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1.0 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.

2.0Business Solution Objective

Will be incorporated Later.

3.0 Proposed System at a Glance

Will be Incorporate Later.

High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 5 of 59
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Process Process Flow Title Ul Ref. Ul Title
Flow Ref

4.0 Staff Registration

5.0 Contract Renew

High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 6 of 59
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6.0 Staff Transfer

6.1 Process Flow

Myanmar HRMS Transfer & Handover Detail Process Flow

HR Partner/Authorize User

Finance User

Release office by HR

Receive office by HR

© Copyright 2019 BRAC IT Services Ltd (biTS)
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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
High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 7 of 59
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o Releasing Office JAT

o Receiving Office JAT

» View Associated Transfer Proposal List

> View All Transfer List

Prototype:

Proposal No AUTO

Proposal Date 08-02-2015

Employee Transfer Proposal

Employee Transfer Proposal Info

{* Raquirad |
i

2

Designation Current Designation

Current Functional Designation

Last Transfer Date
Proposal Type* G Trander (O Deputabon (O Secondment ()  Transfer (End of Deputation/Secondment)
Country * [050]-Bangladesh v
Program Type * -Select Program Type- v
New Program * Select New Program V
New Project * v
New Department® Select Department v
Proposed Office * v
New Country Level * Select level v
Designation New Designation * New Functional Designation *

-Select Functional Designati v

Applied By Employee .  ~ ypc (@) NO
Remarks®
Transfer Evaluation
Form Browse

SRS ID

High Level System Requirement Specification

Version 1.0 from 23/05/2019
Copyright 2019 BRAC IT Services Ltd (biTS)
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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 e Feature wise access permission configured.
e User must have access to provide approval to this staffs.
e Following information must be configured -

- Staff profile

- Country

- Program Type

- Program

- Project

- Department

- Office

- Designation

- Functional Designation.

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

e Required documents will have to be uploaded while creating Transfer
Proposal, i.e. Charge Handover (considering program) and Transfer form.
e Authorized user can create and update a proposal.
e Only proposer can delete a proposal.
e Proposal No must generate automatically during save proposal.
e Staff name search facility.
e Transfer information of current office, level & designation, functional
designation, country name should be shown with read only.
e Must select proposal type options such as —
- Transfer
- Deputation
- Secondment
- Transfer (End of Deputation/Secondment).
e Regular/ Contractual stuffs are allowed for Transfer, it could be —
- Office to office
- Program to Program

- Country to Country

High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 9 of 59
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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

High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 10 of 59

© Copyright 2019 BRAC IT Services Ltd (biTS)




Employee Deputation/Transfer Proposal List .
Proposal No Proposal Date Type Employee Info m:m" ':;gnaﬁon
UGCHO-2014901 09-09-2014 TRANSFER New 031001253 TEST D020 Credit Officer | D020 Credit Officer
EMPLOYEE
Employee transfer proposal
Proposal No  UGCHO-2014501
Proposal Type  Transfer
Status  Proposed
Proposed Employee [031001253]- TEST MALE EMPLOYEE
Current Office  Uganda Country Office (UGCHO) Proposed Office Kampala (UG300001)
Current Designation  Credit Officer New Designation Credit Officar
Functional Designation  Credit Officer New Functional Designation Credit Officer
Current Level 111 New Level I
Current Program  [01]- Microfinance Program New Program [01]-Microfinance Program
Current Project  [UG-0001]- Microfinance Project New Project [UG-0001]-Microfinance Project
Applied By Employee  NO
Proposed By [031000002]- BUSINGE DANIEL
Remarks
Attachment  No Attachment
Type Status Date Authority Comments
Recommendation Pending ?&i’;rﬁ: ;:::"’Oﬁ)c o
Comments *
' Recommended | RequestForModification | Rejected | Gotolist
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 e Create Transfer Proposal completed.

Version 1.0 from 23/05/2019
Copyright 2019 BRAC IT Services Ltd (biTS)
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e Feature wise access permission configured.
e User must have recommendation access permission to the staffs.
Business Rules e System must show(s) staffs basic information related to current and

transferred information.

e User must comment on the transfer proposal.

e User can approve/recommend, reject or send back the proposal for
modification.

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

e User must view proposal of all status type such as New, recommended,
Approved.

e Authorize user and initiator of the proposal can view the Transfer
proposal List.

e Authorization trail appear here from TOA setup.

e Proposal No Format should be -

Post-Condition e Successfully store in Database

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

6.4.1 Create Transfer Order

Deputation/Transfer Order
Office -
Employee PIN

| Search |

Employee Deputation/Transfer Proposal List

Proposal No Proposal Date Type Status Employee Info Current Project New Project
MMCHO-2019509  29-05-2019 TRANSFER Approved [071000304]- [MM-0001]- [MM-D001]-

SHARMIM SULTAMNA Microfinance Project Microfinance Proje
High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 12 of 59
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Employee Transfer Order

Employee Transfer Order Info

Order No

Is Charge Handover
Required

Remarks

Transfer Order Related
Document

Email To

Transfer Type TRANSFER

Proposal No  MMCHO-2019509

AUTO

Status Approved

Proposal Date  29-05-2019

Proposed Employee  [071000304]- SHARMIN SULTANA

Show Detail Proposal Information

Browse

[ Ereate || Back to List

SRS ID

SRS Title Generate Transfer Order

Actors HR Partner

Scenario HR Partner creates transfer order after approval.

Pre-Condition

e Approval process completed.
e User has the permission to generate Transfer Order.

Business Rules

e Auto Populate following Information —

Transfer Type

Status

Proposal No
Proposal Date
Proposed Staff Name

e Check for Handover Required status.
e Can upload handover related information.

Post-Condition

e Successfully store in Database
e Auto Generate Order No.

High Level System Requirement Specification

Version 1.0 from 23/05/2019
Copyright 2019 BRAC IT Services Ltd (biTS)
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6.4.2 Revise Transfer Order

Office

Employee PIN

Proposal

Revise Transfer Order List

Revise Transfer Order List

Last Transfer Date

Assistant HR Officer

Assistant HR Officer

Order No Date Type Status Employee Info Current Project New Proje
MMCHO-2019601  17-06-2019 TRAMSFER Released [072000025]- HUI THAI CHANG [MM-0001]- [MM-0001]-
Microfinance Project Microfinance
MMCHO-2019501  |29-05-2019 TRANSFER Accounts Settlement [072000001]- MD. [MM-0001]- [MM-0001]-
Skipped SAZADUZZAMAN Microfinance Project Microfinance
MMCHO-2019501  27-05-2019 TRAMNSFER Accounts Settlement [072000006]- MD EHSANUL ISLAM  [MM-0001]- [MM-0009]-
Skipped Microfinance Project Flood Respc
MMCHO-2019501 | 07-05-2019 TRAMSFER Accounts Settlement [071000015]- RAYMOMND ANDREW |[MM-0001]- [MM-0001]-
Skipped Microfinance Project Microfinance
Revise Transfer Order
Revise Transfer Order
Proposal No AUTO
Proposal Date 19-06-2019
Proposed Employee  '[(72000025]- HUI THAL CHANG
Current Office  [[cHO-MMCHOIMyanmar Country Head Office
Current Level 1
Designation Current Designation Current Functional Designation

