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1. Purpose	:  To provide standard procedures in Cash Management.
2. Scope		:  These procedures apply to all transactions.
3. Procedure	:
3.1 Process Flow Chart of Cash Receipts.
Responsibility			                         Process			             Interface
Treasury Assistant                       Receive check and cash collection from        *Official Receipts                                                                                     
                                                         C&C Section.                              Note 3.1.1         Provisional Receipts                                    		
                                                             
                                                         Deposit collections to accredited banks.
                                                                                                              Note 3.1.2                             	
	

Treasury Supervisor                     Receive bank passbooks, bank debit 
                                                          memo.                                        Note 3.1.3

                 3.2 Process Flow Chart of Cash Disbursements                                          

Cash Disbursement                      Receive duly approved request for pay-            *Request for payment                      
 Assistant                                        ments. Prepare check vouchers. Release                                                      
                                                          Checks.                                      Note 3.2.1

Finance Manager                          Notation of Check Voucher.                                                         
                                                                                                              Note 3.2.2
	
 VP-Finance or                                Approval and signing of check and
 President-CEO                                vouchers.                                  Note 3.2.3                                                                
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3.3 Process Flow Chart of Cash Position Report Preparation.
Responsibility			                         Process			             Interface
Treasury Supervisor                     Collate and encode all data.                                                                                        
                                                                                                             Note 3.3.1        
                              		
                                                             
                                                         Preparation of Cash Position Report.
                                                                                                              Note 3.3.2                                                	
	

Finance Manager                          Receive Cash position Report. Furnish
                                                          VP-Finance a copy.                   Note 3.3.3

                 3.4 Process Flow Chart of Cash Budget                                  

Finance Manager                          Receive Sales Projection.                                                             
                                                                                                               Note 3.4.1
                                                                                  
                                                          Preparation of collection budget.
                                                                                                               Note 3.4.2


                                                          Preparation of Operating and Capital
                                                          Expenditure Budgets.              Note 3.4.3


                                                          Preparation of Cash Budget.
                                                                                                               Note 3.4.4
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Notes:
	3.1.1 Treasury Assistant receives check and cash collections from credit and collection section together with Daily Cash Receipts Register. Prepare deposit slip in duplicate.

	3.1.2 Deposit collections to accredited banks. All collections must be deposited intact. Forward all bank updated passbooks to Treasury Supervisor for Cash Position Report preparation. 

	3.1.3 Treasury supervisors receive updated passbooks and bank debit memo.

	3.2.1 Cash Disbursement Assistant receives duly approved request for payments from accounting. Prepare check and check vouchers. There are only two check payment dates: 1st day and 16th day of the month and every Saturday is check payment releasing. For clients/suppliers without office day on Saturday they are required to submit a written request for a Friday releasing.     

	3.2.2 Finance Manager affixed notation on Check Vouchers.

	3.2.3 Approval and signing check payments and Check vouchers. There are two sets of signatories in check payments. These are:
		Class A signatories	:	VP-Finance or President-CEO
		Class B signatories	:	Chairman or Vice Chairman or Director

	3.3.1 Treasury Supervisor collates and encodes all cash related data in the Cash Position Report (Excel only).

	3.3.2 Preparation of Cash Position Report basing from the encoded cash related transactions like deposits, check cleared with the bank, and bank debit memos. Forward report to finance manager.

	3.3.3 Finance manager review cash position report and furnish VP-Finance a copy.

	3.4.1 Finance Manager receives sales projection from sales department for the year.

	3.4.2 Preparation of collection budget basing on sales projection considering the terms of the dealer payments. Establish the average collection days or period.                                                             
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