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Author
Date
Volume

Express

: EGY - Human Resources
. Edwin Ramos

1 7/1/2018

: 0.00 Per Second

New Landing Page - Level 1.2.1.3

EGY - Human Resources

Personnel

Authorization: Authorized
Date: 7/1/2018
Cost Per Second: $ ,3.5,E-0317

Training &
Org. Devt.

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

Version: 2

O Actions O Feedback
@ Change Log O Keywords
O Change Requests ® Read Only
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m@ HRD - Personnel
Express

ol BEl R

Recruitment Government Employee Payroll
Relations Relations
Title: HRD - Personnel Owner: Mohamed Barakat O Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
Date: 7/1/2018 Date: 8/12/2018 Review Date: None O Change Requests ® Read Only
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Express

Mohamed Barakat

Owner

: HRD - Recruitment
: Edwin Ramos

: 5/25/2017

: 0.00 Per Second

New Landing Page - Level 1.2.1.3.1.1

HRD - Recruitment

Yearly * IZ

requirement

Develop

manpower plan
- »

Director - HR &
Admin

Edwin Ramos

Author

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

Vacancies to
be filled

Walk inrecruitment
Overseas recruitment

$0HM »

New
employee
join
Recruit employee

v

Director - HR&
Admin

Authorized

Status

Owner: Mohamed Barakat

Diagram Version: 1

Review Date: None

F.T.E.. 0.00

Version: 1

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

Vacancies to

-

s 4%

be filled Idgntify]ob
Requirements &
potential
N .
candidates

Internal SMSA

Recruitment
Officer

New Landing Page - Level 1.2.1.3.1.1.1

Internal candidates must be
identified first, if after 15
days nointernal candidate

identified then gofor
external search
CV database will be shared
with all regions recuritment
personnel

6

For Bahraini Nationals, CV, Academic, Guarantee
Letter, Registerin
MOL as SMSA employee
attach: requirements as per Bahrain Labor Law
For Non-Bahraini National (Expatriate) CV,
Release Letter, Sponsorship Transfer, Passport
Copy, ID Copy
Attach: As per Bahrain Labor Law

Version: 1

alala

candidates
identified
New
employee
(Internal)
(| | ¥
Request Evaluate
. — »
inf ques information Interview
in ormat.\on against candidate
from applicant -
requirements
Information andidfateds »
i identifie
received . New Expat /
Recruitment Recruitment RecrulAtment Egyptian
Officer Officer employee
notify
candidate
Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version

Title: Recruit Employee
Author: Edwin Ramos

Date: 6/12/2010
Volume: 0.00 Per Second

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

Owner: Mohamed Barakat

Diagram Version: 1
Review Date: None
F.T.E.. 0.00
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m@ Identify Potential Candidates
Express

Vacancies to be * Internal SMSA
filled candidates
Process internal identified
SMSA potential
candidates >
Recruitment
Officer
No SMSA internal
candidate
identified
* Local applicant
contacts SMSA

Process potential
external candidates
(local or overseas)

v

Local candidate CV
found in HR data

Recruitment Officer

bank
Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version
Title: Identify Potential Candidates Owner: Mohamed Barakat C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log ® Keywords
Date: 6/12/2010 Date: 9/6/2018 Review Date: None O Change Requests ® Read Only

Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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mr Process Internal SMSA Potential Candidates \1/5@

Express

Found - N Internal
i . Awaiting for Applicants Forward
Recr&utment Search data bank potential applications Receive Internal selected :}equest a‘ employee poret
requirement for suitable candidates Internal Advert Application from e.rscnne available Action Form to
employee Candidates Action Form
relevant dept. Payroll
—_—————P
Recruitment Recruitment - - Recruitment
Officer Officer Recruitment Recruitment Officer
Officer Officer Joining of new dept. is
. as per effective date
No candidates on Personal Action
found Not selected Form

Internal
employee
joins dept.

Request staff to
joinnew dept.

Recruitment
Officer

Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version
Title: Process Internal SMSA Potential Candidates Owner: Mohamed Barakat O Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log ® Keywords
Date: 6/12/2010 Date: 9/6/2018 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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mm‘

Process Potential External Candidates

Local candidate
found in SMSA data
bank

Express
Interview
Candidate
No SMSA internal
candidate. local hire
Local or Overseas Check data bank

Vacancies to

befilled Determine
source of
candidate

R

Recruitment
Officer

No SMSA internal
candidate,
QOverseas hire

Recruitment
Officer

Send

information to
approved
agencies

Recruitment
Officer

Short listed overseas
candidates from
agency data bank

This is to check against
the position available,
on agencies data bank

Interview
Candidate

Mohamed Barakat Edwin Ramos

Owner Author

: Process Potential External Candidates

: Edwin Ramos Authorization: Authorized

: 6/12/2010 Date: 9/6/2018

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

No candidates
in data bank

Version:

Oninternet
News paper
Notice board

Local applicant

contacts SMSA
Advertise

position

v

No candidates in
agency data

Recruitment
Officer

Short listed
overseas
candidates
from agencies

Approve agency

bank advert draft
Interview
> Candidate
Director - HR &
Admin
Marketing Marketing
approval approval
required obtained
Marketing
Authorized 1
Status Version

Owner: Mohamed Barakat
Diagram Version: 1
Review Date: None

O Actions O Feedback
@ Change Log ® Keywords
O Change Requests ® Read Only
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New Landing Page - Level 1.2.1.3.1.1.1.4 Version:

mmr Interview Candidate @
Express @

. External Public No X
shortlisted Relations "
overseas
candidates Depar‘tmgnt MaAnager Offer not
to be available in the accepted
interview
Offer accepted
Short list Interview Egyptian Prepare contract
Candidates Conduct initial identified successful Offer pjfgatge to National &legal
identified interview Conduct panel caneidate documents
interview
——>
»> »>
Recruitment
Recruitment Recruitment Recruitment Officer
Officer Officer Officer (Offeraccepted
local & overseas
Inietma\ Emp\zyee Exnatriate) Contract
ransferre; "
prepare joining report swgm?d
and send employee to EgyPt\an
department manager National
as per LOA (Level of after training
Authority)
. N @ Q New employee *
Prepare contract Position notin Rgst finance to Finance (Egyptian Expat) b
&legal budget create & approve notified Create Employee . rucesst f
documents non-budget Number requirements for
. Govt. Relations
position
> >
Recruitment Recruitment Recruitment Recruitment
Officer Officer Officer Officer
New
employee Finance Train &
(Internal) Comtractsigned approved Develop
Employee
Train & Develop
Employee
Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version
Title: Interview Candidate Owner: Mohamed Barakat O Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log ® Keywords
Date: 6/12/2010 Date: 9/6/2018 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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m@ Process Requirements for Govt. Relations ﬁ;ﬂfﬁw %@

