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	Preparing and submitting the return




Preparing and submitting the return is the responsibility of the club's Secretary. We are not able to offer guidance beyond that contained in this document, or to interpret the law or the rules of any club. If you need advice on anything that is not in these notes, or you need help interpreting what you read here, it may help to speak to an independent adviser. For example, you could speak to a trade or professional body, a solicitor or properly-qualified accountant.

The date of submission of the return is no later than 31 July following the 31 December year end.  Failing to submit your return by the due date is an offence and may result in prosecution. We will not send out routine reminder letters to clubs that do not submit their returns on time – so please make sure you send us your return on time.
The return is made up of two parts. Part 1 is the form AR41. Part 2 should be a set of accounts (see section 4 for information). 
Annual returns and accounts which are incorrect

When sending the completed annual return and accounts/ supplementary return to the FCA, please ensure that the annual return has been completed in full and that the accounts have been audited in accordance with the legislation as described in this information note, and in accordance with club's rules. If the annual return is not fully completed or the accounts do not comply with the society's rules, these items will be returned to the club for correction. 
Please note that it is the club's responsibility to re-submit corrected returns – the FCA does not intend to issue routine reminder letters.

	
	The legislation and annual fees




Friendly Societies Act 1974

This form has been directed under section 43(6) of the Friendly Societies Act 1974 ('the Act'), as amended by the Financial Services and Markets Act 2000 (Mutual Societies) Order 2001 (S.I.2001/2617.Sch.3 paragraph 20) for use by a Working Men's Club registered under section 7(1)9D) of the Act.

This form and the accounts (required by Section 30 of the Act) will make up the annual return required by Section 43(1) of the Act. Disclosure requirements for the accounts of a Working Men's Club are set out in R/FS/AR41(D), which has been sent to you in the past. If you do not have a copy, please contact us on 0845 606 9966. 

The accounts should be audited and signed by a qualified auditor as specified under Section 36 of the Act (unless Sections 31(2), 32A or 39A of the Act apply – see R/FS/AR41(D). The auditor's report, if required by law, should be made in accordance with either Section 38 or 39 of the Act, whichever is applicable. 

Annual Fees

You are no longer required to submit a filing fee with your annual return.

The only payment you will be required to make will be your periodic fee to the FCA.

	1
	Details of society




Details of society

1.1
Details of society
You must give the full registered name, please do not use abbreviations.

1.2
Year end date
The accounting year end must be 31 December. 
Details of Trustees and Committee

1.3
Details of Chairman

You must give the full name, please do not use abbreviations.


1.4
Details of Treasurer

You must give the full name, please do not use abbreviations.


1.5
Details of Secretary

You must give the full name, please do not use abbreviations.


1.6
Details of Trustees

You must give the full names, please do not use abbreviations.


1.7
Details of other Committee Members
You must give the full names, please do not use abbreviations.


1.8
Name of any organisation to which the club is affiliated (promoting body)
No extra guidance
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	Statistics




Account details

2.1
You must enter the figures below
Please note that we will use the information you give in boxes B,C and G to determine if a club may take advantage of the option not undertake a full professional audit for the next accounting year. Section 4 of this information note provides more information on this subject.
A  Members at end of year

No extra guidance

B  Turnover for year

For most clubs this will be the total of:

· takings from the bar and refreshment sales; 
 

· subscriptions and entrance fees etc; and 

· takings from games e.g. fruit machines, billiards, raffles etc.
after deduction of trade discounts, value added tax and any other taxes.

These amounts will be shown in the club's revenue account (which in some clubs may be described as the income and expenditure account) and should be added together and entered as one amount in Box B.

If the society is charitable, the figure donated in the accounts as 'gross income' should be used instead of turnover.

C  Total of income and expenditure (receipts and payments added together)

This will be the sum of the turnover and total expenditure. This entry is used by us to determine whether the club is permitted to employ lay auditors in accordance with section 31(2) of the Friendly Societies Act 1974, and therefore need only be completed if the society anticipates appointing lay auditors in the next accounting year.

D  Net surplus/(deficit) for year
This will be either:

· the surplus of income over expenditure; or

· the excess of expenditure over income.
It should be the surplus before dealing with any taxation or extraordinary items. The net surplus for the year will be shown in the club's revenue account as a separate amount and should be entered in box D. If there was a surplus, you should delete the word ‘deficit’ shown alongside the box.

