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Down 
payment  
required?No

Deposit required as 
per vendor form (will 
pay on 60 days from 
delivery date)

Yes
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PO received

Operation

Confirmation

Verify supplier 
document
- Proforma invoice
- PO
- Vendor form

No deposit based on 
vendor task but production 
been completed & 
shipment delay (COA 
needed)

- Cross check deposit payment history
- Match remaining balance according to SPO number
- Finance to ensure document price, quantity and unit cost 

are accountably to process
- If any discrepancy, raise to operation

Verify Good Receive 
Note (GRN)

Completed?

No

Operation

To complete

Post purchase invoice

Generate payment 
listing

- Finance to monitor 
creditor payment 
according to payment 
terms

Yes

Validate supplier 
invoice & PO

- Check and compile all 
supporting document

- Record supplier name, SPO 
number, product code, unit 
cost, product quantity

- Cash book
- Weekly payment schedule

Update details

FG

Deposit
Issue payment as followed by 

payment term

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

- Check 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
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