
How Operation Request Downpayment 
/Payment Before Shipment

Operation issue 
PO

Decide if there is 
down payment 

require

Operation will 
request Proforma 

invoice from 
supplier and send 

to finance dept

YES

Finance prepare 
payment and send 

TT slip to 
operation team

Operation will 
keep track for fund 
to reach supplier 

and start 
production

Finance to get 
approval from top 
managment when 
release the fund

Approve

When are ready

NO

Decision based on 
payment term

Payment before shipment

operation to 
request invoice 
from supplier/ 

factory  to  
operation.  

operation send to 
finace department

Finance prepare 
payment and send 

TT slip to 
operation team

Operation will 
keep track for fund 
to reach supplier 

and make sure the 
goods are send to 

us

Payment will be 
arrange between 

supplier and 
finance

Payment on credit term

Finance dept get 
approval from top 
managment when 
release the fund

Decline

End
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