Piay Areas 9,000 0
Community Infrastructure Levy 65,741 14,927 |
CCTV High Street Fund 28,085 6]
Other 9,892 3,445

1,073,845 924,271
EXPENDITURE
Employees/Administration 530,728 470,602
Democratic Costs 0 5,740
Civic and Ceremanial 24,834 15,257
Premises 164,464 174,482
Services 503,530 264,796
Fees 7,244 3,180
Museum/Heritage 20,749 15,372

1,251,549 949,409
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GENERAL FUND

Balance as at 1 April

Add: Total Income
Deduct: Total Expenditure

Transfer (to)/from Reserves and Provisions:

New Services

Tree Planting
Museum/Heritage

Bus Shelters

Ward Grants

Town Grants

FTC Elections

Armed Forces Day
Benches

Play Areas

CCTYV Maintenance
Christmas Events (Cheritor}
Neighbourhooa Fund (CIL)
Lunches for Children
Christmas Gifts for Children
Guildhall Umbreila Project
QOutstanding Invoices

General Reserve Balance at 31 March

93,667
(20,000)
52,100
(3,500)
19,393
(1,217)
(10,200)
(3,445)
0
86,606
(20,202)
(420)
(31,882)
0

o

3,117
455

248,400
1,073,845
1,251,549

70,656

0
0
78,091
3,855
(4,708)
4,454
(16,200)
0

(100)

0

0

978
(14,927)
1,030
(1,030)
(5,425)

221,520
§24,271
948,409
196,382

5/Page




Balance Sheet as at 31 March 2023

Fixed Assets 2022{23 2021722
£ £
Freehold Land and Buildings 700,000 700,000
Vehicles and Equipment 551,531 392,831
Community Assets 2,335,005 3,687,436 2,335,906 3,428,738
3,587 436 3,428,735

Current Assets

Sundry Debtors 0 0
HM Revenue & Customs - VAT 50,391 15,610
Prepayments 0 0
Stock Balance (Museum Merchandise) 895 1,051
Current Bank Account : 101,232 114,763
Deposit Bank Account 50,00 250,000
Short Term Investments 500,000 500,000
Receipts Account 1,000 1,000
Petty Cash 48 55
Museum Shop Float 100 100
Corporate Credit Card 1,500 705,168 1,600 884,172

Current Liabilities

Sundry Creditors 2,332 3,078
Receipts in Advance 6,154 7,513
Accruals 41,784 50,270 40,983 51,574
Net Current Assets 654,896 832,598

Long Term Liabiiities

PWLB Outstanding Loan for Office Building 058 144 258 144 984,009 084 009

Net Assets 3,984,188 3,977,325
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Represented by:
Fixed Asset Restatement Account
PWLB Qutstanding Loan for Office Building
Capital Receipts Reserve
Earmarked Reserves and Provisions:-
New Services
Tee Planting
Museum/Heritage
Tourism
Bus Sheilters
Ward Grants
Fown Grants
FTC Elections
Armed Forces Day
Sait Bins
Anti-Litter Campaign
Benches
Play Areas
CCTV Maintenance
Christmas Events (Cheriton)
Neighbourhood Fund (CiL)
Christmas Gifts for Children
Community Transport
Guildhall Umbrella Project
Outstanding Invoices

General Reserve

2022723
£

3,587,436
(258,144)
0

0
20,000
159,313
4,735
3,800
0
4,253
30,600
3,445
6,168
2,000
100
13,305
20,203
2,669
68,820
2217
71,303
2,308
4,679

235,188

3,984,188

2021422
£

3,428,736
(284,009)
0

§3,687
0
211.413
4,735
0
19,392
3,036
20,400
0
6,168
2,000
100
400,000
0
2,249
36,938
2,217
71,303
5,425
5,135
93,687
248,400

3,977,325

TiPage




°%edls
uonepaooe Buimolo) ‘snjes rounod pjos Aijenp,, 4o sjediouud ay) bujujeisnsg e
pJOJ 8y} Ojui XoBq POpnjoxe Ajeioos
oy} BuiBeinoous pue UMO] ayj Uil INOIABYSq [B]O0S-jue pue SLWLID O [9AS] 8y} 80npal O] diysusuped
LOfONPaY 18pJOSI(] puB BWLID S 1ounoc) JOLISIJ oA pue auojseyjoo Yim diysieuped ur Bupuos) e

