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Payroll & HRO Presentation

Osource (India) Private Limited — An ISO 9001:2008 Certified Organization

This document contains unpublished confidential and proprietary information of Osource (India) Private Limited. No
disclosure or use of any portion of these materials may be made without the express written consent of Osource.



About Osource

Osource is one of the leading
providers  of  outsourcing and
technology solutions. Osource blends
its deep process expertise and best
practices with optimum technology
deliver a comprehensive solution.
Owing to strong focus on coupling
business processes & technology
platforms, Osource has been one of
the first organizations to have offered
platform-based outsourcing solutions.

The services are offered and
seamlessly delivered from multiple
delivery centers to meet client’s
business objectives, process
enhancement and cost optimization
goals.

Osource provides customized solutions to an eclectic range of industry verticals namely,
Banking & Financial Services, Media & Entertainment, Logistics, Hospitality & Health
Care, Travel & Foreign Exchange, Legal, Print & Publication, Telecom & Networking,
Pharmaceutical, Manufacturing, FMCG, Cosmetics, Mall & Retails companies, Online
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Quality Framework — Key
Elements

Osource - 1S0O 9001:2008
Certified

Key Elements of Osource’s Quality Framework —

* Formation of Steering Committee; Quarterly Review
Meet

* Defined Change Management Process

* Monthly Review Meet — Operations Team & Client
» Standardized Processes & Forms

* Creation of SOP/Process Templates

» Continuity Management

» Maker & Checker/4 Eye Principle

* Root Cause Analysis & Continuous Training

* External Audit & Independent Review
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CERTIFICATE

_ The Certification Body
of TUV SUD South Asia Private Limited

certifies that

OSOURCE INDIA PVT. LTD.
CORPORATE OFFICE
UNIT NO. 4, 5TH FLOOR, B WING,

PHOENIX HOUSE, HIGH STREET PHOENIX, 462 S B MARG,
LOWER PAREL (W), MUMBAI - 40 0013, INDIA
BRANCHES
3RD FLOOR, SWASTIK HOUSE, OPP, PITRUCHAYA BUILDING,
BEHIND SHAH & INDUSTRIAL ESTATE,
GOVANDI (E), MUMBAI - 400 088, INDIA
UJAAGAR INDUSTRIAL ESTATE,
3RD FLOOR, UNIT NO. 30,GOVANDYE),

MUMBAI - 400 088, INDIA
UNIT 203/B WING, ARJUN CENTER,
2ND FLOOR, STATION ROAD,

GOVANDI (E), MUMBAI - 400 088, INDIA

has established
and applies a Quality Management System for
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BPO Services, Software Development & H.R. Staffing Services
Further cianfications regarding the scope of this certificate and the appicabiity

o
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ISO 9001:2008 requirements may be obtained by consuiting the certifics
An audit was performed, Report No. 20055767
Proof has been furnished that the requirements according to
ISO 9001 : 2008
are fulfilled. The certificate is valid until 2012-08-05
Certificate Registration No. 99 100 11069
Mumbai, 2009-08-07
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Employee Mix
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Differentiating Factors

Platform Based
Outsourcing
(Ready Web

Based
Technology
Applications)

Optimum
Blend of
Technology &
Process — CA
&IT
Background

Focus on
Domestic
Outsourcing &
Non Voice
Domain

Multi - Location
Delivery
Capability
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HRO - Service Offerings

Recruitment

On-Boarding

Employee Lifecycle Management (Confirmations,
Mid Term Changes, Leave Management, Transfers,
Appraisals, Relocations)

Payroll & CTC Expense Reimbursement
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RECRUITMENT



Recruitment Process
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ON BOARDING



On Boarding Process
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EMPLOYEE LIFE CYCLE
MANAGEMENT



Employee Life Cycle Management

p
Confirmations
\_
\
p
Transfers
\__
\
f .
Mid-year
changes
\_

\

OSUHTCC

12



Confirmation/ Transfer/ Promotion Process
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PAYROLL MANAGEMENT
& CTC EXPENSE
REIMBURSEMENT



Payroll Management — Service Offerings

Base Web
Payroll Portal
Services Services

Input Compilation

Support
Services

Employee Query Support
- Helpdesk, Email,
Inbound Telephonic &
Online Chat

View Pay Slips

Salary Processing View Tax Sheets

PF Management (RPFC

Statutory Challans & & Trust)

Returns Entry of Investment

Declarations
Pay Slips & Tax Sheets

Form 16, 16A, 24

Tax Simulation Gratuity Management

(LIC & Trust)

Leave Management .
Superannuation

Management (LIC &
Trust)

Full & Final Settlements

Employee Query Attendance Management

Resolution

Integration with Swipe ESIC Management

Card Systems

External Auditors -
Support

Osource

CTC

Collection of Vouchers &
Supporting Documents

Processing of Vouchers

Verification of Supporting
Documents

Reimbursement Upload
Reimbursement Pay-Slips
Employee Query Support

CTC Limit Monitoring
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Payroll Transition Approach

Go Livell

Training — Internal
Team & Client

Parallel Run
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Migration Overview — Timelines & Activities

» Parallel Run

* Process Understanding & » Software Customization
» Changes, if any

» Go Live

Mapping » Testing & Rollout
 Data Migration
* Test/Dummy Run

7 Days 10 Days 1 Month
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Payroll Processing Methodology
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H Rseemet | H mpusin H peetenst | H Regstersa
System Bank Uploads
\, y \ J \ J . J
4 N é N a N N
| Validation of L Verllflcat{on of v _?ro?s f _| Pay Slips & Tax
Inputs nputs erification o Sheets
Uploaded Inputs
\ J \ J . J . w,
[ Conversion of | V ) . Comparison | [ ]
Versi [
| Inputs in | Salary | with Previous u CSht;tlL;tr?Sry&
Uploadable Processing Month Salary Returns
. Format . ) . Registers ) \ )
4 )y ( )
| Tax __| MIS Reports &
Computation Scorecard
L J . 7

OSOUI'CC



F & F Process
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CTC Expense Reimbursement Process
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EXIT MANAGEMENT



Exit Process
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Select Credentials

OSOUI'CQ

Two of Top -
Five Print Media
Organizations

Two of Top - Five
Fund Accounting
Services
Organizations

Two of Top -
Five  Telecom
Companies

Five of Top -
Ten Hotels

Four of Top — Ten
Life Insurance
Companies

Three of Top -
Ten
Pharmaceutical
Companies

Three of Top -
Five Financial
Services Group
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FAO | HRO | IT | Operations | Consulting

Mumbali | Noida | Hyderabad | Bangalore | Kolkata
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