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Disclaimer

The information contained in this document is the proprietary and exclusive property of
Osource India Private Limited except as otherwise indicated. No part of this document,
in whole or in part, may be reproduced, stored transmitted, or used for design purposes

without the prior written permission of Osource.
The information contained in this document is subject to change without notice.

The information in this document is provided for informational purposes only. Osource
specifically disclaims all warranties, express or limited, including, but not limited, to the
implied warranties of merchantability and fitness for a particular purpose, except as

provided for in a separate software license agreement.

Privacy Information

This document may contain information of sensitive nature. This information should not
be given to persons other than those who are involved in the concerned project or who

will become involved during the lifecycle.

Trademarks

All trademarks and logos, wherever used in the document, are acknowledged by

Osource.

Version History

Version Date Author (s) Description of Version
1.0 April 6, 2006 Saurabh Rai Initial Release for Circulation
2.0 July 10, 2007 Saurabh Rai Revised Service Offerings
3.0 November 15, 2007 Saurabh Rai Revised Service Offerings

Private & Confidential -2- Osource India



Approach Paper - Hospitality Vertical osource

1.
2.

21
22
23

24
25
2.6
2.7
2.8

41
4.2
4.3
44
4.5
4.6

5.1
5.2
5.3
54
5.5
5.6
5.7
5.8

TABLE OF CONTENTS
ABOUT OSOURCE ...ttt ettt e e ettt e e st e e s st e e s seb et e s s sbb e e e s sabeeessbeesssabeeessssbesesanes 4
OSOURCE SERVICES ...ttt e ettt e et e e e s bt e e s s bt e e e s sab e e e s sbaessssbaeeesssbeneeanes 5
VENDOR PAYMENT ....coiiiiiiiiiitiiiii e e iiiittie e e e s s e bbbt e e s e e s s e sabb b b e s s e e s sessbbbbaasessssssabbbaeseesssssabbbasseesssssarres 7
EMPLOYEE EXPENSE REIMBURSEMENT .....ccciittiieiiteiesireeessisteesssssessssseessssssessssssessssssessssssssssssnens 10
D SN2 530 ) R 12
2.3.1  Base Payroll SErviCes...........ccoummuiiiieiiiiiiicicieieiet s, 12
2.3.2  Premium Payroll SErviCes ........ccoocuviiiiiiiiiiieieisiiciiccce e, 14
AR RECONCILIATION & COLLECTION ... .uueieiittiieeiiteteesiseesesiseeesssssssssssssssssssessssssesssssssessssssessssns 17
FIXED ASSETS ACCOUNTING . ....ciiiiiiiitttiitieeeiiiittteteesssssisbasssesssssisbsstsesssssissbssteesesssissrssessessssses 19
PROJECT ACCOUNTING .....ccitiiitieeiteeeitteesteeesteeesteeasteeestesassseestaeessseessaeesssesssseesssesssseessessssesssessnes 21
OPERATIONAL REVIEW L...oiiitttiiiiee ettt e sttt e e s s sttt e e e s s s st b b et e e e s e s s bt bab e e s e s s ssbbbbbeeseessianns 22
RECONCILIATION MANAGEMENT SERVICES ....ciiiiiiiiiiiieiieeessiiiiiseseeeesssississsessssssssssssssessssssssssnes 25
SERVICE DELIVERY FRAMEWORK .......oooiiiiiiittiii ettt ettt ssabaaea e 26
OSOURCE CAPABILITIES ..ottt e e sbte e s st e s s sbae s s sbbe e s s srbaeeeens 27
SECURED DEDICATED CENTER ......coiiiuttitiieeiiiiiitieteeessssisisssessssssisssssessssssisssssessssssissssssssesssnnnns 27
LOGICAL & PHYSICAL ACCESS CONTROLS ....voeciiveiieitieeesitteeessresessitseesssssesssssseesssssaesssssssssssnens 28
BUSINESS CONTINUITY & DISASTER RECOVERY.......cccuttiiiiieiiiiiiiiiiee e siiiiiieeee s sssiairanesee s s s snssnns 28
IN-HOUSE SOFTWARE & IT SUPPORT .......coeiitttiiiieeiiiiitttet e e e e s e siattet e e e e s s ssiabasasessssssabbaasseesssssasraees 28
HUMAN RESOURGE ....viiiiiiiiittiii e eeeittt et e e e s s sttt e s e e e s s sttt aatsaeessssabbbateeeassssabbbaaeeeesssassbbassesesssssses 29
MULTI-LOCATION SUPPORT ..uttttiieeiieiititetteessesistbreteesssssiasssssessssssssbbsssssssssssssbsssessssssssssssssesessssnns 29
TRANSITION METHODOLOGY ...ttt sttt e s s eaaa s e s eataa e s svaee s 30
REQUIREMENT ANALYSIS. ..tttiiiiiiiiitttietteeeieiiistietseessassssssssesssssisssssssssssssisssssssssssssisssssssesssssissssses 30
DATA CONVERSION ...iiiiiiiiiitittietieeiieiiitsieteesssasisssstsesssssisbsstsssssssisstsssessssssiissssessesssisisssesseesssnns 30
SOFTWARE CUSTOMIZATION & TESTING: .....cccuvttiiieeeiiiiitiieiieeeessiiireieeessssissssssessessssssssssesessssssns 30
PRODUCTION MIGRATION ...uutviiiieeiiiiittteeieessesisttetsessssssssasssesssssisstessesssssssssssssssessssssssseessessssns 31
)N N B 121 U L6 PR SOTRRRN 31
TRAINING 1vvviiiiee ittt et e secbab et e e e e s et e e e e e e s e ettt aeteeeese s it b b eseeeeesssabbbabeeeeeessabbbbbeeeeessabbbaseeeeessases 31
J I A4 200 S0 PSRRI 31
CONTINUOUS PROCESSING & IMPROVEMENT .......ccoiiuttieiieeeeeiitiieteeeeessiistaeseeesssssssranssesssssssssenes 31

