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I. [bookmark: _Toc16782247][bookmark: _Toc16782275]Clarification 
For Regional Hubs, billings shall be released before 10th every month; And for local CC, just follow the HQ policy & SOP for verification & reimbursement.
What will be mentioned below will be Billing Management Policy & SOP for Regional Hubs, while local CC can take it for reference while managing local billings.

II. [bookmark: _Toc16782248][bookmark: _Toc16782276][image: ]Billing & Payment SOP
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III. [bookmark: _Toc16782277]Timeline Highlight
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Key SOP Poi Description

‘Submit billing
‘What submit billing details to OPPO HQ for verification.
‘When Before sth of every month
send Email with all billing details.
1. Email information:
From: Vendor Finance Team
To: OPPO CC HQ Billing Window
1 CClist: OPPO CC Supervisor, Vendor OM
2.Billing details to be included:
How - FTE: FTE amount, unit price, total FTE charge
~Telco: Billing amount for inbound/outbound calls
-Prize/Penalty: Prize/penalty amount
-Attachments:
Agents'login-logout details-for working hour verification
Proof for Prize/penalty-to verify Prize/penalty
Call Details Report-to verify 18/0B charging details
Verify billing details

What To verify if every billing amount is valid as per actual business
When Before 10th of every month
Check each billing detail and ensure each USD is reasonable. Below is general
standard for verificatior
1. FTE charge:
-whether FTE is charged as working duration (full month working cycle/as per actual
working days); Agents paid by full month shall reach valid working hour requirement
~Missing in service caused by vendor's internal arrangement/unexpected leaves
2 should be excluded in bills
2.Telco:
~Each call usage amount i ligned with min rate claimed in contract
NRC/MRC/minimum commitment is charged as per contract
3. Prize/penalty:
Al prize/penalty was verified by Operation Team with written confirmation (Email)
4. General information:
All general information of the billing should be correct, like:
~company inf
—service cycle

How,

-ompany name/company address/vendor's bank details





image3.png
Release Invoice
‘What To release invoice in both soft & hard copy
‘When As soon as Billing Details in confirmed by both parties
How Only Email is accepted. Refer to SOP Point 1 for loop list

‘Submit payment application
‘What Submit Payment application on OPPO Internal Contract Management System
‘When As s00n as hard copy of invoice i received from vendor
oy SUbMtall files required on Contract Management System, hand over hard copies of the
files to Audit Team, and follow up the approval progress

billing details

What To verify if every billing amount is valid as per actual business, by both Audit & Finance

‘When As s00n as hard copy of invoice i received from CC Team
How Refer to SOP Point 2

Payment process
‘What Finance Team to proceed payment with government & bank
‘When As so0n as approval process is completed on Contract Management system
1. Pay tax to government
2. Submit payment request to bank, together with all files in hard copy
3. Bank to release payment to vendor as per files submitted
4. Vendor receive the amount

How,
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