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Posting

Get information on 
additional Fixed 

assets and update 
group PPE report 

to HOD

Extract inter- 
company 

transaction/balance

Update interco 
template and submit 

repor t to HOD

Extract foreign 
currency balance 

(Bank, Debtor, 
Creditor)

Update unrealised file 
template

Refer stock 
procedure

Submit repor t (Excel)

Sort by Company, Customer, Product 
Category, Product code

(MTD, YTD, Q)

Sales Gross Profit repor t
(Details)

Make sure AR side 
finalised all sales 

transactions.

Group Sales Gross Profit repor t
(Summary - MTD &  YTD)

MONTHLY REPORTING PREPARATION PROCEDURE (GL DEPARTMENT)Text Revision : 
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Consol repor t

Analysis on Actual vs budget

Monthly accrual/ 
prepayment/ rebate/ 

Segregate current and 
non-current for loan and 

lease, etc.
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