Proposal Type ® @ rrngfer (O Deputaton (0 Secondment () Transfer (End of Deputation/Secondment)
Country * [104]-Myanmar s
Program Type * Core Prograrmme b
Hew Program * Microfinance Program b
New Project * Microfinance Project -
New Department™* HR & Training L4
Proposed Office * 124 ym300001] Bago -
New Country Level * I W

High Level System Requirement Specification

Version 1.0 from 23/05/2019
© Copyright 2019 BRAC IT Services Ltd (biTS)
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Designation

Applied By Employee

Remarks™

Transfer Fvaluation
Form

New Designation * New Functional Designation *
Assistant HR Officer [D297] - Assistant HR, Officer [FD266] -
() YES @® HNO
Mo Rerrarks

Revise
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

e Transfer could be revising any phases before Release office JAT.

e Current Office related information must be loaded in read only

mode.
e 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

e Successfully store in Database
e A success message as a pop up.

High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 15 of 59
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6.4.3 Update Transfer Order

Update Deputation/Transfer Order
Office -
Employee PIN

| Search |

Employee Deputation/Transfer Proposal List

Order No Proposal Date Type Status Employee Info Current Project New Project
MM500002-201950122-05-2019 TRANSFER Accounts Settlement  |[071000007]- MA [MM-0001]- [MM-0001]-

Skipped HTET MYAT MON Microfinance Project Microfinance Proje

Employee Transfer Order

Transfer Type TRANSFER Status Accounts Settlement Skipped

Proposal No  MM500002-2019502 Proposal Date  22-05-2019

Proposed Employee  [071000007]- MA HTET MYAT MON
Show Detail Proposal Information
Order No  MM500002-2019501

Is Charge Handover O
Required

Remarks

Transfer Order Related
Document Browse

SRS ID
SRS Title Update Transfer Order
Actors HR Partner
Scenario HR Partner Updates Transfer Order after Transfer Order Generation.
Pre-Condition e Transfer Order Generated.
e User has the permission to update Transfer Order.
Business Rules e Auto Populate following Information with read only mode —
- Transfer Type
- Status
- Proposal No
- Proposal Date
- Proposed Staff Name
e Show Handover Required status which could be editable.
e Can upload handover related information and provide remarks.
High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 16 of 59
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Successfully store in Database
Auto Generate Order No.

Post-Condition °

6.4.4 Cancel Transfer Order

Cancel Transfer Order List

Cancel Transfer Order List

Dffice

Employee PIN

Order No Proposal Date Type Status Employee Info Current Project New Project
MMCHO-2019601  17-06-2019 TRANSFER Released [072000025]- HUI [MM-0001]- [MM-0001]-
THAI CHANG Microfinance Project Microfinance Proje
MMCHO-2019501 | 29-05-2019 TRAMSFER Accounts Settlement | [072000001]- MD. [MM-0001]- [MM-0001]-
Skipped SAZADUZZAMAN Microfinance Project Microfinance Proje
MMCHO-2019501  27-05-2019 TRAMSFER Accounts Settlernent  [072000006]- MD [MM-0001]- [MM-0009]- Emer
Skipped EHSAMUL ISLAM Microfinance Project Flood Response

Employee Transfer Cancellation Order

Employee Transfer Cancellation Order Info

Transfer Type TRANSFER Status  Accounts Settlement Skipped
Proposal No MMCHO-2019510 Proposal Date  29-05-2019
Order No  MMCHO-2019501 Order Date  29-05-2019
Proposed Employee  [072000001]- MD. SAZADUZZAMAN

Show Detail Proposal Information

Cancellation Note * [

Transfer Order Cancel

Related Document Browse

SRS ID

SRS Title Cancel Transfer Order

Actors HR Partner

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

Process.

Transfer order Generated.
User has the permission to Cancel Transfer Order.

Pre-Condition

After cancelation transfer order was totally cancelled.

Business Rules °
e Must capture cancellation note.
e A confirmation message for final cancellation.

High Level System Requirement Specification

Version 1.0 from 23/05/2019
Copyright 2019 BRAC IT Services Ltd (biTS)
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Post-Condition e Successfully store in Database.

6.5 Charge Handover

Employee Charge Handover List

Country -Select Country- v
Office = |
Employee PIN

i ) ',e_-—

Order No Type Employee Info New Designation New Project New Office Info

UGCHO-2014902 TRANSFER [031001253] TEST EMPLOYEE  [D020] Cred Officer [UG-0001] Microfinance [UG300001] Kampala
Project

UGCHO-2014%01 | TRANSFER [031001253] TEST EMPLOYEE  [D020] Credi Officer [UG-0001] Microfinance [UG300001] Kampala
Project

@ . Page 1 |of0 »» w1 10 || No records to view

Employee Responsibility Handover (Transfer)

Transfer Type TRANSFER Status Order Generated
Proposal No  MMCHO-2019506 Proposal Date  27-05-2019
Order No MMCHO0-2019501 Order Date  27-05-2019

Transfered Employee  [072000006]- MD EHSANUL ISLAM

Show Detail Transfer Order Information
Employee Responsibility Handover Info

Handover Date * 27-05-2019

List Of Pending Task*® No Pending Task

Attachment
Browse
Employee Responsibility Handover Details
HandoverTo ®  'yp  5a7apUZZAMAN [072000001] v

Handover Date * 27-05-2019

Responsibilities = Handover done successfully.

lity  ( Note: Add more Responsibility if need.)

High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 18 of 59
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Currency uUsD v
Bank Balance(local)  Amount | Date puvvvy
Bank Balance(USD) Amount ~— Date W
Cash(Local) Amount Date oo um-yyyy
Cash(USD) Amount | Date ppqvvvy
Signed Cheque No. From |1 To
Unsigned Cheque No From |1 To
Handover .
Witness Name * [0003902] MD. ABUL KAS| v Designation [D268]- Programme Coor
Date ™ ‘oo pi-yvyyy
Witness Name = |17 54075) TASRIN JAHAI v Pesignation | | [D265]- Senior Software
Date *  pp.MM-YYYY
 Create  Cancel

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 e 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.

e Basic & Detail Transfer Order information must be shown in read
only mode.
e Following Information must be captured —
- Handover Date
- List of pending Task
e Staff can handover different responsibility to different person.
Following information must capture —
High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 19 of 59
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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 e Successfully store in Database.

