
Those  Responsible  for  the  Process
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•  The  Letter  is  Delivered  to  the  Relevant  Person.

Letter  Request  Process  to  the  Relevant  Authority

•  The  request  is  reviewed  by  the  Directorate  or  the  

College  Secretariat.

Student,  Staff,  School  Secretary,

•  If  the  Request  is  Appropriate,  the  Letter  is  Prepared  by  the  

Relevant  Unit  According  to  the  Content  of  the  Request.

Student  Affairs,  Directorate

Process  Organization  

Relationship

•  The  Prepared  Letter  is  Passed  through  the  Initials  

and  Signature  Stage  via  EBYS.

Student,  Personnel,  Student  Affairs,  Department  

Heads,  Directorate,  School  Secretary

Purpose  of  the  Process Preparation  of  official  letters  that  students  and  staff  will  

submit  to  relevant  institutions

Limits  of  the  Process

Process  No.

It  starts  with  the  demands  of  the  Students  and  Staff  and  ends  

with  the  preparation  of  the  letter.

Process  Steps •  The  Student  or  Personnel  states  the  verbal  or  

written  justification  and  requests  a  letter  to  the  

relevant  authority.

Process  Name

No

Yes

Is  it  

suitable?
Request  Denied

According  to  the  Content  of  the  Request,  the  Article  is  Written  by  the  Relevant  Unit

It  is  prepared

Request  Directorate  or  College  Secretariat

Reviewed  by

The  student  or  staff  states  the  verbal  or  written  justification  and  

requests  a  letter  to  the  relevant  authority.

START  THE  LETTER  REQUEST  PROCESS  TO  THE  RELEVANT  AUTHORITY

Prepared  Letter  Initials  and  Signature  via  EBYS

The  article  is  delivered  to  the  relevant  person

END  OF  PROCESS

It  is  passed  through  the  stage
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