
 
 

 

Distribution Cheque Outsourcing over the Counter 
 

Process: 
 

To receive the cheque payments on behalf of COS customer, suppliers must follow the 

Distribution Procedures. The cashier order will ready for pick up by the suppliers at our Counter 

Services on the day of the value date. Details of the new counter service for cheque distribution are 

as follows:  

 

Location:    Prompt Cheque Center 

762/2 Bangkok Square, Building C, Rama 3 Rd, 

Bang Pong Pang, Yannawa, Bangkok 10120 
 

Prompt Cheque Call Centre: 0-2284-3660 
  

 

Office Hours:  09:00 a.m. – 04:30 p.m. (The pickup time might be varied 

upon customer’s schedule.) 

 

Procedure: 
 

1. Checking details on the announcement board 

- Each supplier must check the details on the announcement board such as cheque 

number before getting the queuing number. 

 

2. Receive queuing number: 
- Inform staff about the customer name, your own supplier name, and cheque 

number. 

- Give the documents such as Receipt/Tax Invoice to staff. 

- Staff will put the documents in the folder and then give the payment details printed 

out to supplier for sorting. 

- Each supplier must sort the Receipt/Tax Invoice in the same sequence as the 

payment details to help checking documents process faster.  

- Return the folder to staff after sorting the documents. 

- Staff will scan the bar code and print out the queuing number for supplier. 

- Receive the queuing number and wait to be called. 

 

3. Release the cheque 
- As soon as the checking document process is completed, staff will release the 

queue on the queuing board. 

- Supplier must check their queue number shown on the queuing screen.  

- Present the queue number to staff when the queue is called. 

- Supplier must check the details on the cashier order before signing on the cheque 

copy. 

- Staff signs on the cheque copy as well and then release the original cashier order 

and Withholding Tax certificates (2 copies) to supplier.   
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