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the customer for their reference
4) Customer must witness the placing of the shipment and sealing of the
bag

1) Customer MUST witness the placing of the shipment & the sealing of
the bag (SMSA Express Red seal to be weaved & out holes and pulled
tight)
2) The seal No. must be recorded on the AWB by the customer & initialled
3) Customer must witness the placing of the shipment and sealing of the
bag

Owner: Mohamed Barakat

Diagram Version: Draft Copy

Review Date: None
F.T.E.: 0.00
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Title: Debrief Courier
Author: Edwin Ramos

Date: 4/10/2017
Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Courier
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shipments
>
>
Shipment
found, ready for
re-delivery

Owner: Mohamed Barakat

Diagram Version: Draft Copy
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Title: EGY - Station Operations (Outsourced) Owner: Edwin Ramos C Actions O Feedback
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requestto manifest pickup Pickup shipment shipment at
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Rebooked
pickup

Title: Pickup Shipment Owner: Mohamed Barakat C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
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¥

Process
document

International
UTL resolved/
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: Process Shipment at Origin Station
Authorization: Update Pending

: Edwin Ramos
- 4/6/2017
: 0.00 Per Second

shipments

Process Shipment at Origin Station

Pickup Manifest Shipment
completed File Pickup forwarded to
Gateway

v

¥

Process non-

Courier

Cost Per Second: $ ,3.5,E-0317
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Shipments Weight @ Completed Pickup
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Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
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Multiple piece
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Title: Process Non-Document Shipments Owner: Mohamed Barakat C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
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. Pickup Shipment by Type

: Edwin Ramos
- 4/6/2017

: 0.00 Per Second

New Landing Page - Level 1.2.1.2.1.4.1.4 Draft Copy
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Pickup Shipment by Type
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document
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for forwarding to
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Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317
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required
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Ops Team Lead

¢
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Owner: Mohamed Barakat

LA

Diagram Version: Draft Copy
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Version: 1
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Courier

High value
shipment

¥

Process high
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Courier

Title: Pickup Document Shipment
Author: Edwin Ramos

Date: 5/23/2010
Volume: 0.00 Per Second

New Landing Page - Level 1.2.1.2.1.4.1.4.2 Draft Copy

Shipment not
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Pickup Document Shipment
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document
shipment Accept
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shipment
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]

Consult SRG

Signed copy of

wayhill
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ready for pick
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Seal number is
recorded on the
AWB and
initialled by
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Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Courier

Collect cash
payment
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Credit payment

up, advise
dispatch

Cash payment

Version:

LEJ Shipments
ready for
Accept shipment forwar(‘jmg to
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—

Cash collected
receiptissued

Non payment
shipment not
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4’X

Owner: Mohamed Barakat

Diagram Version: Draft Copy
Review Date: None
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New Landing Page - Level 1.2.1.2.1.4.1.4.2.2 Draft Copy

Process High Value Shipment

Less than 10 kg
&for 100cm2

1) Customer MUST witness the placing of
the shipment & the sealing of the bag

2) The seal No. must be recorded on the
AWB & witnessed by the customer

3) The detached part of the sealed bag
with the seal No. must be given to the
X customer for their reference

4) Customer must witness the placing of
5 the shipment & sealing of the bag

Use Pre-Printed
Sealed Bagfor

Version: 1

smaller shpmts

High value @
shipment Estimate
package
dimension &
N weight

1) Customer MUST witness the placing of shipment & the sealing
of bag (SMSA Express Red seal to be weaved & out holes and
pulled tight)

Courier 2) The seal No. must be recorded on AWB & initialled by customer
3) Customer must witness the placing of shipment & sealing of bag

Use Pre-
Punched Black
Banded Bag for
larger shpmts

More than 10
kg &/or 100
cm2

: Process High Value Shipment

: Edwin Ramos
: 5/25/2010

: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Courier

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00
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Pickup Non-Document Shipment

Version: 1
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shipment pick
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shipment international
N shipment
Courier
High value Domestic non-
shipment document
shipment
+ @ g
Process high . .
N 8! Validate wayhill
value shipment
Seal no. is
recorded on
Courier AWBE Courier
uri initialled by uni
customer

. Pickup Non-Document Shipment
. Edwin Ramos Authorization: Update Pending
: 5/23/2010

