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Finance

»E

Payments

Title: (Import)High value shipments above 1000 SAR Process Level 2 Owner: Walid Abdalla Abdulhamid C Actions O Feedback
Author: Mohammed Ahmed Khan Authorization: Update Pending  Diagram Version: Draft Copy @ Change Log O Keywords

Date: 6/8/2020 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



Title
Author
Date
Volume

New Landing Page - Level 1.1.5.2.14.1.7 Draft Copy

Clearance
issues

Packages that value less than 1000 SAR

resolved

- »

- »

Shipment
Cleared on X-ray

Load clear
shipment on
pallets

Shipments
movedto
processing area

Scan shipments

Apply scans.

Shipments
unloaded and
scanned

Load vehide

Incorrect
number of
bags/pieces
received

Handler-Clr

Notify origin of
overage
/shortage

Clear Coor

Shipment
received

Initiate shortage
search request
tol/H

Initiate Kingdom
Shipment not origin search

received

X

. Packages that value less than 1000 SAR

: Mohammed Ahmed Khan

1 3/4/2020
: 0.00 Per Second

Origin acknowledges
shortage/overage

Authorization: Update Pending

Clear Coor

Clear Coor

Owner: Walid Abdalla Abdulhamid
Diagram Version: Draft Copy

Review Date: None

Cost Per Second: $ ,3.5,E-0317

F.T.E.: 0.00

Shipment
forwarded to
LH

Version: 2

V.4

After 3 days have
passed and no new
physicals scans have
been found for the
AWB

Shipment found
within 5days

Apply GW In Scan and
non dutiable release
scan

G

Apply scans

Clear Coor

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests O Read Only



X-ray scanning
will be done
at HUB

Receive shipments
and related
d ion

Customs
Inspection
complete

Title: Export Declarations Filing & Archiving & Level 5

Clear Agt

New Landing Page - Level 1.1.5.2.14.2 Draft Copy

For Cargo shipments:
The following
documents are sent to
the export clearance
agent: - Master Airway
Bill - Commercial
Invoice - Cargo
Meanifest - Washaj
Invoice - Security
Undertaking - Washaj
Manifest -
Authorization -Two
copies of the
Declaration of
Contents - Declaration
of Dangerous Goods
(if applicable)

For Courier
shipments: The
following documents
are sent to the export
clearance agent: -
Master Airway Bill -
Commercial Invoice -
Cargo Manifest -
‘Washaj Invoice -
Security Undertaking -
Washaj Manifest

Shipments &
documentation
received

Version: 2

Export Declarations Filing & Archiving
Level 5

Cargo forms not
approved by customs Shipments
returned
Return shipments
‘o HUB
—
Bayans not approved
by customs Clearance Supvr
Only for Cargo
Bayans D FGT‘IS " Handover forms to Forms "
printed complete GHA(Ground approve

X-ray and weigh
shipments

Print Bayans through

system Complete Cargo

Acceptance forms

handling agent) for
approval

Clear Agt

Handover initial
Bayan for customs
and carrierauthority
approval

Clear Agt

Bayans
Approve

‘ Archiving

Bayans
printed boxes moved
to storage
Print final Bayan Process Filing and
Archiving 5
.

Author: Mohammed Ahmed Khan

Date: 6/10/2020
Volume: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

Authorization: Update Pending

Owner: Walid Abdalla Abdulhamid
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

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



Title:

Author
Date
Volume

: 6/11/2020
: 0.00 Per Second

» Scan documentsin

—_—>

New Landing Page - Level 1.1.5.2.14.2.11 Draft Copy

Process Filing and Archiving

Each shipments
documents must be
scanned in a specifc

order: Airway Bill,
Invoice, Bayan, other
permits as applicable

Documents
scanned

specificorder Upload scans on

Share point

Clear Coor Clear Coor

Process Filing and Archiving
: Mohammed Ahmed Khan

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Uploads must be
indexed using the
scanning date and the
Airway Bill number

Version: 2

Upload
complete

Q)

Place documents
in folders

Clear Coor

Owner: Walid Abdalla Abdulhamid

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

Once a folder fora
specific date is full it
isplaced in a SMSA
archiving box

Folders
moved

Every ten days (or
whenever a boxis
filled)

Archiving

Move archive boxes moved
boxes to SMSA to storage
warehouse

storage

Clear Coor

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



New Landing Page - Level 1.1.5.2.14.3 Draft Copy Version: 2

Long Haul Routes such as
USA & UK should
minimum 100KG Weight

to cover Airline cost

DEX 14 scan must be
applied

Shpts with Place Shipments Shipmenton ) B Origin Q Scans Applied
unresolved " . heldin hold for 15 Notify origin of notified
clearance shlpmefnts " storage Initiate RTO days designated Apply Scans
issues storage for RTO process shipments RTO
—_————»
Copy taken for old After Customs
and new AWB Approvel
Prepare RTS New RTS Copies Forward weight Forward & Q Handover ¥ Shipment
AWB and AWB pasted Prepare copies prepared & Quantity to Booking completed Complete ready for
remove old onshipments of AWB and LH team for completed Handover the notification & dispatch
AWB manifest booking Airline load to GHA documentation
space ’x

Clear Coor

Intl OBteam

Clear Coor Clear Coor

Title: RTO Process Owner: Walid Abdalla Abdulhamid O Actions O Feedback
Author: Mohammed Ahmed Khan Authorization: Update Pending  Diagram Version: Draft Copy @ Change Log O Keywords

Date: 3/3/2020 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



Title
Author
Date
Volume

New Landing Page - Level 1.1.5.2.14.3.17 Draft Copy

Complete Notification & Documentation Process

Labels pasted

Version: 2

Handover RTO form to
the customs manager,
customs security, and
outbound custems
officerto be signed
and approve

D::.;Jrr\n;r:;a;o Forward pre- De;;‘;?;:” Attach airline
alertto labels onthe
destination shipments
e
Intl OB team Clear Coor
Inspect Shipments
shipments cleared Handover RTO
through X-ray form to
customs for
Clear Agt Clear Agt
Shipments not Forms not
cleared approved

: Complete Notification & Documentation Process

: Mohammed Ahmed Khan

- 5/10/2020
: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Forms
approved

Owner: Walid Abdalla Abdulhamid

Prepare RTO Forms
form for prepared
customs
Clear Agt
Apply RTO Shipment
scans on ready for
shipments dispatch
Link To:
I — Adhoc
Purchases
(Not

Clear Coor

Diagram Version: Draft Copy

Review Date: None

F.T.E.: 0.00

Budgeted)

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.5.4 Draft Copy Version: 3

m KSA - Customer Services Department

R =

Contact Center Customer Care

Title: KSA - Customer Services Department Owner: Falah Al Enazi C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 5/17/2017 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



Title
Author

Callfrom
customer

: CSD - Contact Center
. Edwin Ramos

Date: 5/23/2017
Volume: 0.00 Per Second

|

Accept call

New Landing Page - Level 1.1.5.4.1 Draft Copy

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

rt Center

al with call
to operations

G L 25

Call answered

Action the call

Receive
Encrypted File
from Customer

G

Follow up with
appropriate
departments
depending on nature
of issue

¥

Perform
customer follow
ups

Ticket closed

Action to call ~ Follow up
performed Performed
Perform
department
follow ups
Waybill is automatically
* @ E printed at
SDC_OPS_Dispatch
Manage Special Center
Delivery Channel .
Ay

Authorization: Update Pending

Supvr - SDCVal
Ctr

Owner: Falah Al Enazi

Diagram Version: Draft Copy

Review Date: None

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

O Actions

Version: 4

—.x

O Feedback

@ Change Log

O Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.5.4.1.2 Draft Copy

Call answered E

N

Determine Call

Type

Call Type
Determined

: Booking Policy
Action the Call

o

Request for
Booking

(|

Request for
Tracking

Title: Action the Call
Author: Edwin Ramos

Date: 8/21/2010
Volume: 0.00 Per Second

Request for
Tracing

Ctc Ctr Agt

o)

Ctc Ctr Agt

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

|

General Queries

Attach
Q Pickup Booking
completed

NS

Attach: Tracking Policy

Tracking

Q Completed,
Information

provided to the

customer

—’X

Attach: Tracing Policy

Trace Opened,
Customer
notified

Nature of issue
informedto

6 M
Call Forwarded
to Back Line

Agent

G

Example for General
Queries: Rates, Supply
Request,
Commitmments,
International
Paperwork etc

Ctc Ctr Agt

Information
Provided to the
Customer

>

Owner: Falah Al Enazi
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 8

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



Complaint
Received from
Customer

)

Cust Exp Mngr

$0M

Process Customer

Complaint &
Claims

New Landing Page - Level 1.1.5.4.1.4 Draft Copy

Complaint
Closed as per
Company Policy

¢

TN

Title: Perform Customer Follow ups
Author: Edwin Ramos

Date: 8/21/2010

Volume: 0.00 Per Second

Authorization:

Cost Per Second: $ ,3.5,E-0317

Perform Customer Follow ups

Version: 8

Email Received ; Z ) Request
from File Closed Received from
Destination Customer
Process DEX 03
Outbound

Cust Exp Mngr

Owner: Falah Al Enazi
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Update Pending

+o

Process Reverse
Pickup

O Actions

Shipt picked-up
customer
notified with
Tracking No.

—bx

Cust Exp Mngr

@ Change Log
O Change Requests O Read Only

O Feedback
® Keywords



New Landing Page - Level 1.1.5.4.1.4.1 Draft Copy Version: 7

m Process Customer Complaint & Claims
1. Customer should be

acknowledged within
24 hours of receipt of
complaint
2. Complaints
received thru emails
should be called back
viaemail

Keep custome
informed thru
Courtsey Calls on
Daily Basis
Attach: Customer
Complaint & Claim
Policy

All major complaints
should be logged and
reference number
issued

Complaint Complained International T G d Complaint
Received from Resgistered Complaint race Create Closed as per
Customer Acknowledge Open Trace Company Policy
Log Complaint Complaint to Follow up on
Q—> Customer 4’)(
Attach: Customer
Cust Care Agt Cust Care Agt Trace Officer Complaint & Claim
Policy
Domestic L[‘J Q
Complaint Send Email to
Appropriate
Dept. for
Investigation
Title: Process Customer Complaint & Claims Owner: Falah Al Enazi C Actions O Feedback

Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
Date: 8/21/2010 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



Request
Received from
Customer

-

Title: Process Reverse Pickup
Author: Edwin Ramos
Date: 8/21/2010
Volume: 0.00 Per Second

New Landing Page - Level 1.1.5.4.1.4.2 Draft Copy

Process Reverse Pickup

International

RPI ¥

Process
International
Reverse Pickup

Cust Sup Supvr Shipment picked-up
customer notified
Determine with tracking No.
Reverse Pickup

Type »(

+

Process Domestic
Reverse Pickup

Domestic RPD

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

Version: 6

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



Title
Author
Date
Volume

Process

International
Reverse Pickup

N

New Landing Page - Level 1.1.5.4.1.4.2.2 Draft Copy

Process International Reverse Pickup

Cancell Request

Request
Cancelled &
Documents

Filed

—’x

Customer e

rejected the
rates

Customer @
Check Inbound Confirmed &
Rates & Inform Agreed to Email Quotation
Customer Rates

to Customer

. Process International Reverse Pickup

: Edwin Ramos
- 8/21/2010
: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Quotation sent

Cust Care Agt

Open Trace for

Trace Initiated

Owner: Falah Al Enazi

Diagram Version: Draft Copy

Review Date: None

F.T.E.: 0.00

Version: 6

Keep customer
informed of updates
on Trace thru Courtsey

Attach: RPI Policy

Follow upon
Trace

Cust Care Agt

Calls

Picked Up
Customer

Notified with

Tracking
Number

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



Process
Domestic
Reverse
Pickup

- »

Title: Process Domestic Reverse Pickup

Author: Edwin Ramos
Date: 8/21/2010
Volume: 0.00 Per Second

Cust Care Agt

New Landing Page - Level 1.1.5.4.1.4.2.3 Draft Copy

Process Domestic Reverse Pickup

If account numberis
provided, confirm the
status of account
(Active or Prospect)
If Prospect, then
customer should pay
cash at any of our
offices & provide
receipt voucher
number

Form to be forwarded
via Email

Version: 7

Shipment

Form
Forwarded

Payment @ Details

Confirmed Available Follow up with

Confirm Mode of . Requestff)r Forward Form to Pickup Location &
Pickup & Delivery " B Inform Customer
Payment Details Pickup Location

Cust Care Agt

Owner: Falah Al Enazi
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

picked-up

customer
notified with
tracking no.

