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	Collect payment from Credit Customers Work Instruction
                                        Owner/ Department: IBU-EGY, Finance



	Overview
	Achieve the maximum quality of our collection process from the credit customers.

	Person Affected
	Cashier,

Responsibilities: 
   
AR Executive:    Ensure performing the proper follow up to achieve the collection target.
                  

	Instruction
	Procedure Cashier: 

· AR Executive is required to start following up all the payment of the credit customers on time.
· Before the due date 5 days, the AR Executive will follow up with the customers for payment.
· Once the due amounts are ready, the AR Executive will prepare the receipt and to send email to the dispatcher to send a courier to the customer to collect the due amount.
· Above email should clarify the customer name, customer ID#, amount, invoice number and Cash or Cheque.
· Cashier is required to prepare the receipt with the due amount and fill the remaining information in the receipt (cash or cheque, mention the invoice number, customer name and number) then to hand over the white copy to the courier to receive the amount from the customer with this receipt.
· Cashier to collect back the amounts from the couriers.
· All the collected amounts to be deposited in the bank on daily basis.
· Cut off time for collection is up to 10 days after the due date.
· 93% of the receivable amounts are targeted for collection.
· Concerned manager is required to issue a delegation letter in sake of the courier, directed to the concerned customer for the collection purpose.

Management Role,

· Ensuring that all collections are done according to instructing time line.
· Ensuring that there are no discrepancies are raised in the customers’ accounts.
· Following up the aging report.
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