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HRO2
Introduction

As part of the process for the audit of any relevant town clerk’s documents a counter
signature is sometimes required. To ensure that an acceptable process is in place the
following policy has been agreed by council for the Chair (Mayor) and Vice Chair
(Deputy Mayor) to sign relevant documents that the town clerk is required to complete.

Policy

The Chair (Mayor) and Deputy Chair (Deputy Mayor) have received delegated powers
from the town council to counter sign the following documents:

Town Clerk’s:-

Mileage claim form

Time sheet

Holiday request form

Expenses forms

Any other form that requires a counter signature
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