Private & Confidential -3- Osource India



Approach Paper - Hospitality Vertical osource
1. About Osource

Osource manages business processes for companies around the world. Osource
combines its process expertise, information technology and analytical capabilities with
operational insight derived from experience in diverse industries to provide a wide

range of services using its global delivery platform.

Osource provides a wide range of services, including Finance & Accounting, HR
Outsourcing & Payroll Management, Supply Chain & Procurement, Analytics,
Enterprise Application, Bespoke Software Development and IT Infrastructure &

Management.

Osource provides a comprehensive range of Finance and Accounting (F&A) solutions
with proven capability to deliver cost savings, process innovation and operational
excellence within a robust compliance framework. Osource partners with its customers
to improve F&A efficiency and effectiveness, delivering business impact both at

operations as well as strategic level through:

e Operational and Process Excellence

¢ Managing Transition and Operational Risk
e Improved Decision Making

e Optimal Delivery Model

e Culture of Compliance and Control

Osource has attained its position in the BPO industry by creating a delivery strategy that
is focused on delivering success on the customer's terms - it is methodology driven but
also adaptable and very flexible, combining a strong onshore/offshore business model
with solid infrastructure and telecommunications. Best practices in project management,
training, staffing and process improvement all combine to deliver excellence for clients;
whilst a proven transition methodology, service level standards and a multi-site

approach mitigate risk and allow customers to keep control of their offshore processes.
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2. Osource Services
[Meeessseee————

Osource has the right solutions for business success with services that help companies
maximize that success through a combination of process expertise, methodologies, tools,
and technology - plus a comprehensive portfolio of service offerings. These service
offerings, solely directed towards hospitality vertical, span the entire spectrum of

operational and F&A functions:

Hospitality Industry Services

Systems & Process Review
F&B Sales
Income Accounting
F&B Cost Control
Waste Management
Revenue Reconciliation

Niche Processes

Project Accounting
Knowledge Data Mining & Analytics
Management eportho
orecasting

Pracure to Pay

Back Office Order to Cash
Hire to Retire
Management Plan to Result
Compliance
Collection
Helpdesk
C ustomer Reservation Support

B2ZB & B2C Reservation System
GDS Interface
Email Support

Interaction Services
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Osource provides a full range of finance, accounting, and tax outsourcing services for a

Approach Paper - Hospitality Vertical

wide variety of clients and industries. While some clients choose to outsource only one
or two discrete functions, such as accounts payable or payroll, others choose to

outsource their entire accounting function.

Osource Service Framework

Industry Focused Services
BFS

Cross Industry Services

Procure to Pay Order to Cash
Banking & Financial Services PO Generation Order Management
Vendor Payment Contract Management
Employee Expense Invoicing
Cost Accounting Accounts Receivable
Fixed Assets Collections
Cash Disbursement Reconciliation
HIP
Hospitality, Insurance & Pharmaceulicals Hire to Retire Plan to Result
Payroll Processing GL Accounting
Benefits Management Reconciliations
HR Records Digitisation MIS Reporting
Stock Option Accounting Consolidation
HR Manuals SOP Intercompany Allocations
MEGA ivity Based Costin
. . Activity g
Manufacturing, Energy.Gas & Automotive Project Accounting
Compliance Bespoke Software
Tax Compliance Development
LTK Rat:;nsill“nu Product Lifecycle Management
ause .p'm Business Intelligence
TIMES SOX Reporting Data Warehousing
Telecom, Infrastructure, Media, Entertainment & usﬂﬂ;!:'"“ Tﬁ Integration & Testing
Semi-Conduciors CCOUNENG  mplementation & Maintenance
IFRS Reporting Re-Enginearing
Private & Confidential -6- Osource India
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2.1 Vendor Payment

Osource’s Vendor Payment outsourcing methodologies assure that all processes are
designed, documented and implemented according to plan. Osource offers outsourcing
solutions that bring best practice business processes, state-of-the-art technology, and
sophisticated expertise from a dedicated team of professionals, all utilizing Osource’s

automated processing centers.

