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Scope 

This document covers the policies and procedures in processing of foreign invoice 

 
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.  AVP - Finance shall ensure all foreign invoice shall be processed for payment and disputed on time 

with justified reasons. 
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Procedures 
 
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Agent 

1. Sends Foreign Invoice to 

Customer Experience Department 

(CXD). 

  

 Customer Experience Specialist 

(CXS) In-charge 

10. Informs Agent that the charges in 

the invoice does not tally with the 

agreed quotation. 

Correct? 

 

 

Correct? 

 

 
Agent 

11. Amends Charges. 

  

Yes 

No 

Agrees to Amend? 

 

 

Agrees to amend? 

 

 

Yes 

B 

No 

Customer Experience 

Specialist (CXS) In-charge 

12. Coordinates with the Agent 

through call or email until 

agreement to settle dispute. 

  

Customer Experience Specialist 

(CXS) In-charge 

3. Endorses foreign invoice to 

Finance In-charge. 
4. Stamps and approved Foreign 

Invoice with Job reference 

number and sign the invoice as 

confirmation of acceptance of 

charges of the invoice.  
5. Forward the Foreign invoice to 

Finance in-charge for payment. 

Customer Experience Specialist 

(CXS) In-charge 

2. Checks the Foreign Invoice versus 

the total actual cost and quotation

 in the Job Folder 

 

B 

B 

START 

A 
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Finance In-charge 

6. Encodes foreign invoice to 

system 

- For Air: ALSS 

- For Sea: Seamain 

7. Processes the Foreign invoice 

for the payment to Agent 

through telegraphic transfer. 

8. Sends the approved 

telegraphic transfer to the 

bank for validation. 

9. Informs the Agent through 

email on the payment of 

invoice through telegraphic 

transfer. 

10.  

A 

END 


