HOLCOMBE PARISH COUNCIL

PROCEDURE NOTE ON TRANSACTIONS WITH FUNERAL DIRECTORS

This note addresses the internal control issues facing both the Parish Council and local Funeral Directors.
As a Parish Council, we are not equipped to issue invoices therefore funeral directors should utilise the online form (Application for Interment), which can be found on the Parish Council website. The form shows the fees which are due, in advance, to the Parish Council. On receipt of the completed form and the related fee, the funeral can proceed.
Funeral Directors will have their own internal controls and will have to satisfy their auditors on the substance of financial transactions with the Parish Council. Given that the Parish Council does not issue invoices, it is recommended that Funeral Directors:
1.  Retain a hard copy off the AFI Form, to evidence the substance of the transaction and,
2. Print off the acknowledgement of payment email from the Parish Council, to evidence the payment made.     
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