The generalized scope of work for our vendor payment management services is given

hereunder:

1.  The vendors will submit the bills to the Client Collector at the respective locations,
which will be directly sent to Osource along with a summary sheet containing the
details of the attached bills. The Client Collector will also provide the GRN'’s,

service delivery confirmations etc., if any to Osource.

2.  The details for the fixed payments i.e. rent will be setup as a master data by
Osource and the reminders for due payments will be generated based on which

the payments shall be made.

3. Osource, on receipt of the bills from each location, will verify the same with the

summary sheet & confirm the same to the Client Collector.

4.  Osource will adopt a 2-stage verification process for the scrutiny and processing of

the vendor bills.

5. At Stage 1, the vendor bills will be scrutinized for its completeness, original
supporting documents, reference to approved PO, arithmetical accuracy etc. In
case, the bills do not comply with the Level-I checklist, the bills will be rejected &
the bills along with a rejection memo will be sent to the Client Collector/concerned

vendors with intimation to internal stakeholders.

6. The Stage 2 verification is further segregated into 3-Levels. At Level-I, the
approved bills will be entered/booked in the system. The supporting documents

will be scanned & uploaded in the system along with the vendor bills.
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7.

10.

11.

12.

13.

14.

Post entry in the system, the bills will be verified in accordance with the Level-II
Checklist. The Level-II verification will comprise of scrutinization of the bills for
ascertaining the validity of the supporting documents, usage of correct expense
heads, ensuring adherence to the client’s policies, identification of nature of TDS,
checking credit of service tax, if applicable etc. In case, the bills do not comply with
the Level-II checklist, the bills will be rejected & the bills along with a rejection
memo will be sent to the Client Collector/concerned vendors with intimation to

internal stakeholders.

Post Level-II verification, the approved bills will reach the Level-III stage wherein
the key areas will be verified on test-check basis. In case, the bills do not comply
with the Checklist, bills will be rejected & the bills along with a rejection memo
will be sent to the Client Collector/concerned vendors with intimation to internal

stakeholders.

On approval after Level-III verification, a mail will be triggered to the Client

Approver for approval of the bills.

The Client Approver will verify and check the authentication of the bill &
accordingly approve or reject the same. On rejection, the vendor can log a query on

Osource’s designated email-id, if required for query resolution.

Once approved by the Client, Osource will generate the bank upload for the

account transfers and dispatch the same to the Bank for payments.

For the Cheque payments, Osource will run the payment process and generate the

Cheques for signature by Client’s authorised signatories.

Post signature by the Client, Osource will dispatch the same to the respective

vendors and update the dispatch details in the Cheque Register.

Osource will also undertake the computation and filing of TDS returns, based on
the TDS which has been collected and deposited in the Bank. Further, Osource will

also provide the Client with the service tax input credit details on a monthly basis.
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15. Osource can also undertake the generation of Form 16A, which has to be issued to

the vendors on a monthly basis under section 192 of the Income Tax Act. In case
any other payment has been made to the vendor, the Client will have to provide

the detail of the same to Osource for issuance of the Form 16A.

16. If required, Osource will provide the relevant data in the required format for filing

of Form 24.

17. The output MIS reports and the required accounting entries in the predefined

formats will be provided to the client.

18. Post processing every month, the physical documents will be handed over to the

Client.
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2.2 Employee Expense Reimbursement

The Scope of Work for our Employee Expense Re-imbursement Outsourcing services is

given hereunder:

1.

The employees will submit their Expense Statements along with the documentary
supporting to the local department/coordinator. The employees will submit the

expense statement for the following expenses:

Expenses Billable to Client
Non-Billable Expenses
CTC/Part of Salary Claims (Medical, LTA, Telephone, etc.)

The coordinator prepares a summary statement of all the Expense Statements and
the covering sheet/summary statement along with the physical Expense

Statements will be directly couriered to Osource.

The expense statements should be sent to Osource before the cut off date. The
expense statements received after the cut off date will be processed in the

subsequent month.

Post receipt of the aforesaid documents, Osource will verify the summary
statement with the actual physical expense statements and confirm the status of
the same to the Client's Mumbai Office. The issues, if any, will be escalated to the

Client for resolution.

Osource will then scrutinize each Expense Statement and the corresponding
supporting documents for its adequacy, authenticity, and correctness in
accordance with the Client’s policies. Osource will verify the Expense Statements
in line with the entitlements allowed to each employee, for the period for which

the Expense Statement has been submitted.

Osource, as a part of its four-eye principle, will ensure that two persons verify each

Expense Statement.
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7.

10.

11.

Post verification, Osource will enter the complete details of claimed amount,
allowed expenses, disallowed expenses and the reasons for disallowance in an

Excel sheet.

Post approval from the Client, Osource will accordingly prepare the bank

upload/credit file.

