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1. [bookmark: _Toc384126088]Purpose
The purpose of this document is to outline the policy for processing and payment of third party vendor invoices related to non-stock transactions.

Please refer to the Intercompany Invoicing Policy document, which outlines the policy around the treatment of intercompany transactions between ColArt related entities and the purchasing policy for stock purchases for purchases related to inventory.
2. [bookmark: _Toc384126089]Definition
A third party vendor invoice relates to a transaction between a ColArt group company and a third party vendor, who has the right to payment based on a service or product delivered for  legitimate business purpose.

3. [bookmark: _Toc384126090]Principles
The key principles this policy is designed around are driven by management and statutory accounting requirements to ensure that expenditure is captured in the entity and cost centre that is the driver of the cost and holds the budget for it. 
In addition, the policy is designed to ensure that vendors are paid correctly and in compliance with agreed credit terms. Overdue vendor balances could result in restricted supply of products/services as well as adverse credit ratings for the business.
4. [bookmark: _Toc384126091]Policy Details

4.1. Purchase Orders

4.1.1 Purchase Orders (POs) must be raised for all spend over £250. It is the responsibility of the department originating the expense to ensure the PO process is followed.
4.1.2 The PO must be created in the correct entity code within the relevant ERP system(M3/QAD) and should include the relevant vendor, general ledger, cost centre and project codes where the cost is to be recorded.  
4.1.3 The PO must be submitted to the supplier, who must quote the PO number on their invoice, in order for it to be processed by ColArt’s Accounts Payable team (AP). Invoices without PO numbers will be forwarded to the purchasing departments and POs will have to be created by them. In exceptional cases the GMT member responsible for the department can override this step. 
4.1.4 All POs must be authorised in accordance with Appendix 1 to confirm that the expenditure is for a legitimate business purpose and the correct codes have been applied.  
4.1.5 Variation of supplier invoice to original PO: if the final invoice from the supplier is greater in amount than the initial purchase order then the approver for the invoice needs to be notified. They should either query the invoice with the supplier or raise an additional PO for the difference and report the reason for the over-run. 

4.2. Vendor set-up

4.2.1. The vendor must be set-up on the accounts payable ledger of the relevant ERP system (M3/QAD) prior to the PO being raised. 
4.2.2. A new vendor set-up request including details of supplier name, address, company and VAT registration numbers, credit terms and bank account must be provided to AP. 
4.2.3. The vendor credit terms must be at least 30 days from date of invoice.
4.2.4. The vendor set-up request must be approved by the manager of the purchasing department. 
4.2.5. Any personal or business relationship of the proposed vendor with a Colart employee must be disclosed and signed-off by the manager.
4.2.6. Any changes to vendor bank account details must be submitted to AP in writing on the vendor’s letter headed paper. AP will contact the vendor to confirm the details prior to amending them on the ERP system.

4.3. Vendor invoice processing

4.3.1. Once the product or service has been delivered, the owner of the PO should ‘receipt’ it in the ERP system (M3/QAD). This action will record the cost in the relevant entity, general ledger, costs centre and project codes against which the PO had been raised.
4.3.2. This will also effectively provide authorisation to process and pay the invoice when it is received.
4.3.3. AP will send out a list of unreceipted POs on a monthly basis. It is the responsibility of the PO owners to receipt or cancel these POs as required.
4.3.4. Invoices for Colart Fine Art and Graphics Limited and Colart Contract Manufacturing Limited must be addressed to The Accounts Payable Department, Goldthorn Road, Kidderminster DY11 7JN.

Invoices for Colart International Holdings Limited must be addressed to The Accounts Payable department, The Studio Building, 21 Evesham Street, London, W11 4AJ.

Electronic copies of invoices and any queries can be emailed to B.Ledger@colart.co.uk.

4.3.5. Invoices for all other ColArt entities should be addressed to their specific legal addresses.
4.3.6. Any invoices received by the purchasing departments must be forwarded to the correct AP location immediately and they must inform the suppliers of the correct AP postal and email addresses to be used in future.

4.4.  Vendor payments

4.4.1. AP conduct weekly payment runs on Thursdays. Vendor invoices falling due each week, based on their payment terms, will be included in these payments runs.
4.4.2. Therefore all POs must be receipted and non-PO invoices manually approved and forwarded to AP by 5.00pm on Wednesday. Any invoices which are approved after this deadline will be included in the following week’s payment run.

4.5. Employee expense reimbursements and credit card payments

4.5.1. All employees must submit expense claim forms for reimbursement of expenses, whether initially paid for by the employee by personal card or cash, or to support expenditure on company credit cards. 
4.5.2. All expense claims should include supporting receipts/invoices and must be approved by the line managers to confirm that the expenses have been incurred for legitimate business purpose. 
4.5.3. Only expenses that are in line with ColArt’s expense policy are eligible for reimbursement.
4.5.4. Claims for mileage and subsistence must be calculated in accordance with ColArt’s pay rates. 
4.5.5. Any expense claims related to entertainment must state clearly the purpose and beneficiary of the entertainment.
4.5.6. Expense claims for company credit cards must be submitted within one week after the end of the calendar month and must reconcile to the credit card statement for that month. Non-compliance will be addressed by notifying the cost centre manager or supervisor. 
4.5.7. It is not allowed to use the corporate card for personal charges and repeated violation will result in the credit card being withdrawn.  Any personal expenditure incurred on company credit card will have to be reimbursed by the employee by issuing a personal cheque to ColArt or through payroll deduction.
5. [bookmark: _Toc384126092]Related Areas and Processes
 
[bookmark: _Toc384126093]6. Issue management process
If application of this policy leads to an issue within the business it should first be raised to the Group Controller.



[bookmark: _Toc384126094]Appendix
Additional reference information for the Policy


Approval Hierarchy:


	NON-PRODUCTION RELATED ITEMS OR SERVICES

	System Limits
(in GBP)
	ROLE / RESPONSIBILITY*
	 Comments

	<1.00
	Requestor
	 

	<100.00
	Undefined CIHL Level
	 

	<250.00
	Undefined CIHL Level
	 

	<2,000.00
	Manager
	 

	<5,000.00
	Functional Director
	 

	<20,000.00
	General Manager / Plant Manager / MD / Purchasing Director
	 

	<50,000.00
	Group Management Team Member
	 

	<100,000.00
	CFO
	PO & Invoice require approval of relevant GMT member PLUS CFO before approval by CFO in system

	>100,000.00+
	CEO
	PO & Invoice require approval of relevant GMT member, CFO, PLUS CEO before approval by CEO in system



*Requests for changes to approval limits need to be authorized by the Group Controller
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