AJUnwiLioo Ino Jo ouqe) [Bioos ey} sAciduwil 0} ssfiNoe dey]
Bureupo-0o pue pie jueib yum suonesiuebio Aiejunjon pue sdnoib Apunuiiiod Jo siom ey} buipioddng e

wis1No} Jo ymoib ayj abeinoous Aqaisy) pue SIo)sin
1IN0 4O eouBLEdXS Bl 9ACIAL O} SORIUNLILIOD 8JNSIS] puB SseuIsng sy} yim diysiauyped Ul BUDLIOAA  ®

UMO) By} Ul saoiAles alignd ey} arouduil o) suopesiuebio
Jayjo pue ‘rounon Aunod sy rounc) Jouisiq oyiAH pue auojsexjoL Yim diysiauped up BUDLIOAn e

A191008 JO S10J08S ffe Aq umoj uno jo soueuIsA0b ayy ul uonedoned seyeaib e buibeinoous e

SAI| oM YOIYM Ui JuBLILOIIAUS 8y} Jo Alifenb pue soueieedde olyj} Buinosdwiy e
-AQ S1UY1 Op O} Wie SpA
_uids Ayunwiioo e ejeleusbal pue splid 2IN0 810jSaJ ‘BU0JS8X|0- JO UMO] N0 8S/[BJIA8I O,

:S| 81n}n} 8y} JOJ UOISSIW N0 PUB MBIASI SIY) JO} dwdy} ay L

NOISSIN S. TTONNOO NMOL FHL

e S T

NOISSIA S, TIONNOJ NMOL 3H1



Ae(] j2lIOWB} ISNED0|OH

teoz Menuer gz

Aepung ssusIguISlUEy

€20¢ 12qUIBAON ¢

sd100) uno aUIYoBy

£20¢ JI2qQUISAON L1

SoUBIqUIBLISY JO USPIED) JO UOHEDIRS(]

£20¢ 1aqUsACN §

Buide uiesIp ulellg Jo seg

£Z07 Jaquisides Si

fesianiuuy A2 A

¢z0zg wnbny G|

Aepung umoy

czoz Anr g

feq epeuen

€elc sunf Qg

sausysld a8y} jo Buisse|g

geoz sunf Gg

suoysayod 4V €20z 8aunr 62
(VAN) AeQ - g £Z0Z sunr g

Aepung AanieH WeNg £Zoz 8uUNf &
wsny a1eq

AIpi] anoA J0Jf S3I0N puUD SIUan3F a4Nin




°%edlon

-gBuiesw dnoib Bunpom jo sbuel apim B Yim Jeyrabo) ‘1esk Aeaa play aie sbBuijea 99O D/IUN0) 06 4O uoibal sy} u|

-2INjoN.S SepIWIW0D B Ybnoiy) sejesedo ssaooid Buew-UQISIOsP S,|IoUnd) ay 1

FHNLON™LS TIONNOD



a5ed| 11

(uonejeoues Jo/pue abueyos o) oalgns ag Aew pue

[EUDISIADID 212 sajep Butjsslu |je jey} 8)oU 2ses|d)

(Ajqmassy umo) $1 Aepsan], 0§ P07 AR
([rPunoy) fenuny) L Aepsony,

81 8T T z 54 707 1adv

141 87 PTOT TN

ST ST 9 9 6c | vToT Atenagayg

I IS4 $707 Alenuep

(195png) 1 611 €T0T _quiada(

SANL

91 0€ | €207 1quidaoN

61 3 ¢ 97 €707 1340120

17 Q7 | £707 quadag

1€ 1€ v €707 ISnony

LT €707 Al

(BunRaA YVOHV) ST ST 9 9 67 €707 sunp

(Alquiassy umoy) €7 Aepsan], 54 €70T ABIAL
(ouno)) [enuuy) 9f Aepsany,

0z 0% SHANL ¥ SANL ¥ LT €707 dy

(Aepsany]) (AepsanyL) (Aepsanyy) (Aepsany) st'61 (Aepsany) (Aepsainygy)
0061 00'81 00°6 NwWo)) 00°61 00°61
APIWWO)Y aapwmo)) sasodimg JUITUOIIAUF U0 IINIWHO)
[ounc)) jnjg -Ng [AUUHO0SId | [E1UIL) Jp DUELULY » ABWILD) $301A12S AIanmmo)) samuey

vZ/€70Z SbuI183N 231 WW0)