High Level System Requirement Specification
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6.6 Country Settlement

6.6.1 Country Settlement Create

Employee Ready To Settlement List

Country [834]-Tanzania [v !

Office E[CHO -TZCHO] Tanzania Countr;' v

Include Child Offices |

Employee Ready To Settiement List

Order No Type Employee Info New Designation New Project New Office Info
TZCHO-2014302 TRANSFER [012000163) Md Rahman [D006] Director [UG-0001] Microfinance Project [Uﬁmg'nl Uganda Country ‘
O

Employee Country Settlement

Transfer Type TRANSFER Status Responsibility hand over done
ProposalNo  MMCHO-2019605 Proposal Date  19-06-2019
OrderNo MMCHO-2019601 Order Date  19-06-2019

Transfered Employee  [072000022]- HUA THAL

Show Detail Transfer Order Information

Payment Information
Salary Due From e To DD-MM-YYYY Date 0
Leave Salary Up To DD-MM-YYYY Days 0
(Date)
Advance Salary Paid o yyyy To DD-MM-YYYY Date 0
From
Food Allowance From  'or i yyvy To DD-MM-YYYY 0
NSSF/PF/ETF/EPE 0
Liability 0
Loan Outstanding 0
Others 0
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Total payable to staff*

Total receivable from
staff*

Net payable to staff*
Settlement Date

Remarks

Settlement Document

19-06-2019

Browse

Update Employee Country Settlement
Employee Information

Transfer Type TRANSFER Status  Accounts Settled with Liability
Proposal No SSCHO-2016101 Proposal Date  19-01-2016
Order No SSCHO-2016101 Order Date 27-01-2016
Transfered Employee  [0055355]- Anantz Kumar Szha
Show Detail Transfer Order Information
Payment Information
Salary Due From  ib7.01-2015 i To 27-01-2016 Date 2.45345534E8
Leave Salary Up To  37.01-2016 Days 2.3 34535.0
(Date)
Advance Salary Paid 27-01-2016 To 27-01-2016 Date 435345,0
From
Food Allowance From 27-01-2016 To 27-01-2016 345345,0
NSSF/PF/ETF/EPE 3453.0
Liability 45345.0
Loan Outstanding 345340
Others 345.0
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Total
Total payable to staff* 3.45345345E8
Total receivable from 3454334.0
staff*
Net payable to staff* 3.41891011E8
Settlement Date 27-01-2016
Remarks na
Settlement Document
Browse

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.

High Level System Requirement Specification

Version 1.0 from 23/05/2019
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Business Rules e  Staff basic Info must be shown in read only mode.

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

e 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

e Settlement status could be Settled or Settled with Liability

Settlement could be updated up to join after transfer.

Post-Condition e Successfully store in Database

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

e Releasing office JAT
e Receiving Office JAT

High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 24 of 59
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6.7.1 Releasing Office JAT Create/ Update

Release Office Join After Transfer

Country [834]-Tanzania |w !

e |

Office

Employee PIN

Emplovee Deputation/Transfer Order List

Order Date Type Employee Info New Designation New Project
UGCHO-2014502 11-09-2014 TRANSFER Accounts satﬂed with [031001253] TEST [D020) Credit [UG-0001] Microfinancy
liabiiity EMPLOYEE Officer Project
Release Office Join After Transfer
Employee Transfer Order Information
Transfer Type TRANSFER Status  Accounts Settlement Skipped
Proposal N0  MMCHO-2019510 Proposal Date  29-05-2019
Order No MMCHO-2019501 Order Date  29-05-2019

Transfered Employee  [072000001]- MD. SAZADUZZAMAN

Date of Leaving : * DD-MM-YYYY Expe[:ted *Date of DD-MM-YYYY
Joining :
Departure Date : DD-MM-YYYY
Joining Date From Office From Project From Designation To Office To Project To Designation
Mo Transfer History Found

Salary Type Consolidated ® Regular Salary Type * () Consolidated @® Regular
Currency MMK Currency * MMK =
PayGroup 1 PayGroup * 1 -
Grade VIII Grade VIII
slab 2 skab* |, .
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Pay Code Amount Pay Code Amount
Percentage Percentage
I 2.0 Gross 2.0
1009 100%
Others 0.0 Others oG
Total Amount 2 Total Amount 2
e e DD-MM-YY'YY

Liabilities/ Comments Information

Leave Balance Information

Leave balance * Days Leave Balance Up To Date * DO-MM-YYYY
Maternity o [DD-MM-vYYY To  [DD-MM-YYYY Total
Paternity rrom  [DD-MM-VYYY To  |DD-MM-YYYY Total

Office Accommodation Information

Used before transfer yes O Mo ®

Accommodation
Document

Transfer Information

Transferred by hisfher  ves () No (@
own accord

Transfer Leave rom  Do-MM-YYYY To |DD-MM-YYYY

Loan Information

Loan (If applicable) ™

Motorcyde Liability (O Returned () Settled  (® Mot Required
Loan Related
Document
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 e Staff’s Basic information will be auto loaded based on the transfer
proposal.
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e Following date must captured by system —
- Date of Leaving
- Expected Date of Joining
- Departure Date
e Following information of Current salary and transferred salary will
be loaded automatically —
- Salary Type
- Currency
- Pay Group
- Grade
- Slab
- Gross
- Others
- Total Amount
e Must capture Date up to Salary paid.
e Liability information marked as optional.
e Must capture Leave Balance Information in days and up to Date.
e Maternity or Paternity leave days will be calculated automatically
after providing from date to date.
e Considered Optional —
- Office accommodation information
- transfer information and leave transfer information.
- Loan information and motorcycle liability information.
- Attach related document.
e During update all required field will be loaded with editable mode

against that order no.

Post-Condition e Successfully store in Database.

6.7.2 Receiving Office JAT Create/Update

Receive After Transfer List
Office -
Employee PIN
| Search |
Receive After Transfer List
Order No Proposal Date Type Status Country Employee Info Current Project
MM500001-2019501 27-05-2019 TRANSFER Released [104]-Myanmar [071000791]- MR [MM-0001]-
TEST MM Microfinance Proje
MM500003-2019501 27-05-2019 TRANSFER Released [104]-Myanmar [071000008]- MA [MM-0001]-
THIRI WIN Microfinance Proje
MM300002-2019501 21-05-2019 TRANSFER Released [104]-Myanmar [071000019]- SEIN [MM-0001]-
LAE MOM Microfinance Proje
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Receive After Transfer

