New Landing Page - Level 1.1.5.1 Draft Copy Version: 3

m KSA - Administration Department

P

Facilities

Title: KSA - Administration Department Owner: Sami Saeed 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
Date
Volume

: ADM - Facilities
. Edwin Ramos

1 5/22/2017

: 0.00 Per Second

New Landing Page - Level 1.1.5.1.2 Draft Copy

ADM - Facilities

Request for ‘ Ticket closed
Support
Process Admin
Helpdesk
e Requests X
Facilities Mngr
Translation Translated
request from * @ document accepted
department by requestor
Process
— _» Translation 4}){

Facilities Mngr

Request
from
relevant

department ‘ E

Request
completed

—» ProcessFadlities
requirements 'X

-

Daily
Facilities Mngr

cleaning
requirement
Telephone Line
request may contain:
Internet, Connect, DSL
etc

ONTITMAtIon

Dept. Head
request

S

¥

Process SIM/
Routers request

Dept. Head * delivery of
request service
Process
Telephone Line
—_————» Request X
Ticket dosed
I L4

Facilities Mngr

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Diagram Version: Draft Copy

O Feedback
O Keywords

O Actions
@ Change Log

Owner: Sami Saeed

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

Version: 6

O Change Requests O Read Only



New Landing Page - Level 1.1.5.1.2.1 Draft Copy

Process Translation

Translation Request L';] Document ready
request from allocated for translation
department Allocate request internally Ri‘::::;fﬁe& Translate & type
for translation the document
» document
Translation Exec
If on internal
. . Ms Offi
translator is available ) iee
No translator the job will be done
available externally d
Refer requestor
to external
translation center
Referral
completed

Title
Author
Date
Volume

. Process Translation
. Edwin Ramos

1 6/16/2010

: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Trasnslator to fix
erros, if any

Time Frame: 200
words per hour

Translation
completed

Translation
ready for review

Review
translation

Translation Exec

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

Version: 6

Forward
translated
document to the
requesting
department

Translation Exec

O Actions
@ Change Log

Translation
received hy

g

O Feedback
® Keywords

@ Change Requests O Read Only



New Landing Page - Level 1.1.5.1.2.3 Draft Copy Version: 6

m Process Facilities Requirements

$0d

Process repair &
maintenance of

Utilities cover Saudi
Electric & Water,
Saudi Telecomm.

Regular
facility *Quarterly weekly
maintenance as per scheduled
contract with the task
vendor Request for $0 Renovation o ()
Facilities Mngr renovation completed i
Process request —— P Process utility pal
———————® forrenovation - ’X bills

& — o

Process ad hoc Billing
maintenance of *Monthly

N o received
Fire Fighting maintenance of HQ Facilities Mngr Admin Corres
Request from Equipment elevators as per
relevant contract with the
Request type
department E a P vendor Once cheque is ready,

identified
can pickup by owner

Receipt obtained &
filed by Finance

Determine a

———— P requesttype

Facilities Mngr

1’
N equest from renewed deaning :
maintenance of department ; ™ Q acqu'\red/ requirement LEJ M Cleaning
elevator Request completed
payment for Perform cleaning
\nc\vudes‘year\y ——————————P rental of fadility x > of facilities .X
calibration of
TS weighing scales
Facilities Mngr
‘ E Reg Facil Sup
Process Cleaner
maintenance/ .
repair of other Amount paid
equipment
Facilities Mngr X
Title: Process Facilities Requirements Owner: Sami Saeed C Actions O Feedback

Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log ® Keywords
Date: 6/2/2010 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 1.1.5.1.2.3.1 Draft Copy Version: 6

m Request for Renovation /E

50 % of total costof

products & services or
Amendment(s) required as peragread on the
contract

|

Requestfor site Layout o S Layaut 3 conra. O e
! submite rea Inform vendor
renevater Lz inspected Create layout completed of facility to approved Pre pare Bill of Maijor Process Request ! e
site of facility requesting Quantity renovation e " form vend
. formajor payment from ready
. ;
R Finance dept.

Project status is 100%

In case of additional
work to be cariied
out, inform vendor &
request
corresponding

Reg Facil Sup Reg Facil Sup Reg Facil Sup

Reg FacilSup Reg Facil Sup Reg FacilSup Reg Facil Sup
(5) Autocad

(s) Excel

In case of metros, visit
regularly

otherwise visit upon

payment will be

Minor 50 % completion of payment Check requirements
taken charged from according toBill of
renovation the project
Petty Cash. Quantity
l ] handed- "
Contractor site hand- O sitereay O Project O overtrom Renovation
ready N overto for completed Vendor Deliver site to completed
OQutsource job Visit site witl vendor
) delivery Check D requesting

fram labor contractor

market

Monitor site completion of
project

department
from vendor ; —

Reg Facil Sup Reg Facil Sup

Reg Facil Sup Facilities Mngr

Reg Facil Sup Reg Facil Sup

Title: Request for Renovation Owner: Sami Saeed C Actions O Feedback

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

Date: 6/16/2010 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



Scope of
work
identified

Request for
quotation from

- vendor

Request
forwarded to
Legal dept.