°5edlTl

1s9M) JoBoy pue JoMep BpUlieg ‘BUED J9led
‘Auieg uuy ‘Usd)] BjooIN ‘weybulg [ned SIO[IOUnoy €2/ZZ0T SISqUIB|N SSRIUIWIOYD

uswIBYD
189MA JabBoy Jojrouno)d

oUNoD umo] 8y} jo Hoddns sy} 10} SKE0UO |IE O} ob syueyl JnQ
[810 (820} B B |ESW B YlIM PaleIgs|sD ‘Ae( $90104 paulY |Njsssaons Aony "pepushe ajdoad Auell UYoIum JudAe UQ UoIMS b1
SEWISIIYT) [NJSSS00NS JOUJOUE PBY SAA "SISOIHO WINSSNIA 84} JO JUSLUISASILOE PSNURUCD S4) abpojmouoe 0} Sausim SeRILILIOD
ay] ‘uibuans o} yibusns woly ob 0} senunuod WNasniy sy L -Jeak Jsed ay ul SeLU @AY JOW SSRILWO0Y SOOIAISS AJUNWIWOD By L

2313/WILI0Y) SIDINIBS AUNUILIOD



‘1S9 Jeboy
pUE 828||ep DIEYDRY ‘OpEa|y SO ‘Uaa)y| E|OJIN ‘WBYEID Ueyjeuor ‘weybulg jned s10||1ouno) — £2-220¢ dIUSISqUIS|y 8apIluwWoD

uBLUIBYD
wreybuig |ned Jojiounocd

-suBisep Jley) ul seal} Buidssy pue siow Buhueld o} Kjenadse ‘Ajpuatl) AJlejusLULICIIAUS S1om
eyl suoneoydde 0] SWED JI USYM PajUN Sl1am asjjiLlWc) Buluuelq ay) ‘sieaf snojasid ul se ‘uleby

-BuiAng pue Bunuel 10 Buisnoy sjqepioye 1o} pasu sy} Bunesui syaloid Jofeut ou Yum
18xIew au) jo pus AInxny, sy} je pewie siem sjuawdojpasp mau By Jo SWos ‘sieah snolnsid a1

‘pusye o1 ysim Aeyy ji ognd ay) o} usdo aue sbBupesw asay |
-88IIWIWIOD U} AQ UO PIOA B1E PUE [leH UMO | 8y} Je Wwool Bunssul sy} ui ino pallied ale sBunesiy

‘uopeordde Buiuue|d sy} Aq pajoaye ussq aAey JyBiw woym ‘sinogybleu woy sesucdsal sajebou
Auew oABY jou pIp pue paten)is aiam Aay) Udoiym Ul Baie aif) UlypIm Buideay ul alem suolels)e
10 Buippng oy 1 Juasuod Jay} aalb o) Addey sspiuwo) oyl JO SiBquIBL JSOW YA ‘saiuadold
JO SUOIBAOUSI PUB ‘SUOCISUSIX® JOUIW ‘SHIOM [[ews Ajuew Buteq suoneoydde Buiuueid [eoldA}

‘awepued ay) jo Buluuibsq
U} S0UIS 80B) 0} 998} JoW SAeY Ssjiwwoe) Bujuueld sy} a1eum Jeah aje|dwod isiy Ul Buteq siy|

2211wy buiuunjd



adedivl

JSXEA BPUIRE PUE IS1Bld WL 'SfIAUODDN JOULOD ‘SaMme
Kiepy *Ajoy-ogmy Busqy ‘Ussy BIOJIN ‘Keuger uglAg ‘UOHOH pIAB( ‘WEByRID UBULBUCT 'BUBD) 19)3d ‘piol4 ARy SIO|IDUNOD) :£Z/220Z dIYSISGUIBIN SSILILIOD

uBLLIRYD
S{IAUODO JOULOD) JO[[IOUNOD

‘pasnbai
se selowed Bulsixa Uo JNO PaLIEd SoUBUSJUIBW PUEB PEppe SBISWED MSU UM Umo} Sy} punole paacldwi 89 0} SenNuUUod ALDD

