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I May 2020
Attleborough Town Counci]

Dear Sirs,
Internal Audit for the year ended 31st March 2020

I'thank the Coynei] for re-appointing me to “arty out the internal andit for the 2020 accounts,
I'remind you that, according to the Loca] Councils® Governance and Accountability
Guidance, the burpose of internal audit is to review whether the Systems of financia] and
other contro] are effective; neither the internal nor the external auditor can be expected o

look for fraud. I do 1ot give an opinion op the accounts, T am required to review controls and
give recommendations,

I carried out the following work o the Council’s books ang records over the past fev days:

1. Proper Boakkeeping:
- checked on a sample of payments fiom the nominal ledger to invoices, including al]
large amounts

bank Statements, including precept and all large amounts
- checked that VAT had been correctly identified on invoices
- VAT is reclaimed quarterly

2: Financial Regulations:

- S.137 grants are within the legal limit

- Financial Regulations were reviewed by the Council in May 2019

- a Review of Internal Controls was done in May 2019

- cheques are signed by two councillors

- payments lists are checked and signed by a councillor

- bank reconeiliations are prepared by Anne, checked by Gina and then by a
councillor

3; Risk Arrangements:
- reviewed minutes for unusual items
- reviewed various risk assessment documents

4, Budgetary Controls:

- budget is reviewed by the Finance Committee before being discussed by the ful]
Council

- Teports comparing actua) spending/income to budget figures are presented at each
meeting
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- Precept was increased for 20/21 to pay for the future projects

51 Income Controls:

- reviewed receipt of precept

- reviewed significant income during year

- reviewed receipt of burials income and letting income

6. Petty Cash
- discussed systems for the administration of petty cash expenditure

7 Payroll Controls:
- compared the total in the accounts to end of year payroll figures for reasonableness
- checked the November and March totals: tax appears to have been correctly

calculated, given the tax codes listed
- employment costs in the Annual Return are for the clerk, office staff and groundsmen.

8. Asset Conirols:

- asset register values are based on insurance schedule and/or cost
- reviewed minutes for significant additions
- checked additions to supporting documentation

9, Bank Reconciliation:
- checked October’s reconciliation to the bank statements and to the cashbook balances

10.  Year-end Procedures:

- reviewed year-end bank reconciliation and checked it to the bank statements

- reviewsd nominal ledger for unusual items

- reviewed income and expenditure for unusual items

- annual return prepared using income and expenditure method

- the year-end VAT return equals the figure in the accounts and was reclaimed in April

The above tests and review work showed the accounts are supported by invoices and receipts,
and agree to year-end bank statements. The Council has a good system of internal controls. I
have therefore signed the internal auditor’s part of the Annual Return.

I have raised various minor issues with TSR 21 have received satisfactory
responses. I have nothing to bring to the attention of the Council.

Yours faithfully,
Pauline James

Pauline James BA
Cert of Higher Education in Community Engagement and Governance
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31st March 2019

5,522
9,013
880

460,581
81,648
85

25
140,113

697,866

20,720
20,084
938

41,742

300,644
141,575
84,232
2,617
15,557
15,000
7.500
80,000
9,000

—_—
656,124

Attleborough Town Coungij Current Year

Balance Sheet as at st March 2020

Current Assets

Debtars

Vat Refunds

Prepayments & Accrued Income
Lioyds Current Account
Currenv'Deposit Account
Barclays Base Rate Rewarg
Petty Cash

TIC Cash Book

NatWest Business Reserve

Total Assets

Current Liabilities

Creditors
Accrued Expenses
Receipts jn Advance

Total Assets Less Current Liabilities

Represented By

General Reserve
Earmarked Reserves Toilets

New Cemetery Extension Reserve
Machinery Reserve

Play equipment reserves

Town Hall Project Reserve

Open Spaces for Tree Work Res
Play Parks Commuted Sum

8106 Grovner Park Commuteg Sum

230
16,197
1,340
407,553
36,330
81,891
127

25
140,395

6,060
15,712
842

31st March 2020

684,187

22,714

305,982
141,575
84,232

2,617
15,557

15,000
7,500
80,000
9.000

—_—
661,473




15/04/2020 Attleborough Town Council Current Year

11:19 Balance Sheet as at 31st March 2020

31st March 2019 31st March 2020

The above statement reprasents fairly the financial position of the authority as at 31st March 2020
and reflects its Income and Expenditure during the year.