If the club has shown a deficit for the year - where there has been an excess of expenditure over income (before dealing with any taxation or extraordinary items) - this will be shown in the club's revenue account as a separate amount and should be entered in box D within brackets. In these circumstances you should delete the word ‘surplus’ shown alongside the box.
E  Fixed assets
In most clubs this covers property, plant, fixtures and fittings and investments and will be shown in the club's balance sheet. Enter the total of the amounts shown in the balance sheet at the end of the year (that is items brought forward, additions, revaluations, transfers, disposals and depreciation etc) as one amount in box E.
F   Current assets
For most clubs this covers stock, cash at bank and in hand and debtors and will be shown in the club's balance sheet. Enter the total of the amounts shown in the balance sheet at the end of the year as one amount in box F.

G  Total Assets (equal to amount in box K)
This is the sum of the amounts of fixed and current assets shown in boxes E and F. This should also equal the amount shown in box K (total liabilities).
H  Current liabilities
In most clubs this covers creditors (amounts falling due within one year), bank overdraft and taxation and this will be shown in the club's balance sheet. Enter the total of the amounts shown in the balance sheet at the end of the year as one amount in box H.   

 I  Loans

These will be shown separately in the club's balance sheet representing borrowings falling due after more than one year.  Enter the total of the amounts shown in the balance sheet at the end of the year as one amount in box I (do not include under this heading any bank overdraft falling due to repayment within one year – this should be included in current liabilities (see note on H above)).
J  Reserves
These will be shown separately in the club's balance sheet and cover all reserve accounts including the accumulated fund carried forward and represent the internally generated funds of the club. Enter the total of the accounts shown in the balance sheet at the end of the year as one amount in box J.

K  Total Liabilities
This is the sum of the amounts of current liabilities, loans and reserves shown in boxes H, I and J– enter this total in box K.  This amount should also equal the amount shown in box G (total assets).

	
3
	The audit




3.1
Type of audit used for the attached accounts.

See the notes for question 4.2.

3.2
Do the club's registered rules allow the club not to undertake a full professional audit?

No extra guidance

3.3
Has the membership passed at general meeting, in accordance with section 32A(2) of the Friendly Societies Act 1974, a resolution allowing the club not to undertake a full professional audit for the year of account in question?

No extra guidance
Auditor's certificate

This section must be completed unless the society has produced unaudited accounts for the year in question.

3.4
In the auditor's opinion do the accounts comply with the disclosure requirements set out in 'Disclosures Requirements for the Accounts of Working Men's Clubs' (R/FS/AR41D) issued by the FCA?


3.5
Are you a registered auditor?

No extra guidance

3.6
The auditor must complete the details below and sign and date it

We require all signatures on the form to be original signatures.
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Accounts

4.1
Date on which the accounts and balance sheet will be/were laid before the AGM of the club (dd/mm/yyyy)
No extra guidance

4.2
You must confirm that you have attached the accounts and the audit/accountant's report bearing the original signatures of the auditor (if required by law), the secretary and two committee members
The accounts (or supplementary return for R/FS/AR42, if applicable) must be prepared by a qualified auditor (that is someone who is eligible for appointment as a company auditor under section 25 of the Companies Act 1989), even if the lighter 'accountants report' is used. In some circumstances you may be eligible either to submit unaudited accounts or lay audited accounts. Eligibility to disapply the requirement to have a full professional audit depends on a number of factors:
· financial thresholds, namely:

· the turnover of the society in the preceding year of account, and 

· the total assets in the preceding year of account;

· whether the club is required by law to have a full professional audit;

· the current rules of the club; and
· assent by the membership in general meeting.



Please note that in all instances, all published accounts, whether audited or not, must be signed by the secretary and two committee members on behalf of the club's committee.
Options and the eligibility criteria

i) Clubs which require a full professional audit by a qualified auditor

A full professional audit by a qualified auditor is always required by clubs which in the preceding year of account had a turnover in excess of £350,000 (£250,000 if charitable) or total assets in excess of £1,400,000.

Any club, irrespective of its level of turnover or assets, which falls under the following category:

· A club which takes deposits, or has taken deposits in the past and continues to hold deposits, within the provisions of the Financial Services and Markets Act 2000 (unless note * below applies), other than a deposit in the form of withdrawable share capital. 

*note – these clubs are not excluded from appointing lay auditors provided the relevant thresholds are met. Any club falling into the above category is required by law to have a full professional audit if the lay audit provisions (see following page) are not applicable. It is not eligible to produce an accountant's report or unaudited accounts. 
ii) Clubs eligible to substitute an accountant's report for a full professional audit.

Clubs are eligible to substitute an accountant's report for a full professional audit only if all of the following criteria are met:

· The club's rules allow it to disapply the requirement to undertake a full audit. If the rules only permit the club to conduct a full professional audit, then the appropriate rule amendments must first be registered with the FCA. 