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

g

Determine
insurance
requirements

Courier

Shipment Credit g Shipments
ready Dej[e(m'\nev if payment ready for
sh\;?ment\s Accept shipment forwarding to
creditor cash from customer station
——————»

Courier

Cash payment

Cash collected
receiptissued

Collect cash
payment

4’)(

Non payment
shipment not
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Courier

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

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00



New Landing Page - Level 1.2.1.2.1.4.1.4.3.3 Draft Copy

Process High Value Shipment

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
X No. must be given to the customer for their reference
4) Customer must witness the placing of the shipment
and sealing of the bag

Less than 10 kg
&for 100 cm2 For smaller

shipments use
Pre Printed

Sealed Bag

Version: 1

Courier

Highvalue @ 1) Customer MUST witness the placing of shipment & sealing of the bag
shipment Estimate (SMSA Express Red seal to be weaved & out holes and pulled tight)
package 2) The seal no. must be recorded on the AWB & initialed by the customer
dimension &

3) Customer must witness the placing of shipment & sealing of bag

¥ weight

TO TesTMaton

Use Pre-
Punched Black
Banded Bag for
large shpmts

More than 10 kg
&/or 100 cm2
Courier

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Title: Process High Value Shipment
Author: Edwin Ramos
Date: 5/23/2010
Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317
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Title: Allocate to Courier Route Owner: Mohamed Barakat O Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
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Title: Deliver Shipment Owner: Mohamed Barakat C Actions O Feedback
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Date: 4/10/2017 Review Date: None O Change Requests O Read Only
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. Debrief Courier
: Edwin Ramos

. 4/10/2017

: 0.00 Per Second

New Landing Page - Level 1.2.1.2.1.4.2.6 Draft Copy

Debrief Courier

-

Version:

Inform QRM,

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317
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—_— EGY

Hand-over to
3rd party
vendor

4>X

4.X

Pre-alert
Ops Mngr sentto
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. EGY - Gateway Operations

. Edwin Ramos Authorization: Update Pending

. 7/1/2018

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

Pre-alert
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-

¥

Gateway
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Inbound
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=

Ops Mngr

Owner: Mohamed Barakat
Diagram Version: Draft Copy

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

Version: 1
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Gateway Inbound Process
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Version:

BEE

Overage/
shortage
identified

Airline
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Title: Gateway Inbound Process

Author: Edwin Ramos
Date: 4/11/2017
Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

search

Owner: Mohamed Barakat

Diagram Version: Draft Copy
Review Date: None

F.T.E.: 0.00
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Version:
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Clear Agt
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& high value regulations clearance released shipments to forward to
shipments issues vehicle local hub
e
Custom Offcr Clear Agt Clear Agt
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by Customs
Documents @ Customs ; Shipment
Pull documents placed on Physical cleared ready for
from shipment inspection of Complete loading
shipments suspect documentation
shipment

Title: Initiate Customs Clearance Process
Author: Edwin Ramos
Date: 6/7/2017
Volume: 0.00 Per Second

Airport
Handler

Cost Per Second: $ ,3.5,E-0317

Authorization: Update Pending

Hub Specialist

Hub Specialist

Owner: Mohamed Barakat

Diagram Version: Draft Copy
Review Date: None

F.T.E.: 0.00
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Volume: 0.00 Per Second
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Version: 1
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Owner: Mohamed Barakat O Actions O Feedback

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Diagram Version: Draft Copy

Review Date: None
F.T.E.: 0.00
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Title: EGY - Gateway Outbound Owner: Mohamed Barakat C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords

Date: 7/9/2017 Review Date: None O Change Requests O Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



New Landing Page - Level 1.2.1.2.3 Draft Copy Version: 1

m EGY - OPS Third Party Vendor

|
requirement Third Party completed
Vendor Process X
Title: EGY - OPS Third Party Vendor Owner: Mohamed Barakat C Actions O Feedback
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New Landing Page - Level 1.2.1.2.3.1.1.2 Draft Copy
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: Package Pickup Process
. Edwin Ramos
. 8/15/2017

: 0.00 Per Second

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None
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Diagram Version: Draft Copy
Review Date: None
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reque_stfrom fordemand Q d
Recruitment Eligible letter from dpro ucet
ocuments
forlocal expat Inform Recruitment Request

Receive
documents

Verify availability

} additional
of visa at LMRA

documents

Recruitment for
further process

-

GR Officer

Documents completed

Requirements

Forward Documents Prepare met for
documentation to forwarded government file Expatriate local
GR Officer for candidate Process

Transfer of
Sponsorship

Talent Acq Off GR Officer

Title: Process Transfer of Sponsorship Owner: Mohamed Barakat C Actions O Feedback

Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords

Date: 6/22/2010 Review Date: None O Change Requests O Read Only
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Requirements: 1. Should have
completed one year with SMSA 2.
Bachelor Degree attested by Saudi l1ange @ @ ea
Consulate & Ministry of Foreign
Affairs 3. Translation of degree 4.

