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Date: 2/27/2024

Cost Per Second: $ ,3.5,E-0317

HR & Adm Offr

Owner: Shaji George C Actions O Feedback

Diagram Version: 4 @ Change Log O Keywords

Review Date: None @ Change Requests ® Read Only
F.T.E.: 0.00



Receive
Personnel file
from
Recruitment

N

New Landing Page - Level 1.1.6.11.1.1.2.10.1.4

Transfer of candidate (under grace period)

Access LMRA
system

System accessed

Submit online
application for
transfer of

HR & Adm Offr

Title: Transfer of candidate (under grace period)

Author: Mohammed Ahmed Khan
Date: 9/20/2021
Volume: 0.00 Per Second

Authorization: Authorized
Date: 2/27/2024

HR & Adm Offr

Cost Per Second: $ ,3.5,E-0317

Documents required:
1. Contract
2. Passport Copy
3. CPR Copy
4. Education Certificate
5. Medical report
6. Intention to transfer form
7. Grace period validity or extension
(if not valid for 15 days)

Application
submitted for
approval

Version: 4

Print work permit
visa & place in
employee HR file

Owner: Shaji George

Diagram Version:
Review Date:
F.T.E.

Work permit
received &
forwarded to
employee

—’X

HR & Adm Offr

4
None
0.00

O Actions O Feedback
@ Change Log O Keywords
@ Change Requests ® Read Only



Expat
Employees
requirements

New Landing Page - Level 1.1.6.11.1.1.2.10.2

Process Work Permit Renewal

Prepare list of List prepared Forward list to Renewal Submit for
employees department confirmed renewal on
heads LMRA online
HR & Adm Offr HR & Adm Offr HR & Adm Offr
Renewal await
payment
Renewal Visa forwarded
Request payment Print renewed and placed in
payment from completed visa and update Employee file
finance records

HR & Adm Offr

Title: Process Work Permit Renewal

Author: Edwin Ramos
Date: 6/22/2010
Volume: 0.00 Per Second

Authorization: Authorized
Date: 3/20/2024

Cost Per Second: $ ,3.5,E-0317

N

Owner: Shaji George

Diagram Version: 4

Review Date: None

F.T.E.: 0.00

Version: 4

O Actions
@ Change Log

O Feedback
® Keywords

@ Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.1.1.2.10.3 Version: 4

m Process Family Addition to Visa

Not entitled, X
rejected
(Salary not
entitled)
Emt;g:tees Check Requirements Application Payment Print visa, Visaai:;ue'j
requirements r::;'z;:z?: met Appl;{na“tn:MRA submitted p:\jr?]l;i?f:g;n completed :ﬁja::n,rf:;":; forwarded
o s frenee emploree X
(s) Internet
Title: Process Family Addition to Visa Owner: Shaji George C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 4 @ Change Log ® Keywords
Date: 6/26/2010 Date: 2/27/2024 Review Date: None @ Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.1.1.2.10.4

Process Work Permit Corrections

Receive reguest

from employee Submit change

request on LMRA
e-support

Request
submitted

Received corrected
Work permit &

Print corrected Hand-over wi ith
visaonline employee

v

. Process Work Permit Corrections

: Edwin Ramos
: 6/26/2010
: 0.00 Per Second

Authorization: Authorized
Date: 4/30/2023
Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George
Diagram Version: 3
Review Date: None
F.T.E.: 0.00

Version: 3

O Actions O Feedback
@ Change Log ® Keywords
@ Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.1.1.2.10.5 Version: 3

m Work Permit Passport Details Update

Expat renews :
Passp:;t;\ll\"r:;i:: inside mS::;nsitts:ar\l‘ﬂPgReA szzqm‘::tsgd ‘Pl:'isr;t;g?:ete; Shae’l:;‘l’::::'th
online update records
»X
—
W dotals g updated upon amial i airpor Pt updat i Hempiore

records e

TN
Title: Work Permit Passport Details Update Owner: Shaji George C Actions O Feedback
Author: Bashayr Al sharidi Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
Date: 4/12/2023 Date: 11/16/2023 Review Date: None @ Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.1.1.2.11

Process Profession Change

Documents
received for

Bahraini Nationals Access SI0 system

e —

Version: 4

Documents
received for non

Bahraini Nationals Access LMRA

system

- @ @ @ @O0

: Process Profession Change
. Edwin Ramos

1 6/26/2010

: 0.00 Per Second

change
occupation form

Submit request for
approval & attach
all documents

update & file the
approved copy in

Authorization: Authorized
Date: 11/27/2023
Cost Per Second: $ ,3.5,E-0317

employee file

File rejected,
return to
employee

Owner: Shaji George
Diagram Version: 4
Review Date: None
F.T.E.: 0.00

File rejected,
return to
employee
System Form Request Profession
accessed completed N approved changed
Access SIO update Submit request for Check the system
job title form approval update
IV
1. Appointment scheduled at NPRA office to
Document to be change the RP sticker placed onthe employee's
attached : passport.
- LMRA permit s‘ervice OR
.p . 2. Due to COVID, amended RP sticker with new
application form L N
occupation is placed onthe passport during the
- Contracts :
renewal of the visa.
System Form Q Request Q Profession
accessed Access LMRA completed approved Check the system changed

O Actions O Feedback
@ Change Log ® Keywords
@ Change Requests ® Read Only



Information
received from
department

N

Send GR to Police
Department

Title: Police Cases
Author: Edwin Ramos

Date: 6/23/2010

Volume: 0.00 Per Second

New Landing Page - Level 1.1.6.11.1.1.2.13

Police Cases

Documentation:
Original Passport,
Open One way Air
Ticket, Company

Clearance, Cash-EoSB

Case handled
by police

Case rejected

g 6)

Prepare & submit

documentation to
Police Dept.

Reasons: Vehicle
Accident, Traffic
Violation, Theft,
Alcohol & Drugs,

-

HR will hold salary
until case resolved or
employee released

Personal Issues &
Other cases

To seek legal advise

Information Police
collected Q requested
Determi guarantee
etermine
letter Forward case to

reason for the
case

Authorized
3/3/2024

Authorization:
Date:
Cost Per Second: $ ,3.5,E-0317

Legal Dept.

Case accepted,
Q recommendati
on advised

Employee

Prepare & released

guarantee letter
to Police Dept.

Version: 3

Inform payroll for
deduction if any

Salary
released

6

Inform Payroll to
release salary

Owner: Shaji George
Diagram Version: 3
Review Date: None
F.T.E.: 0.00

O Feedback
@ Change Log ® Keywords
@ Change Requests ® Read Only

O Actions



Title
Author
Date
Volume

: Process Mail

: Edwin Ramos

: 6/10/2010

: 0.00 Per Second

New Landing Page - Level 1.1.6.11.1.1.2.14

Process Mail

Receive

Pickup Mail
from Post Office

N

[,

Fax

4+

Process
Incoming
Mail/Fax

¢

Company Mail
Personal Mail

employees &
departments

—’x

—’X

Receive Mail Mail returned
fopost office

Authorization: Authorized

Date: 3/20/2024

Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George

Diagram Version: 3
Review Date: None
F.T.E.: 0.00

Version: 3

O Feedback

@ Change Log ® Keywords
@ Change Requests ® Read Only



Title
Author
Date
Volume

Pickup Mail
from Post
Office

—

-

Receive Mail

: Process Incoming Mail/Fax

. Edwin Ramos
1 6/10/2010
: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

New Landing Page - Level 1.1.6.11.1.1.2.14 .1

Process Incoming

Company Mail opened
9 Personal Mail not
opened

Sorted &
ready for
recording

I

Sort Mail

HR & Adm Offr

Authorization: Authorized
Date: 3/3/2024

Record Mail

HR & Adm Offr

For registered mail
record number on the
Mail Registration form

For Company Mail
record on Incoming
Correspondence Mail
Form
Fax registered on Fax
Record Form
Attach: Forms

Ready for
delivery

Diagram Version: 3

Deliver Mail to
staff &
departments

HR & Adm Offr

Undelivered
Mail

Post Office

Retumn Mail to

HR & Adm Offr

Mail & Fax
delivered to
relevantemployees
& departments

—’X

Mail
returned to
post office

¥

Owner: Shaji George

Review Date: None
F.T.E: 0.00

Version: 3

O Actions
@ Change Log

O Feedback
® Keywords

@ Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.1.1.3 Version: 3

m HRD - Employee Relations

s o ¥ Ao sarend
Action
Title: HRD - Employee Relations Owner: Shaji George C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
Date: 5/25/2017 Date: 3/20/2024 Review Date: None @ Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.1.1.3.6

Disciplinary Action

Monitor &
Manage Risk

Violation with
risk

Attach: Sample Letter

Receive information
fromdept head
regarding violation

b Disciplinary
committed by Normal i
: Letter read Action served
employee Determine violation D u Forward letter to employee
f to dept.
t_ype .o Prepare letter
violation manager
- » to employee L »
HR & ADM N;T’?::Alceaje HR& ADM HR& ADM
Mngr Mngr Mngr
Receive feedback
from Dept head on
QRMinvestigation
Change degree Receive letter
———— P Reviewcase of Disciplinary signed by
action imposed employee
- L
Employee disagree cai?sér;lth
&refusedtosign HR & ADM reviewed HR & ADM HR& ADM

Mngr

Mngr

Consult Legal for

Mngr

. Records
advise on
violations subject ! e updgted &
for termination Reinvestigation filed
Recommend of case
reinvestigation Monitor &

of the case Manage Manage

Risk Payroll
Legal advise
received

HR & ADM
Mngr

Owner: Shaji George
Diagram Version: 3
Review Date: None
F.T.E.: 0.00

. Disciplinary Action
. Edwin Ramos

1 6/28/2010

: 0.00 Per Second

Authorization: Authorized
Date: 3/3/2024
Cost Per Second: $ ,3.5,E-0317

Version: 3

Employee
accepted &
signed the
letter

Disciplinary
action
imposed

4>X

O Actions O Feedback
@ Change Log ® Keywords
@ Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.1.1.4

Version:

m HRD- Payro”
Approved file File forwarded Emploveet
received from toFile & movemen
requirement Employee
Recruitment * Records * movement
Section Executive Process Active completed
Process New Employee
Hi
4’ ires IX 4’ Movement X
HR & ADM HR & ADM
Mngr Mngr
Payment Submi
Monthly approved, °u mitto
Forward to f ded t finance for
Manpower i i Approved Leave orwardec to releasing loan
Report from Director Finance L N finance to release Request B ¢
for final approval reques leave sala N amoun
departments ‘ received from ‘ v r(;celv;d fm;" ;
departments epartmen
4» Process 4’ Process 4’ 4’
Monthly Leaves p Process Loans
N
Payroll
m—
A Forward Bank
. . Application
Adjustments HR & ADM Pay siips HR & ADM filed HR & ADM Letter to
Report from forwarded to department
Finance L employees Mngr Mngr
Approved
Resignation or
Dept fwrds monthly Termination
invoice recvd from Approved received from HR Copy of EOSB filed
Outsource Company * invoice fwrd Director * (file marked as
to FIN i i
Process Process End of inactive)
Payroll for Service
— > —— y L
Casual Labor Benefits X