· The club's membership has passed at a general meeting a resolution allowing the club to disapply the requirement to undertake a full professional audit for the year of account in question;

· In the preceding year of account its turnover exceeded £90,000 but did not exceed £350,000 and its total assets were below £1,400,000.

· It is not a club falling within the category listed in i) above which is required by law to have a full professional audit.

Less onerous than a full audit, the report must state whether, in the opinion of the qualified auditor making the report:

· the revenue account or accounts, the other accounts (if any) to which the report relates, and the balance sheet are in agreement with the books of account kept by the club;
· on the basis of the information contained in the books of account, the revenue account etc. comply with the requirements of the Friendly Societies Act 1974; and
· the financial criteria allowing the production of a report instead of a full audit have been met.

iii) Clubs eligible to forward unaudited accounts

A club may produce unaudited accounts only if all of the following criteria are met:

· the club's rules allow it to disapply the requirement to undertake a full audit. If the rules only permit the club to conduct a full professional audit, then the appropriate rule amendments must first be registered with the FCA;
· the club's membership has passed at a general meeting a resolution allowing the club to disapply the requirement to undertake a full professional audit for the year of account in question;
· in the preceding year of account its turnover did not exceed £90,000 and its total assets were below £1,400,000; and 

· it is not a club falling within the category listed in i) above which is required by law to have a full professional audit. 

Where the relevant conditions are met, and the club produces unaudited accounts, the revenue account(s) and balance sheet must still be signed by the secretary and two committee members of the club acting on behalf of the club's committee.

iv) Clubs eligible to substitute a lay audit for a full professional audit by a qualified auditor.

A club may appoint two or more lay auditors in place of an audit by a qualified auditor only if all of the following criteria are met:

· the club's rules allow it to disapply the requirement to undertake a full audit. If the rules only permit the club to conduct a full professional audit, then the appropriate rule amendments must first be registered with the FCA;
· the club's membership has passed at a general meeting a resolution allowing the club to disapply the requirement to undertake a full professional audit for the year of account in question;
· the total of the club's receipts and payments (income and expenditure) in the preceding year of account was below £5,000 and the total number of members at that year end was below 500 and the total assets did not exceed £5,000; and
· it is not a club falling into the category listed in i) above unless the above thresholds concerning lay auditors are met by the club in the preceding year of account and the other criteria listed above are also met. 

A lay audit is an audit by two or more lay auditors. A person may be a lay auditor if they are not an officer or servant of a club, and are not a partner of or in the employment of, or does not employ, an officer or servant of the club. A club might use lay auditors if it wishes people other than its committee to check the accounts against its books.

In all instances, a club will be required to prepare fully audited accounts if the club receives notification from the FCA requiring it to do so.

Club's rules concerning the appointment of Auditors
As already emphasised, if the club wishes to take advantage of the option not to undertake a full professional audit, it may need to amend its rules if they require the appointment of a qualified auditor and/or the requirement to conduct a full professional audit.

Please note that the revised legislation concerning the appointment of an auditor does not override any existing rules.

Members' assent in General Meeting
If your club wishes to take advantage of the option to disapply the requirement to have a full professional audit, the power is exercisable by resolution passed at a general meeting in which:

· less than 20% of the total votes cast are cast against the resolution; and

· less than 10% of the members of the club for the time being entitled under the club's rules to vote cast their votes against the resolution.

If the vote is not carried, the club must have a full professional audit.

It should be noted that the assent of the membership is for one year of account only. A vote must be held annually in each accounting period that a club wishes to disapply the full audit requirement. 
Signature

4.3
The Secretary of the society must sign and date below

We require all signatures on the form to be original signatures.
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Important information you should read before completing this form


Please take time to read these notes carefully.  They will help you to fill in the form correctly.


These notes are for information only.  They are not a full statement of legal obligations under the relevant legislation. The society may wish to seek legal advice on how to comply with the legislation.


If after reading these notes you need more help please:


check our website for more information on Mutual Societies: � HYPERLINK "http://www.fca.org.uk" �www.fca.org.uk�;


write to Mutual Societies Returns Team,  Financial Conduct Authority, 25 The North Colonnade, Canary Wharf, London, E14 5HS; or


call the Contact Centre on 0845 606 9966.


If a society wishes to amend its rules, you can find useful information, including the forms, at � HYPERLINK "http://www.fca.org.uk" �www.fca.org.uk�.





Please note that it is the society's responsibility to re-submit corrected returns – we do not intend to issue routine reminder letters.


Terms in this form


'FCA', ‘PRA’,' we' and 'us' refer to the Financial Conduct Authority or Prudential Regulation Authority.


'You' refers to the person signing the form on behalf of the society.
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