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American

¥ Employee Benefits

In addition to state-provided benefits according to the RA
Labor Law (paid vacation, partially paid sick-leave days)

**Health insurance

' Tuition remission policy

“*Opportunity to audit graduate course

*»Tuition discounts on Extension courses
http://policies.aua.am/policy/44
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http://policies.aua.am/policy/44

American

Saeniy Additional Holidays

In addition to the official RA holidays, there are 5
additional paid holidays per year:

» Easter Memorial Day (following Monday)
» American Independence Day (July 4)

» Thanksgiving Holidays (2 days)

» Christmas Day (December 25)
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gmeriean 1D Cards
)f Armenia

i ™
\merican Fll(‘"h)/' St(lﬂ
[ University
0 1enia

fAr Anna Katvalyan
Ullw Ywinduywl
PR\ Recruitment Coordinator

gwqu%dmh hlﬂdlﬂhlll[lqm‘ Report lost card immediately to Administration

- % This card is the property of American University of Armenia
ard #:02860376 If found please return to American University of Armenia
40 Baghramyan Ave., Yerevan 0019, Armenia, Tel.: +374 60 694040

mn G
Please send your electronic photo to
Anna Katvalyan
(Recruitment and Contract Coordinator) at

akatvalyan@aua.arext. (25 37)
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American

of At How to receive your salary

v Employment Contracts for Spring 2018
** From January 17 to May 31, 2018

v Salary are paid on monthly basis — January
salary will be paid in the 15t week of February
via bank transfer

¢ Please submit your bank account info in AMD

v May salary will be paid within 3 working days
upon the end of the contracts
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Before 01.01.2018 | Before 01.01.2018

Monthly Taxing
Base

Up to120,0
AMD

120,000
2,000,000
AMD

2,000,000
AMD and
more

American

University

of Armenia

Income TaxRate

00 24.4%

26%

36%

Income Tax Rate

After 01.01.2018

Up to 150,000
AMD

150,000
2,000,00AMD

2,000,00AMD
and more

After 01.01.2018

Monthly Taxing Base Income TaxRate

23%

28%

36%




émerican General Questions
niversity

_4 of Armenia about Contracts

As you know, we need the following documents for
contract processing:

 Passport (photo and address registration pages) or
ID cards (both pages)

1 Social card

adCvVv

 Diploma(s) — (for profession code as required by the
RA law)

d Bank info—in AMD

ﬂour photo — for AUA ID cards



émerican General Questions
niversity

of Armenia about Contracts

For non-RA citizens we

*will assist In getting a social card and
opening a bank account

*will give a statement on income tax at the
end of employment for tax declaration nad
for avoiding double taxation
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american [TR-SPECITIC Policies:
O}Iglg;flg}g Equal Opportunity and
Non-discrimination in Employment

No personemployedby or seekingemployment
with the AUA shall be discriminatedagainst
becauseof race, religion, national origin, age,
gender, marital status, medical condition or
disability

AP E
_




American HR-Specific Policies:

University

g ° Armenia Business Travel

d Pleasanform HR department about the
business trip at a minimum @ive working
days prior by submittingBusiness trip reguest
form via 1C Doc Flow systeno HR
department for processing
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émerican HR-Specific Policies:
niversity

_4 of Armenia Vacation

dVacation— all leaves during the semester
need to be documented (including Spring

break time).

dVacation request Is also processed with 1C

Document Flow system.
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gmerican How to enter the system?
.ofArmenia

A Please open the lirittp://10.1.0.28/docflow
A Choose your name fromserlist
A Write your passwor

[/ e iCmerpie R T e YR el el S

€ = C f [ 1cdocflowpro/

A P re S S O k i Ceppucs G iGoogle B GoogleTranslate o4 = Orro Befinnvrep= T A Monwas rabnmuaxan: @ Medicine @) 3nextporan wenra: | @l Inextporinan 6ubnne  (§ Unrare keuary Creg ey Sxoromiuecxan cier »

w.demo/en_US/ w| S

1C:Enterprise

Specify the user name and password of a 1C Enterprise user

User [Shine M.I_ (secretary to director) -

Administrator

Password
Baker DA (supply depariment manager)

Birds O.M. {HR depariment manager)
Clarks O.P. (director)
Dowson V.D. (technical department manager)

TCGENTERPRISE 8.3 | Garganmua LA (business manager) '“@
Ol BEE—eb Green N B_(chief accountant)

Johnson M.A. (production department manager)

Kensey E M. (secretary)

Mammoth B.A. (construction zone supervisar)

Mouse S A (legal semvice manager)

North J Z_(expert)

Peterson |.S. (project office manager)

Shine M.I. (secretary to director)
Snader H.K. (system administrator)
Tumip JV. (expert)



http://10.1.0.28/docflow

(meriean 1C Business Processes
)f Armenia

i/ (=) Document management 8 CORP. edition 2.0 / Gphanpywh Ulh Ywntbh (1C:Enterprise) = s (o) | [E] 3 [THE X

A A window appears with thel®

Tasks to me (New: 0 / Overdue: 0 / Total: 0)

. 4+ Refresh B (@ —‘; Subtasks ~ Reports 234 g More = ?
following forms “
Task Date Author g I
Created (o] ot

I  Tasks to me

I Business processes form

A UnderBusiness processes | T

form you can see several

processes. You can start | s~

Business trip and Vacation

processes here.
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Business Trip
Business Process

In order to start thbusiness trip
process, you need to click on

Business Trip

Business processes form.