Signed :

Chairman Date :

Signed :

Responsible

Financial

Date :




Attleborough Town Council Current Year

Bank - Cash ang Investment Reconciliation as at 31 March 2020 % Cv

Confirmed Bank & Investment Balances
Bank Statement Balances

31/03/2020 Barcalys bpa -atc reserve 3,733.20
31/03/2020 Barclays Current Account 33,381.14
18/03/2020 Petty Cash 126.53
31/03/2020  TIC Cash Book 24.60
31/03/2020  Nat West Bond ATC 140,395.45
31/03/2020 Base Rate reward 81,990.94
17/03/2020  Lloyds Current Account 407,552.72
667,204.58
Other Cash & Bank Balances
0.00
—_—
667,204.58
Unpresented Payments
784.46
—_—
666,420.12
Receipts not on Bank Statement
) 0.00
-_—
Closing Balance 666,420.12
All Cash & Bank Accounts
1 Current/Deposit Account 36,329 .88
2 Petty Cash 126.53
3 TIC Cash Book 24.60
4 NatWest Business Reserve 140,395.45
5 Barclays Base Rate Reward 81,990.94
6 Lioyds Current Account 407,552.72
Other Cash & Bank Balances 0.00
i 0

Total Cash & Bank Balances 666,420.12
SN Fchorlnc i
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Attleborough Town Council Current Year Page 1
Rl Earmarked Reserves %' @

Account Opening Balance Net Transfers Closing Balance

320 Eamarked Reserves Toilets 141,574.85 141,574,85
321 New Cemetery Extension Reserve 84.231.75 84,231.75
322 StMary's Church Drive Reserve 0.00 0.00
323 Machinery Reserve 2,617.00 2,617.00
324 Mayor's Youth Project Reserve 0.00 0.00
325 AIB Reserve 0.00 0.00
326 AIB Reserve 2008 0.00 0.00
330 Town Hal Lighting Reserve 0.00 0.00
331 Community Notice Board Reserve 0.00 0.00
332 Play equipment reserves 15,557.00 15,557.00
333 Town Hall Project Reserve 15,000.00 15,000.00
334 Play Park Equipment Resarve 0.00 0.00
335 Open Spaces for Tree Work Res 7,500.00 7,500.00
336 Play Parks Commuted Sum 80,000.00 80,000.00
337 S106 Grovner Park Commuted Sum 9,000.00 9,060.00
355,480.60 0.00 355,480.60







Income and Expenditure Account for Year Ended

Attleborough Town Council Current Year

31st March 2020

B

31st March 201g

476,425
i
476,425

22,543
18
20,819
870

80
13,444

2
——
534,210

329,714
23,848
5,031
14,819
341
14,397
79,994
1,230
226
27,859
37,839
3
23,945

559,247

320,930
534,210
_—
855,141
559,247

—_——
295,894

(4,750)

