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	Who is the SSC?
	The Shared Service Centre (SSC) are a team of people that work for Omnicom Group.  
They deliver core financial operations and reporting processing (Accounts Payable, Accounts Receivable, General Ledger, Group Reporting) and Finance System related services (User setup, security on AX) for the Omnicom agencies.  
There is also an extension of Shared Services department, EXL, and they are based in India. EXL provides the data entry and transactional services of the function operating on GMT time zone


	Where is the SSC located?
	The Omnicom Shared Services Centre London (SSC) is located at Bankside, London.


	How do I contact Shared Service Centre
	Contact details for Shared Services are at the end of this document for your SSC Accounts Payable and Accounts Receivable mailboxes.


	How long does it take for forms to be processed?
	Dependent on the type of form you are submitting. It generally takes between 1-2 business days for Shared Service Center (SSC) to action your request.
If a request is urgent, then please contact a member of the SSC who will assess the situation.


	Who can send forms to SSC?
	In general, there are no restrictions on who can email the SSC, however items that hold personal data e.g. employee bank details, should be sent in from authorized personnel. 
Please note that SSC reply to ALL email requests sent to them.  So, email addresses should be from an individual and not sent from a generic mailbox e.g. the photocopier. 


	Can I send multiple forms in the email to SSC?
	As a rule SSC prefer 1 request or form per email, and Individuals will be notified when a request has been completed.
NB. If more than 1 request is attached in an email and an error occurs, notification will only be sent out on completion of ALL the requests.


	Does my agency have a designated SSC personnel to contact?
	Transactional items (such as supplier invoices and billing), are managed by generic mailboxes, with one for each of Accounts Payable and Accounts Receivable for each agency 
For both Accounts Payable and Accounts Receivable, either an Assistant Manager or Supervisor is based in the London who oversees the end-to-end processes for your agency.
Each agency has a dedicated SSC Management Accountant, who will liaise with Agency Finance team regarding General Ledger and Group Reporting. 
AX support, which takes care of the finance system application, does not have a designated resource but a team based in London who are checking the AX tickets submitted using the Dynamics Services tile (under Business Applications) on the Paige website.
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	How do I setup a new Vendor ?
	New Vendor forms must be sent to ap-vendormaster-uk@omcoasys.com. 
The forms must have approval from agency Financial Management before being sent to the SSC Accounts Payable team mailbox.
Please ensure that the contact details on the New Vendor forms are ones that you have used to speak with the vendor previously.


	What is a Sole Trader, and how does it differ to a Limited Company? 
	Sole Traders are individuals who trade under their own name or a trading name, as opposed to a Limited Company or a registered name. 
The scope of a sole trader can be quite large in terms of who might be considered one. Anyone from a plumber to a graphic designer to a consultant could be considered a sole trader if they’re invoicing the agency under their own name or a trading name. 
As a result, whether it is a Sole Trader it isn’t defined by what goods or services they offer us.


	What is a freelancer?
	Freelancers are workers who are hired for a finite project or purpose and have a defined end date to their contract. 
The services provided by Freelancers can be considered as equivalent to work performed by a Full Time Employee in the agency, however they not on the payroll so they have greater flexibility such that they can work for multiple clients. 
Because of this, they are self-employed and should be responsible for their own tax and NI contributions
A freelancer can trade as a Sole Trader or under a Limited Company


	What is the Legitimacy check performed that is part of the new vendor onboarding?
	For a new supplier setup, we ask that the agency confirms that they have performed procedures and checks to ensure that the new vendor is legitimate and able to provide the goods or services to the agency.
This is a key Sbox control around the set-up of new vendors, to ensure that the necessary background checks have been performed prior to engaging with the new supplier.

