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  Introduction 

With a holistic approach that uses a wide array of tools including microfinance, education, 

healthcare, legal services and more, BRAC invests in communities’ own human and material 

resources, catalyzing lasting change and creating an ecosystem in which the poor have the chance 

to seize control of their own lives. Of the world’s top development and humanitarian relief 

organizations, BRAC is one of the few based in the global South. 

 

This document is a working guide for all BRAC staff of Myanmar and is designed to assist in relation 

to the policies governing their conduct through ERP system. The chapters of this document cover 

all categories related to BRAC staff, providing a uniform approach to the understanding and 

interpretation of all feature of HRMS modules of sbiCloud ERP. 

 

The terms and conditions of service shall be administered and interpreted by the country 

management team with support from the head office where necessary through sbiCloud ERP 

system. 

 

Human resources-related subjects or issues, which are not directly addressed in this document, 

should be referred to the human resources department.  

 Business Solution Objective 

Will be incorporated Later. 

  Proposed System at a Glance 

 

Will be Incorporate Later. 
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Process 
Flow Ref 

Process Flow Title 
UI Ref. 

UI Title 

    

 

  Staff Registration 

  Contract Renew 
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  Staff Transfer  

 

 

High Level Steps: 

➢ Create New Transfer Proposal  

➢ Transfer Authorization Process for approval 

➢ Generate Transfer Order 

o Create Transfer Order 

o Revise Transfer Order 

o Cancel Transfer Order 

➢ Staff’s Charge Handover to Supervisor or Authorize User 

➢ Country Settlement if transfer from country to country 

➢ Staff’s Join After Deployment  
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o Releasing Office JAT 

o Receiving Office JAT 

➢ View Associated Transfer Proposal List 

➢ View All Transfer List 

 

Prototype: 

 

SRS ID  
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SRS Title Initiate Staff Transfer 

Actors Authorize User, HR Partner 

Scenario  Current practice of BI-HR is that respective supervisor places the proposal 

documents to the designated authority who will verify information with required 

documents. Then Respective Supervisor will have to verify and accept the 

Transfer Proposal for further processing through ERP. 

Pre-Condition • Feature wise access permission configured. 

• User must have access to provide approval to this staffs. 

• Following information must be configured - 

- Staff profile 
- Country 
- Program Type 
- Program 
- Project 
- Department 
- Office 
- Designation 
- Functional Designation. 

Business Rules • Authorized user creates Transfer Proposal of Staff(s);  

• Required documents will have to be uploaded while creating Transfer 

Proposal, i.e. Charge Handover (considering program) and Transfer form. 

• Authorized user can create and update a proposal. 

• Only proposer can delete a proposal. 

• Proposal No must generate automatically during save proposal. 

• Staff name search facility. 

• Transfer information of current office, level & designation, functional 

designation, country name should be shown with read only. 

• Must select proposal type options such as – 

- Transfer 

- Deputation 

- Secondment 

- Transfer (End of Deputation/Secondment). 

• Regular/ Contractual stuffs are allowed for Transfer, it could be –  

- Office to office 

- Program to Program 

- Country to Country 
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- Project to Project 

- Department to Department 

• User must have to select New Office, Program, Project, Department, Level, 

Designation, Functional Designation and Remarks.  

• Deputation- Staff may at any time be deputised (for up to six (06) months) to 

a different position or role and the new circumstances of their role (e.g. 

location, complexity etc.) should be considered. 

• End of Transfer/Secondment - Staff may be requested to return to their 

original position and given reasonable time for relocation. 

• For the purposes of services, benefits and accruals, the staff member shall be 

treated as having worked in their original role for the period of deputation. 

• Secondment – Currently No Business captured for secondment.  

• Proposal No should be generate automatically. 

Post-Condition • Successfully store in Database 
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SRS ID  

SRS Title Transfer Authorization process Detail. 

Actors Authorize Staff(s). 

Scenario  Staff wants to review the proposal and recommend/ reject the staff. 

Pre-Condition • Create Transfer Proposal completed. 
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• Feature wise access permission configured. 

• User must have recommendation access permission to the staffs. 

Business Rules • System must show(s) staffs basic information related to current and 

transferred information.   

• User must comment on the transfer proposal. 

• User can approve/recommend, reject or send back the proposal for 

modification. 

• Only proposer can edit, delete, authorize transfer proposal. 

• User must view proposal of all status type such as New, recommended, 

Approved. 

• Authorize user and initiator of the proposal can view the Transfer 

proposal List. 

• Authorization trail appear here from TOA setup. 