Title: HRD - Payroll
Author: Edwin Ramos

Date: 5/25/2017

Volume: 0.00 Per Second

HR & ADM
Mngr

Authorization: Authorized
Date: 3/3/2024
Cost Per Second: $ ,3.5,E-0317

HR & ADM
Mngr

O Actions O Feedback
@ Change Log O Keywords
@ Change Requests ® Read Only

Owner: Shaji George
Diagram Version: 3
Review Date: None
F.T.E.: 0.00



New Landing Page - Level 1.1.6.11.1.1.4.2 Version: 3

m Process New Hires

Approved file o
repcl:ived from @ File LE‘] Records FIL?IZOKTF’{ZT;[;;O
Re;rel:ttir::nt Verify complete updates Ft_)r.ward fil.e to Executive
completeness of Update Record filing section
) file ;X
HR & Adm Offr HR & Adm Offr
(s) EMIS
Incomplete
supporting
documents,
file rejected
Employee
Title: Process New Hires Owner: Shaji George C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 3 @ Change Log ® Keywords
Date: 6/19/2010 Date: 12/6/2023 Review Date: None @ Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

Employee
movement
requirement

|

New Landing Page - Level 1.1.6.11.1.1.4.3

Process Active Employee Movement

]

Complete the
PAF with all
details for the
new position

HR & ADM Mngr

Place copy of
PAF in
employee's HR

file

HR & ADM Mngr

Version: 4

. Process Active Employee Movement

. Edwin Ramos
1 6/14/2010
: 0.00 Per Second

Authorization: Authorized
Date: 3/3/2024

Cost Per Second: $ ,3.5,E-0317

Diagram Version: 4
Review Date: None
F.T.E.: 0.00

PAF ready for Direct CGM approval Approved PAF
processing Manager completed Forward PAF to received
Approve the PAF approval Approve the PAF HO-HR for
completed further approvals
N *Via SMSA
group & email
*All records updated
o HRrecords Forward PAF to Payroll/ FIN ] Employee
updated & HO Payroll records Announce movement
filed Officer / FIN for updated employee completed
Manpov{er movement in all
Pref ! channels <
Owner: Shaji George C Actions

@ Change Log

O Feedback
® Keywords

@ Change Requests ® Read Only



Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.1.1.4.4

N

HR & ADM Mngr

+

Process EQSB
for resigned
employees

. Process End of Service Benefits
. Edwin Ramos

1 6/15/2010

: 0.00 Per Second

EOSB paid

Process End of Service Benefits

Authorization: Authorized
Date: 3/3/2024

Cost Per Second: $ ,3.5,E-0317

Process EOSB

for employees

non-renewal of
contract

HR & ADM Mngr

4’X

Owner: Shaji George

Diagram Version: 3
Review Date: None
F.T.E.: 0.00

¥

Process EOSB
for terminated

—————p employees 4’)(

HR & ADM Mngr

O Actions
@ Change Log

Version: 3

O Feedback
® Keywords

@ Change Requests ® Read Only



Employee
resignation

Send approved
documents &
accrued leave

——® days toHO-HR

Title: EOSB for resigned employees

HR & ADM Mngr

Author: Edwin Ramos
Date: 6/23/2022

Volume: 0.00 Per Second

New Landing Page - Level 1.1.6.11.1.1.4.4.8

EOSB for resigned employees

Approved documents:
1. Resignation Form
2. Exit Interview Form
3. Clearance Form

Final EOSB calculation
must be approved by
HR Manager & FIN
Manager

FOSB initial ¢ E0SB EOSB
calculation calculation Request calculation
verified employee to acknowledged

Verify & confirm
EOSB calculation

acknowledge &
sign EOSB Form

Frwd signed
EOSB form with
all docs to BAH-
FIN for transfer

EOSB transfer
completed

Version: 3

Verify & confirm
EOSB pymt rec'd
by employee

HR & ADM Mngr

HR & ADM Mngr

Authorization: Authorized
Date: 3/3/2024
Cost Per Second: $ ,3.5,E-0317

HR & ADM Mngr

Owner: Shaji George
Diagram Version: 3
Review Date: None
F.T.E.: 0.00

HR & ADM Mngr

O Actions
@ Change Log

EQSB paid

4>X

O Feedback
O Keywords

@ Change Requests ® Read Only



Title
Author
Date
Volume

Q@

New Landing Page - Level 1.1.6.11.1.1.4.4.9

EOSB for terminated employees

=

Incase of refusal to
sign, 2 witnesses are
required to sign the

letter.

Approved documents:
1. Resignation Form

2. Exit Interview Form
3. Clearance Form

Version: 3

Final EOSB calculation
must be approved by
HR Manager & FIN
Manager

EOSB
calculation
verified

. Employee Employee
Fwrd termination informed agreed
letter to dept head Request employee Send approved ) i
to inform tosignas documents & Verify & confirm
employee acknowledgement :ccr\;&d}—:;a:; EOSB calculation
ays to HO-

HR & ADM Mngr HR & ADM Mngr HR & ADM Mngr HR & ADM Mngr

R t EOSB Frwd si d EOSB transfer
eques : rwd signe completed i i
employee to calculation EOSB form with Verify & confirm

acknowledge &
sign EOSB Form

acknowledged

all docs to BAH-
FIN for transfer

EOSB pymtrec'd
by employee

HR & ADM Mngr

. EOSB for terminated employees

. Edwin Ramos

: 7/6/2022

: 0.00 Per Second

HR & ADM Mngr

Authorization: Authorized
Date: 3/3/2024
Cost Per Second: $ ,3.5,E-0317

HR & ADM Mngr

Owner: Shaji George

Diagram Version: 3

Review Date: None
F.T.E: 0.00

4’)(

O Actions
@ Change Log

O Feedback
O Keywords

@ Change Requests ® Read Only



Title
Author
Date
Volume

. EOSB for employees non-renewal of contract
: Edwin Ramos

: 7/6/2022

: 0.00 Per Second

[, employee

New Landing Page - Level 1.1.6.11.1.1.4.4.10

EOSB for employees non-renewal of contract

In case of refusal to
sign, 2 witnesses are
required to sign the
letter.

Approved documents:
1. Resignation Form
2. Exit Interview Form
3.Clearance Form

Final EOSB calculation
must be approved by
HR Manager & FIN
Manager

Fwrd letter of non- Employee Employee EOSBinitial EOSB
renewal of informed agreed Send approved calculation calculation
R t I ifi
contract .10 dept Eqizssi a;nssuyee documents & Verify & confirm verified
head to inform 8 accrued leave EOSB calculation
acknowledgement days to HO-HR
HR & ADM Mngr HR & ADM Mngr HR & ADM Mngr HR & ADM Mngr
EOSB . EOSB transfer .
Request calculation Frwd signed completed Verify & confirm EOSB paid
employee to EOSB form with .
acknowledge & acknowle dged all docs to BAH- EOSB pymt rec'd
sign EOSB Form FIN for transfer by employee X
—_————»

Version:

HR & ADM Mngr

Authorization: Authorized

Cost Per S

HR & ADM Mngr

HR & ADM Mngr

O Actions
@ Change Log

Owner: Shaji George
Diagram Version: 3
Review Date: None
F.T.E.: 0.00

Date: 3/3/2024
econd: $ ,3.5E-0317

O Feedback
O Keywords

@ Change Requests ® Read Only



Approved leave

request

received from
departments Determine Leave
type
—_—————»

Title: Process Leaves
Author: Edwin Ramos

Date: 6/14/2010

Volume: 0.00 Per Second

New Landing Page - Level 1.1.6.11.1.1.4.5

Process Leaves

Payment approved,
; forwardedto FIN
B Dept to release
Privileg Process Privilege leave salary
Leave Leave with
settlements I EE—

Attach: Sample Leave
Application Form

For leaves more than 10
days, Privilege Settlement
to be followed

Payroll Offcr

+

Application filed

Other Leave

Other Leaves

Payroll Offcr

Authorization: Authorized
Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George
Diagram Version: 2

Review Date: None
F.T.E: 0.00

Version: 2

O Actions O Feedback
@ Change Log ® Keywords
O Change Requests ® Read Only



Privilege
Leave, with
settlements Perform Leave
Days Calculations
—_—>
Payroll Offer
Determine Status
Payroll Offcr
Direct
Manager
disapproved,
file rejected
! Inform Direct
x Manager
&

Payroll Offcr

Title: Process Privilege Leave with Settlements
Author: Edwin Ramos

Date: 6/14/2010

Volume: 0.00 Per Second

Employee should bear

Process Privilege Leave with Settlements

Exit re-entry & Air

Ticket

Number of accrued
leave days

copy fwdd to
finance for
checking &

verification

New Landing Page - Level 1.1.6.11.1.1.4.51

Receive Verified Ready for

Settlement from

Payroll Offcr

Copy forwarded
to travel desk for
issuing tickets

4’)(

Copy
forwarded to
Govt.
Relation for
exitre-entry

Payroll Offcr

Payroll Offcr

File approved

Authorization: Authorized
Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317

Payroll Offcr

Submit to
AR Personnel &
submission
Manager for
Approval

Payroll Offer

Link To:
Finance

Owner: Shaji George

Diagram Version: 2
Review Date: None

F.T.E.: 0.00

Govt. Relation

Version: 2

O Feedback

@ Change Log ® Keywords
@ Change Requests ® Read Only



Other
Leaves

—

Title: Other Leave
Author: Edwin Ramos
Date: 6/15/2010

Verify Leave
Request

Payroll Offer

Check all supporting
documents: Copy of Death
Certificate or Marriage
Certificate or Birth
Certificate (new born)

Verification
completed

Volume: 0.00 Per Second

Submit to
Personnel &
Govt. Relations
Manager for
Approval

Payroll Offer

New Landing Page - Level 1.1.6.11.1.1.4.5.3

Application
accepted

Other Leave

Inform Direct
Manager

Payroll Offcr

Application rejected

Manager
informed

Update Records

Records
updated

A copy of application
to be forwarded to
Finance

Application

Hand-over to filed

Employee Files
& Record

Executive

Authorization: Authorized

Date: 3/9/2023

Cost Per Second: $ ,3.5,E-0317

Payroll Offecr
(s) EMIS

Owner: Shaji George
Diagram Version: 2
Review Date: None
F.T.E.: 0.00

Payroll Offer

O Actions
@ Change Log
@ Change Requests ® Read Only

Version: 2

O Feedback
® Keywords



New Landing Page - Level 1.1.6.11.1.1.4.6 Version: 2

A copy to be taken for
filing purpose
For Bank Loan-
Personnel & Govt.
Relations Manager is
authorized to sign as
an alternative

Prepare Report
according to
recovered fund
availability (may not
accommodate all
employees due
shortage of floats)

Check float amount
available after
monthly payroll
First come - First

served basis

R + Request Bank (0@
quesd | verified for Report information
refc:;: 1ul Company Fund ready for Q ready for
department Loan check Fund available approval Submit for updating Update Record
Verify Request Availability Prepare Report approval from
» HR Director
Payroll Offcr Payroll Offcr Payroll Offcr Payroll Offcr
(s) EMIS
Letter ready
for approval u’?aedcaot:edd
Forward Bank
@ Letterto
department
Forward copy to
Request verified for Bank Loan Prepare Bank filing section
Letter »(
Payroll Offcr Payroll Offcr
Title: Process Loans Owner: Shaji George C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 2 @ Change Log ® Keywords
Date: 6/15/2010 Date: 3/9/2023 Review Date: None @ Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Monthly
Manpower
Report from
departments