—»X

Cust Care Agt

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



New Landing Page - Level 1.1.5.4.1.4.3 Draft Copy Version: 6

m Process DEX 03 Outbound

1. If customer unable tobe
contacted, then look for alternate
contact process eg: EMIS, RSC,
Courieretc
2. Inform Customer of the Deadline
(5business days Return Policy) for
Return to Him if address not
provided
3. Daily Follow up with Customer
until delivery address obtained

Regular and timely
updates to be
provided to
destiantion

»

Delivery address
obtained

Email received
from destination

File closed

Call customer to
obtain delivery
address

Inform
destination

- @ @ @O0

Cust Care Agt

Cust Care Agt

Title: Process DEX 03 Outbound Owner: Falah Al Enazi O Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords

Date: 8/21/2010 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 1.1.5.4.1.5 Draft Copy Version: 6

m Special Delivery Channel Management

Waybill is
automatically
Recei printed at
ecelve :
SDC_OPS_Dispatch
Encrypted File * E " Center P
from Customer
Process Shipper
File
—> ————X
Supvr - SDC Val
Ctr
Receive Call Customer
from informed, call
Customer ‘ M closed
Process
» Incoming Calls »(

Supvr- SDC Val
Ctr

Title: Special Delivery Channel Management Owner: Falah Al Enazi C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
Date: 8/21/2010

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



Title
Author
Date
Volume

Receive
Encrypted File
from Shipper

[N

New Landing Page - Level 1.1.5.4.1.5.1 Draft Copy

Process Shipper File

Automated SMS message is sent
tothe consignee thru SDM
If Mobile is switched off orno
response, SMS is sent to
conginee as well
If the customer cannot be

reached on landline or mobile
Supvr - SDC Val Ctr the call is logged with date and
time, reason updated and next

(s) sDm call scheduled

Add Prefix Serial

All agents should open the calls

Assign Workloads
Agents thru Sped

System

Workload

at time of del

Delivery Management

distributed

Customeris informed
his/her national ID
card will be requested

with aformal greeting as
specified by management and
ensure theirrespective names

are pronounced correctly

to
al

Version: 6

Verification of details
to be done as
provided by shipper

>

Address
Validated

Call Consignee to
Validate
Addresses

Verify Consignee
Details

Supvr - SDC Val Ctr Supvr - SDC Val Ctr

ivery Verification completed

¢

»

Address
Available
Obtain detailed
delivery address

. Process Shipper File
. Edwin Ramos

1 8/21/2010

: 0.00 Per Second

Supvr - SDC Val Ctr

(s) SDM

Authorization: Update Pending

Provide Delivery
Commitment to
Cosnginee

Supvr - SDC Val Ctr

Cost Per Second: $ ,3.5,E-0317

Consignee

&date

infomred on
delivery time

Wayhbill is automatically
printed at
SDC_OPS_Dispatch
Save call Center

—bx

Supvr - SDC Val Ctr
{s) SDM

Owner: Falah Al Enazi
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
® Keywords

O Change Requests O Read Only



Receive Call

from

Customer

- 0 »

Title: Process Incoming Calls

Author: Edwin Ramos
Date: 8/21/2010
Volume: 0.00 Per Second

Requestfor
information from
consignee

New Landing Page - Level 1.1.5.4.1.5.2 Draft Copy

Process Incoming Calls

Required Info: Air
Waybill Number,
Mobile Number,
Customer Name,
Customer D

>

Informaiton

ilabl
available Track Shipment

Supvr - SDC Val
Ctr

(s) SDM

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Process
Shipper
File
If no
Validation addre:
Doest Not Exists in
Tracking Q
Completed
Confirm
Validation

Supvr - SDC Val
Ctr

(s) SDM

Owner
Diagram Version
Review Date

F.T.E.

done, then obtain
complete delivery

Validation is

ss and validate
the system

Validation

Exists Inform Customer

of Tracking
Details

Supvr- SDC Val
Ctr

. Falah Al Enazi
. Draft Copy

: None

:0.00

>

Follow up with
Operations thru

Telephone, Email or

Physical Visit

Customer
informed, call
closed

O Actions

@ Change Log

Version: 6

O Feedback
® Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.5.4.2 Draft Copy Version: 5

m CSD - Customer Care

Ca:

Complaint ; foeraerZ:eld to
_
Title: CSD - Customer Care Owner: Gandi S. Ibrahim O Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 5/23/2017 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



Complaint
from customer

JE—

Title
Author

Date:

Volume

New Landing Page - Level 1.1.5.4.2.2 Draft Copy

Delivery

Pick up

Dam
Wissing /Lost

Refall Duty hours

Process Com Sales lssue

L Technical fssue
el Other
Sodial Media

In Person
Chat

Receive
Adknowle dgment

Version: 2

Complaint ] Ticket )| complaint 0 Priority set High Priority Action taken
Received Registerad classified et ot
ion onitor
Receive mfj‘;‘:"m Assess & Prioritize the AssigntaCCG Complaint development
complaint sty Classify Complaint
<) coRe SMngr
Low/Med
pricrity Monitor
i Ongoing
Investgation Statusupdated Customer Complaint Customer Case
Communicate to customer Takenecessary Actiontaken Yes Communicate informed resolved Confirm disputes Refercase to forwarded to
Investigate with customer A Complaint Upaate CORE
adionto dedsiontothe resolutionfrom Legal Legal
Complaint forfurther Resolved (Resolve) -
resolve ausiomer customer department linkTo
darification
KsA - Legal
Department
CustCare Agt Cust Care Agt Cust Care Agt CustCare Agt Cust Care Agt Customagent
(<) CORE
SLAnot met No Action taken Customer
confims
Complaint Survey Prepare Reports Revi Analysis
Receive Escalated Take necessary Sendss o completzdby Periodic prepared eview completed
customer Complaint &
Escalated actionto cstomerfor Satisfaction rtaion
Complaint resolve survey Report &Planto
Survey

. Process Complaint Handling
. Bashayr Al sharidi
10/25/2023

: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Cust Sup Supvr

Cust Care Agt.

%

Owner: Mohammed Burhan

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

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



Title
Author
Date
Volume

New Landing Page - Level 1.1.5.5 Draft Copy

KSA - Finance Department

Billing Credit &
Collections

: KSA - Finance Department

: Edwin Ramos
- 5/17/2017
: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

I B

Purchasing Inventory

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

Version: 5

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



Title
Author
Date
Volume

: FIN - Billing

: Edwin Ramos

: 5/23/2017

: 0.00 Per Second

New Landing Page - Level 1.1.5.5.1 Draft Copy

FIN - Billing

Receive Invoice ready
illing invoi for collection
billing inveice Billing

SN X

Billing Supvr

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

Version: 5

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



Waybills
forwarded to
finance
(Billing)

Request from

¥

Process Waybill
Scanning &
manifest

Sr Billing Agent

New Landing Page - Level 1.1.5.5.1.1 Draft Copy

Credit customer
Invoice
submitted

Y

"
International

account customer

Invoice submitted

sales to open
customer
account

—_————>

4+

Open customer
account

Account
active

4%

Billing Supvr

Title: Billing
Author: Edwin Ramos
Date: 5/26/2010
Volume: 0.00 Per Second

Authorization: Update Pending

Billing

¥

Month end
billing for MRM Process Mailroom
project monthly billing
R —

Invoices
submitted

Ve

Sr Accountant

Pre-alert from
SMSA DXB , FFC,

DHL and other
customers *

Process inbound
delivery charges

—_—
customers

Invoice sent

4’X

Bill Agent

Cost Per Second: $ ,3.5,E-0317

Version: 5

‘ Invoice
Invoice forwarded
received from Bill inbound 1 re
FedEx consignee invoice collections X
R >

Sr Accountant

Custom duty
paid ‘
statement
received Process custom

» duty billing

Owner: Mohammed Burhan

Diagram Version: Draft Copy

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

Invoice sent
to operations

4’X

O Actions
@ Change Log

O Feedback
® Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.5.5.1.1.1 Draft Copy

m Process Waybill & Manifest

documents
Covering letter
Invoice

waybi

stored

Air waybills

scanned &

entered by Successfullv ‘ Q
outsource Reconcile wayhbill reconciled !

company ‘with scanning Valldate‘an-d

report & cons capture missing
data
—

Data Encoder

SrBilling Agent

@

Incomplete
information

a

Variance

Inform by
email

Resolve

Inform station of
problems

discrepancy for

Documents = 1 copy of

Il & manifest

2nd copy waybill

on customers
behalf

Invoices
can be
generated

Problem not
resolved forward
airwaybill to
operations

Air waybills

Statement of
account
Proof of delivery

Credit customers
Cash| |ntomational accounts
cash accounts

Invoice
submitted

Q Invoice Q

Version: 5

missing scanning
data

Sr Billing Agent

Bill Agent

Station
informed

Title: Process Waybill & Manifest

Author: Edwin Ramos Authorization: Update Pending
Date: 5/26/2010

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

printed Send invoice &
Generate . N
Imvoices wayhill to credit .
customer Collection
SrBilling Agent Sr Billing Agent
(s) ERP
Invoices filed Internationa
laccount
customer
Invoice
Send invoice for submitted
. international
Operations accounts to SMSA -
: Collection
Dubai

SrBilling Agent

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

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



New Landing Page - Level 1.1.5.5.1.1.1.2 Draft Copy Version: 5

m Capture Data & File Documents

Attach rules for
insuring Air waybills

Based on the declared
value of shipment

Attach: Rates applied
to insurance

Insurance Invoices can
Successfullv SelectAir Alrways Apply insuran ce remium Apply rates to be generated
reconciled waybills to be requiring PPy Ins P PPl &
insured e premium known
L

Title: Capture Data & File Documents Owner: Mohammed Burhan C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
Date: 5/26/2010 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



Title
Author
Date
Volume

» (SDM) invoices

New Landing Page - Level 1.1.5.5.1.1.2 Draft Copy

Prepare
Mailroom /
Spedal delivery
management

Process Mailroom Monthly Billing

Send soft copy
of invoice to
customer with
supporting
documents
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Diagram Version: Draft Copy
Review Date: None
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@ Change Log
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Version: 5
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_— IT Dept.

