Claims Policy

Employee apply for claims
via InfoTech and attach
relevant receipts

l

Claims will go to
direct superior for review to
approve/reject

Yes

Final approval cut off
date - 10th of every
month

Claims will go to HR
Manager for final review

Yes

'

Employees submit physical
copies of receipt & claim
report to HR Executive

Y

HR Exec will cross-check
receipts to claims submitted
in InfoTech

Y

HR Exec will process the
reimbursement (key in to
HSBC net)

Y

All copies of receipts &
reports are passed to
Finance for records

Y

Finance will ensure the total
amount tally, get directors
to authorize payment

NO—p-|

NO—p-|

Claims are
rejected and will
not be processed

Claims are
rejected and will
not be processed

Purchases/spendings on behalf of company RM200 &
above - has to submit request in Wrike to get HR Manager
to purchase
Entitlements - meals/petrol/tolls are ok

Provision: avoid using personal cash for company purposes
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