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Item 4 - To consider Dates for January – March 2022 and note changes to Clerking arrangements
Proposal to change the meeting dates from Mondays to the Wednesday – 26th of January & 23rd of March 
	Assistant Clerk Duties Market Hall
Market Hall Management and Administration 

	Hallmaster Bookings

	· To confirm any provisional online bookings and make arrangements with hirers for access. 
· To print off monthly booking schedules for Judy and let her know when bookings are added at short notice or are cancelled. 
· To manage the Market Hall Handbook updating the information. 

	Invoicing & Finance

	· To send out monthly invoices
· To mark invoices paid for the previous month using bank statements. 

	Promotional activities

	· Beginning of Month – Format and Print off the calendar form Hallmaster and place on the Market Hall outside and indoor noticeboards
· Market Hall Noticeboard is for publicising Market Hall Activities – 
· Ensure details of regular activities are displayed and kept up to date
· Any posters for special events are displayed on the noticeboard
· To send details of any new bookings and events to Clerk so these can be put on the website 

	Health and Safety Checks

	· To carry out weekly/monthly health and safety tests. 

	Routine Maintenance 

	· To oversee the annual routine maintenance regime for the Market Hall
· To order any cleaning and maintenance supplies

	Market Hall Committee

	· Attend and take minutes of meetings
· Assist in the preparation of Agendas
· Assist in the preparation of Reports 

	Town Clerk Duties Market Hall
Market Hall Management and Administration 

	Hallmaster Bookings

	· To cover for the Assistant Town Clerk during leave periods confirming provisional bookings and making arrangements for hirer access
· To prepare booking reports for the Market Hall Committee

	Invoicing & Finance

	· To manage the accounts, pay any bills and provide financial reporting to the Market Hall Committee
· To file charity returns and arrange audit of accounts

	Promotional activities

	· To add details of any new bookings and events to the website 

	Market Hall Event Programme

	· To organise and advertise the annual Market Hall Event programme in partnership with other organisations in the Town.

	Building Development Projects

	· To oversee the phase two and three improvement projects to the building 
· To apply and secure external funding for improvements. 

	Market Hall Committee

	· Attend Meetings 
· Responsible for preparation of Agendas
· Prepare Committee Reports


a) Finance Report To receive a report on The Market Hall Budget April – November 2021. (Appendix2)  [image: Table
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b) To consider draft Budget for 2022 -2023
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Item 6 - Clerk’s Update 

· The emergency call out to fix  at the Sax Jazz event cost £144
· Peter King installation of reachable switches £510, costs of emergency works splitting of circuits cost £280.75. 
· The projector issues are ongoing.  The Cables have been split and Red dune has offered to come down and check projector once the electricians have confirmed the test results.
· The Clerk has had difficulties sorting the Leak out and have asked the Kitchen contractors  
to provide a quote
· The Clerk has received one quote to inspect the site and survey for repair or replacement at a cost of £350.00
· Health and safety – fire procedures – evacuation plan.


· 

Item 9 – Bookings Report 

The current regular bookings are:
· Town Council meetings, 
· IP17 Good Neighbour Scheme, Gather and Grow, Funky Fridays and Line Dancing.
· Active Adults
· ABC Radio (Licence)
· Driving test centre (monthly)
· Carpet Bowls
· keep fit 
· U3A 
· Music Workshops 
· Thursday Evening Belly Dancing 


New Bookings received
· Christening, 2 funerals/Memorial Service, New Year’s Eve Party

Bookings and income confirmed to 31st of March 2022 
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Item 10 

	Market Hall Programme 2022

	Month 
	What 
	Costs
	Income
	Who leads

	January

	
	
	
	

	February
	Museum Quiz
Wildflower Workshops 
	0
O
	Rent
Rent
	Museum
Environment Co-ordinator

	March 
	Maker’s market

	
	50% of stalls
	
Art Station

	April 
	HG Wells Time Machine 

	£150 
	50% of tickets
	Clerk

	May 
	Wrestling 

	
	Percentage of tickets
	Clerk

	June 
	Makers Market

	
	
