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Branch Office: 1501 The Centerpoint Condo., Julia Vargas Ave., Ortigas Center, Pasig, Metro Manila

October 16, 2024

Savers Depot
E.O. Perez St., Brgy. Subangdaku, Mandaue City

Dear Ma’am/Sir,


Overview:
This memo outlines the process for managing sales reports from Modern Trade through our BuildHub online platform. Ensuring accuracy in this process is critical for maintaining strong relationships with our Modern Trade partners and ensuring timely payments.

Process Steps:

· Sales Report Submission:

· Modern Trade will submit their sales reports to the allocated sales agent designated for their account.

· Inputting Sales Data:

· The assigned sales agent is responsible for entering the sales report data into the BuildHub platform to create a sales entry.

· Verification and Tallying:

· After inputting the data, the agent must verify and tally the sales figures provided by Modern Trade. This involves: Cross-checking the amount from the sales report.Using the designated voucher code to ensure consistency and accuracy.

· Finalizing the Sales Invoice:

· The sales invoice generated must align with the sales report provided by Modern Trade. This final invoice will serve as the basis for payment processing.

Importance:

Following this process ensures that the data reported by Modern Trade is accurate and reconciled with our records. A consistent and accurate invoicing process builds trust and reliability, facilitating smooth financial transactions.

If you have any questions or require further clarification regarding this process, please do not hesitate to reach out.

Thank you for your cooperation.

Best regards,
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