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Analysis of supplier payments process
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Signed: ……………………………….
Title:  CFO
Date: 20 December 2022

% invoices under 61 
days

% of invoices to 
contract terms

% of invoices to 
contract terms+7

Average number of 
days to pay

14 December 2022 90.3% 64.8% 82.2% 39

31 March 2023

30 September 2023

31 March 2024

All invoices received are to be processed in line with the attached procedure/flow charts.

• PO Cost of Sales or Overheads (OPEX) – one to one match (slide 3)

• PO Cost of Sales – blanket PO (slide 4)

• Non PO Cost of Sales – Recurring COS (slide 5)

• Non PO Overheads (OPEX) – Recurring or Occasional costs (slide 6)

Table below to be completed at every statutory reporting date and results to be monitored/reviewed for progress:



Reasons for payment beyond contracted credit terms and mitigating actions:

3

Issue Action required

Received late from supplier/post delays Alert supplier, and try to get electronic transfer of invoices

Invoices sent to registered office address rather than trading address Advise supplier of trading address to update supplier system

Request company secretary to pass on invoices/documents on timely 

basis

Dispute waiting to be resolved with supplier Work with suppliers to resolve disputes as quickly as possible

Payment of invoice balances around disputes

Some suppliers drop ship (deliver straight to customer) and therefore 

can take longer to confirm receipt and or any issues with supplies

Business Admin to confirm equipment receipts on timely basis

Regular liaising with suppliers around any supply related issues, 

quantities and pricing

Specific agreement to pay supplier outside of regular agreed terms due 

to supply issues and part delivery or pre-invoiced ahead of shipping

Identify specific invoices to which this applies, and segregate these 

from the payment calculations

Invoice approved for payment after weekly payment run has been 

made therefore having to go on the next one

Liaise with suppliers to advise them of the regular payment dates to 

ensure they are meeting invoice deadlines to ensure on time payment

Analysis of supplier payments process



Bus Admin

Supplier

P Ledger

RA

More than 2 
weeks between 
invoice date and 
ETA date

Invoices Received 
into Account inbox

Capture the email and check 
financial info (Billing 
address, SF7 VAT number, 
supplier name, bank details) 
– Validated?

Capture email and invoice, save 
the invoice to ‘Unprocessed 
Invoice folder’ and move the 
email to suppliers’ folder

PO related –
check in AT PO 
module or BI 
F13 report for 
quantities, unit 
cost, total costs 
(3% or £10 as 
threshold of 
diff.) and  
Goods Reciept. 
All fully 
validated?

Yes

No

Not goods 
Receipted 

Type down Supplier Code, GL 
code, VAT  code, Customer 
code, Customer Sales Invoice 
number if  it’s billed, not biiled
then TBI. 

Yes

Type down Supplier Code, GL 
code, VAT  code, Customer code, 
Customer Sales Invoice number 
Process in Sage  PO model 
against the PO, ienter invoice 
date, invoice number, second ref 
(PO number), VAT code, GL code 
etc. Put a flag in Query session if 
it’s ‘TBI’. Narrative to follow 
below format

Not 
invoiced

Send a ticket to 
basupport@adept.co.uk
attaching the copy of invoice 
and chase for billing. Specify 
3 days as the deadline in the 
subject.

Capture the ticket, 
raise invoice

Yes

Send a ticket to 
basupport@adept.co.uk
attaching the copy of invoice 
and  check goods receipt 
status – 3 days as deadline in 
the subject.

Capture 
ticket, 
check POD

Yes Goods 
Receipt.

No

ETA 
Updated

Remove Query flag –
release for payment. 
If it’s not removed by 
payment run. RA to 
call BA urgently for 
billing. If there is 
internal issue, then 
release payment. But 
issue needs to be 
followed up with BA 
and commented on 
payment list for FC to 
review.

Communicate 
back to Supplier 
– negotiate 
reinvoicing or 
delay of payment

PO Cost of Sales or Overheads (OPEX) 

mailto:basupport@adept.co.uk
mailto:basupport@adept.co.uk


Bus Admin

Supplier

P Ledger

RA

More than 2 
weeks between 
invoice date and 
ETA date

Invoices sent into 
Account inbox

Capture the email and check 
financial info (Billing 
address, SF7 VAT number, 
supplier name, bank details) 
– Validated?

Capture email and invoice, save 
the invoice to ‘Unprocessed 
Invoice folder’ and move the 
email to suppliers’ folder

No

PO related –
check in AT PO 
module or BI 
F13 report for 
goods receipted 
items for 
quantities, unit 
cost, total costs 
(3% or £10 as 
threshold of 
diff.) –
matching?

Yes

No

Type down Supplier Code, GL 
code, VAT  code, Customer 
code, Customer Sales Invoice 
number if  it’s billed, not biiled
then TBI. Create spreadsheet to 
track all items on the PO until 
it’s fully goods receipted and 
invoices. Spreadsheet sent to PL 
to upload to Sage.

Yes

Process in Sage WITHOUT PO 
model as partially receipted PO 
won’t be imported to Sage. 
Enter invoice date, invoice 
number, second ref (PO 
number), VAT code, GL code 
etc. Put a flag in Query session if 
it’s ‘TBI’. Narrative to follow 
below format.