Employee Basic Information

Transfer Type

Proposal No

Order No

Transfered Employee

Hide Detail Transfer Order Information

Program

Project

Department

Employee Level

Country Level

Designation

Functional Designation

Office

Last Transfer Date

TRANSFER

MM500008-2019501

MM500008-2019501

Status

Proposal Date

Order Date

[071000287]- MA MYAT KAY AUNG

[01]- Microfinance Program

[MM-0001]- Microfinance Project

Microfinance

Credit Officer

Credit Officer

[MM500008]- Thanlyin

New Program

New Project

New Department

New Employee Level

New Country Level

New Designation

New Func. Designation

New Office

Applied By Employee

Joined

30-05-2019

30-05-2019

[01]- Microfinance Program

[MM-0001]- Microfinance Project

Microfinance

Credit Officer

Credit Officer

[MM500005]- Hmawbi

Mo

Salary Details Information

Salary Structure

Currency

Gross

Others

Total Salary

Salary paid upto date

Leave Balance Information

Leave balance

Maternity

Paternity

Salary Before transfer

MMK

30-05-2019

Salary After transfer
MMK
10000.0
]
10000.0

0.0 Days

From

From

Leave Balance Up To Date *

To

To

30-05-2019

High Level System Requirement Specification
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Date of Joining™

Time

Supervisor *

documents

is Office Accommodation

Transfer related supporting

Edit Receive After Transfer

[nstoredotmee

30-05-2019

ves () No @
A.R.M MAHFUZUL ALAM [012000302] o
Remove

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

e Staff’s Basic information will be loaded as read only mode.
e Staffs Transfer information will be loaded as read only mode.
e Following date must captured by system — (Should be shown here as
read only)
- Date of Leaving
- Expected Date of Joining
- Departure Date
e 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)
e 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)
e Must capture Date of Joining.
e Must select Supervisor
e Considered Optional —
- Time of Joining
- Office accommodation information
- Transfer related supporting documents.

Post-Condition

e Successfully store in Database.
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Associated Transfer Proposal List

Associated Transfer Proposal Searching Form

Office -
Employee PIN
SIS -Select Sta -
From Date  |pp-Mi-vyYY ToDate  pp-pm-vyyyY

. search

|

Associated Transfer Proposal List
Proposal

Proposal No Date Type Status Employee Info Current Project New Proje
MMCHO-2019501  07-05-2019 TRAMSFER Accounts Settlement [071000015]- RAYMOND ANDREW [MM-0001]- [MM-0001]-

Skipped Microfinance Project Microfinance
MM500001-2019502 29-05-2019 TRAMSFER Joined [071000011]- MA THEINGI OO [MM-0001]- [MM-0001]-

Microfinance Proiect Microfinance

Employee Transfer proposal

Employee Transfer proposal info

Transfer Type

Proposal No

Proposed Employee

Program

Project

Department

Employee Level

Country Level

Designation

Functional Designation

Office

Last Transfer Date

Initiated By

Remarks

TRANSFER

MM500001-2019501

[071000006]- MA MYINT MYINT SAN

[01]- Microfinance Program
[MM-0001]- Microfinance Project
Internal Audit

v

I

Branch Manager

Branch Manager

[MM500001]- Bago

[0177020]- MD REZAUL KARIM

ok

Status

Proposal Date

New Program

New Project

New Department

New Employee Level

New Country Level

New Designation

New Func. Designation

New Office

Applied By Employee

On Approval

21-05-2019

[01]- Microfinance Program

[MM-0001]- Microfinance Project

Internal Audit

v

v

Branch Manager

Branch Manager

[MMS00002]- Thanatpin

No

High Level System Requirement Specification
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Transfer Evaluation
Form

Authorization Trail  Transfer Within Area

Type Status Actor Action Taken By Date
[012000206]- Kazi Faisal Bin Seraj

Proposal Authorised Respective Supervisor EFDO0S]- Country Representative 21-05-2019
Comments: ok sure
Recommendation  Not Required  Country Human Resource %Eé%gg]u_”gghfyo';;":esmﬁ‘i“‘:gw‘ Y 21052019
Recommendation  Authorised Country Human Resource Egéggg]l_ﬁﬂl'eg‘grosfoF‘;ARWA NULL KHISA 21-05-2019
Comments: ok sure
Approval Pending Second Supervisor Egéig]ﬁsghrgg;"{:lﬁgggn
 Backto List

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 e User has access to view the list of staffs under his/her recommendation
or approval.
Post-Condition e Successfully store in Database.

All Transfer List
All Transfer Searching Form
Office -
Employee PIN
Status -Select Status- -
From Date DD-MM-Y Y YT To Date DO-MM-YYYY
| Search |
All Transfer List
Proposal No I[’)Erﬁzosal Type Status Employee Info Current Project New Proje
MMCHO-2019605  19-06-2019 TRANSFER Responsibility hand over done [072000022]- HUA THAIL [MM-0001]- [BD-0001]-
Microfinance Project Internation:z
MMCHO-2019604 |17-06-2019 TRANSFER Joined [072000025]- HUI THAI CHANG [MM-0001]- [MM-0001]-
Microfinance Project Microfinance
MMCHO-2019603  12-06-2019 TRANSFER On Proposal [072000014]- FIRSTMMA [MM-0001]- [MM-0001]-
MIDDLEMMA LASTMMA Microfinance Project Microfinance
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Transfer Type

Proposal No

Proposed Employee

Program

Project

Department

Employee Level

Country Level

Designation

Functional Designation

Office

Last Transfer Date

Initiated By

Remarks

Employee Transfer proposal

Employee Transfer proposal info

TRANSFER

MMCHO-2019604

[072000025]- HUI THAI CHANG

[01]- Microfinance Program

[MM-0001]- Microfinance Project

HR & Training

Assistant HR Officer

Assistant HR Officer

[MMCHO]- Myanmar Country Head Office

[072000002]- JAHIRUL ISLAM MOROUL

Mo Rerrarks

Status

Proposal Date

New Program

New Project

New Department

New Employee Level

New Country Level

New Designation

New Func. Designation

New Office

Applied By Employee

Joined

17-06-2019

[01]- Microfinance Program

[MM-0001]- Microfinance Project

HR & Training

Assistant HR Officer

Assistant HR. Officer

[MM300001]- Bago

Mo

Transfer Evaluation
Form

Authorization Trail

Type Status Actor
Proposal Authorised
Recommendation = Authorised
Recommendation = Not Reguired
Recommendation | Mot Required
Recommendation | Mot Required

Approval Authorised

Programme in-charge

Country Human Resource

Country Human Resource

Country Human Resource

Country Human Resource

Country Representative

Transfer Between Country HO & Field OR project [/ department

Action Taken By

[071000006]- MA MYINT MYINT SAN
[FDO17]- Branch Manager

[072000007]- GOLAM SARWAR HR DGM
[FD330]- Deputy General Manager. HR

[0044219]- Reza Ur Rahman
[FD213]- DATA Managegement Officer

[0177020]- MD REZAUL KARIM
[FD334]- Software Engineger

[0133716]- AQISHWARIYA NULL KHISA
[FD385]- Head of HR

[071000464]- ATM TARIQUL ISLAM
[FDOO8]- Country Representative

Date

17-06-2019

17-06-2019

17-06-2019

17-06-2019

17-06-2019

17-06-2019

High Level System Requirement Specification
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Employee Transfer Order Details

