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

Work permit
received &
forwarded to
employee

—’X

HR & Adm Offr

4
None
0.00

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



Expat
Employees
requirements

New Landing Page - Level 1.1.6.11.1.1.2.10.2

Process Work Permit Renewal

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

HR & Adm Offr

Title: Process Work Permit Renewal

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

Authorization: Authorized
Date: 3/20/2024

Cost Per Second: $ ,3.5,E-0317

N

Owner: Shaji George

Diagram Version: 4

Review Date: None

F.T.E.: 0.00

Version: 4

O Actions
@ Change Log

O Feedback
® Keywords

@ Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.1.1.2.10.3 Version: 4

m Process Family Addition to Visa

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

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



Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.1.1.2.10.4

Process Work Permit Corrections

Receive reguest

from employee Submit change

request on LMRA
e-support

Request
submitted

Received corrected
Work permit &

Print corrected Hand-over wi ith
visaonline employee

v

. Process Work Permit Corrections

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

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

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

Version: 3

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



New Landing Page - Level 1.1.6.11.1.1.2.10.5 Version: 3

m Work Permit Passport Details Update

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

records e

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

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



Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.1.1.2.11

Process Profession Change

Documents
received for

Bahraini Nationals Access SI0 system

e —

Version: 4

Documents
received for non

Bahraini Nationals Access LMRA

system

- @ @ @ @O0

: Process Profession Change
. Edwin Ramos

1 6/26/2010

: 0.00 Per Second

change
occupation form

Submit request for
approval & attach
all documents

update & file the
approved copy in

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

employee file

File rejected,
return to
employee

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

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

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



Information
received from
department

N

Send GR to Police
Department

Title: Police Cases
Author: Edwin Ramos

Date: 6/23/2010

Volume: 0.00 Per Second

New Landing Page - Level 1.1.6.11.1.1.2.13

Police Cases

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

Clearance, Cash-EoSB

Case handled
by police

Case rejected

g 6)

Prepare & submit

documentation to
Police Dept.

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

-

HR will hold salary
until case resolved or
employee released

Personal Issues &
Other cases

To seek legal advise

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

reason for the
case

Authorized
3/3/2024

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

Legal Dept.

Case accepted,
Q recommendati
on advised

Employee

Prepare & released

guarantee letter
to Police Dept.

Version: 3

Inform payroll for
deduction if any

Salary
released

6

Inform Payroll to
release salary

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

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

O Actions



Title
Author
Date
Volume

: Process Mail

: Edwin Ramos

: 6/10/2010

: 0.00 Per Second

New Landing Page - Level 1.1.6.11.1.1.2.14

Process Mail

Receive

Pickup Mail
from Post Office

N

[,

Fax

4+

Process
Incoming
Mail/Fax

¢

Company Mail
Personal Mail

employees &
departments

—’x

—’X

Receive Mail Mail returned
fopost office

Authorization: Authorized

Date: 3/20/2024

Cost Per Second: $ ,3.5,E-0317

Owner: Shaji George

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

Version: 3

O Feedback

@ Change Log ® Keywords
@ Change Requests ® Read Only



Title
Author
Date
Volume

Pickup Mail
from Post
Office

—

-

Receive Mail

: Process Incoming Mail/Fax

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

Cost Per Second: $ ,3.5,E-0317

New Landing Page - Level 1.1.6.11.1.1.2.14 .1

Process Incoming

Company Mail opened
9 Personal Mail not
opened

Sorted &
ready for
recording

I

Sort Mail

HR & Adm Offr

Authorization: Authorized
Date: 3/3/2024

Record Mail

HR & Adm Offr

For registered mail
record number on the
Mail Registration form

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

Ready for
delivery

Diagram Version: 3

Deliver Mail to
staff &
departments

HR & Adm Offr

Undelivered
Mail

Post Office

Retumn Mail to

HR & Adm Offr

Mail & Fax
delivered to
relevantemployees
& departments

—’X

Mail
returned to
post office

¥

Owner: Shaji George

Review Date: None
F.T.E: 0.00

Version: 3

O Actions
@ Change Log

O Feedback
® Keywords

@ Change Requests ® Read Only



New Landing Page - Level 1.1.6.11.1.1.3 Version: 3

m HRD - Employee Relations

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

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



Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.1.1.3.6

Disciplinary Action

Monitor &
Manage Risk

Violation with
risk

Attach: Sample Letter

Receive information
fromdept head
regarding violation

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

Mngr

Mngr

Consult Legal for

Mngr

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

of the case Manage Manage

Risk Payroll
Legal advise
received

HR & ADM
Mngr

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

. Disciplinary Action
. Edwin Ramos

1 6/28/2010

: 0.00 Per Second

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

Version: 3

Employee
accepted &
signed the
letter

Disciplinary
action
imposed

4>X

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



New Landing Page - Level 1.1.6.11.1.1.4

Version:

