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	Brief
	SMSA Express H.O. and Branch Offices Telephone and Electricity 
Bills should be paid in time so that no power cuts may occur due to non-payment.


	Purpose
	To ensure payment of such bills to maintain smooth operation for the company 
Offices.


	Persons Affected
	All SMSA Company departments and outlets.


	Scope
	All the telephone and electricity bills kingdom wide.


	Definition
	Bills received from Jordan Electric Power Company and Jordan Telecom Company.


	Responsibilities
	Post Tel & Fax Exec: – to ensure daily collection of Telephone & Electricity bills for all Regions from online accounts or through Post Office.

Manager - Facilities of Administration Department – processes bills for all Regions, hand-over the invoice to Finance within one (1) week from receiving date for payment.

Supervisor – Eastern & Western Region – to ensure daily collection of Telephone & Electricity bills Eastern & Western Regions from Post Office and sends them to Regional Finance for Payment.

Finance Department. – arrange payment of bills in all regions.
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