The Excel sheet along with all the physical documents will then be sent to the
Client’'s Mumbai Office and the courier or conveyance charges for the same will be

billed to the Client as out of pocket expenses on actual basis.

Osource will identify the fraudulent expense statements, put them on hold and
will report to Client post processing of respective month data. Such statement will
be discussed with Client’s coordinator for clarification and subsequent decision on

processing/holding the said statements.

Post processing of the data, Osource will handle all employee queries as to the

amount claimed and paid out.
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2.3 Payroll

Osource currently provides Employees Compensation Processing services to over 100
customers belonging to an eclectic range of industry verticals namely, Banking &
Financial Services, Media and Entertainment, Logistics, Hospitality and Health Care,
Travel & Foreign Exchange, Legal, Print & Publication, Telecom and Networking,
Pharmaceutical, Manufacturing, FMCG, Cosmetics, Mall & Retails companies, Online
Retail, Petrochemical, Software and Business Process Outsourcing. The services being
rendered to the existing customers are a blend of the Base & Premium Employee
Compensation Processing services offered by Osource. Increasingly varied levels of
service expertise & delivery models have justified Osource’s philosophy of an in-house
& homegrown setup for the Payroll Processing services. The scope of work and the

deliverables for the Base & Premium Services are detailed hereunder:

2.3.1 Base Payroll Services

e Payroll Processing

v Monthly Salary Processing
0 Input details of existing, new employees/ resigned or retired
employees
0 Input increments details
0 Maintain employee asset records and calculate perquisite values
0 Input other Perquisites/employee benefits

o Will capture and report any variations in the month to month salary

v" Generation of all the required monthly & annual payroll reports and

providing the same to the Client in soft format.

v' Pay slip generation, sending to each employee by email alongwith tax

calculations (tax deducted and projected tax deduction for the financial

year)
v Monthly Income Tax & Professional Tax Challans Preparation

v" Provide Monthly interface download for Oracle/SAP/Peoplesoft, etc..
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v" Generation of Annual Form 16 & Form 16 A

v' Annual/Quarterly Form 24 filing.

v Employee Final Settlement ( retirement/resignation etc)
0 Calculation of final salary including perquisites etc.

0 Gratuity details from the Client.

v' Preparation of monthly challans related to
0 PF (Provident Fund)
0 TDS (Tax Deducted at Source)
0 PT (Profession Tax)
o ESIC

v Employee Query Support via email & Inbound Telephonic Support

e  CTC Expense Re-imbursement Services

Osource will also provide its services for “CTC expense reimbursement”, if
required by the Client. The service will entail reimbursement of expenses
incurred by employees of the company, forming part of their CTC. The
generalized process adopted is as mentioned hereunder and the same can be
clubbed with a drop-box approach or customized as per the customer’s

requirement:

v' The payment to executives will be made on monthly basis along with the

salary upload.

v The executives will drop the voucherswith the Client’s finance
department which will be couriered/provided to Osource’s for further

processing.

v" Osource will verify these vouchers and process them in accordance with

the Client’s policies.
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v" Osource will prepare the bank transfer files (upload floppy) and provide

the same for approval of the Client.

v" Post approval of the Client, Osource will submit it in the designated Bank

for credit to accounts of concerned executives.

v' The relevant accounting entries with codes, amount & remarks will be

submitted by Osource in soft copy.

2.3.2  Premium Payroll Services

Besides the services detailed under Base Payroll Services, following additional

services can be rendered under the Premium Payroll segment -

e Payroll Information Portal Services

Responsibilities

Deliverables Osource Client

Based on current
email ids of
employees creation

Display of Payslips & Tax
sheets &  Entry  of
Investment Declarations on

Display of Payslips & Tax Computation
Sheets & Entry of Investment Declarations

on Web Portal Osource’s Web Portal of wuser id &
passwords.
e  Online Tax Calculation
. Responsibilities
Deliverables Osource Client

> Online Tax Calculation
& Earnings Projection

Online Tax Calculator & Expected Earnings on Osource Web Portal

> Specifying the

Projection will be made available on . necessary
, > Performing the o
Osource’s Web-Portal . O, customizations
Customisations of
required reports.
o  Leave & Attendance Management
. Responsibilities
Deliverables Osource Client
» Synchronisation with the Client’s > Prov1d-1r1g, the details of
the Client’s access system
Workflow-based Access System to capture .
& Leave Policies.
Attendance & Leave Attendance Data ..
Management System | » S rting the entir rtal for > Providing the
anageme yste t}?epgfierlltg ¢ entire po © Authorization Matrix &
Holiday List to Osource
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e  PF Management & Support