300,644
_—

Income Summary
Precept

Sub Total

Operating Income
Administration

Toilets

Open Spaces
Attleborough in Bloom
Markets

Town Hall

TiC

Total Income

Running Costs
Administration
Street Lights
Toilets

Christmas Lights
Archive

Attleborough Neighbourhood Pla

Open Spaces
Attleborough in Bloom
Markets

Open Spaces Capital Exps,
Town Hali

TIC

Contingency

Total Expenditure

General Fund Analysis
Opening Balance
Plus : Income for Year

Less : Expenditure for Year

Transfers TO / FROM Reserves

Closing Balance

31st March 2020

518,928

518,928

21,760
6
25,803
1,135
1,640
18,875

1
—_——
588,148

409,019
29,726
5,455
13,888
59
3.884
75,559
1,082
48
1,750
31,442
68
10,800

582,800

300,644
588,148
—_—
888,792
582,800
—_—
305,992

8}
—_—
305,982
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Section 1 - Annual Governance Statement 2019/29 S @

We acknowledge as the members of:

our responsibility for ensuring that there is 5 sound system of interng| control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with

respect to the Acc:ounting Statements for the year ended 31 March 2020, that:

| A" Yes means har this authorty:

i 1. We have putin place arrangements for effective financial
management during the year, and for the preparation of
the accounting statements.

2. We maintained an adequate system of internal control

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

made proper arrangements and accepted responsibility

| including measures designed to prevent and detect fraud for safeguarding the public money ang resources in
and corruption and reviewed itg effectiveness. its charge.
— ]
3. We took all reasonable steps to assure ourselves has only done what it has the legal Power fo do and has
that there are no matters of actual or potential complied with Proper Practices in doing so.

non-compliance with laws, regulations and Proper
Practices that could have a significant financial effect
on the ability of this authority to conduct jts

business or manage its finances,

4. We provided Proper opportunity during the vear for during the year gave all persons interested the opportunity to

the exercise of &lectors’ rights in accordance with the inspect and ask questions abour this authority’'s accounts.
fequirements of the Accounts and Audit Regulations.

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

8. We maintained throughout the vear an adequate and
effective system of internal audit of the accounting
fecords and control systems.

arranged for a competent person, independent of the financial
controls and procedures, to give an objective view on whether
intemal controls meef the needs of this smaller authority,

7. We took appropriate action on all matters raised responded to matters brought to its attention p y infemal and
in reports from internal and external audit. extemal audif.

disclosed everything it should have aboyt its business activity
during the year including events leking place afier the year
end if relevant.

commitments, events or transactions, occurring either
during or after the year-end, have a financiaj impact on

this authority and, where appropriate, have included them
inths accounting statements.

E 2. (For local councils only) Trust funds including Y " No WS has met all of jis responsibilities where, as z body
charitable. In our tapacity as the sole managing : corporate, it js a sole managing trustee of a Jocal

frustee we discharged our accountahbility trust or trusts.

responsibilities for the fund({s)/assets, including

financial reporting and, if required, independent

Examination or audit.

*Please i i ternal auditor on a Separate sheet for azch ‘No’ response and describe how the
authority will addrese the weaknesses identified. These sheets must be published with the Annual Governance Statement.
This Annual Governance Statement was approved at a Signed by the Chairman and Clerk of the meeting where
meeting of the authority on: approval was given:
and recorded as minute reference: Chairman

Clerk

Other information required by the Transparency Codes (not part of Annual Governance Statement)
Authority web address

Annual Governance and Accountability Return 2019/20 Part 3 N Page 4 of 8
Local Councils, Internai Drainage Boards and other Smaller Authorities*
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Annual Internal Audit Report 2019/20

ATTLEBOROUGH TOWN COUNCIL

This authority's internal auditor, acting independently and on the basis of an assessment of risk,
carried out a selective assessment of compliance with relevant procedures and controls to be in
operation during the financial year ended 31 March 2020,

The internal audit for 2019/20 has been carried out in accordance with this authority’s needs
and planned coverage. On the basis of the findings in the areas examined, the internal audit
conclusions are summarised in this table. Set out below are the objectives of internal control
and alongside are the internal audit conclusions on whether, in all significant respects, the control

objectives were being achieved throughout the financial year to a standard adequate to meet the
needs of this authority.