EXDI’GSS Issue Medical Insurance Card

GOSI - General Org. for Social
Insurance

Issue contract to MOLfor the

candidate to be registered

(Contract to be uploadedin

contraq- gosj system-candidate should

signed attend MOL interview)

Egyptia:
Nation
Offeraccepted
(local & . Q

overseas) Determine Local Determine if EgyPtlan Complete
candidate islocal or Egyptian National National employees

overseas hire or Expatriate requirements

Approved
Expatriate /
Recruitment Recruitment Recruitment Egyptian
Officer Officer Officer candidate
Work Instructions:
Process Documents
overseas Expatriate requirementeg: >
candidates Local passport, release
letteretc
met for local
Expatriate &
Q documents ;
docume ntat.iun relations at LMRA

from Expatriate for candidate

Recruitment Recruitment
Officer Officer

Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version
Title: Process Requirements for Govt. Relations Owner: Mohamed Barakat C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords
O Change Requests ® Read Only

Date: 6/13/2010 Date: 9/6/2018 Review Date: None
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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New Landing Page - Level 1.2.1.3.1.1.1.4.5.5

Process Government Relations at LMRA for Candidate

Authorization sent to
agency for visa issuing

Confirm with
recruitment

Process
overseas
candidates

—

Request agency to
submit
employmentvisa
to candidate

Government
Relations Officer -
HR

Q Candidate

has valid visa
Confirm travel
date

For overseas, process payment &
issue work permit online

D Travel date

known

ForOverseas & Igama
renewal: Inform
Personnel Affairs to
coordinate with
medical insurance
company to update
insurance in Passport
Office

£

. r acceptedthe
Requirement file & issue
N metAfor Q reference Q
Expatriate number
local Apply at LMRA Request payment
online from Finance
N

File rejected from
LMRA & returned to
applicant thru
recruitment with
reason for rejection

Government

Relations Officer -

HR

Mohamed Barakat

Owner

Government
Relations Officer -
HR

payment

from Passport
Office

Government
Relations Officer -

HR

Confirmation
received for
payment

Process Payment

Version: 1

Airport pickup
accommodation
medical test
residence permit
training
medical card

by Passport Office

Government
Relations Officer -

HR

Ticket
available
Infarm HB with Q
Infarfn travel If referAence number by & issue the recruitment A
coordinator of not available, follow- birline ticket agency ! rrange
date up with Labor Office requirements for
to provide correct candidate
reference number or
forward file to
Passport Offices
Transfer of vel Coordinator Recruitment

sponsorship should be Officer
completedin?7
working days

Overseas employee
Attach: List of rules
Q Q New
printout Require Profession Expatriate
i i i . employee
Receive printout available profession change changed Process other HR ploy

services

Recruitment

Officer

Edwin Ramos

Author

Authorized

Status

1

Version

Title: Process Government Relations at LMRA for Candidate

Authorization: Authorized

Owner: Mohamed Barakat
Diagram Version: 1

O Actions
@ Change Log

O Feedback
O Keywords

Author
Date
Volume

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

Date: 9/6/2018

Cost Per Second: $ ,3.5,E-0317

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

O Change Requests ® Read Only



MW;

Express

Yearly

requirement

-

-
Budget & New

Projects

Mohamed Barakat

Owner

Title: Develop Manpower Plan
Author: Edwin Ramos

Date: 6/13/2010
Volume: 0.00 Per Second

New Landing Page -

Develop Manpower Plan

Budgeted or
Adhoc

4]

Determine
manpower
requirements

Requirements
identified

Director-HR &
Admin

Edwin Ramos

Author

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

]

Approve
manpower plan

Overseas
recruitment

Level 1.2.1.3.1.1.2 Version:

Request from Ministry of Labor
Pay the fees thru Finance Dept.

]

Request for
employment
visas

Vacancies to be
filled

=G

Director - HR &

Admin

Government
Relations
Officer- HR

trrtermat recruitment

L I o "
tocatrecruitment

Authorized

Status

Owner: Mohamed Barakat O Actions O Feedback
@ Change Log ® Keywords
O Change Requests ® Read Only

Diagram Version: 1

Review Date: None

1

Version

F.T.E.. 0.00

1
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Date
Volume

Mm;

Express

Mohamed Barakat

Owner

: HRD - Employee Relations
: Edwin Ramos

: 5/25/2017

: 0.00 Per Second

New Landing Page - Level 1.2.1.3.1.2

HRD - Employee Relations

Information Disciplinary
ived f Action
“department. + served o
employee
Disciplinary
» Action .
Manager -
Receive ‘ Employee left
request from the company
employee Process Release
. _—
Manager -
Personnel
Edwin Ramos Authorized
Author Status
Owner: Mohamed Barakat
Authorization: Authorized Diagram Version: 1
Date: 9/6/2018 Review Date: None

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

1

Version

Version: 1

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

Receive
request from
employee

New Landing Page - Level 1.2.1.3.1.2.2

Process Release

1]

Receive demand
letter from
employee

Employee Affairs
Executive

Version: 1

Prepare demand letters for:
1. Labor Office
2. Passport Office
3. New Sponsor (attested by

If the employee have
authorization letter

attested by Chamber
Chamber of Commerce) { v
e of Commerce) from
Release |etter validity =One
new sponsaor to collect
month

his passport, will
Hand-over to
employee directly.

