Purchase Invoices
· Place the original copy in the file marked ‘Purchase Invoices Unpaid’ which is located on the Managing Director’s desk
· Once the original invoice has been paid, please photocopy it and place the original in the file marked ‘Purchase Invoices Paid’
· Place the photocopy in the box file marked ‘Copies of Purchase Invoices’, which is located on the shelves
· The originals will be sent to the accountants by the Managing Director on a monthly basis
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