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DESIGNS FOR FLOORS
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	From:


	DG

	To:


	All Fitters

	Date:


	24th April 2003

	Subject:


	Weekly Payments


IMPORTANT NOTICE REFERENCE PAYMENTS PLEASE READ

We are in the process of changing the way we make the payments to fitters on a Friday. Currently we rely on an invoice being submitted for us to generate a cheque. Some invoices are not received in the office until Weds lunchtime. This requires payments being authorised by the branches for jobs where balances are outstanding. As this can take a day or two for the shop to check with the customer this delays the cheques being written until the last minute and puts pressure on the office on a Thursday to ensure a cheque is ready by Friday.

To ensure a cheque is ready every Friday without this pressure the following process will replace the existing system.

1. Every Monday a report of last week’s fittings (up to and including the previous Sunday) where balances are not paid will be sent to the branches for authorisation.

2. When the branch has commented the passed payments will be printed on to a list and a cheque for this amount will be raised.

3. The cheque and a list of all payments authorised, along with a list of any held payments, will be passed to Richard for collection on Friday Morning. Where we normally post cheques they will be posted Thursday night.

4. We then require an invoice with the fitter’s name & address stating payment received for works completed for Week Ending “last Sundays date”. IF THIS INVOICE IS NOT RECEIVED BEFORE THE FOLLOWING THURSDAY NEXT WEEKS PAYMENT WILL BE HELD. You can check your worksheets against the lists given and dispose of them after you have received payment.

This process will start from today and will operate from now on. Any fitters who may have any worksheets before the beginning of April will need to submit them for payment as the computer has assumed all old payments have been made. From Monday onwards all payments for fitting carried out will be made automatically.

IF ANYBODY HAS ANY CONCERNS ABOUT THIS SYSTEM PLEASE SPEAK TO ME OR RING ME ON MY MOBILE 07860 291565. I AM HAPPY TO ANSWER ANY QUERIES YOU MAY HAVE. WHEN THE SYSTEM HAS SETTLED DOWN AFTER THE FIRST WEEK OR TWO IT WILL BE AN EASIER SYSTEM FOR YOU ALL, AS WE WILL PAY YOU WITHOUT YOUR BILLS BEING HANDED IN.

SEE IT IS NOT ALL BAD