New Landing Page - Level 1.1.6.11.1.1.4.7

Process Monthly Payroll

Version: 3

Rvecvord Mnapower Submit Manpower Verify Manpower Records MSubmil
> Verify & update Ver';'Ed:‘ Prepare repo;t ready Manpower to balanced report and updated anpower
leave records update Manpower bal or HR & Admin update Additions rEle[‘jl to FII’I?HCE
alandng Manager and Deductions an _C_G M_ or
Verification
—_———»
Adjustments (s) EMIS (s) EMIS
Report from
Finance HR & Adm Offr HR & Adm Offr (s)EMIS Man:zer: pES Manager- HR &
min "
Ad
HR & Adm Offr e
Receive from finance after
verification & approval
Forward 10
Director
Repofr[t):eadv Finance for
Submit P;\Zirjb?i‘:rﬂll Payrfyll Verify Payroll attachment final approval
Manpower Approval HR & Admin verified with Finance with Bank Payroll
report to Head received M P and submit it to Sheet Completion Is :
office HR anager for HO HR
Verification
——X

Manager- HR &
Admin

Title: Process Monthly Payroll

Author: Edwin Ramos
Date: 6/15/2010

Volume: 0.00 Per Second

Manager- HR&
Admin

Authorization: Authorized
Date: 3/24/2024

Manager- HR &
Admin

Cost Per Second: $ ,3.5,E-0317

Manager- HR &
Admin

Pay slips forwarded
to employees

Owner: Shaji George
Diagram Version: 3
Review Date: None

F.T.E.: 0.00

O Actions O Feedback
@ Change Log ® Keywords
@ Change Requests ® Read Only



Dept fwrds
monthly invoice
recvd from
Outsource
Company

Check & verify
correctness of

p report submitted

HR & Adm Offr

Title: Process Payroll for Casual Labor

Author: Edwin Ramos
Date: 5/4/2011
Volume: 0.00 Per Second

Authorization: Authorized

New Landing Page - Level 1.1.6.11.1.1.4.8

Process Payroll for Casual Labor

Deptto completely fill-up the Casual Labor Form
(see attachment)

Timelines: Company to submit the Invoice to Dept - on or before 7th of the following
month
Dept to Payroll - on or before 10th
Payroll to FIN/IAD - on or before 12th
FIN/IAD to HRD - on or before 16th
HRD to FIN - 17th

Fwrd to FIN & Approved
Q IAD for invoice fwrd to

verification FIN for

and approval Final approval payment

- 0

HR & ADM Mngr

Owner: Shaji George
Diagram Version: 3
Date: 3/3/2024 Review Date: None

Cost Per Second: $ ,3.5,E-0317

F.T.E.: 0.00

Version: 3

O Actions O Feedback
@ Change Log O Keywords
@ Change Requests ® Read Only



Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.1.2

HRD - Training & Org Development
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(s) S-panel
Shipper
requested
RTS
Link To:
RTS
Title: Resolve International UTL Owner: Shaji George C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 4 @ Change Log O Keywords
Date: 4/11/2017 Date: 3/9/2025 Review Date: None @ Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author

Date:

Volume

Shipments for inactive/ Shpts
L[‘J Q Hand-over @ D Shpt log Q abandoned Q delivered
Receive hand- complete for3mos. Deliver parcels to Chari
. updated o Charity
Y over from Make sILupment i Sort shipments & HV shptsto
Station e chosen Charity
—————>
No update
Received STN Agent STN Agent STN Agent STN Agent
(Unclaimed)

: BAH - OPS Overgoods Section

. Edwin Ramos
11/6/2017
: 0.00 Per Second

(s) CORE

New Landing Page - Level 1.1.6.11.2.10

BAH - OPS Overgoods Section

Shpts for
HAL Link To: Process
inbound HAL
Pull-out shpts & shipments
forward to STN
Link To: Deliver
Shipment
STN Agent Shpts for
delivery

Print current CORE
details & attach to
the shipment

Check actual shpts
received against the
manifest

Sort as: Low Value & High
Value shipmentsin OVG
racks inside the HV cage.

OPS Supervisor together
with QRMrepresentative
will identify & deliver the

shipments t the charity
organization

(s) MS Excel

Obtain proof of
delivery

STN Agent

Shipments
) disposed
Dispose low
value
documents L
La

STN Agent

Owner: Shaji George
Diagram Version: 4
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
Date: 8/2/2023
Cost Per Second: $ ,3.5,E-0317

O Actions

@ Change Log

Version: 4

O Feedback
O Keywords

@ Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.2.11

Shipment
‘ moved to cage
Pre alert (Y
received Gateway X
Inbound
- Process
X
Shipments
transferred to
Station
Ops Mngr
‘ Shipment
Shipments Transit dlsnatldwrfd antd
arrived Shipment pre alert sen

handling

» Process WX

Ops Mngr

Title: BAH - Gateway Operations
Author: Edwin Ramos

Date: 11/6/2017
Volume: 0.00 Per Second

Authorization: Authorized
Date: 11/29/2023
Cost Per Second: $ ,3.5,E-0317

BAH - Gateway Operations

Export shipments
received from
STN

-  »

Shipments
unresolved
with clearance
issues

N,

; Registered and
Load
dispatched
Gateway
Outhound
Process I—
Ops Mngr
; Shipments
ready to
dispatch
Return to Origin
"

Ops Mngr

Owner: Shaji George

Diagram Version: 6
Review Date: None

F.T.E.: 0.00

Version: 6

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Title
Author

Date:

Volume

. Gateway Inbound Process
: Mohammed Ahmed Khan
10/2/2023

: 0.00 Per Second

New Landing Page - Level 1.1.6.11.2.11.6

Gateway Inbound Process

Truck exited

4’X

Clear Coor

* Truck offloaded Origin Export *
inBLZ Bayan Received
Pre alert yan Receive
R Pre-alert warehouse Causeway to
received o
Receiving BLZ Transfer
_— Process 4»( —_———> Process
‘ Shipment
moved to cage
Shipment Bahrain
received in BLZ Gateway Import 4’)(
Handling
- N
Shipments
transferred to
Station
Clear Coor

Authorization: Authorized

Date: 11/9/2023

Cost Per Second: $,3

.5,E-0317

Owner: Mohammed Ahmed Khan

Diagram Version: 2
Review Date: None

F.T.E.: 0.00

Version: 2

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.2.11.6.1

m Bahrain Gateway Import Handling

High Value

Shipments
Shipment transferred
¥ ————*
Shipment Determine
received in BLZ Off load Bags ! shipment type SL;W Valute Custom Shipments forwarded to STN
Shipment & segregate ipments Clearance
& Pallets Off loaded greg Process —  »

o—

Transfer completed

.

m e
Clear Agt

Handler

Customs Offcr

Title: Bahrain Gateway Import Handling Owner: Shaji George
Author: Nouf Al Rammah Authorization: Authorized Diagram Version: 3
Date: 10/2/2023 Date: 3/9/2025 Review Date: None

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 3

O Actions
@ Change Log

O Feedback
O Keywords

@ Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.2.11.6.1.3

Custom Clearance Process

High value * Shipment
shipments Cleared Transfer to
High value .
: Station
shipments
| process
L
GW Clear Agt
Supervisor
Sec Officer
Handler
Not Cleared
LD?” Value Shipments go X-ray not Physical
Shipments through cleared inspections Resolve
Customs X- perform by Clearance
Ray customs N Issues
———————» »
Not Cleared
cleared
Shipments
cleared
. Shipments
Shipments
forwarded to ; dea:zdlua: low
STN Low Value
shipments
 —
Clear Agt
Transit Shipments go X-Ray Transfor Transfer
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Clear Agt
OFOQ (s)
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Diagram Version: 4
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Title: Transit Shipment handling Process Owner: Shaji George C Actions O Feedback

Author: Nouf Al Rammah Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords
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Title: Process Shipment at Origin Station Owner: Shaji George C Actions O Feedback
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Title: Process Document Shipments Owner: Shaji George C Actions O Feedback
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Title: Pickup Document Shipment Owner: Shaji George C Actions O Feedback
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Title: Process High Value Shipment
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Date: 3/9/2023 Review Date: None

Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 3

O Actions O Feedback
@ Change Log ® Keywords
O Change Requests ® Read Only



Accept non-
Pickup plan docume nt
shipment

International
non-document

shipment

New Landing Page - Level 1.1.6.11.2.12.1.4.3

Pickup Non-Document Shipment

Ensure required

—»

Courier

Highvalue
shipment

$0

Process high
value
shipment

Domestic hon-
document
shipment

Courier

Seal numberis
recorded on the

AWB and

initialled by

customer

Courier
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Author: Edwin Ramos
Date: 5/23/2010
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Authorization: Authorized
Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317

the bag
2) The seal No. must be recorded on the AWB and and witnessed by the
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3) The detached part of the sealed bag with the seal No. must be given to
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tight)
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3) Customer must witness the placing of the shipment and sealing of the

bag

¢
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Title: Allocate to Courier Route
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Volume: 0.00 Per Second
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Date: 11/6/2017 Date: 3/9/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Ad hoc pickup
request
received

!

Shipments
ready for
processing

>

3rd Party Vendor

Title: Third Party Vendor Process

Author: Edwin Ramos
Date: 8/27/2017
Volume: 0.00 Per Second

Authorization: Authorized

Cost Per Second: $ ,3.5,E-0317

New Landing Page - Level 1.1.6.11.2.13.1

Third Party Vendor Process

Shipments

Shipments * allocated to *
allocated to Transfer Third Party
TPA for Process Third Manifest filed Agent delivery Process Third
transfer Party Vendor route Party Vendor
Transfer Delivery
- N I

3rd Party Vendor

Owner: Shaji George

Diagram Version: 2
Review Date: None
F.T.E.: 0.00

Date: 3/9/2023

Proof of
Delivery filed

4’X

3rd Party Vendor

O Actions
@ Change Log

Version: 2

O Feedback
O Keywords

O Change Requests ® Read Only
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Process Third Party Vendor Picku - &
m provide reason:

shipment not ready,
shipper not available,
et

+ O] Newpickup

Regular
pickup scheduled
schedule Process pickup with customer Link To:
exception Pickup

shipment

Pickup
Ad hocpickup request 3rd Party Vendor
request sckmouedzed Update pickup Record time collected;
Advise pickup to {fest wi total number of
received b PE;NE:W oy TPA manifest with Contactdisptacher or Pickup scan must be A
bookinginfo i supervisor in case of performed in the recelved, :usmmgr
[ » TPAarnived at any clarifications customer's premises e
customer required through CORE scanner gnature;
location

3rd Party Vendor

" Q Q Q Shipments Acknowledge Shipments

Package Scans Manifest “;;;;;;5 ;g:j* picked-up ready manifest against readyfor e,
accepte Perform pickup completed Complete pickup leted . for handover h it -
. N complete shipments processing
rocess package scan manifest form AWBs & pieces received Process
Shipment
at Origin

Station

3rd Party Vendor 3rd Party Vendor 3rd Party Vendor 3rd Party Vendor OpsAgent
(5) CORE

Damaged or missing
shipments identified

LINK to:
Damaged/ Missing
Shipment Process

Title: Process Third Party Vendor Pickup Owner: Shaji George C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 2 @ Change Log O Keywords

Date: 8/15/2017 Date: 3/9/2023 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



TPA arrived
customer
location

Title
Author
Date
Volume

Document or Parcel

it
@ Q Product type
identified

Identify product

type

3rd Party Vendor

. Package Pickup Process
. Edwin Ramos

. 8/15/2017

: 0.00 Per Second

New Landing Page - Level 1.1.6.11.2.13.1.1.2

Package Pickup Process

Please refer to Service
Reference Guide (SRG)
for more details.
i.e.destination
restrictions/limitations
etc.