‘1eak ay} 1noybnouy) 106png pres 1suiebe soueulopad
fuuoluow pue [IUNCY {ing 8uj o0} uonejussaid loy J8bpng |enuue ey} Buidopasp si uonouny jueuodwi 1sow s8spiuwod syl

"MO|Sq N0 JOS 8B SSWEU SSOUM SIO|[OUNOYD SSOU} JO SJSISUOD Jeak [eiouBuy dU} Buunp S8} XIS }3W YSIym ‘@8RILWo) ay L

2323/WILI0Y) Sa50diNnd [D1aU35) PUD 20UDUI



o%edl¢l

RABAA

gpuljeg pue ‘S|IIALUCDOW touuo) ‘seme Aep ‘sueo BWWoN-gng

10|jIsuno))

-saBusjjeyo mau Jesui pue piemio) of em se JUblg $300] a1} 8y | "8jo. 343 0} wsieuolssajosd
pue ‘aousladxe ‘abpsmouy JO JUNOUIE JSEA B Buig s oym uoos sn Buiuiof yisj) umo] mau
B SABY SAA [I2UNGD BY) JO SaA0S[qo pue swie Sy} Se [[om se speau J8dYo Buigsawl Ul Ylom
poob pue ‘uoiesipep ‘Hoddns JIByl j|e 4o} SSPILW0D gNS St Uo sanbes}joo AW Juey] 0} YSim |

-g]eoB 18U} SASIYOR 0} SISO WNaSN [NHSPUOM INO Bulpnjout ‘Wes) 18010
3yl UIM Splepuels Buppom JUS|jBoXe JSAISp 0} PSNURUOD BABY ‘UMO} BU) O} UOHESIPSP puE
so1y3@ yJom 1ealb yym pue Jeah 1sed siy) sewy Buibus|ieyd Aan swos pey aaey Asy ) H8ID
UMO | JUBJSISSY PUE 18I0 SoUBLI4 8y} 0} $yueyy jeuossed Aui ssaidxa 0} a3 os{e pnom |

"2U0)SSY|0 10 USIP[IYD By}
0} JuswAolua Jo o] e anlb Asy) adoy A JUSWUOHAUS Bjes B Ul wswdinba Ayjenb poob aasiyoe 0} SIOIOB[UCD UM Alssajain yom
sieoQ “Buizewe Hupoo] i puB paYsIqINal Uesq SABY [I0UNoY PUISIg 8y} Wol pajdope eney om Jey sease Aejd bie sy “1eAo
usye} ARy [IOUNOD) 3y} seale Aeld au} Ul SpIepue)ls anoldwi 0] Sem sWie 8soy] Jo sUQ "ueld [BNUUE S UMO] 8} Ul IO 198 sanoalqo
pUE SWIE U} }23W 0] PSnuUjUCD BABY SISOIO sawy BuiBusyeyo esay} Buung oo} saljiwe) JIBY) Ing SISO O} AlUo J0oU ‘spiemal
pue sebusjieyo sBulg Bupuom pugAy psnuiuod sy | “|ie 10} Sl 0} aoeid Jepeq e )i Bup{ews ‘2uoiseN|04 JO jBuSQq Uo S3|0l JjBU} 0}
uonesIpap pue poddns panuiuoD Jidy} Joj SISO PUE YIB|) UMO | JUEISISSY ‘190140 @oUBUIH BY} HUBY} O] YSIM SSJILLCD aNng 3y |

"I9UNOY) UMO ] JE SWi) J8y JSA0 3|0l 8y} O] uoyedlpsp pue ‘diysiapes|
“YI0M pon[eA 2y} 10} Jay jUByY) pue aIninj S} 10} 1S8q SU} |[B Jopuusr 4sim SOIWWION qNg 8l "paidl sey s,pliyD Jajuusy HI8D
UMO | B} S18UM [19UNn0D) S jO aInjonas swebeuew ay 0] abueyo awos Ussd sey 818y | "SUCHIpUOd Buppom pLgAy o} Jdepe Aay)
se ssbusjeyD 8S0U} }2aW O} PEnURUOD SABY SISO "SISO 40} Buipseme) pue BuiBus|ieyo yjoq useq uiebe aouo sey 1eaA siyl

