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1. Purpose

The purpose of this SOP is to centralize the process of Adjustment on Brokerage (AO),
ensuring that only Finance can perform the AO process and that adequate Internal Control
measures are in place. This will streamline the handling of adjustments, ensure proper
documentation is submitted for billing, and maintain effective internal oversight.

2. Scope

This SOP applies to all broking units / branches / finance involved in the adjustment of
brokerage transactions and the billing process. It specifically outlines the procedure for
submitting and processing Adjustments on Brokerage (AO) to Finance.

3. Definitions

« Adjustment on Brokerage (AO): A process where brokerage-related financial
transactions are modified or corrected, typically due to discrepancies or errors.

« Billing Documents: Any forms or records required by Finance to process and issue a
bill for services, including, but not limited to, Debit Notes (DN).

4. Roles and Responsibilities

e Finance:
o Finance is the sole authority for processing any Adjustment on Brokerage (AO).
o Ensure that all adjustments are supported by valid documentation.
o Process and verify the accuracy of the adjustments before billing.
o Ensure proper billing is carried out after an AO is processed.
e Broking Units / Branches
o ldentify when an AO is necessary and inform Finance.
o Submit proper documentation to Finance for review and adjustment processing.
o Ensure that all supporting documents are complete and accurate.
o Approval from the CEO & HOF.
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5. Procedure for Adjustment on Brokerage (AO)
Step 1: Identify the Need for an AO

« Any units or branches that identify a discrepancy or need for a brokerage adjustment
must notify Finance.

« Reasons for an AO may include, but are not limited to, incorrect billing amounts,
duplicate entries, or changes in brokerage rates.

Step 2: Gather Documentation

e The requesting units / branches must prepare and gather all relevant supporting
documents, which may include:

Original Debit Note (DN) / policies

Transaction details

Proof of payment or non-payment

Correspondence or email communication related to the issue

Any other necessary supporting documents.

o O O O O

Step 3: Submit Documentation to Finance

e The requesting department must submit the documentation to Finance through the
approved submission process (e.g., via email).
o The submission should include a clear explanation of the reason for the AO request.

Step 4: Review and Validation by Finance

o Finance will review the submitted documents and verify the details.
« Ifany discrepancies are found, Finance will contact the requesting units / branches for
clarification or additional information.

Step 5: Process the AO

e Once the documents are validated, Finance will make the necessary adjustments to the
brokerage record.

« Finance will update the accounting system to ensure the correct brokerage adjustment is
reflected.
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Step 6: Billing Process

e Upon successful processing of the AO, Finance will issue the updated bill based on the
adjusted brokerage.
« Finance will send the final billing document to the requesting broking unit or branch.

Step 7: Documentation and Record Keeping

e All documents related to the AO must be securely stored in the Finance’s shared
folder/system for future reference and auditing.
« Finance will maintain a record of all AO requests and their resolutions.

6. Required Documentation

e Original DN, policies or agreement (if applicable).
o Correspondence related to the transaction or issue.
o Communication (e.g., emails) explaining the need for the AO

7. Audit and Compliance

e All AO transactions will be periodically audited to ensure compliance with internal
financial policies and regulatory requirements.

e Any discrepancies found during audits will be reported to the relevant department for
resolution.




