Branch Office: 1501 The Centerpoint

S' Iz' 3 “ Condo., Julia Vargas Ave., Ortigas Center,
% Anpo a ondo- Julla TarB Pasig, Metro Manila

Subject: Policy on Advanced Invoices and Photocopies

To: All Employees
Date: July 30 2024
Re: Finance Manual Policy 6.2.12 - Advanced Invoices and Photocopies

In accordance with the Finance Manual section 6.2.12, this memo serves to remind all employees
of the policy regarding the acceptance and handling of advanced invoices and photocopies. Please
take note of the following guidelines:

1. Acceptance of Advanced Invoices or Photocopies:
o Advanced invoices or photocopies of invoices will only be accepted for transactions

requiring advance payment to process the service.

o In such cases, the Company may temporarily accept a clear scanned copy
sent by the branch, provided it is supported by relevant contracts or agreements.
2. Monitoring and Tracking:
o The Finance Department shall strictly monitor and properly track the status of the
scanned copies to ensure compliance.
o The receipt of the original invoices must be confirmed.
3. Responsibility and Compliance:
o Itis the responsibility of the concerned employees to ensure that these guidelines
are followed to maintain proper financial documentation and accountability.

Please ensure strict adherence to these procedures. For any questions or further clarification, do
not hesitate to contact the Finance Department.

neno

Thank you for your attention to this matter. "y ¥
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https://v3.camscanner.com/user/download

