KOLIN PHILIPPINES INTERNATIONAL, INC.

	PROCEDURE MANUAL

	Department
:
Finance 

	Section
:
Accounting

	Title
:
Costing of Service Transactions



1.
Purpose
:
To provide standard procedures in recording and costing service transactions.
2.
Scope
:
These procedures apply to service transactions whether billable or under warranty.
3.
Procedure
:

3.1
Process Flow Chart of Costing Service Transactions
Responsibility
     Processs
Interface

Tools & Parts Assistant
  *
Store Requisition


  * Spare Parts Inventory
  


       Customer Relation Assistant


 * Authorized Service Contractor 










     Billing Statements

      Service Accounting Assistant



Accounting Assistant

(General Accounting)

3.1.1 Service Accounting Assistant (Warranty Expense & Provincial SJR) receives Store Requisition (SR) from Tools & Parts and Provincial Satellite for regular Custodian and checking. 

3.1.2 Service Accounting Assistant (Encoding of O.R & Evaluation of SJR) received Monthly Spare Parts Inventory from Tools & Parts Assistant. The Store Requisition (SR) shall be matched with the monthly spare parts inventory whether all the parts issued is properly recorded in the parts respective stock cards and reflected in the inventory report. After verifying SR against parts inventory the Service Accounting Assistant shall cost the parts used. SR has a notation whether it is under warranty or billable.
3.1.3 Customer Relation Assistant (CRA) shall forward to Service Accounting Assistant all Billing Statement of Authorized Service Contractors that handles service jobs like repairs, installation and general cleaning services for air conditioners. Billing Statements shall have a notation whether service job is under warranty or billable. For Billable service jobs, the CRA shall forward the payment of authorized contractor collected from customers. Service Accounting Assistant shall forward collections to Treasury for Official Receipt (OR) issuance. Service Accounting Assistant shall now prepare Request for Payment for Authorized Service Contractor Billing Statements and forward to AVP-Finance/HRD for notation and finally the latter shall forward to President-CEO for payment processing approval. Service Jobs done by Authorized Service Center Contractor shall be classified into two: Warranty Expense or Installation & Service Call Expense.
3.1.4 Service Accounting Assistant after receiving all information and data can now start costing the service parts, service supplies & materials used. Service parts, supplies & materials have standard costs prepared by the Accounting Assistant of imported items. For local purchases the receiving report shall be the basis of costing.

3.1.5 Service Accounting Assistant shall prepare summary reports of warranty expense and service income. All cost of service parts, supplies & materials including billing of authorized service contractor shall be charged to Warranty Expense if under warranty and installation & service call expense if billable.

3.1.6 Service Accounting Assistant shall forward summary reports to Accounting Assistant-General Accounting to be integrated in Monthly Financial Statements.

3.1.7 In the process of forwarding the summary reports of service transactions, Service Accounting Assistant shall reconcile with the General Ledger Data and Accounting Assistant-General Accounting Assistant shall prepare Journal Voucher for adjustments. Example is the Service Fees/Income at the end of the month, which is not collected; A Journal Voucher shall be prepared with the Entry: Service Income Receivable (DR) and Service Fees (CR). If there are Service Income Receivables that are uncollectible after exerting all efforts  then  a Journal Voucher shall be prepared  to write off the receivable with the Entry: Service Fees/Installation Income (DR) and Service Income Receivable (CR)
4.
Quality Record

4.1  Store Requisition
4.2  Monthly Service Parts Inventory
4.3  Authorized Service Contractor Billing Statements





































































































































































Preparation of Summary Reports like Warranty Expense Report, Service Income Report v.s. Service Income Target


Note 3.1.5





Compute the cost of materials used & classify whether it is billable or under warranty


Note 3.1.4





Forward Authorized Service Contractor Billing Statement


Note 3.1.3





Forward Monthly Spare Parts Inventory


Note 3.1.2





Forward Store Requisition for Parts to Service Accountant


Note 3.1.1





Reconcile Service Transaction Reports with the General Ledger & prepare journal voucher for warranty expense Note 3.1.7















































Forward to Accounting Assistant – General Accounting integration in Monthly Financial Statement Reports Note 3.1.6
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