Internal Invoices
· Internal invoices are only raised when money needs to be transferred between offices / bank accounts of Kingspan Developments Ltd 
· Please see Kingspan North file on screen for the invoice templates

· There is an internal invoice list for both North and South offices i.e. if raising an invoice to Kingspan North, it should be added to the Kingspan South Invoice List
· The invoice numbers should follow on from each other – please see the internal invoice list to find the next number

· Please state on the invoice the reason for raising it 
· Vat should be paid to or remain at the South office and this needs to be made clear on the invoice

· A headed and a plain copy of the invoice should be raised

· The invoice should be added to the Internal Invoice List NOT the Invoice List 

· Only if the invoice is in relation to an external payment does it need to be added to the weekly totals e.g. if it is for a Kier payment then it needs to be added but not for a Travis Perkins bill

· The headed copy should go in the IN Tray of the office it is raised to and the plain copy is for filing in the Invoices To Be Paid folder of the originator’s office

· Once the Invoice has been paid, the copy should be moved into the Internal Invoices Paid folder and the Internal Invoice List should be updated. The office that has paid the invoice also needs to file the invoice in the Invoices Paid folder for the originator’s office
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