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ImportantNotice
This notice must accompany every copy of this document

This document, ("Document”) is the exclusive property of the Ministry of Municipal Rural Affairs & Housing
("MoMRA").

This Document should be read in its entirety including the terms of this Important Notice. The
government entities may disclose this Document or extracts of this Document to their respective
consultantsand/or contractors, provided that such disclosure includes this Important Notice.

Any use or reliance on this Document, or extracts thereof, by any party, including government entities
and their respective consultants and/or contractors is at that third party's sole risk and responsibility.
MoMRA, to the maximum extent permitted by law, disclaim allliability (including for losses or damages of
whatsoever nature claimed on whatsoever basis including negligence or otherwise) to any third party
howsoever arising with respect to or in connection with the use of this Document including any liability
causedby negligentacts or omissions.

This Documentand its contentsare valid only for the conditions reported in it and as of the date of this

Document.
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1.0 Purpose Al 1.0

This procedure describes and defines the numbering
system to be applied to all documents prepared,
issued and received by the MOMRA Entity. Standard
numbering enables documents to be characterized
by their key elements and therefore ensures their
control, management,and easy retrieval.

Document numbering will be managed through the
Enterprise Content Management System (ECMS)
which will use predefined number structures and
attributes to ensure documents are numbered in a
consistent manner and managed effectively.

aahh sle aduhi calgll prdyill plhi i eig cljadl lam ang
agall 4o &)alnll gl 63jlgll clgu Laalac] gy guill giligll
pyillacluyg.gluuyllg &igjdlig &yalill ygduinll §)ligl aclill
i 409 Sl Laypolic quun giligl jual ple guuliall

guungoll sginoll §jla] plhi pe Giligll 18y &)la] pipw
6anoll &rangll dlilullg &odpll JSlgll oadimun sallg

Lgelayiwl lgaug giligl 8)lalg hum gl aylill

Jleag guliio gni jile giligll piéyi glorl la o

2.0 Scope

The MOMRA Entity will use the codes listed in the
below table to specify the discipline the document is
related to. This procedure applies to all documents
managed by all MOMRA Entities i.e. Amanat,
Baladiyat, Wakala or their respective PMC / PMO
across the Kingdom of Saudi Arabia. Any deviations
to this procedure require written approval by the
MOMRA-GDMP Document Department Manager.

agpallg aalull ygduinll &jljig! aclill dgall padimi caguw
gall pAaillaganilolial Jgaall (16 dapoll jgopl ginyllg
Jill §iligl aal il chadl ha guhiyg .adigll adl soiii
Jauyllg &1g5allg & lill ygduinll 6)ljg) aalill Algall Lapai
gyliisoll &yla] il gl cid og cultagllg calyalyllg caliloill s
gl clhii Jla n6 .aagewll apyell a4looll gia Lgl anlill
Jo dulis adalgo le Jgnall gy ailacpadllam pale py &
Joduiull 8jljgs & Ll gyjhiroll dolell jlaylly §iligh 8)la] pao

§Lhill 2.0

JBunyllg &gpallg ayabll

3.0 Definitions

Attribute - Information attributed to a document to
aid its retrieval from a repository — sometimes also
referred to as metadata

Contractor - Refers to the Main Contractor, also
known as the Prime Contractor.

Correspondence - Communication between parties,
these include, letters, faxes, emails, memorandums,
administrative resolutions, board administrative
resolutions and manual transmittals.

Document - A piece of written, printed, or electronic
matter, which is required to be controlled for the
purposes of the organization and provides

6 acluioll ddyiglicani cilogleo ua - drangll cililul
Jaatll ey s Ll i -giligll gagiuo go Lgelayiul

oa@ Joiiiig Juarhl Ju élaliiollciliikoll i - Guluwilyall
Jigfisyl Al Jiluyg cilwAlallg csblhall ciliall

gladl yulao cillpag ayladl ciljlyallg adalall ciljSaallg

salall gl cgihall gf cigifiall aiimall g - &éyigll
awungoll alhal aoaallghang lghin ciglinoll ayigyidyyll

ilaycill 3.0

kil ciléyeo)

Juidl Jglaoll gl cayycill lAm iy - Jgléoll

aigadiallaglg
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information or evidence during work execution.

Document Type Code - The key classifying element
for documents.

Enterprise Content Management System(ECMS) -
An information management and collaboration
platform for managing and controlling Project
documents and records.

EDMD - Entity Document Management Department.
The EDMD stands for MOMRA Entity Document
Management Department, it stands for both GDMP &
Amanat alike. The GDMP DMD to maintain liaison with
the Amanat DMD, ensure the implementation of
stipulated GDMP Procedure and Processes, up
keeping of operating structure, conduct of audit and
spot checks at Amanat, assess the compliance
thereof, generate reports
dispensation of department's functional tools, and
conduct trainings and so forth. The Amanat DMD will
do the samefor their respective projects PDMDs and
archive the delivered projects

revealing overal

further
handover/turnover documentation.

Entity - A Saudi Government organization which is
responsible for the delivery of government funded
infrastructure construction projects.

Moreover, particular to this procedure Entity also
stands for MOMRA HQ and its respective Amanat,
Wakalat & Baladiyat.

GDMP - General Directorate of Municipal Projects.
EPMO - Entity Project Management Organizations [In

this document ‘Entity’ i.e. MOMRA-GDMP, Amanat,
Baladiyat, Wakala or theirrespective PMC/PMOQ].

Siligh cayinil uubwill jricll gon - &auigll £gi jo)

¢ilidill aal ga - (ECMS) guwwgoll sginoll §)lal plhi
hing 6jlad aulelai aniog cilogleoll §)la) Jio doaAimoll
glitollcilaing gilig

&bl ygguirll )ljgl acylill agally giligll 8)la] 1 - EDMD
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aolcllgylall acylill giligh &)l ileg .dgwan gile Cililoillg
acilill giligll éylal go Jlaigl gile Blaall &alyl gyjlitoll
gl aolell jlagl lloeg cilelya) Asaii Jlorl cililoill
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Jill agall puiii eyl 1@ wlaai aoaalg clla gile 6gile
Jaunllg dgpallg aaldl ggduirll dligl guwipll jaoll
Ll anlill cilya Lillg culkgllg cililoillg

anlll gyjlitall dolell 612l -GDMP
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EPMC - Project Management Company engaged by
MOMRA Entity.

MOMRA - Ministry of Municipal Rural Affairs &
Housing.

Originator - Author of the document or record.
PMT - Project Management Team; is the team
deployed by the MOMRA Entity to manage the

Project.

SDN - Standard Document Number — the approved
numbering system used by the organization

anlill yoguill ojlig! amlill gyjliiioll )la] aSpis - EPMC
Jtuwllg dugydllg

JBuwyllg dugpallg &ualull ygguinll 6)ljg - MOMRA

dgall Jué jo gicdll Gipall 9o ggpitall oylal 16 - PMT

LSopite |l )layl Jhuuyllg digpallg ayabll ygduinll &)ljg! aclill

gall anichll pyayill plhi g - quuliall adayigll pay - SDN
.agall gl aungoll apaaimi

4.0 References

¢ MMR-CAE-IDO-RG-000001 - MOMRA Entity
Standard Document Numbering Register.

¢ MMR-CAE-IDO-PR-000002 - Project Standard
Document Numbering Procedure.

¢ MMR-CAE-EQO-PR-000002 - Project Stage
GateProcedure.

¢ MMR-CAE-IRR-PR-000001 - MOMRA Entity
Records Retention Procedure.

¢ MMR-CAE-IDO-PR-000010 - MOMRA Entity
Hard Copy Filing Procedure.

£alpoll 4.0
giligl p1éyi Jaw - MMR-CAE-IDO-RG-000001 e
aigially @il g9gull eylo! ailill dgall yuuulyal

JBullg

giligl oudyi elja] - MMR-CAE-IDO-PR-000002
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Jalpoll &ilgy cljal - MMR-CAE-EQO-PR-000002 o
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Blaingdl cjal - MMR-CAE-IRR-PR-000001 o
&yl gyjlioll dolell jlagl acylill agall ciulaw,
awlll haa eja] - MMR-CAE-IDO-PR-000010 o
aigrallg &yl goguil oiig) acilill agall auajgl

Jbuylg
5.0 Responsibilities dllgguell 5.0
5.1 Originator of Document adrigll guiio 5.1

e Select the correct template when creating a
new document

¢ Request a document number from the Entity
Document Management Department (EDMD)

6320 dajig cbiiilaic g1an| Iejg.o_iJIJL'i:'l,!ngIg_m .
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5.2 MoMRA Entity Document Management
Department (EDMD)

e Ensure that the requirements of this
procedureare properly implemented

¢ Aid and advice to the MOMRA Entity, Project
Management Teams (PMT) and the
Contractors with regards to document
numbering

e Provide regular training for MOMRA Entity,

PMT and Contractors

e Provide document numbers to MOMRA Entity
personnel

o Verify that correct revision sequencing is
used

e Ensure that the correct document statuses
arereflected inthe ECMS

&bl ggguirll 6jljg) acylill gally Giligll 6)lal 5.2
JBullg dagyilig

Jioill gaill gile cadllaa ailblhio Ajaii Jlors
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6.0 Process

6.1 Enterprise Content Management System
(ECMS)

The Enterprise Content Management System (ECMS)
will be used by the MOMRA EDMD to capture,
manage, store, preserve, and deliver content and
documents to facilitate successful Program delivery.
The ECMS covers the management of information
within the entire scope of a Program, whether that
informationis in the form of a paper document, an
electronicfile, or evenan email.