Order No  MMCHO-2019601
Order Date  17-06-2019
CCTo

Remarks

Attachment

Employee Transfer Responsibility Handover Details

Handover Date * 17-06-2019

List Of Pending Task st

Attachment

Employee Responsibility Handover Details

Employee Name Responsibilities Handover Date
[072000001]-MD. SAZADUZZAMAN Responsibilities 2019-06-17

Employee Finance Handover
Bank Balance(Local) Amount Date
Bank Balance(USD) Amount Date
Cash(Local) Amount Date
Cash(usD) Amount Date
Signed Chegque No. From " To
Unsigned Cheque No From To
Handover
Witness Name Designation Date
[0034362]-Faruque Ahmed [D003]- Executive Director 17-06-2019

Witness Information Two

Witness Name Designation Date

[0137018]-Tania Chowdhury [D215]- Manager,Finance & Accounts 17-06-2019

Join After Transfer Details

Date of Leaving : 18-06-2019
Departure Date : 18-06-2019
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Payment Information

Salary Type Consolidated ® Regular Salary Type Consolidated ® Regular
Currency MMK Currency MMK
PayGroup 1 PayGroup 1
Grade Grade
Slab 1 Slab 1
Pay Code Amount Pay Code Amount
Percentage Percentage
Gross 1.0 Gross 1.0 100%
100%
Total Amount 1.0
Others 0.0
Total Amount 1.0
Salary paid upto date 31-05-2019

Liabilities/Comments

Comments

Leave Balance Information

Leave Balance 1.5 Days
Maternity From To

Paternity From (08-05-2019 To 08-05-2019

Office Accommodation Information

Used before transfer

Accommodation
Document

Transfer Information

Transferred by hisfher  ves No '@
own accord

Transfer Leave  From To

Loan Information

Loan (If applicable)
Motorcycle Liability ) Returned O Settled  ® Not Required

Loan Related
Document

Back to List
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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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7.0 Job Separation

7.1 Process Flow

Myanmar HRMS Job Separation Detail Process Flow

HR Partner/Authorize User

Supervisor

Finance & Accounts

| Retrenchmen:
| Dismniss

| Diseharge

| Dsnntinuation

|

3 |

|

|

I Redurdancy |
e ae B N ____ e |
=d3 ! | Contract Dt |

= = |

|

|

1
1
! | Termination of
1

i lcontmer
\
L Initiate Job 1 * . |
Separation Propozal Termination 1
Proposaicreated M ————-
v sutamatically
| Sy stem Capeure |
| Job Separation Type, |

T~ Request Date, Last |
| working Date, Rezson I

[ System Caprure |
- == - Sy=emCapture |
| Besined Answer 1

| Syetem Auto Populste
| 5tafFs Basic Info Remd only mode
| Release Info in editable mode

+ = | Last warking Date

| Effective Date

| Gross, Basic, Currency
| Salary peid up to date

Faa

v
+EZD+-

________ F—————————
| Staff's Finance Handower: |

Bark Balznce (Locd]
| Bark Balance (USD)

|
| | |
| System Must | | Gx=h [Local & USD) |
| Capture | i Sizried Cheque |
| Handover Date | Vinsigned Chegue |
| Hamdoverta | HandoverTa |
(Rezponsitifties | | witnes St |

|

_y| InitizteCharge [
Handover
1
I

| fusto Populate StafF's BasicIrfo |

| read anty mode |

© = futo popuinte with edimble |
|

| Sy stern Must Capture: |
| -Sakry Due From-To-Salary Due
| &mount
| Leave sdary Day
| -Lemve sdary Amount
| -Salsry Adv. From-To
~Sakry Adv. -Amount
| Food Allowance duraton &
Amount
-PF. -Liaki fty, -Loan -
Outstanding, -Others, st able
ornat?
e —
| Traveling Allowance
| -irfare

Initiste Accounts | 4
Settlement
| -Advance faod & mobile

1
1
1
1 | llowance
I
1

|

|

|

|

|

|

|

| |
) -

' I

|

|

|

|

|

|

| Sy sberm Must Capture: |
|| Tetdl payable To Staff |
* —{ Tata receivable To Staff |
| Net Payabie to St=ff i
| Settiement Date

General Steps:

>

YV V V V

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

Create Job Separation Proposal

Proposal No AUTO

Proposal Date 28-05-2019

Employee Lookup

Office  |[cHo MMCHO] Myanmar Count| +

Employee PIN * | r415000321] MD. MAHBUB HA| ~

Employee Info

Employee Name MD. MAHBUB HASAN
Employee Category Regular Staff Employee Level VII
Program  [01]- Microfinance Program Project [MM-0001]- Microfinance Project

Department Information Technology Employee Office [MMCHOJ- Myanmar Country Head Office
Designation  [D260]- Senior Manager, IT Functional Designation [FD221]- Manager,IT

Contract Expiry Date Joining Date 23-02-2016

Current Office Joining 23-02-2016 Current Country Joining 23-02-2016

Date Date

Job Separation Type * Resignation v

Resignation Submission Date * 28-05-2019

Notice Period 0 Days

Last Working Date * 29-05-2019

Notice Pay 0 Days

Job Separation Related
Document

Job Separation Reason

Reason *  Better Opportunity!

i

SRS ID

Version 1.0 from 23/05/2019
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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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Job Separation Order List

Office =
Employee PIN
 Search
Job Separation Order List
Proposal No Proposal Date Employee Info Status Name Separation Type Office Info Designation
MMCHO-2019508 28-05-2019 [072000006] MD EHSANUL Approved Resignation [MMCHO] Myanmar [D025] Programm

ISLAM Country Head Office Manager

Employee Job Separation proposal

Employee Name  [011000056]- KAZI RAHMAN

Program Type  Support Programme Employee Category  Contract Staff
Program  [12]- BERAC International HO (BD) Employee Level I
Project  [ED-0001]- ERAC International HO (BDY) Designation  [D034]- Office Assistant
Current Office  [BI]- BRAC Center, Bangladesh Functional Designation [FD037]- Office Assistant
Department HE & Training Joining Date  20-01-2015
Job Separation Type Tarmination Status On Autharization

Table of Authority Termination Local Below Program Manager

Type Status Actor Action Taken By Date
, ) - [00D0223]- SHIE NARAYAM KAIRY .
Prapasal Authorisad Respactive Supervisor [FD219]- Chisf Financial Officer 27-01-2016
Comments: sdfgbn
Recommendation Sent Back Country Human Resource {ggnziz;f]: hS:-F[ E":L'iE'ZTA:#'?::RY 27-01-2016
Comments: rt
Propasal Pending Respective Supervisor
Comments
| Edit  Authorize  Delete | Gotolist |
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 e Create Separation Proposal completed.
e Feature wise access permission configured.
e User must have recommendation access permission to the staffs.
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Business Rules

Status.

