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Title Name 
Team 

Mgt. 

Supplier 

Set-up 

Register 

on Aptos 

Staff 

Expenses 

Schedule 

For 

Payment 

Document 

Scanning 

Payment 

Run 

Purchasing 

& Exec 

Cards  

Purchase 

Order 

Matching 

Query 

Handling 

Head Fin. Ops -

AP 
Mike Black 

X 
        

 

Head of AP 
Stuart 

Sharkey 

X 
X   X   X  

X 

 

SERVICE 

DELIVERY 

 

 

        

 

Dep.Head of AP 
Sallyann 

Oates 

X 
     X (UK) X  

 

AP Clerk Neisha Wong  X   X      

AP Clerk Karen Cross   X   X     

AP Clerk Louise Brown   X   X     

AP Clerk Aga Edwards    X  X   X  

 

 

CUSTOMER 

SERVICE 

 

 

        

 

AP_CS 

Supervisor 

Laura 

Bayfield 

 
X     X (Fx)   

X  (Foreign)  

AP_CS Agent Edith Akello    X      X (UK – A to M) 

AP_CS Agent Ellis Kerby          X (UK - N to Z) 

 

 

 



Team structure 

     
 

Weekly Payment Cycle 

DAY ACTIVITY DEADLINE 

WEDNESDAY 
CUT-OFF: Latest arrival time for invoices make the payment run in the 
following week, subject to payment T&C.                      12:00 noon 

THURSDAY Invoice Processing   

FRIDAY Invoice Processing  

TUESDAY Collate Papers for Payment Run Authorisation 

Foreign Payment Instructions to the Bank 10:30am 

TUESDAY  BACS Payment Run – UK Payments 10:30am  

 