The business trip process cycle
the following:

1. The business trip process starts by an

employee

2.  After completion an employee sends if

his/hersupervisor

3. After approval of the supervisor, the

process is sent tdR Department for

final approval

1) (=) | Document management 8 CORP, edition 2.0 / Snhanpjwl Ush bwnbUh (1C:Enterprise)
Start page

Tasks to me (New: 0 / Overdue: 0 / Total: 0)

1D

4 Refresh

LA
o}

Task Date

Business processes form

Business trip

Vacation

Start page

ask | Subtasks + Reports

i & E Gl
Bew | |0~ More
Author o 1
Created fed ‘;1

More =

Training

. - 5
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The businestip request fornwill open
including all thedetails, whichyou need to fill in.

If you go on ausiness trip in Armenia, you
need to checkKIn Armenia” field on the left.

Besideghe primary expenses, there &f@ther
expenses” options, which you can fill in, if
applicable by indicating purpose of the expense
Armenian and in English.

Also, the budget for the business trip expenses
needs to be added by indicating the percent of
expenses from that budget. You have an
opportunity to select several budget lines and
distribute the expenses of the business trip by
indicating the percentages

After completing all necessary fields, click on
“Start the process” button.

Business Trip
Business Process

%) (~) Document CORP, ediion 20/ uwpklh (1C:-Enterprise)
] . N
oA+ - Business Trip
* i
In Armenia: File: Business Trip Request Form
n Employee: Qphgnpyul Uh Lwnblh
Q Supervisor: Anhubibiwjwl 3wwdhly tapbnunh

Purpose of visit (in Armenian):  Shuwdnnndhls dwulwlgbint bupwnwlm]

Purpose of visit (in English): To participate in the conference

To company: AUA

To country: Ufinlaush Uhwopu Lestnabalign

To city1: Lo Uty

To country2:

To city2: \

Start date1: 10.08.2017 E| End date1:|15.08.2017
Add
# Budget

1 3R dwnuwynign bl pusdhl
Start the process

Start page | Vacation business process Business Trip

ML

ML

ML

ML

=]

:]

)

=]

:]

Visa fee (AMD):

Conference fee (AMD):

Per diem (AMD):

Transportation expenses (AMD):
Airfare fee (AMD):

Hotel expense (AMD):

Other expense1 (AMD):

Other expense2 (AMD):

& | Otherexpense3 (AMD):

e

=]

Start date2:

100000/ 8
1000,00( 8
1000,00( 8
1000,00( 8
1000,00( 8
1000,00( 8

000 &

000 8

000 &

End date2:

i 18] 2] [y

Breakfastincluded: v/
Purpose of expensed:
Purpose of expense2:

Purpose of expense3:

Total

0@l 6%

6 000,00
More  ~

Percent(%)

100,00




W Business Trip Business
Aty Process

1e) (v} Document CORP. edition 2. wkiuh (1C-Enterprise) g 33 (3] |[] [5i] M=~ x
. . . . B (s« 77 Business Trip
A If the destination city is not .
In Armenia: File: Business Trip Request Form ~ | @ Visafee (AMD): 1000,00 8
H H H Tt - Copgnnyal U tupsl - | @ Conference fee - 00,00/
included in the list, you have an e - o
Supervisor: nuheliubujwls Jwudhly fingbnnh | @ Perdiem (AMD): 1000,00 8
= A Purpose of visit (in Armenian): | @huwsnnnupl vulbuwlghin. Wy Transportation expenses (AMD): 1000,00 B
Opportun Ity to add the Clty by Purpose of visit (in English): To participate in the conference Airfare fee (AMD) 1000,00 B
- To company: AUA Hotel expense (AMD): 100000 5| Breakfastincluded: [/
fO”OWI ng the Steps presented To country: Udlbpfilagh Upuwgjuy Lushwliglan + | @ Other expense (AMD): 0,00 5| Purpose of expensel
. To city1: + | &  Other expense2 (AMD): 0,00/ 5| Purpose of expense2:
belOW' To country2: Lnu Lsbiu Other expense3 (AMD): 0,00 | Purpose of expense3:
To city2: Show all +
i i i Start date1: 10082017 £ Enddatet: 15082017 B Startdate2: End date2:
1. Click on the city field
r‘f) Lnu Wlighbu (City) (1C:Enterprise) iR NEN O X )
- - Add
2. To create a city, click on green Lnu Ubskybu (City)
“ 9 !
Plus(+) bUtton Start Save and close Save More -
Start page | |
3 ) Add Engllsh and Armer"an names Code: 000000052 Country: | Udbphlwh Uhwapw Lwhwlgusn | + | @ | | =

Description: Lnu Wlghibu

of the city and select it.

Description in english:




et Business Trip
Ay Business Process

A When the business process is started by an " —" — e
employee, the task goes to his/her supervisor. . B(,msmpfj

A Thesupervisor needs to open the Word . T
Document on the left side and hlisiness trip E——— e MM
relatedinformation will appear there. The o m—
supervisor needs to click gW\pprov” button, o
so that the business process cycle continues. o e

A If there are some problems or remarks the -
supervisor can useApprove with reservations”
or “Decline” functions.

A After the confirmation of th&usiness trip
process by HR Department, the employee

receives a notification about the confirmation.
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A After the confirmation of the
business trip process by HR
Department, the employee
receives a notification about
the confirmation.

A

An employee needs to click on
“Acquainted” button.

Business Trip
Business Process

(=]

Acquaint with the approval result: Vacation request form for Ani
Grigoryan from 12.07.2017 15.58.31

Business processes form

S
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Thank You!
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