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	Overview
	Achieve the maximum quality of our collection process of the CD & COD payments.

	Person Affected
	AR Executive, Cashiers, COD accountant, Stations Team Leaders & Dispatchers, OPS Supervisors, RSE, Retail Supervisor, Branches Manager and OPS Manager.

Responsibilities: 
   
AR Executive:
A- Generate a weekly report with the outstanding COD from SPANEL and CD manual report– employee wise – every Tuesday, and send it to the below staff for their follow up and actions,

1. Egypt Retails
1. Egypt Stations
1. CC	a. OPS Manager
b. Branches Manager
c. Finance Manager
d. Accounts Supervisor
e. OPS Supervisors
f. any other concerned.

B- Generate a manual CD outstanding Report day after day and send it to the above list for their follow up and actions.

Cashiers:
A- Ensure performing the proper daily COD collection and updating SPANEL.
B- escalate to the concerned Supervisor/MGR if any short collection from any courier.

OPS TEAM & Retail Team: A- to check the received outstanding COD/CD invoices report from the AR Executive and to investigate immediately with the concerned couriers to collect the outstanding COD/CD payments and to CAPA delaying paying them to the concerned cashier or direct deposit.


	Instruction
	CD invoices collection procedure by Billing Agent: 

· Inbound clearance invoices to be issued on daily basis and to be sent by email to the concerned station for shipment delivery and collection.
· Cash collection of the above invoices to be handed over to the cashier and receipt to be issued. (courier’s employee number to be mentioned in the right bottom of the receipt, and white copy to the courier, green copy to finance, yellow copy in the book).
· All the collected amounts to be deposited in the bank on daily basis.



COD amounts collection procedure by Cashier,

· After delivery, cashier will collect all the COD amounts from the couriers and issue an RV to the courier.
· Then update in SPANEL the fund floating, then to book the payments in QB.

COD amounts collection procedure by billing agent,

· Branches Cashier is required to follow up with the couriers to collect the pending amounts and to escalate the issues to the finance manager and the operation manager to investigate with the couriers.
· Branches Cashier is required to follow strictly with the third parties to collect the COD amounts and to ensure the timely deposit all the agreed off set.
Management Role,

· Ensuring that all collections are done according to instructing procedures.
· Ensuring that all CD and COD collections are deposited in the deposit bank account.
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