6.1.1 ECMSFUNCTIONALITY

The ECMS that is to be selected for the Project shall
have the following functionality at a minimum:

e AutoNumbering

e VersionControl

e Ability to capture Metadata

e Advanced Search Features

o  Workflow Capabilities

dleljadl /allocll 6.0

(ECMS) yuuwgoll sginoll jla] plti6.1

agudlly Lyl Jggull dfig) il giligl djal e gre
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e UserAccess Control Settings
e Security Level Control Options
e Electronic Review Markup

e Reporting Features

6.12 ECMSMandatoryFields

The ECMS that is to be selected for the Project shall
have the following fields configured at a minimum:

Joadiwoll Jgashia dlalac| e
guolllggimellhpadlia e
iloiley ayigyiSlyll acaljall juai
Julaill elini] pilna e

Jginall 8jlal plhis drolilyl Glabwoll/cidlanll 6.1.2

giun gall uungoll sginoll ¢jla] plhai 16 pagii I
:gtinl 105 Lgiiygi gy uill ayllill Jganll cgpiroll ojlyial

Jquugoll

guuwgoll sginoll §)la] pLhi dirgi plhadiunllcang Jlaoll oul
ECMS Configuration Description of Use Field Name

Giholl giligll pyéfi ol alllniy a6 pdp adrig o juoil
For tagging a document with the unique number Julali pél dunidabno adgigll pg

required by the applicable document numbering
convention

Auto number text field

Document Number

aolipll apalail cuwn) aawill neayo pap dayig g juoil

Lgisani yal (guhill aialg anidalo dawill/ aealpoll
For tagging a document with a revision reference Text field Revision
(applicable programconvention) whenit is updated
.onygl Nal mmglungonungmﬂ i Lo Jlaicll
For tagging a document with the applicable title i i
oL . . Text field Title
descriptionassociatedwiththe document
dilogu gl ddyig gl alwlpo s1) Lgiia cuna ddyigll juoil
[(&1oganllagally anla Jayall jliall alawio doilé aiall
For tagging a document with the appropriate Type | Singleselect dropdownlist Type
(E.g. Entity Correspondence/Document / Drawing)
ddyigllghil dun 1 ddyigll juoil syl Al &lauio doils Janl

For tagging a document with the appropriate
Document Development status

Single select dropdown list

Reasonforlssue

lgilin 6)9a gsi guill Lgilla oy g1eqyo pdy dagigll juoil

. . . gapall jliadl alawie anilé aajigll alla
For tagging a document with the appropriate status ; .
i . Single select dropdownlist Document Status
reference thatis relevant tothe documentlifecycle
Aty 4o (1)1nidlllel spasll 8l cuun &asgl juall
.adgigll
Jarall il dlawio doila 1 auwnugoll joy

For tagging document with an appropriate
originating company for element one (1) of the
document number

Single select dropdown list

OrganizationCode 1
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ECMS Configuration Description of Use Field Name
28 4o (1) niclllgl 6pnall aSpill cuun adjigll juall
.aaiigll
for taaaing C with o | YLl lawio dails 2 auungoll jo
or taggin ocument with an appropriate K
o 99 9 pprop Single select dropdownlist Organization Code 2
originating company for element two (2) of the
document number
.uomﬂgomt mumcumonugi)-uo-d oyl LAl alawio oils sl
For tagging a document with an appropriate i . D
Single select dropdownlist Discipline

department or discipline classification
.gmj_c'dl(pmu* ill gl )laul cagini cuun aéyigll juoil Jayalljliall dlawio doilé

For tagging a document with an appropriate | Singleselectdropdownlist éu;p;_sc_ line
ub-Discipli
department or Sub-discipline classification P
1gii6 cuun [gayinig aasigl ol | yajalljLiallalio Gails sadgll £g
: Qall
For tagging a document to classify it with an | Singleselectdropdownlist HT Y
. Document Type
appropriate document type
Laalhe] Ayjliy daygigll juoi
_ AAmabefaulh addel jucll ayylill o aawill/acalioll Ayl
For tagging documentwith anappropriate creation i .
Datefield RevisionDate

dateused ondocument

4ilial] 611n] o il A7)
adyigll giligll &ylal palil Ayl Sibigllolal pliul 3y

) ] ayjlill aalio Date Received by
The date when the document is received by ]
Datefield Document
Document Management
Management
.Joaaoll jlaidl Ayjliy dayigll juoi a0l jlaidl Ayl
Joanell jlaidl ay)liy d41igll juoil suylill aal Joanoll jlaidl 4y

For tagging document with an appropriate Scheduled Completion
991ng pProp Date field P

scheduled completiondate Date

<l JLoisl Ayjlis dayigll juoil

) i ] ) aylill @alio il Jloisl Ayl
For tagging document with an appropriate action i .
Datefield Date ActionComplete
complete date
gopholl péy Tigl ool payll Jiolal adjigll jyel
Clegpio ojani Al o )
. . ) i anjdaluo 2 gieqyo pd)
For tagging a document with details of alternate i
. Text field Alternate Reference No
reference document number e.g. Project Number
allocated by Mashroat
peal cllag aulnill aafighh ahdijell areyoll giligh alay
Llayinllg dadlaloe ainiaalo dreqyoll giligll
For entering Reference documents relevant to the Text field Reference Documents
document to assistinsearching and retrieval
. 10
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peal cllag dylnill adgiglh dhgjoll eyl giligh ljayl
awill (na puéifphy loaie i) glayinullg éiagll dloe
[cilealyollg dniéaluio dlAnilo
For entering comments relevant to the document Text field Comments
to assist in searching and retrieval (e.g. changes
betweenrevisions)
Gilawllhan Jgaa 16 &ayigll juall
Fortagging the document to the Record Retention

Jaralljhiall alawio doilé ulawllhan jo
Single select dropdownlist | Record RetentionCode

Schedule
. . le & I :Ll I N
. 80 8o BT SHOTMAT | ool laul laio anils aadigllalgo
For tagging the document to identify Document .
Single select dropdown list Document Author

Author

Liiol lgasinig aayigll juoil | 6aacio/@apaalawio pilga
For tagging the document for Security | Single/Multiple select drop-
Classification downlists
1g3]lo il & cillg 8 gl ol
For tagging the document to identify the Owner of
the Document

Security Classification

Jaralljhiadl alawio doilé alacyl aga
Single select dropdown list Created By

6.2 MOMRA Entity Standard Document | §jljglacilill agalli plall Jguubigll giligll p6) 6.2
Number JBulg digpdllg aualull jgguinll
Allthe MOMRA Entity Documentation (exceptionsare | anlll jgduilll 6jligl acylill agall §ilig croa il Il way

detailed in Section 6.3, 6.4 and 6.6) will follow the | 649 63 awall gaslitiwoll giligh he) Jhuullg aigyéllg
numbering scheme as noted below: oLial glioll puayill ol (6.69

dgall) duuugoll 1 joyll

. duungoll 2 joyll
Jggidll §yljgl acylill e o s o . ....
(Gaulg ugillg Ealll (adyigll guirio) aniill jo) adyigll £gi joj Julwill o)
S o = Organization Code 2 Discipline Code Document Type Code Sequence Number
Organization Code 1 o
. (Originator)
(MOMRA Entity)
1 picll 2 jnicll 3 jnicll 4 jnicll 5 jnicll
Element1 Element2 Element3 Element4 Element5
alila 3 alila 3 alila 3 Jliila alila e
3 Characters 3 Characters 3 Characters 2 Characters 6 Characters
Document created by the MOMRA Entity: MMR-CAE- | dgpallg &all jgguidl éjligl acilill agall Lg_'ia_ci L;1.|JI aayigll
EQA-PR-000001 MMR-CAE-EQA-PR-000001 . jK1udlg
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6.2.1 ORGANIZATION CODE 1 (MOMRAENTITY)

Joguidll 8jljg acilill agall) duuugoll 1 joyl 6.2.1
(gBauyig dagyélig dyalsll

dgall) dunngoll1 joyl
aaldl ggguinll )ljg) cilill
(JBuwdlg dig)éillg
Organization Code 1

guitio) &uungall 2 joyl
(gl
Organization Code 2
(Originator)

(MOMRA Entity)

& ...“ j.Dj

Discipline Code

Julusil pgy

Sequence Number

ddyigll cgi jo)
Document Type Code

3 Characters

3 Characters

1 jnicll 2 mnicll 3 jnicll 4 nicll 5 jnicll
Element 1 Element2 Element3 Element4 Element5
alila 3 alila 3 alila 3 Jliila alila 6

3 Characters

2 Characters 6 Characters

The first element of the number is a three (3)
character field that will consist of alpha charactersto
define the Organization (Entity i.e. MOMRA-GDMP,
Amanat or their respective PMC /PMQ) governing the
document.