Original Igama 5. Old passports, if
any 6. Four photos 7. Approved
request from dept. head & HR

For Expatriates =BD 10
For Bahrain national =
Free of charge

Director
Recel\f/e Documentation . Request P
reeqmuels; éoem fcer received Prepare & submit approved aymen(;
i receive
ploy eceive file to Labor Request Finance
documentation Office or LMRA
for payment
» from employees
Emp Aff Exec
Reference number will be
issued
Follow up with Labor Office
after 7 days
Profession
Q changed, forward
Approval

new Igama to

Submitfile to obtained Print the WP from employee
Labor office or system
LMRA for final

N o

approval

GR Officer

Title: Process Profession Change Owner: Mohamed Barakat C Actions O Feedback

Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords

Date: 6/26/2010 Review Date: None O Change Requests O Read Only
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Print certificate
through online portal

Government

Government Copy requirement *
requirement forwarded for addition
NOSI
» Certificate >

GR Officer

Addition to

GR Officer

Amendments: Salary
change or designation
change (inJanuary of
every year)
Inform payroll for new
deduction

GOsI
requirement

GOSl web site
updated

Update
Amendments

—_———»

(s) Internet

GR Officer

Title: Process NOSI Requirements
Author: Edwin Ramos

Date: 6/26/2010
Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Process NOSI Requirements

Version: 1

GOSI record will
automatically change
when expatriate
employee is removed
from LMRA.

The employees will be enrolled in
GOSI automatically after MOLand
LMRA approval

payment

Q arranged by Govefrnment ' Copy sentto
Finance requirement Personnel file
fordeletion

Deletion from

» NOSI

GR Officer

Document
forwarded to
‘ NOSI & inform
Government family member
requirement to follow-up
Death
[ -

Emp Aff Exec

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00
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New Landing Page - Level 1.2.1.3.1.3.8.1 Draft Copy

m Addition to NOSI

Title
Author
Date
Volume

Automatic
enrollmentin
GOSI upon

approval

Send copy to
Government Q Personnel file &
requirement Receive file from File ready return file to
foraddition Recruitment for Update in LMRA Recruitment
new employee or MOL
—_————>

For payment:
Bahraini - 20% from
basic & housing (4%
from employee and
8% from company)
For non-Bahraini - 4%

from company
Finance to pay before
15th of the month

Monthly
payment
arranged by
Finance

6

Update Finance
for the monthly
payment

: Addition to NOSI

Owner: Mohamed Barakat

. Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy

. 6/27/2010

Review Date: None

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

Version: 1
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m Deletion from GOSI

requirement for
deletion Receive list of
names from
Payroll for
—_—» termination

—

Remove names

from NOSI thru
online

Title: Deletion from GOSI Owner: Mohamed Barakat O Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
Date: 6/27/2010 Review Date: None O Change Requests O Read Only
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: Edwin Ramos
: 6/26/2010
: 0.00 Per Second

New Landing Page - Level 1.2.1.3.1.3.8.4 Draft Copy

Receive
information from
department

Death

Update NOSI

Emp Aff Exec

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Required: Police
Report, Hospital
Report, Death
Certificate,
Authorization letter
from the family,
Passport & lgama
copy, GOSI form

Document

Send documents up
to NOSI

Emp Aff Exec
(s) Internet

Q forwarded to NOSI
& inform family
member to follow-

v

—

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 1
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New Landing Page - Level 1.2.1.3.1.4 Draft Copy

Approved file

HRD - Payroll

File forwarded

Approved
Personal Action

Version:

received from toFile & Form received Recruitment
Recruitment ; Records from ‘ notified
Section Executive Recruitment Process Active
Process New
Hires Employee
—_——> 4 ———» Movement I E—
.
Monthly EPPEF;(’:\:";, Submit (o
Manpower ! Forwarfi to A forwarded to fmar’cefcr
Director Finance pproved Leave fi 10 release releasing loan
Report from forfinsla | request inance to re Rfequest amount
departments pprova : leave salary received from
* received from * department ‘
departments
J— Process > — EE——
Monthly Process Leaves » Process Loans
Payroll —
- . E—— d
Adjustments Pay slips App\‘\ca‘mon Fo?:;:’,i?nk
Finance employees
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

