KOLIN PHILIPPINES INTERNATIONAL, INC.

	PROCEDURE MANUAL

	Department
:
Finance 

	Section
:
Accounting

	Title
:
Billing of Service Transactions



1.
Purpose
:
To provide standard procedures in billing service transactions like shop repair, sale of    

                              parts and others.
2.
Scope
:
These procedures apply to service transactions. 
3.
Procedure
:

3.1
Process Flow Chart of Billing Service Transactions
Responsibility
     Processs
Interface

Customer Relations Assistant
   *
Service Job Receipt

Warehouse Service Assistant

Tools & Parts Assistant
  *
Store Requisition

Service Accounting Asst.
  





       Treasury Assistant





   *  Official Receipts

      Customer Relations Assistant

Warehouse Service Assistant

3.1.1 Customer Relations Assistant (CRA) for Sale of Parts & Brought In Units/ Warehouse Service Assistant for Pull Out Units and prepare Service Job Receipts then forward it to Tools & Parts for Store Requisition.
3.1.2 Tools & Parts Assistant prepare Store Requisition and forward to Service Accounting Assistant for Billing Preparation.

3.1.3 Service Accounting Assistant billed Service Job Receipt (SJR) sale of parts/brought  in/pull out and verify attachment and check whether the service jobs done are under warranty or out of warranty. If out of warranty, special discounts applied to ASC depending on the total amount incurred per service job transactions.
3.1.4 Billable Service Job Receipts (SJR) sale of parts/brought in/pull out forwarded to Treasury Assistant for Official Receipts preparation.

3.1.5 Back to Customer Relations Assistant for releasing of purchase parts or customer’s units at Service Department.

4.
Quality Record

4.1  Service Job Receipt
4.2  Store Requisition
4.3  Official Receipt



































































































SJR


BROUGHT IN




































































SJR


SALE OF PARTS





Releasing of Parts/Customer’s Units (BI & PO)


Note 3.1.5





PRERATION OF 


OFFICIAL RECEIPTS


Note 3.1.4





Prepare Billing for Billable Service Transactions


Note 3.1.3





PRERATION OF 


STORE REQUISITION


Note 3.1.2





SJR


PULL OUT


















































Service Job Receipt 


Sale of Parts/BI/PO


Note 3.1.1
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