Also refer to Dangerous
Goods Regulations (DGR)

6

Contents
acceptable

Contents
unacceptable

Check proper

packaging

3rd Party Vendor

Improper
packaging

well sealed; properly

packed, with

insulation as
necessary

Proper
packaging

Proforma Invoice/
Commercial Invoice;
Declared Value

Version: 2

Chargeable weight=
Actual weight VS
Volumetric Weight

(whichever is higher)

G

Complete
Verify Airwaybill paperworks
completion & Confirm size and
documentation weight
requirements
3rd Party Vendor 3rd Party Vendor

Incomplete
paperworks.

Size/ weight
issues

Package
accepted

Advise customer Package not
of issues accepted
identified
E——

Authorization: Authorized

Date: 3/9/2023

Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George
Diagram Version: 2
Review Date: None
F.T.E.: 0.00

O Actions O Feedback

@ Change Log O Keywords
O Change Requests ® Read Only



TPA arrived at
customer
location

R

Title
Author
Date
Volume

exception

(s) CORE

. Process Pickup Exception
: Edwin Ramos

: 8/16/2017

New Landing Page - Level 1.1.6.11.2.13.1.1.9 Version: 2

Process Pickup Exception

Perform pickup

3rd Party Vendor

Pickup Exception scan
must be performed in
the customer's premises.
through CORE scanner

Scan
completed

: 0.00 Per Second

Explain reason why
courier was not able
to pickup the package

Adyvise reason for
non-pickup

Arrange with

Dispatcher B Customer customera Pickup
CsDinformed
advised Informv Customer contacted convenient time rebooked
Contact Service Dept. Contact to pickup the Link To:
dispatcher customer lpjackal:;e Allocate
to Courier

Route

3rd Party Vendor

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only

Owner: Shaji George
Diagram Version: 2
Review Date: None
F.T.E.: 0.00

Authorization: Authorized
Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317



Attach: Third Party

Vendor Delivery

Handover Manifest

Sheet
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Process Third Party Vendor Delivery

Use SMSA CORE
Trackers

Shipments )
allocated to Third ] (| Handover Hend Shipment $€ Shipment =
Party Agent Manifest Handover forwarded to handover
delive ry route Prepare delivery ready Sh':.m;"m“' TPA Receive complete Perform VAN
handover lerl' Party shipme nts for ‘ ::ar;
» manifest elivery delivery
Disptacher STN Supvr 3rd Party Ve ndor 3rd Party Vendor
Shipments
ready for TPA t Deliver Shipment
Load shipments deli en froute ) "
elivel Depart STN by " delivered
tovehide e Sggghr; Y fordelivery shipments to v Complete
g customers

3rd Party Vendor

Title: Process Third Party Vendor Delivery

Author:

Date: 8/15/2017

Edwin Ramos

Volume: 0.00 Per Second

Authorization:
Date:

delivery sheet

3rd Party Vendor

Shipment
undelivered

3rd Party Vendor

Perform delivery
exceptions

3rd Party Vendor

Authorized

3/9/2023

Cost Per Second: $ ,3.5,E-0317

Attach: Delivery
Exceptions List

DEX

completed

3rd Party Vendor

Get the recipient’s name

& signature and write the

exact time of delivery on
the PODsheet forall
completed delivery.
Signature could be in
Arabic but the name
must be written in

English text.

Attach: Sample POD Sheet
Write AWB number or
place self-adhesive peel
off air waybill tracking
number under "Package
Tracking Number"

Column. Write the total

number of packages to

be delivered.

«J

PODs ready

Sort shipments
aceording to
stops

Version: 2

Shipments
ready for
loading

3rd Party Vendor

PODs
submitted to
STN

Validate &
inspect
undelivered
shipments

LINK to:

Undelivered
shipments
accounted

Proof of
Delivery
filed

Undelivered

Damaged or missing
shipments identified

Damaged/ Missing
Shipment Process

Owner: Shaji George

Diagram Version: 2

Review Date: None

F.T.E.: 0.00

shipments
keptin
locked cage

4’)(

Link To:
Process
uTL

Shipments

O Actions
@ Change Log
O Change Requests ® Read Only

O Feedback
O Keywords



Shipment
forwarded

ecelve
-
3rd Party Vendor

New Landing Page - Level 1.1.6.11.2.13.1.2.6

Shipment Handover for Third Party Delivery

Shipments received
VS. Handover
Manifest Sheet

All shipments

Check & verify accounted

shipments
recei

Title: Shipment Handover for Third Party Delivery
Authorization: Authorized

Author: Edwin Ramos
Date: 8/16/2017
Volume: 0.00 Per Second

Date: 3/9/2023

Sign Delivery
Handover
Manifest

Cost Per Second: $ ,3.5,E-0317

Handover
complete

—»X

3rd Party Vendor

Owner: Shaji George
Diagram Version: 2
Review Date: None
F.T.E.: 0.00

Version: 2

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Scan shipments
for transfer to
couriers on route

Attach sample
Manifest

New Landing Page - Level 1.1.6.11.2.13.1.3

Process Third Party V¢ wie down the number of pieces
& Security tag number on the
Manifest.
Forvolume or oversized
shipments, the airway bill
numberand pieces are
individually recorded on the

manifest.
Scans Shipments Shipments for
completed ready for . transfer
Prepare handover Q'ECk & VE"_fY tallied
consolidation of shipment against
Manifest

small shipments
in SMSA bag

. Transfer
Shipments 3rd Party Vendor
P @ Q Manifest
allocated to ead
ready
tTPAffor Prepare 3rd Party
ransfer VendorShipment
Transfer Manifest
—_———»
Scan shipments

Disptacher

for transferto
HUB, STN &RTL

Signature of the
Security Officer on the
Manifest signifies
appropriate security
checks have been
carried out

Disptacher

(s) CORE

Sign the Transfer
Manifest

SecOfficer

Security check
completed
Load shipments to
TPA vehicle

3rd Party Vendor

Ops Agent

3rd Party Vendor

Printed name of
receiver, date and
time of receipt must
be clearly indicated
on the manifest.

TPA must ensure that

vehicle is secured and

locked after loading
the shipments.

Sign Transfer
Manifest

3rd Party Vendor

Signature of TPAon
the Manifest signifies
his accountability to
the shipments handed
over to him

Shipments
ready for

loading Verify details on

Security Tag

Version: 2

Security tags
verified

. Shipment .
Shipments Provide signed ready for Q Shipment
loaded copy of Transfer transfer
py f transfer Obtain receiver completed

Mlamfestto signature on
Dispatcher

Transfer Manifest

3rd Party Vendor

3rd Party Vendor

Return Transfer
Manifestto
Station

Transfer
Manifest
filed

4’)(

3rd Party Vendor

O Actions

O Feedback

Title: Process Third Party Vendor Transfer
Author: Edwin Ramos

Date: 8/21/2017
Volume: 0.00 Per Second

Authorization:

Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George
Diagram Version: 2
Review Date: None
F.T.E.: 0.00

Authorized

Date: 3/9/2023

@ Change Log O Keywords
O Change Requests ® Read Only



Department
request

— >

-

Renewal
requirement

Receive
information from
staff of accident
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BAH - OPS Fleet

Inform HR to stop

* E transportation
allowance
Process Vehicle
Reguests ’X
‘ m Vehicle
Returned
Process Vehicle
%

—_——> Accidents

Title: BAH - OPS Fleet
Author: Edwin Ramos

Date: 7/12/2018
Volume: 0.00 Per Second

Date:

Authorization: Authorized

3/9/2023

Cost Per Second: $ ,3.5,E-0317

Forms signed,

Request for
clearance

e

+ o

Process Vehicle
Transfer

vehicle
transferred

—’X

Proceed
accordingto
investigation

results

Receive report
from the
workshop

—_—

¥

Process Vehicle
Mechanical
Issues

Conduct
investigation

X
Vehicle

repaired

Diagram Version: 3

Owner: Shaji George

Review Date: None
F.T.E: 0.00

@ Change Log
O Change Requests ® Read Only

Version: 3

O Feedback
O Keywords



New Landing Page - Level 1.1.6.11.2.14 .1 Version: 4

Process Vehicle Requests

Rental company to be

slzl:scttejohtzii)dnoxr: Attach the following documents at the online request:
Send quotation a 1. Approved Company Vehicle Request (CVR)
Customer order standard h
ived directly requestto rental figurati 2. Rental Company quotation
received directly from companies configuration 3.Table of Employee & detail
the system
Departmen @ Q Budget Q Quotation Rental L[‘J Q Purchase Q
trequest Fill-up a approved . received company order ready Send purchase
Send quotation selected
Company request Select rental Prepare order to
Vehicle q company purchase order approved rental
— » Requestform company
" Not necessary that on the day of Update inactive for old
FIN- Admin expiry old vehicle should be vehicle as per PO & Contract

returned Inform staff to return old

Fleet executive will check with vehicle to rental company

. rental companies for the For renewed vehicles no

Vehicles - R . . i
expired availability of new vehicle hicle received need to inform HR
End User
Renewal Q Vehicle i Documents Q Database Inform HR to HR Complete Handover
requirement Checked & Request & file filed updated stop Informed Vehicl completed
. - Notified vehicle Update record transportation ehicle
Check for expiry Check & Notify d in Fleet h Inspection &
locuments allowance
date concerned staff Database Transfer forms 3¢

Data Encoder Data Encoder Data Encoder

Vehicles
not expired

Title: Process Vehicle Requests Owner: Shaji George C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 4 @ Change Log ® Keywords

Date: 6/9/2010 Date: 3/9/2025 Review Date: None @ Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

Receive
information @
from staff of
accident Obtain Police
Report
————¥

Data Encoder

New Landing Page - Level 1.1.6.11.2.14.2

Copy of the letterto
staff, if required

Process Vehicle Accidents

Staff other than courier & LH
should receive their vehicles
directly from rental company.