No release given for
competitors

- —

Mohamed Barakat

Owner

Title: Process Release

Letter Q Employee Q Employee left
received . ready for the company
Process online release Hand-over
application for
PP passport to new Process End of
moving employee sponsor ;
from CR tati senvice
representative Benefits
Employee ‘Affa|rs Employee Affairs
Executive Executive
(s) Internet
Edwin Ramos Authorized 1
Author Status Version

Author
Date
Volume

: Edwin Ramos
: 6/26/2010

: 0.00 Per Second

Authorization: Authorized

Cost Per Second: $ ,3.5,E-0317

Date: 9/6/2018

Owner: Mohamed Barakat
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

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



New Landing Page - Level 1.2.1.3.1.2.6 Version: 1

mr Disciplinary Action

Express
Monitor &
Manage Risk
. Recg\ve \/\Ao\at[on Attach: Sample Letter
information from with risk
depthead
regarding violation
committed by Disciplinary
employee Nurmal Q Action served
Determine type violation ready Forward letter to toemployee
of violation Prepare letter to dept. manager
- employee T
Director- HR & HR Executive HR Executive
Admin Employee accepted
Normal case &ssigned the letter
reviewed Changes made
Receive feedback |
from Dept head
on QRM Case reviewed Disciplinary
investigation (with risks) Change degree Receive letter action
Review case of Disciplinary signed by imposed
_—  » action imposed employee x
e —
Employee
disagree & Director - HR & Director - HR &
refusedto sign Admin Admin
Yy Records
updated &
Consult Legal filed
foradvise on
vwo\latwons Reinvestigatio
Suhj?(‘t far Recommend n of case
termination reinvestigation Manage
of the case Monitor & Payroll
Manage Risk
Legal Legal gdese
=g —  received
Director- HR &
Admin
Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version

Title: Disciplinary Action Owner: Mohamed Barakat C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log ® Keywords

Date: 6/28/2010 Date: 9/6/2018 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00
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Date
Volume

YA

()]

New Landing Page - Level 1.2.1.3.1.3

HRD - Government Relations

Work permit
issued to
employee

—_————>

Version:

Express
Expat
employees
Business requirement
requirement * Visa ;
. »
] issued Process Work
——» Process Visa .
. permit
Requirements X
> Requirements
Lt
R —
Expat Receive
employees request from
requirement Supervisor - employee Supervisor -
Government Government
Relations Relations
Check the visa
availability
Receive
request from Requirements
Recruitment ‘ D met for
forlocal expat Expatriate local
Process Transfer
of Sponsorship
e

Supervisor -
Government

Relations

Government
requirement

-

¥

Egyptianization
Certificate

Supervisor -
Government

Relations

Information
received from * Government ;
department PAV officer -
informed requirement
> Police Cases
>

: HRD - Government Relations

: Edwin Ramos
- 7/15/2018

Supervisor -
Government

Relations

: 0.00 Per Second

—_—

Process NOSI
Requirements

Requirements
met

Authorization: Authorized
Date: 9/6/2018

Cost Per Second: $ ,3.5,E-0317

Supervisor -
Government

Relations

v

Owner: Mohamed Barakat

Diagram Version: 1

Review Date: None

F.T.E.. 0.00

Director- HR &
Admin

® Cha
O Cha

O Actions

Profession
Receive * changed, forward
request from new lgamato
employee Process employee
Profession
B Change —’)<
Supervisor -
Government
Relations
Copy
forwarded
———
Mail & Fax
. delivered to
Receive relevant
Fax employees &
Pickup Mail departments
from Post
Office * m
———
R
Process Mail L »
B — .
) Mail returned
Receive to post office
Mail

O Feedback
nge Log O Keywords
nge Requests ® Read Only



M®

New Landing Page - Level 1.2.1.3.1.3.1

Process Visa Requirements

Express

Hand-over

Expat letter to

‘ employees * employee

Business New Visas requirement
requirement received
—_— —_—k
Process ) Process Visit Visa
- » EmploymentVisa N
S — ——
Business Invoice

Manager - requirement
Personnel

Mohamed Barakat

Owner

Edwin Ramos

Author

Title: Process Visa Requirements

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

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

received &
Manager - submitted to
Personnel Finance

Authorized

alala

Receive ; Employee left
request from the company /
PAV Officer country
Final Exit
Manager-
Personnel
1
Version
O Actions

Owner: Mohamed Barakat
Diagram Version: 1

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

@ Change Log
O Change Requests ® Read Only

Version: 1

O Feedback
® Keywords



Express
%X
Visanot
available
Business

Check the visa
availability at
LMRA online

requirement

N

Government
Relations

Officer - HR

Mohamed Barakat

Owner

New Landing Page - Level 1.2.1.3.1.3.1.1

Process Employment Visa

Visa available
Process visa
application
online

Government

Relations
Officer- HR

Edwin Ramos

Author

Title: Process Employment Visa

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

.

Followups required

Application
initiated

Authorization: Authorized
Date: 9/6/2018

Cost Per Second: $ ,3.5,E-0317

Request for
payment of visa
fee from
Finance

Government
Relations
Officer- HR

Authorized

Status

%X
File rejected,

payment

refunded
Payment Confirmation
confirmed Printthe printed

document from
LMRA online

Version:

Visa fees: BD 172/- for
lyear

»

New Visas
received
Arrange for
stamp at the

passport office

Government
Relations

Officer- HR

1

Version

Owner: Mohamed Barakat

Diagram Version: 1

Review Date: None

F.T.E.. 0.00

Government

Relations
Officer- HR

O Actions
@ Change Log

O Feedback
® Keywords

1

O Change Requests ® Read Only



Title: Process Visit Visa
Author: Edwin Ramos

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

New Landing Page

m @

Process Visit Visa

- Level 1.2.1.3.1.3.1.3

Required: Application
form for visa and
residence permit

signed and stamped,
passport copy of

visiting person valid
for more than 6
months,Copy of
gurantors ID copy and
passport copy, Copy of
valid CR, Letter from
employerexplaining
the reason forvisit

(All documents should

be signed by gurantor

and stamped.