Mashroat will be responsible for managing the
Government Organizations,  Entity Project
Management Organizations (EPMO) and Private
Organizations Codes. If the MOMRA Entity requires
additional Government, EPMO or Private Organization
Codes, they shall request them from the Mashroat
Document Management Department

(dmd@npmo.gov.sa).

Example:
Document created by the MOMRA Entity: MMR-000-
EQA-PR-000001

MMR represents "MOMRA"

Refer to the MOMRA Entity Document Numbering
Register, MMR-CAE-IDO-RG-000001 for the list of
current Organization Codes and to Attachment 1 —
Entity Document Numbering Codes Examples.

anayl wagpa Jo callii cilila (3) duli pry pall Joill pricll
aolell §jladl J') adrigll huAai il agall (ale aldall
cileguitnll 8jla] a5ping ciibiog cililoillg ayalyl gyjbitoll

(B lg &1g)allg &yalill ygguidll 6)lig! il

9llalg dioginll dilgall jgoj 8)lal dilegpiio (algii cagiug
cagu iillg anlall abpillg ol dlgall aoylill gyjlivoll
Joduidl 8yljg! acylill agall culhlalg .6ac dilga (16 oAt
quiln| &ogia dilga jgo) Joujoll Juwllg dugyallg ayalll
anla cilga gl auog4all agall aalill oyl 6jla] citio gl
aoilill giligll &jlal yo jgoll o calh Giligll §jla] (nle caqy

.([dmd@npmo.gov.sa)ilegpiiol

:Jlio
aalll goguull ojlig) delill agall Lginel ill addgll
MMR-000-EQA-PR-000001: jt1ullg digéllg

JBuillg dugpallg &alull ygguirll 6ylig yull MMR joull iy

anlul ggduivll §)ljgl dculill agally §iligh pudyi Jauw gal)
Jliiy (MMR-CAE-ID0-RG-000001) aé) Jauullg aigyéllg
aliol - 1 gajoll clla4dg adlall agall gl dunngoll jgo) aoils

.agally §iligll p16)i jgoy le
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6.22 Organization Code 2 (Originator)

(@éxiglgyuitio) dunngoll 2 joyll 6.2.2

dgall) duungell1 joll
dgguicll 8jg! deiill
(UBwdlg dig)éillg &uall
Organization Code 1
(MOMRA Entity)

guitio) Guungoll 2 jo i
(ayigl
Organization Code 2

(Originator)

& ..." j.Dj

Discipline Code

Juuluill py

Sequence Number

ddggll £gi jo)
Document Type Code

3 Characters 3 Characters

1 jnicll 2 mnicll 3 pnicll 4 nicll 5 jnicll
Element1 Element2 Element3 Element4 Element5
alila3 alila 3 alila3 Jliila alilha 6

3 Characters

2 Characters 6 Characters

The second element of the number is a three (3)
character field that will consist of alpha or numeric
characters to define the Organization (Originator) that
created the document or the document number. The
EDMD will be responsible for managing Organization
Codes specific to their MOMRA Entity.

If a MOMRA Entity (e.9. MOMRA-GDMP) sends their
document to another MOMRA Entity (e.g. A01)
without a document number, the receiving MOMRA
Entity (AO1) will use their organization code for
Element 2 of the document number to avoid the
document number being duplicated inthe originating
MOMRA Entity ECMS e.g. MMR-AO01-EQA-PR-
000001. This document number should be adopted
by the originating MOMRA Entity (MOMRA-GDMP) to
ensure that both entities are using the same
document number.

Mashroat will be responsible for managing the
Government Organizations, EPMO, and Private
Organizations Codes. If the MOMRA Entity requires
additional Government, EPMO or Private Organization
Codes, they shall request them from the Mashroat
Department

Document Management

(dmd@npmo.gov.sa).

Examples:
Document created by the MOMRA Entity: MMR-000-
EQA-PR-000001

&l cagpa go calliicilila (3) i oy papll pilill pricll
adyigll ygino cilibvil prill (aididll) agall sile aluall plajig
anlall jgopll 8)la] agally giligh &)la] yulgii caguug .Lgnd g

JBhuwllg aigpéallg aalbill ggduinll 6)ljigl deylill dgally

aigpallg ayalul ygduirll 6jljg! acylill agall Jlwyl Jla pé
Jgeduirll 8jligy ayalull gyjluiiell aolell gjlagll i) JKwylg
agall Jio) yyal aga lllgailig (Kullg ayg)éllg ayalil
(AOT) dolimoll dgall gla . giligll clliy yala pd) jga (AO1
Leio cllag aayigll payl 2 pnicllg alall Lajo) paAimi caguw
dgally yquuw§oll sginoll §jla] plhi a0 adyigll pdy lAil
MMR-) Jio gullg &igyéllg &ualil ygguill 8jligl acylill
Jo aafigll oam o) guhi netilg .(A01-EQA-PR-000001
alig! aculill &alill gyjlitell dolell djlagll) deylill agall Jsé
JHigall L pladil Jloal (Bunyllg dugpallg ayalill ggguinll

-agigll paypeill pdpll guai

litiog &10ganll dilgall jgoy §)la] dilegpiio nlgii cagiug
lalg .anlall cipillg aowyll cilgall aeylill gyjliirall éyla)
Jauwyllg aigjallg ayalll ggguinll 8)ligl aculill agall culh
guliiinll &)1l ciitio gi &6l a10g4a cilga jgoy Jo 2yjall
&iligll 8)la] le ciqy anla cilga gl drogAall dgall drylill
dlegpitol aolill giligh glal jo jgopl oia alh

.([dmd@npmo.gov.sa)

-aliol

@Al gogull ojlig! anylill agall Lgiacl (uill aagigll
MMR-000-EQA-PR-000001: jt.ullg dig)éllg
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Document created by the EPMO: MMR-XY Z-EQA-PR-
000001

Document created by the first organization engaged
by the MOMRA Entity: MMR-001-EQA-PR-000001

Document number created by another MOMRA
Entity: MMR- A0O1-EQA-PR-000001

000 represents that the document is created by the
MOMRA Entity, in this example, the document is
created by the "MOMRA-GDMP".

XYZ represents that the document is created by the
EPMO engaged by the MOMRA Entity.

001 represents that the document is created by the
first Organization engaged by the MOMRA Entity.
AO01 represents that the document number is created
by another MOMRA Entity.

Refer to the MOMRA Entity Document Numbering
Register, MMR-CAE-IDO-RG-000001 for the list of
current Organization Codes and to Attachment 1 —
Entity Document Numbering Codes Examples.

6.2.3 DISCIPLINE CODE

MMR- :agall ailill oijliisoll 8jla] cifo Lmacl pill aayigll
XYZ-EQA-PR-000001

aclill agall go dasleioll yulgill agall Lgiach il aayigll
MMR-001-EQA- : ullg aigyéllg aalll jgguidll &yligl
PR-000001

anlll ggduill 8)ljgl anili yyal dga Lgiacl pill adyigll pa)
MMR-A01-EQA-PR-000001 :j1ullg digjallg

agall Lgia el guill agyigll gl Jlioll lam (1a puiri 000 ¢ya
oladl nang JBullg dugpallg dualul ggduirll &jljg) aclill
Al gjbiell dolell

jlal wido lmdel aa aajigll gl gul XYZ cqpaill puirig
anlill goguull ojlig! acilill agall co adlcioll gyjliiroll
Jtuwllg &igyéllg

Jugill agall Lgidel aa aayigll gl gl 001 plajill juig
aigyéllg aialll ggduinll &jligl amlill agall co 8adlcinll
JBullg

doiligpal aga airelas sadigll ag) gl gl AOT joopll puisig
JBuwyllg &igpallg dyalul jgguinll g)ljgl

anlul ggduirll §jlig! aculill dgally §iligl e18yi Jaw gal)
Jliiy (MMR-CAE-ID0-RG-000001) aé) Jauullg aigyéllg
aliol - 1 gaypoll clla4g agllall agall gl dwngoll jgoj anila

.agally §ilighl p16)i jgoj ile

JQnaiilljo) 6.2.3

agall) &uungall 1 joyl

3 Characters

3 Characters

3 Characters

. Guuugoll 2 joyll
Joduidll §ljgl aclill - - A B - A
(JBwlg dugpillg &Lyl (@81l guisio) Jandill jo) ddggll £gi jo) Juulwill péy
T s Organization Code 2 Discipline Code Document Type Code Sequence Number
Organization Code 1 .
. (Originator)
(MOMRA Entity)
1 paicll 2 jnicll 3 jnicll 4 pnicll 5 jnicll
Element 1 Element 2 Element3 Element4 Element5
alila 3 alila 3 alila 3 Jliila alila 6

2 Characters

6 Characters

Thethird elementis a three (3) characterfield used to
identify the discipline and sub-discipline respectively.
The first character will represent the business unit.
The second character will represent the discipline.
The third character will represent the sub-discipline.

alila (3) éuli Jo calgoall Jlaoll gl gall ga cllill pnicll
Jile agjall phaillg plnill pAaill ale ceill paiinyg
ailill ailallg .Jocll 6aag (gl ailall Jicig . julgill
caguig (cjall gahaill Jiod Lgila aillill ailall Lol . aAaill
culh Jla (giag .gahaill jgoy 21gjig éjlal cilegpiio algii
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Thediscipline codes will be provided and managed by
Mashroat; if the MOMRA Entity requires additional
Discipline Codes, they shall request them from the
Mashroat Document Management Department
(dmd@npmo.gov.sa).

