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
:
These procedures applies to all completed delivered sales order
3. Procedure           :
3.1 Process Flow Chart of Invoicing
Responsibility


Process


Interface / Documents

     Invoicing Assistant

* Sales Management Officer














* Memorandum












* Warehouse Assistant

















































































































































































Invoicing Assistant





AVP – Finance or





Finance Asst Mgr.












Audit Assistant






































AVP – Finance or





Audit Assistant






















Invoicing Assistant








































* Treasury Assistant










































Invoicing Assistant
Notes:

3.1.1 Accounting Assistant - Invoicing receives duly approved sales orders (S.O.) from sales management officer (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, will request a duly approved memorandum from the SMO to support the S.O.

3.1.3 Follow up Daily Delivery Report (D.D.R.) of received S.O. from warehouse department or served Purchase Orders (P.O.) from Service Centers.

3.1.4 Open the sales invoicing module in the computer system and tags the delivered S.O. based from the D.D.R. All deliveries of the day shall be invoiced within the day. Sales Invoice serial number is system generated. Encode the D.R. or T.D.R. number base from the D.D.R.

3.1.5 Accounting Assistant – Invoicing shall follow up to Central Warehouse or Service Centers on the DR or TDR of tag sales orders. After receiving Dealer and Accounting Copy of D.R. or T.D.R. shall verify and check the quantities actual delivered and processed purchase order. If there is discrepancy follows up either to central warehouse or to the Service Centers for the Receiving Report (R.R.) form and processes it for Credit Memorandum (C.M.). Attach white copy of R.R. and photocopy of Sales Invoice (S.I.) and D.R. or T.D.R. with discrepancy on delivered item and forward it to Accounting Assistant – Credit Memo.

3.1.6 After Tagging all delivered S.O., Accounting Assistant - Invoicing shall proceed to S.I. printing. Sales Invoice is a carbonized form consists of Dealer’s Copy (White), Sales Copy (Blue), Credit – Collection (Yellow) and Accounting Copy (Pink).
3.1.7 After printing all sales invoices, attach Credit & Collection copy of S.O with corresponding P.O., Dealer and Accounting Copy of D.R. or T.D.R. and if necessary Warehouse Receipts (W.R.). A Sales Invoice Proof List shall be generated.

3.1.8 AVP – Finance / Finance Assistant Manager shall affix signature on S.I. hard copies and check the entries. 
3.1.9 Forward the S.I. and proof list to Audit Assistant for review and verification of entries.
3.1.10 Audit process is taken; Audit Assistant shall generate an Invoice Edit Report to check if there is model/s that has not enough quantity. Un – tag the S.O. that needs a review of personnel handling inventory module. After verification and investigation of insufficient quantity, re – tag the S.O. and inform the AVP – Finance or Audit Assistant to post the Sales Invoice.
3.1.11 Generation of Sales Journal must take place after posting the Sales Invoice.
3.1.12 When the process of auditing is complete, forward audited Sales Invoice to Treasury Assistant for S.I. Distribution and countering.
3.1.13 File in series all S.I. (pink copy), S.O. with P.O. and T.D.R. or D.R. for Accounting future references.
4.
Quality Record

4.1  Sales Order  (S.O.)

4.2  Sales Invoice (S.I.)

4.3  Delivery Receipts (D.R.)

4.4  Temporary Delivery Receipts (T.D.R.)

4.5  Invoice Proof list

4.6  Daily Delivery Report (D.D.R.)

Receive duly approved Sales Order     Note 3.1.1





Check prices, discounts, and terms.       Note 3.1.2





Receive Daily Delivery Report (DDR)  Note 3.1.3





Tag Sales Order in Sales Module              Note 3.1.4





Receive Deliver Receipts		            Note 3.1.5





Printing Sales Invoice		          Note 3.1.6





Printing Invoice Prooflist		          Note 3.1.7





Affix signature to the Invoices	          Note 3.1.8





Forward SI, SO and DR to Audit Dept.     Note 3.1.9





Print Invoice Edit Report


Posting of Sales Invoice


          Note 3.1.10





Generate Sales Journal


           Note 3.1.11





Forward audited Sales Invoice to Treasury Asst.


           Note 3.1.12





File Accounting Copy of Sales Invoice.


           Note 3.1.13
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