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Credit card statement 
checking through 

supporting document

Generate payment 
listing

Key in expenses and 
issue payment 

voucher

Bank authorisationIssue payment via 
Online Banking

Filing

- Scan and filing to filing 
system

Document 
complete?

YesNo

- Checked and compiled 
all supporting document

- Refer to bank authorisation list
- Ensure transaction is supported by sufficient 

document
- Checked banking details against purchase 

invoice

- Applicable to bank 
authorisation list

- Finance to update payment 
details in Wrike for payment 
approval

ADMIN

Informed Admin 
to follow up 

missing invoice

FINANCE
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