Example:

Document created by the MOMRA Entity: MMR-000-
EQA-PR-000001

EQA breaks down into, E represents "Professional
Excellence”, Qrepresents“Quality” and A represents,
"Quiality Assurance”.

Refer to the MOMRA Entity Document Numbering
Register for the current list of Discipline Codes.

6.2.4 DOCUMENTTYPE CODE

Jojoll ghuullg dugpallg aalill ygduirll 6)ljigl acylill agall
aolill giligll 8)lal yo jgopll oam culh cuqy . ahill jgo)
dmd@npmo.gov.sa).)dilegpiiol

Jlio

aalll jogull ojlig! anlill agall lgiacl (ill aasgll
MMR-000-EQA-PR-000001 :jKuullg digyallg
"guigoll jroill" ] juing E- jall: ol Lloo EQA jopll calliy
Jon" gl puing A wjallg "6agall” gl puing Q wyallg
"3agall

anlll goduirll &)ljg! amlill agally Giligh prdyi Jaw gal)
jgop adlall aoilall le cuhdl gyl &igjallg
lnAaill

adyigll cgijo) 6.2.4

agall) & coll1 ol
gal) wwgallTiotl 1 o gon2 jop
Jgguidll §yljgl aclill v . s o . I
(Yl Ggyallg Ll (ddgigll yuitio) aniill jo) ddyigll cgi jo) Julwill o &)
ST s Organization Code 2 Discipline Code Document Type Code Sequence Number
Organization Code 1 .
. (Originator)
(MOMRA Entity)
1 icll 2 jnicll 3 jnicll 4 nicll 5 pnicll
Element 1 Element 2 Element3 Element4 Element5
alila 3 alila 3 alila 3 Jliila alila 6
3 Characters 3 Characters 3 Characters 2 Characters 6 Characters

The fourth element is a two (2) character field that
consists of either numeric or alpha characters which
will define the Document Type. The Document Type
Codes will be provided and managed by the
Mashroat; if the MOMRA Entity requires additional
Document Type codes, they shall request them from
the Mashroat Document Management Department
(dmd@npmo.gov.sa).

Example:

Document created by the MOMRA Entity: MMR-000-
EQA-PR-000001

PR represents “Procedure”.

(2) guiiil giila go calgall Jlaoll gl gjall ga gilll pricll
adfigll £gi 33ai guill g anauigl apndy jgoy o Lol calliyg
lhlg .aa4igll cgi jgo) 219jig §)lal dilegpiio (algii cagng
Jauullg &igpallg aualull ygduirll 8ligl amlill agall culh
Giligh 6)1a] 3o Lgulhy pa &ill cany .adyigll egi jgoy Jo ajell

([dmd@npmo.gov.sa)dilegpitol aoylill

:Jlio

agpillg anlll jgguill ojigl acilill agalllgidel prill aasigl
MMR-000-EQA-PR-000001 :ji.1u4llg

“elpayl" g puivi PR Cya
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Refer to the Entity Document Numbering Register for
the current list of Document Type Codes.

6.2.5 SEQUENCENUMBER

allall agilall gle gdlhall agally giligh pséyi Jaw gal)
.aayigll cgi jgol!

Juwlwill pé) 6.2.5

agall) auungoll 1 jogll | gyuitio) Guuugoll 2 joyl
(a40g5all (adyigll bl joj adyigll coi jo Julwill pd
Organization Code 1 Organization Code 2 Discipline Code Document Type Code Sequence Number
(Entity) (Originator)

1 micll 2 jnicll 3 jnicll 4 nicll 5 jnicll
Element1 Element2 Element3 Element4 Element5
alila 3 alila 3 alila 3 Jliila alila 6
3 Characters 3 Characters 3 Characters 2 Characters 6 Characters

The fifth element is a system generated six (6) digit
numeric sequence string which is driven by the
combination of the preceding elements of the SDN.
The sequence number will be allocated, controlled
and managed by the EDMD throughthe ECMS.
Example:

Document created by the MOMRA Entity: MMR-000-
EQA-PR-000001

6.3 Translated Document Number

Documents may be required to be translated from
either English to Arabic or Arabic to English. These
translated documents will use the same document
number as the original document butwill have one (1)
extra element added to the end of the number to
classify thatitis translated into a particular language.

The following codes shall be used to identify the
translated language:

AR - will be used to represents that the document is
translated from Englishto the Arabic language

EN - will be used to represents that the document is
translated from Arabic to the Englishlanguage

alwlwio playl (6) &iw jo calliy plhi ga guolall pniell
Jrigoill adligll pd) Jo dalito ynlicl qijo Jo Giiig
plajll 8jlalg ypnaig jlan| dgally giligh §)la] (lgiing

Juundoll sginoll gjlal pli pie cllag ahulioll

Jlio
anlll gedull gl anlill agall lgiach yull aagl
MMR-000-EQA-PR-000001 :jKuuyllg dugyéllg

:doajioll a61igll o6 6.3

dooyill ol dupll ] &y jalaiyl o Siligll doayi il vy 28
anqyinll giligll oam padiwi caging .ajuaill auyell jo
g0 )l (1)aalg pniclgyl] wlag g4l aulnill aagigll ad) guai

aiyeo a8l gl anayio dayig Leil (le allall payll a)lgi

Clellly cayeill Lgohaaiml cuy ill jooll (il Losag

:doayioll

il &julaigdl go anayio aayigll gl yul AR jopll puinu
Aol

Jul appell 3o anaygio aayigh gi yul EN  jopll puiyu
agjlaiyl
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Standard Document Number

Jraigaill adyigll pd) |

14 aolli
Sallioy 1 ugall2 jo
d)ljg) dcylill agall) (éigig guitio) adisigl £oi j
. A aatigll giuiio P aaugll £gi joj I i
&Ll ggguidl o Jndill joy Julwill g aelll joj
Organization L Document Type
(Uunlg dig)dllg Discipline Code Sequence Number |11y [e[1ETe SR [
e Code 2 Code
Organization Code 1 .
. (Originator)
(MOMRA Entity)
1 jnicll 2 mnicll 3 jnicll 4 nicll 5 jnicll 6 jnicll
Element1 Element2 Element3 Element4 Element5 Element6
alila 3 alila 3 alila 3 gliila alila 6 gliila
3 Characters 3 Characters 3 Characters 2 Characters 6 Characters 2 Characters
Example: :Jlio

Document created by the MOMRA Entity: MMR-000-
EQA-PR-000001-AR
Document created by the MOMRA Entity: MMR-000-
EQA-PR-000001-EN

Note: All documents shall have their document titles
entered into the ECMS as the language contained
within the document e.g. Documents that are written
in Arabic shall have the document title entered inthe
ECMS in the Arabic language; this will allow users to
searchforthe document by the Arabic title

6.4 MOMRA Entity Correspondence Number

Correspondence includes Letters, Emails, Faxes,
Memorandums, Administrative Resolutions, Board
Resolutions, and Manual Transmittals which will follow
the MOMRA Entity correspondence numbering

aalll goguiull ojligl deilill agall Lgidel yuill aadigl
MMR-000-EQA-PR-000001-AR:jKuullg aigallg
agpillg anlll gguill ojigl acilill agalllgiaci puill addigl
MMR-000-EQA-PR-000001-EN : g

glal pli o ajaj Ylgic adrig Jal Jggduw :aGlhailo
Jiill giligll gl 1) aayigl gai ael cown guunngoll sginoll
gginall sjla] plhi gia Lgilgic alal pinu dupelly cidi
Call o guoadiwoll cllda cliyg caguug 'aypelly unugoll

