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Accounts Payable Frequently Asked Questions (FAQ’s)

Where should I send my invoices? 
· Our preferred method of receiving invoices is electronically by email

· All invoices should include complete remittance information: Company name, address, phone 

· Service and expense invoices (non-purchase order related):  Internal approval and accounting details are required before the accounts payable department can process payment.  Please send your invoices directly to the individual that contracted services or requested the purchase.  

· Purchase order invoices - Send invoices with a valid purchase order number to SnaponAP@snapon.com 
· The following file formats are accepted: .pdf, .tif, .xls, .xlsx, .doc, .docx 
· Multiple invoices can be attached to the same email; however, we request that each attachment include only one invoice. Please do not include several invoices within the same document. 

· Please limit invoices to one purchase order per invoice. 

· Mailing address: PO Box 1410, Kenosha, WI 53141-1410 – Attention: Accounts Payable 

We would like to begin receiving payments by ACH instead of check, is that possible? 
· Yes, we are able to send payments electronically via ACH. To enroll for this payment method, please contact the Snap-on AP department at AccountingServices@snapon.com and information will be sent regarding the enrollment process. 

How often are payments released, and how can we see what invoices are scheduled for payment? 
· Payments are generated every Tuesday and Friday 
· ACH payments are set to deposit on Wednesday and Monday. An email notification will be sent the day that payment is generated to an email address you designate.
· Checks are mailed the same day as generated 
· Snap-on has a vendor payment portal available, which is a beneficial resource. Through the payment portal, you are able to view remittance details for current and historical payments, along with invoices that are scheduled for payment. Please contact us at AccountingServices@snapon.com for registration instructions and your supplier number. 
· Please note that as a vendor of Snap-on you are not required to sign up for ACH payments or our vendor payment portal. We offer both options to our suppliers as we understand the value of receiving payments on time and having a resource to check on the status of payments pending. 

Who can we contact with general inquiries? 
· General inquiries can be sent by email to AccountingServices@snapon.com or directly to a customer service representative
· Customer service contacts
· Purchase order invoices:  
· Jan.E.Ebert@snapon.com, (262) 656-6186:  Canada, Conway, Distribution Centers, Elkmont, Industrial Brands, Sturtevant Richmont
· Stephanie.A.Kohel@snapon.com, (262) 656-5511:  Equipment Canada, Fastorq, San Jose 
· Mary.A.Pollock@snapon.com, (262) 656-5821: Algona, City of Industry, Elizabethton, Milwaukee, Murphy, EQS US and Canada
· Kaleigh.Velez@snapon.com, (262) 656-6564:  Rochester Hills, Snap-on Credit
· Service and expense invoices:  Michelle.I.Watson@snapon.com, (262-656-5299) 
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