Employee Expense Reimbursement - Online < St >
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Employee login in Osource’ Web Portal &
fill up Expense Form

v

Printout of saved Expense Form, Attach
relevant supporting documents & drop at
the drop-box

Osource visits Client, prepares summary
sheet of all expense statements and
obtains sign-off from Client Coordinator

4

Receipt of Expense Statements at
Osource

v

Verification of Summary Statement vis-a-
vis attached expense statements &
confirmation of same to the Client

4

Acknowledgement of Receipt of Expense
Statements in Osource Web System

4

Verification of Expense Statements as
per Level — | Checklist

Compliant with
Level - | Checklist

Rejected Expense Statements sent back to
the employee with rejection memo
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Level - | Approval

4

Verification of Expense Statements as
per Level — Il Checklist

Rejected Expense Statements sent
No—» back to the employee with rejection
memo

Compliant with Level —
Il Checklist
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Employee Expense Reimbursement - Online

Email to Client Approvers (as per defined Approval
Matrix)

v

Approval/Rejection of the Expense Statements in
Osource Web System by Client Approvers

Rejected > Rejected Expense Statements sent back

Approval/Rejection to the employee with a rejection memo
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Preparation of Funding Request Form by Osource

l

Client to fund Osource’s Bank Account

Y

Osource to transfer due amounts to employee bank
accounts

Preparation of Monthly Bank Recon Statement

v
Handover Physical Documents to Client

A 4

Process Completed
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