NAGA LIMITED RETAIL
No-4/213, Pudupatti, Padiyur (P.O.), Dindigul — 624 005
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Department / Sales, Commercial & Accounts

Every week cheques
opening & closing report  /_____
should shared by
payment coordinator

If the order through
phone call, Order should
acknowledgedby /7T
concerned person

The Qty & value should
be validated by
commercial manager

Note :
1. The above said should applicable to advance
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Sales team should collect
the biank cheque from
concerned stockist & sent
to commercial dept

)

_/

\

— 7

Payment coordinator should
maintain the cheques as party
L wise & zone wise
As per the route wise, Order received
from stockist by sales order

coordinator through SMS / Mail /
Whats app / Phone call (Last option)

v

Order should dispatched to
concerned stockist

v

Distributor invoice wise Qty &

alue sheet & date of cheque handover
to accounts dept by payment
coordinator for previous date

v

(" 7th day from order received h
from stockist, Accounts dept
should deposit
the cheque in bank
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qfter credit the value to NLRD h

account, Payment coordinator

should book the receipt entry to
concerned stockist

v

The above process should
Lcontinuously run in cycle bases
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qany deviation in the above A
process, the issue must
highlighted to CH, GM,

L concerned SH & TL )

& credit party

2. |f More then 3cheques bounced in bank, GM take the necessary action against the party
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Every 30days once blank cheque
should collected from stockist.
(iYMinimum 4 cheques
should be in closing

Party wise total order
vs value should consolidated
by payment coordinator
&

Invoice value sent to-distributor

if any cheques will return /
bounce at bank, The issue
should highlighted to GM,
Concerned SH & TL by
payment coordinator
(iy Message send to
SR/ TL/ SH/ Gm
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