· For UK companies the legitimacy check takes the form a Companies House check. The SSC AP team will document this as part of their checks, so this does not need to be provided by the agency with the New Supplier Form
· For US companies, a W-9 form should be provided along with the New Supplier Form.
If the new supplier is not one of the above, then we would ask that you consider the following around the legitimacy of the new supplier.
· Does the new supplier have a relevant social media presence or Website?
· Have you checked any Customer reviews from other Customers (such as obtain some references)? 
· Have you performed a credit rating?
· Have you performed further business information inquiries?
· Do you have any other information to support the check around legitimacy?
For Sole Traders we ask that you complete the Sole Trader Supplementary form. 
As per guidance from Omnicom Tax, it is advised that you (normally HR) run a CEST or equivalent for sole traders as best practice for your own procedures. Please see the IR35 Suppliers section below for further guidance regarding CEST.


	How can I make the vendor onboarding process run more smoothly?
	Please ensure that:

· All fields of the New Supplier Form are completed
· The New Supplier Form is approved by agency Financial Management
· You are providing a contact number and contact email address that the agency has previously used to contact the supplier on
· Evidence that a Legitimacy check has been performed (for Sole Traders we ask that you complete the Sole Trader Supplementary form)
Please consider sharing APPENDIX 1 – Payment Verification one pager with your new suppliers in order to better manage their expectations around the bank verification process.
Any delay in the bank verification process may result in the delay of payment of the supplier’s first invoice(s).


	What is involved in the SSC Bank Verification Process?
	Independent bank detail verification, in line with SSC process, needs to have taken place before any payment can be made. This is a two-stage process and both steps must be completed. The verification process will be triggered by the receipt of the New Supplier Form from the agency. 

There are no suppliers that are exempt from this two-stage bank verification process.

· Email verification
· This must be performed by the Shared Service Centre Accounts Payable Team, who will email the supplier using the recognised AP OMC Oasys mailbox
· The supplier must reply to this email directly, providing one of three requested types of verification documentation which clearly shows the supplier’s name and bank account details
· a bank letter, 
· a signed letter from a Director on company headed paper,
· or a bank statement (we are also accepting online bank screenshots) as evidence of bank details 
· Telephone verification
· Ideally the team will call the supplier on the phone number that is present on the supplier website – this is the Shared Service Centre’s preference
· However, we do appreciate that not all suppliers will have a website (especially in the case of freelancers or sole traders), so the team will use the contact number as provided on the New Supplier Form 
· We want to reiterate that the agency, by providing the contact number on the New Supplier Form, are confirming that they have validated this number and can confirm that they have used it to contact the supplier previously

We strongly advise that the new supplier is made fully aware of this process (you may want to share the Payment Verification one-pager with new suppliers – Appendix 1 to this document), and to expect both an email and a call from the Accounts Payable Team. 


	How can I see if the Vendor already exists in AX?


	To check to see if a supplier has already been created in Enterprise Portal (EP) go to company Procurement > Suppliers (in the left side bar) > Supplier tab, where all suppliers will be listed. 
The facility in AX at present will only allow you to check your agency and not the global address book
In the Rich Client go to company Purchase Ledger > Common > Suppliers > All suppliers 
If the vendor appears in the list, this means that all the required documentation has already been done.  Otherwise, a New Supplier Set-up can be requested. 


	How can I make amendments to a supplier’s details?

· Change of address
· Bank Details
· Payment Terms
· Contact details
	To make any amendments to a supplier’s details, please complete the New Vendor Form, noting that these as a change to the existing supplier that has been set up. 
Enter the Supplier Name and Number and input the changes onto the form. All the amendments registered need to be supported by official documentation from the supplier. Once complete and the appropriate agency approvals have been applied send the information to the Vendor Master Mailbox ap-vendormaster-uk@omcoasys.com via email for processing.
Any changes will be subject to internal SSC checks and an SSC review process before being processed in AX.
Please note this form can also be used for changes to bank details. Any changes to bank details are also subject to the SSC Bank Verification Process (as document above) before any further invoices can be processed/paid.


