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​1.​ ​PURPOSE​

​To establish a clear and lawful process for handling employee reduction requests initiated by​

​clients, ensuring proper coordination among departments, compliance with labor regulations, and fair​

​treatment of affected employees.​

​2.​ ​SCOPE​

​This procedure applies to all Business Units (BUs), Admin, Customer Care, and Operations​

​involved in the management, coordination, and documentation of employee reduction or transfer.​

​3.​ ​RESPONSIBILITIES​
​3.1.​​Business Unit Head​

​3.1.1 Receives official communication from the client and coordinates with Admin and​
​Customer Care.​

​3.2 Admin​
​3.2.1 Manages documentation, ensures legal compliance, and monitors timelines.​

​3.3 Customer Care​
​3.3.1 Coordinates with Operations to identify transfer sites and manage employee​
​placement.​
​3.3.2 Oversees employee status (transfer or resign), ensures proper​
​clearance, and updates employment records.​
​3.3.3 Same Rate for different site (no decreasing of salary)​
​3.3.4 Create NEA for transfer of employees​

​3.4 Operations (other business unit)​
​3.4.1 Confirms available sites and supports the reassignment process if transfer.​
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​4.​ ​PROCEDURE​
​4.1 Client Notification​

​4.1.1 The client shall send an official notice regarding the reduction of employees.​

​4.1.2 The email must be addressed to the BU Head, Customer Concierge, and Admin.​

​4.1.3 The notice must be received at least 30 days before the intended reduction date to​

​support legal compliance.​

​4.1.4 Lazada Account 7days notice before reduction date.​

​4.2 Internal Coordination​

​4.2.1 Upon receipt of the notice, the BU Head and Admin shall inform the​

​Customer Care Department.​

​4.2.2 Customer Care shall coordinate with Operations​​to check for available sites​

​or accounts where affected employees may be transferred.​

​4.3 Transfer and Reassignment​

​4.3.1 Customer Care and Operations will identify and confirm possible transfer sites.​

​4.3.2​​Customer Care shall prepare necessary documents such as Notice of Transfer or​

​Notice of Employment Action (NEA).​

​4.5 Employees who choose to resign must​

​4.5.1 Submit a formal resignation letter addressed to Customer Care and Admin.​

​4.5.2 Process clearance to ensure proper accountabilities are settled.​
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​4.5.3 Receive final pay (priority within 2 weeks process) and necessary documents​

​(Certificate of Employment).​

​4.5.4 Customer Care and Admin shall ensure that the resignation process is completed in​

​according to company policies and labor laws.​

​4.6 Documentation and Reporting​

​4.6.1 Admin must compile and keep records of:​

​4.6.1.1 Client reduction notice​

​4.6.1.2 List of affected employees​

​4.6.1.3 Transfer or resigned status reports​

​4.6.1.4 Resignation and clearance documentation​

​4.6.1.5 A summary report shall be submitted to management once​

​all actions are completed.​
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​5. ATTACHMENTS​
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