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9th November 2025 
 
Ms Clare Shinner 
Clerk/RFO to Hanbury Parish Council 
 
Sent via email to- clerk@hanburyparishcouncil.gov.uk 
 
Dear Clare 

Internal Audit services for 2025/26 

Now that the 2024/25 audit for Hanbury Parish Council has been completed I am 
writing to offer to undertake the annual internal audit for you for the 2025/26 accounts.  
 
As before, I will follow the expectations placed upon internal audit as set out in the 
Smaller Authorities Proper Practices Panel (SAPPP) Practitioners’ Guide 2025. This will 
entail reviewing the council’s procedures by reference to its minutes, bookkeeping and 
policies. I will then complete both the AGAR Internal Audit report and a more detailed 
report to the council which may include recommendations intended to help the council 
work more effectively.   
 
If appointed, this letter confirms the basis on which I will provide services to you with 
the aim of avoiding any misunderstandings relating to our respective responsibilities. 
 
1. Internal Audit Process 

a. The primary objectives of Internal Audit are: 
i. to review, appraise and report upon the adequacy of governance and internal 

control systems operating throughout the council which will require an 
objective, evidence-based approach; and 

ii. to carry out an annual inspection of the books and records of the council.  
 

 The Council is responsible for supplying all documents requested. 
 

b. To ensure the effective and efficient method of completing the internal audit the 
council is asked to: 
i. ensure the process laid down within this engagement letter is acceptable. 
ii. sign the engagement form enclosed at page 5 and return it by email at your 

earliest convenience to ensure the relevant time-related deadlines are met. 
 

c. Upon receipt of your completed engagement form, I will forward a checklist to 
you which is to be completed and returned with any documents requested. This 
will then be reviewed prior to our initial meeting. 
 

Gill Lungley, BA(Hons), FSLCC. Internal Audit. 

Grange Cottage, Birmingham Road, Hopwood, B48 7AJ 

Tel: 07958 450482 | Email: gmlungley@gmail.com 

mailto:clerk@northclainesparishcouncil.gov.uk
https://www.saaa.co.uk/wp-content/uploads/2025/04/Practitioners-guide-2025.pdf
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d. The initial meeting will be arranged in person, to discuss the completed 
checklist and clarify any queries. During this visit I will require access to original 
documents that I will ask for in advance of meeting and on the day.  
 

e. A second, follow-up meeting may be required either in person or via zoom and I 
will maintain communication predominantly by email to obtain as clear a picture 
as possible of the council’s governance procedures and accounting processes. 
 

f. If appointed before the financial year-end, I shall produce an interim report prior 
to the financial year end with a final report as soon as possible after 31st March 
and in any case before 31st May. If appointed after the year-end, I will provide just 
the one report. All reports will be addressed to both the Clerk / RFO and to the 
council’s Chairman. 
 

g. I will require the draft, electronic, editable, version, of the AGAR to be sent to me 
before 31st May so that I may complete the Internal Audit section and return it 
both electronically and by post.    
 
 

2. Scope of Work 

Predominantly Internal Audit will review the governance of the council culminating in 
the completion of the Annual Internal Audit Report as stated above. In keeping with the 
AGAR Internal Audit Report headings (A to O below), I will look for evidence and report 
on the following key activities to check they are in place and working satisfactorily. 
 

A. Proper bookkeeping B. Payment controls / Financial Regulations 
C. Risk management / Internal Controls D. Budgetary controls 
E. Income controls F. Petty cash procedures  
G. Payroll controls H. Assets and investments 
I. Bank reconciliations J. Accounting statements /powers 
K. Exemption criteria (if applicable) L. Website and transparency code 
M. Public Rights notice and dates N. Publication of previous AGAR 
O. Trust status review.  

 
 

NEW For the 2025/26 AGAR we have been made aware that Section1, the Annual 
Governance Statement, will include a tenth assertion relating to digital and data 
compliance. More information on this is available in the Practitioners’ Guide 2025 
paragraphs 5.121 – 5.128 on page 47.  
 