Aupelly glgicll ailis gal giligh g

asalull Jgguirll 6)ljg) aculill gall dLwlyo péy 6.4

JBullg dagpsilig

gughaddl apll Jilwyg ablhall ddwlell Joiii
gubociljlag ayladicillallg adalalicilj4anllg cilwAlallg
Jucululoll piayi pliai i gillg aigadl cullayllg &jlayll
qaill (nle Jhunlg digpillg aa Ll Jgguinll 6)ljg! deylill agall

3 Characters

3 Characters

schemeas noted below: :olial ajlgll
(Juwpall) dunugall1 joyl (aliwall) &uuugall2 joyl ) ) o
. L dlwlyell £gi joy Juluill od)
Organization Code 1 Organization Code 2
: Correspondence Type Code Sequence Number

(Sender) (Receiver)

1 jnicll 2 mnicll 3 nicll 4 nicll
Element1 Element2 Element3 Element4

alila 3 alila 3 gliila alila 6

2 Characters

6 Characters
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Example:
Correspondence from MOMRA to EPMO: MMR-XYZ-
LT-000001

Note: The Correspondence Number noted above
shallbe used as the primary documentnumber being
entered into the ECMS. The Entity can translate the
Correspondence Number into Arabic number for
reference within the ECMS. The Arabic translated
correspondence document number is to be written
right to left using the Arabic Organization Codes and
Correspondence Types Code with an English
sequence number.

Example:

000001-yuj-gypyu-§a g

6.4.1 Organization Code 1 (Sender)

Jlio

o gl Juw llg aygyillg aualull ygduidl 6jlig Jo Citlwlyoll
MMR-XYZ-LT- :awogdall agall ailill gyjliwoll g)la]
000001

aty5 oulel jg4aoll alwlpoll ad) pladil wqy :clhallo
gginoll lal plhi o Lellanl o il adgiglhl ()
dupelly pdy | dlwlpoll pdy doqyi dgall jgug .guwgoll
ad) alis ag .guungoll sginoll §jla] plhi 1a agll cgayll
jgo!l pladimby jluwdl gl guodll jo payioll ddyigll dliulpo
Juwlwioll 8l co dlulpall ggi joy &lisg agall duycll
Ay julaigdly

Jlio
000001-yuj-gcypyu-§a g

(Juyall) dunwgoll 1 joll  6.4.1

(Jwall) duungoll 1 joyl (eliwall) duuugall2 joyll ] } e
o o &lwlpell £gi joy Juduiill p gy
Organization Code 1 Organization Code 2
. Correspondence Type Code Sequence Number
(Sender) (Receiver)

1 micll 2 jnicll 3 jnicll 4 jnicll
Element1 Element2 Element3 Element4

alila 3 alila 3 gliila alila e

3 Characters 3 Characters

2 Characters 6 Characters

The first element of the number is a three (3)
character field that will consist of alpha or numeric
characters which will define the Organization that is
sending the correspondence. The EDMD will be
responsible for managing Organization Codes
specific to their MOMRA Entity.

Mashroat will be responsible for managing the Entity
and EPMO Codes; if the Entity or EPMO has not been
allocated an Organization Code, the MOMRA Entity
shall request an Organization Code from the
Mashroat Document Management Department
(dmd@npmo.gov.sa).

anal cagpa go callii cilila (3) diuli gy papll Joill pniell
&l g caguug .aayigll (alwpall) agall ile alilall plajig
Joduiull &yljg! acylill agally anlall jgopll 6)la] agally Giligll

JBanyllg &igpallg &bl

dlalg dioganll dilgall jgoy §)lal Ailegpiio (lgii caging
ciifo gl agall i pl alg awowll cilgall acylill gyjliiroll
dgall ule ciqylogy anla jgoj dgall ailill gyjliioll &)la]
oaa alh Jhuwylg aigyéllg aalul ggduidl o)ligl acylill
cleguitol  amlill  giligh — gjlal  go  jgoyl

.([dmd@npmo.gov.sa)
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Examples:

Correspondence created by the MOMRA Entity:
MMR-CAE-LT-000001

Correspondence created by the EPMO: XYZ -MMR-
LT-000001

Correspondence created by the Contractor: 001-
MMR-LT-000001

MMR represents that the correspondenceis created
by the MOMRA Entity "MOMRA-GDMP".

XYZ represents that the correspondence is created
by the EPMO engaged by the MOMRA Entity.

001 represents that the correspondence is created
by the first organization engaged by the MOMRA
Entity.

Refer to the MOMRA Entity Document Numbering
Register for thelist of current Organization Codes.

6.4.2 Organization Code 2 (Receiver)

:aliol

anldl Joguidl &jligl amlill agall Lgiacl Jull dulwlpoll
MMR-CAE-LT-000001:jKwlg dugllg

agall ailill gyjlioll gjla] ciibo LA ol Jull duwlpell
XYZ -MMR-LT-000001 :é10g4all
001-MMR-LT-000001 : Jglaoll LcnS.chtiJI Cilpoll

anlill agall lginel a8 cublpoll i gl MMR cyaill puirig
aolell 6jlagl ung Jwyllg aygyallg aualdl ggguinll o)ljgd
AQualll gyjliioll

8jlal cifo Lmd el 2é culwloll i gl XYZ cajaill juirig
aaldl goguidll ojligl aclill agall go adlcioll gyjliioll
Juwyllg dugydllg

Jgill agalllgidel aa culwlpoll Ji ] 001 olayill yuirig
digyéllg aialll ggduinll &jljgl aclill agall co 8aélcinll
Jhudlg

alyl g98iill sjigl aclill agally giligl Ay Jaw gal

jgop adlall aoilall ple cuhdl gl digiallg

(aliwall) duuugoll 2 joyll 6.4.2

(Juwyoll) duuugoll1 joyll (eliwall) Guungoll2 joyll
Organization Code 1 Organization Code 2
(Sender) (Receiver)

1 jnicll 2 jnicll
Element1 Element2
alila 3 alila 3

3 Characters 3 Characters

dlwljall £gi jo)
Correspondence Type Code

Juuluill py

Sequence Number

3 jnicll 4 jnicll
Element3 Element4
gliila alila 6

2 Characters 6 Characters

The second element of the number is a three (3)
character field that will consist of alpha or numeric
characters which will define the Organization that is
receiving the correspondence. The EDMD will be
responsible for managing Organization Codes
specific to their MOMRA Entity.

Mashroat will be responsible for managing the Entity
and EPMO Codes; if the Entity or EPMO has not been

anl cagia go calliicilila (3) éuli pry papll qilill jnicll
Jigii caguig .alwlpoll dolimbll agall (ple allall pléjig
9)ljig! aculill agally anlall jgopll 8)la] agalls giligll §)la]

JBuwyllg &igpallg dualill jgduinll

9)lalg aroginll dilgall jgoy éjla] dlegpio (lgii cagug
i gl agall yaxai el blg aawyll Slgall sl gyLisol
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allocated an Organization Code, the MOMRA Entity
shall request an Organization Code from the
Mashroat Document Management Department
(dmd@npmo.gov.sa).

Examples:
Correspondence sent to the MOMRA Entity: CAE-
MMR-LT-000001

Correspondence sent to the EPMO: MMR-XYZ -LT-
000001

Correspondence sent to the Contractor: MMR-001-
LT-000001

MMR represents that the correspondence is sent to
the MOMRA Entity "MOMRA-GDMP".

XYZ represents that the correspondence is sent to

the EPMO engaged by the MOMRA Entity.

001 represents that the correspondence is sent to
thefirst Organization engaged by the MOMRA Entity.

Refer to the MOMRA Entity Document Numbering
Register for thelist of current Organization Codes.