• Proposal No Format should be  -  

Post-Condition • Successfully store in Database 

 
 
 

 

This part of the document denotes the Transfer Order related activities which is following- 
• Create Transfer Order 
• Revise Transfer Order 
• Cancel Transfer Order 
• Update Transfer Order List 

 

6.4.1 Create Transfer Order 
 



   

High Level System Requirement Specification Version 1.0 from 23/05/2019  
© Copyright 2019 BRAC IT Services Ltd (biTS) 

Page 13 of 59 
 

                      

 

 

SRS ID  

SRS Title Generate Transfer Order 

Actors HR Partner 

Scenario  HR Partner creates transfer order after approval. 

Pre-Condition • Approval process completed. 

• User has the permission to generate Transfer Order. 

Business Rules • Auto Populate following Information – 
- Transfer Type 
- Status 
- Proposal No 
- Proposal Date 
- Proposed Staff Name 

• Check for Handover Required status. 

• Can upload handover related information. 
 

Post-Condition • Successfully store in Database 

• Auto Generate Order No. 
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6.4.2 Revise Transfer Order 
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SRS ID  

SRS Title Revise Transfer Proposal. 

Actors HR Partner 

Scenario  User wants to revise staffs Transfer Proposal after Proposal approval and 
Transfer Order Generation. 

Pre-Condition Transfer order Generated. 
User has revise access permission. 

Business Rules • Transfer could be revising any phases before Release office JAT. 

• Current Office related information must be loaded in read only 
mode. 

• Following info will be auto populate with editable mode – 
- Country 
- Program Type 
- New Program 
- New Project 
- New Department 
- Proposed Office 
- New Country Level 
- Designation 
- New Functional Designation 
- Remarks 

Post-Condition • Successfully store in Database 

• A success message as a pop up. 
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6.4.3 Update Transfer Order 

 
 

 
 

SRS ID  

SRS Title Update Transfer Order 

Actors HR Partner 

Scenario  HR Partner Updates Transfer Order after Transfer Order Generation. 

Pre-Condition • Transfer Order Generated. 

• User has the permission to update Transfer Order. 

Business Rules • Auto Populate following Information with read only mode – 
- Transfer Type 
- Status 
- Proposal No 
- Proposal Date 
- Proposed Staff Name 

• Show Handover Required status which could be editable. 

• Can upload handover related information and provide remarks. 
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Post-Condition • Successfully store in Database 

• Auto Generate Order No. 

 

6.4.4 Cancel Transfer Order 

 

 

SRS ID  

SRS Title Cancel Transfer Order 

Actors HR Partner 

Scenario  A transfer order could be cancelled up to Receive Join after Transfer 
Process. 

Pre-Condition Transfer order Generated. 
User has the permission to Cancel Transfer Order. 

Business Rules • After cancelation transfer order was totally cancelled. 

• Must capture cancellation note. 

• A confirmation message for final cancellation. 
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Post-Condition • Successfully store in Database. 
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SRS ID  

SRS Title Staff Charge Handover during Transfer  

Actors Supervisor, Authorize User 

Scenario  During Transfer, staff has to handover his responsibilities to pear or 
supervisor which captured in system. 

Pre-Condition Transfer order must be confirmed. 

Business Rules • If checked ‘is charge handover required’ in transfer order 

generation page, then transfer proposal will display in charge 

handover list page otherwise it directly goes to Join after transfer 

section. 

• Basic & Detail Transfer Order information must be shown in read 

only mode. 

• Following Information must be captured – 

- Handover Date 

- List of pending Task 

• Staff can handover different responsibility to different person. 

Following information must capture – 
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- Handover To 

- Handover Date 

- Responsibilities 

 

• System must capture finance information –  

- Currency 

- Bank Balance (Local) with Date 

- Bank Balance (USD) with Date 

- Cash (Local) with Date 

- Cash (USD) with Date 

- Signed Cheque No. (From - To) 

- Unsigned Cheque No. (From - To) 

- Handover To 

- Witness name with Date (2 person). 

• During update, staff handover information will auto populate with 

editable mode. 

Post-Condition • Successfully store in Database. 
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6.6.1  Country Settlement Create 
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SRS ID  

SRS Title Staff(s) Country Settlement.  

Actors Authorize Finance User. 

Scenario  Country Settlement needed during Transfer from one country to another. 

Pre-Condition Charge Handover completed. 

User has access to Country Settlement screen. 
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Business Rules • Staff basic Info must be shown in read only mode. 

• Staffs Transfer order Information will be shown in read only mode. 

• Following Payment information shows with editable mode. 

