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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 
know General description of the participants 

• Next is described 
the participants of 
the offboarding 
process and the 
roles that the ones 
have. 

 

 

 

In this document you will find the offboarding process participants  

SCOTIABANK GBS: Nelson Ortega - Director Finance Global Business Services (Nelson.Ortega@scotiabank.com) 

SCOTIABANK GBS: Camilo Acevedo – Finance Manager (CamiloAndres.AcevedoContreras@scotiabank.com) 

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

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

 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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2. Main dates of the process 
 

ACTIVITY PERSON IN CHARGE MAXIMUN DATE OF IMPLEMENTATION FOLLOW UP 

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

  

 

TCS: Brahandon Vergara. 
Globant: Edwin Castillo 

Tech Mahindra: Carlos Mendez 
One week before of end the Contractor service.  

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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3. Process “Step by Step” 
 

# Step Detail Screenshot  
Supporting 
Documents 

1. 

 

Vendors (Globant, TCS and Tech 
Mahindra)  

The Vendor sends an email to GBS Team 
notifying that the date the Contractor will 
be leaving the project. They request the 
approval and confirmation on the 
offboarding in order to notify the resource 
when he/she can go to GBS Campus. 

 

The following could be possible reasons: 

1. No Renewal: The contractor will 
not be renewed, and a 
replacement is not needed.  

2. Performance: The Contractor is 
not having the expected results 
and a PIP plan was conducted with 
no improvement 

3. Abandonment: The contractor will 
leave before the Work Order or 
Amendment final date 
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# Step Detail Screenshot  
Supporting 
Documents 

2. CLEARANCE FORM  

 

The Vendor (Globant, TCS and Tech 
Mahindra) sends an e-mail attaching the 
Clearance Form. This file includes the 
information from the contractor, the list of 
assets provided with a serial number, and 
the name of the Hiring Manager.  
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# Step Detail Screenshot  
Supporting 
Documents 

3. 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 
questions.  

Thank you! 
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# Step Detail Screenshot  
Supporting 
Documents 

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.  

 

 
 
 
 
 
 
 
 
 
 
 

 

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. 
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# Step Detail Screenshot  
Supporting 
Documents 

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

Forward the e-mail in which the HM gave 
the0 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 / Notificación 
Entrega de Activos / Nombre  

Hola ______, 

Amablemente solicito la confirmación de la 
cita para [NOMBRE DEL CONTRACTOR], 
el día [día, mes de año] para realizar 
entrega de activos en el CAS. Adjunto 
envío el paz y salvo. 

Mil gracias, 
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# Step Detail Screenshot  
Supporting 
Documents 

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 

 

 

 

-------END OF THE PROCESS-------- 
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4. Process Flow 
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