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ourth: After that, the establishment can authorize one of its employees to refer to the branch and sign the comprehensive agreement, noting that the
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gnature requirements are:
Bringing the seal.

Bringing a copy of the commercial registration and a copy of the social insurance certificate.

Bringing a letter of authorization authenticated by the Chamber of Commerce in the following format:
We would like to inform you that we have authorized Mr. (...), with Civil Status Card No. (.....) in the position of (...) to sign the comprehensive agreement on our
ehalf)).
emark: The position of the employee authorized to sign shall not be less than the position of a department manager, and he shall be a Saudi national, noting that if

Steps of Comprehensive Agreement >

First: Access the electronic link below, and choose the

Strategic Partnerships Institutes Support Program:

https.//www.hrdf.org.sa/Home

Second: The Second Party (Establishment) shall read
the online system, and then he clicks on the (Ok) button
at the bottom of the page.

Third: a page related to registering the establishment’s
data will appear. The data shall be filled in completely,
correctly, and in accordance with the commercial
registration.

ne of the employees whose names are mentioned in the establishment’'s commercial registration is present, it is not necessary to bring an authorization letter.
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»  Steps to Submit a Support Request
Post-Signing Stage of the Comprehensive Agreement

_qu. a1 First: Enter the Fund'’s website:
https://online.hrdf.org.sa/login.php

e Then login to the system using your username

and password.

Second: after you access the
establishment’s profile, choose
(Submit a Support Request)

Third: Insert the support request and fill in the jobs and
educational qualifications data, and the employment

e sl hs ot pestthe | et st ot plan in the automated system through the following
Aol ALYl pd, StepS:
M Gl + Choose the agreement number and the name of
T T e — ‘Mﬂ'ﬁ*”'*g"f}w'“dﬁg e e the program (Strategic Partnerships Institutes
sl pys 0 bl wll il aulbyl il iy A it es Support Program)
& s vlf] «  After you fill in the data, click on the supported
< ) T jobs data visible at the top of the page.

* A new page will appear on which you click on Add
New Jobs
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Fourth: the jobs data is recorded independently for each job
based on the job title according to the following steps:

Register general jobs data

Go to the “Training Program Data” at the top of the
page and choose the desired training program

Go to the “Job Description” at the top of the page

and then fill in its data.

e Then click on “Add a Job” icon at the bottom of the

page.
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« If there are other jobs, they can be inserted
by choosing “Add a New Job” at the top of
the page

« After completing registration of jobs, select
“Send to the Box"" at the bottom of the page.

« After that, a message will appear stating that
the required documents shall be sent to the
email shown in the message to complete
examining the request.

aa |— = : « You will observe that request is in the
' “Review” status.
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Fifth: If the Fund approves the request and there are no
.
comments, the request status will be changed to (A Contract),

and then the employees will be linked in the system to the jobs
that were previously inserted through the following steps:
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— * Loginto the establishment’'s account and choose “Direct Link

for the Job Seeker” located on the right of the page.

*+ Choose "View Agreements” to view the agreements which are in the
status of “An Establishment’s Contract”.

+ Choose the agreement for which there will be a link.

+ Select the job based on the jobs entered for the previously selected
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' 4 agreement.
scu! b dald « Add the ID number, then click on the left side, and the name of the
e o T Mo employee whose data was prev!ously registered will appear to you.
- T s 2 - + Afterthat, enter the date on which the employee begins his work.
s i e A vy s it « The “"Apply” button will gppear to confirm the linking process.
_ ‘ oot + Afterthat, a message will appear.
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* You can follow the status of the request and the status of
linking employees by clicking on (Agreement Summary) or (List
of All Employees) at the right of the screen in the
establishment’s online account.

« |f employees, whose number is fewer than the required number sent by the
establishment, are linked to request support, a “Sufficient Required
Number” letter shall be sent so that we can change the request status to
(Valid).

pcall oLdlesl Al

« After that, an (Approval) will be issued by the Human Resources Development Fund for

S IR O the submitted support request, and the status of the request will change to (Valid).
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« After the request status changes to (Valid), the financial claims shall be uploaded on a
monthly basis.
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Remark: Internet Explorer shall be running in Microsoft Edge
browser as shown below:
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Thank You




