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

Feefor Labor Card = SR

SR 100 (valid for one
year)
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SR 1300 (valid for two
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Request for payment
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update the insurance
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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 suarantee legal dept n advised e release release salary
d

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

Version: 4

O Actions
@ Change Log

O Feedback
® Keywords

O Change Requests O Read Only



|

8

. Final Exit
: Edwin Ramos

: 6/26/2010

: 0.00 Per Second

New Landing Page - Level 1.1.5.6.1.2.7.4 Draft Copy

Receive original
Igama from

Secure clearance from
company (e.gcar,
telephone) &
government
(e.g. police case)
Issue temporary
Igama
If family in kingdom,
receive family
passport & lgama with
photos

Final Exit

®

Arrange
application for
final exit with
Passport Office
(online)

Final Exit ready
for process

Update GOSI for
deletionthru online

Arrange booking
with Travel desk

Employee tobring
clearance from
Finance regarding his
EOSB

g

®

Hand-over
passport with
ticket to

Employee left the
company / country

Emp Aff Exec

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

employee

Owner: Hassan Al Aswad

Diagram Version: Draft Copy
Review Date: None

F.T.E.: 0.00

Version: 4

O Feedback

@ Change Log ® Keywords
O Change Requests O Read Only



Title
Author
Date
Volume

New Landing Page - Level 1.1.5.6.1.2.8 Draft Copy

Pickup Mail from
Post Office

Process Mail

¥

Process Incoming Mail

N

N

G

Company Mail
Personal Mail

X

X

fecelve Ma“ el etuthed
topost office

delivery
complete

+™

- Process Outgoing Mail

d
4.X

Receive Mail
: Process Mail
. Edwin Ramos Authorization: Update Pending
: 6/10/2010

: 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



Pickup Mail
from Post
Office

Receive
Mail

Sort Mail

Admin Corres

Title: Process Incoming Mail

Author: Edwin Ramos
Date: 6/10/2010

Volume: 0.00 Per Second

New Landing Page

Company Mail opened
Personal Mail not
opened

g
Sorted & ready
for recording

Authorization:

Cost Per Second:

Record Mail

Admin Corres

- Level 1.1.5.6.1.2.8.1 Draft Copy

For registered mail
record number on the
Mail Registration form

For Company Mail

record on Incoming
Corresponde nce Mail

Form

Ready for
delivery

Update Pending

$ ,3.5E-0317

ng Mail

Deliver Mail to
staff &
departments

Admin Corres

ed Mail

Return Mail to
Post Office

Admin Corres

Undeliver

Mail delivered to
relevant employees
& departments

4’X

Mail
returned to
post office

N

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



New Landing Page - Level 1.1.5.6.1.2.8.2 Draft Copy

Mail sorted

Process Outgoing Mail

¥

Admin Corres delivered

Q Ready for

delivery

8

Register the
Mail & take copy

Receive Mail
and ready
from all
departments to record
P Sort Mail
—_—>

Title: Process Outgoing Mail
Author: Edwin Ramos

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

Authorization:

Cost Per Second:

Admin Corres

Update Pending

$ ,3.5E-0317

For post office mail
record on Outgoing
Form & forward to
post office
File in Central For Mail (out or
File Riyadh) prepare SMSA
airwaybill & Hand-
overto retail
For mail within
Riyadh, hand

Deliver the Mail

delivery
completed

4’X

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 1.1.5.6.1.2.8.2.1 Draft Copy

File in Central File

Department
request retrieval of
correspondence
copy

Copy
filed

Copy Record on ready File
ready for Central File for Correspondence
filing Record filing
R
Aemin Cores
Request form
received
Correspondenc
e returned to
centralfile by [l]
department Replace Request form [
Retrieve ready forfilin
corresponde nce correspondence v e Replace request
with re quest P form with
) { ) form correspondence
Ready for

