Hilary Talbot

From: Callow, Paul (Manx Telecom) <Paul.Callow@manxtelecom.com>
Sent: 12 April 2019 08:22

To: Hilary Talbot

Subject: Manx Telecom Purchase Order and Payment Process

Dear Supplier,

Manx Telecom are re-in forcing our invoice payment process, this is largely automated, in order to help reduce
payment delays please ensure the following steps are adhered to.

e Purchase Orders - Please ensure that you have a valid purchase order for the Goods / Services you have
been requested to provide Before suppling the Goods / Services requested and this order number is detailed
on your invoice. We are unable to process an invoice for payment if there is not a valid purchase order number.

e Invoice Value - We can only pay invoices to the value of the purchase order, it is important to ensure that the
invoice value does not exceed the purchase order value. Please ensure you discuss any variations in the value
with either Manx Telecom Finance, Procurement or your regular Manx Telecom operational contact and that
you have a new or amended purchase order for the variation before providing the Goods / Services or
submitting an invoice.

e Contact Details — We can only pay invoices to the account details we hold on record, should any of your
contact or Bank details change please advise us of these changes on company headed paper.

Going forward and with effect from the 171" April 2019, in the absence of a valid purchase order from Manx Telecom
we request you contact Manx Telecom Procurement on procurement@manxtelecom.com to seek advice on how to
proceed.

Where the spend is under £100 Manx Telecom requestor must provide a low value purchase order (LVPO) reference
in the form of AA/BB/00000 and based upon the criteria below where:

o AA is either the initials or full name of the Manx Telecom purchaser,

¢ ‘BB is their department code

e ‘00000' is an internal budget allocation code (the number of digits may vary)

Please ensure you send all invoices, invoice queries, credit notes and statements to:

invoices@manxtelecom.com

This information is specific to invoices addressed to Manx Telecom Trading Ltd. If you do not follow the guidance
above there is a risk that your invoices will be delayed in payment or rejected and returned to you.

We would like to thank you for your continued support as this will assist in greater accuracy and faster payments
Best Regards
Paul

Paul Callow

Procurement Manager

Manx Telecom | PO BOX 100 | IM99 1HX

E: paul.callow@manxtelecom.com | T: +44 (0) 1624 636117 | M: +44 (0) 7624 488789
| Website: www.manxtelecom.com

htalbot@talbotandsonblinds.co.uk

Disclaimer

The information contained in this communication from the sender is confidential. It is intended solely for use by the recipient
and others authorized to receive it. If you are not the recipient, you are hereby notified that any disclosure, copying, distribution
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or taking action in relation of the contents of this information is strictly prohibited and may be unlawful.

This email has been scanned for viruses and malware, and may have been automatically archived by Mimecast Ltd, an
innovator in Software as a Service (SaaS) for business. Providing a safer and more useful place for your human generated
data. Specializing in; Security, archiving and compliance. To find out more Click Here.