	Art Station

	July 
	750 Festival Weekend
Makers Market 
	
	Rent
50% of stalls
	Town Council
Art Station 

	August 
	


	
	
	

	September
	Beer & Folk Festival
Food and Drink weekend

Maker’s Market
	
	
	Town Council


Art Station 

	October
	Children’s Events - Puppetry
Market Hall Quiz
	£300
	
	Town Council

Town Council

	November 
	


	
	
	

	December
	Christmas Victorian Event
An evening with Dickens & Carols

	

£150
	50% of stalls

Ticket Sales
	Town Council

Town Council


Events to be added
Music Events 
Talks 
Literary Evening 
Poetry 
Comedy 
Charity Bingo
Funky Fridays 
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e Detailed Income & Expenditure by Account 01/12/2021

Month No: 10 Account Code Report

Actal  ActalYear  Curent  Budget Commied Funds % Spent
CurtentMnth  toDate  AnnualBud  Variance Expendiure Available

Income Detail
1000 Hal e o ea2 410 @aon 185.9%
1020 Grants 0 18000 16000  (2000) 125%
1050 Other ncome. o mas 1s00  (0775) Ti09%
100 Bank ntrest o s o ® 00%
Total Income T 35804 21720 (14,084) T
Expenditure Dota

4000 St Saares TaxNIPension o us  as0 3185 3155 99%
4200 Cleaning o 768 o (e e 0.0%
4205 Unites o 12 300 1763 1 412%
4235 Bank charges o o5 100 s 5 saew
4240 Lcense Feo o o 300 300 w0 0o0%
4260 Telephone/Broadband o 515 1250 73 s 412
4270 nsurance o 13 150 108 103 9%
4280 Consutancy o e 20 13 a3 7%
4300 Refurbishment costs o o 2,000 2,000 2,000 0.0%
4310 Cleaning and general materils o 230 50 (1809) (1809)  461.9%
4320 Generai repais 0 19 s000 3085 3065 387%
4330 Captal Repiacement o 4e10 o e @s10) 0%
4400 Warketng & Publty o s 500 425 a2 150%
4405 Webste o 105 750 645 o5 140%
4410 Events o 0 1250 820 820 4%
Total Overhead o 14,560 21,720 7,160 o 7,160 67.0%
Total Income 0 w804 2720 (14084 1648%
Total Expenditure 0 140 2720 7460 o 7160 erow

NetIncome over Expenditure 0 77288 — 8 @248

Movement tol(from) Gen Reserve. 21248
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26,472.00

26,472.00

3,003.00
8,113.00
31,907.00
626.00

43,649.00

6,408.00
46,472.00
52,881.00
43,649.00

9,232.00

9,232.00

Operating Income
Income

Total Income
Running Costs

salaries & Staff Expenses
Admin Costs

Building Maintenance
Marketing, Events & Publicity

‘Total Expenditure
General Fund Analysis
Opening Balance
Plus : Income for Year

Less : Expenditure for Year

Transfers TO / FROM Reserves
Closing Balance

Estimated Expenditure December - March
Capital & Maintenance Works

Running Costs
Consultancy

SubTotal

Estimated Income December - March

Predicted End Position

315t March 2021
£ 3530400
£ 3580400
£ 345.00
£ 4,751.00
£ 8,854.00
£ 610.00
£ 14560.00
£ 9,232.00
£ 3580400
£ 4503600
£ 14560.00
£ 3047600
£ R
£ 3047600
£ 17,0000
£ 4,000.00
£ 1,500.00
£ 2250000
£ 3,000.00
£ 10,976.00
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Market Hall Draft Budget 2022-2023