New Landing Page - Level 1.1.5.5.1.1.3 Draft Copy Version: 5
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Inbound bill
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. Edwin Ramos
1 5/26/2010
: 0.00 Per Second

Authorization: Update Pending
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New Landing Page - Level 1.1.5.5.1.1.4 Draft Copy
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form
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International account

request (ICPC) form
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information

International

account
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: Open Customer Account
. Edwin Ramos

. 5/26/2010

: 0.00 Per Second

Version: 5
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FedEx billing weights
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Version: 6
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SMSA Dubai, ready & Air Numbers Weights delivery
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Authorization: Update Pending
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Date: 5/26/2010
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Diagram Version: Draft Copy
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Title: Billing Owner: Mohammed Burhan C Actions O Feedback
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New Landing Page - Level 1.1.5.5.2.1 Draft Copy
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Diagram Version: Draft Copy
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Version: 5

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



New Landing Page - Level 1.1.5.5.2.1.1 Draft Copy

Collect Payment From Credit Customers

Credit Invoices Payment not
customer sorted by Submit invoice POD received H;’SDC?.TV:f ready after 4 *
Invoice Sortinvoice by route to customer & Tle Call customer to months
submitted route collect ({(POD) Capture (POD) request Arrea.rs
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Title: Collect Payment From Credit Customers
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Accountant
(s) ERP
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Diagram Version: Draft Copy
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Diagram Version: Draft Copy
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reconciliation

Verify deposit
amount agrees
with supporting

System
updated

documents
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Date: 6/2/2010
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Version: 5
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Date: 6/2/2010 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



Title
Author
Date
Volume

: FIN - Purchasing
: Edwin Ramos

: 5/23/2017

: 0.00 Per Second

New Landing Page - Level 1.1.5.5.3 Draft Copy
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New Landing Page - Level 1.1.5.5.3.1 Draft Copy
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Version: 8
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Administrators/ documents.
coordinators.
Purchase v
request
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Oracle Request for i quotations & i Order
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Requ Requ
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D Q Q Q Q delivery by
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payment
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Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
Date: 6/2/2010 Review Date: None O Change Requests O Read Only
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Title: Process Payment For Supplies Delivered
Authorization:

Author: Edwin Ramos
Date: 6/2/2010

Volume: 0.00 Per Second

New Landing Page - Level 1.1.5.5.3.1.2 Draft Copy
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Diagram Version: Draft Copy
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New Landing Page - Level 1.1.5.5.3.2 Draft Copy
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Version: 6
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New Landing Page - Level 1.1.5.5.5 Draft Copy
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Diagram Version: Draft Copy
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Version: 3
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New Landing Page - Level 1.1.5.5.5.12 Draft Copy
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Nat'l Admin

Invty Spedialist

Owner: Mohammed Burhan
Diagram Version: Draft Copy

Review Date: None
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Management
requirement
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Inventory
requirement

Title: Ops Supplies
Author: Edwin Ramos

Date: 2/23/2022
Volume: 0.00 Per Second

New Landing Page - Level 1.1.5.5.5.13 Draft Copy

Ops Supplies
Supplies sent
Delivery by * E 5:2(5!:}?
vendors
Receive
Operational —’X
B — Supplies
—
Items

Invty Spedialist forwarded to
requestor

»

From RUH Inventory
W/H to HAS, MED &
HUF W/H

From Hail & Madinah
Warehouse

Supplies
Supplies ERP internal ‘ Q received
ready for request Process issuance
distribution received & release of
operational 4’)(

» supplies

Mngr Invty Records filed

Owner: Mohammed Burhan

Authorization: Update Pending Diagram Version: Draft Copy

Review Date: None
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Process Issuance & Release of Operational Supplies

Version: 2

Email sent

ERP internal @ Items list | ' Request Supplies
Send email to - - .
request Fill-up Ops ready HAS & MED W/H received Prepare supplies ready for Notn‘y & send
received Supplies to prepare & requested & release email to RUH
Releasing List release supplies create AWB Inventory
—————®» Form(OSRLF)
Invty Specialist Invty Specialist Supplies Coor Supplies Coor
‘ Move out within 3 ‘
| Attached AWB& working days upon
OSRLF releasing of supplies
Q Supplies Supplies Q Records
delivered Sign and send received updated in File ERP Material
Notify &send back OSRLF to confirmation Move out system ile &aten a
emailto RUH Inventory released items in Request & OSRLF
ERP

recipient

Requester

Invty Specialist

Supplies
received

: Process Issuance & Release of Operational Supplies

. Edwin Ramos
1 7/25/2018
: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Invty Spedialist

(s) ERP

Records filed

4’)(

Owner: Mohammed Burhan

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

Invty Spedialist
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New Landing Page - Level 1.1.5.5.5.13.2 Draft Copy Version: 2

Process Transfer of Operational Supplies

Title
Author
Date
Volume

Request OPS-Fleet to
transport the supplies

OSRLF should be
attached

Management
requirement X
Ops supplies Items list @ Items list Q Request Q E”_‘a'l_
from RUH required Fill-up Ops ready approved ) Notification
_ , inventoryto Supplies Send email to Send email to Sent
HAS, MED & HUF : f recipient in HAS,
warehouse Releasing List Fleet MEDE& HUF W/H
Form (OSRLF)
L
Inventory Nat'l Admin Invty Specialist Invty Specialist Invty Specialist
requirement
Supplies .
i - ERP Supplies . o Supplies
PEI’fDIjm inter transaction Acknowledge PP Sign the OSRLF & stored in Awaiting for ERP ready for
tional received System Internal v
organizationa completed receipt of send back to RUH ‘warehouse ystem Internal distribution
transfer subplies Invento Material
transaction PP i Requests
E——
Invty Specialist Supplies Coor Supplies Coor Supplies Coor
(s) ERP
OSRLF sent
backto
Inventory
Records
filed
File OSRLF
X

. Process Transfer of Operational Supplies

. Edwin Ramos
1 7/25/2018
: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Invty Specialist

Owner: Mohammed Burhan
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00
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Check against delivery
note
Check quality & specs
(domestic)

Invoice receive from
Finance - Purchasing
Prepare receiving re port
Attach Receiving Report to
Invoice, send back to
Finance -purchasing

Delivery by @ E Purchase order
Vendors matched
Check Purchase
Order
B —
Invty Specialist
PO does not

match with DN &

specs

PURinformed
of discrepancy

Inform
Purchasing of
discrepancy

Invty Specialist

Link To:
Purchasing

Title: Receive Operational Supplies

Author: Edwin Ramos

Date: 2/20/2022

Volume: 0.00 Per Second

Authorization

Cost Per Second

Conduct test
against approved
specs

Invty Specialist

>

Specs
compliance
failed

Receive Operational Supplies

Attach
document: -
How are test Chii:ilipepdhes
?
conducted? atoinst PO

O

Specs complied
Verify quantity &
quality of
supplies delivery

Invty Specialist

Decided to
accept

Make business
decisionto
accept or reject

. Update Pending

¥

Enterinto ERP
System

Supplies
received

Supplies ready
for distribution

Version: 2

Supplies
request

received
through Oracle

Items
forwarded to
requestor

Allocate &
distribute
supplies

Invty Spedalist
(s) ERP

Check current
stock level

Decided to
reject

Enough stocks
on-hand

Director S&M
Director FIN

Invty Spedialist

Supplier must agree to
SMSA terms & conditions

Supplies sent
back to vendor

Refuse delivery
of supplies

Invty Spedialist

Shortage of
stocks

Link to Purchasing:
Adhoc Orders

Owner: Mohammed Burhan

Diagram Version: Draft Copy

Review Date: None

- $,3.5E-0317

F.T.E.. 0.00
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system
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ERP System
updated
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Print stock report
& verify physical
Quantity Vs.
System

Invty Specialist

Title: Enter into ERP System

Author: Edwin Ramos
Date: 11/22/2016

Volume: 0.00 Per Second

Physical count
tallied

Create stock
check findings
report

Invty Specialist

Enter into ERP System

Variance found

Report
archived
Investigation Create
Investigate the completed investigation
variance report with
findings
T

Plus supplies

Version: 4

Supplies ready

Update the fordistribution

system & FIN
Dept

—

Invty Specialist

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Invty Specialist

Invty Specialist

Shortage
supplies

Update the

systemand
generate the
report

System report
generated

Invty Specialist

Forward the Reportsentto
report to QRM GRM
forfurther
investigation » .

Invty Specialist

Owner: Mohammed Burhan

Diagram Version: Draft Copy

Review Date: None
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Delivery by
Vendors

N

PO does not
match with DN &

specs

Title: Gift ltems
Author: Edwin Ramos

Date: 2/23/2022
Volume: 0.00 Per Second

New Landing Page - Level 1.1.5.5.5.14 Draft Copy

Gift ltems

Check against Delivery Note
Check guality & specs (domestic)
Invoice receive from Fin - Purchasing
Prepare receiving report
Attach Receiving Report to Invoice, send
back to Fin -purchasing

oM

Check Purchase
Order

4|

Purchase Order
matched

Accept Gift ltems

|

4]

Distribute Gift
Items

Giftitems
received

Gift Items ready
for distribution

Store Gift ltems

Invty Spedialist

Invty Specialist

Purchase Order

Inform matched
Purchasing of B
discrepancy Link To:
L Purchasing

Invty Specialist

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Invty Specialist

Invty Specialist

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

Version: 2

-

Director, Marketing

Request from FIN

Manager or MD
approval required

Items
forwarded/
distributed to
requestor
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Transfer/ Turn-in
Request form
submitted

-

Title: Assets
Author: Edwin Ramos
Date: 2/23/2022
Volume: 0.00 Per Second

New Landing Page - Level 1.1.5.5.5.15 Draft Copy

+o

Invty Specialist

Assets

Delivery by
Vendors

NN

Asset transfer
completed

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

4+

Receive assets

Invty Specialist

—’x

Asset
received by
requestor

Management
requirement

-

-

Asset for
disposal

Owner: Mohammed Burhan

+~

Invty Spedialist

Diagram Version: Draft Copy

Review Date: None
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Title
Author
Date
Volume

Purchase Order
matched

Delivery by
Vendors

a

Check Purchase
Order

Receive Assets

Only assets
amounting SAR 500 &
above will be affixed
with asset tag

Version:

Receiver signs the invoice to confirm
receipt & hand-over of the items.

Receiver may be the Nat'l Admin,

Secretary, Coordinator or dept
representative.

configuration

Delivery Note/
Sales Invoice
signed

Receive assets

Invty Specialist

PO does not
match with DN &
specs

Items rejected

Invty Specialist

PUR informed of
discrepancy

Link To:
Purchasing

. Receive Assets
. Edwin Ramos

1 2/24/2022

: 0.00 Per Second

Authorization: Update Pending

Invty Specialist

Cost Per Second: $ ,3.5,E-0317

Invty Specialist

Diagram Version: Draft Copy

Asset Tag

Assign &attach attached -

asset tag

Hand-overto
requesting dept

— X
Asset received
by requester

Invty Specialist

Link to:
Information
Technology

Orig Inv &/or DN with PO
fwrded to PUR
Copy of Inv &/or DN with
orig Good Receive Note for
filing with INVTY

filed
—_——»
Prepare Good X
Receive Note
EEE——
Documents fwrd
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(s) ERP

Owner: Mohammed Burhan

Review Date: None
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New Landing Page - Level 1.1.5.5.5.15.6 Draft Copy

Turn-in Assets

up properly by

Form must be filled-

requesting dept.

Property Turn-in @ Q Assetready for
Request form turn-in
submitted
Process turn-in Assess condition
request of asset
—_——————— P

. Turn-in Assets

. Edwin Ramos

1 2/24/2022

: 0.00 Per Second

Invty Spedialist

(s) Excel

Authorization:

Cost Per Second:

Invty Specialist

Assetfound
unuseable

Link To:
Asset
Disposal

Update Pending

$ ,3.5E-0317

Electronicitems to be

checked by IT;
Otheritems to be
checked by Invty
Specialist

Asset still
useable

Diagram Version: Draft Copy
Review Date: None

Version:

Requires approval from direct manager;

For computers electronics, approval by

ITManager required, and sent to T for
reconfiguration.

