PROCEDURAL TASK OF KMI ACCOUNTING ASSISTANT (INTERNAL)
· Prepare Monthly Profit Schedule (MPS). MPS shows your sales per product as indicated in the Invoice.  Make sure it is same with your records at Invoice Register from Peach Tree. Submit this to your superior together with your declared sales for BIR not later than 6th day of the following month.(monthly)
· Processing of check payments of KMI expenses including payables to KPII Make sure you have voucher and attachment for every check you opt to prepare. Have it signed by Mr. Oliver Filoteo for review and approval before giving it to Mr. Ernest (our messenger) for check signature.
· Reviewing of KMI Sales for Service Warranty. Make sure your staff encoded the correct Serial number of the units that your customer purchased. Refer to VENER/sales for svc file for the record. (monthly)
· Preparation of Payables and Receivables reconciliation. (monthly)

· Preparation of monthly sales and purchases report. Make sure your KMI Sales report is same as your purchases to KPII. You will receive KPII Sales Invoice from Treasury Asst. 1 and to be encoding to Summary of Purchases through excels.
· Reviewing of Accounts Receivables. You must print Aging Receivable from Peach Tree every Monday (weekly). To monitor account receivables and making follow up to the customer.
· Reviewing of Appliance Loan. Make sure you give an accurate price since the HR staff will depend the computation of interest from the basic amount that you have given to them. All Appliance Loan must be signed by Ms. Edith and Mr. Oliver.
· Reviewing of price quotations. You will receive lots of queries on price quotation. Giving discounts is always a “case to case basis”. Please take note of the following:
1. For board members, the discount for aircon is 18% while for CTV’s and   ref, the discount is 15% or you may refer to latest discounting scheme.
2. For referral of our board members, the discount for aircon is 15% while for CTV’s and ref is 12% or you may refer to latest discounting scheme.
3. Employees discount is 10% to 12%.
4. For regular customers, you may refer to their previous purchases. You can generate it from Peachtree Accounting Software.

5. For walk-in customers, the discount must be 5%-8% only for aircons and ref. 
**ALL TRANSACTIONS MUST BE PAID IN CASH UPON PICK-UP.

· Reviewing of P.O. and S.I. Upon receiving of P.O, from your staff, make sure it has a corresponding S.I. and P.O from customer. Detail of units and price must be the same. Make sure payment has been settled before the delivery or pick-up of unit(s).

· Reviewing of R.C.M. Please be aware of all sales transaction. There are times when customer cancel their order, ask additional discount (as approved by your superior) or upgrade their units. If these are the cases, REQUEST FOR CREDIT MEMO must apply. Have it signed by Mr. Oliver for review and approval.
· Monitoring of Stocks. You must aware of the availability of the stocks of our products. You may check it out from your e-mail.

· Monitoring of Service call Slip. Make sure all service concern relayed to process center are served and make sure you are updated also.
· Monitoring of KMI Ledger. Make sure you have encoded the monthly sales and Purchases to KMI Book of Accounts
