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	                              External & Internal Cases Work Instructions
                                           Owner/Dept: Legal




	Overview
	Legal handle different kind of cases, it could be cases filed by employee against the company or by company against the employee, also cases from government department and customers.

	Person Affected
	All SMSA internal & external customers. 

	Instruction
	1-Cases: legal handle different kind of cases, it could be cases filed by employee against the company or by company against the employee, also cases from government department and customers. The processes for that:

· First the company received note or letter from the side claimed.

· We file the case.

· Search all the information and documents related to the issue.

· During that we contact all departments through e-mail to give or to have details.

· When the case closed we file it.

· Report goes to MD about the case.

2-Contracts: legal work in different contracts also, like maintenance contract, employee contract, rent contract including cars, stores, SSC ( SMSA Service Centers), equipments and projects contract and the processes for that:
· Legal department received the contract from the concern department and update it in department schedule as under process.

· Confirming nothing against the government law and company policy.

· If there is change we inform the department to work on it and return back again with correction.

· Also assure that the head of the department put his initial as a proof that he agree.

· Some time we speak to the other side behalf of the concern department to clear some legal points and work closely with them with following from the same department.

· Then it goes to MD for signature and he will not singe till Legal approve it.

· Copy to be saved in our files.

3-Company regulation: to assure all the policy set by company not against the labor law and to guarantee no case in future will against company even from employee or customer and government. Also department’s policy inside the company and if it’s follow the company policy and the process for that:

· Legal ask for department’s policy and confirm it with company regulation.

· To find any mistake and correct it, or it can used against company incase issue came from customer by other party, like sales department, SSC ( SMSA Service Centers),  and operation. 

· After working on it to be singe by the head of the department and forward to MD for his signature to approve it.

· Copy to be saved in our files.

4-Termination and claims: legal should approved the termination for those employees got terminated to assure it’s through policy of the company and not against the labor law so no case will against the company in future and the company will be in good situation. And the processes for that:

· Legal received the employee file and study the case.

· Legal will approve the termination if it’s right and through company policy and labor law. 

· Incase the decision made by HR wrong will correct them and explain to them the legal situation.

· After approve it sent back to HR.

· Copy to be saved in our files.   

5-Letters: MD’s letter regarding our cases or the letters address to other company or government it’s prepare by legal department.  Also those letter addresses to customers from customer service before we send, it confirm by legal to assure in legal way nothing going to against the company and the processes for that:

· We issue the letter with initial from legal.

· Then it goes to MD for signature.

· We send the letter or we fax it.

· Copy to be saved in our files.

6-Legal advice: legal department give advice even verbally or in written and it could be for department or employee and the processes for that:

· Legal received an e-mail or letter from the concern person for legal advice.

· We study the case and then we give him the legal advice.

· In some issues related to company we saved copy in our files.  
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