Keepin Inventory
warehouse/
storeroom

Asset awaiting
transfer request

Asset transfer
completed

Transfer asset to
requestor

Store asset

Invty Specialist Invty Spedialist
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Owner: Mohammed Burhan O Actions O Feedback
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Admin Facility will

Title
Author
Date
Volume

New Landing Page - Level 1.1.5.5.5.15.7 Draft Copy Version: 2

1T will check all
electronicitems

check all furnitures &
air conditioners

Management i i . ) Q Admin dept Q
requirement Prepare list of List available Present the asset List provided approval
assets for disposal list to Obtain approval Obtain approval
_————— disposal Committee signature from signature from IT
Admin dept dept
—_—

Disposal Comm

Disposal Comm

Asset for
disposal Invty Spedialist Invty Spedialist

QRM will check actual
items vs. list

IT dept
approval

1AD will che ck actual
items vs. list

QRM dept Forward asset Obtained MD's Assets

Internal Audit Q

=

Obtain approval dept approval Obtain approval approval disposal list to approval A;suest;etg ;e disposed
signature from i
8 . signature from MD for final disposed-off
Internal Audit QRMdept approval 4%

dept

Disposal Comm

Disposal Comm Disposal Comm

Disposal Comm

Forward asset Asset ready for Assets

disposal list for write-off Write-off from written-off
write-off from books
hooks

—bx

Chief Accountant

Invty Specialist

. Dispose Assets Owner: Mohammed Burhan C Actions O Feedback
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Date
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: Admin Supplies
: Edwin Ramos

: 2/23/2022

: 0.00 Per Second

New Landing Page - Level 1.1.5.5.5.16 Draft Copy

Check against delivery
note
Check quality & specs
(domestic)

Invoice receive from

Finance - Purchasing

Admin S Prepare receiving report

Attach Receiving Report to
Invoice, send back to
Finance -purchasing

Items
Delivery by Purchase Order
forwarded/
Vendors LEJ M matched M distributed to
requestor
Check Purchase 6“.:9;’1 .
Administrative
Order .
» Supplies —»(
Invty Specialist Invty Specialist
PO does not
match with DN &

specs

Inform
Purchasing of
discrepancy

Invty Specialist

PUR informed
of discrepancy

Link To:
Purchasing

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

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

Version: 2

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



New Landing Page - Level 1.1.5.6 Draft Copy Version: 3

m KSA - Human Resources Department

Personnel Training &
Org. Devt.

Title: KSA - Human Resources Department Owner: Mohammad Bhaiyat C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 5/17/2017 Review Date: None O Change Requests O Read Only
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New Landing Page - Level 1.1.5.6.1 Draft Copy Version: 5

m HRD - Personnel

B 0

Recruitment Government Employee Payroll Support
Relations Relations Services

Title: HRD - Personnel Owner: Hassan Al Aswad O Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 5/17/2017 Review Date: None O Change Requests O Read Only
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HRD - Recruitment

Walk in recruitment
Overseas recruitment

H vacne 00 O
Yearly acanf:lesto
requirement Develop be filled Recruit New
manpower plan employee employee
join
B —
Nat'l Mngr HCM
Freelance * Freelance
applicant compensated
Process
— b Freelance Hiri X
Nat'l Mngr HCM

Title: HRD - Recruitment
Author: Edwin Ramos
Date: 5/25/2017
Volume: 0.00 Per Second

Authorization: Update Pending

Owner: Hassan Al Aswad

Diagram Version: Draft Copy

Review Date: None

Cost Per Second: $ ,3.5,E-0317

F.T.E.: 0.00

Version: 5
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Vacancies to IdentifyJob
be filled Requirements
& potential
e candidates

Internal SMSA
candidates
identified

New Landing Page - Level 1.1.5.6.1.1.1 Draft Copy

Internal candidates must be
identified first, if after 15
days no internal candidate
identified then go for
external search
CV database will be shared
with all regions recuritment
personnel

S

Letter, Registerin Labor Office as SMSA empl
Talent Acq Off

Copy
Attach: As per Saudi Labor Law

For Saudi Nationals, CV, Academic, Guarantee

attach: requirements as per Saudi Labor Law
For Non-Saudi National (Expatriate) CV, Release
Letter, Sponsorship Transfer, Passport Copy, 1D

oyee

|

from applicant

Talent Acg Off

Requirements
not met,
notify
candidate

Title: Recruit Employee

Author: Edwin Ramos

Date: 6/12/2010

Volume: 0.00 Per Second

Cost Per Second

)

. Evaluate
) fE?ﬂueS_T Information information
information received against

requirements

Candidate

s
identified

Recruit Employee

Talent Acg Off

- $,3.5E-0317

Authorization: Update Pending

New
employee
; M (Internal)
: e
Interview
candidate
e —

New Expat /
Talent Acq Off Saudi employee

Owner: Hassan Al Aswad
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00
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O Change Requests O Read Only

Version: 5
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New Landing Page - Level 1.1.5.6.1.1.1.1 Draft Copy

Vacancies to be *
filled
Process internal

— » SMSApotential
candidates

Talent Acq Off

No SMSA internal
candidate
identified

Identify Potential Candidates

Internal SMSA
candidates identified

v

¥

Process potential
external candidates
(local or overseas)

Talent Acq Off

Title: Identify Potential Candidates

Local applicant
contacts SMSA

v

Local candidate
foundin HRdata
bank

Author: Edwin Ramos Authorization: Update Pending

Date: 6/12/2010

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

v

Owner: Hassan Al Aswad
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 4.00
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Recruitment
requirement

—_—»

Search data
bank for
suitable

employee

Talent Acq Off

No candidates

found

Found
potential
candidate

s

New Landing Page - Level 1.1.5.6.1.1.1.1.1 Draft Copy

Process Internal SMSA Potential Candidates

Receive

Internal Awaiting for Internal
Advert applications Application

from
Candidates
Talent Acq Off
Talent Acq Off
Not selected

Title: Process Internal SMSA Potential Candidates
Author: Edwin Ramos
Date: 6/12/2010

Volume: 0.00 Per Second

\Applicant
sselected

Internal
Requesta | Forward
Personnel employe Personnel
Action Form ‘e Action Form
relevant dept. available to Payroll

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Talent Acq Off

Talent Acq Off

pay Joiningof new dept.is
as per effective date
onPAF

¢

Internal
Request staff employee
1o join new joins dept.

dept.

Talent Acg Off

Owner: Hassan Al Aswad
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 4.00
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No SMSA internal
candidate, local hire

New Landing Page - Level 1.1.5.6.1.1.1.1.2 Draft Copy

Process Potential External Candidates (local or overseas)

Local candidate found in SMSA data bank ‘ On internet

News paper
Notice board

6o

Local applicant

Check data No candidates contacts SMSA

Determine
Vacanciesto source of

be filled candidate
(local or
overseas)

E—

Talent Acg Off

No SMSA internal
candidate, Overseas hire

bank in data bank AdV?V_ﬂSE
position

Talent Acq Off Talent Acq Off
Thisis to che ck against
the position available,
on agencies data bank

Short listed overseas

candidates from
agency data bank

Title: Process Potential External Candidates (local or overseas)
Authorization: Update Pending

Author: Edwin Ramos
Date: 6/12/2010
Volume: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

Short listed
No candidatesin overseas candidates
agency databank Approve from agencies
Send agency advert
information to draft e
approved Interview
agencies ———» candidate

Nat'l Mngr
HCM

Talent Acqg Off

Interview Marketm‘g Marketing
Candidate ?:g\?\)r\:d Marketing approval
obtained

Owner: Hassan Al Aswad
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 4.00
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Short listed
overseas
candidates

New Landing Page - Level 1.1.5.6.1.1.1.4 Draft Copy

Interview Candidate

External Public
— Relations

Department Manager
tobe availablein the
interview

fer not
accepted

Offer
accepted
Saudi National

Offer package to
candidate

Talent Acq Off

Offer
accepted
(local &
overseas

Prepare contract &
legal documents

Talent Acq Off

Contract
signed Saudi
National

Expatriate) J
Process

Approved Expatriate / Saudi candidate

as per LOA (Level of
Authority)

Finance

A
. hort list
Conduct initial ilentified
Candidates interview ifentitie Conduct panel
identified interview
EE—
Talent Acq Off Talent Acq Off
Internal Employee
transferred
Contract signed
osition
notin
Prepare contract & budget
legal documents Rast finance to
create & approve
non-budget position
Talent Acq Off
New Talent Acq Off
employee Train & Develop
(Internal)

Employee

Title
Author
Date
Volume

. Interview Candidate
. Edwin Ramos

1 6/12/2010

: 0.00 Per Second

Authorization: Update Pending

approve
d

) =

Create Employee
Number

Finance
notified

Talent Acq Off

Cost Per Second: $ ,3.5,E-0317

prepare joining report

and send employee to

department manager
aftertraining

New
employee

Bquire ments for
ovt. Relations

(Saudi / Expat)

Train & Develop
Employee

Owner: Hassan Al Aswad

Diagram Version: Draft Copy

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

Version: 4.00
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offer
accepted
(local &
overseas) Determine
candidate is local or
overseas hire

Title
Author
Date
Volume

Local

New Landing Page - Level 1.1.5.6.1.1.1.4.5 Draft Copy

Process Requirements For Govt. Relatio

Saudi National

Contract
signed Saudi
National

Determine if Saudi
National or
Expatriate

Talent Acq Off

Process overseas candidates

Talent Acg Off

Expatriat

Request
e Local

documentation
from Expatriate

Talent Acq Off

Issue Medical
Insurance Card
GOSI- General Org.
for Social Insurance
Issue letterto Lahor
Office forthe
candidate to be
registered (Letter
handed overto
candidate forgettinga
print out)

i

Complete
employees
requirements

Talent Acq Off

Work Instructions:
Documents
requirement eg:
passport, release
letter etc

documents
submitted

¥

Process
Government
relations for

candidate

Talent Acq Off

: Process Requirements For Govt. Relations
Authorization: Update Pending

: Edwin Ramos
: 6/13/2010

: 0.00 Per Second

Cost Per Second: $ ,3.5,E-0317

e
L

Approved
Expatriate /
Saudi
candidate

Owner: Hassan Al Aswad
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00
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Authorization sent to
agency for visaissuing

Process Government Relations For Candidate

Confirm with
recruitment

Airport pickup
accommodation
medical test
residence permit
training
medical card

Inform
R, Ticket
Process ick available
. Travel ticket
overseas Q Candidate Q date with
candidates has valid Inform travel If reference number the recruitment
Request agency to visa ) known | Csordinator of date not available, follow- ket agenc Arrange
submit employment Confirm travel date up with Labor Office gency requirements for
visa to candidate to provide correct candidate
R —
(For()verseas&\qama reference nuvmberor
i forward file to
For overseas, process payment & :slen\’:z“'A”%f;:Tm Passport Offices
issue work permit online i ith Transfer of m Talent Acq Off
For local expat, file could be co;-r ""_ate witl sponsorship should be
rejected due to: 1) candidate's edical msura(;lce completed in7
name not appearing with last mpanv‘m:p ate ) working days
sponsor 2) profession in Labor surance in Passport ee arri
Office is for Saudi nationals only Office
Attach: List of rules
=
the file &
Requirements .
issue i New
met for Q reference Q Q Require profession P;ﬁ;‘:‘izn Expatriate
i rintout
Bxpatriate Submit documents number Request payment Receive printout P change b\{ Passport Process other HR employee
local . : ) ailable Office .
to labor office from Finance from Passport Office services
—_—>
m Eeask
File rejected from nf Confirmation
labor office & returned i ntorm £ received for
i Inance o
toapplicant thru " - trama transferred-/issued
recruitment with paymen

reason for rejection

Process Payment

Title: Process Government Relations For Candidate

Author: Edwin Ramos

Date: 6/13/2010

Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Owner
Diagram Version

Review Date
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: Hassan Al Aswad
: Draft Copy

: None
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Yearly
requirement Z
———————® Determine
manpower
requirements
—_——————P
Budget & New
Projects Nat'l Mngr