1o FIN inactive)
Process Payroll Process End of
for Casual Service
Labor ) Benefits 4’)(

: HRD - Payroll

: Edwin Ramos

: 7/15/2018

: 0.00 Per Second

Supvr - HCM

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Supvr - HCM

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00
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New Landing Page - Level 1.2.1.3.1.4.1 Draft Copy Version: 1

Process New Hires

B] ﬂ File forwarded to
received from i File e Records File & Records
Verify complete updates Forward file to Executive

completeness of Update Record filing section

file x
- e

. Process New Hires
: Edwin Ramos

: 6/19/2010

: 0.00 Per Second

Payroll Offcr

Payroll Offcr Payroll Offcr
(s) EMIS

Incomplete
supporting
documents,
file rejected

Owner: Mohamed Barakat O Actions O Feedback
Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
Review Date: None O Change Requests O Read Only

Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Approved Personal
Action Form @
received from
Recruitment

Verify Form

Process Active Employee Movement

Verification
completed

g

Update Record

N

Payroll Offcr

Title: Process Active Employee Movement
Author: Edwin Ramos
Date: 6/14/2010
Volume: 0.00 Per Second

Authorization: Update Pending

Record
updated

Hand-overto
Employee Files &
Record Executive

Payroll Offar
(s) EMIS

Cost Per Second: $ ,3.5,E-0317

Payroll Offcr

Copy of PAF to be
forwardedto Finance

Recruitment
notified

Owner: Mohamed Barakat

Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 1
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Approved
Resignation or
Termination
received from
HR Director

-

New Landing Page - Level 1.2.1.3.1.4.3 Draft Copy

Process End of Service Benefits

Link To: HRD

Verify Documents for
resignations only:
Notice Period, Exit

Interview Form,

Clearance Certificate

- Employee
Relations

records
forwarded to
Govt. Relations

Title: Process End of Service Benefits

Author: Edwin Ramos
Date: 6/15/2010
Volume: 0.00 Per Second

. g
Verification Record Prepare End-of- Statement Forward
Verify completed updated service- ready statement to FIN
Documentation Update Record settlement for verification
P; 1l Off o] P: 11 Off
eyron B © Received EOSB ayroll Offer
Clearance Form from
Finance forfiling o
Issue experience Waiting for
certificate to verification from
employees upon finance
request
Finance
EOSB
Copy of EOSB
bmi EOSB ready for @ Q statement 4 filed (file marked
Su, mit to HR releasing Forward to forwarded to Forwar ‘to asinactive)
Director for finance for FIN Employee Files &
approval releasing of Records Executive
e m——
payment X

Payroll Offcr

Cost Per Second: $ ,3.5,E-0317

Payroll Offcr

Payroll Offcr

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Authorization: Update Pending

Version: 1

BEE
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. Process Leaves
: Edwin Ramos

: 6/14/2010

: 0.00 Per Second

Approved leave
eeeee t Q
ceived from
departments Determine Leave
type
=N

New Landing Page - Level 1.2.1.3.1.4.4 Draft Copy

Process Leaves

P'LMIQEE Process Privilege
eave Leave with
settlements

Attach: Sample Leave
Application Form

Payroll Offcr

¥

Other Leave

Payroll Offcr

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Payment approved,
forwarded to FIN
Dept to release
leave salary

"

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

Application filed

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 1
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New Landing Page - Level 1.2.1.3.1.4.4.1 Draft Copy

Process Privilege Leave with Settlements

Privilege
Leave, with .
Calculations .
settlements Perform Leave Determine Local
R Made
Days Calculations or Overseas
_—»
Payroll Offer Payroll Offcr
Attach: Annual
Vacation, Ticket &
Leave Policy
Family or
- Single Check
Determine Status Entitlermnent
Payroll Offcr Payroll Offcr
Employee should bear
the air ticket, exit re-
entry, amendment to )
number of days Entitled
Direct
‘Manager Direct Submitto
d-\sapnroved, Manager Personnel &
file rejected \nform Direct approved Govt. Relation
Manager Manager for
)@7 Approval

