LAVIEW SECURITY PHILIPPINES INC.
	PROCEDURE MANUAL

	Department               :     Finance
Section                        :     Credit and Collection
Title                              :     Accreditation of Dealers



1. Purpose    : To provide standard procedures in dealer accreditation process.
1. Scope        : This procedure applies to all dealers for accreditation.
1. Procedure:
Process Flow Chart of Dealer Accreditation

Responsibility	Process	Interface

Credit and Collection 	           Receive Dealer Information Sheet                     *Dealer Information Sheet                                                                                                                                                                                                                                                
 Assistant                                        (DIS)                                  Note 3.1

                                                         
                                                     Receive and conduct credit investigation                                                                                                                                                                                                                                                                                                                                                   
                                                                                                    Note 3.2

                                                      Review credit information                                                                                                                                                                                  Finance Supervisor 1                                                                Note 3.3 


AVP-Finance                                Financial Information Analysis
                                                                                                    Note 3.4
                                                


                                                       Set Dealer Credit Limit
                                                                                                    Note 3.5



 Finance Supervisor 1                 Assign Dealer Codes
                                       	                                            Note 3.6
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Notes:

	3.1   Credit and Collection Assistant receive duly accomplished Dealer Information Sheet from Sales Department. Two of the following are required documents to be submitted:

		      3.1.1 SEC/DTI Registration Certificate
		      3.1.2 Articles of Incorporation (if corporation)
		      3.1.3 Business Permits
		      3.1.4 Financial Statements
          3.2   Review all information stated in the DIS. Conduct a credit investigation by telephone listed in trade and financial institution’s reference like suppliers, banks, etc. Prepare Credit Information Report. Include this report in the Dealer docket. Forward the docket to Finance Supervisor 1 for review and notation.
	   3.3  Credit and Collection Supervisor reviews the docket and affix notation. Forward the docket to AVP-Finance for process and approval.
	   3.4  AVP-Finance review credit information reports. Have financial information analysis like financial ratios. Verify the Sales Department the viability of the dealer and request for a written recommendation if necessary.
	   3.5  Set appropriate credit limits. For credit limit above P 501, 000.00, approval of the CEO and his deputy is required. Forward docket to Credit and Collection Supervisor for dealer code assignment.
	   3.6  Finance Supervisor 1 assign dealer codes and furnish with it the Sales Department.
	  4. Quality Record:	Dealer Information Sheet (DIS)
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