	Payment terms – who approves the change in payment terms?

	Any change in payment terms must be approved by agency finance before the request is submitted to the SSC Vendor Master Mailbox.


	Do I need to put a vendor on hold?

	Please notify your AP Mailbox that you wish to put the vendor on hold.






[bookmark: _IR35_SUPPLIERS][bookmark: _Toc110530903]IR35 SUPPLIERS

	What is IR35?
	IR35 is an anti-avoidance rule designed to combat “disguised employment” in those situations where a contractor is providing their labour via their own intermediary (such as a company or partnership) to an agency.
Responsibility for assessing whether IR35 applies is now the responsibility of the agency, and this will mean that the agency will be responsible for payment PAYE/NICs on the fees paid to the contractor’s intermediary.
As well as new suppliers, please note that your existing freelancers may also fall under the scope of IR35 depending on the nature of labour being provided to the agency


	Does my supplier fall under IR35?
	If your supplier is an Individual contractor using their own intermediary to provide labour, then they may fall under IR35.
The own intermediary will be one of the following:
· Company (irrespective of the size of the shareholding)
· Partnership
Any contractors who are not tax resident in the UK and who are supplying all their labour outside the UK can be disregarded even if the contract is with Omnicom in the UK.
In order to confirm if they fall under IR35, please perform the necessary IR35 test (for example using the HMRC CEST tool) to determine whether the supplier falls inside or outside the IR35 scope for the contract.
Points to consider when performing the test: 
· Ensure that those making the assessments understand the rules
· HMRC’s Check Employment Status for Tax (“CEST”) tool and updated guidance 
· Use an alternative method if CEST fails to produce a result  
· Assessment can be outsourced but the end user (the agency) is still responsible 
· Keep assessment under regular review
· Keep records to show how the decision was reached
We ask that you complete an IR35 New Supplier Form for all freelancers that are using their own intermediary (a company or a partnership) to provide labour.


	How do I request the setup of a new IR35 supplier?
	If your new (freelancer) supplier is using their own intermediary (a company or a partnership) to provide labour, then an IR35 New Supplier form will need to be completed in order for a vendor to be set up in AX Dynamics.
Please submit the completed and approved (by agency Financial Manager) IR35 New Supplier form to the SSC Vendor Master Mailbox.
Please include result of the CEST with your IR35 New Supplier form, even if the CEST has determined that the supplier does not fall under IR35. We also ask that you submit any Status Determination Statement alongside your IR35 New Supplier form.
We also recommend that:
· Payment terms have been discussed with the in-scope IR35 supplier, as falling under IR35 may result in extended payment terms to align with the Omnicom payroll cycle
· The SSC bank verification process has been discussed with the supplier, in order to better manage their expectations


	Who should I send the IR35 supplier invoice to so that it can be processed?
Note: the agency might want to update this section for who in the agency is their single point of contact

	The agency will have a Single Point of Contact within the agency for IR35 responsibilities, including gathering all IR35 supplier invoices to share with the SSC AP team.
Please send your IR35 supplier invoices to your agency Single Point of Contact. Do not send in any IR35 invoices directly to the AP Mailbox. 
The agency Single Point of Contact is your HR team. 
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	What is a Purchase Order (PO) and why do I need to raise one?
	A Purchase Order (PO) is formal confirmation of an agreement between Supplier and Agency. 
POs are to be raised for ALL chargeable goods and services.
There are cases where a PO may not be applicable. These are listed as follows:
· Freelancers
· Artist Invoices (actors)
· House Suppliers (case-by-case supplier exceptions) – Direct Overheads
· Direct Debits (for certain overhead costs)
· Credit Cards
However, supplier types and scenarios where a PO may not be applicable is to be determined by agency finance.


	How do I raise a PO?
	Designated personnel in the Agencies have access in AX to raise POs. 