6.43 CorrespondenceType Code

dgall (nle caay.logy dnla jgoy dgall ailill cyjhiioll g)la|
caa alh JBuwylg aigyéllg aualul ggduidl G)ligl acylill
clegpiiol  &nlill  gilig! g0 ooyl

.[dmd@npmo.gov.sa)

oyla|

anlll geguidll ojligl aclill agall il éjalnll cuulwljoll
CAE-MMR-LT-000001:jKuuyllg digpéllg

agall ailill gyliwell ¢)lal ciifo gl éjalnll dulloll
MMR-XYZ-LT-000001 :atog4all

MMR-001-LT-000001 : Jgléoll ] gjalnll cislinlpoll

agall gul ciluyl a8 calwlioll i gl MMR capaill juiii
oyl nag Jhuuyllg aigpallg &alull ggduinll sjligl acylill
digyillg &l goduirll 8jligt &aldl gyliwoll dolell
JBullg

gl cuidio gull il adcalilpall g gl XYZ capaill juitig
anlill goguiull ofligl acilill agall go adlcioll gyjliiroll
Jtuwllg digydllg

lgill agall ] calunf aacialloll g 1l 001 pléyill jyuivi
digpallg aall ggdunll 8yligl aclill &gall co 8adlcioll
JBullg

anlul ygduirll 8)ligl aculill dgally giligll erdyi Jaw cql)
jgod adlall aoilall ale aulbull gBllg d)g)éllg

alwloll cgijo) 6.4.3

(Jwjoll) Guungoll1 jodl (eliwoll) duungoll2 joyll . o
o e aluljoll ggi jo)
Organization Code 1 Organization Code 2
. Correspondence Type Code

(Sender) (Receiver)

1 micll 2 jnicll 3 jnicll
Element1 Element 2 Element3

alila 3 alila 3 gliila
3 Characters 3 Characters 2 Characters

Jubuill oy

Sequence Number

4 nicll

Element4

alila 6
6 Characters

The third element is a two (2) character field that will
consist of alpha characters which will define the
Correspondence Type. The Correspondence Type
Codes will be provided and managed by Mashroat; if

Jo calliyg (2) Juidil iila Jo calgoll gjall gan Clill pnicll
dlegpiio nlgii cagiug .dhwloll cgi gl juiti &jilam cagpa
oligl anlill dgall culhlalg .alwlioll £gi jgo) 219jig 6)la]
dafigll cgi jgo) Jo joll Jhuwyllg &ugyallg ayalull jgguinll
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the MOMRA  Entity requires  additional
Correspondence Type Codes, they shall request
them from the Mashroat Document Management
Department (dmd@npmo.gov.sa).

Examples:

Letter sent by the MOMRA Entity: MMR-CAE-LT-
000001

Memorandum sent by the MOMRA Entity: MMR-000-
ME-000001

Memorandum sent by the EPMO related to their
MOMRA Entity: XYZ-MMR-ME-000001

LT represents “Letter”.
ME represents “"Memorandum”.

Refer to the MOMRA Entity Document Numbering

Register for thelist of current Correspondence Type
Codes.

6.4.4 Sequence Number

dlegpitol aaylill giligll 6la] go jgopl caa clh ciny
.[dmd@npmo.gov.sa)

:aliol

anlll ggguiull gjligl anylill dgall yo dlwpall Ablhall
MMR-CAE-LT-000001:jKuullg d1gyéllg

Joduidll &yligl amlill agall o alwyall adalall cilfanll
MMR-000-ME-000001 : jt.1ullg g péllg dyalll

dgall gLy agall gilill gyjliisall &la] 1o Je &jaln 8540
XYZ-MMR- :gkuullg &19)dllg 12 Ll jgduinll &jljg) acylill
ME-000001

"alha" @I LT puiy dya

"83520" il ME cayaill puirig

&l ggguidl g)lig! acylill agally giligh pudyi Jauw caly

Jil joop! alall aailall pile gulbull Juillg &igpillg
Cilwlpoll

Julwill pé) 6.4.4

(Jwall) Guuugoll 1 joyl (pLiwall) &uuwgoll2 joyll ) » o
o o dlwljoll £gi joj Julwill o)
Organization Code 1 Organization Code 2
. Correspondence Type Code Sequence Number
(Sender) (Receiver)
1 picll 2 jnicll 3 jnicll 4 pnicll
Element 1 Element2 Element3 Element4
alila 3 alila 3 Jliila alila e
3 Characters 3 Characters 2 Characters 6 Characters

Thefourthelementis a system generated six (6) digit
numeric sequence string which is driven by the
combination of the preceding elements of the SDN.
The sequence number will be allocated, controlled
and managed by the ECMS.

Example:
The letter created by the MOMRA Entity: MMR-CAE-
LT-000001

Giing alnlurio pl&yl(6) &iw jocalliy pliai ga culll pricll
Jan| pinug uuliall adyigll pd) go dalito ynlicl aujo 4o
glal plai pe cllag dhwhnioll pl&jill g)lalg yawndig

Juwwgoll sginoll

Jlio
agpéllg Ll jgduill 8)ljg acilill agall o]a_cingIng_ﬁJI
MMR-CAE-LT-000001 :jKuu4lg

MMR-CAE-ID0-PR-000008, Rev.000

Electronic documents once printed, are uncontrolled and may become outdated. Refer to
MoMRA's Portal for current revision. This Document is the exclusive property of MoMRAand
is subjectto the restrictions set outin the Important Notice contained in this Document.

\/

‘gqjlquﬁgppzubghodﬂc dg_nj:.omln)iJoml:np.coLngnJlmJg;ﬁJﬂlullLLumJ |
abhaoll ailgill aawill ple gilbhull Euwlig asgialiganlll goduil 6)ljglasigislyll aigll |
1o lgdll Lol grall erviig JHuullg agyalg diald jgduivll 6)l gl dypnaaidlo aitwoll lam acy
aiiwollaginggal "plgll jlexyl”


mailto:dmd@npmo.gov.sa
mailto:dmd@npmo.gov.sa

8)ljgl dIL_sq
idll (jgguinl

aalll gyjliall & olall ajlsdl

walyl Jggulll 6)ljg
JBwylg aygyillg

aa bl ygduinll 6)ljgl aolill agall qunbiall §iligh o18yi eljal

Jtuwyllg digyallg
MOMRA Entity Standard Document Numbering Procedure

i

6.5 MOMRA-GDMP Documents used by the
Entity [Amanat/PMCs]

The MOMRA Entity will be required to use MOMRA-
GDMP documents to standardize core knowledge
principles and processes.

So, when the MOMRA-Entity will use core MOMRA-
GDMP document for their purposes. There are two
ways to do it, either MOMRA-Entity uses the same
document as-is OR slightly customizes it to their
requirements by generating MOMRA-Entity specific
document number by adding their respective
organization code; while referring to the MOMRA-
GDMP parent document in the alternative reference
field of their ECMS. That will make cross-reference
easy and simultaneous, and further will differentiate
between the branch from the root, the tailored one
fromthe principal.

The EDMD will add its MOMRA Entity Organization
Code to the MOMRA-GDMP document number to
create a MOMRA Entity (Amana/Baladiya/Wakala,
PMC) specific document number, simultaneously
capturing the MOMRA-GDMP parent document
number in the Alternative Reference number field in
the ECMS. This will ensure that the MOMRA Entity
specific document number also serves to identify its
root MOMRA-GDMP Document and can both be
easily found at the same locationinthe MOMRA Entity
ECMSas wellas MOMRA-GDMP Portal.

The MOMRA-GDMP document numbering scheme as
noted below:

Jull auabll cylitell dolell G)layl gilig 6.5
glal alipig cliloill] cilgall lgoaiu
[gyjluiroll

digpéllg &alll goduinll gjligl alill agall pule ey
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dblocllg galiell procil jBuuyllg digyéllg &alll ygduill

Auuipll aapcoll

anlll ggduidll ojljgl aclill dgall padiwi loaic .aile zliig
anlll gjlioll dolell 6jlagll anylill iligh Jwyllg dugyallg
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6jladl) Gunungoll 2 joyl
doall) & aoll1 iodl
AN it ot i e
aialll gg ojljg- acy . AT ST Beq £ aatigll £g1 joj AT 3
. . &Ll ggguidll §)ljg4 Janiill joy Julwill pd)
(g dlg dugydlig L Document Type
o (K dig dugdllg Discipline Code Sequence Number
Organization Code 1 L Code
. Organization Code 2
(MOMRA Entity)
(MOMRA-GDMP)
1 pnicll 2 pnicll 3 jnicll 4 pnicll 5 jnicll
Element 1 Element2 Element3 Element4 Element5
alila3 alila 3 alila3 gliila alila
3 Characters 3 Characters 3 Characters 2 Characters 6 Characters

Example:
MOMRA-GDMP Documentused by the MOMRA Etity:
A01-MMR-EQA-PR-000001

Note: The EDMD will use the same revisionas foundon
the MOMRA-GDMP Document when entering it into
the MOMRA Entity ECMS to assist with revision control
and configuration management.

6.6 ProjectDocument Numbers

Oncetheproject has beenregistered as part of Stage-
Gate 1 documents created for a Project shall be
numbered in accordance with numbering schemes
outlined inthe Project Standard Document Numbering
Procedure. This will continue until the project hasbeen
fully completed through all stages of the Stage-Gate
process and through the production of “As-Built" and
other project recorddocuments.

The Project Stage-Gate process is outlined in the
MOMRA-GDMP Project Stage Gate Procedure - MMR-
CAE-EQO-PR-000002.

6.7 Auto-Numbering System at MOMRA
Entities

This is to be noted that the MOMRA, as well as other
Government Entities, tag their correspondence /
letters with an auto-generated unique numeric
registration code with the date. Although this number

Jlio
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does not conform to the Mashroat standards, yet for
the letter to bevalid it must be tagged with, using this
conventional method. Therefore MOMRA-GDMP has
emphasized that MOMRA Entities should reflect both
numbers on their letter correspondence; the
conventional as well as the Mashroat compliant one.
Consequently, both requirements will be captured
with their own distinct significance; one will serve to
validate the correspondence, whereas, the later will

render document trackingand retrieval easier.