Itnalcontciobicative: 00 0 T e 552 choose

_{Jﬁe,qf tHe 16|

A. Appropriate accounting records have properi ep{ throughout the ﬁ1ciai ya. .

B. This authority complied with its financial regulations, payments were supporied by invoicas, all : »
expenditure was approved and VAT was appropriately accounted for, | |

C. This authorily assassed lhe significant risks lo achieving ils objsctives and raviewed the adequacy | v
of arrangements lo manage these. |

D. The precept or rates raquirement resulted from an adequate budgetary process: progress against | o i
the budget was reguiarly monitored: and reserves were appropriate, f

E. Expacted income was fully receivad, based on correct prices, properly recorded and pramptly | o
banked: and VAT was apprapriately accounted for. :

e — =

F. Petly cash payments were properly supported by receipts, all petty cash expendiiure was | v | 1
approved and VAT appropriately accounted for. i :

G. Szlaries to employees and aliowancas lo members were paid in accordance with this authority's o il N
approvals, and PAYE and NI requirements were properly applied. :

H. Asset and invesiments registers were complele and accurate and properly maintained. v |

l. Periodic and year-end bank account reconciliations were properly carried oul. v

J. Acecaunting stalements preparad during the year were prepared on the correct accounting basis
{raceipts and paymenis or income and sxpenditure), agreed o the cash book, supparted by an v
adequale audil trall from underlying records and where appropriate debtors and craditors were : i
properly recorded, : i

K. IF the authority certified itself as exempl from a limited assurance review in 2018/19, it met the : i
exemption criteria and corractly declared itself exempt. (IF the authority had a limited asswrance : ( : 7
revigw of its 2018/19 AGAR iick "not covered”) : i

L. The aulhorily hias demonstrated that during summer 2019 it correclly provided for the exercise :
of public rights as required by the Accounts and Audit Regulations. . i

!

M. {For local councils only)
Trust funds (including charitable) — The council met its responsibilities as a trustee,

For any other risk areas identified by this authorily adequate controls existed (list any other risk areas on separale sheels if nesded),
Date(s) internal audit undertaken Name of person who carried out the internal audit

01/05/2020 e PAULINE JAMES

Signature of person who
cairied outthe inlernal audit

—_— 01/05/2020

i

the response is ‘no’ you must includs a noi= to state the implications and action being taken to addrass any weaknsss in conirol
identiiied (add ssparate sheeis if nesdad),

“"Mate: if the response is ‘nol coverad please state when the most recent internal audit work was done in Whis area and when itis
next plannad. or. if coverage is not required, the annual internal audit report must explain why not (add separate shests if nesded).

Annual Governance and Accountability Return 2019/20 Part 3 - Page 3 of 6
Local Coungils, Internal Drainage Boards and other Smaller Authorities




Section 2 ~Accounting Statements 2019/20 for

ATTLERp R o+t TewnN Lo c

10 nearest £1. 5o ot oo
] £0 or Mif balances Al HGUres mist
uncfer.f_‘_yf"n_g_ ﬁnanciaf oS, S
1.fBalanzes brought Total balances and reserves af the beginm‘ng of the year
orwar: as recorded in the finanicial records. Value muyst agree fo

Box 7 of previoys Year.
2. (+) Precept or Rates and Total amount of precept {or for |DBs rates and levies)
Levies received or receivable in the Year. Exclude any grants
received.

Total income or receipts as recorded in the cashbook less
the precept or ratesfevies received (fine 2). Include any
grants recejved.

3. (+) Total other receipts

4. (-) Staff costs

! 3 contributions, graluities anc'f Severance payments. |
5. (-) Loan interest/capita| Total expenditure Or payments of capital and interest
repayments made during the year on the authority's borrowings (i any). ir
8. (-) Ali other payments Total &xpendiiure or payments as recorded in the cash- |
5 o3 59k book less staff costs {line 4) and joan interest/capital !
f ’ repayments (fine 5). |
7. (=) Balances carried

Total balances and reserves at the end of the Year. Must
forward QGL 124 I bt 4T3

N
&
.
o
(X}
G
o—
-l
)
N
2]
s
2
Q‘
w
S
8
3
&
=3
8
]
@
3
is]
5}
oot
@
[5]
g
o
g

equal (1+2+3) - (4+5+8).

