
       No

OK

No

 OK

 

       No

OK  

NO

Evermix Concrete Sdn Bhd

Standard Expenses Claim Form - Process Flow

Team members submit expenses claim  : 

1.  Standard Expenses Claim Form

2.  Paste all supporting documents / original copy on

A4 paper

3.  Signature of claimant

4.  Submit to Immediate Superior (if any) for check &

verification, OR  

5.  Submit to HOD for 1st level of  verification &

HOD - 1st level : 

- check and approve

Discrepancy : 

- cross check 

and verify 

Human resource & admin :

- 2nd level check and verify 

- supporting document & etc

- company policy

- entertainment verification

Clarify : 

- discrepancy

- fact finding

- company policy

Discrepancy :

Verification with
HOD

Further discrepancy: 

- refer to HOC as finals

HOC approval

Account :

- payment preparation

- disbursement 

The End

Check & verify by 

Immediate superior, if 