Not 
invoiced

Send a ticket to 
basupport@adept.co.uk
attaching the copy of invoice 
and chase for billing. Specify 
3 days as the deadline in the 
subject.

Capture the ticket, 
raise invoice

Yes

Send a ticket to 
basupport@adept.co.uk
attaching the copy of invoice 
and  check goods receipt 
status – 3 days as deadline in 
the subject.

Capture 
ticket, 
check POD

Yes Goods 
Receipt.

No

ETA 
Updated

Remove Query flag –
release for payment. 
If it’s not removed by 
payment run. RA to 
call BA urgently for 
billing. If there is 
internal issue, then 
release payment. But 
issue needs to be 
followed up with BA 
and commented on 
payment list for FC to 
review.

Communicate 
back to Supplier 
– negotiate 
reinvoicing or 
delay of payment

PO Cost of Sales – blanket PO 

mailto:basupport@adept.co.uk
mailto:basupport@adept.co.uk


Bus Admin

Supplier

P Ledger

RA

Invoices Received 
into Account inbox

Capture the email and check 
financial info (Billing 
address, SF7 VAT number, 
supplier name, bank details) 
– Validated?

Cost 
Increase

Capture email and invoice, save 
the invoice to ‘Unprocessed 
Invoice folder’ and move the 
email to suppliers’ folder

No PO related –
Recurring costs 
– follow 
Recurring cost 
of sales 
processes and 
procedure to 
validate against 
revenue –
Leased Line 
processes, 
O365 
processes.

Yes

No

Type down Supplier Code, GL 
code, VAT  code, Customer 
code, Customer Sales Invoice 
number if it’s billed, not billed 
items to be coded to GL 110300 
prepayments. Validation 
spreadsheet to be sent to PL to 
attach to Sage. 

Yes

Process in Sage WITHOUT PO model. 
Enter invoice date, invoice number, 
second ref 
(O365/SPLA/VMWARE/LEASED LINE 
etc.), VAT code, GL code etc. Put a 
flag in Query session if it’s ‘TBI’. 
Narrative to follow below format

Not 
invoiced

Send a ticket to 
basupport@adept.co.uk
attaching the copy of invoice 
and chase for billing. Specify 
3 days as the deadline in the 
subject.

Capture the ticket, create 
recurring contract and raise 
invoice

Yes

Remove Query flag –
release for payment. 
If it’s not removed by 
payment run. RA to 
call BA urgently for 
billing. If there is 
internal issue, then 
release payment. But 
issue needs to be 
followed up with BA 
and commented on 
payment list for FC to 
review.

Communicate 
back to Supplier 
to find out more 
detail about the 
costs if the costs 
are eligible. 
Ineligible costs to 
be disputed and 
wait for c/n. If 
only part of the 
invoice in on 
dispute. Create 
spreadsheet 
showing payable 
calculations and 
send to PL to 
upload to Sage. 
Only include 
eligible value in 
payment run

PO 
missing

Capture 
the 
ticket,  
unknow
n costs

Send a ticket to 
basupport@adept.co.uk
attaching the copy of invoice 
and check whether BA has got 
documents from supplier for 
costs increase

Capture the ticket. Provide evidence of cost 
increase, adjust costs in Recurring Contract 
Services, push out, increase customer revenue 
(if we are able to)

Non PO Cost of Sales – Recurring COS 

mailto:basupport@adept.co.uk
mailto:basupport@adept.co.uk


Budget Holder

Supplier

P Ledger

RA

Invoices Received 
into Account inbox

Capture the email and check 
financial info (Billing 
address, SF7 VAT number, 
supplier name, bank details) 
– Validated?

Capture email and 
invoice, save the 
invoice to 
‘Unprocessed 
Invoice folder’ and 
move the email to 
suppliers’ folder

No PO related –
Recurring costs –
recurring costs: check 
monthly costs and 
send for budget holder 
for approval

Yes

No

Type down Supplier Code, GL 
code, VAT  code. Not yet 
approved – Put a flag in Query 
session. 

Yes

Process in Sage WITHOUT 
PO model. Enter invoice 
date, invoice number, 
second ref (OPEX), VAT 
code, GL code etc. Put a 
flag in Query session if the 
approval hasn’t come 
through. Narrative to follow 
below format

Approved

Yes

Remove Query flag – release for 
payment. If it’s not removed by 
payment run, RA to organise list 
of unapproved invoices for each 
of the budget holder to chase up 
urgently. Call if necessary. If 
budget holder on holidays, check 
with FC for approval.

Communicate back to Supplier to 
find out more detail about the costs 
if the costs are eligible. Ineligible 
costs to be disputed and wait for 
c/n. If only part of the invoice in on 
dispute. Create spreadsheet 
showing payable calculations and 
send to PL to upload to Sage. Only 
include eligible value in payment 
run. Evidence for eligibility to be 
sent to FC for approval. 

PO 
missing

No PO related –
occasional costs – send 
for FC and budget 
holder approval

Budget 
holder 
checks and 
approve. 

Approved

No 
Approval

Non PO Overheads (OPEX) – Recurring or Occasional costs 
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