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	Billing & Invoices Delivery Work Instructions
                                                             Owner/ Department: IBU-EGY, Finance




	Overview
	Ensuring that the billing process of the company is on time accurately.

	Person Affected
	Billing Supervisor, Billing Agent,

Responsibilities: 
   
Billing Agent:    Ensure all invoice data have been recorded accurately on time and invoice issuance is on time with no delay.

	Instruction
	Procedure Billing Team: 

A- Inbound Clearance Invoices,
1- Pre-alert will be received for the inbound shipments.
2- The station agent or clearance agent will send a copy of the CN of the customs shipments to the billing team in order to include the customs duties and VAT in the invoices.
3- The billing team will fill in the required information in the preparation file.
4- The billing team will review the main information of the invoices, such as the weight, destination, declaration value, …etc.
5- The billing team will apply the approved billing scheme to the invoices depending on the declaration value.
6- After verification, the billing team will generate the invoices by uploading the Excel file to the billing system.
7- PDF invoices copies will be sent by email to the concerned station along with the invoices summary to be attached to the shipments for delivery and collection.
8- All invoices in PDF will be archived according to the file register.
9- All inbound clearance invoices should be issued within 1 hour of receiving the CNs.
10- All inbound clearance invoices will be sent in Excel format to the accountant for bookkeeping on a daily basis.
11- The chief accountant will upload all the invoices to the electronic invoice portal.
12- The collection process will start after.

B- Credit Customer Invoices,
1- On a daily basis, the operation team is required to hand over the daily domestic and international control sheet to the billing team.
2- The billing team is required to prepare the uploading file after reviewing all the information on the shipments.
3- The billing team will generate the invoices via the billing system depending on the price list of each customer pre-identified in the billing system, and according to the required billing cycle.
4- All invoices soft copy (Excel Sheet) will be sent to the accountant directly for bookkeeping.
5- All invoices in PDF will be archived according to the agreed archiving structure.
6- All invoices should be issued by the 18th of the next month.
7- The billing team will send the breakdown of each invoice to the customers if required.
8- The accounting team will book the invoices in the accounting system immediately.
9- The chief accountant will upload all the invoices to the electronic invoice portal.
10- The collection process will start after.

C- Freight Customers Invoices
1- The shipment file will be received by the billing team from the freight team in LogistaaS and include the costing sheet which includes the below,
a. All the shipment operational information
b. Selling prices for all the sold services.
c. All cost elements.
2- The billing team will verify all the above information to ensure that the shipment is profitable and to issue the invoice from LogistaaS.
3- The invoice will be issued according to the sales quotation and the billing team will print the invoice and then issue NR AWB addressed to the customer.
4- The billing agent will send a pick-up request to the operation agent to pick up the invoice for delivery.
5- All invoices soft copy will be sent to the accountant upon issuing for bookkeeping.
6- The chief accountant will upload all the invoices to the electronic invoice portal.
7- All invoices in hard copy will be archived according to the file register.
8- Fright invoices should be issued within a maximum of 2 days of receiving the shipment task and to be delivered in the next 3 days maximum country-wise.
9- The collection process will start after.


Management Role:
1- Ensure all transactions are processed as per SMSA benchmarks.
2- Monitor the data entry process from time to time to decide if extra improvement is needed   
3- Proper coaching and training should be implemented whenever required
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