HCM

: Develop Manpower Plan

: Edwin Ramos
: 6/13/2010
: 0.00 Per Second

Budgeted or
Adhoc

New Landing Page - Level 1.1.5.6.1.1.2 Draft Copy

Develop Manpower Plan

D Requirement M
s identified Approve
manpower

plan

Overseas E * Q
recruitment Request for

employment

Internal recruitment

Request from Ministry of Labor
Pay the fees thru Finance

Vacancies to be filled

v

visas

Local recruitment

Authorization:

Cost Per Second:

Update Pending

$ ,3.5E-0317

Owner: Hassan Al Aswad
Diagram Version: Draft Copy

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

O Actions

@ Change Log

Version: 5

O Feedback
® Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.5.6.1.1.3 Draft Copy

Freelance
applicant Sign the
Agreement
e —

Title
Author

Date:

Volume

Freelancer

1 Register in Ministry of
Transport
2 Enterthe | BAN STC Pay
3 Enterthe details of ID &

License

Process Freelance Hiring

Freelancer
registration
completed

: Process Freelance Hiring

: Mohammed Ahmed Khan

10/13/2021
: 0.00 Per Second

Sign the
Promissory
Note

Freelancer

Defined fixed amount
of SR 5000

Freelancer
awaiting
orientation &

training

) Freelancer
Notify ready for
freelancer the deployment

date & time of
training course

Activate the
freelancer

Feelance
System (s)

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Feelance
System (s)

1. Create the virtual ID
2. Send a message to the
applicant including the
username & password

Applicant
ready with
Ops

payments

Cashier

STC Pay

Owner: Hassan Al Aswad

Diagram Version: Draft Copy
Review Date: None

F.T.E.: 0.00

¢

Transferweekly

System will identify
weekly amounts

Freelancer
compensated

O Actions

@ Change Log

Version: 2

O Feedback
O Keywords

O Change Requests O Read Only



Title
Author
Date
Volume

New Landing Page - Level 1.1.5.6.1.2 Draft Copy

Business
requirement * Visa
issued
——» Process Visa
Requirements
e
—_—P
Expat
employees
requirement Regional Supvr
Expat
employees
requirement
* Iqgama issued
to employee /
Process Igama & family
Requirements
—_—»
—_—»
Receive
request from
employee Regional Supvr
Information
received from * !
department PAV officer
informed
» Police Cases
—_—»

Regional Supvr

HRD - Government Relations

Dept. Head
request to renew

R ——

Process

Chamber of
Commerce
Certificate

Letter from
Administration Head
to Finance Manager
requesting for cash to
pay renewal fee

Certificate
issued, received
& filed

6

Mail delivered

torelevant
employees &
departments
Pickup Mail
from Post
Office ‘ E
—X
N
Process Mail ——
—_—» .
Mail returned
to post office
Receive

Mail
Nat'l Mngr HCM

C
Government ; forwoapr\d/ed
requirement
» Saudization »

Certificate

Version: 5

Profession

Receive
request from
employee

—

¥

Process
Profession
Change

changed, forward
new Igamato
employee

—

Regional Supvr

Government
requirement

—_—

¥

Process GOSI
Requirements

Requirements
met

—

Regional Supvr

Receive
request from

Requirements

Recruitment
forlocal expat

—

¥

Process Transfer
of Sponsorship

met for
Expatriate
local

>

: HRD - Government Relations

. Edwin Ramos
1 5/25/2017
: 0.00 Per Second

Authorization: Update Pending

Regional Supvr

Regional Supvr

Owner: Hassan Al Aswad

Diagram Version: Draft Copy

Review Date: None

Cost Per Second: $ ,3.5,E-0317

F.T.E.: 0.00

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests O Read Only



Receive
request from

Re
for

——®» transferof

Title
Author
Date
Volume

New Landing Page - Level 1.1.5.6.1.2.1 Draft Copy

cruitment
local expat

¢

Verify
eligibility for

sponsorship

Check profession,
completion of two
years work duration
with previous
sponsor, and validity
of Igama for 6 months,
check sponsor
eligibility, and
nationality

Eligible

=

Inform
Recruitment
for further
process

GR Officer

request for

letter from
Recruitment

Recruitment to
proceed with

interview

demand @

demand letter

Chamber of
Commerce

Forward
demand
letter to

Recruitmen

t

Documents completed

Demand Letterto be
signed by GR Manager
& attested by

Process Transfer of Sponsorship

Hand-over
demand letter
to candidate

GR Officer

Candidate
E;) Receive
procuce documents
document

s

P!
Forward 1
documentation
to GR Officer

ocuments
orwarded

Prepare
government
file for
candidate

Requirements
met for
Expatriate
local

Talent Acq Off

GR Officer

: Process Transfer of Sponsorship
Authorization: Update Pending

: Edwin Ramos
1 6/22/2010
: 0.00 Per Second

Process Transfer of
Sponsorship

Cost Per Second: $ ,3.5,E-0317

Owner: Hassan Al Aswad
Diagram Version: Draft Copy

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

O Actions

@ Change Log

Version: 4

O Feedback
® Keywords

O Change Requests O Read Only



Title
Author
Date
Volume

Government
requirement

-

: Saudization Certificate
: Edwin Ramos

: 6/23/2010

: 0.00 Per Second

Obtain list of
employees

Emp Aff Exec

(s) Internet

New Landing Page - Level 1.1.5.6.1.2.2 Draft Copy

Saudization Certificate

List: Labor Office,
GOSI, Passport Office,

SMSA
Alllists should be
balanced

Validity of Certificate
=1t012 months
Processtime=2

weeks

>

Certificate
received

Prepare &

Lists read
v submit file to

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Original to be filed
with HR

Owner
Diagram Version
Review Date

: Hassan Al Aswad
: Draft Copy
. None

F.T.E.: 0.00

Version: 4

O Actions
@ Change Log

O Feedback
® Keywords

O Change Requests O Read Only



m Requirements: 1. Should have

Title
Author
Date
Volume

New Landing Page - Level 1.1.5.6.1.2.3 Draft Copy

completed one year with SMSA 2.
Bachelor Degree attested by Saudi
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 & Nat'l

Mngr - HCM
[
Receive
request from Q Prepare & Request
ocumentatio P d
employee Receive n received submit file to approve:
documentation Labor Office

Process Profession Change

Labor card = SR 100
Change of Profession
=SR 1000
To be deducted from
employee salary

G

Request Payment
Finance for received
payment for

» from employees

GR Officer

labor card

Submitfile to
Labor office for
labor card

Reference number will be
issued
Follow up with Labor Office Labor Card received
after 7 days ‘
Q Profession changed,
o Approval Preparg& forward new lgama
Submit file to obtained submit file to to employee
Labor office for Passport Office

final approval

GR Officer

GR Officer

: Process Profession Change

. Edwin Ramos Authorization: Update Pending

: 6/26/2010

Y

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

Owner: Hassan Al Aswad

Diagram Version: Draft Copy

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

Version: 4

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



Government
requirement

forad

New Landing Page - Level 1.1.5.6.1.2.4 Draft Copy

Process GOSI Requirements

Additions allowed for employees
within 2 years of joining date (only)
Mandatory Note: Employees to be

added as soon as they join

‘ Monthly
payment
- arranged b
dition Addition to Fingnce v
GOslI

Document

forwarded to
GOSI & inform

‘ family

Government member to
requirement follow-up

— >

Title
Author
Date
Volume

Death
>

* Cheque

Government forwarded to
requirement employee

Accidents

R

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

Emp Aff Exec

GOSI
requirement

GOSI web site
updated

Update
Amendments

e

Emp Aff Exec

(s) Internet

. Process GOSI Requirements

. Edwin Ramos
1 6/26/2010
: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Government
requirement Deletion from Copy sent to
fordeletion GOSI Personnel file
N L
Emp Aff Exec
Government ; £ COPE d
requirement oruwarde
GOsI
4/ cenificate .

Emp Aff Exec

Owner: Hassan Al Aswad

Diagram Version: Draft Copy
Review Date: None

F.T.E.: 0.00

@ Change Log
O Change Requests O Read Only

Version: 4

O Feedback
® Keywords



Government
requirement for
addition

=

Receive file
from
Recruitment for
new employee

Title: Addition to GOSI

Author: Edwin Ramos
Date: 6/27/2010

Volume: 0.00 Per Second

File ready

New Landing Page - Level 1.1.5.6.1.2.4.1 Draft Copy

Update GOSI
thru online

Emp Aff Exec

Addition to GOSI

Attach: Screen shot for
updating GOSI
Updating for Saudi & non-
Saudi
If new Saudi with no GOSI
number before, need print
GOSI form no. 3and send to
GOSI management with
contract and copy of Saudi ID

Send copy to
Personnel file &
return file to

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

O

Update Finance
for the monthly

For payment:
Saudi - 20% from basic
& housing (9% from
employee and 11%
from company)
For non-Saudi - 2%
from company
Finance to pay before
15th of the month

Monthly
payment
arranged by
Finance

Owner: Hassan Al Aswad

Diagram Version: Draft Copy
Review Date: None

F.T.E.: 0.00

O Actions

@ Change Log

Version: 4

O Feedback
® Keywords

O Change Requests O Read Only



Government
requirement

C m o

Title
Author
Date
Volume

New Landing Page - Level 1.1.5.6.1.2.4.2 Draft Copy

Accidents

Updating must be
done within 48 hours
Fill up GOSI Form
No.10 (reference
numberisissued)

Update must be given
within 24 hours

=

§ Employee ready to be
Send GR Officer to

Update admitted to Hospital
records online

Receive
update from
dept manager

site of accident if
neaded

Inform Payroll for
deduction

eceive

: Accidents

. Edwin Ramos Authorization: Update Pending
: 6/26/2010

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

Owner: Hassan Al Aswad
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 4

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



Government
requirement for
deletion

- »

Title: Deletion from GOSI
Author: Edwin Ramos
Date: 6/27/2010
Volume: 0.00 Per Second

New Landing Page - Level 1.1.5.6.1.2.4.3 Draft Copy

Receive list
from Payroll
for
termination

receive

Deletion from GOSI

nnnnn from
GOSI thru
online

Emp Aff Exec

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Copy sent to
Personne! | file

E—

Emp Aff Exec

Owner: Hassan Al Aswad

Diagram Version: Draft Copy

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

Version: 4

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



New Landing Page - Level 1.1.5.6.1.2.4.4 Draft Copy

Required: Police
Report, Hospital
Report, Death
Certificate,
Authorization letter
from the family,
Passport & Ilgama
copy, GOSI form
Document
Q forwarded to GOSI
Governmen t Receive Information & inform family
requiremen t formation from received Update GOSI GOSl web site Send documents to member to follow-
department updated GOs! up
—_—————»
(s) Intemet
Title: Death Owner: Hassan Al Aswad
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy
Date: 6/26/2010 Review Date: None
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 4

O Actions O Feedback

@ Change Log ® Keywords
O Change Requests O Read Only



New Landing Page - Level 1.1.5.6.1.2.4.6 Draft Copy Version: 4

m GOSI Certificate

List: Labor Office,
GOSI, Passport Office,
SMSA
All lists should be
balanced

Validity of Certificate
=6months
Process time=two
days

Original to be filed
with HR

]

Copy

Certificate forwarded

received

Inform Finance
for payment

Scan & send
certificate to
dept heads

Government
requirement

Payment Prepare &
confirmed submit file to
GOslI

Obtain list of

Lists ready
employees

—

Emp Aff Exec

Emp Aff Exec

(s) Intemet

Title: GOSI Certificate Owner: Hassan Al Aswad O Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
Date: 6/28/2010 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