131(;'. Service Models Deliverables Osourcle{esponmblhtles Client
» Filing of Form No. 2,
5,9,3A, 6A & 12A
Preparation » Preparation of
Monthly PF Monthly PF
1 RPEC Challans, Cheques Challans/Cheques Information
& Returns & » Filing of | required by Osource
Employee Query monthly/yearly
Resolution returns
» Transfer In/Transfer
Out
» Monthly
Contribution Upload
» Updation of Bank
Transactions » Bank Statement
Capture of » Capture of > Investment
Contribution & Investment Details Details
2 In-house Trust Investment Details » Finalisation of .
. » Other details
and Finalisation of Accounts required b
Accounts » Submission of Ogource y
Balance Sheet, P&L
» Generation &
Printing of Member
Cards
o Gratuity Management & Support
131(;'. Service Models Deliverables OsourCI:eSPOHSIblllhes Client
» Preparation of
Covering Letter for
LIC
» Maintaining Books
Maintaining Books of Accounts Information
1 LIC Managed of Accounts and Co- | » Full &  Final required by Osource
ordination with LIC Settlements ! y
> Gratuity
Withdrawal
» Yearly  Gratuity
Pay-slips
> Monthly
I(Eorll(’;ral(l;utlon » Bank Statement
P . » Investment
Capture of > Updation of Details
prare Employer
Contribution & Actuarial > Employer
2 In-house Trust Investment Details L Actuarial
o . Contribution L
and Finalisation of >  Capture of Contribution
Accounts P . » Other details
Investment Details .
» Finalisation of required by
Osource
Accounts
» MIS Reporting
Private & Confidential -15- Osource India
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e  Superannuation Management & Support

Sr. . . Responsibilities
No. Service Models Deliverables Osource Client
» Preparation of
Covering Letter for
LIC
» Maintaining Books
e of Accounts
Maintaining Books » Full &  Final Information
1 LIC Managed of Accounts and Co- .
o . Settlements required by Osource
ordination with LIC .
» Superannuation
Withdrawal
> Yearly
Superannuation
Pay-slips
»> Monthly
Contribution » Bank Statement
Upload
. » Investment
» Updation of .
Capture of Emplover Details
Contribution & A tp r}i, 1 »> Employer
2 In-house Trust Investment Details ¢ ua. a . Actuarial
e Contribution -
and Finalisation of >  Capture of Contribution
Accounts p . » Other details
Investment Details required b
» Finalisation of equire y
Osource
Accounts
» MIS Reporting
e  Physical Helpdesk Service
Service Models Deliverables Responsibilities :
Osource Client

(A) Monthly

(B) Quarterly

(C) Half-Yearly

(D) Yearly

(E) On Demand

working days.

Osource personnel to be present at
each location for answering any
Payroll, Tax Computation or CTC
related queries. Any query which
can not be resolved on-spot, will be
logged & reverted back within 3

> Intimation of
the helpdesk to
all employees.

> Employees to

» Deputation of Prov1de. m
information,
Resource for requested b
Physical Helpdesk d Y
. Osource
» Resolution of :
employee querics directly
ploy > Providing the
necessary
infrastructure
for setting up
the helpdesk
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-16 -

Osource India




Approach Paper - Hospitality Vertical osource
24 AR Reconciliation & Collection

Effective AR Management ensures that the business has the cash to continue operating
and minimizes the use of expensive debt or other types of financing. Osource offers
superior personalized services that increase the cash flow, reduces the risk of damaging
customer relationships caused by outside “collections agencies”, reduces in-house

collection efforts & thereby the expense of hiring and training in-house staff.

Osource uses the most up to date technology, techniques, processes and methods to
manage the AR function. The decision to seek outside expertise to manage the AR
process is made by businesses that want to focus their energies and resources on their

core business strengths whether it is manufacturing, marketing, sales or services.

The generalised scope of work for the AR reconciliation & collection services is detailed

hereunder -

1. The Client will provide the Baseline status and customer ledger balances to

Osource along with its bill-wise breakup.

2. Osource will scan the above status, Customer Ledger Opening Balances & the bill-

wise breakups and seek clarifications, in case of any gaps in the same.

3. The Client will also provide the ledger accounts of each customer for the

applicable financial years.

4.  Osource will reclassify the agewise outstanding statement as on date by reinstating

the reversed entries to the original date of bills.

5.  Osource will verify the transactions in each ledger account and refer the bank
statements, payment advices (received from the customer) and the invoice copy to

identify the outstanding invoices.

6. In absence of the payment advice/payment receipt memo which details the
breakup of the invoices against which the payment is being accepted, Osource will

reconcile the payments.
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7.

10.

11.

12.

13.

14.

During the reconciliation, Osource will keep in consideration the TDS deductions

based on the information of TDS applicability provided by the Client.

In case of any updations in the customer ledger accounts after providing the same

to Osource, The Client will provide such details to Osource.

In case of any availed discounts/rebates, Osource will pass-on the necessary
information to the Client for obtaining the required confirmations from the

appropriate personnel.

Post receipt of the confirmation from the appropriate personnel, such items will be

closed in the reconciliation statement.

In case no confirmation is provided or for other disputed items, the transactions

will appear as open items in the reconciliation exhibit under various classifications.

