
 
 

Annual report and accounts seminar 10/11/14 

Questions and answers 

 

Publishing annual reports and accounts: 

Q) Is the content of annual reports and accounts published in open formats? 
A) Although not an open format, organisations need to ensure that a web-optimised PDF and print-ready 
PDF are published. These files should be accompanied by the appropriate publication metadata to ensure 
that the document can be easily found on GOV.UK. The PDFs should not be locked – a locked PDF will 
mean users are unable to copy and paste any content for re-use. Organisations may also be required to 
publish data from the accounts section of the document in re-usable formats. 

Q) How does publication on GOV.UK take place? 

 
A) If you are from a central department your  annual report and accounts are generally published  by your 
departmental web/digital team.  If your organisation does not have GOV.UK access rights you will need to 
arrange publication through your parent department’s digital team.  If you don’t have a contact in your 
parent department use the contact form on GOV.UK and the Government Digital Service will provide you 
with a contact. It’s a good idea to make contact with the actual person due to publish your document long 
before the document’s laying date and agree a publishing timeline with them. Include the publication 
time/date in your document’s project plan. 
 
More information about publishing responsibilities can found here: 
https://insidegovuk.blog.gov.uk/2014/06/19/official-documents-on-gov-uk-publishing-responsibilities/ 

Q) Do documents have to be colourful? 

 
A) No. There is no requirement for your annual report and accounts to have any colour. Many organisations 
produce very plain documents in black and white in order to reduce print costs. Reports must be saddle 
stitched or perfect bound.   
More information about reducing costs can be found here: http://www.nationalarchives.gov.uk/information-
management/producing-official-publications/parliamentary-papers-guidance/parliamentary-papers-
planning-checklist  

Q) As there is no contracted official print publisher for annual reports and accounts; where can 

members of the public obtain print copies? 

 
A)  Print copies can be bought from a number of known suppliers which are listed here (and potentially 
elsewhere) – https://www.gov.uk/how-to-buy-printed-copies-of-official-documents . If your document has 
been published correctly on GOV.UK then these and other suppliers can access the document’s print-ready 
PDFs to produce and sell professionally printed copies.   
More information on publishing correctly can be found here – scroll down to ‘official documents’: 
https://www.gov.uk/guidance/how-to-publish-on-gov-uk/creating-and-updating-pages#official-documents  

Q) Is anyone able to produce print copies of annual reports and accounts using the print files 

published on GOV.UK? 

 
A) Yes, if your document is Crown copyright it is published under the Open Government Licence (OGL). 
The OGL permits anyone to re-use Crown copyright information. 
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Q) Where do organisations obtain the up to date copyright statement from? 

 
A) You can obtain the Crown copyright statement from  the print vendor partner contractor (Williams Lea). 
The statement will be supplied alongside the other publication furniture for annual reports and accounts. 
The National Archives has supplied the statement to the contractor as part of the specifications for annual 
reports and accounts. If your organisation is not Crown The National Archives has also supplied the 
contractor with a best practice statement that can be used instead.  
The latest statements and more information can also be found here: 
http://www.nationalarchives.gov.uk/information-management/producing-official-publications/copyright-
statements/  

Q) Where do we obtain the print-ready PDFs that need to be published on GOV.UK? 

 
A) If you are using the print vendor partner contractor to print your annual report and accounts advise   the 
contractor when it should  supply the print-ready PDF to you. This is part of the contracted service for 
annual reports and accounts.  If you are not using the print vendor partner contractor then obtain the PDF 
from your nominated printer. No matter who the printer is you will need to work out a timeline within which 
to receive the print (and web) PDFs so that the PDFs can be published after laying on the same day as 
laying on GOV.UK. 

Q) Is a web-optimised PDF the same as an accessible PDF? 

 
A) A web-optimised PDF is a PDF intended for use on the web. The print vendor partner contractor or your 
printer can supply this PDF to you. An accessible PDF is a web-optimised PDF that includes specific 
metadata within the file. This is called tagging.  The Government Digital Service has published guidance on 
producing accessible PDFs -  https://www.gov.uk/service-manual/user-centred-design/resources/creating-
accessible-PDFs.html.  
 
