
 
 

GUIDELINES IN RECEVING VENDOR INVOICES 

The following are the Documents Required for Goods Related Invoices: 

• BIR Registered Sales Invoice. A BIR Registered Invoice contains a Permit to Print or Permit to use 

reference number, usually found at the footnote or bottom part of the invoice. 

• Delivery Receipt Duly Acknowledge by Authorized Alorica Representative. Name should be 

printed on the space provided on the Delivery Receipt 

• The Sales Invoice should have the following information: 
1. Invoice Number, 
2. Invoice Date, 
3. Alorica Purchase Order # (if applicable), 
4. Detailed description of the goods and services, 
5. Ship to location for where the goods are delivered, 
6. BIR Permit to Print / Permit to Use Reference 
7. Bill to Name, Address and Tax Identification Number (TIN) of the legal entity for 

which goods and services are being provided follows: 
8. For transactions with special instructions or notation for PEZA purposes, such as LOA 

requirement, the same should also be included as part of the invoicing 
substantiation requirement. 
 

 
9. Please refer to below Registered Entity with corresponding Alorica Sites. Bill To/Ship 

To address/site should correspond to billed entity as enumerated below: 

  
 

ENTITY TIN ADDRESS 

ALORICA ASIA ROHQ LTD. 009-101-207-000 Three Cyberpod Centris-South Tower, Eton Centris Quezon City 

ALORICA TELESERVICES INC. 223-724-698-000 Three Cyberpod Centris-South Tower, Eton Centris Quezon City 

ALORICA CLARK PHILIPPINES INC. 006-898-155-000 
Business Center 4 & 5, Philexcel Business Park, M.A. Roxas 
Highway, Clark Freeport Zone, Pampanga, 2023 

ALORICA PHILIPPINES, INC. 211-451-592-000 
5th Flr. Alphaland Southgate Tower Chino Roces, Magallanes EDSA 
Makati City 

ENTITY TIN SITE COVERAGE 

ALORICA ASIA ROHQ LTD. 009-101-207-000 Fort Bonifacio-GBS Group 

ALORICA TELESERVICES INC. 223-724-698-000 
Alabang; Madrigal; Davao; Cubao; Laoag; Marikina; Clark; Centris; 
Mezza; San Nicolas; Fort Bonifacio; MJ Plaza 

ALORICA CLARK PHILIPPINES INC. 006-898-155-000 SM Clark 

ALORICA PHILIPPINES, INC. 211-451-592-000 Alphaland; Lipa; Cebu; Alorica by the Bay; Angeles,Cybergate 



 
Please see below sample invoice for reference: 

 

 

No. 1 Invoice Number 

No. 2 Invoice Date 

No. 5 Ship to Location 
No. 7 Bill to Name and 

Address 

No. 3 Alorica PO Number 

No. 4 Detailed Description of Goods and Services 

No. 6 BIR Permit to Print/Permit to use reference 



 
 

 

 

 

 

Delivery Entity and Delivery Address 

Received by Alorica Authorized 

Representative; Name of recipient should be 

indicated 



 
The following are the Documents Required for Service Related Invoices: 

• Billing Statement / Service Billing / Billing Invoice 

• Accomplishment Report/ Certificate of Acceptance duly signed/approved by the vendor 

• Daily Time Record/Summary (For manpower related billing) 

• Billing Statement should contain the following information: 

1. Billing Reference Number 

2. Billing Reference Date 

3. Service Period 

4. Service Location 

5. Bill to Name, Address and Tax Identification Number (TIN) of the legal entity for 
which goods and services are being provided follows: 

 

 
6. Please refer to below Registered Entity with corresponding Alorica Sites. Bill 

To/Ship To address/site should correspond to billed entity as enumerated 
below: 

 

 

 

 

ENTITY TIN ADDRESS 

ALORICA ASIA ROHQ LTD. 009-101-207-000 Three Cyberpod Centris-South Tower, Eton Centris Quezon City 

ALORICA TELESERVICES INC. 223-724-698-000 Three Cyberpod Centris-South Tower, Eton Centris Quezon City 

ALORICA CLARK PHILIPPINES INC. 006-898-155-000 
Business Center 4 & 5, Philexcel Business Park, M.A. Roxas 
Highway, Clark Freeport Zone, Pampanga, 2023 

ALORICA PHILIPPINES, INC. 211-451-592-000 
5th Flr. Alphaland Southgate Tower Chino Roces, Magallanes EDSA 
Makati City 

ENTITY TIN SITE COVERAGE 

ALORICA ASIA ROHQ LTD. 009-101-207-000 Fort Bonifacio-GBS Group 

ALORICA TELESERVICES INC. 223-724-698-000 
Alabang; Madrigal; Davao; Cubao; Laoag; Marikina; Clark; Centris; 
Mezza; San Nicolas; Fort Bonifacio; MJ Plaza 

ALORICA CLARK PHILIPPINES INC. 006-898-155-000 SM Clark 

ALORICA PHILIPPINES, INC. 211-451-592-000 Alphaland; Lipa; Cebu; Alorica by the Bay; Angeles, Cybergate 



 

 

 

No. 5 Billing Entity 

BIR Permit to Print/Permit to use reference 

No. 1 Billing Reference Number 

No. 2 Billing Reference Date 

No. 4 Service Location 



 

 

No.3 Service Date / 

Service 

Details of Service 

Acknowledgement of 

Service by Alorica POC 



 

 

No. 1 Billing Reference Number 

No. 5 Billing Entity 

No.3 Service Date / 

Service 

BIR Permit to Print/Permit to use reference 



 

 

 

Schedule of Invoice Receiving and Check Releasing: 

• Schedule of Invoice receiving for Metro Manila Sites is every Wednesday and Friday 1pm to 

5pm 

• Schedule of Check Releasing for Metro Manila Sites is every Friday 1pm to 5pm 

• Both Invoice Receiving and Check releasing will be accommodated by GBS Accounts Payable 

@ 7F Philplans Corporate Center Bonifacio Global City, Taguig City 

• Point of Contact for GBS Accounts Payable are as follows: 

o Robert Joseph 

DAILY TIME RECORD 

 