Title: File in Central

filing

File

Author: Edwin Ramos

Date: 6/10/2010

Volume: 0.00 Per Second

Admin Corres

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

Correspondenc
e Hand-over to
department

—’x

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 1.1.5.6.1.2.9 Draft Copy

m Process Chamber of Commerce Certificate

Letter from Admin
Head to Finance
Manager requesting
fee as cash

6

Submit Certificate | d
Fee amount Original Old ertificate issued,

received Certificate & received & filed
Feeto

Dept. Head

request to renew
q Request

finance for

| oeomer |
Title: Process Chamber of Commerce Certificate Owner: Hassan Al Aswad
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy
Date: 6/9/2010 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 O Keywords
@ Change Requests O Read Only



New Landing Page - Level 1.1.5.6.1.3 Draft Copy Version: 4

m HRD - Employee Relations

Information

riton
D'\s‘:\c;zv‘llnnarv employee
e ]
e | ¥
employee Process Release Et::: Zvr:z;::t
== ]
Title: HRD - Employee Relations Owner: Hassan Al Aswad C Actions O Feedback
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy @ Change Log O Keywords
Date: 5/25/2017 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



New Landing Page - Level 1.1.5.6.1.3.2 Draft Copy Version: 4

m Process Release

Prepare demand letters for:
1. Labor Office

2 basseort Office If the employee have
. authorization letter
3. New Sponsor (attested by (attested by Chamber
Chamber of Commerce) of Commerce) from
Release lettervalidity = One new sponsor to collect
monﬂj\ his passport, will
No release given for Hand-overto
competitors .
P employee directly.
Receive ] Q
request from
o - Employee Hand-over Empl left
employee Receive demand Process release ready for e

Letter received
letter from of employee

employee from sponsorship

passport to new
sponsor
representative

the company

release
Process End of Service

Benefits

N

Emp Aff Exec

Title: Process Release Owner: Hassan Al Aswad O 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



Monitor & Manage
Risk

Violation with
risk

Receive information

New Landing Page - Level 1.1.5.6.1.3.6 Draft Copy

Disciplinary Action

Attach: Sample Letter

from dept head Disciplinary
regarding violation Q Action served
committed by Determine type Normal Letter Forward letter to to employee
employee of violation violation Prepare letter to ready dept. manager
» employee »
Employee accepted
& signed the letter
Changes made

Receive feedback

from Dept head on

QRM investigation Change degree of Receive letter Disciplinary

Review case Disciplinary signed by action
action imposed employee imposed ¥
—_—————>
e —
Employee disagree Nat'l Mngr HCM (C\;isti‘ Nat'l Mngr HCM
& refused to sign risks)
reviewed
Records
updated &
filed

advise on violations

Title
Author
Date
Volume

Consult Legal for

subject for
termination

. Disciplinary Action
. Edwin Ramos

1 6/28/2010

: 0.00 Per Second

Recommend reinvestigati
reinvestigation of on of case
the case Monitor & Manage Manage
Risk Payroll

Nat'l Mngr HCM

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

Version: 4

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



Title
Author
Date
Volume

: HRD - Payroll

: Edwin Ramos

: 5/25/2017

: 0.00 Per Second

New Landing Page - Level 1.1.5.6.1.4 Draft Copy

HRD - Payroll

Payroll, Incentives
bonuses, Leavers end
of senvice benefits
(EOSB)

+0

Compensate
employee

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

Version: 5

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



Approved file
received from

Recruitment
Section ‘
Process New
Hires
R

File forwarded
toemployee
archives officer

4.)(

Supvr- HCM

Approved
Personal Action

Form received
from Recruitment *
Process Active
Employee
_p Movement

Recruitment
notified

4>X

Approved
Resignation or
Termination

received from
Nat'l Mngr - HCM *

Process End of
Service Benefits

-  »

Copy of EOSB
filed (file marked
asinactive)

e

Title: Compensate employee

Author: Edwin Ramos
Date: 7/30/2017

Volume: 0.00 Per Second

Authorization: Update Pending

Cost Per Second: $ ,3.5,E-0317

New Landing Page - Level 1.1.5.6.1.4.1 Draft Copy

Compensate employee

Payment approved,
forwarded to finance
torelease leave

Approved Leave

request ‘

received from
departments

|

Process Leaves

salary

-

Application
Supvr - HCM filed

Submit to finance for
releasing loan

Request received *
from department

-

Monthly

Process Loans

amount

4.)(

Forward Bank
Letterto
department

Forward to Director
Finance forfinal

Manpower Report
from departments ‘

-

Adjustments Report

from Finance

Process Monthly

Payroll

approval

— »

