KOLIN PHILIPPINES INTERNATIONAL, INC.

	PROCEDURE MANUAL

	Department
:
Finance 

	Section
:
Accounting 

	Title
:
Disbursements



1.  Purpose
:
To provide standard procedures in paying all types of disbursements
2.  Scope
:
This procedure applies to all types of disbursements.                                 

3.  Procedure
:

3.1
Process Flow Chart of payment procedures
Responsibility
Process 
Interface / Documents

Accounting Asst.

*Purchase Order (PO),
 - Disbursement

*PRF





* Request for Payment


Audit Supervisor

* Accounts Payable






Voucher

Accounting Asst.

* Check Voucher
 - Disbursement
Finance Asst. Mgr.
Audit Supervisor
Accounting Asst.

 - Disbursement

Accounting Clerk
 - Filing

Notes:
3.1.1
Accounting Assistant – Disbursement receives all approved request for payment including the original and approved attachments --- Purchase Requisition Form (PRF), Purchase Order (PO), Delivery Receipt (DR), Sales Invoice (SI) and Sales Order (SO) for those suppliers whose in credit terms of Cash on Delivery. While in utilities; the original Billing Statement is needed for its processing. All approved Requests for Payment come from:  Admin, Audit, Service, Service Accounting and Payroll.
3.1.1.1
Accounting Assistant – Disbursement receives from audit department a billing with necessary documents from our suppliers that has a credit terms, and the personnel shall prepare request for payment in accordance to the audited payable amount.
3.1.2
Accounting Assistant – Disbursement prepares the Accounts Payable Vouchers for the supplier or the payee which will be forwarded to the Finance Assistant Manager for notation.

3.1.3
After that, the Accounting Assistant – Disbursement will forward all approved Accounts Payable Vouchers to the Audit Supervisor for examination of the appropriate entries prearranged on the payable voucher and for the verification of all the supporting documents. 
3.1.4
After audit process has taken, The Accounting Assistant – Disbursement received the audited Accounts Payable Voucher. Accounting Assistant – Disbursement prepares Check Vouchers and Checks to all approved Accounts Payable Vouchers and record it to check master list.
3.1.5
Next to that, the Accounting Assistant - Disbursement will forward all the Check Vouchers and Checks to the Finance Assistant Manager for notation. The Finance Assistant Manager will record the Check Vouchers and Checks to the cash position record.

3.1.6 All the approved Check vouchers and Checks will be forwarded to the authorized signatories for signing. Then, all the signed Check Vouchers and Checks will be returned back to the Audit Supervisor for the final examination of all the supporting documents and verification of all the written entries e.g. correct date, appropriate check vouchers and check used etc.
3.1.7 Releasing of checks.

3.1.8 For safekeeping, forward all receives Accounts Payable and Check Vouchers by payee with necessary attachments to Accounting Clerk – Filing.
4. Quality Record

4.1
Accounts Payable Voucher


























































































































































































All Approved Check Vouchers must forward to Audit Supervisor for final examination.					Note 3.1.6








Forward for approval all prepared Check Vouchers to Finance Asst. Mgr.	Note 3.1.5





Forward Accounts Payable & Check Vouchers to Acctg. Clerk for filing.							Note 3.1.8





Release of Checks		Note 3.1.7





Receive Approved Request for Payment from different entities with corresponding attachments


				Note 3.1.1





Prepares Accounts Payable Vouchers and forward to Finance Assistant Manager for notation


				Note 3.1.2





Forward all Approved Accounts Payable Voucher to Audit Supervisor for examination and verification of entries and attachments


Note 3.1.3





Generation of Check Vouchers including APV from Audit Staff			Note 3.1.4
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