Payroll Offcr

Version: 1

BAE

Submit to
Personnel &
Govt. Relation
Manager for
Approval

Exit re-entry & Air

Ticket

Number of accrued

leave days

copy fwdd to
finance for Receive Verified Ready for
Prepare Leave che.c.klng& Salary submission
Salary verification Settlement from
Finance
Payroll Offcr Payroll Offcr
Copy forwarded

to travel desk for
issuing tickets

Forward copy to
travel desk

4.X

Payroll Offcr

Copy
forwarded to
Govt.
Forward copy to Relation for
Govt. Relations exitre-entry Exit & Re-
Section

entry
Visa

Payroll Offcr

Title: Process Privilege Leave with Settlements
Authorization: Update Pending

Author: Edwin Ramos
Date: 6/14/2010

Volume: 0.00 Per Second

File approved

Cost Per Second: $ ,3.5,E-0317

Payroll Offcr

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Payroll Offcr

Payment approved,
forwarded to finance
to release leave

salary

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

A copy of application
o be forwardedto
Finance

Submit to

Other Verification Personnel & Application Manager Records Application
Leaves completed B accepted Inform Direct informed updated Hand-over to filed
Verify Leave Govt. Relatf\ons Manager Update Records Employee Files
Request Manager ‘or & Record
—» Approva Exeautive X

Payroll Offcr Payroll Offcr

Payroll Offcr Payroll Offcr Payroll Offcr
(s) EMIS

Application rejected

Title: Other Leave Owner: Mohamed Barakat O Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
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m Process Loans

Prepare Report A copyto be taken for
according to filing purpose
recovered fund For Bank Loan-
availability (may not Personnel & Govt.
accommodate all Relations Manageris
employees due authorized to sign as
shortage of floats) an alternative

Check float amount
available after
monthly payroll
First come - First

served basis

Request Request BanK 03
. verified for Report information
refcs\rfd @ Company Fund ready for Q ready for
department Loan chek Fund available approval Submit for updating Update Record
Verify Request Availabili Prepare Report approval from
» val R HR Director
Payroll Offar Payroll Offcr Payroll Offar Payroll Offcr
(s) EMIS
Letter ready
for approval Record
updated
Forward Bank
LEJ Letterto
department
Forward copy to
Request verified for Bank Loan Prepare Bank filing section
Letter 4’)(
Payroll Offer Payroll Offcr
Title: Process Loans Owner: Mohamed Barakat O Actions O Feedback

Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
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Finance to submit

Monthly Manpower Report received ch(:rci?sifttohliésgor Start: 27 Process Time 1 day
from departments (Start:15 Finish: 20) N Final Payroll plus audited draft to be
Process Time: 6 days CESS Monthlv Payro" ee- cash[ Expense, auditing & primary submitted back to IAD for final
. R . Advance, Medical Insurance, approval (Start:25 e N N

Adjustments Report received from 1st Updating by N verification & submit back to Finance

N L Loan, GOSI, Leaves,Mobile, Finish:26) Process

Finance (Start:15 Finish: 20) Process Payroll (Start: 21 N . N forapproval (Start: 28 Process time: 1

L Gasoline, Overtime, Time 2 days
Time: 6days Finish: 23) Process Incentives, Absence, Others day)
Monthly Time: 3 days g ’
Manpower
Report from
departments
@ Rg;ord Q Payroll @ Q Payroll Payroll Q
» verified & ready for Balance Ist draft balanced verified Undate
Verify & update updated balancing of Payroll Submitto P
record Prepare Payroll inst Finance & IAD adjustments
dagi‘“" " from FIN & IAD
adjustments
B —
Adjustments Payroll Offcr Payroll Offcr payroll Offcr Payroll Offcr Payroll Offcr
Report from
Finance

(s) EMIS

(s) EMIS (s) EMIS
Forward to IAD for
final verification &

approval
Receive from finance after

verification & approval

Finance

Forward to
Director
Report read
P for v Finance for
Approval Payroll final approval
Submit Payroll received processed prepare Payroll attrachment Prepare bank .
forapproval Process Payroll s P :V " with Bank sheet & burn on Finance
from HR Director ummary Repo Sheet cD