For a fee, the print vender partner contractor and other suppliers can produce a fully accessible PDF for 
you. A simple web optimised PDF should not incur extra cost. Alternatively your own organisation may 
create either file in-house. 
 

Auditing of annual reports and accounts  

 

Q) Where can NAO disclosure guides and other information for organisations being audited be 

found? 

 
A) http://www.nao.org.uk/search/type/report/pi_area/financial-management  

 

Q) Who audits the National Audit Office? 

 
A) NAO contracts for a medium-tier firm to audit its own accounts. The report and accounts are available on 
the NAO website. 

 

Q) Where can organisations obtain text to include in the letter of representation? 

 
A) The text is provided by NAO (generally within the audit completion report which is presented to the audit 
committee before the accounts are signed by the Accounting Officer.) 
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Print vendor partner contract – printing annual reports and accounts 

 

Q) Why is the Crown Commercial Service proposing an 18 month extension for the print vendor 

partner contract, as opposed to a 20 or 22 month one? 

 
A) The proposed extension will allow for other central government contracts to expire and then services can 
be tendered at the same time. It is recognised that a June transfer to new arrangements could cause 
disruption to annual reports and accounts, therefore changes will be managed accordingly. The Crown 
Commercial Service will confirm extension/expiry arrangements as soon as it's in a position to do so. 

 

Printing annual reports and accounts: 

 

Q) Who do we need to raise a purchase order to when paying for design or print services? 

 
A) Purchase orders should be raised to Williams Lea. 

 

Laying annual reports and accounts: 

 

Q) Do annual reports have to be laid in print? 

 
A) Yes. The Journal Office will only accept documents laid in print. This enables Journal Office staff to 
make the necessary checks of the document prior to accepting it. In addition, by law House of Commons 
Papers have to be laid in print to attract parliamentary privilege. More information can be found here: 
http://www.parliament.uk/site-information/glossary/parliamentary-privilege/ 
 

Q) What happens if the report is not ready to print professionally in time for the laying date? 

 
A) The Journal Office will accept ‘proof’ copies of your annual report and accounts printed from an ordinary 
office printer. Certain requirements apply and more information on laying in proof can be found here: 
http://www.parliament.uk/documents/upload/laying-papers.pdf . You will also need to ensure that the Vote 
Office (House of Commons) and Printed Paper Office (House of Lords) have sufficient copies for Members 
– your Parliamentary Clerk can assist you with this. If you have laid in proof you will still need to produce 
professionally printed copies for statutory legal deposit. You may need to consider other stakeholders 
needing copies immediately after laying. 
 

Q) Will digital laying become a reality? 

 
A) Although there are no firm dates or plans in place at the moment, the possibility of digital laying is being 
considered for the future. 
 

Q) When should organisations get their title pages checked? 

 
A) Checking of these can take place at any time, and in advance of the rest of the document being 
finalised. It’s best to do this in April or May avoiding the busy period in June and July. There is also no need 
to send the Journal Office your whole report, just the pages you need checked. 

http://www.parliament.uk/site-information/glossary/parliamentary-privilege/
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Q) Is the requirement for a covering letter new? 

 
A) No, these have been around for a long time. It is recommended that the parliamentary unit responsible 
for laying your document has the laying copies the day before laying so that they have time to complete 
these letters. 
 

Q) What effect will the election have on the House’s sitting days? 

 
A) The Journal Office may be able to accept some papers when the House returns after the election, 
however it would be expected that papers due for laying in June and July should be unaffected. 
 

Q) How often does the House rise early? 

 
A) It is not common for the House to rise in advance of the planned date, however it can happen. You 
should avoid laying on the final sitting day in case this happens. If the last laying day is unexpectedly 
brought forward you will not be able to lay your document as planned and its laying could be delayed for 
several weeks. The House can sometimes riser earlier than planned on a particular day. 

 

Simplifying annual report and accounts    

 

Q) In relation to FReM-light, how are small organisations defined? 

 
A) This is still being discussed as there are important issues around accountability  
 

Q) When will the changes come into effect? 

 
A) Nothing substantial will change for 2014-15 although entities are encouraged to continue with the red 
pen approach. Changes are being introduced for 2015-16. 
 

Q) When was the most up to date version of PES/FReM published? 

 
A)   The final versions of these are published each December  



 