Please note the statutory requirement to appoint a Data Protection Officer does not 
apply to town and parish councils. 
 
 

https://www.saaa.co.uk/wp-content/uploads/2025/04/Practitioners-guide-2025.pdf


Internal Audit terms of engagement: Gill Lungley for 2025/26 audit 3 
 

3. Roles and Responsibilities 

a) The Internal Auditor must retain independence which means they are not involved 
in the council’s financial decision-making, management or control of the council or 
any other areas that may give rise to conflicts of interest. 
I will provide confirmation of independence where appropriate. 

 

b) The Internal Auditor is expected to be competent; my competencies are based on 
my practical experience over the last thirty years as a clerk within a variety of 
councils, as a Fellow of the Society of Local Council Clerks, and as a recognised 
CiLCA-qualified trainer to parish and town councils and their staff. For 
reassurance, I also have professional indemnity insurance cover.  

 

c) The Responsible Financial Officer (and the Proper Officer if not the same person), 
together with the council, have clearly defined responsibilities for Risk 
Management, Internal Control, Internal Audit and the prevention of fraud and 
corruption. 

 

d) The Council is expected to ensure the Internal Auditor can access the relevant 
documents to complete the internal audit process, along with access to the 
relevant council members and officers as required. 

 

e) The existence of Internal Audit does not diminish the responsibility of the council to 
establish systems of internal control to ensure their activities are conducted in a 
secure and well-ordered manner. 

 
 
4. Fees and Charges 

Fees are based on the council’s turnover for 2025/26.  
 

Council’s annual income and/or expenditure Fee 
Up to £10,000 £120.00 
Between £10,000 - £25,000 £150.00 
Between £25,000 - £75,000 £175.00 
Between £75,001 - £150,000 £200.00 
Between £150,001 - £250,000 £250.00 

 
Additional Charges 

Late submission of documents, including the AGAR  
(no later than 31 May) £75.00 surcharge 

Mileage* £0.45 per mile 

Additional meetings (if more than one is required) £35.00 per hour 

Attendance at a Council meeting (if required) £70.00 (plus mileage) 
 
*Mileage costs can be shared between the councils if only one collection point for all. 
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5. Requests for attendance at Council Meetings 

If you require it, I would be happy to attend a Council meeting, given reasonable notice 
and where convenient. This gives the Council an opportunity to ask me questions, 
clarify the scope and nature of the work I have undertaken and to notify me of any 
issues that may be relevant as the cycle of Internal Audit progresses.  
 
 
6. Agreement of terms  

Once agreed, this letter will remain effective from the date of signature until it is 
replaced.  Either party may vary or terminate my authority to act on your behalf at any 
time; however, if work has already been undertaken, a charge for the work so far, will be 
made.  Notice of termination must be given in writing. 
 
Please confirm your agreement to the terms of this letter of engagement by completing 
the form and returning it to me at your earliest convenience so that we may agree the 
relevant dates. 
 
I trust that this is acceptable to the council and look forward to hearing from you. 
 
 
Yours sincerely, 
 

 
Gill Lungley, BA(Hons), FSLCC 
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Agreement of Terms for Internal Audit 

for financial year 2025 / 26 
 
 

Hanbury Parish Council confirms that it has considered and agreed to 
the contents of this letter including the fee of: 

 £ [see schedule above] 

at a meeting on:  

Minute Reference: 
 

and agrees that it accurately reflects the services that Council has instructed you, 
Gill Lungley, as Internal Auditor, to provide. 

The agreed Precept for 25/26 is: £………………………………………………………………… 

RFO/Parish Clerk Name:  

Date: 
 

Signed: 
 

Chairman or appropriate Council Member 
 
 
Position:  Name:  
 
 
Date:  Signed:  

 
 