= _

Express
Business Approved by D Approved / Send an invitation Printout
requirement Receive request HR Director Prepare required rejected print out to forwarded
from dept head documenation & departmenthead
submit to / visitor
B | passportoffice
Employee Affairs Employee Affairs Employee Affairs
Executive Executive Executive
Requirement:
Company letter Invoice received after
Arrange airport pickup departure of visitors
Date Department i
Receive available ph ead D In\{olcde &
confirmation on informed ’E;E{‘;: ot
. submitted to
guest arrival date Process hotel Finance
&SZHEd“h'E :ﬂm reservation Requirements: 1. marriage Process
epthea certificate (attested from Saudi Payment
Consulate & ministry of Foreign
Affairs) 2. copy of family's
passports 3. Application from
n . Ministry of Foreign Affairs
Employee Affairs Employee Affairs (onling) 4 company guarantee
Executive Executive letter to be signed by em ployee
Expat
employees D Hand-over

requirement
prepare letter for

R

process

Employee Affairs
Executive

Mohamed Barakat Edwin Ramos

Owner Author

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

employee’s family

letter to
employee

Authorized

Status

1

Version

Owner: Mohamed Barakat

Diagram Version: 1
Review Date: None
F.T.E.. 0.00

Version: 1

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

Receive request
from PAV Officer

New Landing Page - Level 1.2.1.3.1.3.1.4

Final Exit

Secure clearance from
company (e.gcar,
telephone) &
government
(e.g. police case)

If family in kingdom,
receive family
passport & WP with
photos

Arrange
application for
final exit with
Passport Office

Final Exit ready

Request
for process

termination of
employee online
through LMRA

Mohamed Barakat

Owner

Title: Final Exit
Author: Edwin Ramos

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

(online)

Manager-
Personnel

Manager -
Personnel

Edwin Ramos

Author

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

Update GOSIfor
deletion thru online

Employee to bring
clearance from
Finance regarding his
EOSB

]
Employee left
the company /

Hand-over ticket country

to employee

Ap;;hcatlon Arrange booking A\rhnﬁ téc‘ket
one with Travel desk available
>
Employee Affairs
Executive
Authorized

Status

Owner: Mohamed Barakat

Diagram Version: 1
Review Date: None
F.T.E.. 0.00

Employee Affairs
Executive

Version

O Actions
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Version:

O Feedback
® Keywords

1
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mm@

Process Work Permit Requirements

Expat
employees
requirement

—————>

Express
Receive
Personnel file WP received &
from * forwarded to
Recruitment employee
Process New
Work permit
» through LMRA >
Manager-
Personnel
(s) Internet
Expat Forward
employees ; renewed WP Receive ;

requirement to employee
Process work
permitrenewal

- » 4’X

Manager -
Personnel

Mohamed Barakat Edwin Ramos

Owner Author

Title: Process Work Permit Requirements
Author: Edwin Ramos

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

request from
employee

—

Process Work

permit

corrections

Received
corrected WP
& Hand-over
to employee

Manager -
Personnel

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

Authorized

Status

Owner: Mohamed Barakat

Manager -
Personnel

>

Version: 1

* Visa
updated &
issued
Process Family
addition to visa >

Received
Request for ; reprinted WP
employee by employee
Damaged WP
Process Damaged
B wp ¥
Manager -
Personnel
1
Version

Diagram Version: 1
Review Date: None
F.T.E.. 0.00

O Actions O Feedback
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m@

Process New Work Permit

Express
Process time: three(3)
Visa cost BD 172/- for 1 days for the results
year Employee to be
accommodate by HR
Employee number representative
issued in LMRA Office
Receive Labor Card
N N P t Medical
Personnel file Q issued & Q aymen D ccica
from Update updated confirmed completed
N Arrange Send employee
Recruitment personnel X
details in LMRA payment thru for medical

Finance examination

thru online

-

Employee
Affairs Executive

Government
Relations
Officer - HR

Government
Relations
Officer - HR

Authorized 1

Mohamed Barakat Edwin Ramos

Owner Author Status

Owner: Mohamed Barakat

Title
Author
Date
Volume

. Process New Work Permit
: Edwin Ramos

: 6/28/2010

: 0.00 Per Second

Authorization: Authorized
Date: 9/6/2018

Cost Per Second: $ ,3.5,E-0317

Diagram Version: 1
Review Date: None
F.T.E.. 0.00

Arrange for
stamp on the
passport

Version

Government
Relations
Officer - HR

Process time: Two
(2) days
Require ments:pas
sport copy,electric
bill Co, Contract

Work permit
received &
forwarded to
employee

»

O Actions
@ Change Log

Version:

O Feedback
® Keywords

O Change Requests ® Read Only
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Express

Expat
employees

requirement Prepare list of

employees

[ —

Government
Relations

Officer - HR

New Landing Page - Level 1.2.1.3.1.3.2.2

Prepare list of
employees whose WP
will be expired within

the next 6 months

k Permit Renewal

Payment for
Workpermit renewal
& LMRA card

Version: 1

o) G2

Check status for
renewal at LMRA

Not e
for fa)
status

Complete form

Mohamed Barak:

Owner

. Renewal Payment List
Listready request i i
Process renewal req confirmed Forward list to forwarded Arrange stamp at
at LMRA online initiated Request Finance department immigration
for payment office
Government Government o - Govemment
Relations Relations File =documentation N
Offi Officer - HR (Passport, passport Relations
icer - HR X officer- HR
form, lgama, medical,
labor card)
(s) Internet
Single / Work Forward
family Payf.mentd D permit work permit
status Request payment confirme: renewed to
eligible of family Arrange stampat Update record employee
members Passport Office
_—r

Attach: Sample form
Form signed by
employees & GR

manager

Q Form

available

Edwin Ramos

Author

Title: Process Work Permit Renewal

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

Authorization: Authorized
Date: 9/6/2018

Cost Per Second: $ ,3.5,E-0317

Government
Relations
Officer - HR

Employee Affairs
Executive

Authorized 1

Status Version

Owner: Mohamed Barakat
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

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



requirement

Express

@

New Landing Page - Level 1.2.1.3.1.3.2.3

Process Family Addition to Visa

Not entitled,
rejected
(profession
not entitled)

Expat
employees

Prepare |etter for
employee's

Title
Author
Date
Volume

family process

Government
Relations

Officer - HR

Mohamed Barakat

Owner

-

Requirements: 1.
marriage certificate 2.
copy of family's

passports family's original

passports

Requirements: 1.

