 INVOICE PAYMENT RULES


It should be noted that while this procedure has been prepared principally for the 
Travel Group following an Audit, it is equally applicable to all Groups who collect and 
spend money for the benefit of the Group members

The U3A  Denia Travel Group will ONLY be associated with Service Providers and Agents who are registered as Bona Fide companies.   Non-registered Service Providers and Agents will NOT,  under any circumstances, be permitted Organise Trips and Events 

 To enable the Travel Group to demonstrate full accountability, auditability and transparency, all Service Providers and Agents involved in the provision of any Trip or Event organised for the Travel Group MUST present or send  their invoice directly to the Travel Group Leader or Trip Leader  Invoices sent through ANY third party will not be accepted

Only invoices from approved and registered Service Providers or Agents will be accepted for payment, such payments will  ONLY  be made following approval by any two of the following officials, the Travel Group Leader, U3A Treasurer, Secretary, and President ,and will ONLY be paid directly into the Provider's  or Agent's bank account.

Invoices received from unapproved or unregistered Service Providers or Agents will NOT be approved or paid by the Travel Group

 Cash payments to Service Providers and Agents will NEVER be approved or paid by the Travel Group.  

While detailed Invoices  from Service Providers and Agents are preferred,  payments may also be made against a Pro Forma invoice. In the event of such payment being made , a receipt acknowledging payment, will be sent  by the Service Provider or Agent  to the Travel Group Leader or Trip Leader within 14 days of the Trip or Event  having taken place

To avoid multiple invoices being received for a single Trip or Event, as far as is reasonably practical all Trips and Events shall be organised through a single Service Provider or Agent and a single detailed invoice sent for payment to be made. 

The  Service Provider or Agent will be responsible for all aspects of the Trip or Event including making payment to any sub-contractors, e.g. restaurants, tour guides, etc. involved in the Trip or Event 

In the situation where a selected Service Provider is unable or unwilling to provide an  invoice e.g.,  a restaurant,  Tour Guide,  etc. then each individual traveller WILL be required to pay the provider personally on the day of the event.

All Service Providers and Agents will be required to submit invoices a minimum of 14 days prior to the date of the trip or event

The use of unregistered or unapproved third parties in the organisation of Trips and Events is NOT permitted

It is the sole responsibility of those Travel Group members involved in organising a Trip or Event to ensure that Service Providers and Agents  are made aware of these rules. 