Based on the provided reconciliation exhibit, the Client will decide the necessary

steps which have to be taken & accordingly revise their books.

Based on the received information, Osource will accordingly prepare & submit the
reconciliation exhibit detailing the invoice-wise breakup of the customer

outstanding to the Client.

Osource will liaison with the Client for seeking the collection priority. The

collection process may be carried out in the following 3 ways:
+ The Client Team independently approaching the prominent customers
+ Osource team independently approaching the pre-identified customers

+ Combined Strategy by Osource & the Client
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2.5 Fixed Assets Accounting

The Scope of Work for the Fixed Assets Accounting services is appended hereunder:

o Physical Verification of Assets

Osource will carry out the process of physical verification of the fixed assets on
cost-center wise or department wise basis. The process would include identification and
establishment of the existence of fixed assets. The Physical Verification activity would

include the following:

Visit all the locations

Identify assets as per cost centre/department

Conduct physical verification at all locations

(o] Assets Tageing

During the process of physical verification of the fixed assets, Osource will also tag the
assets on the basis of its location, asset type, asset group and cost centre. The tag
information will then be updated in the FAR as well, to ensure better tracking of the

assets at a later stage. The procedure for implementing assets tagging is specified below:

e Assets will be tagged location wise, cost centre wise, assets type wise and the same
will be decided in consultation with the Client.
e The Tags will be stored in visible spot on the assets for easy accessibility.

e Non-taggable assets will be marked in the FAR with relevant details.

o Identification of any impairment of Fixed Assets

During the process of physical verification any impairment of assets would be identified
and brought to the Client’s observation. The identification of impaired assets would

assist the Client in the valuation and depreciation accounting process thereon.
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o Reconciliation

Based on the physical verification report and the FAR, the differences would be found &
reconciled, to ensure necessary rectifications in the FAR. The reasons for variances such
as pending entries, elimination, discarding, misplacement and allocation of assets would
be highlighted so that such instances do not recur in future. The Reconciliation activity

would include the following:

Identifying variances in physical stock and FAR.

Reconciling assets as per FAR.

Identify reason for variances.

o Updation of Fixed Asset Register

If required, Osource will update the existing FAR on the basis of the Purchase Orders,
Goods Receipt Note (GRN), Invoices and other pertinent documentation. The FAR will
be updated in a systematic manner by following the unitisation approach. The
unitisation process will include the identification of assets group and the related cost
centre. Finally, the assets will be arranged under specific groups/classifications

alongwith the required details.
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2.6 Project Accounting

Osource offers the best practices for Project Accounting services which helps prevent

cost overruns and generates bottom-line savings. Also, Osource ensures adherence to

the applicable statutory compliances, regulatory frameworks, correct booking of the

invoices, work in progress calculation and capitalisation of the assets. The Scope of

Work for the Project Accounting services would include the following -

>

Project-wise tracking of Purchase Orders & Work Orders issued with respect to the

respective bill of materials

Project-wise tracking of the assets/materials received against the respective

Purchase Orders/Work Orders

Tracking of the Running Invoices received against the GRN’s & Purchase

Orders/Work Orders

Verification of the Invoices & ensuring withholding of TDS, WCT and other

statutory deductions before making payments

Settlement of the Invoices

Project-wise tracking of all expenses incurred

Project-wise tracking of the inventory maintained at the stores
Maintenance & Tracking of the Work in Progress

Ensuring that the full value (based on the work orders, purchase orders & invoices)

is capitalized
Allocation of the amounts related to the asset groups
Capitalisation Process & Preparation of FAR

Maintenance of all relevant documents required by the statutory laws such as

completion certificate from architect, bills of measurement etc.
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2.7 Operational Review

Operational and Hotel analysis are invaluable tools for analyzing and rating the level of
service and integrity of the employees in all areas of the establishment. Osource
provides professional review of the operations with an end result in mind i.e. efficient
management of Top Line and Bottom Line. Depending upon the organisation's needs,

these reviews include all or some of the following aspects of the operation:

0 Income Audit, to verify and control the sales of the respective outlets. Based on the
report submitted by the night auditor, Income Auditor compares and verifies the
sales, taxes and allowances of the respective outlets. The major responsibility of the

Income Audit activity would include the following -

* Daily Sales Report

* Tax Reconciliation

* Controlling Checks/ NC of respective outlets
* Allowances

* Checking of Banquet Sheets with the Banquet Checks
* Travel Desk report

*= Late Departure Report:

* Void Check Report

* Discounted Check Report

* Luxury Tax Report

» Calculation of Tips (Month-End)

= Travel Desk bills settlement

Apart from the abovementioned activities, following reports are also submitted to

the F& B controller -

» Difference between rate off the day and the rate charged.
* Complimentary Report

* House use Report

* Up gradation Report

* Daily business Report

* Pay master Report.
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0 Night Audit, to verify whether all items/services provided to the guests during the

previous day have been charged to the guest. Besides, following activities are also

carried out as part of the Night Audit -

* Verification of the accounting treatment thereof

* Compilation and Verification of the transactions taken during the previous day

» Verification of the above transactions with the reports generated by the systems

* Correction of the discrepancies, if any found, in respect of any item/services

provided to the guest.

