PROCEDURAL TASKS 
1. Processing of Sales transactions and Preparation of necessary Documents

1a. Laview Security Phil’s Inc,. is a manufacturing company which sell cctv camera and is therefore considered as a Dealer. Sales transaction is derived from online, referrals of Stockholders, Officers, Employees, Walk-in customers and Inquiries thru phone. You will be accommodating calls or instructions from these sources or sometimes, their company’s representatives so you are to be very keen on necessary details (i.e., customer/company’s name, address, contact number, units ordered) from them and always are polite and courteous. 

1b. Upon receipt of the order (as much as possible there should be a copy of Purchase Order or any written order), fill out the Purchase Order form as to the Delivery date, units being ordered, Prices and discounts, to whom it should be delivered, etc. Along with the PO form, when documents are already approved, forward the PO to the warehouse thru fax at 749-2118 or (046)402-0690 for follow up and to process the delivery of unit to the head office of Laview Security for delivery of unit to the customer. After delivery of unit prepare corresponding Sales Invoice with details almost similar to the PO for documentation. Have it signed as preparer and forward to your superior for verification.
2. Monitor and collect Accounts Receivable

2a. Laview transactions should be on a COD (Payment before delivery) basis but for some customers, they are given terms or any extension of payments as approved by the referring Officers. These accounts will be included in your Aging of Receivables and follow up payments from the respective customers. There are customers who require a countering of Invoice before they can process the payment mostly companies, so you have to be prompt in order to collect as early as possible. There are also customers who want to have a Statement of Account usually those with Installation charges. We have a format in Excel file (SOA) as your pattern. 

2b. It is important that you have a schedule in following up collections in a week. Inform Mr. Roland Javinal of any confirmation of payment from customers or any messengerial tasks for him to manage his schedules. All collections shall be remitted to you as soon as he arrived at the office.
2c. You can check the outstanding receivables thru Peachtree which resulted from your encoding of SI and OR. Make sure you encode all documents accurately to arrive at correct Aging of Receivables. Generate the Aging Report weekly (every Saturday) and update its status per customer, meaning you have to indicate your conversation with the customers. Forward the report to your superior every Monday.
3. Deposit collections

3a. All collections shall be deposited the following banking day. Make sure to Prepare Summary of Collection (2 copies) before you forwarded the collection to Ms. Edith and to be forwarded to Ms. Dhess for deposit. Right now we only maintain one bank which is BPI located at Magallanes cor EDSA. Ms. Dhess is the one in charge in depositing cash/check collections. Our account number is 3531-0044-76 but some times check payments should be deposited to KPII (3531-0044-68) account due to Payee’s name.
3b. Prepare a duplicate copy every time you make a deposit for check and cash, indicate the corresponding account number at the back of the check where you intend to deposit it.
4. Price quotation for customers

4a. In Kolin, most of the price quotations are prepared thru KMI since the queries from customers will be transferred to you by phone. It is important that you be familiarized with the product model and their prices including discount if applicable. Remember that what you transmit to the customer is a representation of the company itself so be aware of the correctness of the quotation.
4b. The Excel file is “quotation-(year).” Make a follow-up to customers to show eagerness for possible Sales. File the quotation in series for reference.