- Salary Due From – To with amount 

- Leave Salary Up To (Date), Days, amount 

- Advance Salary Paid From – To, amount 

- Food Allowance From – To, amount 

- NSSF/PF/ETF/EPE 

- Liability 

- Loan Outstanding 

- Total payable to staff 

- Total receivable to staff 

- Settlement Date 

• Settlement status could be Settled or Settled with Liability 

Settlement could be updated up to join after transfer. 

Post-Condition • Successfully store in Database 

 
 

 

This part of the document denotes the join after transferring related activities which is following- 

• Releasing office JAT 

• Receiving Office JAT 
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6.7.1 Releasing Office JAT Create/ Update 
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SRS ID  

SRS Title Release office JAT Create/ Update 

Actors HR Partner 

Scenario  HR keep Release Record of staff here. 

Pre-Condition Country settlement completed. 
User has access to the release office JAT screen. 

Business Rules • Staff’s Basic information will be auto loaded based on the transfer 
proposal. 
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• Following date must captured by system –  
- Date of Leaving 
- Expected Date of Joining 
- Departure Date 

• Following information of Current salary and transferred salary will 
be loaded automatically –  

- Salary Type 
- Currency 
- Pay Group 
- Grade 
- Slab 
- Gross 
- Others 
- Total Amount 

• Must capture Date up to Salary paid.  

• Liability information marked as optional. 

• Must capture Leave Balance Information in days and up to Date. 

• Maternity or Paternity leave days will be calculated automatically 
after providing from date to date. 

• Considered Optional – 
- Office accommodation information  
- transfer information and leave transfer information. 
- Loan information and motorcycle liability information. 
- Attach related document. 

• During update all required field will be loaded with editable mode 

against that order no. 

Post-Condition • Successfully store in Database. 

 

6.7.2 Receiving Office JAT Create/Update 
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SRS ID  

SRS Title Receive office JAT Create/ Update 

Actors HR Partner 

Scenario  HR keeps Receive Record of staff here. 

Pre-Condition Release office JAT process completed.  
User has access to the receive office JAT screen. 

Business Rules • Staff’s Basic information will be loaded as read only mode. 

• Staffs Transfer information will be loaded as read only mode. 

• Following date must captured by system – (Should be shown here as 
read only) 

- Date of Leaving 
- Expected Date of Joining 
- Departure Date 

• Following information of Current salary and transferred salary will 
be loaded automatically –  

- Currency 
- Gross 
- Others 
- Total Salary 
- Date up to Salary paid 
- Liability information (If available) 

• Must be shown Leave Balance Information  
- Leave Balance in days 
-  Leave balance up to Date. 
- Maternity or Paternity leave duration will be shown (if 

available) 

• Must capture Date of Joining. 

• Must select Supervisor 

• Considered Optional – 
- Time of Joining 
- Office accommodation information  
- Transfer related supporting documents. 

Post-Condition • Successfully store in Database. 
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SRS ID  

SRS Title View staff Transfer Proposal Details 

Actors Recommender, Approver  

Scenario  Authorize user can view staffs details while recommend or approve.  

Pre-Condition Must have access to this screen. 
Must under authorization process. 

Business Rules • User has access to view the list of staffs under his/her recommendation 

or approval. 

Post-Condition • Successfully store in Database. 

 

 

 



   

High Level System Requirement Specification Version 1.0 from 23/05/2019  
© Copyright 2019 BRAC IT Services Ltd (biTS) 

Page 32 of 59 
 

                      

 

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 



   

High Level System Requirement Specification Version 1.0 from 23/05/2019  
© Copyright 2019 BRAC IT Services Ltd (biTS) 

Page 33 of 59 
 

                      

 

 
 

 
 

 
 

 
 
 
 
 



   

High Level System Requirement Specification Version 1.0 from 23/05/2019  
© Copyright 2019 BRAC IT Services Ltd (biTS) 

Page 34 of 59 
 

                      

 

 
 

 

 
 

 
 
 
 



   

High Level System Requirement Specification Version 1.0 from 23/05/2019  
© Copyright 2019 BRAC IT Services Ltd (biTS) 

Page 35 of 59 
 

                      

 

SRS ID  

SRS Title All Transfer List 

Actors HR Partner 

Scenario  HR can view transfer staff’s status with all detail here.   

Pre-Condition User must have access to this screen. 
Transfer proposal must be generated. 

Business Rules Staff can view all details from here. 

Post-Condition n/a 
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  Job Separation 

 

 

 
 
General Steps: 

➢ Create New Separation Proposal 

➢ Process Job Separation Authorization 

➢ Generate Job Separation Order 

➢ Staff’s Charge Handover 

➢ Clearance from all departments will be taken automatically and HRD generate Release Letter. 
  

