Invoice Process Flow Chart
From purchase order to payment and reconciliation
	Company
	[Your company name]
	Process owner
	[Name / role]

	Version
	1.0
	Last reviewed
	[DD/MM/YYYY]



	STEP 1
Purchase Order / Service Agreed
	→
	STEP 2
Create Invoice
	→
	STEP 3
Internal Review & Approval
	→
	STEP 4
Send Invoice to Customer

	
	
	
	
	
	
	↓

	STEP 8
Record & Reconcile
	←
	STEP 7
Receive Payment
	←
	STEP 6
Approve & Schedule Payment
	←
	STEP 5
Customer Verifies (PO Match)


Edit any box by clicking the text. Add or delete steps by inserting or removing table cells.


Step-by-Step Responsibilities
Replace the sample text with your own workflow. Assign one owner and one timeframe to every step.
	#
	Step
	What happens
	Owner
	Timeframe
	Document / tool

	1
	Purchase order / service agreed
	Customer places an order or accepts the scope of work. Record PO number, pricing and payment terms.
	Sales
	Day 0
	PO / contract

	2
	Create invoice
	Prepare invoice with unique number, customer details, itemized lines, taxes, total and due date.
	Billing
	Within 1 day
	Invoice

	3
	Internal review & approval
	Check amounts against the order or contract. Approve or send back for correction.
	Finance manager
	Within 2 days
	Approval log

	4
	Send invoice to customer
	Send by email or portal. Record the date sent and set a reminder.
	Billing
	Same day as approval
	Email / portal

	5
	Customer verifies (PO match)
	Customer matches invoice to PO and delivery records. Disputes are corrected and reissued.
	Customer AP
	3–5 days
	PO, delivery note

	6
	Approve & schedule payment
	Invoice approved and scheduled per agreed terms (e.g. Net 30).
	Customer finance
	Per terms
	Payment schedule

	7
	Receive payment
	Payment received by bank transfer, mobile money, card or other method. Send receipt.
	Accounts receivable
	By due date
	Receipt

	8
	Record & reconcile
	Match payment to invoice, resolve short or over payments, close and file.
	Accounts receivable
	Within 2 days of payment
	Ledger entry
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Exceptions and Escalation Paths
Document what happens when an invoice does not follow the normal path.
	Situation
	What to do
	Owner / deadline

	Invoice disputed
	Log the issue, correct the invoice, issue a credit note if needed and reissue.
	[Add owner] / [Add deadline]

	Payment overdue
	Send reminder at 3 days before due date, then at 7 and 14 days after.
	[Add owner] / [Add deadline]

	Short or over payment
	Confirm amount with customer, then adjust or refund and update the ledger.
	[Add owner] / [Add deadline]

	Invoice above approval limit
	Route to a second approver before sending.
	[Add owner] / [Add deadline]



Review Checklist
1. Every step has a named owner and a deadline.
1. Each invoice carries a unique number, the PO number, the due date and payment instructions.
1. An internal review step exists before invoices are sent.
1. A reminder schedule is set for upcoming and overdue invoices.
1. Approval limits are defined for high-value invoices.
1. The flow is reviewed at least once a year or whenever tools or policies change.
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