2310 D)-gNS JdUUOSIS



a8ud|91

“SOB[|EA
PIBYOIY PUB JSIEId W] ‘SPEajy S10.l ‘B[IAUODO JOUUDD ‘LOUOH PIAEQ 'PISl3 fey Auiag uuy Aey-ognyy BUSAY SIO[IDUNOD 1€Z/ZC0T SISGIUSIN S8RILILIOY

uBuIRYD
Aox-oumy euaqy 1ojjlouncy)

"Op @M JeyMm JO Leey By} JE JUSLWIUOUIAUS pue Sjeull[d su) Bumnd pue Ajunwwod [eo0] 8y} Ui apel |
Jie 10 ssouateme Buisiel 0} PORILUILLOD St OSRIUWOD 8Y ] 1osloid epeibdn syied Ae|d ey Uo BujuswiLiod Se [j8m se SouBudUEL
paq gniys pue Jemoy ‘sinpeyos bBunueid s81) oy Buipnjoul juswuoliAuS Jno Buposye swe) Auew SISPISUCD SORIWUWOY BYL

-Jeak oy} INOYBNOIY) SSWI IN0} JOLU SBY PUEB SIO(IDUNOD U3} JO SISISUOD SORILILLOY JUSWUCIIAUL PUE a1ewID 8yl

2310 JUUIUOIINUT 7 2IDWUIID



a8ed|Ll .
00S yled au) ui enbuelad dnois) Aunwiwo) Jed Joupey M
0Se'lL abpu4 AJunuIWoD) dU0}SaX|0 4 auo)say|04 Buipsa M
00S Jepie |eso asuodsay payun M
ov0'e SajINISa- sewsuyd uoiisyd spybi sewysuyp uosyd M
0SS S8lJIAISa4 SBUISUYD UOIUSYD BAI9SaY SeulsUyD UoEIBYH M
0GS SUDISSOS JOWIBAA JBIUIN eH AQiunwwod) yainyd Sinos Iy M
A seale Ae|d 2uo}seN|04 3NS50}y sealy Aeld M
G.6 £20¢ opid aplid SU0ISa4j0d i
0052 Aey ur 1SNy {(UMO] DISN|N SUOISY|0]) P OIPNIS MBIAESS L
006 Moyg Alauep asequyono| alen) eseqyono | 1
0052 eA AleyeA alleay| SY1 L
GZ6 109l014 Buoua4 sualpiyd qnjo buoua sepeid i
GlZ'L wooig ui ojAeg ayl UOEIO0SSY Sjuepisay sjAed syl L
005'C uoisuedxg pue jusiusoueyuz qnid (A9r4) gniD sseyD Joiunr suolsay|od 1
002 SyUe] 1soys) Slapunod JuswaAed 1
0052 €20¢ UeAlleYy) oble) abuensg 1
00G'1L uojyjen i 1puueyg sy |sUUBYD 3y} Jo gniD Aeloy 1
00SC ulelg ay} JO [BASS ] (|EWION SHY SPIOAA Buian L
00g’l J1UD SOIAPY WSHNY D10 @onualddy wshny 8y L 1
0SZ'1 (SJUepnIs Gg) £20¢ JequanoN — du | epuold (3snJ | SjooUoS Jeuin {) AWapedy Suoise) |0 1
00S8'C qn|D Young MOVHIN ey seUNWod YHIN L
005672 Z20z [eAlse- Alejuawnoo(] 8uo}ssiio sainjoid IBIOIA 1
056 0081(] JUSHS SpoeN |eloads Aempaads Py UoISIAB|a L Usanp pey 1
209 UOIYSE ISEH ‘SHID) "UDWIOAA SSaIPY SS2IPY 1
0052 aj0y Josialedng e jo buipund P17 2NosS9y SUOCISN|0H 1
00G'¢ S28IN07) BUISQ|ISAA EJUS|N SUOSISd Bunox PUI JUSY Uyinos 1
009 co;:mano A01s Hoys sl OH co;_aaeoo asw HOUS S||dM DOH L
3 R _ mwon_m:n_ . o zo_Ew_z«wmo AdAL