➢ Complete Account Settlement 

➢ When HRD notifies Finance Department they process the settlement of Staff.  

➢ After settlement organization releases Staff.  
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➢ View Associated Job Separation List 

➢ View All Job Separation List 

 

 
 

 

 

 

SRS ID  
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SRS Title Initiate Staffs Job Separation 

Actors Authorize User, HR Partner 

Scenario  Authorized HR concern will create Job Separation for Staff. 

Pre-Condition • Feature wise access permission configured. 

• User must have access to provide approval to this staffs. 

• Following information must be configured - 

-  

Business Rules • Staff can be separated in following manner:  

- Resignation  

- Retirement  

- Voluntary Retirement  

- Termination  

- Summery Dismissal  

- Redundancy  

- Others  

• Only Supervisor and Programme Head will have the authority to terminate and 

all other staffs will be able to resign.  

• For Termination, when an employee will be selected his/her PIN no will be 

filled in automatically by the system. 

• For Job Separation a valid Reason will be mandatory. System will have to 

provide the facility to add Reasons as required. Multiple Reasons can be added 

here.  

• Separation can be done through:  

- GMT  

- SHRC  

- PMS  

- Programme  

• User must select Staff Name to Generate Separation Proposal 

• System must show staffs Basic Detail as read only -  

- Staff Category 

- Office, Project, Program 
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- Department  

- Staff Level  

- Designation  

- Functional Designation  

- Joining Date  

- Current Office Joining Date 

- Current Country Joining Date 

- Notice Period (Days)  

• System must capture following information as below –  

- Separation Type 

- Resignation Submission Date 

• Last Working Date (Auto Calculated), however can be editable.  

• Reason of Separation will be captured.  

• For following type of separation Staff must initiate separation proposal 

him/herself:  

- Resignation  

- Voluntary Retirement  

• For retirement, system automatically notify Staff as per configuration (usually 

follows 6 months)  

• Only Supervisor and Programme Head will have the authority to terminate and 

all other staffs will be able to resign. 

• For Job Separation a valid Reason will be mandatory. System will have to 

provide the facility to add Reasons as required.  

• Proposal Number and Proposal Date auto generated. 

Post-Condition • Successfully store in Database 

• A confirmation pop up message. 
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SRS ID  

SRS Title Separation Authorization process Detail. 

Actors Authorize Staff(s). 

Scenario  Staff wants to review the proposal and recommend/ reject the staff. 

Pre-Condition • Create Separation Proposal completed. 

• Feature wise access permission configured. 

• User must have recommendation access permission to the staffs. 
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Business Rules • System must show(s) staffs basic information Separation Type and 

Status.   

• User must comment on the separation proposal if the event is “Send 

Back”. 

• User can approve/recommend, reject or send back the proposal for 

modification. 

• Only proposer can edit, delete, authorize Separation proposal. 

• User must view proposal of all status type such as New, recommended, 

Approved. 

• Authorize user and initiator of the proposal can view the Separation 

proposal List. 

• Authorization trail appear here from TOA setup. 

• Proposal No Format should be  -  

Post-Condition • Successfully store in Database 

 

 

7.4.1 Generate Job Separation Order 
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SRS ID  

SRS Title Initiate Job Separation Order 

Actors Authorize User, HR Partner 

Scenario  Authorize staff creates Job separation order through this screen. 

Pre-Condition Job Separation approval completed. 

User has access to create Job Separation Order. 

Business Rules • Staffs Basic information Job separation info will be loaded as read only 

mode. 

• Staff can send email as notification to the respective staff. 

• A Separation Order no will be generated automatically with a defined 

format.   

Post-Condition • Successfully store in Database 
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7.4.2 Cancel Job Separation Order 
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SRS ID  

SRS Title Cancel Job Separation Order 

Actors Authorize User, HR Partner 

Scenario  Authorize staff can cancel Job separation order through this screen. 

Pre-Condition Job Separation approval completed. 

User has access to create Job Separation Order. 

Business Rules • Staffs Basic information and Job separation related information will be 

loaded as read only mode. 

• User can cancel Separation Order with a mandatory cancelation note.   

Post-Condition • Successfully update status against this Job Separation Order. 
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SRS ID  

SRS Title Staff Charge Handover during Job Separation. 

Actors Supervisor, Authorize User 

Scenario  During Job Separation, staff has to handover his responsibilities to pear or supervisor which 

captured in system. 

Pre-
Condition 

Job Separation order must be confirmed. 

Business 
Rules 

• Basic Staff information must be shown in read only mode. 