Title
Author
Date
Volume

Expat

employees
requirement

EE—

o= ]
1

Expat

employees
requirement

E—

. Process Ilgama Requirements

. Edwin Ramos
1 6/26/2010

: 0.00 Per Second

Receive Personnel
file from
Recruitment

A g

Process New Igama

Ilgama received &
forwarded to
employee

v

+

Process Igama
renewal

Process Family
addition to lgama

+

Process Igama
Corrections

Forward Receive

renewed request from

Iqamato employee

employee

e

Igama issued N

& handed Receive

over to request from
employee employee
Authorization:

¥

Process Lost,
Damaged or Missing
Igama

Update Pending

Cost Per Second: $ ,3.5,E-0317

Process Igama Requirements

Received
corrected Ilgama
& Hand-over to

employee

>

Received new
lgama & Hand-
overto employee

>

Owner

Diagram Version

Review Date

New Landing Page - Level 1.1.5.6.1.2.5 Draft Copy

: Hassan Al Aswad

. Draft Copy
: None

F.T.E.: 0.00

Version: 4

O Actions
@ Change Log

O Feedback
® Keywords

O Change Requests O Read Only



Receive Personnel
file from

Recruitment Send

medical
———>

employee for

examination

New Landing Page - Level 1.1.5.6.1.2.5.1 Draft Copy

Process time: three(3)
days forthe results
Employee to be
accommodate by HR
representative

Feefor Labor Card = SR

SR 100 (valid for one
year)
Fee forissuing lgama =
SR 1300 (valid for two
years). SR 650 (valid for
one year)

Finance Requirement:
Request for payment
signed by Personnel
Manager, copy of Offer
letter, copy of passport

Employee number
issued in Labor Office

200 (valid fortwo years),

HRwill send email to
insurance company
for updating, and
insurance company
will inform Passport

Office (thru online) &

gives confirmation to

SMSA

Takes three days to

update the insurance

Process time: Two
(2) days
Requirements:
Original passport
& copy, two
photos, Passport
Office Form,
medical report,
Original Labor Card
& copy

Q Temporar

ylgama

Title: Process New lgama

Author: Edwin Ramos
Date: 6/28/2010

Volume: 0.00 Per Second

Update
personnel
detailsin

Labor Office

thru online

GR Officer

Authorization

Cost Per Second

Arrange
payment thru
Finance

: Update Pending

- $,3.5E-0317

Update
insurance
record in
Passport
Office

Q Insuranc

e record
updated

Q Igama
received &
Prepare & forwarded to
submitfile to employee
Passport

Office

Owner: Hassan Al Aswad

Diagram Ve

rsion: Draft Copy

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

O Actions

@ Change Log

Version: 4

O Feedback
® Keywords

O Change Requests O Read Only



Expat
employees
requirement
employees

—_—>

Prepare list of

New Landing Page - Level 1.1.5.6.1.2.5.2 Draft Copy

Prepare list of
employees whose
Igama will be expired
withinthe next 6
months
Forward list to
Insurance company
for updatingin
Passport office

List ready

Request Finance

Payment for Igama
renewal & labor card

Process Iqama renewal

Version: 4

Single /

Check status

GR Officer

Not entitled
for family
status

GR Officer

Complete form

family
status
eligible

Receive original
Igama of family
members

Attach: Sample form
Form signed by
employees & GR

manager

Form
availabl
e

Title: Process Igama renewal

Author: Edwin Ram
Date: 6/22/2010

(o]

Volume: 0.00 Per Second

Attest from
Chamber of
Commerce

GR Officer

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

File = documentation
(Passport, passport
form, lgama, medical,
labor card)

D Send email to . dli List Receivel
Payment SMSA user Employees orward list to forward eceive lgama
confirme Kingdom wide informed department heads ed from employees

for payment d >
mail address
Receive original Igama, & medical (if
required) with photos GR Officer
If family under employee’s sponsorship,
request family passport & original Igama
of family members & photos
Submit regst to Recei Q
il B e File ready Labor Office for tabor card Submit file to
receive Igama to submit renewal of labor abor car !
d Passport Office
card
Emp Aff Exec
GR Officer
Igama renewed
Update record Forward
lgamato
employee
E—

Emp Aff Exec

Owner: Hassan Al Aswad

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

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



Not entitled,
rejected
(profession
not entitled)

Expat
employees
requirement Prepare letter for

employee's
» family process

New Landing Page - Level 1.1.5.6.1.2.5.3 Draft Copy

Process Family addition to Iqama

Requirements: 1. marriage
certificate (attested from Saudi
Consulate & ministry of Foreign

Affairs) 2. degree certificate
(same) 3. copy of family's
passports 4. Application from
Ministry of Interior 5. Receipt
of bank payment

Requirements: 1.
family's original
passports 2. four (4)
photographs for each
family member 3.
wife's medical report
4. birth certificate for
new born

Hand over
letter to
employee

»

Employee
request to add
family members
inlgama

Title: Process Family addition to lgama

Author: Edwin Ramos
Date: 6/26/2010
Volume: 0.00 Per Second

Authorization

Cost Per Second

¢

Prepare file &
submit to
Passport Office

Requirements
met

submitte Receive igamas

Issue of Igama will
take one week

lgama issued
. Q & handed over
File to employee
from passport
Office

: Update Pending

- $,3.5E-0317

Owner: Hassan Al Aswad

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

O Actions

@ Change Log

Version: 4

O Feedback
® Keywords

O Change Requests O Read Only



Title
Author
Date
Volume

Receive request
fromemployee

New Landing Page - Level 1.1.5.6.1.2.5.4 Draft Copy

Requirement: 1. All
original Passports
(with entry visa) 2.
original Igama 3. Two
photos 4. Birth
certificate for correct
birth date 5.
Translation of
passport (for
correction of name)

Prepare file for
Passport Office

File ready for submission

Process Ilgama Corrections

Submit file to
Passport Office

Received corrected
Igama & Hand-over to

—

: Process Igama Corrections

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

employee

— |

Owner: Hassan Al Aswad

Authorization: Update Pending Diagram Version: Draft Copy

Review Date: None

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

Version: 4

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



New Landing Page - Level 1.1.5.6.1.2.5.5 Draft Copy Version: 4

m Process Lost, Damaged or Missing Igama

Employee to obtain
cheque of SR 1000 from
bank

Process time in
Passport Office: One
week

Reportto Police if
missing or lost only
Temporary lgama
issued by GR dept Payment of SR 500.00

e Recelved new
employee \nform‘ emp\oyee Request Finance PreParefi\e & ‘qar(";irf"d’
to reg{l:t:.;rtpohce Incident reported for payment Paymentready subm\g:ﬁ:ssport employee
Title: Process Lost, Damaged or Missing Igama Owner: Hassan Al Aswad 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

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



Information
received from

departme

—_———>

Title
Author
Date
Volume

New Landing Page - Level 1.1.5.6.1.2.6 Draft Copy

Police Cases

Documentation:
Original Passport,
Open One way Air

Ticket, Company

Clearance, Cash-EoSB

»

@

Case handled

Prepare & Submit by police
Documentation to
Police Dept. 4’)(

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

GR Officer

HR will hold salary
until case resolved or
employee released

)

nformation

Send GR to Police
collected

nt
Department

. Police Cases

. Edwin Ramos

1 6/23/2010

: 0.00 Per Second

Personal Issues &
Other cases

To seek legal advise

¢

Prepare &

Police Case accepted,
. d guarantee letter
Determine Reason requested Forward case to recommendatio to Police Dept. Employe Inform Payroll to
forthe case guarantee legal dept n advised e release salary
released

HR Mngr

HR Mngr

Owner: Hassan Al Aswad

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

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Inform payroll for
deductionif any

)

PAV officer
informed

O Actions
@ Change Log

Version: 4

O Feedback
® Keywords

O Change Requests O Read Only



Title
Author
Date
Volume

New Landing Page - Level 1.1.5.6.1.2.7 Draft Copy

Business
requirement

—_——»

¥+

Process
Employment Visa

New Visas
received

—

Expat
employees

requirement

R

R

¥

Process Visit Visa

Hand-over
letter to
employee

—

e I
received &

requirement

. Edwin Ramos
1 6/26/2010
: 0.00 Per Second

. Process Visa Requirements

submitted to
Finance

Process Visa Requirements

Receive * Passport
request from handed over
PAV Officer i ) 1o employee
Exit & Re-entry Visa
S _—»
Receive Employee left
request from * the company /
PAV Officer country
Final Exit

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Owner: Hassan Al Aswad

Diagram Version: Draft Copy

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

O Actions

@ Change Log

Version: 4

O Feedback
® Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.5.6.1.2.7.1 Draft Copy

Process Employment Visa

Requirements: 1. Saudization
Certificate 2. GOSI Certificate 3.
Company Request Letter 4.
Ministry Application Form 5.
Payment Receipt 6. Commercial
Registration 7. Tax (Zakat)
Certificate 8. Municipality License
for all the branches 9. Company

contracts (including projects) X
File rejected,
payment
refunded
1]
Business U ¢ Request f"f’ Paymen Submit
requirement Prepare paymento tready required Approved Receive visa
documentation File ready Vls?:.fee from documents to from Labor
inance S
—p{ forlaborOffice Labor Office

GR Officer

Title: Process Employment Visa

Author: Edwin Ramos
Date: 6/26/2010
Volume: 0.00 Per Seco

Authorization: Update Pending

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

Example: Applied for
200 visas, approved
only 100, visa fee for

balance will be
refunded

New Visas
received

Owner: Hassan Al Aswad

Diagram Version: Draft Copy
Review Date: None

F.T.E.: 0.00

Version: 4

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



Receive request

f

Title
Author
Date
Volume

rom PAV Officer

Prepare file for
Passport Office

N

. Exit & Re-entry Visa
: Edwin Ramos

: 6/26/2010

: 0.00 Per Second

New Landing Page - Level 1.1.5.6.1.2.7.2 Draft Copy

Requirements: 1. Original
Passport (employee/ &
family) 2. Two photos 3. Copy
of lgama 4. Approved Leave
Request 5. If family requires
visa for more than six
months, need to present
education certificate to
Passport Office 6. Company
letter of request to Passport
Office (for multiple visa)
Multiple Visa require
approval from dept head &
Nat'l Mngr - HCM

File ready

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Request
payment from
Finance

Exit & Re-entry Visa

Charges will be:
SR 500 for multiple visa
SR 200 for single-entry visa

Hand over passport to
employee one day
prior to departure

g
Passport handed

Receive over to employee

clearance &
passport
requisition

Visaissued

Owner: Hassan Al Aswad
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 4

O Actions
@ Change Log

O Feedback
® Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.5.6.1.2.7.3 Draft Copy

Reguirements: 1. marriage
certificate (attested from Saudi
Consulate & ministry of Foreign

Affairs) 2. copy of family's

passports 3. Application from

Ministry of Foreign Affairs
(online) 4. company guarantee
letter to be signed by employee

Expat
employees
requirement prepare letter for Hand-over
employee's family IE‘TIIE"W
employee
process Attach: letter from
— " Chamber of
Commerce
Follow-up after 3days
thru online
Approve
Business d by -
requirement Receive request Nat'l d/ Send én invitation
from dept head Mng - Applyonline to rejected printout to
HCM. getaninvitation ) department head

P

Title
Author
Date
Volume

Receive invoice
from hotel

®

letter from Min. / visitor

printout
forwarded

Process Visit Visa

Require ment:
Company letter
Arrange airport pickup

¢

Receive
confirmationon
guest arrival date
&schedule from
dept head

Date
availabl
e

Process hotel
reservation

of Foreign Affairs

Emp Aff Exec

Invoice received after

Emp Aff Exec

departure of visitors
Department head informed

. Process Visit Visa
. Edwin Ramos

1 6/26/2010

: 0.00 Per Second

’e‘:;SLC;&
submitted to
Finance Process
Payment
Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Owner: Hassan Al Aswad
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00
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Owner: Mohammad Bhaiyat C Actions O Feedback
Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords

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



Compliance
obligations

(Regulatory/
standards)

=N

Title: Risk Management Cycle

Author: Edwin Ramos
Date: 6/15/2025
Volume: 0.00 Per Second

Annual review

New Landing Page - Level 1.1.5.7.1.7 Draft Copy Version: O

Select response based
on priority and
feasibility - choose
treatment to avoid,
reduce, transfer or
accept

Use MORI for risk
sources of risks
identification. Use
standard risk register
Doc#

Risk Management Cycle

As per risk mgt policy
doc#

As per risk ranking
matrix Doc#

Risk ranking Q

updated

Q Q Register Q

updated

Potential risks

listed

Determine & Decide risk

identify & listall Identify impacts &
A fy s yime: N update the treatment strategy
applicable risks in tolerance for risks R N .
X X . inherent risk &create action
the risk register listed N
ranking plan

Dept/ Country Mgr

Dept/ Country Mgr Dept/ Country Mgr

Dept/ Country Mgr

Use risk ranking
matrix. Monthly
review of actions

must be conducted

Track actions using
priority, target date,
and status

FAFCNC

Transfer open Status Residual risk o Mitigation
r r op! updated updated Conduct periodic Update controls &
residual risk |.n 12 ) review & update perform risk
months of risk Update risk status residual risk mitigation as per
identification on the risk register ranking based on documented

actions controls/ actions

Possible actions:
reallocate resources,
strengthen controls,

accept with
justification, or
suspend activities if
riskis unacceptable.

