Memo 
09/10/2008

Fitters Invoices – Important Notice
I have been looking at the situation with invoices for cheque payments and some of you are very behind with the invoices. Chasing invoices is extremely time consuming and as we always have your cheques ready on time I don’t think it is too much to ask for you to write out an invoice in time. Also when you leave it weeks Alison or Jenny has to spend ages copying sheets because you are not aware of where the originals are. 

Therefore from week commencing 13th October a cheque will only be issued if
 ALL invoices are up to date.

Alison as you know prepares her cheques on a Thursday so if we have NOT received any outstanding invoices by 9am on Thursday there WILL NOT be a cheque in the warehouse for you Friday morning.

· If this is the first time in the last 4 weeks then the cheque will be drawn and kept upstairs and handed over on receipt of the missing invoice.

· If this is not the first time then NO CHEQUE WILL BE WRITTEN UNTIL AFTER THE INVOICE IS RECEIVED. This may be a couple of days after an invoice is received depending on workloads and Alison is not in the office every day.

I don’t think this is too much too ask and if anybody has worked elsewhere you will know we are EXCELLENT at paying on time. Other companies can take up to 4 weeks to pay their fitters.

Any problems please speak to me as Alison or Jenny cannot bend these rules.

David Guyan 
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