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Invoice 
received

HOD

Confirmation

Verified supplier document
- Proforma invoice
- Quotation
- Checked invoice whether 
verified

Generate payment 
listing

Validate invoice

- Checked and compiled 
all supporting document

Issue payment 

Payment 
method

Bank payment Facility

Issue payment voucher 

Issue payment via Online Banking / 
Prepare supporting document for 

financing

- Refer to bank 
authorisation list

- Ensure transaction is 
supported by sufficient 
document

- Checked banking details 
against purchase 
invoice

Bank authorisation

- Applicable to bank 
authorisation list

- Finance to update 
payment details in Wrike 
for payment approval

Verify supplier 
payment term

- To check payment due 
date with Payment 
Listing

- Prepare and check 
application form, 
supplier invoice, DO for 
authorised signatories

- HSBC and UOB : 
perform online

- CIMB and Ambank : by 
email and send original 
later

Send payment slip

- By email
- By Wrike to respective 

department

Filing

- Scan and filing to filing system

Back charged?

Match to purchase 
transaction

Yes

Issue DN / post 
invoice

- For B2B, Finance 
(AR) to back charge

- Send to supplier by 
email and courier

- DN must chop and 
sign

Update details in sales 
details file

- For monthly fixed payment will 
monitor by monthly schedule

- To vouch downloaded utilities bills
- Follow up invoice not received yet 

based on monthly schedule
- For payroll and statutory payment, 

supporting document submitted by 
HR

- For Castlegate's charges, generate 
invoice and gain consent as 
approval for Marketing, Shipping, 
and Inventory

- Get approval from HR for Shell, 
Maxis and Air-cond charges

- Telekom billing receive from IT by 
email

Obtained payment 
document

No

- Get shipping invoice from shipping 
team

- Get forwarding hardcopy invoice from 
forwarder

- Scan the invoice and upload in 
dropbox
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