KOLIN PHILIPPINES INTERNATIONAL, INC.

	PROCEDURE MANUAL

	Department
:
Finance 

	Section
:
Credit And Collection 

	Title
:
Invoicing



1.
Purpose
:
To provide standard procedures in sales invoicing process.
2.
Scope
:
This procedure applies to all completed delivered sales order                                                    

3.
Procedure
:

3.1
Process Flow Chart of Invoicing
Responsibility
Processs
Interface
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Receive Delivery Receipts



Note 3.1.3



Posting of Sales Invoices.



Note 3.1.5



Print  sales Invoices.

Generate   sales invoice

prooflist.

Note 3.1.6



Tag Sales Order  in Sales

Module.

Note 3.1.4



Affixed signature on  the sales

invoices.
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Credit and collection

Assistant 

Sales Department

Notes :

3.1.1 Invoicing Assistant receive duly approved sales orders (SO)  from sales  management office (SMO)  every 3  o’clock PM daily.

3.1.2 Check and verify prices, discounts and terms in the sales orders.  If there are deviations from regular terms, request a duly approved memorandum from the SMO to support the SO.

3.1.3 Follow up delivery receipts of received SO from warehouse department.  After receipt of Delivery Receipts (DR)  from warehouse department,  deliveries for the day shall be invoiced the next day (next day invoicing for all deliveries).

3.1.4 Open the sales invoicing module in the computer system and tag the delivered SO.  Encode the serial number of SI hard copies, DR serial number.  After tagging all delivered SO, inform Finance Manager for her to post the sales invoices encoded.

3.1.5 Finance manager posts the encoded sales invoices.

3.1.6 Invoicing assistant print hard copies of encoded sales invoices and generates a sales invoice prooflist.  Forward printed SI and prooflist to Finance Manager for signature and final checking.

3.1.7 Finance manager affixed signature on SI hard copies and check the entries. Forward the SI and prooflist to credit and collection assistant for SI distribution.

3.1.8 Credit and collection assistant receive duly signed SI.  Sort the SI as per area account officer.  Log the SI in the respective logbook for Account officer receiving.   Distribution of SI is done every Monday for Account officer countering and collection.

4.
Quality Record

4.1  Sales Order  (SO)

4.2  Sales Invoice (SI)

4.3  Invoice Proof list
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