In case the vendor does not

have a suitable replacement
vehicle, we can hire froman

outside source and bill the

cost to vendor accordingly.

company for Courier &

Follow up with rental

LH Vehicles

Police Report
forwarded to
rental
company

. Process Vehicle Accidents

. Edwin Ramos
1 6/9/2010
: 0.00 Per Second

Receive
Replacement
Vehicle

DataEncoder

Data Encoder

Authorization: Authorized
Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317

Vehide Q Vehicle Vehide
Avallable Receive Original received H‘andover Returned
Vehicle after Vehicle to Staff
repair 4»)(

Owner: Shaji George

Diagram Version: 3
Review Date: None
F.T.E.: 0.00

Version: 3

O Actions
@ Change Log

O Feedback
® Keywords

O Change Requests ® Read Only



Request for
clearance

- »

Check for vehicle
key with the staff

New Landing Page - Level 1.1.6.11.2.14.3

Key received

Process Vehicle Transfer

Transfer form (signed
by: first driver, second
driver, direct
manager, fleet
executive)
Vehicle inspection
form (signed by:
original driver, fleet
executive)

g 6

Request
employee to
complete forms

Forms signed,
vehicle
transferred

Title: Process Vehicle Transfer

Author: Edwin Ramos
Date: 6/9/2010
Volume: 0.00 Per Second

Authorization: Authorized
Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317

Data Encoder

Owner: Shaji George

Diagram Version: 3
Review Date: None
F.T.E.: 0.00

Version: 3

O Actions O Feedback
@ Change Log ® Keywords
O Change Requests ® Read Only



Receive
report from
the workshop

————»

End user refused
to accept the

cause

Refer reportto end

user

Data Encoder

Forward the case

to QRM

Dept Mngr

New Landing Page - Level 1.1.6.11.2.14.4

Process Vehicle Mechanical Issues

End user may refuse the report due
to:
1. Maintenance Cost is too high or
2. End user refuses to accept the
cause of breakdown

Rental company to provide a suitable
replacement vehicle to the user . In case
there is none, we can hire from an outside
source and bill them the cost accordingly.

End user
accepted the
report

Q Invoice received

from rental
Inform rental company
company to charge
SMSA

Proceed according to
investigation results

Conduct
investigation

Title: Process Vehicle Mechanical Issues
Authorization: Authorized
Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317

Author: Edwin Ramos
Date: 6/16/2010

Volume: 0.00 Per Second

If quotation is
lower then rental
company

Rental company to
provide a suitable
replacement vehicle
to the user. Incase
there isnone, we can
hire froman outside
source and bill them
the cost accordingly.

Data Encoder

G

Inform rental
company to comply
with given pricesin

Forward invoice to Invoice
finance for forwarded to
deduction from FIN
employees salary X
—
Inform end use to
proceed with Vehicle
repair at repaired
independent
workshop —»X

theirworkshop

If refused

Data Encoder

Owner: Shaji George
Diagram Version: 3
Review Date: None
F.T.E.: 0.00

O Actions

@ Change Log

Version: 3

O Feedback
® Keywords

O Change Requests ® Read Only



Title
Author

Date:

Volume

New customer

customer SLA

- »

New Landing Page - Level 1.1.6.11.2.15

BAH - Special Delivery Channel

* ™M Shipment
forwarded to
sbC
Pickup shipment
Disptacher
Proj Coor
Courier
‘ Shpts
reconciled
Process returmn
shipments x
R
Dispatcher
Proj Coor
Courier

: BAH - Special Delivery Channel

. Edwin Ramos
1/13/2020
: 0.00 Per Second

Authorization: Authorized
Date: 3/9/2025
Cost Per Second: $ ,3.5,E-0317

Version: 5

Shipments @ M Proof of
ready for * delivery
delivery obtained
Deliver shipment
X
Disptacher
Proj Coor
Courier
Receive ) * M Ready for
encrypted file validation

from customer

Manage Special
Delivery Channel

Dispatcher
Proj Coor

Owner: Shaji George
Diagram Version: 5
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log O Keywords

@ Change Requests ® Read Only



Title
Author
Date
Volume

New customer

N

: Pickup Shipment
. Edwin Ramos

: 6/12/2010

: 0.00 Per Second

New Landing Page - Level 1.1.6.11.2.15.6

Pickup Shipment

M M Shipment ready

Regular pickup for pickup

Obtain customer
pickup
requirement

Assign courier to
route

Recount required

Authorization: Authorized
Date: 3/9/2025
Cost Per Second: $ ,3.5,E-0317

Nothing to
pickup

M Shipment M
handed-overto
Accept shipment courier RF‘CO"CIle
i shipment to
& receipt !
receipt

Owner: Shaji George
Diagram Version: 5
Review Date: None
F.T.E.: 0.00

Version: 5

Shipment
forwarded to SDC

—

O Actions O Feedback
@ Change Log ® Keywords
@ Change Requests ® Read Only
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Deliver Shipment

Verify customer ID with last 4
digits displayed on SDM Mobile
App & OTP sent to customer
registered mobile number.

Get customer
signature on manifest

Shipments M Shipments Sh'?ment E Identification E Han‘ded over Delivery
ready for arrives at . & signed by
deli sorted N verified Cust completed

elivery . . customer i ustomer

Sort shipments to Dispatch couriers Verify customer S:;’”r::r:ﬁ'o Apply POD scan
route courier toroute ID or OTP P
customer 'X
—_—p

Courier

Dispatcher
® Dispatchen m
Proj Coor .
Proj Coor
Delivery
exception

E Shipments for
redelivery Assign to route

Apply DEX scan & CRR for next day

Return shipment delivery

to SDCOPS

Courier

Dispatcher

Proj Coor

Shipments for
return

Link To:
Route
Shipment

Title: Deliver Shipment

Author: Edwin Ramos

Date: 6/12/2010

Volume: 0.00 Per Second

Authorization: Authorized
Date: 3/9/2025
Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George
Diagram Version: 7
Review Date: None
F.T.E.: 0.00

O Actions O Feedback
@ Change Log ® Keywords
@ Change Requests ® Read Only



Shipment @ Receipt @ Shipments Data Q Manifest @ Q
forwarded to signed Sorted validated printed
sDC Forward data to CS
Acknowledge Sort shipmentsin forvalidation Print validated Pull out validated
shipment received number sequence shipments manifes cards from cage
e E—
Dispatcher Dispatcher Dispatcher Dispatcher Dispatcher
Proj Coor Proj Coor Proj Coor Proj Coor Proj Coor
Cards pulled out & AWB printed
Scan Scan Shipments Shimd“ efnts
. ready for
Perform "Dispatch completed Perform "Ops-in" completed Sort shipment for Sorted Create delivery delivery

Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.2.15.8

Handover Cards

Acknowledgment Receipt

Route Shipment

Manifest = Dispatch
List

Version: 5

According to manifest
& Print AWB

Ops" scan

scan

delivery

record

Dispatcher

Proj Coor

. Route Shipment
. Edwin Ramos

1 6/12/2010

: 0.00 Per Second

Dispatcher
Proj Coor

Authorization: Authorized

Dispatcher
Proj Coor

Date: 3/9/2025
Cost Per Second: $ ,3.5,E-0317

Dispatcher
Proj Coor

Owner: Shaji George

Diagram Version: 5
Review Date: None
F.T.E.: 0.00

Y

O Actions
@ Change Log

O Feedback
® Keywords

@ Change Requests ® Read Only
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m Special Delivery Channel Management

Add Prefix Serial

Ready for
Upload file in validation
SDM system

Encrypted File
from Customer Assign project

code

—_—  »

Dispatcher
Proj Coor

[ —

Dispatcher

Proj Coor

Title: Special Delivery Channel Management Owner: Shaji George C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 7 @ Change Log ® Keywords
Date: 8/21/2010 Date: 3/9/2025 Review Date: None @ Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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m Process Return Shipments

Signed manifestlist
by Shipper

Apply Scan "Return to
shipper"

Undelivered = Shpts ready for Shpts
Shpts as per Q Rie;z:t'iiihepdts V\:If:;::;t Dispatch return to Handover Shpts handed Q reconciled &
customer SLA Consolidate Create ‘Retum shipments to shipper shipments & over Re i Manifest signed
return manifest shipper manifest to hecondie
shipments shipper shlpmerf;s Vt‘“th x
manifest
—.,
Dispatcher Dispatcher Courier m
Proj Coor Proj Coor Proj Coor
Title: Process Return Shipments Owner: Shaji George C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 6 @ Change Log O Keywords
Date: 5/10/2020 Date: 3/9/2025 Review Date: None @ Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

. Fulfillment

. Edwin Ramos

1 4/4/2019

: 0.00 Per Second

New Landing Page - Level 1.1.6.11.2.16

Authorization: Authorized
Date: 3/9/2025
Cost Per Second: $ ,3.5,E-0317

Fulfillment
New order
Shpt received . .
from cus tomer ‘ Emailsentto ~~ [eeEWve d via STAX ; Handover
warehouse customer —_— » complete
Process Process
receiving New order dispatch
'X received via Mail >
R
Ops Mngr Ops Mngr
Undelivered * Email sent to
shpts from RTS customer

Process Return

Owner: Shaji George
Diagram Version: 3
Review Date: None
F.T.E.: 0.00

O Actions

@ Change Log

Version: 3

O Feedback
O Keywords

@ Change Requests ® Read Only
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Process Receiving

Confirmation
recieved

Print SKU label
with barcode

SKU label
printed

Attach SKU label
to the item

Fulfil Clerk

Fulfil Clerk

Pre-alert &
srl\pmt Shpt re‘adv Items sorted Send
rec'd from Open the for sorting Sort the items as tracker/tally
customer shipment per SKU sheet to
customer
—_—
Fulfil Clerk Fulfil Clerk Fulfill Agt
Picker
Quantity Location
Add the quantity addel:(to Assign items to assigned Store the items
stocks

to stock per SKU

trolley location

per SKU number
at the assighed

Fulfill Agt

Title: Process Receiving

Author: Edwin Ramos
Date: 4/8/2019
Volume: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

Fulfill Agt

Authorization: Authorized
Date: 3/9/2025

location

Fulfil Clerk

Storage type: Pallets
or Fulfillment racks

Items stored

)

Send email to
customer

Fulfill Agt

Diagram Version: 3
Review Date: None

F.T.E.: 0.00

Inform customer
about the quantity
received & prove the
new stock report

Email sent to
customer

Owner: Shaji George

O Actions
@ Change Log

Version: 3

O Feedback
O Keywords

@ Change Requests ® Read Only



SKU
location
Identified

New Landing Page - Level 1.1.6.11.2.16.2

Process Dispatch

Do picking completion
in STAX via Mobile
App/ Website

New order
recii_‘r’:: via Master pick
ticket
—_—»
Fulfill Agt
Upload
complete
New order
received via Upload file to
mail STAX System
—_—

Fulfill Agt

Title: Process Dispatch
Author: Edwin Ramos

Date: 4/8/2019
Volume: 0.00 Per Second

SKU & quantity
should match with
the informationfor
the order number

Version: 3

Q Items Order & Order & Packing
icked List Confirm items i Attach packin
Pick items from picke ) s : system ?I'p i b Ki &
the identified Confirm SKU & matched in matched Generate Printed slip to packing
location quantity STAX System packing slip materials
Fulfil Clerk
Packing slip Attached
along with Manifest &
get signature
AWB Package scan Manifest Q Handed
Generate new Printed Attach the AWB ready Apply Pick-up completed Create created over &
AWB to the package scan Manifest Handover shpt Singed
to STN Link to:
Station
Process

Authorization: Authorized
Date: 3/9/2025
Cost Per Second: $ ,3.5,E-0317

Picker
Fulfil Clerk

Owner: Shaji George

Diagram Version: 3
Review Date: None
F.T.E.: 0.00

Picker

Fulfil Clerk

O Actions

@ Change Log

O Feedback
O Keywords

@ Change Requests ® Read Only



Undelivered
shpts from RTS

e

Title: Process Return
Author: Nouf Al Rammah

Date: 2/26/2025
Volume: 0.00 Per Second

New Landing Page - Level 1.1.6.11.2.16.3

Process Return

Version: 2

Confirmation
recieved

Scan Shpt ready Items sorted Send
Apply COD RTS completed Open the for sorting Sort the items tracker/tall
pply P Y
scan shipment as per SKU sheet to
customer
Fulfill Agt Fulfil Clerk Fulfil Clerk Fulfil Clerk
Picker
Add thy Suamity Location Store the items Items stored Q
uanti1 Em added to Assign items to assigned per SKU number
tq X tvSKU stocks trolley location at the assigned Send email to
stockper customer

location

Fulfill Agt Fulfill Agt

Authorization: Authorized
Date: 3/9/2025
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Panel the amount due
per RTLExec based on
the manifest and
otherdocuments
submitted (AWBs,
receipt vouchers).