This system
Government Entities in MOMRA across the Saudi

is present and prevailing in all

Arabia, therefore we explain here how it works, and
how will it be compatible with Mashroat Numbering
Conventions.

The Admin Communication Dept. receives all
correspondence coming in from all Amanat, their
associated Baladiyat and other interfaces that
MOMRA HQ deals with.

The same goes for Amanat and Baladiyat, as well i.e.
Administrative Communication Department receives
and issues all IN/OUT Letter/Correspondence and tag
the documents witha unique Control Number.

Having received, they register the correspondence
into the system, manually, by filling up the relevant
fields in a given interface, it renders them with a
registration number with date, once they finish their
input, afterward the letter is tagged with this
information physically as incoming reference. This is
achieved by simply printing the feed onto a sticker, a
specimen of which is captioned below for a better
understanding of the process. Then the cover
sheet/letter is scanned manually, uploaded and
attached to therecord created inthe system, earlier. It
is to be noted that they upload only the cover sheet
without attachments, however, full hard copy with all

anlll goguidll &jlig 124l 244 .aileg .&aylaill gihll
Algall 9 anlull gyjliroll dolell glayl - JBullg agpéllg
clli culwlpo g6 prayill i paaiwi i e ojljgll acylill
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aolill aiogiallcilgall c1oa salailing §iho plhilllamg
ghlio a8l (o Jiuyllg igpally &2l Jogull oylg!
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cullmidl pwa gl laliloillg alalll gile clla gihiy
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pertinent attachments is then disseminated to the
concerned department physically.

repeats for the outgoing

The
correspondence.

process

There are different sequential numbering series for
both IN/OUT Correspondence. The Incoming number
starts with the word 'Received 63jlgll’, whereas, the
Outgoing number starts with the word ‘Issued janl’,
likewise these parallel lines of correspondence are
differentiated, kindly take into consideration the
following captions for visualization that how it works.

The caption 6.7.A showing the Issued (Outgoing)

Correspondence:

rmme SR Gl g g,
% |

: ‘uJbYlu)‘_)t,)d“
': ~21441-5-6 _i 4100175812 x..ag
': ST AT AT
| !
- T .

The caption 6.7.B showing the Received (Incoming)

Correspondence:

R ‘w)ii';w’amﬁ'i-‘): R
4 Y 5 gadh a)a“'
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sy [l

T T

21441-5-6 4

= —————
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Cululoll gile ¢lla gihiy . Jiolhg "8jalnll" a0k jalall
cngl aitll 6jgnoll aliofll jlicdl juey A4ill nay aalivoll
lghalloam uhi&ays Jga )i
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6.8 Revision Codes and Document Lifecycle
Status

6.8.1 Revision

The Revision is a predefined three (3) character field
that supportsboththe state of the document and the
number ofissues within that particular state which can
be alphanumeric or numeric depending onthereason
for theissue of the document. Alldocuments require a
clear and visible definition of lifecycle status and
revision. The Revision is not part of the document
number.

All documents must start at either O0OA or 000
depending on their lifecycle status. Documents at
their very first issue, cannotbe atrevisions higher than
00A or000i.e.00B,00C, 001,002, etc.
Correspondence types will not require revisions as
they are not to be revised. If correspondence is
required to be changed or corrected it will be re-
issued with the next available correspondence
number.

When the EDMD registers a Document Number
Placeholder inthe ECMS, the EDMD will not allocate a
Revisionbutinstead, a hyphen (-)will be used.

Note: Revision Codes 00l and 000, letters |and O are
not to beused to avoid confusion with one (1) and zero
(0). Therefore 00H is followed by 00Jand OON by OOP.

6.82 Reasonforlssue

The MOMRA Entity documentation shall have the
"Reasonfor Issue” placedinthe Revision History Block
to accurately denote the state at whichthe document
was formally issued. The below table lists some
examples of “Reasonfor Issue” that should be used:

awill/acaljoll jgojg $iligll 6La6)ga dlla 6.8
aamill/aealjoll 6.8.1
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Reason forlssue Revision Codes dcaloll jgo) Jandicun
Issued for Action 000,001, etc. 211000, 001, elpa] AlAid 6jaln
Issued for Approval 000,001, etc. .allooo, 001, dadalgoll jaln
Issued for Cancellation XXX XXX cleldl 6jaln
Issued for Information 000,001, etc. .all000, 001, plell jaln
Issued for Estimation 00A, 00B, etc. .all00A, 00B, eudill 6jaln
Issued for Purchase 0O0A, 00B, etc. .all00A, 00B, clpiill 6jaln
Issued for Quotation 00A, 00B, etc. .All00A, 00B, pewill 8jaln
Issued for Review 00A, 00B, etc. .All00A, 00B, aecalpoll §jaln
Issued for Tender 00A, 00B, etc. .all00A, 00B, awadlioll p)a4il §jaln
Issued for Use 000,001, etc. .allooo, 001, plaaiwill 6jaln
Placeholder - - Jaadl joyll

Canceled — Used to denote that the document is no
longer used on the project. The document will be
watermarkedwith “Cancelled” across the front page of
the electronic file. The EDMD will change the status to
“Cancelled” in the ECMS as well as having
***Cancelled*** added to the ECMS "Title" field. The
hard copies will be updated in accordance with the
MOMRA Entity Hard Copy Filing Procedure - MMR-
CAE-ID0O-PR-000010 and the MOMRA Entity Records
Retention Procedure - MMR-CAE-IRR-PR-000001.

6.8.3 Document Status

The document status will describe the current state of
adocument as it passes through various stages of the

i ol aajfigll gl il allall anAll oAm paai - "dLelo”
"sLelo" asiloll aoulelly dayigl ciidig .oqpuitally dpadiuo
&l ileg agyidyl dawill calo jo glgill ananll pa
plhai 16 "sLelo” ] adsigll alla juéi agall aclill giligl
JUl #**BLELD*** aa K a4l cllasg quuwdall sginoll 8)la]
gawill yani aiyg . laoll sginall 8)lal pLii 8" glgicll”
MMR- pé) axajgll Awill han djal cilblyidinl laag audgll
agall culaw pylurig han cljalg CAE-IDO-PR-000010
MMR-CAE-IRRY) pé) aialll gyjliisnll aolell jlagll acylill

(PR-000001

adrigllalla 6.8.3

aaliao Jalpoy poi Lgil 3] aimlyl Lgilla aayigll alla caniw
adlill "cullall" aal plaaiwl péiiyg . giligll 6Lia 893 Jo

document lifecycle. One of the following “Statuses” :anilaaan,
should always be used:
Document Status ToBe Used For JPpeladrigll padiu aduigllalla
Not Started Document Placeholders adrigll ahiay jgo) cag Lgra sl oy ol
Documentsin , ,
Draft cbiiigdl 216 gilig alac| 6aduio
Development
For Internal Review Internal Review adalall aealyoll adalall aealyoll
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il g Lyl gguiul 6)ljg
aalull gy lizall dalsl &1\l UL wylg wgpallg
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MOMRA Entity Standard Document Numbering Procedure ’—||_H{—L|"
Document Status ToBe Used For JPpeladrigll padiu aduigllalla
Code 1 - Work May Internal Review )
adahll acalyoll gilii Jlocill spiilio jgai - 1 jol
Proceed Outcome

Code 2 - Work May
Proceed, Incorporate
Comments

Internal Review
Outcome

adahll acalpoll ailii

Alhniloll elagiwl, Jloeill

6piilio jgau - 2 joull

Code 3 - Work May Not
Proceed, Incorporate
Comments & Resubmit

Internal Review
Outcome

adahll acalpoll ailii

Alhauoll elagiwl, Jloeill

6piilio jgay 1l - 3 jol

pindill 6alelg

Code 4 - Work May
Proceed, Review Not
Required

Internal Review
Outcome

adahll acalpoll ailii

SHiLo jgoq - 4 joyl
e acaljoll, Jlocill

tuglho

Under Review

Formal Review

awyll aealjoll

acaljall 14

CodeA - Reviewed;
Work may Proceed

Formal Review Outcome

arowpll aealjoll Ailii

joa1 - dcag)-Ajopll
Jlocill dpiilio

CodeB - Reviewed with
Comments; Revise &
Resubmit; Work may

Proceed

Formal Review Outcome

arowpll aealjoll Ailii

daniclg dieag) - B joll
acalpoll - alkhnilo co
opilio jony - pradill 6ale]

Jlocill

Code C- Objection-
Revise and resubmit;
Work may not Proceed

Formal Review Outcome

arowpll dealjoll ilii

U - o1a4ill 6alelg dealpoll

- argao - C agall

Jlocill opilio jgou

CodeD - Rejected -
Revise and resubmit;

Formal Review Outcome

arowll aealjoll Ailii

U - p1adill 6alelg acalpoll

- angapo -Dagall

Work may not Proceed Jlocill opiilio jgau
CodeE - Review Not pe aealpoll-Eagall
Required; Work may Formal Review Outcome arowpll aealjoll Qilii opilio jgay .auglho

Proceed Jlocill
Issued Formally Issued aojdang 6jaln 6)aln
Approved ApprovalOutcome aleicdl gilii 6a0ico
Not Approved ApprovalOutcome aloicdl gilii 6a0ico i

Document Actionis ) I g
Open aarigll glin gleo eyl daleo
Open
Document Actionis ) .
Closed aayigll gliy gléo elpal aaleo
Closed
Superseded Superseded Documents alagimo gilig Lgllayiwl oiy
i Records thatare . ]
Archived _ Lgiauinyl Cipa il Claunll cpinilh akhas
archived i
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aa bl ygduinll 6)ljgl aolill agall qunbiall §iligh o18yi eljal
Jtuwyllg digyallg
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Destroyed Records are destroyed Glaunll cauli| u_oJ.ni

The status “Not Started” will be used to reserve a
document number inthe ECMS by the EDMD.

