Caxton / Kier Jobs and payments
· Both Kingspan South and Kingspan North carry out work on behalf of Kier

· Jobs come through via the telephone, fax or pigeon hole at kier offices and the information is added to the Ongoing Jobs list on screen. Once an operative has attended and carried out the initial request, the paperwork is brought back to the office and added to the Kier file. The Ongoing Jobs list should be updated at this point 
· If additional work is required on the job then a V.O (Variation Order) form is filled out by the Contracts Manager and faxed / phoned through to Kier. Kier send through an acceptance note for the additional work to be carried out before the work goes ahead

· The Contracts Manager fills out the paperwork in relation to the jobs that have been completed and updates the ongoing jobs list on screen. Job requests are paid without additional paperwork but any additional work requires a V.O (Variation Order) sheet to be filled out and sent to Kier. All paperwork can be found in the Kier file
· The Contracts Manager will photo copy all documents that have been sent to Kier for payment. These will be given to the Office Manager on a daily / weekly basis so that a calculation can be made for the ‘Weekly Totals’ list

· Kier operate a payments system where they make payments without an invoice being submitted as it is only when the payment is received that the amount being paid is clarified. Any problems with the amount paid will be amended on the next payment

· An invoice should be raised for the full amount of the payment and all relevant paperwork and job sheets should be attached to our copy of the invoice. Note: A copy for Kier is not required and the invoice total does not need to be added to the ‘Weekly Totals’ list as the job totals have already been added 

· Kier will issue 2no copies of the Authenticated Receipt and a breakdown of jobs paid. Please fill one copy of the receipt and send it back to Kier. A CIS 24 voucher should also be filled in for the amount shown (please see CIS voucher procedure)

· All Kier payments to the South and North office go into one account (Kier have not got the system in place to allow one company to have two different bank account details on file)

· Kier make the payments into the South account 

· Once the payment has been received from Kier, an internal invoice from the North office, exclusive of Vat, is submitted for the amount owed

Kier Building Maintenance - Contacts
Sub-Contractor No. – 080790
2, Beatty Avenue 

Coldean

Brighton

BN1 9ED

Tel: 01273 699 631

Fax: 01273 696 601

Glen Jackson (ACM)/ Phil Ludwig (Supervisor) / Peter Bennion-Jones (Supervisor)/ Sheila Pearson (Admin)

43, Manor Hill

Whitehawk 

Brighton

BN2 5EL

Tel: 01273 609 812 / 671990

Fax: 01273 671996

Alan Allchin (CM), Steve Wenham (ACM), Tony Poore (Supervisor), Lee Bonaldi (Supervisor), Alan Langridge (CDHA Supervisor), Tracey Horner (MRR supervisor), Kirsty Smith (Admin), Rob (Admin).

Control Centre (Barking) – Team 4

020 8532 7164/65/66/67 – Shirley, Rosemary, Karen, Rebecca

Accounts - Sub Contract Ledger

Sarah Houlden

0208 532 7136
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