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INTER OFFICE NOTE

Sub : Raising of invoice for insurance commission

The Corporation is acting as corporate agent and mobilizing insurance business to

Insurance Companies on commission basis. Now the IFFCO TOKIO General Insurance

Company Limited is insisting on raising of advance invoice for payment of

commission. Hence, it has been decided to issue advance invoices to jnsurance
companies. The following points may be noted:

1.

2

The Insurance company will issue intimation letter on monthly basis, which
contains details like commission, GST and TDS amount.

The HO/BQO’s are required to issue monthly consolidated single invoice to
insurance companies.

The invoice may be generated in the system by entering basic commission, GST
and TDS amount.

The commission amount is to be accounted on accrual basis at the time of
raising invoice. The system will pass auto JE’s as soon as invoice is raised. The
applicable JE is as under:

GL code Particulars Debit/credit
985001 Service charges accrued from IFFCO | Dr
TOKIO
13022 Tax deducted at source Dr
85000 Insurance Commission UIIC Cr
85001 Insurance commission . " "/IFFCO TOKIO Cr
8501 CGST payable Ccr
8502 SGST payable Cr

The branches are advised to draw receipt with GL code 985001 at the time of
receipt of commission amount.

To generate invoice, the branches are advised to use menu--- Accounts Process--

-Periodic Process---Other Invoice generation. Further for drawing receipt to

invoice generated under the menu—Receipt—Receipt Invoice generated.

The contents of this ION shall be brought to the notice of all the concerned in your
office.

All the Department/Section Heads at HO
All the DGMs /AGMs/BMs of Branch Offices
All the DGMs / AGMs of Audit Cells

EA to MD

The General Managers} for kind infn.
The Executive Directors - - for kind infn.
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