Back”.

modification.

Approved.

proposal List.

e System must show(s) staffs basic information Separation Type and

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

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

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

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

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

e Authorization trail appear here from TOA setup.

e Proposal No Format should be -

Post-Condition

e Successfully store in Database

7.4.1 Generate Job Separation Order

Job Separation Order

Job Separation Order Info

Proposal No
Proposal Date
Employee Name
Program Type
Program
Project
Current Office
Department

Resignation
Submission Date

Job Separation Type

Notice Period (In Days)

MMCHO-2019508

28-05-2019

[072000006]- MD ISLAM

Core Programme

[01]- Microfinance Program

[MM-0001]- Microfinance Project
[MMCHO]- Myanmar Country Head Office
Microfinance

28-05-2019

Resignation

0

Employee Category
Employee Level
Designation
Functional Designation
Joining Date

Last Working Date

Status

Notice Pay (In Days)

Regular Staff
XII
[D025]- Programme Manager

[FD022]- Programme
Manager
07-04-2001

29-05-2019

Approved

0
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Is During Probation No
Notice Period 0
Last Working Date  29-05-2019
Notice Pay 0
Order No AUTO
Order Date 28-05-2019
Job Separation
Related Document Browse
cCTo
~ Order  Back

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 e Staffs Basic information Job separation info will be loaded as read only

mode.
e Staff can send email as notification to the respective staff.
e A Separation Order no will be generated automatically with a defined
format.
Post-Condition e Successfully store in Database
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7.4.2 Cancel Job Separation Order

Job Separation Cancel Order List

Country

-All Country- El

Office

-

Employee PIN

[&!ﬂ'd‘l]

Proposal No Proposal Date Employee Info Status
55400001-2016104  21-01-2015 [011000057] KAZI SAMILR
RAHMAMN

Clearance done

Separation Type
Contract Discontinue

(Employee)

Job Cancel Separation Order List

Office Info
[55400001] Torit

De
Do

Job Separation Proposal Cancel Order

ProposalNo  MM300001-2019604

Proposal Date  12-05-2019

Employee Name  [071000318]- MAUNG MAUNG
Program Type Core Programme
Program  [01]- Microfinance Program
Project  [MM-0001]- Microfinance Project

Current Office  [MM300001]- Bago
Department  Monitoring & Review
Resignation  12-05-2019

Submission Date
Job Separation Type  Resignation

Notice Period (In Days) 0

Employee Category
Employee Level
Designation
Functional Designation
Joining Date

Last Working Date

Status

Notice Pay (In Days)

Job Separation Order Info

Contract Staff

v

[DO71]- Monitoring Officer

[FDO74]- Manitoring Officer

23-02-2015

12-06-2019

Accounts Settled

Is During Probation Mo
Notice Period 0
Last Working Date  12-05-2019

Notice Pay 0

Order No  MM300001-2019603
Order Date  12-08-2019
CCTo

Cancellation Note *

Job Separation Order
Cancel Related
Document

create Back to List
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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

loaded as read only mode.

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

e Staffs Basic information and Job separation related information will be

Post-Condition

e Successfully update status against this Job Separation Order.

Employee Name
Program Type
Program
Project
Current Office
Department

Resignation
Submission Date

Job Separation Type

Notice Period (In Days)

Reason

Employee Charge Handover

Employee Information

[072000006]- MD ISLAM

Core Programme Employee Category Regular Staff

[01]- Microfinance Program Employee Level XII

[MM-0001]- Microfinance Project Designation [D025]- Programme Manager

[MMCHO]- Myanmar Country Head Office Functional Designation  [FD022]- Programme
Manager

Microfinance Joining Date  (7-04-2001

28-05-2019 Last Working Date  29-05-2019

Resignation Status Order Generated

0 Notice Pay (In Days) 0

Better Opportunity!

Employee Charge Handover Details

Handover To *
Handover Date *

Responsibilities *

[0003902] MD. ABUL KASHEM MOZUMDER v

28-05-2019

Handover Done

{ Add Responsibility l ( Note: Add more Responsibility if need.)
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Employee Charge Handover Info

Handover Date * 28-05-2019

List of Pending Task

Charge Handover
Document

Employee Finance Handover

Bank Balance(local) ~ Amount | Date ooumivvvy
Bank Balance(USD) ~ Amount | Date ooqpyyyy
Cash(Local) Amount Date opumyyyy |
Cash(USD)  Amount | Date oppuuyyyy
Signed Cheque No. From | To
Unsigned Chegue No From ] To
Handover [ ‘ P
Witness Name = | 19034092] MOHAMMAD L v Designation | [D259]- Senior Programm
Date * 28-05-2019
Witness Name * |[011000039} Muhammad | v Designation [D014]- Regional Accoun!
Date ® 758052019
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SRS ID

SRS Title | Staff Charge Handover during Job Separation.

Actors Supervisor, Authorize User

Scenario | DuringJob Separation, staff has to handover his responsibilities to pear or supervisor which

captured in system.

Pre- Job Separation order must be confirmed.

Condition

Business e Basic Staff information must be shown in read only mode.
Rules

e Reason will auto populate however in editable mode.
e Following Handover Information must be captured —
- Handover Date
- List of pending Task (Optional).
e Staff can handover different responsibility to different person. Following
information must capture —
- Handover To
- Handover Date

- Responsibilities

e 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- e Successfully store in Database.
Condition
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Employee Clearance List

Office

Employee PIN

Employee Clearance List

Employee Info
'[072000006} MD EHSANUL

Order No
MMCHO-2019503

Country
|[104]-Myanmar

ISLAM

Separation
 Type
Responsibility Resignation
hand over

done

Status

Designation Project
[D025] Programme Manager | [MM-0001] Micr
Project

Job Separation Clearance

Employee Information

Employee Name
Program Type
Program
Project
Current Office
Department

Resignation
Submission Date

Job Separation Type

Notice Period (In Days)

Reason

[072000006]- MD ISLAM
Core Programme

[01]- Microfinance Program

[MM-0001]- Microfinance Project

[MMCHO]J- Myanmar Country Head Office

Microfinance

28-05-2019

Resignation

0

Employee Category
Employee Level
Designation
Functional Designation
Joining Date

Last Working Date

Status

Notice Pay (In Days)

Regular Staff

XII

[D025]- Programme Manager
[FD022]- Programme
Manager

07-04-2001

29-05-2019

Responsibility hand over done

Better Opportunity!