£2/220C PopIomy sJunio



25e 4|81

007 Juana Buisieipun Buixog jenuuy gn|D Buixog Inslewy auolsa)|04 M
00S 18y8ys punoibAe|d [0oyoS s, A IS JO spueli M
00¢ jewy s abull4 su0}sa¥|0 M
0£Z SUOISSSS ol A0S SAISN|oU| abueyn 1o} s004 M
JEL BuiS siejeag pIepue}S mau Jo aseydind uoueiq |jeyalopy pue uojueyd gy M
0S¥ AUed seusuys s.usipliyd UOIJBID0SSY SIUSPISayY Peoy UosAt M
0527 premay buipeay |[ooyDs Alewlld o||sHepy M
0sz JuawdoeAs(] uepies) Alunwiwo) dnoio uspies Ayunwiwo)d M
007 1SEd 1IN0 BUIDIOA |0 si9punod juawaned M
0S 10el014 SUCIS UOEPUNO I8ld BLIOWIA [BAGY dnoio) uonoy auo)sa|o4 05 M
00l Ried 19a1g UOIjBUOIOD UONBID0SSY SJUSpISay dlAeg ay | M
8/ orsn|y Aepuon younyd Auni | AjoH M
051 uonels Joyejuqysd yoiny) sebiosn 1 M
0S1 Buragjjapn oacduly o3 syHomUy onadessy | DD sUy wnioads Aemdeys M
00l suoissog ui doiQg DID YN ZHo Ad sieag M
001 diysiosuodg Ajunwiwio) InogleH ejeg au0}say|0 M
00¢ s)jue] 1soyo 2|0 slepunod JUsWaned M
007 woo|g ui ajAed ay | SUOCIIEID0SSY Sjuapisay siAeg oy | M
zZ0zZ'L AUNWitIo) sewisuyD slosug M
L06 soljwed Bubbnng Joj JBuuiq sewisLyD $|00U2S Jauint M
00¢ [ELOWSN JeA PHOM 1511 B ‘AlfeAB) S JO UONBIO)SSY yoInyd syiAmsues 1s @ Aey 1S M
001 AuaneN pue eei] sewisuy)d Yoy ystied Ajuu g AjoH M
¥z8 (SUBPNIS G¢) £20Z 18quisAoN —duil epLo|4 Awapedy suo}se|o M
00l s1ayep enesy] (8207 Jo) Bulules 1010y aljua) suy Buuuopsad suolsayod M
0064 2202 [eNjse 4 Aejuswunoo( suojsay|o SWijl4 19I0IA M
004 1oloid 98l esjiqnr wnuleld L1 30 youeld jleyalop pue UoiLyD gy M
0o} souelULOU®d S.8/dosd ayj alen eseqyono ] M
0Ly 108lo1d w4 (NVHM) HOMBN UoIRY eabniay jus M
002 00811 1Ug|IS Aempaadg 2snoH 21y 1B Aempsads M
001} Aued sengny dnolg) sjuspIsay esnoy JanoueH M
607 spunocib Aisjawad ey} JO SoUBUSIUIR fiajeWal) auoIsay|04 JO spusl ] M
v.. DISNJ 10} PUEIS B SXB slaquiey) ayl M




