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Electrolux Maintenance andCommercial Services, UAE
Minutes of the Meeting (MOM)

Location	:	Abu Dhabi
Date		:	16/09/2017
Time		:	2:00 PM
Project		:	HR Pack implementation project
Subject	            :	Progress Review Meeting for HR Pack implementation project

Attendees:	
1. Mr.Jayessh - MD
2. Mr. Arjun Mohan – CEO
3. Mr. Rajiv - Consultant
4. Mr. Alexander - VP
5. Mr. Ashraf - HRM
6. Mrs. Shilpa
7. Ms. Bindhu
8. Ms. Lubna	
9. Mr. RejiUlahannan	
10. Mr. Jithin Jose	
	
Discussion with Electrolux Team

 A detail review of HRPack system functions and operational requirements completed by Electrolux and OGES Team with the presence of  Mr. Rajeev System Process Expert.
The meeting had addressed concerns of various functional areas of the Company, Contracts, Payroll, Operational and Management. The major conclusions are: 

Contracts and Projects:
The system process flow will be re-defined by adding a contractsmodule and related functions:
 (
Shifts
)
 (
Sites
) (
Contracts
) (
Client
)




· Contracts with renewal and attachment options.
· Site / project master with resource deployment and shift options.
· Site based shift needs to be configured and it can be allocated for each designation separately. 
· Include type of contract (Normal and LPO) in contract master.
· Provision to capture contract renewal history in contract master.


Benefits configuration and Transfer with in pay period:
· Use current available provision to have multiple package entry for the same account head with in same pay period by adding the from – to dates
· Modify the Payroll calculation procedure to handle multiple same salary components with in the same pay period.
· Configure alert if the user missed to input valid to date for an account head in employee package while adding the same account head as another entry.


Attendance and Roster:
· Continue the recently introduced scheduled/ batch rostering option
· Post roster/attendance site changes handle as exception through Admin module
· Create a daily attendance exception report based on following:
· Site allocated resource is absent or missed to punch
· Punch in time deviation from assigned shift timing
· Total working hours more than the configured maximum working hours in assigned shift.
· Duplication entries for punch in and out.
· Shift based attendance report needs to be generated.
· In supervisors punching list, on vacation employees also should be displayed in a gray color with punching option disabled
· Bulk Late Punch in to have the shift start date
· Employee transfer to follow proper processes:
· Resource Request
· Resource approval
· Resource availability
· Resource Transfer


Employee Profile and Operational:
· Change the label opening balance to annual leave opening balance and last attended date to last join date in employee master.
· Add a secondary functional status provision
· Stand by employees can be identified by this secondary status with effect from and to date.
· Enhance skill category with skill grade and number of years experienced under skills module.
· Implement leave planner
· Various Standby options to be added: Standby on a Project, Standby without project etc.
· Automatic employee cancellation after 180 days from vacation and generate alerts based on the business rules in order to follow up for employees on vacation.
· The vacation management to have one more provision to capture Duty resumed date other than the Returned date.
· Business rule to capture maximum percentage of employees can go for vacation and generate alert if this limit exceeds.
· Provision to capture grade change history
· Change CPR to National Id label




Management and Non HR Functions:
· Configure Dashboards for Key Management to get MIS  
· Add a report to show exact EOSB accrual based on a cut of date.
· Leave policy to be implemented
· Various certificate requests and provision to issue from the system and history
· Implement employee conducts and warning 
· [bookmark: _GoBack]Offer letter to generate from the HR System
Purchase Inventory
· Contracts to have the required materials /consumables for a site
· Maintain Inventory / item master
· Purchase requisition option for supervisors
· Generate LPO’s based on pre-agreed prices
· Item issuance to sites
· Performance evaluation of each sites


Summary of conclusions: 
The meeting is conducted in cordial and cohesive manner. Both teams had a clear vision about objectives set out and how to achieve it. The team unanimously agreed to put all efforts toachieve all objectives within the schedule as planned. The Meeting is concluded at 8:15 PM.
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