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PROCESS - OFFBOARDING

1. Participants of the process

The main objective of the contractor offboarding process is to schedule the delivery of the assets that were given to the contractor
during his/her service time for ScotiaGBS. In this process the Contractor’'s Team reaches out to the Vendor (Globant, TCS or Tech
Mahindra) to validate what assets the contractor must deliver and schedule a date to return the equipment. This process needs
validation by all parties, that is, the Hiring Manager, the Vendor representative and by the GBS representative.

What you should < g ..
o General description of the participants

In this document you will find the offboarding process participants
SCOTIABANK GBS: Nelson Ortega - Director Finance Global Business Services (Nelson.Ortega@scotiabank.com)

Nextis Q?SC“bed SCOTIABANK GBS: Camilo Acevedo — Finance Manager (CamiloAndres.AcevedoContreras@scotiabank.com)
the participants of

the offboarding
process and the SCOTIABANK GBS: Ivan Martinez - Project Controller (ivan.martinezgarzon@scotiabank.com)

SCOTIABANK GBS: Laura Diaz - Financial Coordinator (lauramaria.diazmeza@scotiabank.com)

roles that the ones
have. SCOTIABANK GBS: Ronny Castro — Summer Student (ronny.castro@scotiabank.com)

SCOTIABANK GBS: Lina Angel Hidalgo — CAS Officer (lina.angelhidalgo@scotiabank.com)

TCS: Brahandon Vergara — Pascal Project (vergarapinzon.brahandon@tcs.com)

GLOBANT: Edwin Castillo — Project Manager ( e.castillo@globant.com)

Tech Mahindra: Carlos Mendez — Delivery Manager (CM00669309@TechMahindra.com)
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PROCESS — OFFBOARDING

2. Main dates of the process

ACTIVITY

Notification by Vendor via
e-mail starting the
Contractor ended his/her
service provision

PERSON IN CHARGE

TCS: Brahandon Vergara.
Globant: Edwin Castillo
Tech Mahindra: Carlos Mendez

MAXIMUN DATE OF IMPLEMENTATION

One week before of end the Contractor service.

FOLLOW UP

Financial Coordinator/Summer
Student

Approval by Hiring
Manager

Summer Student

Two business days

Summer Student

Push 1 (If applicable)

Financial Coordinator

Two business days

Financial Coordinator

Push 2 (If applicable)

Finance Manager/
Director Finance Global Business Services

One business day

Financial Coordinator

Forward e-mail to GBS
(CAS)

Summer Student

One business day

Summer Student
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PROCESS — OFFBOARDING

3. Process “Step by Step”

Supporting

Step Detail Screenshot
Documents

1. Vendors (Globant, TCS and Tech [Extemall TCS/OPERATION/1155NSalca entregade Acios Gustavo Henao 5
Mahindra) Ry & Ryl | S Fond || e
@ Brahandon Vergara Pinzon <vergarapinzon brahandon@tcs.com: e E
H To.  Pascal Contractor Adminstraton; © Angel Hidalgo, Ling; @ Diaz Mez, Laure; @ Castio Ayala, Ronny Man 2022- b
The Vendor SendS an emall to GBS Team Cc @ Acevedo Contreras, Camik; Guerthn:,S\Ma‘ Vergara pinadn, Brahandon daniek SLhuMedha»ewK.: Laura Rueda Peng; - Mary Coca Ardilz; ' Jsime Layo Holguin :
notifying that the date the Contractor will eton i T e e 2
be leaving the project. They request the [ 5
- . Pazy Salvo Cantratistas HCA-FO-07 VAT {T)ucksm "g
approval and confirmation on the @ B v o
offboarding in order to notify the resource 5
when he/she can go to GBS Campus. Buers s eam 85, o
Espern se encunren bien, E
Adjunto encuentran el formato debidamente difigenciado para solicitar 2 cita de entrega de activos para Gustavo Henao para el priximo 23 de Septiembre, agradezco por favor confirmacion de la itg, los activos los entrego l.'-'_l.l
The fo”OW|ng Could be pOSS|bIe reasons: yoen nombre del contratista ya que  contrafista es de Medelin, Iz fecha d salida de la compaia del contratista es el 23 da Seotiembre. L
. Thanks & Regards 5
1. No Renewal: The contractor will L
Brahandon Daiel Vergara
not be renewed, and a ot St GiS E
replacement is not needed. Tata ot Senies £
. . Calle 56#738- 90, Piso . =
2. Performance: The Contractor is B, Clonbi é
not having the expected results W vergzpinbebandngcs on o
and a PIP plan was conducted with =
no improvement | CA sl > 2
. SERVICES —
3. Abandonment: The contractor will o=
leave before the Work Order or Building on belief
Amendment final date EEEJ
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PROCESS - OFFBOARDING

