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1. Purpose
The purpose of this Standard Operating Procedure (SOP) is to define and standardize the process of invoicing and pre-invoicing within the company. This document ensures that all invoicing and pre-invoicing activities are carried out in an accurate, efficient, and timely manner, and that financial documentation complies with applicable laws, regulations, and company policies.
2. Scope
This SOP applies to all employees involved in invoicing and pre-invoicing processes across all departments. It covers the procedures from the initial request or agreement with a client to the final generation and delivery of invoices.
3. Definitions
· Pre-invoicing: The process of preparing, verifying waybills, and confirming all details related to service, or product delivery before the final invoice is issued on logistics management system. It involves reviewing prices, contracts, orders.
· Invoicing: The formal process of generating and sending an invoice to a customer after verifying all necessary information and ensuring payment terms are clearly outlined.
4. Roles and Responsibilities
· Account Executives: Responsible for providing sales order details, contracts, and customer agreements that define the terms for invoicing.
· Billing Team: Responsible for generating, reviewing, and sending the final pre-invoice, ensuring that all details are accurate, according to billing sheet received form AE’s.
· Account Executives: Responsible for confirming product delivery, services rendered, and other details required for accurate invoicing.
· Account Executive and Billing Team: Responsible for handling customer queries related to invoices and pre-invoicing discrepancies.
5. Pre-Invoicing Process
The pre-invoicing process is a critical step to ensure the correct data is captured before the final invoice is generated. The following steps should be followed:
· Order Confirmation
· The Account Executive receives the customer’s order and confirms the details, including the product/service, quantity, price, and delivery terms.
· Any changes or amendments to the order should be documented in writing and communicated to the Billing Team.
· Contract/Agreement Review
· Review the contract or agreement for payment terms, tax rates, and any discounts or special conditions.
· Confirm the customer’s credit limit and ensure that the order does not exceed this limit.
· Customer Information Verification
· Ensure that the customer’s billing address, shipping address, and contact information are accurate and up to date.
· Verify any customer-specific billing requirements (e.g., PO numbers, invoice formats).
· Delivery Confirmation
· The POD Team ensures that the product or service has been delivered and that all relevant documentation (delivery receipts, work completion confirmations) is available.
· Ensure that the customer has accepted the delivery or service provision.
· Pre-Invoice Review
· The Billing Clerk reviews the pre-invoice to ensure all details (pricing, taxes, discounts, destinations) are correct.
· If applicable, send the pre-invoice to the Debtors Clerk to copy the information from the pre-invoice to the invoice on Sage to specified customer. 
· The Debtors Clerk must check if information on the pre-invoice is correct and that totals balance on the invoice before processing. 
· Customer Approval of Pre-Invoice (if applicable)
· If a quote is sent to the customer for approval, ensure that it is reviewed and accepted by the customer before proceeding to the pre-invoicing stage.

6. Invoicing Process
Once the pre-invoicing process is complete and the necessary verifications have been made, the final invoice can be created. The invoicing process is as follows:
· Invoice Generation
· The Debtors Clerk generates the invoice based on the finalized order details, on the pre-invoiced received form billing clerk teams.
· Ensure that the pre-invoice includes all necessary information: waybill number, customer name and address, order number, detailed list of goods/services, tax rates, total amount, payment terms, and due date.

· Invoice Review and Approval
· Review the invoice for accuracy, including the correct tax rate, pricing, and payment terms.
· Confirm that the invoice matches the original pre-invoice and contract or sales order.


· Sending the Invoice
· Once the invoice is processed, send it to the billing team, via email, the billing clerk will send it to the customer or Account Executive. 
· Ensure that a copy of the invoice and pre-invoice is retained in the company’s records (digitally) for future reference and audit purposes.
· Invoice Tracking and Payment Follow-Up
· Monitor the status of the invoice to ensure timely payment.
· If payment is not received by the due date, initiate the follow-up process according to the company’s collections procedure.

7. Post-Invoicing
· Payment Confirmation
· Once payment is received, Account receivable Manager will receive an email from CSC and other branches to confirm the payment on COD’s and tick approved on LMS, that the invoice has been paid.
· Once payment is received, and the load has been kept on floor the Account receivable Manager will check if payment was received in bank first and send email confirming if payment was received. AE’s send an email to the customer acknowledging the payment.
· Discrepancy Resolution
· In case of any discrepancies or disputes regarding the invoice, address the issue promptly by coordinating with the customer and account executives.
· Adjust the invoice if necessary and issue a credit note if applicable.



8. Record Keeping
· All pre-invoices, final invoices, contracts, order forms, and payment receipts must be properly documented and stored according to the company’s record retention policy.
· Ensure that electronic records are backed up regularly and accessible for audit purposes.
· All pre-invoice and Invoices are stored on the Head Office Public Data (P:) P:\Billing\Billing\BILLING - INV- PRE INV- CREDIT APPS -CREDIT NOTES-JNLS  24 & 25. From July 2024 -Till Current
· Archived pre-invoice and Invoices are filled in labelled Boxes on Premisses. Container no.

9. Compliance and Review
· The invoicing process must comply with applicable local, state, and federal tax regulations, including but not limited to value-added tax (VAT), sales tax, and withholding tax.
· This SOP will be reviewed periodically to ensure it is up to date and aligned with current business practices, laws, and regulations.
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