	Who approves a PO?
	Designated personnel in the Agencies have access in AX to approve POs. However, these individuals are different from those that raise them (segregation of duties). 
Please ensure that your PO has been approved/confirmed prior to engaging with the supplier on behalf of the agency.


	How does the supplier receive notification of a PO?


	This is a manual process handled by the Agency.
Purchase Orders should be sent by the Agency to the appropriate contact at the supplier once they are in confirmed status.
Purchase Orders are not sent out automatically by AX once they are confirmed.


	What if I need to make changes to an agreed PO
	Changes can only be made to a PO up to the point of when an invoice is matched against it. No changes can be made after this point.
For any changes made to a PO will still require approval again.


	Will my supplier still get paid if I don’t give them a PO?
	Generally, yes – however it may take considerably longer than usual, as SSC will initially reject the invoice if it doesn’t fall into the categories for Non-POs. 
You will then be asked to raise a retrospective PO, which will delay invoice payment.
Please ensure that:
1. your PO has been approved/confirmed prior to engaging with the supplier on behalf of the agency, 
2. and that you have sufficient balance on PO. 
Failure to do so may result in additional delay to the payment of your supplier invoice.


	Why is my supplier’s payment delayed when I have given them a PO number?
	The receipting process of a PO comes in the form of invoice approval. Once the invoice is received a workflow notification is sent to the nominated approver to confirm Goods/Services were received and satisfactory. 
Invoices will remain in a ‘Pending’ status until approved. SSC will remind approvers when action to an invoice is not taken promptly.
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	How do I submit a vendor invoice?
	We generally encourage our suppliers to email their invoices directly to SSC using the email address quoted on the purchase order (your AP mailbox ap-amvbbdo@omcoasys.com). 
However, should you receive an invoice directly in the post or via email, please forward it on to your AP mailbox for processing as soon as possible to over any delay.


	How long does it take to process a vendor’s invoice through to payment?
	All invoices are entered into the invoice workflow within 24 hours of receipt. Invoices go through a series of workflows to match against POs and final approval. Once in an approved status the vendors invoice will be paid in line with their agreed payment term, generally 30 days.
If an invoice is urgent then please send an email to SSC referencing the invoice details and the team will action your instructions.
Payment runs happen weekly for each payment type (BACS, CHAPS, ECASH) for both Foreign and Domestic suppliers.
Please note that there are specific timeframes around payment of IR35 supplier invoices. 
The IR35 supplier invoices must be submitted (through the agency’s IR35 Single Point of Contact) and approved in AX by the 6th working day of the month in order for the payment of the IR35 supplier invoice by the end of that month.


	My supplier has sent in a Pro-Forma invoice. Will it get paid?
	Please raise a PO in AX. Once your PO is approved, send over to your supplier, they will issue a final invoice. 
Pro-Forma invoices can only be paid with approval from your agency CFO or FD
Should you encounter any issues regarding this, please contact your SSC AP Assistant Manager.


	How can I tell if a Supplier Invoice has been approved?


	Dependent on your responsibilities within the Agency. Invoice approval can be viewed as follows: 

· In the Rich Client go to Purchase Ledger > Common > Supplier Invoices > invoices in Open supplier invoices. Invoices that appear in this list have been approved and are now available for payment. 
If your invoice doesn’t appear in the listing, then apply your query to Pending Invoices.

· In the Rich Client go to Purchase Ledger > Common > Supplier Invoices > invoices in Pending supplier invoices. Invoices that appear in this list are not approved, however the invoice transaction shows you the nominated approver who is in receipt of this transaction.
NB. It is quite common to give a payment date to a supplier for an approved invoice. Please confirm this date with SSC prior to speaking with your supplier.


	I need to inform that an invoice shouldn’t be paid?

	If you do not want an invoice to be paid, please notify your AP Mailbox that the invoice should not be paid.
Please also copy your SSC AP Assistant Manager into any communication.


	How do I ensure that my intercompany invoices are posted at month end before the intercompany cut-off?