Supporting

Step Detail Screenshot
Documents

2. CLEARANCE FORM G5Globales- FORMATO DE PAZ Y SALVO CONTRATISTA g Scotiaces

Pop— L

CODIE0: FECHA DEL DOCUMENTO: | VERSION:

T HOMBRE DEL CONTRATISTA  CEDULA E-MAIL PERSONAL Ho. CELULAR
The Vendor (GIObant’ TCS and TeCh EMPRESA CONTRATISTA EMPRESA QUE UNIDAD ¥ CARGO
Mahindra) sends an e-mail attaching the
Clearance Form. This file includes the SCOTIA 1D COMTRATISTA
Informatlon from the ContraCtor’ the IISt Of TEanDELcom’:;?;:gz?;:si?gomLApEnsoNAcoNTnATl & & %
assets provided with a serial number, and | | [HEseusnse 2o oot e e o FEGHR o BRSO FCToR
the name Of the lelng Managel’. ;rssar:qmDELcomn.«mEr\rrnEGSB.'GSGYLAEMPRES.«CDNTRAT DiA MES AfOD

‘ECHA ENTREGA ACTIVD:

| ACTIYOE A DEYOLYER

ACTI¥OE Si HNo NiA No. SERIAL
TARJET A DE ACCESO
LLAYE CAZILLERO
LLAYE CAJONERA o EECRITORI]
DIADERA
AUDIFONOS
HARD TOKEN
PORTATIL
CARGADOR PORT ATIL
PAALETIM PORTATIL

PANTALLA

CPU

PAOUIEE

TECLADD

CABLES [CORRIENTE]

OTROE
| PFAGO BUE DEBE REALIZAR EL CONTRATISTA |

CONCEPTOS NO 51 CONCEPTOS NO| 21

DESCUENTO TARJET & DE ACCESD PORTATIL

DIADER A CARGADOR PORTATIL

AUDIFONOS MAALETIN

CPU FOUSE

TECLADO CAELET

HARD TOKEN PAMTALLA

“aler total que deberd pagar o zer dezcontade al contratists

ELABEORADO POR:

HIRING MANAGER SCOTIAL

. Fecha Recibido
RECIBIDO GEGIGBS: GBSIGEG:

COMENTARIO?
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PROCESS — OFFBOARDING

Step Detail

APPROVAL REQUEST FROM HIRING
MANAGER

Send a request for approval to HM, to
receive the attestation that the contractor
is leaving the company.

EMAIL TEMPLATE.
To: Hiring Manager

CC: PascalContractorAdministration,
Financial Coordinator, Pascal Project.

Subject: Vendor / Offboarding / Business
Unit / CN# / Contractor's Name

Hi ,

Hope you are doing well. As part of the

offboarding process, we request your

approval on the attached form to proceed

with the offboarding for your contractor
on

We appreciate your response by [date]
EOBD.

Please let me know if you have any
guestions.

Thank you!

Screenshot

TCS / Offboarding / GEOF / GET / CN2236N / JUAN SEBASTIAN GOMEZ VIDAL

Castro Ayala, Ronny

To O Znkovic, Dregan
© @ DiazMeza, Laurz; * Pascal Contractor Administration
iy 7'ear Delete (7

) Reoly %) ReplyAl | 5 Foerd || e

Mon 2022-06-29 204 P

Retenti

) ed this
(1) You forwarded this me

@'ﬁ Pazy Salvo Contratistas Juan Sebastian Gomez Yidalsm v
T 1418

Hi Dragan,

Hope you are doing wel. As part of the offboarding process, we request your approval on the attached form to proceed with the offboarding for your contractor JUAN SEBASTIAN GOMEZ VIDAL on August 31,
We appreciate your respanse by today, August 20 EOBD.

