Sales Cycle (Billing Procedures) 
The sales cycle starts with a customer asking for a bid (offer) in a quotation by specifying what products they are interested in and ask for the price and availability of these products. The seller then sends a quotation (offer) to the customer which for each product shows the price that they are sold for. The seller may, without first obtaining a quotation from a customer, create a offer, in writing or orally, to a customer. The customer will then assess the offer and place an order to the seller and this can be done either in writing or orally. An agreement has thus been made. The billing routine will be described below and it starts with the customer's order. 

1. Registration of customer 
The Company receives an order from a customer (by phone, fax, mail, Internet) and the data required for the company to process the customer's order must be collected and recorded. It is important to check that the customer exists, that the products exists, that all necessary information about the customer are available and that the order is reasonable in relation to previous orders. It can also be good to check the customer's creditworthiness by checking if the customer's credit limit is exceeded, if the customer is new then a unique authorization is required. It's also good to check stock availability so that products can be delivered to the customer, a manufacturing order or purchase order is created if products are out of stock. In a computerized system are data recorded for the order and the customer in the company's business software and a sales order is created. If you write the sales order manually then you can put it in a folder marked "Undelivered customer orders" sorted in numerical order after sales order number. Once the order is approved you should create a picking slip that provides authorization to warehouse staff to pick articles from the warehouse. Picking slips can be created in a computer-based system and also printed and sent to the warehouse staff. In a manual system can a picking slip be created from a pre-printed form. 

2. Picking and shipping 
When the picking slip has reached the warehouse to pick the ordered items in the right quantity from the warehouse is a mark made on the picking slip regarding how many of each item that has been picked or recorded directly into a computer-based systems. The ready-picked pallet is then sent along with the picking slip to the shipping department. Delivery personnel retrieve the sale order that match the picking slip and count the quantity on the pallet in order to compare between the picking slip and the sales order. If there are deviations then you have to ensure that missed articles are picked again or that the correct number is specified on the picking slip. If the entire sales order not has been delivered can it be seen in the computer-based system that there is residual items to be delivered later. If the customer order is completely ready-picked and delivered to the customer can the sales order and the picking slip be stapled together and placed in a binder labeled "Delivered customer orders," sorted in numerical order after the sales order number. 

When the delivery staff is ready to send the products on the pallet to the customer they record the delivery in the computer-based system and create a delivery note. A delivery note must accompany the consignment and a copy shall be forwarded to the billing department, which then has the power to create an invoice. Accompanying document can be placed in a folder labeled "Delivered customer orders" and sorted in numerical order after the delivery note number. 

3. Billing and Accounts Receivable 
Billing staff creates an invoice by recording data in the computer-based system with the delivery note as a basis. The invoice (receipt) is printed in two copies with one copy going to the customer and one copy to the accounting department. 

It can also happen that customers complain about goods, requesting a price reduction or are unable to pay. In these cases, a credit invoice is created. A credit invoice will be sent to the customer and a copy should be sent to the accounting department.

4. Payment of accounts 
When the customer has paid the invoice, the company gets a payment notice from the bank. The payment must be registered in the company's computer-based systems, or the invoice marked as paid with specification of the date in a manual system. 

Internal control 

• Registration of sales orders 
Goal: to accurately and productively register and process sales orders to ensure that the company gets paid for every sale, all sales orders are legitimate and to minimize the threat from missed revenue due to poor inventory control. 

- Threats 
1. Incomplete or incorrect sales orders 
completeness checks of data entry, namely that all the required data is recorded. Reasonableness tests to check that the registered data is reasonable in light of past experience. 
2. Credit sales to customers with low credit rating 
all credit sales must be approved in view of the customer's credit limit. A person other than the sales staff must approve credit sales. Sales staff must not be able to alter credit limits. Accurate data on customers' account balances and credit limits are a requirement. 
3. Not legitimate sales orders 
require signed customer orders. 
4. Out of stock, too much in stocks and discounts 
accurate sales forecasting and inventory controls. Proper inventory counts. Continuous inventory counts. Sales Orders shall be reviewed afterwards and the suppliers' performance should be evaluated. 

• Shipment of goods 
Goal: to fulfill customer orders accurately and productively, and protect the inventory against loss and theft. 

- Threat
5. Incorrect deliveries in respect of items, quantity and destination 
check deliveries against sales orders and picking slips. 
6. Theft of items in stock 
goods must be stored in a secure room with limited physical access. All stock movements must be recorded. Items should only be released from storage at the presentation of an approved sales order and a picking slip. All stock transfers must be signed and the inventory be counted regularly. Warehouse staff must be held accountable for the storage. 

• Billing and Accounts Receivable 
Objective: to ensure that customers are billed for all sales, invoices are correct and that the ledger is correct. 

- Threat
7. Failure to bill the customer 
Delivery and billing should be handled by two different peoples. Sales orders, picking slips, delivery notes and invoices should be numbered sequentially in order to be able to see if any orders or deliveries not have been invoiced. A sales order or delivery note that cannot be matched against a bill relating to an order or a delivery note has not been billed. 
8. Error on the invoice 
an approved price list shall form a basis for the invoice. Compare the delivery note against the sale order to check that no unordered goods are invoiced. 
9. Errors in the ledger 
Send months notice to customers that can detect errors. Check customer data. Check the sum of the ledger against the sum in the accounts. 

• Payments 
Objective: to obtain customers' payments. 

- Threat
10. Theft of cash 
segregation of duties regarding the recording of changes in cash and those who have access to the money. The company must minimize its dealing with cash. 