Dept/ Country Mgr Dept/ Country Mgr

Dept/ Country Mgr Dept/ Country Mgr

Status NC - High residual Decision
Risks not orzero takento
addressed (NC tolerance update
issued) detected controls

NC 'Ssuefj for Escalate high Escalation Q Update
Link to: esl{ala‘tlon residual & zero done Lessons Learnt
failures tolerance risks Decide on strategic dashboard -
CAPA Process breaches to QRM/ action and Risk
Mgt reporting x

QRM / Senior Mgt

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

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

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.1.5.7.2 Draft Copy

m safEty ) Securlty

Pro-active

investigation Report &

thrsugdb QrRM recommendation

indings * M sent to dept & HR Safety &
Disciplinary requ(r;: ;‘“T:m,;
- i
Conduct Action
investigation
—_—Pp

[ —

Case reported
to QRM for
investigation

Title: Safety & Security
Author: Edwin Ramos
Date: 5/23/2017
Volume: 0.00 Per Second

Investigation
file archived

Director QRM

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Owner: Mohammad Bhaiyat
Diagram Version: Draft Copy
Review Date: None

Version: 5

QRM are responsible for- CCTV,
Security Guards, Visitor log book, Fire
control system, alarm system, access
control, night watchman, external
security guards, high value cage, x-ray
machine, shutter...etc

Secure
premises &
personnel

(|

Provide security
for personnel,
premises &
shipments

Director QRM

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

F.T.E.: 0.00



New Landing Page - Level 1.1.5.7.2.1 Draft Copy

Complaints about lost shipment
received through Customer
Services
File to be forwarded to S&S
Manager within a day
File contains: Customer
Complaint, Waybill copy,
Manifest Copy, Lost/Stolen

Conduct Investigati

Evidence (pro-active & reactive):
Statement from witnesses, visiting the
site, CORE printouts, surveillance, CCTV
review, review records, etc.
Investigation ideally should be
completed within 21 working days of
receipt date. For cash theft cases Cash
Qutstanding Undertaking form need to

Provide copy of
Investigation Report to
Dept, HRD & CSD.
Dept will fwrd the copy of
disciplinary action, if any
QRM will do root cause
analysis & fwrd to all

Version: 7

Form completed.
Assign file no. concerned depts.
according to database
records
Pro-active
investigation
through QRM sentto dept & HR
findings Case Gl Gl . Gl
requiring Records ¢ . Evidence e '"IE'VI'EWZ e ) Disciplinary
Review & investigation Create updated Conduct gathered Facilitate Q&A complete Prepare Action
qualify case investigation investigation & interviews investigation
file collect evidence report
—X

Case reported Investigation

to QRM for S&S Analyst &5 Analyst S&S Mngr 5&S Mngr file archived

investigation

Case classified
asincident
only

Record the case No fu-nher
in GRM actlvon
database as required
incident
—X

S&S Analyst

(s) Excel

(s) Excel

S&S Exec

S&S Mngr
S&S Exec

Insufficient evidence to proceed

O Actions

O Feedback

Title: Conduct Investigation
Author: Edwin Ramos

Date: 6/28/2010
Volume: 0.00 Per Second

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

Authorization: Update Pending @ Change Log ® Keywords
O Change Requests O Read Only

Cost Per Second: $ ,3.5,E-0317



New Landing Page - Level 1.1.5.7.5 Draft Copy

Professional Services

&

%

Asset Management Auditing Business Continuity CCTV Management

Consultancy EHS Food Safety Information Security
Management

[
Inspections Investigations Loss Prevention Stock Audit
& Security
Title: Professional Services Owner: Mohammad Bhaiyat
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy
Date: 12/20/2021 Review Date: None

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

Version: 2

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



Title
Author

Date:

Volume

. Inspections

: Edwin Ramos
1/2/2022

: 0.00 Per Second

New Landing Page - Level 1.1.5.7.5.6 Draft Copy

Inspections

Saudi National
Bank

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Riyadh Bank

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

Version: 2

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



Title
Author
Date
Volume

Bank

New Landing Page - Level 1.1.5.7.5.6.1 Draft Copy Version: 2

Quality Inspection: SNB Branches & ATM

coordinates
provided j;(;tgst:xj:i?:;z Maintain Database
a Inspection Visit & inspect Visit a
SLA signed schgdule SNB branch & completed SIA fulfilled
Plan routes by available other facdilities Submit Inspection Send stats to
region Report customers
4, X
Site Auditor Site Auditor QMS Specialist
(s) E-Audits (s) E-Audits
. Quality Inspection: SNB Branches & ATM Owner: Mohammad Bhaiyat C Actions O Feedback
: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
: 3/4/2021 Review Date: None O Change Requests O Read Only

: 0.00 Per Second

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



Title
Author
Date
Volume

Bank

New Landing Page - Level 1.1.5.7.5.6.2 Draft Copy Version: 2

Quality Inspection: SNB Branches & ATM

coordinates
provided j;(;tgst:xj:i?:;z Maintain Database
a Inspection Visit & inspect Visit a
SLA signed schgdule SNB branch & completed SIA fulfilled
Plan routes by available other facdilities Submit Inspection Send stats to
region Report customers
4, X
Site Auditor Site Auditor QMS Specialist
(s) E-Audits (s) E-Audits
. Quality Inspection: SNB Branches & ATM Owner: Mohammad Bhaiyat C Actions O Feedback
: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
: 3/4/2021 Review Date: None O Change Requests O Read Only

: 0.00 Per Second

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



Title
Author
Date
Volume

Bank

New Landing Page - Level 1.1.5.7.5.6.3 Draft Copy

E-Inspection - Riyadh Bank

If branch, identify
opening &closing

Inspection Facility D Submitted to
schedule identified Google Map .

N N . Upload received
available \den;llznl:'le or Take photograph Admin information to

& getlocation
coordinates

Google Maps

coordinates
provided
@
SLA signed
Plan routes by
region
—_————»

Quality Auditor

. E-Inspection - Riyadh Bank

. Edwin Ramos
1 6/30/2024
: 0.00 Per Second

Upload

complete

Version: 1

Maintain Database

Quality Insp Google Map
Admin
(s) E-Audits

Authorization: Update Pending Diagram Version: Draft Copy
Review Date: None

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

Owner: Mohammad Bhaiyat

O Change Log
O Change Requests O Read Only

SLA fulfilled

O Feedback
O Keywords



Title
Author

Date:

Volume

. Specialized Training
: Edwin Ramos
12/20/2021

: 0.00 Per Second

New Landing Page - Level 1.1.5.7.6 Draft Copy

Specialized Training

Competence

& awareness * E Certificate issued
requirements to trainees
Conduct
Specialist
L Training ———»X

Owner: Mohammad Bhaiyat
Authorization: Update Pending Diagram Version: Draft Copy

Review Date: None
Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00

Version: 2

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



Competence
& awareness
requirements

N

New Landing Page - Level 1.1.5.7.6.1 Draft Copy

=

Create Training
Plan & Schedule

S&S Mngr

Lead Auditor

Training Plan: X-ray

Training, Security Officers

Training, Fire Safety
Awareness,

1SO Awareness, GUIDE Users
Training, CAPA Ticketing
System, EHS Awareness

Yearly training
plan available

Conduct Specialist Training

Version: 5

Send training
confirmation
email

S&S Mngr
Lead Auditor

Training
confirmed

g

Conduct training

Training
concluded

Training Training @ Training
Develop & modules Send trainin nominations participants
review training ready gt open Collate training identified
modules announcement nominations
received
S&S Mngr S&S Mngr S&S Mngr
Lead Auditor Lead Auditor Lead Auditor
Evaluation done only
in case of X-Ray
Training
Conduct Knowledge LEJ @ Certificate
knowledge assessment Evaluation . issued to
of completed accomplished Forward list to trainees
assessmentior Evaluate trainees training dept. to
trainees issue certificate
—X

S&S Mngr
Lead Auditor

Title: Conduct Specialist Training
Author: Edwin Ramos

Date: 6/28/2010

Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

S&S Mngr
Lead Auditor

S&S Mngr

Lead Auditor

S&S Mngr
Lead Auditor

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

O Actions
@ Change Log

O Feedback
® Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.5.7.9 Draft Copy Version: 1

m Process Regulatory Requirements Identification & Assessment

‘ Information

requiremen it Process updated on

regulatory system
requirements
——————® identification & _—r
assessment

Director QRM

Title: Process Regulatory Requirements Identification & Assessment Owner: Mohammad Bhaiyat C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 4/9/2025 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



Title
Author

Volume

New Landing Page - Level 1.1.5.7.9.1 Draft Copy

Process Regulatory Requirements Identification & Assessment

Conduct research

using Govt. database,

legal resources &

Review of consult
existing legal/consultants
regulatory
assessment
Business D Requirements
requirement identified
Gather
regulatory

N requirements

Quality Auditor
May include input

to/ output from
process change,
training's, hiring, etc

Q Action plans

completed
Create action
plans

Quality Auditor

g

Create/ update
regulatory
assessment
document

Quality Auditor

Update
compliance
measures on
regulatory matrix

Quality Auditor

. Process Regulatory Requirements Identification & Assessment

: Mohammed Altamush Khan
Date:

1/23/2024
: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Outline relevance
& impact to SMSA

-

Link To: Risk
Identification

Assessment

- Gaps
Compare existin,
doc created/ P & identified
updated processvs
regulatory

requirements

Quality Auditor

Update risk
document . .
accordingly Communicate via
GUIDE/ Email
Ongoing
Document Q monitoring
updated Communicate
regulatory
_—»
documentto all X
concerned
—X
Document
Quality Auditor communiated

Update
relevant
training
modules

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

Version: 1

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



Title
Author
Date
Volume

Management
requirement

— >

New Landing Page - Level 1.1.5.8 Draft Copy

KSA - Internal Audit Department

Audit are categorized
as periodic review and
year-end review

¥

Management

response &

action Yearly

requirement

Manage
Financial Audit

Sr Mngr Int Aud

: KSA - Internal Audit Department

: Edwin Ramos
- B5/22/2017
: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

R

External audits to be
rried yearly in the
month of August

¥ 5

Facilitate
Financial
External Audit

Financial draft
available

Owner: Shafie Al Basheer Mohammed

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

Version: 3

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



Assignment based on
regional accounts

Management
requirement

- »

New Landing Page - Level 1.1.5.8.1 Draft Copy

D Accounts

S allocated to
Distribute .
auditors
accounts to be
audited

Analyze account
&gather
evidential
matter

Manage Financial Audit

o

Analysis based on audit
programs & procedures of

each of the accounts

Analysis
completed

Ask clarificationand

Sr Mngr Int Aud

corrective actions on issues
raised. Serves as preliminary

action & corrections to be

taken.

