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PURCHASE LEDGER HIRE DESK
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Invoice received 
(by email or post)

START

END

Print invoice and 
stamp date  

received

Rehire/other or 
Operated?

Enter on to SyrinxOperated – RH8 or BO1

Enter invoice on 
to Syrinx

Operated 

Enter invoice on to 
Syrinx

Rehire

Print barcode 
sticker and scan 

on to Syrinx

Pass to relevant 
Dept to enter 

timesheets 

Each week, print 
Lynch invoice 

relating to 
supplier invoice

File ready for sign 
off and checking

Pass to Purchase Ledger Team 
to make ready for payment or 

query resolution.
Agency = 30 days

By agreement = 30 days
All others = 60 days

File ready for printing 
of the yellow copy of 

the Sales invoice

On Thursday each 
week, print the invoice 

information on to a 
label and stick on 
supplier’s invoice

File by A-Z ready 
to be signed off

Checked for 
payment

Check invoice against 
the purchase order (or 
list of suppliers without 

POs)

Other

Ticked all okay 
and add account 

no

Enter on to Syrinx

Print barcode sticker 
and scan on to Syrinx 
and pass to PL Team 
ready for payment

Complete form LF233 Purchase 
Ledger Payment Checklist , 
checking payment & bank 

details, profit margin or loss

Attach signed and dated form 
LF233 to front of pack 
containing the supplier 

statement, remittance and 
invoice(s)

File (currently by IT 
office)***

NOTES
1. Label includes Hire to and from dates, Rate charged, No. of Days Charged & Invoice Amount
2. At end of each February, move files to Archive Room for storage for 7 years.  Older records are removed for secure destruction.

Print barcode 
sticker and scan 

on to Syrinx

Print barcode 
sticker and scan 

on to Syrinx

See note 1 below

See note 2 below
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