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GMYT GROUP LTD
SOP: EXPENSE REVIEW & PAYMENT AUTHORIZATION
Purpose
Ensure all expenses are negotiated, verified, approved, and documented before payment.

1. PRE-EXPENSE CHECK
1.1 Vendor & Pricing
· Source minimum 3 vendors per service 
· No single vendor without justification 
· Negotiate all prices before approval 
1.2 Invoice Standard
Every invoice must be from a company not individuals:
· Reflect final negotiated amount only 
· Include: 
· Company name 
· Company account details 
· Clear service description 

2. EXPENSE SHEET SETUP
2.1 Format
· Use approved SMART Expense Sheet template only 
· Ensure: 
· Clear descriptions 
· Correct figures 
· Proper labeling 
2.2 Documentation
· Every entry must have a matching invoice 
· All invoices must be: 
· Uploaded to Drive 
· Ready before review 

3. INTERNAL REVIEW
3.1 First Review (Accounts + Teams)
· Confirm: 
· Accuracy 
· Invoice availability 
· Negotiation done 
3.2 Final Review (Assistant Manager)
· Validate: 
· Complete expense sheet 
· All invoices attached 
· Clarity of entries 
Rule: No incomplete or unclear submission proceeds.

4. AUTHORIZATION TIMELINE
4.1 Days
· Tuesdays & Thursdays only 
· Exceptions: urgent cases (must be justified) 
4.2 Timing
· Review: 9:00 – 9:30 AM 
· Send to GMD: before 12 noon 
4.3 Before Review
· Expense sheet shared 
· All invoices shared 
· Relevant team aligned 
4.4 Review Format
· Conduct via scheduled Zoom 
· Link sent in advance 

5. FINAL SUBMISSION (TO GMD)
· Only fully reviewed and complete documents allowed 
· No rushed or partial submissions 
5.1 Payment Template (Mandatory)
Must include:
· Payment amount / percentage 
· Company account to debit 
· Vendor account details 

6. AUTHORIZATION EMAIL
6.1 Structure
· Use approved format 
· Subject must include: 
· Payment purpose 
· Account to debit 
6.2 Recipients
Send to GMD and copy:
· PA 
· Assistant Manager 
· Accountant 
· Bank Officer 
6.3 Bank Emails
· Wema → princessoghene@gmail.com 
· Providus → gmd4gmytgroup@gmail.com 

7. PAYMENT EXECUTION
7.1 Approval Rule
· Payment only after GMD acknowledgment 
· Follow up until confirmed 
7.2 Bank Follow-Up
· Ensure immediate processing 
7.3 Proof
· Obtain payment proof immediately 

8. CLOSURE
· Send proof to vendor 
· Upload to Drive: 
· Expense sheet 
· Invoices 
· Payment proof 
· Maintain monthly expense folder 
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