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Fl'li‘l\i'ﬁ 1 Process Profile Work Sheet

Process Name and Process owner
Number

Expense Payment Process-EP J.Doe - Treasure
M.Bucks - Mgr Home Office Disburements
P.Change - Mgr Field Accounting
Description
The Process of Paying for incurred Business expense other than travel and purchase order
Triggers

Event beginning : Reveive bill

Other events : Complete cheque request, obtain approval, Submit request, issue cheque
Event ending process : Distribute cheque to employee or mail to payee

Input - Items and Source

Bill/Invoice, or other support-employee

Output - Items and Customers

Reimbursement cheque-vendor

Process Units Process Unit Owners

Cheque request Field Disbursement Supervisor
Cheque issuance Home Office Disbursement Supervisor
Cheque retrieval Home Office Disbursement Supervisor
Cheque distribution Field Disbursement Supervisor
Prompt and accurate payment Fraudulent payments

of valid, properly approved Delayed payments-missed discounts
business expenses Customer dissatisfaction

Segregation of duties- All cheque issued within 48 hours
Requester and approver- Utilization of early pay discounts
Requester, issuer-issuer, Compaints about delays

Retriever Absence of duplication payments
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Name:

ID Number:
Title

Length of time
in position:

Tasks

ms’mﬁ 2 Work Flow Survey

John Dowson Sammary of Job Duties

H321098

Customer Chaim officer

2 years

Action Taken

Assignment When Received? (times per day, week)

How received? (fax, jacket file, paper file)
Investigation Where is your investigative work documented? (Field file, master file)

If you use a filed file, when is documentation transferred to the master?
Reserving When are reserves established?

How do you document your reserve request? (by memo, in the log)
Who is your file routed to when you request a reserve? (Supervisor, secretary,
input clerk?)

Additional Units

How do you request additional units on a claim? (by memo, in log, special form)
Who approves the request?
Who inputs the additional unit?

Subrogation

How is subrogation potential documented inyour file? (Special form, log notes, stamp)
What information do you gather for subrogation input?

Claim Settlement

Who is involved in the negotiation process for claims within you authority? (explain
when your supervisor would be involved and how)
How is the settlement amount approved? (on cheque request, in log, on settlement

advise)

file ares, file to supervisor)

Are cheque returned to you for deliver?
What happens after final payment is processed? (return the file to you, file to closed

File How often are case reviesw scheduled?
What files are reviewed at case revies?
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