Amount

Cash Remittance from Retail Centers

Discrepancyin

Manifest Q

signed

Accept cash Deposit cash at

bank

Cash deposited at
company designated

bank

Reconcile any
discrepancy noted by
the accountant

Cash Q Documents
deposited Handover bank subject to
deposit slip with reconciliation
supporting

documents

Cashier

Deposit amount reconciled

with supporting

Verify deposit
amount agrees

documents

Accountant

Problem
resolved

Receive
documents

Unable to
resolve
discrepancy

Connect
to RTL

Ready for

System
svstem Updat t dated
update paate accounts update

register

: Cash Remittance from Retail Centers

. Edwin Ramos
1 6/2/2010
: 0.00 Per Second

Authorization: Authorized
Date: 2/20/2023
Cost Per Second: $ ,3.5,E-0317

Accountant

QBs

Documents
filed

Owner: Shaji George
Diagram Version: 2
Review Date: None
F.T.E.: 0.00

Generate
Reconciliation
Report

The Reconciliation
Report would identify
Airwaybills not

Version: 2

remitted

Accountant

QaBs

Large amount
referred for
investigation

O Actions
@ Change Log

Link To:
Conduct
Investigation

O Feedback
® Keywords

@ Change Requests ® Read Only



Cash receipt

Cashier
accepts

receipt Verify receipt

complete Hand over
receipt to
cashier
—_—W

Cashier

Unable to verify,
cash refused

Resolve
receipt
problems with
courier

Ops Agent

Unable to
resolve

Title: Collect Cash from Courier

Author: Edwin Ramos
Date: 6/2/2010

Volume: 0.00 Per Second

New Landing Page - Level 1.1.6.11.6.2.1.2.3

Accept cash
from courier

Collect Cash from Courier

1. Deposit slip
2. Cashsalesreceipt
3. Airwaybill

Problem
resolved

Documents to hand-over:

Deposit amount must
tally with supporting
documents

Cash & docs

Pickup Cash And
Receipt From Retail
Center

Ca.sh Documents ; Q received from
deposited at available for A/R Executive
i bank reconciliation
Deposit cash Hand over Verify deposit
documents amount
Documents kept for 10
dol years
System can Accounts Q Documents
. Hand o\/tert be updated Undat N register filed
locuments to pdate cas updated Hand over
the billing received documents to
agent Accountant 4’)(
Cashier Cashier Air wayhills not remitted
Report exported to excel
(s) aBs Attachment: Rules for

Authorization: Authorized
Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317

variancesin recon report

Report forwarded
to OPS/RTL

Link To:
Conduct
Investigation

Large amount
involved

Run
reconciliation
report

Accountant

(s) aBs

Owner: Shaji George

Diagram Version: 3

Review Date: None
F.T.E: 0.00

O Actions
@ Change Log

Version: 3

O Feedback
® Keywords

@ Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.6.2.1.2.3.5 Version: 2

m Verify Deposit Amount Agrees with Supporting Documents

Documents
available for Reconcile Deposit and
recondiliation d it documents

epositto corrected

supporting
) documents )

Full amount not
submitted

Settle outstanding
money/

documents
Resolve

problem

—

Acctg Supvr

Title: Verify Deposit Amount Agrees with Supporting Documents Owner: Shaji George C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 2 @ Change Log O Keywords
Date: 6/2/2010 Date: 3/9/2023 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.1.6.11.6.4

BAH - Purchasing

Purchase
‘ 4] request ‘ M
Business Ordering of initiated Process Copies
requirement SMSA Network purchase filed
Supplies requests
—_— —X

Purch In-charge

Yearly review

(1st month
* | next financial * ] Addendum
Business Request
. year) Determi to contract
Requirement . Processe: d etermine
Ordering of Vendor for
» Local Supplies .x SMSA x

Owner: Shaji George
Authorization: Authorized Diagram Version: 3
Date: 3/9/2023 Review Date: None
Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Title: BAH - Purchasing
Author: Edwin Ramos

Date: 7/1/2018
Volume: 0.00 Per Second

O Actions

@ Change Log

Version: 3

O Feedback
O Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.6.4.1 Version: 3

Purchase request
received thru
Email

NN

Title: Purchasing
Author: Edwin Ramos

Date: 10/6/2010
Volume: 0.00 Per Second

* @ E Awaiting delivery

by vendor/
supplier
Process purchase
request

Pur

chasing

Purch In-charge
(s) E-mail

¥

Process payment
forsupplies
delivered

Purch In-charge

Vendor paid,
receipt filed with

Supplies

Authorization: Authorized
Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Delivery receipt,
Owner: Shaji George C Actions O Feedback
Diagram Version: 3 @ Change Log O Keywords
Review Date: None O Change Requests ® Read Only



Purchase
request
received thru
Email

—_—>

Title: Process Purchase Request
Edwin Ramos
6/2/2010

Author:
Date:

Check &
allocate
Purchase
Request

Purch In-
charge

(s) MS Excel

Dobudget
check

Accountant

(s) MS Excel

New Landing Page - Level 1.1.6.11.6.4.1.1

Quotes should be based on
service / quality and price
For Bulk orders: Product
samples & product evaluation
isrequired for new items
from a new supplier.

All purchase requests
should be routed
through dept. Nat'l
Administrators/
coordinators.

Q PR allocated
according to

category

Three (3) quotations required
for each item.
See list forexceptions.

RFQsent to
Generate supplier
Request for
Quotation

(RFQ) Report

Update
quotations &
run quotation

analysis rpt

Mngr - FIN

MS Excel

G D rwnlsmmn Damiines

® Cut-off date for Stationery Purchase
Request 10th of every month
* Stationery PO will be issued once a month
* Purchase exceptions: 1) Unique supplier-
only one quotation available 2)
Recommended supplier approved by
management

A 4
Q Rgpol’t Process PO processed
printed
Purchase
Order

Purch In-
charge

Reason for being MS Excel
rejected:
1. Missing Doc's

2. Need add'l info.

Reason for being
rejected:
1 Need add'l info.

3. Price Variance 2. Other reasons

Req Req

Purch In-
charge
Check vs. CAPEX Budget Reason for being
*State reason for rejection ol rejected:
(e.g. Request not budgeted 1. Missing Doc's
requires special approval 2. Need add'l info.
from DMD) ] 3. Price Variance
) )
Request 1st Line
budgeted Approve Approval
request

Volume: 0.00 Per Second

Nat'l Mngr-FIN

(s) MS Excel

Authorization:
Date:
Cost Per Second:

Approve
request

Director FIN

(s) MS Excel

Authorized
3/9/2023
$ ,3.5,E-0317

> ¢
2nd Line
Approval

Final
Approve Approval

request

MD

(s) MS Excel

Check for

completeness &
accuracy of info/
supporting

documents.

¢

Verify & check
Purchase
Order

Purch In-
charge 1. Submit to

FIN original

MS Excel

Awaiting
D delivery by
vendor/
Print PO report supplier
& submit for
payment
Purch In-
charge

Owner: Shaji George

Diagram Version: 3

Review Date: None

F.T.E.: 0.00

Version: 3

O Actions O Feedback
@ Change Log ® Keywords
O Change Requests ® Read Only



Title
Author
Date
Volume

Delivery
receipt, original @
invoice Match Purchase
received order copy to
documents

L received

Match

complete Hand-over

New Landing Page - Level 1.1.6.11.6.4.1.2

Process Payment For Supplies Delivered

Submit purchase
order, purchase
request & supplier
quotes to Accounts
Payable

Document
sreceived
documents to
Accountant

Purch In-charge

Purch In-charge

. Process Payment For Supplies Delivered

. Edwin Ramos
1 6/2/2010
: 0.00 Per Second

Authorization: Authorized
Date: 3/9/2023

Cost Per Second: $ ,3.5,E-0317

As per agreed terms
with vendor

Vendor paid , receipt
filed with payment
voucher

X

Owner: Shaji George

Diagram Version: 3

Review Date: None
F.T.E: 0.00

Version: 3

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Documents
received

=N

New Landing Page - Level 1.1.6.11.6.4.1.2.3

Payment Process

Data N Prepare online
Book the entered Approve invoice Amount banE transfer & vogd’ler Approve the Bank Approve the
to process approved printed online bank online bank
expense payment transfer
payment voucher transfer details approved transfer
m m e cosniy et
Offer
(s) Excel
1st signature
Vendor paid,
Approve the 2nd Send Email to Email sent Request receipt reieipﬁiled
signature i ‘with payment
online bank 8 vendor with for online bank vozc\t/uer
transfer bank t"".nSfe’ transfer
details »

Title: Payment Process
Author: Edwin Ramos

Date: 6/2/2010

Volume: 0.00 Per Second

Authorization: Authorized
Date: 3/9/2023

Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George

Diagram Version: 3
Review Date: None
F.T.E.: 0.00

Version: 3

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Yearly review
(1st month
next financial E
year) Identify
products &
services to be
— ¥ procured

Title
Author
Date
Volume

Purch In-
charge

Vendor Evaluations are carried

out for routine procurements.
and does not apply to project-
base procurements

New Landing Page - Level 1.1.6.11.6.4.2

Products &
services
categorized

(|

Develop
requirements
& criteria for

suppliers

-

Requirements
known

Determine Vendors for SMSA

E Vendors can
be contacted
Identify a list
of potential
vendors

Purch In-charge

o

Invite bids &
technical
proposals

Purch In-
charge

Proposal rejected

Purch In-
charge

)

From potential
vendors

Bids

submitted E
Evaluate
technical

proposals

Vendor Eval
Comm

Committee = Purchase
department,
inventory & end users
department

Proposal accepted

l

4]

Request
counter
proposal from
vendor

Purch In-
charge

Counter ™

proposal
received Send
conformation
email

. Determine Vendors for SMSA

. Edwin Ramos

: 6/2/2010

: 0.00 Per Second

¥

Perform yearly
appraisal of
vendor

Purch In-
charge

Confirmation | Commence
sent;vendor trading with
notified REQUESI. vendor
vendor to sign
contract
Purch In-
charge
Contract Contract
forwarded for approved by
review Legal Dept.

Legal

Authorization: Authorized
Date: 3/9/2023

Cost Per Second: $ ,3.5,E-0317

Addendum
o contract

Owner: Shaji George
Diagram Version: 3

Review Date: None
F.T.E.: 0.00

O Actions

@ Change Log

Version: 3

O Feedback
® Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.6.4.2.10

m Perform Yearly Appraisal of Vendor

Minimum of 4 suppliers
from each category
(stationery, fixed assets,
fumnitures, IT equipments)

needsto be evaluated.