—’X

Pay slips forwarded
to employees

Payroll Offcr

Payroll Offcr Payroll Offcr Payroll Offcr

(s) EMIS (s) Excel

(s) EMIS

Title: Process Monthly Payroll Owner: Mohamed Barakat C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
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New Landing Page - Level 1.2.1.3.1.4.7 Draft Copy

Process Payroll for Casual Labor

Deptto completely fill-up the Casual Labor Form

(see attachment)

month

Dept to Payroll - on or before 10th

Timelines: Company to submit the Invoice to Dept - on or before 7th of the following

Payroll to FIN/IAD - on or before 12th

FIN/IAD to HRD - on or before 16th
HRD to FIN - 17th

Dept fwrds
monthly invoice Fwrd to FIN & Approved
recvd from |AD for invoice fwrd to
Outsource verification FIN for
Company Check & verify and approval Final approval payment
correctness of
» report submitted »

Payroll Offcr

: Process Payroll for Casual Labor

: Edwin Ramos
- 5/4/2011
: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Dir HR & Adm

Owner: Mohamed Barakat

Diagram Version: Draft Copy
Review Date: None

F.T.E.. 0.00

Version: 1
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HRD - Training & Organizational Development

Employee
New ‘ M received
employee certificate
Manage New
Employee
Training
L&D Advisor
Existing Employee
Employee ‘ M received
- certificate
Manage Existing
Employee
Training 4’)(
e
Pass Result of
evaluation, will join the N
business & eligible for L&D Advisor
other job related training
Training
Business ‘ Modules ready
requirement forroll-out
Review existing
————® Training Modules —_—  »

B Training

L&D Advisor

Title: HRD - Training & Organizational Development

Author: Edwin Ramos
Date: 7/1/2018
Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

External Employee
training ‘ M received
required certificate
Manage External
N Training 'X

L&D Advisor Certificate and

attendance record

Report
received from
department

|

External Datafiled

Specialized

L&D Advisor

Project Base

Training
Employee
reduest ; E received
received
certificate
Manage Project
— Base Training IX

L&D Advisor

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 1
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m Manage Existing Employee Training

Implement training

Version:

Manage module
External
Training
e:!\;\i;?s:hwo‘;\ Attach: Training X
c‘\mh(; Needs Analysis (TNA) Ext.e "_"'3| Internal
Jor Sample Form training Specialist
business & i
. required training Forward
eligible for training
otherjc?b‘ Arrange requisition /
related training Q meeting Prepare @ Module @ nomination @
with Discuss Training modules ready form to Receive Form
> Prepare departments Needs Modules Post Training departments ived
ini i Calendar requests for receive
Training Needs Realign as per training
Analysis business needs
—_——»
Existing L&D Advisor L&D Advisor L&D Advisor
Employee
L&D Advisor L&D Advisor
Forms F ived Failure to meetmin| 10 Meetrequired
orms receive
forwarded to from paTticipants, tram . [lumbeéobf Forinternal spedialist
departments participants & be cost training, certificates
departments effective f g
areissued to QRM & IT
Faning
conducted
Q . Employee
asper Training 2
mployee i
Check Number calendar Evaluation P Vd .\s.sue received
of Participants passe Certificate-of- certificate
Achievement
L&D Advisor L&D Advisor L&D Advisor
Employee
failed

Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy
Date: 6/16/2010 Review Date: None
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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m Manage New Employee Training

Trainer & Trainee Evaluation
Sample Formsto be

Welcome to SMSA
Duration: One Day

On Job Training to be given Technical Training is

Note: Employee should not : ) attached
i . . following completion of mandatory for core
join the business until . > . Three attempts to pass
h o induction program business employees o
induction is completed within 90 days

Attach: Sample Joining Form only.

eTgioTe Tor
her job
New _ @ o) OnJob CJ | Technical ] () omhero 2]
employee \ndu(‘.'utcr:i Inform training Classroom Training training
. complete leted -
Induction department compiete Technical completed Training Issue Certificate
Program headforon-Job . Evaluation
» o Training
Training
Trng Spedialist Tmg Spedalist Trng Specialist Trng Specialist L&D Advisor
Fail Result of Evaluation
Fail Result after
three attempts,
employee
dismissed
Manage
Employee
Relations
Title: Manage New Employee Training Owner: Mohamed Barakat

Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy
Date: 6/16/2010 Review Date: None
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 1

Issue Certificate of
Attendance or
Certificate of
Achievement
Attach: Sample
Certificates