Hand over Q Requirements
letter to met
employee

Employee
request to add
family members

Government
Relations
Officer - HR

Edwin Ramos

Author

: Process Family Addition to Visa

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

Authorization: Authorized

Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

Application

Payment
submitted

Request for Confirmed

payment from
Finance

Apply online at
LMRA

Version:

Issue of visa will take
one week

G

Visa updated
andissued
Arrange for stamp
at passport Office

Government
Relations
Officer- HR

Government
Relations

Officer- HR

(s) Internet

Authorized 1

Status Version

Owner: Mohamed Barakat
Diagram Version: 1

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

Government
Relations

Officer - HR

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

1



New Landing Page - Level 1.2.1.3.1.3.2.4 Version: 1

m@ Process Work Permit Corrections
Express

E-ticket to be initiated
to E-support

Received
corrected Work
permit & Hand-

overto employee

®

Receive request
from employee

Request submitted Arrange stamp at

Submitrequest !
passport office

through LMRA
online

v

>

Manager - Manager -
Personnel Personnel

Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version
Title: Process Work Permit Corrections Owner: Mohamed Barakat O Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log ® Keywords
Date: 6/26/2010 Date: 9/6/2018 Review Date: None O Change Requests ® Read Only

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



Title
Author
Date
Volume

Mm;

Express

Mohamed Barakat

Owner

New Landing Page - Level 1.2.1.3.1.3.2.5 Version: 1

Process Damaged Work Permit

Receive
request from
employee

Authorized system
access

Edwin Ramos

Author

: Process Damaged Work Permit

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

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

D WP printed and
handed over to
employee
Re-print from LIMRA

online e :

Employee Affairs
Executive

(s) Internet

Authorized 1
Status Version
Owner: Mohamed Barakat O Actions O Feedback
Diagram Version: 1 @ Change Log ® Keywords
Review Date: None O Change Requests ® Read Only
F.T.E.: 0.00



mWG

Express

Information
received
from
department Send GRto Police
Department
—

Manager -
Personnel

Mohamed Barakat

Owner

Title: Police Cases
Author: Edwin Ramos

Date: 6/23/2010
Volume: 0.00 Per Second

New Landing Page - Level 1.2.1.3.1.3.3 Version: 1

Police Cases \!%Ej

X

Documentation:
Original Passport,
Open One way Air
Ticket, Company
Clearance, Cash-EoSB

Case handled
by police

-

0]

Prepare & submit
documentation to
Police Dept.

Case
rejected

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

Other cases

Government
Relations
Officer- HR

HR will hold salary
until case resolved or
employee released

Inform payroll for
deduction if any

Toseek legal advise

. Police Case .
Information Q requested Q Jccepted Employee Q PAV officer
collected 4 ped, Prepare & released informed

b ) guarantee recommenda
etermine . .
reason forthe letter Forward case to tion advised guarar‘mftee\etter Inform Payroll to
Legal Dept. toPolice Dept. release salary

case

Manager - Manager - Manager -
Personnel Personnel Personnel

Manager -
Personnel

Edwin Ramos Authorized 1

Author Status Version

Owner: Mohamed Barakat O Actions O Feedback
Authorization: Authorized Diagram Version: 1 @ Change Log ® Keywords
Date: 9/6/2018 Review Date: None O Change Requests ® Read Only

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

MW;

Express
Authorized system
aceess Print to file/hard copy
Government System Certificate
requirement rinted
Onen LVRA accessed Print LMRA P
ps stem Egyptianization
» ¥ certificate

Mohamed Barakat

Owner

. Egyptianization Certificate
: Edwin Ramos

: 6/23/2010

: 0.00 Per Second

New Landing Page - Level 1.2.1.3.1.3.4

Egyptianization Certificate

Employee Affairs
Executive

(s) Internet

Edwin Ramos

Author

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

Employee Affairs
Executive

Authorized

Status

Owner: Mohamed Barakat
Diagram Version: 1

Review Date
FTE

Copy
Send certificate forwarded
to HR head
.
Employee Affairs
Executive
1
Version

O Actions

@ Change Log
- None
.2 0.00

Version:

O Feedback
® Keywords
O Change Requests ® Read Only

1



New Landing Page

m@ Process Mail

Express
Receive
Fax Company Mail
Personal Mail
. . employees &
Pickup Mail ‘ | Q departments
from Post Office
Process Incoming ¢
e — .
Mail/Fax i
) e

Receive Mail Mail returned
Admin to post office
Correspondent

Mohamed Barakat Edwin Ramos
Owner Author
Title: Process Mail
Author: Edwin Ramos Authorization: Authorized
Date: 6/10/2010 Date: 9/6/2018

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

- Level 1.2.1.3.1.3.5 Version: 1

Delivery

* M completed
Process Outgoing ;x
Mail
e
Receive Mail —’X
Correspondent
Authorized 1
Status Version
Owner: Mohamed Barakat O Actions O Feedback
Diagram Version: 1 @ Change Log ® Keywords
Review Date: None O Change Requests ® Read Only
F.T.E.: 0.00



Title
Author
Date
Volume

MW;

New Landing Page

Process Incoming Mail/Fax

Express
Company Mail opened
Personal Mail not
opened
Pickup Mail
from Post
Office 0
ul
) Sorted & ready
. for recording )
. Sort Mail Record Mail
Receive
Mail
—_——>