Cm;iﬁg:]:?it,ion LEJ Q Evaluation Renegotiate Addendum to
vendor Evaluate vendor completed terms with contract
notified SEfViCEfQUﬂ|itV/ vendor
pricing
—_———p e
Vendor Eval
Comm
Negotiations
fail vendor
removed
X
Title: Perform Yearly Appraisal of Vendor Owner: Shaji George
Author: Edwin Ramos Authorization: Authorized Diagram Version: 3
Date: 6/2/2010 Date: 3/9/2023 Review Date: None

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 3

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Title
Author
Date
Volume

Approved
design and
product specs

-

Link To: Process
Corporate
identity

Select supplier

Supplier
provide
samples

Ordering of SMSA Network Supplies

Forward
samplesto
Marketing
Dept.

Purch In-charge

Samples
redone
by
supplier

Samples
approved by
MKT

New Landing Page - Level 1.1.6.11.6.4.3

Link To:
Receive
Operational
Supplies
Target delivery
Adhoc Order date of supplies
(Shortage of must be specified
Supplies)
* Q Purchase
t
Raise the e
initiated
Purchase

Request (PR)

Purch In-charge

Samples
rejected by
MKT

Return samples

to Supplier

Supplier cannot fulfill
business requirement

. Ordering of SMSA Network Supplies
Authorization: Authorized
Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317

. Edwin Ramos

. 6/19/2016

: 0.00 Per Second

Purch In-charge

Purch In-charge

Owner: Shaji George

Diagram Version: 3

Review Date: None

F.T.E.: 0.00

Version: 3

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests ® Read Only



Request not
budgeted

|

Business Check and
Requirement initiate
purchase
request

Purch In-charge

(s) MS Excel RExcel
Menthly Budgeted
Request for regul. fﬁ ce Consumables

»

Initiate
purchase order
from approved
vendor

Purch In-charge

Request for
non regular
supplies

New Landing Page - Level 1.1.6.11.6.4.4

Ordering of Local Supplies

Do budget check

Country GM

Request for

Request
budgeted on regular X Request
¢ Approve supplies Print Purchase rocessed
request Order
4»)(
Country GM
(s) MS Excel

PO initiated

Title: Ordering of Local Supplies
Author: Mohammed Ahmed Khan

Date: 8/29/2020
Volume: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George

Authorization: Authorized
Date: 3/9/2023

Diagram Version: 2
Review Date: None
F.T.E.: 0.00

Version: 2

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only



Title
Author

Date:

Volume

: BAH - Freight Department

. Mohammed Altamush Khan
10/6/2020

: 0.00 Per Second

New Landing Page - Level 1.1.6.11.7

BAH - Freight Department

Customer
enquiry

N

Freight Ops Freight Ops received
Supvr Supvr

Cargo

Job card * delivered
Process created
Customer Process SMSA - x
Enquiries for Freight Services
SMSA Freight —»<
Payment

Owner: Shaji George

Authorization: Authorized Diagram Version: 3
Date: 4/5/2025 Review Date: None
Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 3

O Actions O Feedback
@ Change Log O Keywords
@ Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.7.1 Version: 4

m Process Customer Enquiries for SMSA Freight

Quotation must be
prepared within 2
working days upon
enquiry

Response time within
1working day either
email or phone call

If customer rejects
quotation, AEto
renegotiate the rates.

Prepare job card
within 1 working
day

Receive Enquiry Quotation Quotation Job card
customer Q acknowledged Request rate Rate received LEJ D forwarded to D confirmed by Q created
enquiry Acknowledge from/ negotiate customer customer
customer with origin/ Prepare Follow-up with Prepare job
_ enquiry local offices quotation customer card

Frt Coor Frt Coor

Title: Process Customer Enquiries for SMSA Freight Owner: Shaji George C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 4 @ Change Log ® Keywords

Date: 9/16/2020 Date: 4/5/2025 Review Date: None @ Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.1.6.11.7.2 Version: 4

m Process SMSA Freight Services

+ 0

Inbound
Air & Sea & Road

Payment
received

4»)(

Ops Exec Imp

Reg Supwr Ops

DO & shipping docs
fwrdd for
clearan: ce

J;:;rj * L[‘J Shipment
Customs. delivered
Clearance Air/
Road / Sea 4“
Clearance Spl
Payment
received
E— Al

+

Export Air/ Road
/ Sea

Title: Process SMSA Freight Services Owner: Shaji George C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 4 @ Change Log O Keywords
Date: 10/6/2020 Date: 4/14/2025 Review Date: None @ Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author

Date:

Volume

New Landing Page - Level 1.1.6.11.7.2.1

Inbound Air Sea & Road

Advise done through
email

Shipment
ready for
clearance

Job card LE_] Q . Pre-alert X Customerg&
created Mail sent Send instructions verified Notify EUSTD"‘ET & GW notified Coordinate with
Send confirmation to origin prior to GW. of shipment oordinate wi
mail to origin & pre alert arrival fwd pre clearance team
request collection alert for shipment
clearance
L
Ops Agent Ops Agent Ops Agent Ops Agent
Key Acct Exec Key Acct Exec Key Acct Exec Key Acct Exec
Notification L['J Invoice LLJ POD
Send arrival sent recd from obtained
notification to Follow Up with Vendor Request POD
customer Vendor for DN copy from
delivery team
—X

Ops Agent

Key Acct Exec

: Inbound Air Sea & Road

. Mohammed Altamush Khan
10/6/2020

: 0.00 Per Second

Ops Agent

Key Acct Exec

Forwarded
to FIN dept.

Authorization: Authorized
Date: 4/14/2025
Cost Per Second: $ ,3.5,E-0317

Ops Agent
Key Acct Exec

Owner: Shaji George
Diagram Version: 8
Review Date: None
F.T.E.: 0.00

Version: 8

Follow-up through
email

¢

O Actions O Feedback
@ Change Log O Keywords
@ Change Requests ® Read Only



Title
Author

Date:

Volume

New Landing Page - Level 1.1.6.11.7.2.2

Outbound Air/ Sea/ Road

Check

Job card
created
Check
documentation

- »

Ops Agent

Key Acct Exec

. Outbound Air/ Sea/ Road

. Mohammed Altamush Khan
10/6/2020

: 0.00 Per Second

& complete ness of
documents collected

the correctness

Version: 4

enecked pickegup Request Approved Follow up dhvaed @ e
Request pick up movement sh\dprlr}em for Request POD
from origin approval from elivery copy from
destination team delivery team X
Ops Agent
Ops Agent Ops Agent Ops Agent
Key Acct Exec Key Acct Exec Key Acct Exec
Owner: Shaji George C Actions O Feedback
Authorization: Authorized Diagram Version: 4 @ Change Log O Keywords

Date: 4/14/2025
Cost Per Second: $ ,3.5,E-0317

Review Date: None
F.T.E.: 0.00

@ Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.7.2.3 Version: 3

m Customs Clearance Air/ Sea / Road

Notify customers

. within 1working day Customs
Documents upon submission of inspection &
submitted for Customs file must be documents to clearance
Customs Clearance prepared upon receipt Customs completed Obtain POD
processing of DO upon delivery
Job files .
Payment Shipment
Job card i
created Q o car received from frwdd to @ Shl!]mem
updated . delivered
Notify customer customer Receive cleared STN/ready for
R destinati X deli . .
estination hipment elivery Deliver shipment
Update Job card ship
pdate Job ca charges & follow- to hub/ customer
up payment >4
DO & shipping
docs fwrdd for

clearance Ops Agent Ops Agent Ops Agent

TP Driver
Ops Agent TP Driver

Customer
notified

Title: Customs Clearance Air/ Sea / Road Owner: Shaji George C Actions O Feedback
Author: Mohammed Altamush Khan Authorization: Authorized Diagram Version: 3 @ Change Log O Keywords

Date: 10/6/2020 Date: 3/23/2024 Review Date: None @ Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.1.6.11.8

Version: 2

m BAH - SSC Department

+o

Accept
document

shipment

Shi t
Walk-in e | Ir:?: "
Customers Confirm determined
shipmentis not

prohibited &
» determine type

4+
X
Title: BAH - SSC Department
Author: Mohammed Ahmed Khan Authorization: Authorized
Date: 8/8/2020 Date: 3/9/2023

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

shisums:?uTreeradv IocaHtiDoI: (a:m) ¥ Z”I’."f of
to be forwarded shipment Process e
tolocal station / forwarded to inbound HAL
Hub SSC shipments
X
" L
Owner: Shaji George C Actions O Feedback
Diagram Version: 2 @ Change Log O Keywords
Review Date: None O Change Requests ® Read Only
F.T.E.: 0.00



Title
Author
Date
Volume

Shipment
type
determin
ed

-

: Accept Document Shipment
: Mohammed Ahmed Khan

: 8/8/2020

: 0.00 Per Second

New Landing Page - Level 1.1.6.11.8.2

+&

Accept document
shipment

Accept Document Shipment

L 4

Signed copy of Process
waybill document
payment

Shipments
forwarded to
station with

manifests

- »

Authorization: Authorized

Cost Per Second: $ ,3.5,E-0317

Date: 3/9/2023

Owner: Shaji George

Diagram Version: 2

Review Date: None

F.T.E.: 0.00

Version: 2

O Actions
@ Change Log

O Feedback
® Keywords

O Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.8.2.1 Version: 2

m Accept Document Shipment

Non Document, Verify
Product Type Attach: Work
Attach: Shipment Instruction for

. Airwaybill Completion
Acceptance Policy Y P

Packaging & Contents Service Reference

Product does not
meet document

criteria Policy Shipment not Guide (SRG) Policy
accepted
Shipment type @ D International @ Q
determined Verify duf;ument Accept
document shipment international
product type shipment
B —
Signed copy
Attach: Work
n Instruction for
High value A bil G et
shipment Domestic irwaybill Completion
document
shipment
¥ 0

Process high
value
shipment

Validate
waybill

Seal numberis
recorded on the
AWB and
initialled by
customer

Title: Accept Document Shipment Owner: Shaji George C Actions O Feedback

Author: Mohammed Ahmed Khan Authorization: Authorized Diagram Version: 2 @ Change Log ® Keywords

Date: 8/8/2020 Date: 3/9/2023 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



High value
shipment

—

@
Validate
package
contents

Shipment
rejected

Approved
shipment

0

New Landing Page - Level 1.1.6.11.8.2.1.2

Process High Value Shi

Package is
estimated less
than 10kg
and/or less than

Estimate
package
dimension &

weight

100 cm square

SSC Exec

Title: Process High Value Shipment

Author: Mohammed Ahmed Khan

Date: 8/8/2020

Volume: 0.00 Per Second

Forsmaller
shipments use
Pre Printed

Sealed Bag

Attach: PRE-PRINTED SEALED BAG

1) Customer MUST witness the placing of the shipment & the sealing of the
bag
2) The seal No. must be recorded on the AWB and and witnessed by the
customer
3) The detached part of the sealed bag with the seal No. must be giventothe
customer for their reference
4) Customer must witness the placing of the shipment and sealing of the bag

