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- Payroll Activities
-Purchase Requisition Form
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PAYROLL ACTIVITIES

Definition
Payroll is defined as the net amount of money paid on a monthly basis to an 
employee for his earned salaries, allowances, stipends, reimbursements and 
deductions.  As a function, it refers to the process by which employees 

receive their salary.

Payroll Operating Activities
1. Submission of Bank Account Details – one time activity
2. Payroll Processing & Payment - monthly
3. Pay slip/stub Distribution - monthly
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Submission of Bank Account Details

WHO: To be accomplished by the employee
WHEN: As soon as possible
WHERE: To Accounts Office, with the required "AISA Bank Account Form“ 

(see Annex A)
WHY: In compliance to statutory requirements of the Ministry of Human 
Resources & Emiratisation (MoHRE) which mandates that 
employees' salaries should be processed through the Wages 
Protection System (WPS) wherein salaries of employees must be paid in 
dirham currency and transferred to their UAE bank account.
HOW: Submit the accomplished "AISA Bank Account Form" to HR 
Office.

Bank requirements for opening bank account:
1. Bank Form/s for Opening Account 3. Mobile Phone Number
2. Emirates ID
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Pay Slip/Stub Distribution

WHO: Handled by Accounts Office through Synergetics

WHEN: Five days after the pay month (latest)

WHERE & HOW:
Pay slips/stubs are sent-out electronically from AISA Accounts 

email address to the employee's AISA email address.

WHY: To reflect the details of the employee's net pay during the pay 
month.  The pay slip/stub shows the normal (monthly) pay, monthly 
stipend, reimbursements and deductions of the employee (See 
Annex C).
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Payroll Processing & Payment

WHO: Managed by Accounts Office

WHEN: Monthly Payment – 1st Year Monthly Payment – 2nd Year

August to May - end of each month August to July - end of each month

June, 50% July - last working day of the year

July balance - end of August

Document Processing

August to November - 15th to 22nd day of the month

December - 5th to 7th day of the month

January to May - 15th to 22nd day of the month

June - 10th to 12th day of the month
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Payroll Processing & Payment (cont.)

WHERE: Payroll processing is done in the Accounts Office. The direct 
transfer of monies to the employees' bank account is done through 

the WPS by the Central Bank.

WHY: In compliance to employee contracts and statutory requirements.

HOW: Salary payments, additions and deductions thereto, are processed 
based on approved documents.

Normal Pay (Basic and Allowances) - Annual contract rate divided by 12
(+) Stipend - Stipend document (+) No-absence Bonus - HR report
(+) Summer Ticket - Offer rate, if option is cash-in-lieu (-) Unpaid Leave - HR report
(+) Housing Allowance - Housing allowance form (-) Electricity and water – ADDC bills
(+) Reimbursements - Purchase requisition form
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PURCHASE REQUISITION FORM

Definition
Purchase requisition form (PRF) is an internal control document which 

shows that a particular purchase of good and/or services is duly authorized.  It 
has to be signed by the Principal, the School Director and the Business 
Manager (See Annex B).

Required Attachment to the PRF for Payment Processing
1. School Directly Pay to Supplier
     a. Invoice
     b. Bank Account Details of the Supplier
2. Reimbursement through Employee Payroll
     a. Invoice, other document showing proof of charge(s)
     b. Proof of Payment Made by the Employee
     c. AISA Application Form for PD, if using Professional Development Money
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Annex A – Bank Account Form 
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Annex B – Purchase Requisition Form
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Annex C – Sample Pay Slip/Stub
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~ END OF PRESENTATION ~
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For further clarification, please contact: 

SHEILA GONZALEZ
sgonzalez@aisa.sch.ae

Accounts Office, Ground Floor, Rotunda Area

mailto:sgonzalez@aisa.sch.ae