Employee
received
certificate

-
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Author
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Volume

External
training
required

—>

: Manage External Training

Analyze training

L&D Advisor

New Landing Page - Level 1.2.1.3.2.3 Draft Copy

Manage External Training

Identify number
of participants

Search training
modules with
external training
partners
Attach: List of
accredited training
partners

L&D Advisor

Regularor one-time

Regular
training

Analysis
completed

Research market
foravailable
training modules

L&D Advisor

Inform
requesting Training
department Secure approval approved
fromMD
Xe——
For Specialized
courses, direct
manager & supervisor
are considered as
trainers Training not
budgeted
]
Trainers Asper i Q
Request for approved
identified training schedule b
Identify number g budget Request Finance

of trainers

L&D Advisor

Payment confirmed by Finance

Version: 1

Payment in full prior
to training
For one-off training,
ask participant to sign
bond of undertaking
Attach: Sample of
Bond of Undertaking

& proposal for payment

L&D Advisor

L&D Advisor

Nominate trainers
/ participants

L&D Advisor

: Edwin Ramos

: 6/22/2010

: 0.00 Per Second

Nomination
completed

In-house

Evaluate & certify trainers

trainers /
participants

Implement
training module
in-house

L&D Advisor

Participants
received
certificate

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Training
module
scheduled

Manage Existing
Employee

L&D Advisor

Training

Owner: Mohamed Barakat
Diagram Version: Draft Copy
Review Date: None

F.T.E.. 0.00
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Manage Project Based Training

Version:

BE G

Manage
External
Training
X Develop Job Aids in Obtain tentative
Outsource coordination with training schedule
ini Department Head approval
training Disapproved P PP
Project Base .
. Training
ini Analysis Study
Training Determine \nt‘ervna\ Analyse Project d Present Approved Study on-job leted Material Submi jal Q
request training = one ! complete ubmit materia
projects training proposals to operating Develop Job developed £ |
received traii ° " WD evelop Jol orapprova
raining type requirements process Aids from Dept.
) Head
L&D Advisor L&D Advisor L&D Advisor Trng Specialist L&D Advisor L&D Advisor
Training specialist will
Material & schedule approved send the results of
test to direct manager
Successful
candidates,
Send training Notices Conduct Training bCondu(.:t Test Co ”;#‘?Tm ner Evaluation ce(reticf?c“:es
notice sent training session completed observation complete rainee completed Publish test
test d Evaluation results

Trng Specialist

Trng Specialist

Title: Manage Project Based Training
Author: Edwin Ramos

Date: 6/22/2010
Volume

: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Trng Specialist

Trng Specialist

Trng Specialist

Unsuccessful
participants, dept. head
to coach & reschedule

fortraining
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Diagram Version: Draft Copy
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D

L&D Advisor

Review existing
training
modules

Changes/
update
required

New Landing Page - Level 1.2.1.3.2.6 Draft Copy

Gather data
from various
sources

Authorization: Update Pending

: Organizational Knowledge: Training Modules
. Edwin Ramos

: 6/19/2016

: 0.00 Per Second

Organizational Knowledge: Training Modules

6

Sources include: Performance Appraisals,
Surveys, SMSA Strategy, Monthly
Management Review, Lessons Learnt, GUIDE
changes, Statistics, test results/ failure
analysis, desk rides, and coaching

Changes/
updates
identified

Cost Per Second: $ ,3.5,E-0317

Revise the
training
modules

Training
modules
updated

Version:

Trng Specialist

Diagram Version: Draft Copy
Review Date: None

Training
Modules
LE_] Changes LEIJ ready for
recorded . roll-out
Log the changes C{;?::i zl::e
Owner: Mohamed Barakat O Actions O Feedback

@ Change Log O Keywords
O Change Requests O Read Only
F.T.E.. 0.00



Title
Author
Date
Volume

. EGY- Finance

: Edwin Ramos

: 7/1/2018

: 0.00 Per Second

New Landing Page - Level 1.2.1.4 Draft Copy

EGY- Finance

Billing Credit & Purchasing
Collections

Owner: Mohamed Barakat
Authorization: Update Pending Diagram Version: Draft Copy
Review Date: None
Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 1
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: EGY - Billing

: Edwin Ramos

: 7/1/2018

: 0.00 Per Second

New Landing Page - Level 1.2.1.4.1 Draft Copy

EGY - Billing

¥
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