Please let me know if you have any questians

Thank you!

Ronny Castro Ayala | infam - Contraciors

ScotiaGBS

oelguoo Seotiabank

(GBS Finznce Support

A, Calle 26 No 92 - 32 | Ecosistema Empresarial Connecta, Bogotd, Colombia
ronny.castro@scotiabank.com

GBSColombia

Scotizbank is 2 business name used by The Bank of Neva Scotia
Scotiabank es e nombre commercial utiizado por The Bank of Nova Scotia

Supporting
Documents
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PROCESS — OFFBOARDING

Step Detail

4, Push 1: (If applicable)

In case that the HM does not reply by the

end of the 2 business days, this needs to

be escalated to the Financial Coordinator
to send a reminder for the Hiring Manager
with an SLA of 2 business days.

Screenshot

Supporting
Documents

5. Push 2: (If applicable)

In case that the HM does not reply to the
Financial Coordinator an escalation needs
to be done to the Finance Manager.
Requesting for the approval within 1
business day.

6. APPROVAL BY HIRING MANAGER

The HM approves and informs that is
aware about contractor end service
provision to continue with the Offboarding
process.

RE:TCS / Offboarding / GEOF / GET / CN2236N / JUAN SEBASTIAN GOMEZ VIDAL

Tivkovic, Dragan © Regly | & ReolyMl > Forwerd || o
vkovic, Drag
T 8 CsmAl R Mon 2022-08-29 422 PM
Pag

@\au forwarded this message on 2022-06-29 4:36 P

@ Pazy S Contrtstas hen ebasian Gomer Viddakm
I 196

Hi,
Approved.

Thanks,
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PROCESS — OFFBOARDING

Step Detail

Screenshot

Supporting
Documents

7. FORWARD TO CENTRO DE ATENCION Y
SERVICIOS (CAS).

Forward the e-mail in which the HM gave
theO offboarding approval to the CAS Officer
to schedule the delivery of the assets that
ScotiaGBS provided to the Contractor during
the service time. The delivery is carried out
in the CAS Office.

This e-mail must be sent according to
specified format inside of the e-mail
template.

EMAIL TEMPLATE.
TO: CAS OFFICER

CC:
PASCALCONTRACTORADMINISTRATIO
N, FINANCIAL COORDINATOR, PASCAL
PROJECT.

Subject: Vendor / Operation / Notificacion
Entrega de Activos / Nombre

Hola ,

Amablemente solicito la confirmacion de la
cita para [NOMBRE DEL CONTRACTOR],
el dia [dia, mes de afio] para realizar
entrega de activos en el CAS. Adjunto
envio el paz y salvo.

Mil gracias,

FW. TCS/ Offboarding / GEOF / GET / CN2236N / JUAN SEBASTIAN GOMEZ VIDAL

Castro Ayala, Ronny
b To © Anqd Hidalgo, Linz

Cc @ Diez Mezg, Laum; C Pascal Coniractor Administraion; * Brahandon Vergara Pinzon
Retention Palicy 7 Vear Delete (7 years Expires. 209-08-27

E Paz y Sabvo Coniratstas Juan Sebastian Gomez Vidalalsm "
1] K

HolaLing,
Amablemente salicto 3 confirmacidn de la cta para JUAN SEBASTIAN GOMEZ VIDAL, €l dia 31 de Aposto para reaizar entrega de activos en el CAS. Adjunto envio el pazy salve.
Wil gracias,

Ronny Castro Ayala | Itz - Coniraciors

ScotiaGBS

s Seofiobank

GBS Finance Suppart

v, Calle 26 No 92 - 32| Ecosistema Emgresarial Connecta, Begots, Colombia
Toany.castro@scotiabank.com