Seal number
isrecorded on
the AWB and
initialled by
customer

Package is
estimated more
than 10kg and/or
more than 100
cm square

Apply
exceptionon
packages for

larger

shipments

Authorization: Authorized

Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317

Normal AWB
and pre-alert »

process

SSC Exec

Owner: Shaji George
Diagram Version: 2
Review Date: None
F.T.E.: 0.00

O Actions

@ Change Log

Version: 2

O Feedback
® Keywords

O Change Requests ® Read Only



Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.8.2.2

Process Document Payment

X

Shipmen]|
not accept

Attach: Work
Instruction for Credit
Card Payment

@ >

Collect card payment

Card payment

Attach: Work
Instruction for Credit

Process ca Card Payment
paymen
Signed copy of LEJ Q Credit @
vavert Determine if shipment payment Accept shipment from

is credit, cash or card
payment

N

Cash payment

Payments

customer

Cash collected

submitted to
Cashier

Collect cash payment
]

receiptissued

¢
FN

Non payment

SSC Exec shipment not
accepted

. Process Document Payment
: Mohammed Ahmed Khan
: 8/8/2020

Authorization: Authorized
Date: 3/9/2023

Shipment
ready to be
manifested

Shipments
forwarded to
station with

¥

Process shipment
manifests with Tag
number

: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

manifests

N

Owner: Shaji George

Diagram Version: 2
Review Date: None

F.T.E.: 0.00

Version: 2

O Actions O Feedback
@ Change Log ® Keywords
O Change Requests ® Read Only



HV & Low
value
shipment
ready to be
manifested

- @ @ @ 0

Shipment
ready for

Complete th
omplete the pickup

manifest

New Landing Page - Level 1.1.6.11.8.2.2.5

Process Shipment Manifest with Tag Number

X Contact Quality
&risk
management
(QRM)

Seals

Checksealsare .
intact

intact on high
value bag

Title: Process Shipment Manifest with Tag Number
Author: Mohammed Ahmed Khan

Date: 8/8/2020

Volume: 0.00 Per Second

Authorization: Authorized

Reconcile & sign
the manifest

Date: 3/9/2023

Cost Per Second: $ ,3.5,E-0317

Manifest
signed

Pre-alert to OPS
incharge /
supervisor

Owner: Shaji George
Diagram Version: 2
Review Date: None
F.T.E.: 0.00

—

Version: 2

O Actions
@ Change Log

O Feedback
® Keywords

O Change Requests ® Read Only



Title
Author
Date
Volume

Shipment
type
determin
ed

JE—

. Accept Non-Document Shipment

: Mohammed Ahmed Khan
1 8/8/2020
: 0.00 Per Second

New Landing Page - Level 1.1.6.11.8.3 Version: 2

Accept Non-Document Shipment

¥
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document shipment document payment

Authorization: Authorized
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Accept Non-Document Shipment

Ensure required
paperwork per
destination (Service
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(SrG))
Attach: Airwaybill

Shipment not Completion Policy

accepted

Shltsment * @ International LrJJ Q Signed copy L[lJ
pe ~ non- . . i
determin Verify non document _ tAcr,erpt \ of waybill I?etermme Sh:g;zim
ed document shipment Internationa insurance
product type shipment requirements
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shipment
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document
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Process high .
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waybill

shipment
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AWB and
initialled by

customer
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Verify Non Document Product Type

Product does not
meet document
criteria

Attach: List of

Is package in original Prohibited Items.

intact package or
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tampered
Geumen
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Shipment Q or original S} Q

>
type i i packaging Check for non-
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i patable
ed packaging epara
—W I
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Process Non-Document Payment

Attach: Work
Instruction for Credit
Card Payment

g )

Collect card payment

Card payment
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Card payment
a Shipment » Shipments
) Determine if Credit 5] ready to be N hi forwarded to
Shipment shipment s eredit, payment Accept shipment manifested rocess shipment station
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. Process Non-Document Payment
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m Process inbound HAL shipments

- No courieris allowed to drop any shipment directly to any SMSA Service Center
- $SC should not accept HAL shipment(s) unless there is a manifest (OPS to SSC Manifest)
- HAL manifest must be signed by Ops Manager/Supervisor as a confirmation that these are HAL
shipments

- Any exceptional request, courier needs to inform his Manager/Supervisor to send email to SSC for

Advise receiving the shipment

station/ hub

of shortage/

overage thru
email

Hold at Manifest . . Customers can
location (HAL) * @ E endorsed with @ E SI:;E:?::';S * @ E ;’:Lpr:ﬁ;';z * LEJ E receive * E ;:I)il\j/:r)f
shipment i shortages & . g shipments Y
forwarded o amentets overeges Accept inbound by ntornatonai Noty customer homent
s5C shipments to (HAL) shipments y < shipment to
manifest domestic customer »X
—_——————>
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Reconcile (HAL) Shipments to Manifest

Checkif seals
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high value bags

SSC Exec

Complete
regular
manifest

SSC Exec

: Reconcile (HAL) Shipments to Manifest

: Mohammed Ahmed Khan
1 8/8/2020
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Cost Per Second: $ ,3.5,E-0317

Diagram Version: 2
Review Date: None
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m Sort shipments by International/ Domestic
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bylinterl:ar:i::asl
A 4
Title: Sort shipments by International/ Domestic Owner: Shaji George C Actions O Feedback
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: Domestic HAL Shipments
: Mohammed Ahmed Khan
1 8/8/2020

: 0.00 Per Second

New Landing Page - Level 1.1.6.11.8.4.3.2

Domestic HAL Shipments

Forward
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Linehaul for
delivery

SSEto call and text
consignee for seven
conse cutive business
days
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compute & advise
consignee for delivery
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Shpmt
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Station

Domestic Q Consignee Inf
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shipments the text/call consignee to
sgned Send SMsand / collect the
call consignee shipment
e —

No response Consignee

Consignee
collects the
shipment Link To:
Hand Over
Shipment To

e
Customer

until end of did not
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consignee shipment

=

Initiate ticket to
origin with
shipment details
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Authorization: Authorized
Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317
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Initiate ticket to origin with shipment details for research

Shipment for

destroy
Hand-over to

Linehaul Courier

SSCExec

No response
from
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shipper Hold shipment at

location

SSC Exec

Consignee ask

FFeedga.cf Initiate ticket to for future
rom Origin o
g origin STN on collection Perform
what action need exception
tobe taken process for future
e — .
collection
SSCExec
Consignee
request for
delivery
Return to
origin

Follow RTO
process

Link to shipment
redirection
procedure

(to be provided by
55C)

SSC Exec

. Initiate ticket to origin with shipment details for research

: Mohammed Ahmed Khan
: 8/8/2020
: 0.00 Per Second

Authorization: Authorized
Date: 3/9/2023
Cost Per Second: $ ,3.5,E-0317
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Overgoods
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For international shipments - hold
for5 business days/or as per
update from origin
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m International HAL shipments

Link to shipment
redirection procedure
(to be provided by

s5€)
SSEto call and text
consignee for7 nee
business days st for
elivery
International Consignee Consignee
HAL shipments responds to the Inform collects the
sorted text/call consignee to shipment Link To: Hand
Send SMS and collect the Over
call consignee shipment » ShipmentTo
- ¥ " Ccustomer

Manifest SSC to UTL

No response
until end of Day
7 from
consignee

—comgriee did
not collect his
shipment
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Send email to
origin with
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i

Email sent and
waiting
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Link To:
Process All
uTL

Title: International HAL shipments Owner: Shaji George C Actions O Feedback
Author: Mohammed Ahmed Khan Authorization: Authorized Diagram Version: 2 @ Change Log O Keywords
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under non-revenue
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Forward to
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Station Linehaul Overgoods
Courier Process
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o Receive email L
from origin - origin
from origin on
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need to be taken

Follow RTO
process

[
SSCExec
Exception valid for
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shipment
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exception QOver
process for Shipment To
future collection Customer
Consignee ask
for future
collection
SSCExec
Title: Send email to origin with shipment details for research Owner: Shaji George C Actions O Feedback
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Version:

NOtlfy customer
Origin will perform
additional research for 5
days and send feedback
to SMSA Service Center
Consignee Consignee Consignee as per ticket closure. $5C Consignee

Store shipment in day
1rack and update

Store shipment in day
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with ticket number.

Origin will research

Origin will provide
feedback within 5

Origin will provide

feedback within 5

d ide feedback days from date of days from date of
and provide feedhad issue of the ticket issue of the ticket
system system system within 5 days.
Shipments 0 ()| MoveroDay r] @ Move to Day e} Q Move to Day It} Q Ticket sent 3 D Move to Day r] Q Move to Day a Q
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m Receive Feedback from Origin

shipment to be handed

over to Lline Haul with

manifest and comments
on the system

0 ¢
Forward
No response received shipment to
from shipper & cnee undaimed
for 6 days section
I
Shipment to be handed
L over to Lline Haul with
Origin requested for manifest and comments
destory as per shipper on the system
Ticket sznt @ Q Shipment
Move tok ay4 Process Origin Forward to handed overto
rac request station for Line Haul
delivery/hal >
Prepare return air waybill, apply return scan on old air
Origin requested to waybill, write receipt voucher number on new air waybill,
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airwaybill. Forinternational shipments return on shipper
account as per feedback from Origin

g

Process return
to sender

Origin requested to
return as per
shipper
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Hand-over Shipment to Customer

Attach: Work Instruction on Handling
Shipments with Customs Duty
Work Instruction for Cash & Customs Duty

Customer can
retrieve parcel
after

colld use Waybill number Collection
and description
Customers Q Shipment @ Q Customer Verified LEJ Proof of
can receive ) found o payment Verify customer person delivery
shipments Retrieve Determine if received identity against Request proof of
shipment from duties/ payment wayhbill delivery
.—b rack are required signature from 'X
Shipment not Customer Unverified
erson
found Attach: delivery c;lening
exception (DEX) scans
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with @ Move ] Q @ Verified
customer . shipment to person
services Initiate trace relevant rack Execute Contact sender or
Customer with customer exception recipient to
Services +— services process verify collection

e
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m BAH Customer Service

i

Contact Customer
Center Care
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m CSD - Contact Center

1. Agent should report as per schedule andlog
into the tele phone system to accept the calls.
2. Call should be picked up within 3rings
3. Customer greetings as specified by the
management (eg: Good Moming Customer
Service, ABC Speaking, How May | Help You)
4. Maintain talk time within the benchmark
5. Ensure TSF (Telephone Service Factor)
‘withinthe benchmark
6. Enusre Abandoned Calls minimized within
the benchmark

Follow up with
appropriate
departments
depending on nature
of issue

Deal with call
Route to operations

Gl .
Call from ol M Q Call * E Q Action to call E Q Follow up * E Ticket dosed
customer answered performed Performed
Perform Perform
Accept call Action the call department customer follow
follow ups ups
——> T — > 4

CS Agent

CS Agent

CS Agent

Title: CSD - Contact Center Owner: Shaji George C Actions O Feedback
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¢
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Perform Customer Follow ups
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e
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m Process Reverse Pickup
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Process International Reverse Pickup
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Account
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Documents [E_]
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m Process Customer Complaint & Claims

1. Customer should be

acknowledged within
. Keep custome
24 hours of receipt of N
complaint informed thru
P . Courtsey Calls on
2. Complaints . A
: h Daily Basis
received thru emails
. Attach: Customer
All major complaints should be called back N n
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