Payment Information

Salary Due From ' -y v vy To DD-MM-YYYY Amount 0
(Date)

Leave Salary Up To DD-MM-YYYY Days 0 Amount 0
(Date)

Advance Salary Paid  'pp_-yyyy To DD-MM-YYYY Amount 0
From (Date)

Food Allowance From ' -y yyy To DD-MM-YYYY Amount 0
(Date)

NSSF/PF/ETF/EPE 0
Notice Pay

Liability 0

Loan Outstanding 0

Others 0
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Liability Information

Is Liable *

) Yes @ No

Remarks

Attachment

Asset Information

Asset clearance is not required as no setup is found

| Create  Back

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 e Feature wise access permission configured.

e 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
e During Update the above mansion field will remain editable.
Post-Condition e Successfully store in Database

High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 48 of 59
© Copyright 2019 BRAC IT Services Ltd (biTS)



oIT

Employee Settlement List
Office

Employee PIN

From Date DD-MM-YYYY To Date DD-MM-YYYY

Employee Settlement List

|J

Order No Country Employee Info Status ?:"::’am“ Designation
MMCHO-2019503 [104]-Myanmar [072000006] MD EHSANUL Clearance Resignation  [D025] Programme Manager
ISLAM done

Job Separation Settlement

Employee Name [071000724]- SAKIB AHMED CHOWDHURY

Program Type Core Programme Employee Category Contract Staff
Program  [01]- Microfinance Program Employee Level XI
Project [MM-0001]- Microfinance Project Designation [D057]- Head of Internal Audit
Current Office  [MMCHOJ- Myanmar Country Head Office Functional Designation E\F[iﬂ?tw]‘ Head of Internal
u
Department  Internal Audit Joining Date  15-01-2019
Resignation  23-04-2019 Last Working Date  22-05-2019
Submission Date
Job Separation Type Resignation Status Accounts Settled
Notice Period (In Days) 0 Notice Pay (In Days) 0
Reason ok

Clearance Information

Salary Due From  01-05-2019 To 22-05-2019 Amount 2200.0
(Date)
Leave Salary Up To  01-05-2019 Days 5.0 Amount 500
(Date)
Advance Salary Paid  22-04-2019 To 22-05-2019 Amount 500.0
From (Date)
Food Allowance From  25.04-2019 To 02-05-2019 Amount 600.0
(Date)
NSSF/PF/ETF/EPE 200.0
Notice Pay 800
Liability 500.0
Loan Outstanding 300.0
Others 0.0
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Istiable . o
Remarks Joan and advanced salary
Total payab!e to staff * 3500.0
Total receivable from staff * 2100.0
Net payable to staff * 1400.0
Settlement Date * 33457019
Remarks ok
Settlement Document
~ Update  Back
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.
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Business Rules e  Staff basic Info must be shown in read only mode.

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

e Reason could be editable.

e 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

- IsLiable

- Remarks

e 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

e Settlement could be updated up to release.

Post-Condition e Successfully store in Database
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7.8 Exit Interview

Job Separation Exit Interview List

s

‘ w-

Employee PIN

o

Job Separation Proposal List

Proposal No Proposal Date Employee Info Status Designation Project Oft
MMCHO-2019508  28-05-2019 |[072000006] MD EHSANUL | Accounts Settled [D025] Programme Manager |[MM-0001] Microfinance [Mn
ISLAM Project Cou
MMCHO-2019507 |27-05-2019 [072000009] MALE ONE FIRST |Accounts Settled |[D026] Driver [MM-0001] Microfinance [MN
NAME MALE ONE LAST NAME Project Cou

Create Employee Exit Interview Form

The exit interview should be completed during the employee’s last fortnight of employment. An exit interview should be performed by a representative of
Human Resources or 3 suitable person delegated by HR, with every employee who resigns from his/her position. The following form must be filed out after
the interview which should fast at least 15 minutes.

The purpose of this exit interview is to improve organisational HR practices. Notes from this interview s hall be kept confidential.

Employee Exit Interview Form Info

Proposed Employee  [072000006]- MD ISLAM

Program Type  Core Programme Employee Category Regular Staff
Program  [01]- Microfinance Program Employee Level XII
Project [MM-0001]- Microfinance Project Designation  [D025]- Programme Manager
Current Office  [MMCHOJ- Myanmar Country Head Office Functional Designation  [FD022]- Programme
Manager
Department  Microfinance Joining Date  07-04-2001
Resignation  28-05-2019 Last Working Date  29-05-2019
Submission Date
Job Separation Type Resignation Status Accounts Settled

3. What was the least satisfactory aspect of your job?*
Top Down Approach & hierarchy.

4. Did the job responsibilities match your expectation?* O Yes O No
5. Did you get sufficient training to perform your responsibilities?* O Yes O No
6. Did you get appropriate feedback on your performance?* O Yes O No
7. Were you satisfied with the performance evaluation system/process?* O Yes O No
8. Did the organization help you in achieving your career objective?* O Yes O No
9. How was the working environment in BRAC?* O Very Good O Good () satisfactory O Not Good
10. Were the working conditions, hours, equipment and facilities fair and adequate?* O Yes O No
11. Did you get appropriate guidelines and directions from your supervisor?* O Yes O No

12. How was the professional relationship between you and your supervisor?
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Information of New Organisation:

Name:

MD ISLAM Designation Programme Manager

Please specify the main reason for your resignation:*

Better Opportunity.

1. Are there any reasons for which you felt compelled to resign?*

No

2. What was the most satisfactory aspect of your job?*

Learning & Growing Environment.

13. Please mention your general perception about BRAC. (Strength/s and Weakness/es)

14. Is there anything that the organisation could have done differently that would have influenced you to stay longer with BRAC?

15. Did you find any colleague’s behavior discriminating, harassing or disturbing for your working environment?* O Yes ® No
16. What changes in your current job/ organization would make you happy?

17. Wil you recommend your relatives or friends to work in BRAC?*
18. In your new job, are you offered something which is not being provided by BRAC?* () Yes O No
19. Would you like to make any other comments?

2 Yes O No

Exit Interview
Document

create | Cancel

SRS ID

SRS Title Exit Interview

Actors Staff(s).

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

Pre-Condition e Feature wise access permission configured.
e User must have access to face exit interview through system.

Business Rules e All basic information of user shows in read only mode.
e User who goes for separation fill-up Exit Interview through system.
e New organization Name and Designation capture is optional.
e Exit interview must be completed before release.

