LetchWood – Ann C Wood
134 Witham Road, Black Notley, Essex, CM77 8LN
Telephone 07939 209180
e.mail – ann@letchwood.co.uk

Please note that I can also be contacted on annwood@councilwise.co.uk


______________________ ______  ____________  Parish/Town Council

Contact details of the person to contact during the audit
	
Name	:					e.mail	:				

Website address:						Telephone:


Information required to assist with the audit - Audit Year 2025/2026

To assist me to carry out the audit, I would be grateful if you could supply the following information PRIOR to the Audit

	Total Receipts for the year

	

	Total Payments for the year

	

	General Reserves

	

	Earmarked Reserves

	



Minute references and/or dates of:

	Budget Meeting (from previous year)

	

	Setting of Precept (from previous year)

	

	Appointment of Clerk/RFO

	

	Review of Salaries

	

	Review of Risk Assessment

	

	Review of Internal Control

	

	Review of Internal and External (if applicable) Audit Report

	

	Appointment of Internal Auditor

	

	Review of Standing Orders

	

	Review of Financial Regulations

	

	Website compliance and generic council e.mail address (Assertion 10)
	

	Adoption/Review of IT Policy (Assertion 10)
	

	FOIA and Data Protection compliance (Assertion 10)
	

	Date of Publication Scheme

	

	General Power of Competence adopted (if applicable)
	

	Reclamation of VAT

	

	Review of fees (if applicable)

	

	Reference to Trust Fund/asset management as sole trustee (if applicable)
	

	Date of adoption of 2020 LGA Code of Conduct
	




Documents required for Internal Audit 

This is a checklist of some of the documents that will be required for the audit.  As long as the documents or electronic files relating to the audit year are all to hand, they do not necessarily need to be out on a desk or table.  Indeed, some of the documents are likely to be electronic only, in which case you will either need to allow me access to a computer or have a memory stick with the information on it.  You do not necessarily need to print anything.

· Receipts and payments books
· Minutes for the audit year plus relevant pages from the previous year for setting of precept, budget meetings etc.
· Bank statements (all accounts) up to 31st March
· Bank reconciliation for all accounts
· Cheque book(s) and paying in books (if applicable)
· All salary/payroll details
· Insurance Cover Policy and certificates of Public and Employers Liability
· Assets Register
· Risk Assessment and Internal Controls
· End of year accounts – R&P or I&E
· Copy of Standing Orders, Financial Regulations, IT Policy, Biodiversity Policy
· Invoices/Receipts
· VAT records
· Tenders during the year (if applicable)
· AGAR for the current and previous year
· Full Internal Audit report for the previous year (if not Letchwood)