	Due to the tight timeframe at month-end, it is essential that all intercompany invoices are sent to the respective AP Mailbox on the day that they are received.
Please ensure the Purchase Order is given either on the invoice or in your email.
If it is a non-PO invoice, please advise in your email the coding to be used for processing the invoice. Please do not advise ‘use previous coding’ in the email as this may cause delays.
Please copy your SSC AP Assistant Manager in on your email so that they can follow up with SSC to ensure invoices are posted in the month.
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	How can I tell if a Vendor has been paid?


	Depending on your responsibilities within the Agency, supplier payments can be viewed via 2 streams:
For finance personnel
· In AX the Rich Client can be accessed as follows: - Purchase Ledger > Inquiries > All Vendor Transactions > use the invoice filter to locate the Invoice.  If the Balance is 0.00 that means that the payment was processed. 
· To see when the payment journal was posted, click on the Settlement tab > Last Settlement date field or you can click on the History menu option at the top of the screen.  
All personnel
· To see Vendor Invoices in Enterprise Portal (EP), go to Procurement > Suppliers (in the left side bar) > Supplier tab > place a checkmark on the desire vendor > click the Invoices icon in the ribbon > here you will see all invoices for that Supplier and in the right-hand margin look at the Invoice Status column to see if the invoice has been paid.
Please note that the system will only show that the invoice is paid when the payment journal has been posted.  Cleared funds will not appear in a suppliers’ bank account until it has completed the banking cycle e.g., BACS – 3 working days, CHAPS – Same Day


	How do I get an urgent payment made?
	Urgent payments can only be used in business-critical circumstances. It is acknowledged that there is more risk associated with urgent payments, and all urgent payments are still subject to the SSC checks and approvals being performed without exception.
They will only be made with approval from your agency CFO or FD. The SSC has a CHAPS request form that we ask that you complete, and these must be submitted to the SSC AP mailbox through your CFO or FD.
Please ensure that your SSC AP Assistant Manager is on copy for any urgent payment requests that are sent to the AP Mailbox. 
Should you encounter any issues regarding this, please contact your SSC AP Assistant Manager.


	Can a vendor’s payment be stopped?

	Yes, up to the point of where a payment has not yet cleared the banking system, it can therefore be stopped. However, once a payment has cleared into a suppliers’ account it cannot be reversed, unless the money has been returned to our bank account.
To stop a payment, email directly to the AP mailbox, with the Subject Title “URGENT Request – Supplier Payment Recall”. Please include your AP Assistant Manager on copy when sending in this request.
NB. If a BACS file has already been approved and submitted within the last 24hrs. There is a possibility it cannot be recalled. There is NO banking functionality to recall CHAPS and Faster Payments after they have been approved and submitted.


	How are foreign payments made, and how long do they take to clear?
	All payments either in foreign currency or to a foreign (non-UK bank account) must be made using Omnicom Treasury’s payment platform.
These payments take three working days to clear.


	What is Pay When Paid?
	Due to the nature of the agency’s passthrough costs that hit the client projects, it is important that we get paid by our customer before we release funds to production vendors. This is to maintain a positive cashflow position on the project.
The SSC AP team will therefore work with their AR team counterparts to check if funds have been received from the customer before arranging payment for the higher value supplier invoices.
It is important that the agency ensures that client billing on the respective project is being done on a timely basis, and that the client is paying to terms, to avoid delay on supplier invoices.


	What is the process and what information is required to make a Customer Refund?