oBedie6l

0S Jeppe| dajs 0 8seyding yoinyo s|nos Iy M
001 WNNOBA JO 9seyaind younyo sinos |Iv M
1z AIelgy say1o)0 AlUISIBly SU0ISaN|0H saiqeg pue sdwng M
0S pesu ui saljituey Joj lJuswdinbs Ageg soiseq Ageq M
001 alen) Jsoue) Jo} eddnd MOJLIOWO | 1o} 8doH M
0S wawdinbg bunueld sail youeld [jeysiojy pue uojuayd 19y M
00Z ulwipe 1o} dojden yainyo sinos Iy M
001 SaIALDY sewisuyD asuodsay paiun M
0S sabnjay e Josuods InogieH ajesg suolsaijjo M
05¢ wewdnb3 1j ANIW WS Yinog M
LS S|Nos |Iv 1e paq jo dweasy peelpecig pue uoKsy) 8|dipg a1qipaiou M
00¢ aoeds WIepp uyoinyo isndeg uollisyd M
oSl sooeds WIBAA yoInyo I1SIPOLIBIN SMaIpuy 1S M
00F pays Mg Vv41d [ooyos sauyiimsuel 1S M
051 seoedg WIBA yoinyd ISIpPOYI9N smMalpuy 1S M
000'L goeainQ Alunwiwo) ¥ YiNoA yoInyy [ejsodsiuad uolisyg M
000°L £zZ0zZ Ueauey) oblen abuellg M
000°L £20Z pueispueg ayj je spueg s|eAl}s9 Suolsay|od M
/96 UOND8]0l4 BulieaH/siuslunsuj uoissnalad Rwspeoy sseig Aemdeyg M
b6 shepsiny | pue sAepsen] UoO s|eaul JoH BUO]IS9)Y|0] SSOUSSSBLIOH U0 UOIY M
6421 SU0ISaM|04 Ul 9feD AJUNWILIoD sn|d uooeaq M
668 £Z0z anjD Aepl|oH Jeswwng yoinyd suensuyd Jo digH Apeno M
0S5/ Juswabeuepy elps|y [el00S suey e|Isis S|COUOS 10} BIPaY |BI00S M
0¥z Rejeg aug dnolo AiojsiH abellisH R Bulysid auo)say|o4 M
LT [einw [joswid [Snwes dnoigy fiojsiH abejusH ¥ buiysi{ suo}ssy|04 M
062 Req un4 Ajiure g oisniy Aleyo gnid [e10s peoy JeroQd M
05z swe)l Justuaoe|dey |ooyog s MBS JO Spusl M
00F HUeqpoo4 |ooyds Alewid ssyimsued 1S M
005 AB|y Ul 2ISNiN UMO | 2ISN|p SU01say[04 M
GG asnoH pIgno — youag buunoag SuU0g @ 1ewieH M
0]z Loolsse|D uoneladp s)epes) JIY dvy ucipenbg (euoisay|o4d) 66 M
0Zv pEOY U0)jog |BACLISY 221 | EWEEENER M




asedlo

G¥8°0.3 [ 18101

001 unoje[d uapisal sy | obien abueng M
001 [BAILLIED) 8]BWI[D) SUO0)SaY[0 [BAIUIRD) BjeWID) 2UOISey[0d M
007 czZoz @oeds dn eye] LUNJIO- S,UBLUOAA 2U03S8Y |0 M
007 S|00U0S S,2U0)$8)|04 10} sdoysyiom UylieaH [ejusiy QNI 1usy uinos M
0ge suoissas U dol( 1D MN ZHUD Aq sjesq M
0527 SaNIAIIOE sulogiajem 1oj butules dnois) 1noog eag yainyD Auun | AjoH M
0SSl AIlAjEeN pue 98l seunslyd yomny ysiied Aun | AjoH M
00z sainind Wbug buip|ing Aemdays pejsswoH M
0S1 2ouBWIOLa S,9|doad 8yl alen 9sequUoONo | M
0Gl 30e[d JO ®@sUBS Y abuli 4 suojssyjo M
0%l Aued sagnr dnoic) sjuapisay] 9snoH JeAouel M
0G aAu( 9epig — Aued uspleg sajiqnp %007 Alleg M
08¢ aAuQ Sjepylig — Alled uspieg asjignp sobpoy uled M




2amanals buifipis



3N°A0B 01-auolsay|oi@YUOMBINYS [iBu (|lewT
aAOgE SY 181

190140 Aunoeg @ sajels3y

ypromaInys (I8N

3N Aob0]-su0)sey|Oj@ABMUOD Iajiuust [lewd
anoge sy 2l

19210 SIJIAIDS JOYSIA

Aemuon Byuuapr

3NN"AQB o}-auoisey|of@Ales|o  le] (|lew]
snoge sy el

199140 uawdojaAaq 22udlpny @ yoeanng
Aiea)) eie]

M AOB 0}-BUCISoY Oy UNEap PR Jjlew ]
oAOQE SY (L

J99LJO SJUBAT R SOIUNWIWO)

upfeag A{IA

I AOB 01-BU0}SeY|0J{D)a100W UOSHE :|1lewg
anoge sy |l

1221110 Juawdolaaa( @ SSI992Y SUOIID]|0D
2100 UOSI|Y

A AOD 01-2U0]S6Y | OJSUIIT Z1] :|{Bw]
anoge SY (Rl

1991140 SJURIL) @ SBIPUNWWOYD
sulwwi . zi

Y AOD 91-5U0)S8Y |0} PMOoY UBLB(] :[lewd
snoge sy (@l

lojein)

pMmoo uelieq

¥n'acbDj-auoisayjoj@doysiq uel [jiew3
anoge sy el

jueabiag umo]

doysig uej

Jn ACBSi-euolSayoj@uosiimeulbioab jlew3
anoge sY 8l

JUBISISSY 9AlN29XT

uosjip euibloas

A A0D 01-oUCISSY[OJ@AS|UOUSIq IUo] ([lews
ancqge sy 8l

¥J9|n umo] Mindaqg

Asjysuaug uo

)i AOD 0}-5oU0ISaY[OJ@0DUILLIOP PUB(ol jlews
srOQe SY  IB)

