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Scope

This document covers the policies and procedures in the processing of cash advance,
liquidation of cash advance or disbursement and replenishment of revolving fund.

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 the completeness of the receipted charges and the
correctness of the expenses and job entries by checking the documents provided by
the Operations and Non-Operations In-charge.

2. Finance In-charge shall ensure cash advances are liquidated per agreed prescribed
timetable.

3. Finance In-charge shall ensure that the revolving cash funds are timely replenished for
timely needs or special funds are liquidated on time.

4. Finance In-charge shall release the check from Financial Management System (FMS)
upon Confirmation via online banking or updated bank passbook that the check
released to the supplier is already presented to the bank.

5. Finance In-charge shall ensure all checks presented to the bank are released from
Financial Management System (FMS).
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Procedures - Cash Payment

Operations/ Non —
operations In-charge

Prepares Cash Advance
voucher with Job Number and
For air: Air Waybill (AWB) or
for Sea: Bill of Lading (BL)

Submits to Department Head

for approval

Department Head

Approves Cash Advance
voucher

A 4

Operations In-charge

Submits approved cash
advance voucher to
Finance in-charge

A 4

Finance In-charge

7. Attachesth

Operations/ Non — operations In-charge

6. Prepares Petty Cash voucher to liquidate cash
advance for the operational expenses

e Official Receipt (OR) and copy of

BL or other supporting documents

8. Submits Petty Cash voucher to Department
Head for approval

y

Brokerage Manager/ Head
/Operations Supervisor

9. Lodges job profitability reference

10. Submits to Finance in-charge for
liquidation

v

11.

Finance In-charge

A

Checks the liquidation of

Brokerage Manager/ Head
/Operations Supervisor

13. Edits necessary

changes

petty cash voucher

f

No

Yes

Finance In-charge

12. Informs Brokerage

Supervisor which
items to be corrected

Disburses cash to Customs
Representative

Finance in-charge

14. Cancels / Files t

For with special funds:

he cash advance voucher

15. Closed check voucher from system.
16. Transmit to Finance Manila the vouchers with

complete liquid

For with revolving funds:

ation as an attachment

17. Prepares replenishment from system

()
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&

Finance in-charge

18. Submits
replenishment
voucher to authorized

No Finance in-charge
Approved?

19. Edits necessary changes

Yes

Customs Representative /
Agency Messenger

20. Encashment of check for
replenishment in the bank

v

Bank

21. Calls AVP-Finance/ Finance
Manager to validate the
encashment for the check
for replenishment

A 4

Customs Representative /
Messenger

22. Withdraws cash from bank

v

Finance in-charge

23. Releases voucher from FMS

DDC: This Document is already Approved and Posted on Intranet.
Please refer to printed files for signatures of approvers.

Any printed and saved copy of this document is considered uncontrolled

Page 3 of 4




Document

F 2 GLoBAL LOGISTICS
LET'S MOVE. NOW.

Accounts Payable Trade-Local |
Policies and Procedures 2P-GL-03.03
Department: Effective Date: Revision No
Global - Finance May 6, 2021 3

Procedures - Check Payment

Operations Supervisor/Assistant /
Customer Service Representative
(CSR)

1. Prepares request with attached
Job Instruction (JI) and approved
invoice form supplier

v

Finance In-charge

5.  Sends MC request form to bank
for the preparation of the
check.

For Online payment: Finance In-
charge lodge details of payment
into the Online Banking System
i.e. account number, account
name and amount subject to
approval of Finance Head.

6.  Once received the MC from the
bank, endorse to Operations In-
charge.

For Online Payment: Once
approved by Finance Head,
Finance In-charge to endorse
Proof of payment to Operations
In-charge.

Finance In-charge

2. Prepares voucher for check or
Manager's Check (MC) request for
payment to supplier

For outports:
3.  Forwards request to Finance Manila
In-Charge via email

Finance Manila:
4.  Routes vouchers check or MC
L

No

Yes

Finance In-charge
7.  Endorses the approved voucher

and signed check to AVP-
Finance/Finance Manager

v

Finance Manager/ Finance

Supervisor

8.  Schedule check releasing to
supplier

\ 4

9.

Finance Supervisor/
Finance In-charge

Releases check from FMS

System.
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