I. General Documents: 

1. Process for submitting Invoices & Expenses Reimbursement: This document includes the instruction to be followed while submitting the time and expenses on a weekly and monthly basis. (This is applicable to delivery folks only.)

2. Email Signature – Guidelines: This helps to streamline our communication. Email Signature Guidelines 

Outlook Tips: In an effort to reduce clutter and increase productivity, we have created a document which will be helpful. Outlook Tips 

3. Communication Guidelines: This contains the instructions for setting up a WebEx meeting, to use conference bridge number. Communication Guidelines 
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