Mohamed Barakat

Owner

: Process Incoming Mail/Fax
: Edwin Ramos

: 6/10/2010

: 0.00 Per Second

Admin
Correspondent

Admin

Edwin Ramos

Author

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

Correspondent

- Level 1.2.1.3.1.3.5.1

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

Mail & Fax delivered
. . torelevant
Ready for Deliver Mail to employees &
delivery staff & departments
departments
Admin
Correspondent
Undelivered
Mail
Mail
Return Mail to returneq to
Post Office post office
—
Admin
Correspondent
Authorized 1
Status Version

Owner: Mohamed Barakat
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

O Actions
@ Change Log

Version: 1

O Feedback
® Keywords

O Change Requests ® Read Only
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Author
Date
Volume
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MW;

Express

Process Outgoing Mail

¥

Copy
ready for
filing

File in Central

Admin toretail
Correspondent For mail within
Riyadh, hand
delivered

Version: 1

For post office mail
record on Qutgoing
Form & forward to
post office
For Mail (out or
Riyadh) prepare
SMSA/FedEx air
waybill & Hand-over

File

Re:eive I\‘/‘IaH M;H so;‘ted LEJ Ready for Delivery
roma . and ready to delivery . - completed

departments Sort Mail record Register the Deliver the Mail

Mail & take copy
— X
Admin Admin Admin
Correspondent Correspondent Correspondent
Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version

: Process Outgoing Mail
: Edwin Ramos

: 6/10/2010

: 0.00 Per Second

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

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

Owner: Mohamed Barakat
Diagram Version: 1
Review Date: None
F.T.E.: 0.00
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mmm

File in Central File

Level 1.2.1.3.1.3.5.2.1

Express
Department
Copy request retrieval of
filed correspondence
copy
Copy Ready for
ready for Remrdqn filing File
filing Central File Correspondence
Record
N
Admin Admin
Correspondent Correspondent
Request form
received
Correspondenc
e returned to Request form @
central file by Replace
Retrieve ready for
department correspondence filing Replace request
with request correspondence form with
form correspondence
Ready for
Admin filing Admin Admin
Correspondent Correspondent Correspondent
Mohamed Barakat Edwin Ramos Authorized
Owner Author Status

Title: File in Central File
Author: Edwin Ramos

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

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

Correspondence
Hand-overto
department

1

Owner: Mohamed Barakat

Diagram Version: 1

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

Version

—*

O Actions
@ Change Log

Version: 1

O Feedback
® Keywords

O Change Requests ® Read Only
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E>_<press

@

Receive
request from
Recruitment
for local expat

-

Re:

Not eligi

New Landing Page - Level 1.2.1.3.1.3.6

Process Transfer of Sponsorship

Check sponsor
eligibility.

infori
cruit

Recruitment to
proceed with
interview

Receive request
fordemand

NOC from previous
employer of
candidate

Candidate to

TN
—

Documentation:
Passport, Release
letter, Igama,In some
cases, GR officer
receives
documentation
directly from Sponsor

Mohamed Barakat

i roduce
Eligible letter from P
fi Recruitment Request documents
X A—— Inform .
Verify availability N e Receive
of visa at LMRA Recruitment for additional documents
further process documents
Government Government
Government Government . .
. . Relations Relations
Relations Relations Offi HR offi HR
Officer - HR Officer- HR icer- icer-
Documents completed
Requirements
Forward Documents Prepare met for
documentation to forwarded government file Expatriate local
GR Officer for candidate Process
Transferof
Sponsorship
Recruitment Government
Officer Relations
Officer- HR
Edwin Ramos Authorized 1
Owner Author Status Version

Title
Author
Date
Volume

: Process Transfer of Sponsorship

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

Authorization: Authorized
Date: 9/6/2018

Cost Per Second: $ ,3.5,E-0317

Owner

Diagram Version:

Review Date

F.T.E.

: Mohamed Barakat
1

- None

- 0.00

O Actions
@ Change Log

Version:

O Feedback
® Keywords

1

O Change Requests ® Read Only



New Landing Page - Level 1.2.1.3.1.3.7 Version: 1

mm@ PrOC Requirements: 1. Should have @

EXpI’eSS completed one year with SMSAz.l
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 & HR

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

Director
Recetu;e @ Documentation . Request D p "
reeqn‘::e\su (:am Receive received P"E?af'e ot approved r:;lg\/e:d
P documentation ?f“e o Request Finance
Office or LMRA for payment
> from employees
>
Employee Affairs Employee Affairs
Exe cutive Reference number will be Executive
issued
Follow up with Labor Office
after 7 days
Profession
Q | changed, forward
o Apprf)va new Igama to
Submit file to obtained Print the WP from employee
Labor office or system
LMRA for final
approval 'X
>
Government Government
Relations Officer - Relations Officer -
HR HR
Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version
Title: Process Profession Change Owner: Mohamed Barakat C Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log ® Keywords
Date: 6/26/2010 Date: 9/6/2018 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Title
Author
Date
Volume

> &l

E>_<press

@

Government
requirement
NOSI

p Certificate

Employee
Affairs
Executive

GOsI

requirement Update

- »

Employee
Affairs
Executive

(s) Internet

Mohamed Barakat

Owner

: Process NOSI Requirements
: Edwin Ramos

. 6/26/2010

: 0.00 Per Second

Amendments

New Landing Page - Level 1.2.1.3.1.3.8

Process NOSI Requirements

Print certificate

The employees will be enrolled in
GOSI automatically after MOL and

Edwin Ramos

Author

Authorization: Authorized
Date: 9/6/2018

Cost Per Second: $ ,3.5,E-0317

Version:

GOSlrecord will
automatically change
when expatriate
employee is removed
from LMRA.

