Kolin Philippines International Inc.
Operational Guidelines Orientation on Authorized Service Center
NAME: ______________________________

Score: ________
ASC NAME: __________________________

I. FILL IN THE BLANKS (5 items)
1. ASC must provide _________ copies of every submitted summary of claims.

2. Jobs completed on _________ of the month should be submitted not later than end of the current month.

3. Jobs completed on _________ of the month should be submitted not later than 15th day of the following month
4. ASC must strictly follow the computerized SOA format and ________ all required fields.

5. ASC may use _______ in sending SOA and email copy of courier receipts as a proof of date of transaction.
II. ENUMERATION (5 items)

1. Claims that will not be honoured.  Give two (2).
1.

2.

2. List of Attachments of Installation Job. Give three (3).

1.

2.


3.
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(Answer Key)
I. FILL IN THE BLANKS (5 items)
6. ASC must provide    two (2)   copies of every submitted summary of claims.

7. Jobs completed on   1st half   of the month should be submitted not later than end of the current month.

8. Jobs completed on   2nd half    of the month should be submitted not later than 15th day of the following month
9. ASC must strictly follow the computerized SOA format and    filled-up   all required fields.

10. ASC may use   courier   in sending SOA and email copy of courier receipts as a proof of date of transaction.
II. ENUMERATION (5 items)

1. Claims that will not be honoured.  Give two (2).

· FALSIFICATION OF DOCUMENTS

· Late Control

· Late Submission of Billing

· Unreadable O.R / Proof of Purchase

· Tampering or Alteration on quality documents

· Unavailable customer signature

· SCR and Start-up Checklist must all be original

2. List of Attachments of Installation Job. Give three (3).
· Properly filled-up Service Call Report
· Properly filled-up Star-up Checklist (Installation Job)

· Clear & readable  Official Receipt or any proof of purchase

