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1.3.01 Funeral home
sends bill, death

certificate & CPP benefit
form to Field Worker

1.3.02 Field
Worker receives

forms from
Funeral Home

1.3 Funeral Expenditures & CPP Reimbursement

Start

1.3.03 Field Worker completes invoice
summary (if not already completed) and

Notice of Death, Discharge, Transfer
Absence and Return from Absence

Notice of Death,
Discharge, Transfer,
Absence and Return

from Absence

1.3.04 Field Worker
forwards completed
forms to the Field
Office Secretary

1.3.06 Updates
database /

movement book

1.3.05
Secretary
receives

forms

1.3.07 Distributes forms to:
MOH, ODSP, OPGT and files

copy in Resident file and
closes file.

1.3.08 Finance
receives, and
reviews forms
and signature

A

Invoice Summary
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A

1.3.09 Forward documentation
to CPP for reimbursement (if
Field Worker has not already

applied)

1.3.11 Notify HSC that
client is not eligible for

benefit

Client
eligible for

benefit
?

1.3.10 Forward cheque
to HSC

Y

N

B
1.3.12 HSC pays for

entire funeral
D

Update HSC 
System 1.3.41
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Payment
received

?

N

Y

1.3.13 Non-payment:
follow up with letter or

phone call to CPP

1.3.14 Manual
log of cheques

received is
updated at the

mailroom

1.3.15 Input deposit
information into ARMS
(accounts receivable
management system)

1.3.16 Reconcile A/R
input, produce reports,

forward cheques to
cashier for deposit

1.3.17 ARMS
information is

uploaded to Kingston
for the HSC System

B C

1.3 Funeral Expenditures & CPP Reimbursement
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C
1.3.18 Receive a report

of all the rejected
payments

1.3.19 Prepare
journal to fix any
rejected cheques

D

1.3.20 Verify
invoice summary
is accurate and

complete

1.3.21 Verify
signed by

Field Worker

1.3.23 Input on invoice summary
form the Municipal number (area
number) if missing and vendor
number (if not a new vendor)

E

1.3.22
Verifies

location/date
of death

1.3 Funeral Expenditures & CPP Reimbursement
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New
vendor?

Y

N

1.3.24 Submit
request to SSB

Vendor Maintenance
to add a new vendor

FE

1.3.28 Balance
invoices to

receipts and
separate

1.3.25 SSB enters in
new vendor number
on invoice summary
& returns to Finance

1.3.26 Code invoice
summary form

based on type of
expenditure

1.3.27 Assign
invoice number to
invoice summary
form (if missing)

1.3 Funeral Expenditures & CPP Reimbursement
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F Accurate?
Y

1.3.29 Follow up with
Field Officer or return
to Home Operator /

Field Officer

N

1.3.30 Batch & total.
Assign batch number

and requisition
number.

1.3.31 Enter data on
Batch control sheet:  Code

(ZZ for invoices),
Submission Date, Batch

no, Requisition no., Total.

1.3.32 Attach
control sheet to
batch of invoice

summaries.
Sign batch.

1.3.33
Input for
payment
(Walker)

1.3.34  In Walker header
record (Invoice Group
Maintenance) enter

requisition number, date
and total of batch.

G

1.3 Funeral Expenditures & CPP Reimbursement
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G

1.3.35 In General
A/P Header Input

enter vendor
number, invoice
number and total

1.3.36 In Invoice line screen
enter coding:  Budget Code,

COCE Code, Municipal
code.  Enter tax information

and verify total.

1.3.38 Complete
Walker Batch Input
Record form and

forward to SSB (A/P)

1.3.40 Cheque
issued

(MOHLTC -
Treasury)

1.3.37 Confirm balance
on Group Balance

Inquiry (92C).  Correct
any errors.

Walker Batch
Input Record

1.3.39 A/P
(SSB)

releases for
payment.

H
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1.3.42
Input forms

into log
book.

1.3.43 Batch
and assign

batch
number

Movement
Log

1.3.44 Enter
data on Batch
Control Sheet

1.3.41
Update

HSC data
H

1.3.45
Input data
into HSC
system

1.3.48
Report

issued from
system.

1.3.46
Enter data

into Header
Record

1.3.47 Adjust
status of

Resident in
system

Data
rejected

?

J

I

Y

N

K
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1.3.50
System
updated

1.3.49
Investigate
and correct

errors

1.3.51 One
copy filed with
audit, one with
Resident file

1.3.52
Close file

EndI

J

K

1.3 Funeral Expenditures & CPP Reimbursement