Title: Process Requirements for Major Renovation

Author: Edwin Ramos
Date: 1/2/2019
Volume: 0.00 Per Second

Reg Facil Sup

New Landing Page - Level 1.1.5.1.2.3.1.17 Draft Copy

Quotation is
evaluated based on
best price (quality &

quantity to be
considered) according
to requirements

Process Req Renovation

3 quotations from
vendors

Contractor
identified Prepare
purchase order

Quotations
received

G

>

Evaluate &
approve
quotes

Facilities Mngr

Reg Facil Sup

Contract & purchase
order to be submitted
(reviewed & signed by
vendor)

Draft memo
for contract
prep

Reg Facil Sup

Cost Per Second: $ ,3.5,E-0317

®

Contract
submitted

Submit
contract to
vendor

Reg Facil Sup

Contract review
completed
Link to: Legal
Contracts

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

Authorization: Update Pending

O Actions

@ Change Log

Version: 2

O Feedback
O Keywords

O Change Requests O Read Only



Title
Author
Date
Volume

: Request payment for rental of facility from Finance Dept.

: Mohammed Ahmed Khan
- 6/14/2021
: 0.00 Per Second

New Landing Page - Level 1.1.5.1.2.3.4 Draft Copy

Request payment for rental of facility from Finance Dept.

Request logged online
in SMSA world except
for renovations. Ticket
number generated
automatically inthe
System.

Payment memo
preparation signed by
National Manager -
Facilities

Payment
Request for
new contract

Payment
MEMO sent to
requestor
Preparation of
payment MEMO

Cost Per Second: $ ,3.5,E-0317

e
eques
with documents

Copy of
payment
memo filed

Authorization: Update Pending
Review Date: None
F.T.E.. 0.00

Owner: Sami Saeed
Diagram Version: Draft Copy

Version: 2

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



Regular weekly
scheduled task

Title
Author

Date:

Volume

New Landing Page - Level 1.1.5.1.2.3.5 Draft Copy

Process Utility Bills

»

Check online site
for telephone
and electricity

. Process Ultility Bills
: Edwin Ramos
11/21/2013

: 0.00 Per Second

Newly opened
locations to forward

Saudi Electric account

numbers to

Administration Dept.

Accounts due
for payment
identified

Electricity billing
forshared
facilities
forwarded by
building owner

Cash payments from
co-tenants handed-
over to ADM
supervisor as per
contract agreement

Letter from Admin & HR
National Manager/ Director
authorizing Finance to pay
the telephone & electricity
bills due (consolidated per

region)

processed and
within seven (7)

date of receipt.

Invoices Q

printed

®

Print invoice(s)
of accounts due
for payment

Prepare memo

Billing
received
Record billing
due dates
R —

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Memo ready
and signed

®

Bills paid
Request Finance
dept. for
payment
processing

Utilities Supvr

Billing
forwarded to
Finance dept.

4

Facilities Mngr

(s) Excel

Owner: Sami Saeed
Diagram Version: Draft Copy

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

All billings due must be
forwarded to FIN

business days from

Version: 5

O Actions
@ Change Log

O Feedback
O Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.5.1.2.3.8 Draft Copy

m Process Maintenance & Repair of Other Equipment

Re:
identified Contact vendor received

e —

Title
Author

Date:

Volume

quest type Quotation Quotation Monitor & Request

supervise completed
vendor

maintenance/

repair —_—> the

Request
Reg Facil Sup

Approve approvs
quotation

Link To:

&request for
. Process

quotation

RegFacil Sup

Reg Facil Sup Facilities Mngr

. Process Maintenance & Repair of Other Equipment Owner: Sami Saeed
. Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy
1/1/2019 Review Date: None

: 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

New Landing Page - Level 1.1.5.1.2.3.9 Draft Copy

Process Ad hoc Maintenance of Elevator

Request type Advise vendor Vendor work Monitor & Request
identified for started supervise completed
maintenance/ vendor
repair of maintenance/

Y elevator repair

Reg Facil Sup Reg Facil Sup

Link To:
Process
the
Request

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

. Process Ad hoc Maintenance of Elevator
. Edwin Ramos Authorization: Update Pending
1/1/2019

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

O Actions

@ Change Log

Version: 2

O Feedback
O Keywords

O Change Requests O Read Only



Request . " :
Site Major repair Manager Quotation )
type inspected needed Q notified Q approved Monitor &
identified R Determine Inform Obtain supervise
repairtype Facilities quotation for cumraimr
D Manager the repair TR
Purchase any materials

New Landing Page - Level 1.1.5.1.2.3.10 Draft Copy

Process Repairs & Maintenance of Facility

For urgent repair request
and/or charges exceeding
SR 500, one quotation with

approval from Facilities

Manager is required. For
repair reque st with charges

below SR 500, one
quotation would suffice. No
need for three quotations.