GBS Calombiz

Scofiabank is 3 business name used by The Bank of Nova Scofia.
Scofiabark es el nombre commercia ufizado por The Bank of Nova Scotia

kg ihafyor

From: Zivkovic, Dragen <dragzan zivkovicscotiabenk com>

Sent: August 29, 2022422 PM

Ta: Castro Ayalz, Ronny <uanny.castro@scotiabank com>

Cc: iz Mezz, Laura auramari dizmmeza@scotiabank com; Pascal Contractor Administration <PascalConiractorAdminisiration @scofiabank com»
Subject RE: TCS / Offboarding | GEOF / GET / CNZZ356M  JUAN SEBASTIAN GOMEZ VIDAL

Hi,

Approved.

Thanks,

(‘; Reply «" Reply Al — Forward | |+

Mon
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PROCESS — OFFBOARDING

Step Detail

8. NOTIFICATION OF DELIVERY OF THE
CLEARANCE FORM(CAS):

After the Contractor successfully delivers
the assets, the CAS Officer attaches a
format notifying that the assets were
delivery correctly.

This evidence needs to be saved in the
following route:

GBS Finance — Contractors > 6.
Offboarding > Signed

Screenshot

RE: [External] TCS/OPERATION/Salida entrega de Activos Juan Sebastian Gomez

Angel Hidalgo, Lina
To " Brahandon Vergara Pinzon; * Pascal Contractor Administration; @ Castro Ayala, Ronny

Cc @ Acevedo Contreras, Camilo; @ Diaz Meza, Laura; ) Guerchon, Silvia; ' Vergara pinzén, Brahandon daniel; © Sethu Madhavan K.
Retention Policy 7 Year Delete (7 years) Expires 2029-08-29
] offacarcing
Juan Gomez pdf v
] T77KB

ﬁ Translate message to: English ~ Mever translate from: Spanish ~ Translation preferences
Buenas tardes!

Adjunto envio paz y salvo correspondiente a Juan Sebastian Gomez.

Quedo atenta a cualquier comentario.

Regards
Lina Angel Hidalgo | CAS OFFICER

ScotiaGBS

delgrupo Scotiabank

Certificado

Recursos Humanos / Payroll & HR Administration

v, Calle 26 No 92 - 32/ Ecosislema Empresarial Connecta, Bogota, Colombia
T:+ 5714252330 Ext 72765

novedadesqbs@scotiabank com

GBSColombia

Scofiabank is a business name used by The Bank of Nova Scofia.

Scofiabank es el nombre commercial ufilizado por The Bank of Nova Scofia

Laura Rueda Pena; - Mary Coca Ardila;

Supporting
Documents

VI

Paz ny salvo Gustavo Henao.pdf

706 KB

B
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PROCESS - OFFBOARDING

4. Process Flow

RECEIVE VENDOR NOTIFICATION
VIA EMAIL STATING THAT THE

| ke CONTRACTOR ENDED HIS/HER
SERVICE PROVISION

PAZ Y SA Lvo VALIDATING INFORMATION

gl  AND SEND E-MAIL TO HIRING
MAMAGER FOR HIS/HER
APPROVAL

VENDOR

APPROVED
SUMMER STUDENT BY HIRING —.-| PUSH1 |— PUSH2

MANAGER
HIRING MANAGER YES

YES
FINANCIAL COORDINATOR
YES

FINANCE MANAGER

FORWARD THE E-MAILTO
GBS (CAS) RESPONSIBLE
TOSCHEDULE ASSETS

GBS (CAS)

DELIVERY.

ScotiaGBS

del grupo Scotiabank

NOTIFICATION
aummmmmmmns OF DELIVERY

10 | OFFBOARDING PROCESS V01| Macroproceso ’{g}, Scotiq ba nk



PROCESS - OFFBOARDING

CONTROL DOCUMENTAL

VERSION NUMBER REVIEWED BY APPROVED BY
NELSON ORTEGA
RONNY CASTRO LAURA DIAZ MEZA DIRECTOR FINANCE GLOBAL BUSINESS SERVICES
1.0 SUMMER STUDENT | FINANCIAL COORDINATOR CAMILO ACEVEDO

FINANCE MANAGER
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