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PRACTICAL CHECKLIST 10

Prepare the tracking of your
event invoices.

Check these points before requesting a quote.

THREE STEPS TO MOVE FORWARD

1. Define S 2. Check
Needs + services Documents + questions
[ service O

Supplier and references
File owner

[] Receipt |

Date and version received
Check to perform

] Follow-up [

Latest exchange and next date
Document status to update

NOTES FOR YOUR EVENT BRIEF

Dates, attendees, destination:

3. Share
Brief + quote

>

Document

Expected document type
Recipient and authorised channel

Discrepancy

Addition, correction or credit note
Action and authorised contact

Retention

Authorised process and access
Applicable rules to verify

Services already chosen:

Additional services needed:

The Sourcing Force team is here to help

contact@sourcing-force.com
+33 (0)4 28 29 63 65
BME Consulting - 113 rue Marietton, 69009 Lyon, France

Read the article: events.sourcing-force.com/en/blog/event-invoice-collection/

Request a quote >
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