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Process improvement proposal: invoice approvals

Current process

Invoices are emailed to finance as attachments, printed, signed by a manager and scanned back in.

On average an invoice takes 9 working days to approve and two late payment charges were

incurred last quarter.

Proposal

Use a shared approvals tracker in SharePoint

Managers approve with one click from the email notification

Finance pays from the tracker weekly

Benefits

Estimated approval time of 3 days, no printing, and a clear audit trail. Harbour Facilities Ltd would

avoid late payment charges of around £600 a year.