	Please complete the SSC Customer Refund Request Form if you need to make a Customer Refund. 
The Customer Refund Request Form lists out all the required information needed for the SSC to process the Customer Refund. Please ensure you include any necessary support as accompanying attachments when submitting this request for a customer refund, such as correspondence with the customer, copy of credit note(s) and screenshot from AX.
This form must be authorised by Agency Financial Management. The person authorising this form should expect to receive a call back from the SSC AP team to confirm that this request is legitimate
In order to make payment to the customer, the SSC AP team will have to perform an independent bank verification for the customer's bank details.
To enable the team to do so, please ensure that you provide a validated email address and a validated contact number that the SSC Accounts Payable team can reach the customer on to confirm their bank details.
Our preference would be to contact the customer through the contact number provided on customer's website. However, we appreciate that this may not always be possible.
Please note that this independent bank verification must be performed by the SSC Accounts Payable team, even if the client has already provided support for the bank details to the agency or the Accounts Receivable team.
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	When are Employee Expenses paid?

	Employee Expenses are paid within 14 days of submitting a claim on the Enterprise Portal. Once received, all expenses are then reviewed and sent for approval.
There is a weekly BACS payment run scheduled for Employee expenses.
You will only be paid once you have updated your bank details in Reach.


	What is required for successful expense claim? 
	Please see APPENDIX 2 – SSC guidance for submission of expense claims.
This outlines the necessary support to be submitted alongside your expense claim in AX, including but not limited to:

· consideration as to if your receipts / invoices are valid,
· claiming for non-GBP currency expenses


	How can an employee get an Advance for Expenses? 
	To receive a Cash Advance for a production job or work travel, fill out the Cash Advance form provided by your agency (this is not an SSC form). 
Once the agency has approved your Cash Advance request, they will email it to your agency’s AP mailbox with a copy (cc) to your AP contact.
Please be aware it takes 2 full working days to get cash advances processed from the time that SSC receive the correct signed paperwork 


	What if I have a question about the status of my expenses claim?
	You can also check the status of your expenses claim in Enterprise Portal (EP), by going to Employee Services > Expenses. Under Document status it will list out the current state of the expenses claim in AX workflow.
For additional information, you can open your expenses claim (by clicking on the Expense report number) and select View History from the Actions button on the right-hand side of the browser window. 
This will show the approval workflow, and you will be able to see what stage of the approval process your expenses claim is at, including if your manager / project owner (where applicable) has approved your expenses claim yet.
Please contact the SSC Expenses team by emailing the AP-CREDITCARD-EXPENSES@omcoasys.com mailbox, who will be able to assist with any further Expenses related queries.
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	What are the best practices to ensure that Supplier Invoices are processed and paid on a timely basis?
	The key points for best practice include:

· The Supplier Account has been set up in AX prior to engaging with the supplier:
· The supplier is made aware of the SSC bank verification process (see Appendix 1) as part of the onboarding process and can reply to the bank verification email.
· You have an approved Purchase Order in place, and there are sufficient funds on that PO to avoid delay:
· The Supplier Invoice refers to the PO, so that the supplier invoice can be processed and matched against the PO in AX.
· Agency staff are checking their approval queues on a regular basis to ensure that any pending Supplier Invoices are approved in workflow in AX without delay.

· Ensure that the Project Owner, Project Manager and Project Controller for your projects are current and up-to-date
· Ensure that the project roles are updated if a team member leaves and any outstanding items in workflow are reassigned, by sending a ticket to the AX helpdesk. 
	
· Ensure that team members are delegating their approvals in AX when on leave / out of the office, to ensure that there is no delay in the approval of POs or supplier invoices. 
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	If I get an AX system error, who do I contact?
	If you get an error whilst in AX, please raise an Paige ticket for the AX Helpdesk using the Dynamics Services tile (under Business Applications) on the Paige website.
You will need to detail the error and where appropriate screen copy the error and associated message (this may speed up the resolution), and include these as attachments to your Paige ticket. 
All other IT issues needs to be reported to Paige


	How can I check to see if a workflow has an error or where the workflow is at?