&. Total value of cash and
short term investments i 622, us|

The sum of alf current and deposit bank accounis, cash
holdings and short term investments held as at 37 March —
To agree with banj reconciliation.

The value of all the property ifie authority owns — jt js made §
!
P

8. Total fixed assets plus

long term investments 2uuqg
and assets

10. Total borrowings

Up of all its fixed assets and long ferm investments as af
31 March,

The oulstanding capital balance as af 31 Ma
from third parties {including PWLB).

rch of all loans |

1. {For Local Councils Only) Disclosure note
re Trusf funds (including charitable)

e The Council, as a body Corporate, acts as sofe frustee for
. and is responsible for managing Trust funds or assets.

71|

N.B. The figures in the aceounting statements above do
not include any Trysi iransaciions.

| certify that for the year ended 31 March 2020 the Accounting | 1 confirm that these Accounting Statements were
Statsments in thig Annual Govemnance and Accountability approved by this authority on this date-:

Governance ang Accountability for Smaller Authorities — 5
Practitioners’ Guide to Proper Practices and present fairly
the financial Positian of this authgrity,

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

as recorded in minute reference:

Signed by Chairman of the meeting where the Accounting
Statements were approved

Date

Annual Governance and Accountability Return 2019/20 Part 3 . Page 5 of 6
Local Councils, Internal Drainage Boards and other Smaller Authorities*




Section 3 — External Auditor Report and Certificate 2019/20
In respect of

1 Respective responsibilities of the body and the auditor

This authority is responsible for ensuring that its financial management is adequate and effective and that
it has a sound system of internal control. The authority prepares an Annual Governance and Accountability
Return in accordance with Proper Practices which:

. summarises the accounting records for the year ended 31 March 2020; and

« confirms and provides assurance on those matters that are relevant to our duties and responsibilities as
external auditors.

Our responsivility is to review Sections 1 and 2 of the Annual Governance and Accountability Return in accordance
with guidance issued by the National Audit Office (NAO) on behalf of the Comptroller and Auditor General
(see note below). Our work does not constitute an audit carried out in accordance with International Standards
on Auditing (UK & Ireland) and does not provide the same level of assurance that such an audit would do.

2 External auditor report 2019/20

(Except for the matters reported below)” on the hasis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return, in
aur opinion the information in Sections 1 and 2 of the Annual Governance and Accountability Return is in accordance with Proper Practices and

no ather matters have come to our attention giving cause for concem that relevant legislation and regulatory requirements have not been met.
(*delete as appropriate).

{(continue on a separate sheet if required)

Other matters not affecting our opinien which we draw to the attention of the authority:

{continue on a separate sheet if required)

3 External auditor certificate 2019/20

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 responsibilities under the Local Audit and Accountability Act 2014, for
the year ended 31 March 2020.

[We do not certify completion because:
i

|
s
{

External Auditor Name

External Audiior Signature Date

“Note: the NAQ issued guidance applicable to external auditors’ work on limited assurance reviews in Auditar
Guidance Note AGN/0Z. The AGN is available from the NAO website (www.nao.org.uk)

Annual Governance and Accountability Return 2019/20 Part3 Page 6 of 6
Local Councils, Internal Drainage Boards and other Smaller Authorities”




Guidance notes on completing Part 3 of the Annual Governance and

Accountabiﬁty Return 2019729

All sections
internal Audit Report | Haveall highlighted box uditorand explanations provided?
Section 1 For any statement to which the response is ‘no’, has an explanation been published?

vCo"mpietian checkiist — ‘N’ a8Nswers mean you may not have met reguirements

Section 2 ] Has the authority’s approval of the accounting statements been confirmed by
{' the signature of the Chairman of the approval meeting?
| f Has an explanation of significant variations from last year to this Year been published?