Provide update on the
nature and degree of
repair required

Contractor
ork started

Reg Fadil Sup

Reg Facil Sup

Reg Facil Sup required forthe repair
thru petty cash (below
SAR 500) & submit invoice

‘tomanager

Reg Facil Sup

Minor repair
needed

Request
completed

Process repair

Facil Mngt Exec

Version: 7

Link To:
Process
the
Request

Title: Process Repairs & Maintenance of Facility
Author: Edwin Ramos
Date: 6/16/2010
Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Owner: Sami Saeed
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



Title
Author

Date:

Volume

» maintenance

New Landing Page - Level 1.1.5.1.2.3.11 Draft Copy

Process Ad hoc Maintenance of Fire Fighting Equipment

Purchase any
materials/ spare parts
needed thru petty
cash

>

Vendor work Monitor &
started supervise vendor

maintenance/
repair

Advise vendor for
repair/

Request
completed

Link To:
Process
the

Reg Facil Sup

Reg Facil Sup

: Process Ad hoc Maintenance of Fire Fighting Equipment

: Edwin Ramos
1/1/2019
: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

v

Request

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

O Actions

@ Change Log

Version: 2

O Feedback
O Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.5.1.2.4 Draft Copy

m Process Admin Helpdesk Requests

Requests are lodged online
in SMSA World

Requests are
classified according to
priority:
low (10days)
medium (7 days)
high (5 day)

Where material
purchases may be
required, use petty
cash foramount less
than SAR 500.

exce pt for RENOVATION

Ticket Number generated

automatically in the
system.

Request for @ Q Ticket number Request type ‘ D Request
support issued identified completed
Receive Evaluate & Process the
request classify request
R S—

RegFacil Sup RegFacil Sup

(s) Helpdesk (s) Helpdesk

(s) Asset Tiger

Title: Process Admin Helpdesk Requests

Date: 5/23/2017
Volume: 0.00 Per Second Cost Per Second: $ ,3.5,E-0317

Close the

Reg Fadil Sup

Tick

request

Notification email
sent to requestor
upon closure

etcdosed

Owner: Sami Saeed
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy

Review Date
FTE

: None
.2 0.00

Version: 4

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



Title
Author
Date
Volume

Request type
identified

. Process the Request

: Edwin Ramos
: 8/26/2012

: 0.00 Per Second

New Landing Page - Level 1.1.5.1.2.4.3 Draft Copy

Process the Request

] »

Process repair &
maintenance of
facility

*Quarterly
maintenance as per
contract with the
vendor
Facilities Mngr

|

Process ad hoc
maintenance of
Fire Fighting
Equipment

=0

*Monthly
maintenance of HQ
elevators as per
contract with the
vendor

Facilities Mngr

e &

Includes yearly
calibration of
weighing scales

4] ()

Process ad hoc
maintenance of
elevator

Facilities Mngr

= )

maintenance,/
repair of other
equipment

Facilities Mngr

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Owner: Sami Saeed

Diagram Version: Draft Copy

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

O Actions

@ Change Log

Version: 6

O Feedback
O Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.5.1.2.5 Draft Copy Version: 4

m Process Telephone Line Request

Letter and
application
Prepare letter Documents e signe Submit Letter . Received SMS from
Deot. o e onoes | pproafor panm e aeivery of sce
fequest Telecomm s Telecomm
—_————>
—’x
Utility Exec Utility Exec Utility Exec Utility Exec
Util Svc Supvr Util Svc Supvr Util Svec Supvr Util Svec Supvr
Title: Process Telephone Line Request Owner: Sami Saeed C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 6/9/2010 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 1.1.5.1.2.6 Draft Copy Version: O

Process SIM / Routers request

SIM Card request must

be approved by HR
upon requesting to
Admin dept.
ROUTERS does not
require the HR Approval
as this will be project
based.

STC, Mobily etc
shipped the requested

SIM / Routers to be
collected against the
acknowledgement with
all details of SIM and
routers available in the
confirmation details
from the vendor.

items via SMSA
Airway bill

Confirmation
Q Monitor the from .
Request confirmation telecommunica Forward the . _ ltems delivered
Forward the Submitted ; tion received confirmation Details Receive the tems received Inform the to the requester
Dept. Head request to O, to the orwarded requested by Admin requestor to
request via email Telecommuni elecommuni requester items from collect the

p| cationsCo. e e vendor items s
q N

Utility Exec Utility Exec
Utility Exec
Util Svc Supvr Util Svec Supvr

Util Svc Supvr

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

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

Title: Process SIM / Routers request
Author: Mohammed Ahmed Khan
Date: 8/17/2025
Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317