Budget Income

1000 Hall Hire

1020 Town Council Grant

1021 ClL Income

1050 Other Income

Event Income
1090 Bank Interest
Total Income

Overhead Expenditure

4000 Staff salaries Tax/NI/Pension

4200 Cleaning

4205 utilities

4235 Bank charges

4240 Licenses Fee

4260 Telephone/Broadband

4270 Insurance

4280 Consultancy

4300 Refurbishment costs

4310 Cleaning and general material:

4320 General repairs

4330 Capital Replacement Fund

4400 Marketing & Publicity

4405 Website & software

4410 Events

Expenditure

Total Budget Income
Total Budget Expenditure

120202021 2021-2022 20222023 |comments
Estimate end of|
Budget |Actual Budget | Actual __|vear Budget
£ 925000|£ 221600 € 412000 | £ 564000 [ £ 800000 | £ 5,000.00
£ 20,500.00 | £ 37,000.00 | £16,000.00 | £18,000.00 | £ 15,0000 | £ 16,000.00
€ - e zomoo|e - e - e - e N
€ 5000 | £ 252.00 | € 1,60000 | £11,333.00 € 11,333.00 | N
€ 2,420.00

€ - e 200[e - [e e00]e 600 € 10.00
£ 20,800.00 | £ 46,472.00 | £21,720.00 | £34,079.00 | £ 37,339.00 [ £ 27,450.00
£ 900000 | £ 3,003.00]¢ 350000 ¢ 345.00]¢ 34500 | £ 2,000.00 |Contract Caretaking
€ - e wsele - [e 7esoo]e 768.00 | £ 2,000.00 |Contract Cleaning
£ 290000 | £ 245000 € 3,00000 | £ 1,02600 | £ 200000 | £ 3,500.00
€ 10000]¢  s7.00[£ 10000[e s000]e 100.00 | £ 100.00
€ 20000[ ¢ 27.00]¢ swo0|e - |e 300.00 | £ 2,100.00 | PRS, hall hire +3 year wedding licence
£ 120000|f 855.00] € 1,25000 £ 515.00] ¢ 515.00 | £ 1,250.00
£ 200000|£ 1,728.00] € 1,50000 | £ 1,397.00 [ 1,397.00 | £ 1,500.00
€ 200000|£ 274000 € 207000 ¢ 75.00[£ 200000 £ 2,000.00
£ 700000 ¢ 18197.00[ € 200000 - | - e 4,000.00 |Gutters, Windows, External Repaint
£ 130000|£ 1,917.00[ £ 50000 | ¢ 2,305.00[ £ 3,00000 | £ 3,000.00 [includes PHS
£ 1,00000|£ 1,231.00] ¢ 500000 | £ 1,935.00 [ £ 1,93500 | £ 2,000.00 |Leak Repair
£ 500000 1056200 £ - |£4,61000[£ 1961000 Fire Alarm system upgrade
€ 50000 [ £ 187.00 € s0000[2 75.00]€ 300.00 | £ 500.00
€ 50000 [£  439.00 € 75000 10500 € 500.00 | £ 1,500.00
£ 100000 ¢ - |e15000[c a3000]e 100000 2,000.00
£ 33,800.00 | £ 43,649.00 | £21,720.00 | £14,334.00 | £ 33,970.00 [ £ 27,450.00
£ 29,800.00 | £ 46,472.00 | £21,720.00 | £34,575.00 | £ 37,339.00 | £ 27,450.00
£ 33,800.00 | £ 43,649.00 | £21,720.00 | £14,334.00 | £ 3397000 | £ 27,450.00

£ 28400[€ - |£2064500f  3,369.00 | £ -

Movement to/{from{ (4,000)
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Public Health Suffolk
Alde and Blyth Community Radio
sax Jazz

Elections East Suffolk Council
saxmundham Town Council

East Suffolk U3A

ESTA

Active Adults

1P17 Good Neighbours Scheme
Keep Fit

Planning Committee
saxmundham carpet bowls club
Mid Wales Geology Club

The Art Station

Reed in Partnership

Marine Leprince

Greener sax

birthday party

Creative Core Movement and Zahara Belly Dance
saxmundham Judo Club
saxmundham Museum

Total
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1,000.00
2,200.00
610.00
300.00
217.50
21000
320,00
33000
1,080.00
9275
105.00
375.00
320,00
255.00
735.00
180.00
60.00
7750
200.00
320,00
60.00

8,178.75

14.2933712
20.01072

0
428801155
310880828
3.001608
0.428801119
471681261
15.436842
1.34000361
1.500804
5.36001444
0.428801119
3.64481
10.5056276
257280684
0.857602239
110773635
285867429
0.428801119
0.857602239