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

Title: HRD - Payroll
Author: Edwin Ramos

Date: 5/25/2017

Volume: 0.00 Per Second

HR & ADM
Mngr

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

HR & ADM
Mngr

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

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



New Landing Page - Level 1.1.6.11.1.1.4.2 Version: 3

m Process New Hires

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

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



Title
Author
Date
Volume

Employee
movement
requirement

|

New Landing Page - Level 1.1.6.11.1.1.4.3

Process Active Employee Movement

]

Complete the
PAF with all
details for the
new position

HR & ADM Mngr

Place copy of
PAF in
employee's HR

file

HR & ADM Mngr

Version: 4

. Process Active Employee Movement

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

Authorization: Authorized
Date: 3/3/2024

Cost Per Second: $ ,3.5,E-0317

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

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

@ Change Log

O Feedback
® Keywords

@ Change Requests ® Read Only



Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.1.1.4.4

N

HR & ADM Mngr

+

Process EQSB
for resigned
employees

. Process End of Service Benefits
. Edwin Ramos

1 6/15/2010

: 0.00 Per Second

EOSB paid

Process End of Service Benefits

Authorization: Authorized
Date: 3/3/2024

Cost Per Second: $ ,3.5,E-0317

Process EOSB

for employees

non-renewal of
contract

HR & ADM Mngr

4’X

Owner: Shaji George

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

¥

Process EOSB
for terminated

—————p employees 4’)(

HR & ADM Mngr

O Actions
@ Change Log

Version: 3

O Feedback
® Keywords

@ Change Requests ® Read Only



Employee
resignation

Send approved
documents &
accrued leave

——® days toHO-HR

Title: EOSB for resigned employees

HR & ADM Mngr

Author: Edwin Ramos
Date: 6/23/2022

Volume: 0.00 Per Second

New Landing Page - Level 1.1.6.11.1.1.4.4.8

EOSB for resigned employees

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

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

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

Verify & confirm
EOSB calculation

acknowledge &
sign EOSB Form

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

EOSB transfer
completed

Version: 3

Verify & confirm
EOSB pymt rec'd
by employee

HR & ADM Mngr

HR & ADM Mngr

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

HR & ADM Mngr

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

HR & ADM Mngr

O Actions
@ Change Log

EQSB paid

4>X

O Feedback
O Keywords

@ Change Requests ® Read Only



Title
Author
Date
Volume

Q@

New Landing Page - Level 1.1.6.11.1.1.4.4.9

EOSB for terminated employees

=

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

letter.

Approved documents:
1. Resignation Form

2. Exit Interview Form
3. Clearance Form

Version: 3

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

EOSB
calculation
verified

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

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

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

acknowledge &
sign EOSB Form

acknowledged

all docs to BAH-
FIN for transfer

EOSB pymtrec'd
by employee

HR & ADM Mngr

. EOSB for terminated employees

. Edwin Ramos

: 7/6/2022

: 0.00 Per Second

HR & ADM Mngr

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

HR & ADM Mngr

Owner: Shaji George

Diagram Version: 3

Review Date: None
F.T.E: 0.00

4’)(

O Actions
@ Change Log

O Feedback
O Keywords

@ Change Requests ® Read Only



Title
Author
Date
Volume

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

: 7/6/2022

: 0.00 Per Second

[, employee

New Landing Page - Level 1.1.6.11.1.1.4.4.10

EOSB for employees non-renewal of contract

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

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

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

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

Version:

HR & ADM Mngr

Authorization: Authorized

Cost Per S

HR & ADM Mngr

HR & ADM Mngr

O Actions
@ Change Log

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

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

O Feedback
O Keywords

@ Change Requests ® Read Only



Approved leave

request

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

Title: Process Leaves
Author: Edwin Ramos

Date: 6/14/2010

Volume: 0.00 Per Second

New Landing Page - Level 1.1.6.11.1.1.4.5

Process Leaves

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

Attach: Sample Leave
Application Form

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

Payroll Offcr

+

Application filed

Other Leave

Other Leaves

Payroll Offcr

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

Owner: Shaji George
Diagram Version: 2

Review Date: None
F.T.E: 0.00

Version: 2

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



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

Payroll Offcr

Title: Process Privilege Leave with Settlements
Author: Edwin Ramos

Date: 6/14/2010

Volume: 0.00 Per Second

Employee should bear

Process Privilege Leave with Settlements

Exit re-entry & Air

Ticket

Number of accrued
leave days

copy fwdd to
finance for
checking &

verification

New Landing Page - Level 1.1.6.11.1.1.4.51

Receive Verified Ready for

Settlement from

Payroll Offcr

Copy forwarded
to travel desk for
issuing tickets

4’)(

Copy
forwarded to
Govt.
Relation for
exitre-entry

Payroll Offcr

Payroll Offcr

File approved

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

Payroll Offcr

Submit to
AR Personnel &
submission
Manager for
Approval

Payroll Offer

Link To:
Finance

Owner: Shaji George

Diagram Version: 2
Review Date: None

F.T.E.: 0.00

Govt. Relation

Version: 2

O Feedback

@ Change Log ® Keywords
@ Change Requests ® Read Only



Other
Leaves

—

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

Verify Leave
Request

Payroll Offer

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

Verification
completed

Volume: 0.00 Per Second

Submit to
Personnel &
Govt. Relations
Manager for
Approval

Payroll Offer

New Landing Page - Level 1.1.6.11.1.1.4.5.3

Application
accepted

Other Leave

Inform Direct
Manager

Payroll Offcr

Application rejected

Manager
informed

Update Records

Records
updated

A copy of application
to be forwarded to
Finance

Application

Hand-over to filed

Employee Files
& Record

Executive

Authorization: Authorized

Date: 3/9/2023

Cost Per Second: $ ,3.5,E-0317

Payroll Offecr
(s) EMIS

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

Payroll Offer

O Actions
@ Change Log
@ Change Requests ® Read Only

Version: 2

O Feedback
® Keywords



New Landing Page - Level 1.1.6.11.1.1.4.6 Version: 2

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

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

Check float amount
available after
monthly payroll
First come - First

served basis

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

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



Monthly
Manpower
Report from
departments

New Landing Page - Level 1.1.6.11.1.1.4.7

Process Monthly Payroll

Version: 3

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

Manager- HR &
Admin

Title: Process Monthly Payroll

Author: Edwin Ramos
Date: 6/15/2010

Volume: 0.00 Per Second

Manager- HR&
Admin

Authorization: Authorized
Date: 3/24/2024

Manager- HR &
Admin

Cost Per Second: $ ,3.5,E-0317

Manager- HR &
Admin

Pay slips forwarded
to employees

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

F.T.E.: 0.00

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



Dept fwrds
monthly invoice
recvd from
Outsource
Company

Check & verify
correctness of

p report submitted

HR & Adm Offr

Title: Process Payroll for Casual Labor

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

Authorization: Authorized

New Landing Page - Level 1.1.6.11.1.1.4.8

Process Payroll for Casual Labor

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

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

Fwrd to FIN & Approved
Q IAD for invoice fwrd to

verification FIN for

and approval Final approval payment

- 0

HR & ADM Mngr

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

Cost Per Second: $ ,3.5,E-0317

F.T.E.: 0.00

Version: 3

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



Title
Author
Date
Volume

New Landing Page - Level 1.1.6.11.1.2

HRD - Training & Org Development

New * M

employee

Manage New
——— P Employee Training

Trmg & Devt Mngr

Employee External Employee
received training ; m received
certificate required certificate
Manage External
—#X _ » Training 4’X

Trg & Devt Mngr

Existing

Employee ‘ M

> Manage Existing

Employee Training

e
Pass Result of
evaluation, will join the
business & eligible for
other job related training

Trmg & Devt Mngr

Employee Report =
received received from
certificate department External
Specialized
»( > Training

Trng & Devt Mngr

Business *

requirement

Review existing
» Training Modules

Certificate and
attendance record

Datafiled

Project Base
Training Training Emol
Modules ready request * M mp .ovs;e
for roll-out received recf-:tl.ve
certificate
Manage Project
e ———» BaseTraining 4.)(

Trng & Devt Mngr

: HRD - Training & Org Development

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

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