1
e S |

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

Use the chec_klist provided below to review the Annual Governance and Accountability Return for completeness
before returning it to the external auditor by email or post (not both) no later than 30 June 2020,

Do not send the external auditor any information not specifically requested. However, you must inform your
external auditor about any change of Clerk, Responsible Financial Officer or Chairman, and provide
relevant email addresses and telephone numbers,

Make sure that' t.he Copy of the bank reconciliation to be sent to your external auditor with the Annual Governance

Explain fuily significant variances in the accounting statements on bage 5. Do not just send g copy of the detailed
accounting records instead of this explanation. The external auditor wants to know that you understand the reasons
for all variances. Include complete numerical and narrative analysis to Support the full variance.

If the external auditor has to review unsolicited information, or receives an incomplete bank reconciliation, or

The authority must publish the information required by Regulation 15 (2), Accounts and Audit Regulations 2015,

including the period for the exercise of public rights and the name and address of the externa| auditor before
1 July 2020.

Has the hank reconciliation as at 31 March 2020 been reconciled to Box 87

Has an explanation of any difference between Box 7 and Box 8 been providad? I
i

Sections 1 and 2 | Trust funds — have all disclosures beaen made if the authority as a body corporate is a
sole managing trustee? NB: do not send trust accounting statements unless regquested.

:

*Governance and A ccountability for Smaller Authorities in England — a Practitioners’ Guide to Proper Practices,
can be downloaded from www.nalc.gov.uk or from www.ada.org.uk

Annual Governance and Accountability Return 201 9/20 Part 3 Page 2 of 6
Local C
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Annual Governance and Accountability Return 2019/20 Part 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:

s are unable to certify themselves as exempt (fee payable); or
» have requested a limited assurance review (fee payable)

Guidance notes on completing Part 3 of the Annual Governance and
Accountability Return 2019/20

1. Every smailler authority in England that either received gross income or incurred gross expenditure
exceeding £25,000 must complete Part 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 &:

« The Annual Internal Audit Report is completed by the authority’s internal auditor.
« Sections 1 and 2 are to be completed and approved by the authority.
= Section 3 is completed by the external auditor and will be returned to the authority.

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2,
Accounting Statements, and both must be approved and published before 1 July 2020.

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 2020. Reminder letters will incur a charge of £40 +VAT:

- the Annual Governance and Accountability Return Sections 1 and 2, together with

= g bank reconciliation as at 31 March 2020

- an explanation of any significant year on year variances in the accounting statements
- notification of the commencement date of the period for the exercise of public rights

« Annual Internal Audit Report 2019/20

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

Once the external auditor has completed the limited assurance review and is able to give an opinion, the
Annual Governance and Accountability Section1, Section 2 and Section 3 — External Auditor Report
and Certificate will be retumed to the authority by email or post.

Publication Requirements
Under the Accounts and Audit Regulations 2015, authorities must publish the following information on
a publicly accessible website:

Before 1 July 2020 authorities must publish:

« Notice of the period for the exercise of public rights and a declaration that the accouniing statements
are as yet unaudited;

« Section 1 - Annual Governance Statement 2019/20, approved and signed, page 4

» Section 2 - Accounting Statements 2019/20, approved and signed, page 5

Not later than 30 September 2020 authorities must publish:

» Notice of conclusion of audit

s Section 3 - External Auditor Report and Certificate

« Sections 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 Reporti, page 3.

The Annual Governance and Accountability Return constitutes the annual return referred to in the Accounts and Audit Regulations 2015.
Throughout, the words ‘external auditor’ have the same meaning as the words ‘local auditor’ in the Accounts and Audit Regulations 2015.

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014,
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