* Ensuring that the transactions are freezed after the correction process for the

previous day.

* Ensuring that no further modifications can be carried out after the freezing

process, besides the rectification entries.

* Collection of checks and physical arrangement

» City Ledger Checking

=  Allowances & Paid Outs

* Batch Closing & Checking of Cash Sale

*  Luxury Tax

* Travel Desk & Room upgradation report

* Discount Check Report

=  Mini Bar

* Late Departure Report

* House Keeping Discrepancy & Open Check Report
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Besides the above-mentioned Income & Night Audits, following areas are also part of

the operational revise services -
0 Room and F&B Sales
0 Income Accounting

0 General Cashier

0 Accounts Payable

0 Purchase

0 Stores

0 Receiving

0 Current Assets

0 F&B Cost Control

0 Expense Control

0 Waste Management

0 Statutory Compliances

0 Working Capital Management
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2.8 Reconciliation Management Services

Osource offers secure and accurate reconciliation accounting services. Osource’s service

offering includes the following;:
0 Bank Reconciliation

0 Accounts Receivable Reconciliation
» Ledger Scrutiny
> Invoice Reconciliation

» Collection Reconciliation

0 Accounts Payable Reconciliation
> Ledger Scrutiny
» Invoice Reconciliation

> Payment Reconciliation
0 GL Reconciliation

0 Other Reconciliations
> Branch
» Withholding Taxes

» Statutory Payments

Osource follows a 2-3 tier approach in carrying out the above-mentioned reconciliation
processes. The reconciliation process is initiated with the scrutinization of the ledger
balances as on a cut-off date. The ledger balances are then reconciled with the each
party’s individual balance, based on which the delta is identified. These open items are
then further reconciled with the individual invoices & other transactions, in order to
arrive at a list of open items. The list of the identified open items is put up before the
client, for discussing the same internally. Based on the requirements & if permitted by
the client, Osource also approaches the involved stakeholders such as the 3rd parties,
customers, agents etc for seeking further clarifications including ledger balances,
breakups or any other required information. Post the completion of the clarification
process, the final reconciliation exhibits are fine-tuned & delivered to the client for
updating the books.
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3. Service Delivery Framework
™™

Our unique service delivery model enables web-based reporting to the client managers
without replacing the existing software applications. Osource’s Service delivery Model
empowers client managers with intelligent decision making for tactical day to day
actions. It also allows client managers to set predictive alerts based on the business
priorities. These alerts, based on process indicators, gather inputs from business
intelligence systems constantly. Our model also allows the client to keep investment
with ERP and other legacy applications intact. Osource’s service delivery framework is

depicted hereunder -

Service Delivery Framework

Client Managers

Dashboard

Analytics

Reporting

M

N OSOHI'CE‘, -

> Database <

Front Office Application “ Legacy Application

Back Office User Interface
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4. Osource Cagabilities

Osource currently provides its services to over 100 customers belonging to an eclectic

range of industry verticals namely, Banking & Financial Services, Media and
Entertainment, Logistics, Hospitality and Health Care, Travel & Foreign Exchange,
Legal, Print & Publication, Telecom and Networking, Pharmaceutical, Manufacturing,
FMCG, Cosmetics, Mall & Retails companies, Online Retail, Petrochemical, Software and
Business Process Outsourcing. The services being rendered to the existing customers are
a blend of the services offered by Osource. Increasingly varied levels of service expertise
& delivery models have justified Osource’s philosophy of an in-house & homegrown
setup. Fueled by the continuous demand & rapidly growing clientele, Osource has an
existing setup & expertise to expeditiously process monthly transactions in excess of

300,000 records. The cornerstones of the aforesaid capability are detailed hereunder -

4.1 Secured Dedicated Center

Osource has processing centers in Mumbai, Noida & Bangalore. These processing
centers have been developed using state-of-art technology comprising of the following

key elements -

RAID Implemented Servers for ensuring improved redundancy & high processing

speed

e Workstations without CD/Floppy drives to ensure that data is securely storage and

all activities are carried out at the servers

e Dedicated 256 KBPS Leased Line connection with last-mile redundancy from 2
separate carriers as the primary communication line. Backup line includes a 1 MBPS

ADSL connection & a 512 KBPS broadband connection.

e Firewall & Intrusion Detection Systems (IDS) to monitor & regulate the inbound &

outbound network traffic
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4.2 Logical & Physical Access Controls

e A separate processing center ensures proper physical access control. As a policy the
address of this location is not disclosed in any of our public communications

(website, brochure, mails, etc.)

e Logical access control includes access levels in software, user profile, audit trail,

retaining deleted /revised data in database, restricted access to e-mail & internet etc.

