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	From:


	DG

	To:


	Trade

	Date:


	11th February 2003

	Subject:


	Balances & Invoices


David sent you a memo recently regarding a “comments” field added to the database so comments relevant to jobs can be entered directly onto the system. This will enable us to see the order history without keep sending you reports for your comments on orders that are not invoiced or balances that are not paid etc.

I am in the process of entering the details to date on the system but it will be up to you to keep the comments up to date on the system from now on.

When the system is fully running there will be parameters and time scales set and after a certain date head office will send out balance requests for orders awaiting instructions, letters for unpaid invoices and also we will be invoicing orders after a certain time regardless of if its status. We will inform you of in due course of the parameters and time scales and letters etc WILL be sent without reference to the branch unless there are comments on the system advising of problems and THEN we will refer to the branch before letters are sent.

The orders bellow will be invoiced on Monday 16th UNLESS we here from you to the contrary by Friday. 

Job No
Name
Invoice Amount
Balance

T05709
Ermitage Hotel
£15927.24
nil *

* Nigel due to the amount of this invoice I would like to invoice it in February as the material costs will be in Feb. If there were extras could we raise a separate invoice for them?


Also please advise me of any reasons why the following balances are not paid and why if any reason they cannot be chased.

Name
Outstanding Balance


Hamptons International
£309.32 *

London Project & Design Management
£2278.75

London Project & Design Management
£3348.75

London Project & Design Management
£2802.38

London Project & Design Management
£493.98

Joykepe Ltd
£1805.00

Dr Edwards & Bishops Kings
£310.00

Dr Edwards & Bishops Kings
£450.00

Dr Edwards & Bishops Kings
£285.00

Dr Edwards & Bishops Kings
£255.00

London Project & Design Management
£70.50

Hamptons International
£695.00

* David Cooper to send Thomas Higgins Letter.

Also can you tell me the history about Oaklands South West Ltd as I believe they have gone into liquidation but the work was at the director’s house should we persue?

When I have your reply to this I will ensure the system is up to date. From now on ensure ALL comments relating to order progress are entered DIRECTLY on to the computer and this will save duplication of work in the future.

Please reply promptly as the sooner I can enter the comments the better, as the lists are out of date quickly.

Many Thanks

DG

