Process Flow for Third Party Contractor Payments
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1st of every
month

Attendance information is extraeted by contractor from Ioéins shared by the/
1 IR Department. IR Department

‘Inv0|ces are prepared on the basis of attendance & incentive information by

j ‘the Contractor and shared with IR Department for verification (7 Point of Cotfack ‘ 5th of every
} ‘Contacts). Total number of bills are from 40 to 42. ontractor month. 1
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‘Inv0|ces are forwarded to respectlve user departments (7 Pomt of Contacts)\ | Sthof every
‘ IR Department ‘
for verification by IR Department. ‘ month.
Concerned LlneiMa‘nagers verify the rates, hours and summary of the same ISA\ - T ;th ;)f AL
4 shared with concerned Business Unit Manager for approval. ‘ Line Managers S v
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Business Unit Manager approves the summary of the contractor bills. ‘ Busmess Umt 8th of every
| 5 :
‘ { ‘] Manager 1 month. =
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\ ¢ Approved bills are . shared with IR department after verification by the Business Unit t 9th of every L
‘ |concerned business units. (7 Point of Contacts) (Coordmators) "‘ month. :
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IR department receives the bills from concerned business units and verify the|
following:
- Approval of Line Managers
- PESSI & EOBI deductions IR Department | 11th of ever
7 |- Mess deductions ‘ (Welfare Manager & = it Y
| Service entry sheet i IRM ) 3 ’
lAfter verification copy of invoices and supporting documents is maintained ‘
and original is forward to accounts department. } \
| | |
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lAccounts Department receives the verified bills with invoices from I. Ri ‘ o
8 |department. Check the accuracy of bills and signature and make the I/C Payables © tehvery
- payments to contractor. c
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