	To see all workflows for all users, from the Rich Client, go to Organization Administration > Inquiries > Workflow History. – can we provide a snapshot?
To see the status of a specific workflow on a specific record for all users, from the Rich Client, go to the specific record > click Actions > Workflow History.
To see the status of a specific workflow on a specific record that I submitted, from the Enterprise Portal (EP), go to the specific record > click Actions > Workflow History.


	If a workflow has an error, it needs to be changed, who do I contact?
	Adding or removing AX user’s accounts can only be actioned by the Helpdesk. Please raise an AX ticket using the Dynamics Services tile (under Business Applications) on the Paige website.


	If I need to add/remove users from a workflow User Group, what form do I use?
	Adding or removing AX user’s accounts can only be actioned by the Helpdesk.  Please raise an AX ticket using the Dynamics Services tile (under Business Applications) on the Paige website.
The request to change to AX user’s accounts or changes to a User Group within a workflow must be approved by the designated Agency finance team, before the request is then made with the AX Helpdesk through Paige.


	How can I see how my workflow is setup?
	Workflows are setup in the individual modules in the Rich Client.
All Sub-Modules showing under FC are available to the user. If you therefore required any additional access to your responsibilities this will need to be approved by your line manager.


	Updating project owner / manager / controller

	This is very important for this to be current in AX, to avoid any delays with respect to billing and payment of supplier invoices.
If the Project owner / manager / controller has changed, please notify the AX Helpdesk as soon as possible.
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	Accounts Payable

	AP Mailbox
	For all queries and invoice submissions
	ap-amvbbdo@omcoasys.com

	Vendor Master Mailbox
	To submit new vendor and/or request changes to existing vendors
	ap-vendormaster-uk@omcoasys.com

	Expenses Mailbox
	To submit all expense and credit card related queries
	AP-CREDITCARD-EXPENSES@omcoasys.com



	Accounts Receivable

	AR Mailbox
	ar-amvbbdo@omcoasys.com
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Please consider sharing this with your prospective new suppliers as part of the new supplier onboarding process, in order to better manage their expectations. 
This document sets out the process around verifying the bank details and the communications that your new supplier should expect to receive.
Any delay in the verification of bank details may result in a delay of the payment of the new supplier’s first invoice(s).


Payment Verification – new suppliers

This document sets out what now needs to happen in order to verify your new bank details before we can complete your set up as a vendor in our ERP system. 

If you are an existing supplier and have changed bank details the following steps will also apply.

Note – these two steps must be completed before any payments can be released. 

Step 1: You will receive an email from our OMC Oasys Accounts Payable team (OASYS-AP-AMVBBDO ap-amvbbdo@omcoasys.com) shortly after you have provided your details on our new supplier form. The email asks that you provide proof of your bank account details so that they can be validated. We ask that you reply directly to that email with the necessary support, as failure to do so may result in a delay to your payment. 

Support consists of ONE of:
· a bank statement or screen shot from your online banking portal / mobile banking app, which shows your name and bank account details (other information should be redacted), 
· a letter from your bank stating your bank details which can be obtained from your bank for this purpose. 

Why do we need this? OMC Oasys requires proof of your bank account details: 

1. to verify your account so that we can make the contractual payment owing to you by AMV BBDO Limited for the services you have provided; 

1. to comply with a legal requirement concerning the auditing of our controls and ultimately our accounts; and 

1. because we have a legitimate interest in combatting fraud.  We have requested limited information from you to meet this purpose and we believe our fraud prevention efforts are an overriding interest.  This process is in line with recommended processes as outlined by many banks to combat fraud in this area. 

The above represent our lawful basis under the GDPR for processing this data.  

Please note that the information OMC Oasys has requested is limited in nature.  If you choose not to provide a bank statement, an alternative choice is to provide a letter from your bank verifying your account or (if you are a company) a letter verifying the account on company letterhead.  

Step 2: Following your response to our email, you will also receive a phone call from our OMC Oasys Accounts Payable team to confirm your bank account details. This call will be to the contact number that AMV BBDO Limited has provided to the OMC Oasys team as part of the supplier onboarding process.

