
Paperless Final - LSP

I.  Payables Process Map - April 24/2008
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Resource Centre

Paper Moves

ACCOUNTS
PAYABLES

3 Accounts
Payable staff

conduct:
scanning,
reading,

categorizing,
paper filing,

e-filing,
flagging,

and e-mailing
to User box

on a rotational
basis

Loose correspondence
(3,500/mo)

Receives mail from
Resource Centre

Scan all loose
correspondence

Paper filed in
Fileroom

Private and
Confidential
Mail directly

to staff

Withholding
files  to

WTH AAs

E-Fax directly

Receives E-fax
from lawyer

Prints all faxes
(8,000/mo)

Read, review and
categorize
(PDF files)

File PDFs in
folders in Q drive
in e-file by Cert #

Email to User box
for action

- Disbursements
- Accounts Payables
- Costs and Receivables
- VAT
- Discretionary
- Reviews

Lawyer’s Accounts, Form 50/51, lawyers’
letterhead, DC statements (8,600/mo)

Open, review for
completion

If incomplete,
letter faxed to 

lawyer

If no duty
counsel PO,

PO is created

If DC statement
not approved, 

sent to AD/SDC

Entry to P/S - 
workbench file

created

Assign File #

Create custom
page in P/S

Overnight Batch
creates vouchers

IF MATCH - 
account is OK

Paper record goes
to Fileroom

Per DC
statements

21-Day
Cycle

Pay Duty
Counsel

Accounts
Record of DC

Payments

IF EXCEPTION - 
file stored in

PAYABLES until
adjustors process

All
documents re
accounts and 

paper case
files to VAT

LSC general
storage file
(4,000/mo)

If cert not in PS, LP
sets up with AO/sol
info and enters in

spreadsheet

Paper: Status of
accounts, closing of

certificates, Expediting,
processed by AP

For
Processing

to AP

Flag if
read by

recipient

P
A
P
E
R

F
O
L
L
O
W
S

P
R
O
C
E
S
S

#1, 2

#3, 6
#4, 5
& 7

#2


