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GENERAL PROCEDURE 

(FLOWCHART) 

Passed
?

Initial Screening START 

Application and Inquiry 

Pre-screening

Apply Application Code 

Secure Picture 

Fill-up Application Form

Log-in to Logbook

Initial Submission of 
Document 

Save 
Data To 
Databas

N

YES

Employer’s Interview and 
Trade Test (if needed) 

Completion of Documents 

Signing Offer Letter and 
Orientation 

Job Order Completion 

Draw-up Deployment Plan 

Medical 

Downpayment  
1st Compliance 

Contract 
Signing/PDOS/RIMSI 

Briefing 

VISA 

Full Payment and 2nd 
Compliance 

Final Briefing / Issue 
Official Receipt 

Departure 

Arrival Confirmation 

Check Arrival and General 
Condition of Passengers 

FRONT DESK RECRUITMENT

 

Passed
?

NO 

YES

Signing Offer Acceptance 

 
Passed

? 

OEC

Ticketing 

YES

Deployment Clearance 

Deployment Notice 

A

END 

MONITORING

A 

A
NO
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