Employee
Affairs

Employee
Affairs

Executive Executive

Authorized 1

Status Version

Owner: Mohamed Barakat
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

LMRA approval
through online portal
Government payment G
Co - arranged by overnment Copy sent to
fmwapr\éed r:)?’ua\;(;:i:t ; Q Finance r;?ij':!:;’: * Q Personnel file
Addition to Deletion from
. NOSI » NOSI
Employee Employee
Amendments: Salary Affairs Affairs
change or designation Executive Executive
change (in January of
every year)
Inform payroll for new
deduction
Document
forwarded to
Cheque NOSI & inform
GOSI website Government ‘ forwarded to Government * family member
updated requirement employee requirement to follow-up
Accidents Death
—_————> —_—» — > .

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

1



New Landing Page - Level 1.2.1.3.1.3.8.1 Version: 1

m@ Addition to NOSI ‘ E ‘ (’:j

Express
For payment:
Bahraini - 20% from
basic & housing (4%
from employee and
8% from company)
For non-Bahraini - 4%
from company
N Finance to pay before
Automat\s 15th of the month
enrollmentin
GOSI upon
approval
Send copy to
Government Q Personnel file & Mcnthw;
requirement Receive file from File ready return file to ar;rj':fgneednby
for addition i i Update Fi
Recruitment for Update in LMRA Recruitment fu;:tieem‘unr?tr:\e Finance
new employee or MOL Y
payment »
—_—————————> »
Employee Affairs Employee Affairs Employee Affairs
Executive Executive Executive
Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version
Owner: Mohamed Barakat O Actions O Feedback

Title: Addition to NOSI
Diagram Version: 1 @ Change Log ® Keywords

Author: Edwin Ramos Authorization: Authorized
Date: 6/27/2010 Date: 9/6/2018 Review Date: None O Change Requests ® Read Only

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



New Landing Page - Level 1.2.1.3.1.3.8.2 Version:

m@ Accidents ‘ E ‘(E:j‘

Express

Cheque forexpenses
& leave salary
Inform Payroll for
deduction

Fill up MOH work
accident report

Update must be given
within 24 hours

Government Q Send GR Officer Employee ready Cheque
requirement to site of accident to be admitted to forwarded to
Receive update ifneeded Update records Hospital Receive cheque employee
frr:;:;eprt online from NOSI
Employee Affairs Employee :Affairs Employee .Af‘fairs
Executive Executive Executive
Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version
Title: Accidents Owner: Mohamed Barakat O Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log ® Keywords
Date: 6/26/2010 Date: 9/6/2018 Review Date: None O Change Requests ® Read Only

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



New Landing Page - Level 1.2.1.3.1.3.8.3 Version: 1

m@ Deletion from GOSI
Express

For Bahrain nationals
only

For bahrain nationals
only

Government Q Q
requirement for List received Copy sent to
deletion Receive list of Personnel file

Remove names
from NOSI thru
online

names from
Payroll for
» termination

Employee Affairs Employee Affairs
Executive Executive

A4

Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version
Title: Deletion from GOSI Owner: Mohamed Barakat O Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log ® Keywords
Date: 6/27/2010 Date: 9/6/2018 Review Date: None O Change Requests ® Read Only

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



Title
Author
Date
Volume

MW;

Express

Government
requirement

New Landing Page - Level 1.2.1.3.1.3.8.4

Death

Receive
information from
department

Mohamed Barakat

Owner

. Death

: Edwin Ramos

: 6/26/2010

: 0.00 Per Second

Information
received

Employee Affairs
Executive

Edwin Ramos

Author

Authorization: Authorized

Cost Per Second: $ ,3.5,E-0317

Date: 9/6/2018

Update NOSI

Employee Affairs
Executive

(s) Internet

GOSI web site
updated

Version: 1

Required: Police
Report, Hospital
Report, Death
Certificate,
Authorization letter
from the family,
Passport & Igama
copy, GOSIform

Document

Status

Send documents
to NOSI

Employee Affairs

Executive

Owner: Mohamed Barakat
Diagram Version: 1
Review Date: None
F.T.E.: 0.00

Q forwarded to NOSI

1

& inform family
member to follow-

up

A4

Version

O Actions O Feedback
@ Change Log ® Keywords
O Change Requests ® Read Only
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New Landing Page

- Level 1.2.1.3

1.4

HRD - Payroll
Express o
Approved
Approved file File forwarded Personal Action
received from toFile & Form received Recruitment
Recruitment * Records from * notified
Section Executive Recruitment Process Active
Process New
Hires Employee
Y 4})( _——» Movement [ 'X
Supervisor - Supervisor -
Payroll Payroll
Payment brmi
Monthly approved, Su mit to
Manpower Forward to forwarded to finance for
Director Finance Approved Leave finance to release Request releasing loan
Report from . request 9 amount
forfinal approval leave salary received from
departments ; received from ; ‘
departments department
_— Process . > -
Monthly Process Leaves » Process Loans
Payroll >
—_—»>
R — » T —
— Forward Bank
Adjustments N Pay slips N Ap[]f!llc:ztlon N Letter to
Report from Supervisor - forwarded to Supervisor - e Supervisor - department
Finance Payroll employees Payroll Payroll
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 inactive)
Process Payroll Process End of
for Casual Service
- » Y —_——» -
Labor Benefits 4’)(
Supervisor - Supervisor -
Payroll Payroll
Title: HRD - Payroll Owner: Mohamed Barakat C Actions O Feedback
Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log O Keywords

Date: 7/15/2018
Volume: 0.00 Per Second

Date: 9/6/2018

Cost Per Second: $ ,3.5,E-0317

Review Date: None

F.T.E.. 0.00

Version:

O Change Requests ® Read Only



Title
Author
Date
Volume

Mm;

Express

Approved file

New Landing Page - Level 1.2.1.3.1.4.1

Process New Hires

received from LE—] File
Recruitment . complete
Section Verify
completeness of
file

Mohamed Barakat

Owner

. Process New Hires
: Edwin Ramos

: 6/19/2010

: 0.00 Per Second

Payroll Officer

Incomplete
supporting
documents,
file rejected

Recruit
Employee

Edwin Ramos

Author

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

Forward file to
filing section

g
Records
updates
Update Record
Payroll Officer
(s) EMIS
Authorized
Status

Payroll Officer

1

Version

Owner: Mohamed Barakat

Diagram Version: 1
Review Date: None
F.T.E.. 0.00

File forwarded to
File & Records
Executive

—’X

O Actions
@ Change Log

Version:

O Feedback
® Keywords

1

O Change Requests ® Read Only



Mm;

Express

Approved Personal
Action Form
received from
Recruitment

New Landing Page - Level 1.2.1.3.1.4.2

Process Active Employee Movement

Mohamed Barakat

Owner

@ Verification
completed

Verify Form

Version: 1

8@ E

Copy of PAFto be
forwarded to Finance

Payroll Officer

Edwin Ramos

Author

Title: Process Active Employee Movement

Author: Edwin Ramos
Date: 6/14/2010
Volume: 0.00 Per Second

Authorization: Authorized
Date: 9/6/2018
Cost Per Second: $ ,3.5,E-0317

0]

Update Re cord

Payroll Officer
(s) EMIS

Record
updated

Authorized

Status

Owner: Mohamed Barakat

Diagram Version: 1
Review Date: None
F.T.E.. 0.00

Hand-over to
Employee Files &
Record Executive

Payroll Officer

Q Recruitment

notified

1

Version

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



New Landing Page - Level 1.2.1.3.1.4.3 Version: 1

m@- Process End of Service Benefits

Express

Link To: HRD-

Employee
Relations

Verify Documents for
resignations only:
Notice Period, Exit

Interview Form,

Clearance Certificate

Copy of records
forwarded to
Govt. Relations

Approved
Resignation or
Termination . LEJ
received from Verification Record Prepare End-of- Statement Forward
HR Director Verify completed updated service- ready statement to FIN
Documentation Update Record settlement for verification
N
i Pavro o ayroll O e i
Payroll Officer a O Received EOSB Payroll Officer
Clearance Form from
Finance forfiling Waiting for
| .
ssue ?)Eper\ence verification from
certificate to finance
employees upon
request
Finance
¥y
0 EOSB Copy of EOSB
- EOSB ready for statement filed (file marked
Supm\t to HR releasing Forward to forwarded to ForwardAto as inactive)
Director for finance for FIN Employee Files &
approval releasing of Records Executive
payment '9(
Payroll Officer Payrol| Officer Payroll Officer
Mohamed Barakat Edwin Ramos Authorized 1
Owner Author Status Version
Title: Process End of Service Benefits Owner: Mohamed Barakat O Actions O Feedback

Author: Edwin Ramos Authorization: Authorized Diagram Version: 1 @ Change Log ® Keywords
Date: 6/15/2010 Date: 9/6/2018 Review Date: None O Change Requests ® Read Only
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317 F.T.E.: 0.00



Mm;

Express

Approved leave
request
received from
departments

New Landing Page - Level 1.2.1.3.1.4.4 Version: 1

Process Leaves

Privilege
Leave

>

¥

Process Privilege
Leave with
settlements

Attach: Sample Leave
Application Form

Payment approved,
forwarded to FIN
Deptto release

Determine Leave

type

Mohamed Barakat

Owner

Title: Process Leaves
Author: Edwin Ramos
Date: 6/14/2010

Payroll Officer

¥

Other Leave

Other Leaves

Edwin Ramos

Author

Authorization: Authorized
Date: 9/6/2018

Payroll Officer

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

leave salary
For leaves more than 10
days, Privilege Settlement
to be followed
G
Application filed
—*
Authorized 1
Status Version
Owner: Mohamed Barakat O Actions O Feedback
Diagram Version: 1 @ Change Log ® Keywords
Review Date: None O Change Requests ® Read Only
F.T.E.: 0.00
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New Landing Page - Level 1.2.1.3.1.4.4.1 Version: 1

Express
Privilege
Leave, with .
Calculations .
settlements Perform Leave Determine Local
Made

—»

Days Calculations or Overseas

Process Privilege Leave with Settlements

copy fwdd to
finance for
checking &

Prepare Leave e
verification

Salary

. e Submit t
Receive Verified Ready for uomit o

1 Personnel &
Salary submission Govt. Relation
Settlement from .
. Manager for
Finance

Approval

Payroll Officer

Payroll Officer

Exit re-entry & Air

Ticket
Attach: Annual
. . Number of accrued
Vacation, Ticket &
leave days

Leave Policy

Family or
Single Check
Entitlement

Determine Status

Payroll Officer

Copy forwarded
to travel desk for
issuing tickets

Forward copy to

Payroll Officer Payroll Officer
Employee should bear
the air ticket, exit re-
entry, amendment to

number of days

Entitled

Payroll Officer

travel desk 4»(

Payroll Officer

Payroll Officer

Payment approved,
forwarded to finance
torelease leave

salary

Link To:
Finance

Exit & Re-
entry

. Copy
Direct forwarded to
Manager Direct Submit to Govt.
dfsap P}rOVEdr Manager Personnel & Forward copy to Relation for
file rejected Inform Direct approved Govt. Relation Govt. RGA\BTTOHS exitre-entry
Manager Manager for Section
X' Approval
File approved
Payroll Officer Payroll Officer Payroll Officer
Mohamed Barakat Edwin Ramos Authorized
Owner Author Status

Title: Process Privilege Leave with Settlements
Author: Edwin Ramos Authorization: Authorized
Date: 6/14/2010 Date: 9/6/2018
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Visa

1

Version

Owner: Mohamed Barakat O Actions O Feedback

Diagram Version: 1

@ Change Log ® Keywords

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



m@

Express

Other
Leaves
Verify Leave
Request
R

Payroll Officer

Mohamed Barakat

Owner

Title: Other Leave
Author: Edwin Ramos

Date: 6/15/2010
Volume: 0.00 Per Second

New Landing Page - Level 1.2.1.3.1.4.4.3

Other Leave

Check all supporting

documents: Copy of Death

Certificate or Marriage
Certificate or Birth
Certificate (new born)

o Submit to o
Verification Personnel & Application
completed Govt. Relations accepted

Manager for
Approval

Version:

BEE

Payroll Officer

A copy of application
to be forwarded to
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