• Reason will auto populate however in editable mode. 

• Following Handover Information must be captured – 

- Handover Date 

- List of pending Task (Optional). 

• Staff can handover different responsibility to different person. Following 

information must capture – 

- Handover To 

- Handover Date 

- Responsibilities 

 

• System must capture finance information –  

- Currency 

- Bank Balance (Local) with Date 

- Bank Balance (USD) with Date 

- Cash (Local) with Date 

- Cash (USD) with Date 

- Signed Cheque No. (From - To) 

- Unsigned Cheque No. (From - To) 

- Handover To 

- Witness name with Date (2 person). 

During update, staff handover information will auto populate with editable mode. 

  

Post-
Condition 

• Successfully store in Database. 
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SRS ID  

SRS Title Initiate Job Separation Clearance 

Actors Authorize User, HR Partner 

Scenario  Authorize staff from HR initiate clearance process after getting all clearance from 

respective department. 

Pre-Condition • Feature wise access permission configured. 

• Separation Order must be generated 

•  Status must be order generate complete. 

-  

Business Rules • Staffs basic information shows in read only mode 

• Following Payment information of the staff need to capture where applicable  
- Enter Salary Due from, To Date and Amount 
- Leave Salary Up to Date, Days and Amount 
- Advance Salary paid From 
- To Date and Amount 
- Food Allowance From, to date and Amount 
- NSSF/PF/ETF/EPE 
- Notice pay’ in days 
- liability  
- Load outstanding information 
- Liability information. Check is liable or not 
- remark. (if any) 
- Attach related information 

• During Update the above mansion field will remain editable.  

Post-Condition • Successfully store in Database 
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SRS ID  

SRS Title Staff(s) Accounts Settlement.  

Actors Authorize Finance User. 

Scenario  Accounts Settlement needed for Job Separation. 

Pre-Condition Clearance process completed. 

User has access to Accounts Settlement screen. 



   

High Level System Requirement Specification Version 1.0 from 23/05/2019  
© Copyright 2019 BRAC IT Services Ltd (biTS) 

Page 51 of 59 
 

                      

 

Business Rules • Staff basic Info must be shown in read only mode. 

• Staffs Job Separation Information will be shown in read only mode. 

• Reason could be editable. 

• Following Payment information shows with read only mode. 

- Salary Due From – To with amount 

- Leave Salary Up To (Date), Days, amount 

- Advance Salary Paid From – To, amount 

- Food Allowance From – To, amount 

- NSSF/PF/ETF/EPE 

- Notice Pay 

- Liability 

- Loan Outstanding 

- Others 

- Is Liable 

- Remarks 

• Following Settlement Information could be editable -  
- Total payable to staff 

- Total receivable from staff 

- Net payable (auto calculate with read only) 

- Settlement Date 

- Remarks 

- Attachment facility 

• Settlement could be updated up to release. 

Post-Condition • Successfully store in Database 
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SRS ID  

SRS Title Exit Interview 

Actors Staff(s). 

Scenario  Staffs Exit Interview can initiate any time just after Job Separation Generate. 

Pre-Condition • Feature wise access permission configured. 

• User must have access to face exit interview through system. 

Business Rules • All basic information of user shows in read only mode. 

• User who goes for separation fill-up Exit Interview through system.  

• New organization Name and Designation capture is optional.  

• Exit interview must be completed before release. 

Post-Condition • Successfully store in Database 
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SRS ID  

SRS Title Staff Release. 

Actors HR Partner 

Scenario  Authorize user release staff through system 

Pre-Condition • Feature wise access permission configured. 

• User must have access to staff release screen. 

• Exit Interview completed. 

• Account Settlement completed. 

Business Rules • All basic information of user shows in read only mode. 

• Following release information must capture through system – 
- Last working Date 
- Effective Date 
- Recruited again in future options 
- Last Monthly Salary (Gross, Basic with Currency type) 
- Salary paid up to date 
- ID Card Returned 

Post-Condition • Successfully store in Database 
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SRS ID  

SRS Title View staff Transfer Proposal Details 

Actors Recommender, Approver  

Scenario  Authorize user can view staffs details while recommend or approve.  

Pre-Condition Must have access to this screen. 
Must under authorization process. 

Business Rules • User has access to view the list of staffs under his/her recommendation 

or approval. 

Post-Condition • Successfully store in Database. 
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SRS ID  

SRS Title All Separation List 

Actors HR Partner 

Scenario  HR can view Separation staff’s status with all detail here.   

Pre-Condition User must have access to this screen. 
Separation proposal must be generated. 

Business Rules Staff can view all details from here. 

Post-Condition n/a 