132140 doueuld

obulwo( pue|oy

SN AGD D1-eU0ISaY 0} D YSEU Usydels (|lewy

or6/.G2 €0EL0
WI9]9 umo]

yseN uaydays 1

1ol

/1013 1003007 4321JO




sn-AoB o}-auojsay|oj@sisem1sbou jlewg TSE 021D ynAoB-01-auolsey|oj@eueb ieled :jlew3 X 611D

au0s|04 UGUBYD) 'ShusAy

EPE/CC €0ELD (IRl 880D XEUIE] B ¢G99/Z £0EL0 el fingssyeys ¢yl

(uspuadapup) (yuepuadapul)

ISSAA UOLIBYD :pJepA 1sop 1900y 1SSAA UOIRYD PJeM auen) 19194
yn'aob-oj-sucisaxjoi@weybuigined :jlews 3N AoB-o}-suoisay|oy@weyelb-ueyeuol jrewsg
£4€0.598¥.0 8L |L

{inoge) (yBnoaypesug)

IS8AA UOILIDYD :plepp weyBuig jned 1SE UoIUBYD pIepd | weyels ueyjeuor
yn-AoB-ol-sucisayoj@usem BpUIRg ([few] ¥n AoB-o1-aucisaNo}@uUoHoy pIABR lew]
N (aAnelado el

09 R Inoge}) (4anoqe)

[eljusn) plepa I13yep epuleg jenuaD piepi UOLIOH plAE(d
sn AoB o-auoisoy|o@A|SY-ogme BUSKE [lBeul] 2wy
=L HEAR

(anoge)

[ENUSD pIBM Alloy-ognyy euaqy [BiuaD) ipJepp wesea

yn'AoB-0)-auoisay|oJDeok M pleyol |lew avy 6LLD 3N AoB-o)-aucisayjoj@iuisg uue jlewsg d15 611D

suo)sey|od au01saY |04

19G//Z €010 I8l | peoy ybnologyoeag v PPOR/Z €0C10 Bl | =SAUg eEpid GE

{aanealasuon) (aAnEAIBSUCH)

DESWIPEOIT PIEAA aDEjEM PIELOIY peswipeolg pIlepA Auag uuy

JOJI2UN0Y) [D207 INOA




988 ditT

ssouly)esH pue ssauiniubliag

sejlusowy 3o SejIqnies

yn aoB-olouoiseyjoj@ieield wh jrewy

00€0LZ E0EL0 IBL

AGE 0210
eebpueg @218
ybiH s1ebpues egs
(yero0waq [B12q17)

yn°AoB-oj-suolsayjoi@piey Ael jlew3

evevyelell0 ISL

(uepuadapuy)

1S/ ASMIEH IpiBMA lajeld wii inogue piepn pie14 Aey
MN°A0B 0)-8U0ISEY| 0D USSN EODIU [leWg ¥nrAoB-ol-auolsay|oj@seme Alew jlewd 1ae 6110
|u01say|0d
$82€G00¥G.0 IRl 6912885060  :PL | PEOY USIEM LI
(anoqgeT) (uonepuno)
nogleH :piep uady B|OJIN InogieH :pJep same] AR
3yn*AoB-D}-auocisa|oy@epeaw anoel (jlews VS 611D N A0G 01-8U0)SSN|0J@SNIALOIOW JOUUOD iew]
BU0ISaY|04 WSISBID
126Gies/ vl IBL jied JCUPEY J2 BS6EV.ICELL0 9L (4nogen)
(4noqe) BINUODIN
auoISay|04 1B pJepp opeay anjoer su0IsaYi0] 1SB PJEM 10uuon
3n-AoBo}-auoiseiof@Asiysi uelAp jlewg Jrewiy
©//GGZ E0ELD Pl 18l
(ananeAsssuOn)
auo1say|od 188 PJeAA faiyer uelAg auoIseN|0-] 1SE] PJIEM JUBIBA




