
Dear Supplier,

New Arrangements for Processing Supplier Invoices
I am writing to inform you about an important change to the Learning and Skills Council’s arrangements for processing supplier invoices.

In our drive to improve efficiency and to provide a more effective service to our suppliers, we have centralised and rationalised our purchase invoice process. Therefore, with effect from 1 May 2004 you should no longer forward your invoices for payment to your LSC office but instead to:

The Accounting Service Centre

Learning and Skills Council

Cheylesmore House

Quinton Road

COVENTRY

CV1 2WT

In order to facilitate the processing of your invoices, and to ensure that we can meet our commitment to make payment within 30 days of receipt of a valid invoice, you should quote the LSC office reference number (as per the list on the reverse of this letter) and your LSC contact on all invoices. If you have been notified of a purchase order or contract order number, this should also be quoted.

But please note, if the invoice has to be supported by management information or any other contractually required documentation, then this should continue to be sent to your LSC office (with a copy of the invoice attached). Only the original invoice should be sent to the Accounting Service Centre. 

Any questions in respect of this change, or any other queries in respect of invoices due for payment, should be referred to the Accounting Service Centre: Tel No 024 7682 3501 or e-mail ASC.PurchaseInvoicing@lsc.gov.uk.

Yours faithfully,

James Feeney

Financial Controller

The Accounting Service Centre


Learning and Skills Council


Cheylesmore House


Quinton Road


COVENTRY


CV1 2WT





Tel: 024 7682 3501


e-mail:ASC.PurchaseInvoicing@lsc.gov.uk








