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December 8, 2017

CIRCULAR

COMPLIANCE WITH STANDARD TURNAROUND TIMES FOR PROCESSING OF INVOICE
PAYMENTS TO VENDORS

In order to ensure that payments to vendors are made on a timely basis, standard turnaround
times for processing of invoice payments to vendors have been agreed and defined in the
enclosed document.

The personnel involved in the processing of payments are advised to comply with the time limits
specified against each activity and the Departmental Heads / Business Unit Managers are advised
to ensure that the activities pertaining to their function are being performed within these time
limits.

The concerned procurement function should also ensure that before forwarding the invoices to
Accounts department for releasing payment to the vendor, all the requirements of "Annexure A"
to the enclosed document have been fulfilled.

Itl'\.."~
aqas Munir

Head of Internal Audit

~.'



Packages Limited

Standard turnaround times for processing of invoice payments to vendors

Activity Department responsible Standard Turnaround
times

Goods locallv nurchased:-
Upon receipt of invoice from vendor - Invoice verification and Invoice parking by
Procurement Function 10 days/

Procurement Function
8 daysApproved & parked invoice + other supporting documents forwarded b) Procurement

Function to Purchase section in Accounts department

Invoice posting by Purchase Section in Accounts Department which \\;11 forward all
the con cern cd documents to Cash & Bank section in Accounts Department for
processing of payment Accounts Department 5 days
(("ash & Bank section ioill moke payment to vendor as pel' dill' date. keepinq ill view
the rcmaininq credit period)

Services locallv urocured:. -
Upon receipt of invoice from vendor - 111\oicc bei ng forwarded b) Procurement

Procurement Function
Within 2 days of receipt of inv oice

Function to user department from vendor

User department - Preparation of Service Entry Sheet (SES). release of SES upon
satisfactory receipt of SCf'\;CCS, giving requisite approvals on invoice and then User Department 5 days
forwarding all the concerned documents to Procurement Function

luvoice parking and examination of supporting documents and forwarding all the
Procurement Function 5 daysconcerned documents to Purchase section in Accounts Department

Verification of the documents and posting of invoice by Purchase section in Accounts
Department and forwarding complete set of documents to Cash and bank section in
Accounts Department for processing payment Accounts Department 5 day"
(('(Ish & HOliksection ioill makc payment to L'ell(/ol'as per due date. keepinq ill l'iew
tlw "(!nlClillillYcredit period)

Services - foreign·

Upon receipt of invoice from vendor - Invoice being forwarded by Procurement
Procurement Function

Within 2 days of receipt of invoice
Function to USCI' department from vendor

User department - Preparation of Service Entry Sheet (SES), release of SES upon
sa t isfactory receipt of services, giving requisite approvals on invoice and then USN Department 5 days
forwarding all the concerned documents to Procurement Function

Preparation of Payment Request (cover letter) and forwarding the cover letter,
alougwith other documents received from user department, to Inventory Section of Procurement Function 5 days
Accounts Department

Verification of documents by Inventorv Section of Accounts Department and approval
of the sallie from ACOA

Posting of invoice by Inventory section after approval from ACOA anti forwarding all Accounts Department 5 days
the documents to Cash & Bank section of Accounts Department for processing
payment (C(lsh & Bank section will make payment to vendor (IS pCI' due date.
keeping ill view the rellwillillg credit period) I

Within 8 days of receipt of invoice in cases where credit period of 15 days has been allowed 11."the vendor and within 10 days of receipt of invoice in cases
where credit period exceeds IS days,
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Packages Limited

Please note that these turnaround timcs have been defined to ensure timely payments to vendors. It has been assumed that all the documents required to be
processed before receipt of invoice from vendor have been processed by concerned department> in line with the standard process flow of Purchase & Payables
Managcment.

TIll' concerned procurement function should ensure that before forwarding the documents to Accounts Department for releasing payment to vendor, all the
requirements as per "Annexure A" have been fulfilled,

Date: November 15,2017

Supply Chain Manager

Business Unit Controller - Consume.' Products

Business Unit Controller - Flexible

olding Carton Business Unit Controller - Folding Carton
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