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HELPING LDCAL COUNCILS TO SUPPORT COMMUNITIES





Letter of Appointment of Internal Auditor
Note: This letter of appointment may be taken to your Council meeting when appointing GAPTC as your Internal Auditor. However, submission of this is no longer accepted via email or post, please submit this information electronically via our website member portal https://forms.office.com/e/qscAiysHNQ
GAPTC will acknowledge this appointment, provide a detailed resource pack to assist the Clerk with preparations for the Internal Audit and will inform the Clerk of available training and support. Once the audit documents have been submitted by the Clerk, an auditor will be appointed. 

___________________________________________________________________________

[Name of Parish/Town Council], following a council meeting, formally appoints The Gloucestershire Association of Parish & Town Councils (GAPTC) to conduct an Internal Audit within the Terms of Reference, for the year 2024–2025.

You will be asked the following information:

1. Clerk’s Name
2. Clerk’s Email
3. Chairperson Name
4. Chairperson Email

5. Minute Reference from the meeting appointing GAPTC as your Internal Auditor
6. Current Annual Expenditure: £

7. Current Annual Income: £

8. Name of your 2023–2024 Internal Auditor
9. Is this your first ever Internal Audit? Y/N

10. Did you attend our information session informing clerks and councils of the revisions to our Internal Audit Service? Y/N

11. Will you require a remote or face-to-face meeting with your auditor? Y/N

12. Will you require regular support to submit and complete your audit? Y/N

13. Are you interested in attending training on how to prepare for the audit? Y/N

14. Did you submit the required documents to the auditor for the last financial year on time? Y/N

If no, please give a reason why. 

15. Are you aware of the bi-weekly free drop-in sessions provided by GAPTC offering support to clerks preparing for their Internal Audit?

Signed by the RFO
Date: 

Gloucestershire Association of Parish & Town Councils

Cranham House, Falcon Close, Quedgeley, Glos. GL2 4LY.

Tel: 01452 883388   ·   E-mail: info@gaptc.org.uk   ·   www.gaptc.org.uk
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