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Scope 

This document covers the policies and procedures in preparation of the Official Receipts to be 
sent to customers. 

 
Ownership 
 
The AVP-Finance/ Finance Manager is responsible for ensuring that this document is cascaded 
to all concerned personnel and that it reflects actual practice. 

 
 
Policies 
 
1. Finance In-charge shall ensure to follow up the collection to the customer through telephone 

and email daily if not weekly. 

2. Finance In-charge shall ensure all official receipts issued are posted through the Financial 

Management System (FMS) on a daily basis to update accounts receivables. 

3. Finance In-charge shall ensure all collection whether cash or check are deposited the next 

day except weekends and holidays. 

4. Finance In-charge shall copy the Sales Manager, Business Development Manager (BDM), 

Brokerage Manager and Customer Success Manager/Advisor in sending Statement of Account 

(SOA) to customer thru email. 

• Accounts Receivables Report shall be monitored and prepared weekly. 
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Procedures 
 
 
 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

Customs Representative / 
Courier  

3. Writes the payment details on 
PR. 

4. Claims check from Customer 
5. Endorses PR and check to 

Finance in-charge 

Finance In-charge 

6. Issue OR. 

 

 

Customs Representative / 
Courier /Outsourced 

Messenger 

 
8. Provides official receipt (OR) to 

customer 
9. Claims check from Customer 
10. Endorses check to Finance in-

charge 

Finance In-charge 

11. Updates Accounts Receivable in 
the FMS by posting OR in the 
FMS 

12. Validates Check details prior 
deposit to bank ie amount in 
words vs amount in numbers, 
correct payee name. 

13. Sends Check to bank for 
deposit. 

Finance In-charge 

7. Issues Official Receipt (OR) 
through Financial 
Management System (FMS) 

 

 

Complete details? 

Finance In-charge 

2. Issue Provisional Receipt (PR) 
for No payment details and 
PDC. 

 

 

Yes No 

Finance In-charge 

1. A. Calls and sends email to 
customer to follow up 
collection and gathers the 
details. 
B. Verifies actual bank credit to 
F2 Global account for payment 
advice received from customer 
thru email.  

START 

END 