Audit queries are sent by

email

Consolidated

feedback will be
evaluated at year-end
and will be included

in the report

Audit
queries

Prepare the
prepared

audit queries

Review audit
queries

Attach: Sample Audit
Working Papers

Send audit Departments
queries to informed
concerned

department

Title: Manage Financial Audit

Author: Edwin Ramos
10/23/2010
Volume: 0.00 Per Second

Date:

Consolidate all
feedback for the
audit queries

Sr Mngr Int Aud

o

Audit
queries
consolidate

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

=

Awp
updated

Update audit
‘working papers
(AWP)

Sr Mngr Int Aud

(s) Excel

Owner: Shafie Al Basheer Mohammed
Diagram Version: Draft Copy

SrMngr Int Aud

Prepare &issue

audit report

Attach: Sample Audit
Report
including Balance Sheet,
Statement of Income &
Expense, Statement of
Cash flow, Statement of
Changesin Equity,
Statement of

SrMngr Int Aud Comprehensive Income,
Financial Statement Ratio

Analysis & Audit Findings

=

Management
response &
action

Review Date: 11/30/2016

F.T.E.: 0.00

O Actions

@ Change Log

Version: 4

O Feedback
O Keywords

O Change Requests O Read Only



Existing firm or new

firm

New Landing Page - Level 1.1.5.8.2 Draft Copy

Facilitate Financial External Audit

Existing
ornew Date Hand-over of
Yearly affid't sign contract Contract Fix date for field known Trial Balance to Start field audits
requiremen Select audit firm seller:;ed uailable audit Internal & Hand- with auditors
t External auditors over
_— complete
d
SMSA SMSA Director FIN
g I m
Audit commenced
e draft Draft Draft _ dited Financial
Discuss & clarify Issues F‘(EEEI\‘le @ Draft Check financial checke Confirm & accept accepte Recglve au ite draft
oS financial from receive inanci P financial available
pending issues resolved o draft d financial draft d
audit firm d statement
>

Title
Author

Date:

Volume

. Facilitate Financial External Audit

. Edwin Ramos
10/23/2010
: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Director FIN

Director FIN

Owner: Shafie Al Basheer Mohammed
Diagram Version: Draft Copy
Review Date: 11/30/2016

F.T.E.: 0.00

Version: 5

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests O Read Only



Title
Author
Date
Volume

Incoming Cargo
received from

agent and sent to

WH

New Landing Page - Level 1.1.5.9 Draft Copy

Customer
enguiry

KSA - Freight Department

+

Process
Customer
Enquiriesfor

—————» SMSA Freight

¥

Process Cargo

) Screening

Mngr Freight

: KSA - Freight Department

: Edwin Ramos

: 5/23/2017

: 0.00 Per Second

POD record
Returned to
WH

4’)(

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Job files
created

Version: 3

Cargo
* delivered
Process SMSA 'X
Freight
Services X
Payment
received
Mngr Freight
* Shipment
delivered
Process GSA
—  » _—

Owner: Thanveer K Pudukudi

Mngr Freight

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

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



New Landing Page - Level 1.1.5.9.1 Draft Copy Version: 5

Quotation shall

include
Process Customer Enquiries for SI| brezkdownof @ [] &
service
1. Shipment detail

2. Mode of
Shipment
3. Commodity
name (General
Cargo, Dangerous
Goods-DG,
Perishable)
4, Shipments
terms
5. Breakdown of
the charge code
6. Terms And
conditions

Prepare job file
within 1working
day

If customer rejects
quotation, AEto
renegotiate the rates.

Response time within
1working day either
email or phone call

Response time within
1working day either
email or phone call

Quotation

Receive i Quotation 3
customer d Q Enquiry Q Rate received d Q forwarded to Q confirmed by Q fob files
acknowledged Request rate created
enquiry Acknowledge a customer customer
Prepare Follow-up Prepare job

from/

customer A ~
negotiate with

quotation with customer file

» enquiry

Title: Process Customer Enquiries for SMSA Freight Owner: Thanveer K Pudukudi C Actions O Feedback

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

Date: 1/15/2014 Review Date: None @ 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 1.1.5.9.2 Draft Copy Version: 7

m Process SMSA Freight Services

+@

Payment
Inbound received

Air & Sea

Ops Exec Imp

Reg Supvr Ops

DO & shipping
docs fwrdd for
clearan ce

j;:;Le; ‘ g Shipment
Customs delivered
Clearance Air/
Sea T SEE—

Clearance Spl

Payment
received

>

¥

Export Air/ Sea/
Road

Title: Process SMSA Freight Services Owner: Thanveer K Pudukudi C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 1/27/2014 Review Date: None @ 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 1.1.5.9.2.1 Draft Copy

Inbound Air & Sea

To be checked &
verified within the
same working day.

Advise done through
email

Booking &

Jobfiles @ Q pre-alert
created i rec'd from
Advise origin
shipping instr.
& selling rate
———— P toorigin office

Title
Author
Date
Volume

Reg Supwr Ops

Any changes required,
inform origin office

Q Pre-alert

verified
Check & verify

pre-alert
received from
origin stations

Reg Supvr Ops

Cost/ Analysis must
be generated for cash

Obtain
acknowledgement
from customer

Q Notification
sent
Send arrival
notification to
customer
Clearance Spl

. Inbound Air & Sea
. Edwin Ramos

1 2/24/2014

: 0.00 Per Second

& credit customers
and forward to FIN

dept.

Invoice
rec'd from
FIN dept.

@ G

Prepare Cost/
Billing Analysis
Sheet

Ops Exec Imp

Customer

notified
Notify

customer &
fwrd pre-alert

Follow-up through
Track & Trace via
websites or local
airlines/ shipping

Reg Supvr Ops Collect pymt from
cash customers &
release documents.
Sendinvoice to credit
customers within 2

working days

Documents
@ Q /invoice
released
Release
documents
Ops Exec Imp

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

lines Clearance Agent
collect Delivery Order
DO &
Shipment inpi
arI:ived @ Q shipping
Follow-up docs fwrdd
shipment Accept for clearance
arrival with Delivery Order
local/ origin (DO)
offices
Shpmt ready
for clearance
rance Spl Clearance Spl

by customer's
broker

If documents/ invoice
are released directly

to customer. Regional
Coordinator obtains

POD. Follow-up payment as

per creditterms

@ Q POD Q Payment
Deliver & obtained received
N Follow-up
obtain proof of i
. payment with
delivery of )
credit
documents/
. customer
Invoice
Driver Acct Exec

Owner: Thanveer K Pudukudi
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

O Actions
@ Change Log

Version: 5

O Feedback
O Keywords

@ Change Requests O Read Only



Job

created

-

Title
Author

Date:

Volume

New Landing Page - Level 1.1.5.9.2.2 Draft Copy

Export Air/ Sea/ Road

Provide packaging to
customer if required.

Provide
feedback to
customer

files Q

Check
documentation

. Export Air/ Sea/ Road
. Edwin Ramos
1/16/2014

: 0.00 Per Second

Check the correctness
& completeness of
documents collected

Cargo
ready for
pickup

Sea Cargo: Release
empty container to
customer for loading

=

Cargo
picked-up

Forward cargo/
shipment & orig.
docs to Agent's
warehouse

Collect cargo &
pertinent
documents

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Documents attached to
cargo: Commercial
Invoice, Packing List, Cert
of Origin (COO),

authorization letter
Ask Agent to sign POD

Invoice
prepared

»

ready

Request payment
from customer

Owner: Thanveer K Pudukudi
Diagram Version: Draft Copy

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

Send booking details
to customer via email

Payment

Version: 5

Bill of Lading or
Master
Airwaybill

¢

Payment
received

O Actions
@ Change Log

O Feedback
O Keywords

@ Change Requests O Read Only



Docui -

New Landing Page - Level 1.1.5.9.2.3 Draft Copy

Customs Clearance Air/ Sea

Notify customers
within 1working day

submity Customs file must be
Customs J prepared upon receipt
procey of DO

DO &
shipping
docs fwrdd

for clearance Q

———» Prepare Customs
file

Customs
file ready

-

Job files

created Clearance Spl

Customer
notified

Payment
ready- fwrdd
toClearance

agent

D

Title: Customs Clearance Air/ Sea
Author: Edwin Ramos
Date: 1/15/2014
Volume: 0.00 Per Second

Make request for

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Customs
upon submission of inspection
documents to & dearance
Customs completed Obtain POD
upon delivery
Payment Shipment
received frwdd to @ shipment
oty cost from hub/ready delivered
otify customer Receive cleared i
customer for delive i i
estimated charges shipment ry Deliver shipment
& follow-up

to hub/ customer
payment

Clearance Spl

Clearance fees:
Custom Duty,
storage fee, labor
charges &
transportation

Follow-up for
payment as per credit
terms

Invoice

rec'd from Q

FIN

Payment
received

payment of
clearance fees

Deliver the invoice

Clearance Spl

Clearance Spl

Owner: Thanveer K Pudukudi
Diagram Version: Draft Copy
Review Date: None
F.T.E.: 0.00

Version: 6

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



New Landing Page - Level 1.1.5.9.3 Draft Copy

Process Cargo Screening

Version: 3

Incoming Verification Prepare cargo Package Scan Package PODrecord
Cargoreceived Verify Féckage completed acceptance / accepted by Scan the completed Package send har,ded to Obtsin POD & Returned to
from agentand condition & Jecti WH staff X o ai " Airport turnto WH WH
sent to WH paperwork r?:;():fzn package 0 airpor returnto
4’)<
Warehouse Warehouse Cargo Receving SMSA Truck SMSA Truck
Staff Staff Agent Driver Driver
Package
rejected by
WH staff
Title: Process Cargo Screening Owner: Thanveer K Pudukudi C Actions O Feedback

Author: Marwan Siddiq (Deleted)
Date: 11/23/2016
Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Diagram Version: Draft Copy

Review Date: None

F.T.E.. 0.00

@ Change Log O Keywords
@ Change Requests O Read Only



Title
Author
Date
Volume

: Process GSA
. Edwin Ramos

: 2/12/2020

: 0.00 Per Second

» agentenquiries

New Landing Page - Level 1.1.5.9.4 Draft Copy

Version: O

; Booking * * *
Process completed Process Process scanning
N & arrange ispatch shpt to
customer/ cargo dﬂ;i':::;z?:n/ tra;i?;;rjm ? disttinatig:\t
Owner: Thanveer K Pudukudi O Actions O Feedback
Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords

Cost Per Second: $ ,3.5,E-0317

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

O Change Requests O Read Only



New Landing Page - Level 1.1.5.9.4.3 Draft Copy

m Process Documentation/ Paperwork

Booking .
completed AWB available Fwrd AWBto

‘Generate customer/ cargo
shipment AWB agent

SN -
(5= ] e ]
Title: Process Documentation/ Paperwork Owner: Thanveer K Pudukudi
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy
Date: 2/12/2020 Review Date: None

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

Version: O

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



Title
Author
Date
Volume

New Landing Page - Level 1.1.5.9.4.5 Draft Copy

Rates from
GSA Airline

Provide rate
sheetto
customer/ cargo
agent

: Process Customer/ Cargo Agent Enquiries
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