Post-Condition e Successfully store in Database
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Employee Release List
Office

Employee PIN

From Date DD-MM-YYYY To Date DD-MM-YYYY

Employee Release List

Order No Country Employee Info Status ﬁggﬁm“ Designation

MMCHO-2019503 | [104]-Myanmar [072000006] MD EHSANUL | Accounts Resignation  [D025] Programme Manager
ISLAM Settled

MMCHO-2019503 [104]-Myanmar [072000009] MALE ONE FIRST |Accounts Resignation | [D026] Driver

NAME MALE ONE LAST NAME _|Settled

Job Separation Release

Employee Name [072000006]- MD ISLAM

Program Type Core Programme Employee Category Regular Staff
Program  [01]- Microfinance Program Employee Level XII
Project [MM-0001]- Microfinance Project Designation [D025]- Programme Manager
Current Office  [MMCHOJ- Myanmar Country Head Office Functional Designation  [FD022]- Programme
Manager
Department  Microfinance Joining Date  (7-04-2001
Resignation  28-05-2019 Last Working Date  20-05-2019
Submission Date
Job Separation Type Resignation Status Accounts Settled
Notice Period (In Days) @ Notice Pay (In Days) 0

Reason Better Opportunity!

Release Information

Last Working Date *  'pp -y yyy

Effective Date * DD-MM-YYYY

Recruited again in

Future * O Yes () No

Latest Monthly Gross * Basic * Currency Name *
Salary™

Salary Paid up to Date  'p iy yyy

1D Card Returned * O Yes O No

Other Attachment

Exit Interview Form

e
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SRS ID

SRS Title Staff Release.

Actors HR Partner

Scenario Authorize user release staff through system

Pre-Condition

e Feature wise access permission configured.

e Exit Interview completed.

e Account Settlement completed.

e User must have access to staff release screen.

Business Rules

e All basic information of user shows in read only mode.

e 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

e Successfully store in Database

Program Type

Authorization Trail

Support Programme

[12]- BRAC Intamational HO (BD)
[BD-0002]- BRAC Bangladesh
[BI]- BRAC Center, Bangladesh
General Departmeant

Retirernent (Routine)

test

Employes Category

Employes Level

Functional Designation

Joining Date

Resignation Local Below Program Manager

Type Status Actor
Propasal Pending Anchor
Propasal Pending Anchor

Action Taken By

Contract Staff
X
[D218]- Advisor to the Chairperson

[FD173]- Vice Cherperson
and Interim Executive

PeETin .2

On Authorization

[0150057]- Mohammed Delwar Hossain
[FD187]- Senior Manager, Human Resources

[D080376]- Kazi Mazmul Iskm

[FD210]- Senior Officer,Data Managemant

Date
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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

or approval.

e User has access to view the list of staffs under his/her recommendation

Post-Condition

e Successfully store in Database.

Country

From Date

 search

Job Separation Proposal List

-All Couritry- A

Proposal Mo Proposal Date Country Employees Info Status

BI-2016106 27-01-2016 [050]-Bangladesh [011000055] KAZT SAMIUN Razlzzaszad
RAHMAN

BI-2016103 20-01-2016 [050]-Bangladesh [011000055] QA RASHED Releasad
RETESTING ONE HR

BI-2016102 15-01-2016 [050]-Bangladesh | [011000054] QA RASHED Released

Designation Projact

[D034] Office Assistant [ED-D001] BRA
HO (ED)

[081] Senior Ressarcher [ED-000Z] BRA

[2063] Junior Financial Analyst [BD-0002] ERA

Proposed Employee

Program Type

Program

Project

Current Office

Department

Resignation
Submission Date

Job Separation Type

Notice Period (In Days)

Reason

Job Separation Detail

[071000726]- MS. CHRISTIMA MANG MI KUNG

Core Programme Employee Category
[01]- Microfinance Program Employee Level
[MM-0002]- Small Enterprise Project (SEP) Designation

[MM300002]- Yangon Functional Designation

Internal Audit Joining Date

22-05-2019 Last Working Date
Resignation Status
0 Notice Pay (In Days)
test

Contract Staff

VI

[D204]- Internal Audit Officer
[FD142]- Officer, Internal
Audit

08-06-2018

23-05-2019

Released
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Payment Information

Salary Due From To Amount 0.0
(Date)
Leave Salary Up To Days 0.0 Amount 0
(Date)
Advance Salary Paid To Amount 0.0
From (Date)
Food Allowance From To Amount 0.0
(Date)
NSSF/PF/ETF/EPE 0.0
Notice Pay
Liability 0.0
Loan Outstanding 0.0
Others 0.0
Is Liable o
Remarks

Asset Information

Asset clearance is not required as no setup is found

Settlement Information

Total payable to staff 2000.0
Total receivable from 0.0
staff
Net payable to staff 2o00.0

Settlement Date 22.05-20190

Remarks

Witness Information One

Witness Name MD. MAHBUB HASAN Designation  Senior Manager, IT
Date 22-05-2019
Witness Information Two
Witness Name  MaA MYA MYINTZU AUNG Designation  Senior Accounts Officer

Date 22-05-2019

Department

Department Clearance is not required as no setup is found
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Employee Finance Handover

Bank Balance(Local) Amount Date
Bank Balance(USD) Amount Date
Cash(Local) Amount Date
Cash{usD) Amount Date
Signed Cheque No. From To
Unsigned Cheque No From To
Handover

Order No  MM300002-2019503
Order Date 22-05-2019

CCTo N/A

Employee Charge Handover Info

Handover Date  72.05-2019

List Of Pending Task /A

Employee Charge Handover Details

Employee Name Responsibilities Handover Date
MD. MAHBLB HASAN Test 22-05-2019

Authorization Traill Resignation Local Below Program Manager

Type Status Actor Action Taken By Date
Proposal Authorised Respective Employee %E[;;igg]D?ngllc::iniz?lﬂlglgﬁgrchNG M KUNG 22-05-2019
Comments: ik

Recommendation = Authorised Programme in-charge %Egigg]D?S‘;%ésr'?lﬁieﬁrﬁigd?tHOWDHURY 22-05-2019
Comments: ok

Recommendation = Authorised Respective Supervisar %E[};égg]D?ﬁgghsoﬁ%ﬁﬁt;ﬂm?uggomﬂHURY 22-05-2019
Comments: ok

Recommendation = Authorised Country Human Resource %EE;%gg?ugzguaoé':wesm?i‘\gngf EEM 22-05-2019
Comments: ok

Recommendation Mot Required = Country Human Resource %Eégggi‘_ﬁ&e?glos]ﬁxéﬂm\rﬂ MULL KHISA 22-05-2019
Approval Authorised Country Representative %E;égg?4$an?r1 héegﬁ‘ségﬁt:g;:a‘wl 22-05-2019
Comments: ok

High Level System Requirement Specification Version 1.0 from 23/05/2019 Page 58 of 59

© Copyright 2019 BRAC IT Services Ltd (biTS)



oITS

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

8.0 Leave
9.0 Attendance

10.0 Grievance

11.0 Contract Renew

12.0

HR Letter

13.0 Appendix
14.0 Signoff
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