4.3 Business Continuity & Disaster Recovery

Owing to the criticality & high-risk nature of the service, Osource has 2 separate centers
at different geographical locations in Mumbai. These centers support the other service
delivery operations of Osource and act as hot-site arrangement for the Processing
Center. The data backups, which are taken following grandfather-father-son concept, are
tested and archived at a separate offsite storage area. In case any exigency, the backup
tapes/data from the offsite storage can be loaded at any of the 2 centers/warm sites for

processing thereby maintaining continuity of critical business operations.

4.4 In-house Software & IT Support

The software used for the processing & other allied services is the proprietary product of
Osource. The software is capable of handling API/flat file based full-duplex
communication (inbound & outbound) with Peoplesoft, Oracle, MS Great Plains or any
other customized software. Further, the software has the facility of generating any
specific upload formats such as MT103 for bank credits or any other accounting
entries/JVs etc. Additionally, the technical & functional support for the software is
managed by an in-house technical team, which is solely dedicated for the operations.
This enables Osource to remain independent of any 3t party service provider. The other
software elements including the web-based portals are seamlessly integrated with the
core system and sufficient internal controls have been built in to maintain the

confidentiality of data.
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4.5 Human Resource

The processing staff has ample knowledge of taxation, legal & Statutory compliance, in-
depth industry knowledge etc. and hands-on experience on a wide range of
assignments. Osource’s training workshops & Standard Operating Procedures (client-
specific) help the employees in discharging their duties more competently & effectively.
Osource has a policy on on-job training which helps the processing staff in working on a
wide range of assignments and diverse work platforms adding versatility to their
business knowledge. The processing staff is segregated into various roles namely, Team
Manager, Team Leader, Team Member & Support Staff. As a HR practice, Osource
ensures that proper background & reference checks have been done before the person is
hired. Further, on-job rotations, multiple account handling, account swapping etc. are

the various techniques which are deployed to deal with the staff attrition.

4.6 Multi-location Support

Apart from three centers in Mumbai, Osource has a multiple footprint across India (i.e.
offices in Noida (NCR) & Bangalore). Additionally, Osource has tie-up with its local
partners in Hyderabad, Pune and Ahmedabad. The onsite support required by the
customers in the aforesaid locations is managed either through the direct branch offices
or via the partner network. The objective of the onsite support is to provide end-to-end

processing & support services.
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5. Transition Methodology

Once the assignment is finalized, the next step is migration/transition. Unless planned
meticulously, major companies default during the migration phase resulting in a
complete mismatch between the agreed service levels & the actual service levels, leading

to a high level of dissatisfaction.

The ease with which, Osource transitions the process, is a result of immaculate planning
and preparation done beforehand. During this period complete information is moved to
Osource. Osource believes that outsourcing is an all encompassing change philosophy
which includes data capture, transformation and conversion whilst critically reviewing
and upgrading customer’s systems & processes etc.. The following is a brief explanation

of this process:

5.1 Requirement Analysis

This phase involves study of the client requirements, existing process, planning of the
overall architecture of the assignment and the system with detailed plans and

landmarks. The emphasis is on the integration of the individual activities.

5.2 Data Conversion

The data conversion process defines the tasks and deliverables required to convert the
database. The objective of the data conversion process is to convert and test all data that
is available, feasible to obtain and necessary for the operation of new applications. The
tirst step of this process is to explicitly define what data is required for conversion. The

converted data will be needed for the production migration.

5.3 Software Customization & Testing:

This process includes customizing and testing of the software and related sub-modules
and hardware with procedures and processes required to perform a processing activity.
System customization and testing of the overall application with trial data is essential to

the success of the implementation project.
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5.4 Production Migration

The objective of the production migration process is to transfer a customer's data into
Osource's system. The production migration process encompasses transition to
production readiness and production cutover. Osource will perform the production

setup and the data conversion to get the system ready for production migration.

5.5 Parallel Run

Osource will perform parallel run to ascertain that the processing is consistent with the
customer’s existing computation and the same should be in conjunction with the
applicable statutory regulations. By comparing reports generated from the Osource’s
system and the customers's existing application, Osource is able to fine-tune any

incorrect parameter settings on the application.

5.6 Training
Osource will provide to the customer coordinator involved in the outsourcing project

focusing on the best practices for the submission of transaction/input data to Osource.

5.7 Live Run

Live run will commence upon the completion of the implementation processes.

5.8 Continuous Processing & Improvement

Once all migration is complete, Osource continues to carry out the scheduled processing
and evaluates the processes for potential improvement and operational excellence.
Osource meets the customer to evaluate best practices and identify specific initiatives to
improve operations. Osource reports back to the client on the successful implementation

of such initiatives.

Osource invests significant resources in developing best practices that may be leveraged
throughout the organization. In addition, Osource’s research archives provide a wealth
of current information about processes, policies, procedures, and technology that is

state-of-the art in processing.
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