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Internal Invoicing Policy



Aftersales Invoicing the Service Dept:



· Only the service manager has the ability to raise internal invoices for their site.

· Invoices must include sufficient information such as the reason, evidence, persons involved and name of authoriser.

· The Service Manager must keep a physical log of all invoices raised to be signed off by the Head of Business at month end.



Aftersales Invoicing the Sales Dept:


· All internal accounts are on stop, the stop flag can be removed by your HO accountant after they have received authorisation from the relevant Sales Manager. Only the service manager has the ability to raise internal invoices for their site.


· It is the Aftersales dept. responsibility to request the Sales Manager makes contact with the accountant. An email from the sales manager stating the amount and the fact they authorise the invoice will suffice.

  
· At month end the accountant will send the sales manager a copy of each document raised by aftersales for email confirmation.
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