AMV BBDO Limited shares information within its corporate group, Omnicom, of which OMC Oasys is a part, when it is necessary to achieve a legitimate interest it or a third party is pursuing, and only where these interests are not overridden by your rights and freedoms. In this case, your name and information about the services you provided to AMV BBDO Limited have been shared with OMC Oasys strictly for the purposes of making payments owing to you for the services you provided.  
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SSC Checklist for expenses processing 

The lifecycle of your expense claim

When you submit an expense claim in AX it goes into workflow, your claim will first go to a pre-designated approver or approvers within your agency. Your agency approver is checking for:

· Whether your expense is a genuine business expense
· That your expense claim is in line with client and/or agency policy
· Additional approvals, if applicable, for items over 90 days old.

The expense claim, once approved by your agency, will then be sent in workflow to the SSC Accounts Payable team for further checking. When an expense claim is being processed by the SSC Accounts Payable team, they are checking the following:

· Expenses have been claimed on the correct AX category (this is important as it drives P&L reporting and tax compliance)
· Each expense line is supported by a valid receipt
· The value of the expense claim matches the receipt
· The VAT is correct on each expense line and only posted into AX with a valid VAT receipt.

If everything is in order, then you expense claim will be paid on the next scheduled payment run (within 7 working days of SSC approval). If there are any discrepancies, your claim will be rejected and actions for correction included in the workflow notes.  
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This will inevitably result in delays to your payment, your claim will be rejected. 
Please reach out to the AP-CREDITCARD-EXPENSES@omcoasys.com mailbox if you have any expense claim or credit card related queries.

Checklist for completion of your expense claim

	· [bookmark: _Hlk66188855]Have I attached valid receipts/invoices that match the amounts I am claiming?
	A valid receipt/invoice must detail at a minimum (for SBox and VAT compliance purposes):
· The name of the supplier 
· The amount – net of VAT (if a VAT registered supplier) and gross 
· An itemised list of purchases
· The date of purchase
· If there is VAT - a VAT receipt with supplier VAT registration number
· Missing receipts are documented and approved via a missing receipts email/form by [your agency finance contact].
Note: Credit card pin receipts/payment confirmation emails are not accepted as the above requirements are very rarely covered. If this is the only receipt available, please ensure you also provide approval from [insert FD/agency finance approver].


	· Have I claimed on the correct project?
	

	· Have I claimed using the most appropriate category?

	

	· Have I claimed in the correct currency and attached support for the GBP conversion rate
	If your expense is in non-GBP currency, then please attach a bank or credit card statement showing the GBP conversion rate. If the expense was paid for in cash, then please provide support for the cash conversion rate. [If agency allows AX conversion rate to be used please update here]

	· Am I claiming for an expense that I paid for on behalf of another employee?
	Please make sure the additional proof of payment support is provided if the receipt or invoice is addressed to the company or someone else. 

	· If I am claiming for a company credit card expense already paid for by the agency then I have selected the paid by method correctly ‘prepaid or company’ otherwise ensure ‘employee’ is selected
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	· If I am claiming against a cash advance then I have selected the paid by method correctly as ‘cash advance’ otherwise I have selected ‘employee’
	[image: ]


	· Have I listed attendee names when claiming staff or client entertaining.
	

	· Have I input my bank details in to the Expenses section of Reach
	

	· [Please insert any other agency specific requirements set in AX on implementation]
	




Tips for Speedier Expense Claim Processing

· Please use the receipt number functionality in AX to help speed up processing of your claim This should be filled in for multiple receipts – eg: 1,2,3 etc and number the receipt so this corresponds to the Transaction Line on AX
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· To reduce the turnaround time that it takes for both the agency approver and the SSC Accounts Payable Team to review you expense claim, we ask that any jpeg / jpg attachments are saved in a word document, and that word document is attached alongside your expense claim.
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