4>X

Pay slips
forwarded to
employees

Diagram Version

Dept fwrds
monthly
invoice recvd
from Outsource * Approved
invoice fwrd
Company Process Payroll TN
for Casual Labor

B -

Owner: Hassan Al Aswad

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

. Draft Copy

O Actions

@ Change Log

Version: 4

O Feedback
O Keywords

O Change Requests O Read Only



New Landing Page - Level 1.1.5.6.1.4.1.1 Draft Copy

File forwarded to
Forward file to file employee
filing section archive officer

Approved file @
received from . File
Recruitment Section Verify complete

Records
updates

completeness
of file

X
Payroll Offcr Payroll Offcr Payroll Offcr

(s) EMIS

Incomplete supporting
documents, file rejected

Recruit
Employee

Title: Process New Hires Owner: Hassan Al Aswad
Author: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy
Date: 6/19/2010 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 1.1.5.6.1.4.1.2 Draft Copy

m Process Active Employee Movement

fr

-

Title
Author
Date
Volume

rom Recruitment

Copy of PAF to be
forwarded to Finance

Approved
Personal Action

Form received @ @

()

Recruitment

Verification notified

Hand-over to
completed Record

Update Record updated Employee Files &
Record Executive

Verify Form

Payroll Offcr

Payroll Offcr Payroll Offer
(s) EMIS

. Process Active Employee Movement Owner: Hassan Al Aswad
: Edwin Ramos Authorization: Update Pending Diagram Version: Draft Copy
: 6/14/2010 Review Date: None

: 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 1.1.5.6.1.4.1.3 Draft Copy

Link To: HRD

Verify Documents for
resignations only:
Notice Period, Exit

Interview Form,

Clearance Certificate

- Employee
Relations

Approved
Resignation or
Termination

Process End of Service Benefits

Govt. Relgtions

received from
e @ Q @ Prepare End-of-
HCM Verify Verification ; !
completed Update Record Record service-settlement

— » Documentation
updated

Received EOSB
Clearance Form from
Finance for filing
Issue experience
certificate to
employees upon
request n

Waiting for
verification from

Statement to‘F!N for fin
ready verification Finance

Forward statement

payment

Supvr - HCM

Title: Process End of Service Benefits
Author: Edwin Ramos Authorization: Update Pending
Date: 6/15/2010

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

EOSB
o oo @ Q fsmte:egtt Forward to CDFV of E_OSB
Mngr - HCM for EQSB ready ) orwarded to B & filed (file
for Forward tofinance FIN ploy marked as
approval releasing forreleasing of Records Executive 4maﬂua)—.>(

Supvr- HCM

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



Title
Author
Date
Volume

. Process Leaves
: Edwin Ramos

: 6/14/2010

: 0.00 Per Second

New Landing Page - Level 1.1.5.6.1.4.1.4 Draft Copy

Process Leaves

For leaves more than 10
days, Privilege Settlement
to befollowed

Attach: Sample Leave
Application Form

Approved leave
request
received from
departments

¥

Determine Leave
type Other Leaves

—

Other Leave Application filed

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 1.1.5.6.1.4.1.4.3 Draft Copy

m Other Leave
Check all supporting
documents: Copy of Death
Certificate or Marriage
Certificate or Birth A copy of application
Certificate (new born) to be forwarded to
Finance
Q Submit to Q
Other Verification Personne! & Application Inform Direct Manager Records Hand-over to Application
Leaves Verify Leave ompleted Govt. Relations accepted Manager informed Update Records e Employee Files filed
Request Manager for P & Record
e Approval Executive X

Title
Author
Date
Volume

(s) EMIS

Application rejected

. Other Leave

. Edwin Ramos

1 6/15/2010

: 0.00 Per Second

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

Version: 4

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



New Landing Page - Level 1.1.5.6.1.4.1.5 Draft Copy Version: 4

m Process Loans

Prepare Report A copy to be taken for
accordingto filing purpose
recovered fund For Bank Loan-
availability (may not Personnel & Govt.
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