To supersede a document, the EDMD will change the
document statusto“Superseded"” inthe ECMS aswell
as have the wording ***Superseded by XXX-XXX-
XX-XXXXXX*** added tothe ECMS "Title" field, which
will act as a signpost to the superseding documert.
The superseded document should also be
watermarked with "Superseded” across the front
page of the electronic file contained in ECMS. The
hard copies will be updated in accordance with the
MOMRA Entity Hard Copy Filing Procedure - MMR-
CAE-ID0O-PR-000010 and MOMRA Entity Records
Retention Procedure - MMR-CAE-IRR-PR-000001.

6.9 RecordControl
EDMD will manage the MOMRA Entity
(Amanat/Baladiyat/Wakala, PMCs) records by

capturing the record Title and linking the original
template document number that produced the record
to therecord document number.

aciill giligll éyla] LgpaAiui cagu "Lg1é eadll iy ol allall
Juungoll sginoll jla] plhi 6 adsigl péhranl agall

alla dgall aoylill giligll )la] Jisi cagu .adyig Jlayiuul
309 Juugell sginall dylal oL 18 "ala o ] adsigl]
) 0.0.0.4.0.0¢0.4¢C -p.ﬁle.!éd_n.!fLml***éjL!.dlplajiLul,oj
olhiy "glgicll" gl Lgialalg XXX-XXX-XX-XXXXXX ***
adoe gile aldall pasiwi guillg . alaell yginell ¢jla]
cllil "alarimo" aiilell aodell gljal caqug . giligh Jlatiwl
J10 &gyl aawill calo jo gulgill dGaanll pa Giligll
agjgll dawill cyani Eiyg .guwugell yginoll éjla] plAi
ojlall acilill agall audygll Awill Aan clya cilbalyivinl laag
MMR-CAE-IDO-PR-000010 pd&) &aldl gijlitoll dolell
aolell ¢jladl amlill agall dulaw prhig khaa cljalg

.(MMR-CAE-IRR-PR-000001) g &jalull gyjLiiroll

Adawllhin 6.9

cllgall cidaw 8)lal agall aclill giligll &)lal yugii caguu
aililoill ) gBuwllg dygyallg apalil goguill 8yligl anylill
poa Jua go (gyliitoll §jla] ciiiog culldgllg dibialillg
@Jmigﬂlginﬂleigaﬂléﬁﬁgpﬁjmg Aulawll pglic

Jauwll 8d1ig pd) oo Jauwllalula

Example: :Jlio
ddyigll pd) Jigicll aigaeill pd)
Document Number Title Template Number

MMR-000-IRR-FO-000001

ojljg! acilill dgally Jaw glajiml alh aigoi
hin dilelal - ghangllg digjillg &aalull jgguinll

MOMRA Entity Record Retrieval Request
Form - Document Control Procedures

Siligll MMR-CAE-IRR-TP-000001

6.10 Transmittal "Reasonforlssue”

is used to
communicate the purpose of transmitting a
document(s). It advises the addressee or recipient of
the transmittal; what action is required for the

The transmittal "“Reason for Issue”

transmitted document(s).

"landl cp"allagdl 6.10

alla] go gapell gile aldall "langdl cyw” allagll padii
Junlaiy pilivnll aga gl alioll aiipi g . giligll/aaigll
Lgilla] gya il giligh gliu aiglhollcildyayllg allayll

MMR-CAE-ID0-PR-000008, Rev.000

Electronic documents once printed, are uncontrolled and may become outdated. Refer to
MoMRA's Portal for current revision. This Document is the exclusive property of MoMRAand
is subjecttothe restrictions set outin the Important Notice contained in this Document.

29 )

ol gy ahiao e Alogleo e gging a6 dlayllaenla yé degiholl apigyidlyll cilaiiwoll
abhaoll ailgill aawill ple gilbhull Euwlig asgialiganlll goduil 6)ljglasigislyll aigll |
1o lgdll Lol grall erviig JHuullg agyalg diald jgduivll 6)l gl dypnaaidlo aitwoll lam acy
aiiwollaginggal "plgll jedigl”



8)ljgl dIL_sq
il (Jggul)
aalll gyjliall & olall ajlsdl

walyl Jggulll 6)ljg
JBwylg aygyillg

aa bl ygduinll 6)ljgl aolill agall qunbiall §iligh o18yi eljal

Jtuwyllg digyallg
MOMRA Entity Standard Document Numbering Procedure

i

Examples of Transmittal “Reasonfor Issue” are listed
below:

"andl " alla] ple aliol 1y Laga

Transmittal Reason forlssue

dlladl jlan]aun

Issued for Construction

clidl/ Ayaiill §)aln

Issued for Design

pronill §)aln
Issued for Handover pilill 6)aln
Issued for Information elell g)aln
Issued for Review aralpoll §jaln

Issued for Action

cilelyal alaid éjaln

1. Attachment 1 - MOMRA-GDMP Document
CodeExamples

Issued for Approval daalgoll 6jaln
Issued for Use plaaiwll 6jaln
Issued for Cancellation cleldl ojaln
Issued for Estimation ouaill §jaln
Issued for Purchase clpinll g)aln
7.0 Attachments dligpell 7.0

gyuitoll aolell glayl gilig jgopl aliol - 1 gajall .1
Jhwlg &igpallg ayalill ygduirll &jljgs dyalyll

Attachment 1 - MOMRA-GDMP Document Code
Examples

1. Organization Codes

Entities that interface with MOMRA-GDMP will have a
designated Arabic Organization Code, which is to be
used whenissuing Arabic letters.

Examples:

MOMRA Entity Standard Document Number
created by the MOMRA Entity: MMR-000-EQA-PR-
000001

MOMRA Entity Standard Document Number
created by the EPMO: MMR-XZY-EQA-PR-000001

anlul gijlitoll dolell 6layl §ilig jgoyl dliol- 1 §ajoll
JBuyllg dygjéllg dyalyll jgguirll 8ljgq

dgall/amngolljgoy .1

Jg8u anlill gylisoll aolell glagl go Jalaii pill cilgall
@aill jlan]aic aoladiml g dupelly yuuingo joj Lgl
auyell

-aliol

anlul jgguirll 6)ljgd dylill dgall yuuliall darigll pd)
MMR-000-EQA-PR-:agall e 6)alnll JKiulg dig)éllg
000001

&nldl joguidll 8)ljg) &oylill Ggall yuulill ddyigll ad)
glill cyjbiioll 6jla] iso je 6)alnll Jhuullg dig)llg
MMR-XZY-EQA-PR-000001 :agall
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MOMRA Entity Standard Document Number
(Arabic): MMR-000-EQA-PR-000001-AR

MOMRA-GDMP Document Number used by the
MOMRA Entity: A01-MMR-EQA-PR-000001

2. Discipline Codes

Examples:
MOMRA Entity Standard Document Number: MMR-
000-EQA-PR-000001

Arabic Translated Standard Document Number:
MMR-000- EQA -PR-000001-AR

3. Document Type Codes

Examples:
MOMRA Entity Standard Document Number: MMR-
000-EQA-PR-000001

Arabic Translated Standard Document Number:
MMR-000-EQA-PR-000001-AR

4. CorrespondenceType Codes

The Correspondence types will have an Arabic code
that can be translated and used when issuing Arabic
correspondenceinternally and externally for MOMRA
Entity Correspondence.

Examples:
The letter created by the MOMRA Entity: MMR-XYZ-
LT-000001

The letter created by the MOMRAEntity (Arabic): g
000001-yuj-gcypygu-§a

&ALl jg8.ill 6jljg] =yill dgall uuliall a5l o5
MMR-000-EQA-PR- :(dupcll))  Jluwyllg  dugyillg
000001-AR

lgoadiwi il &alull &juirell dolell 6)ladl adyig pd)

JBuwlg digyillg aaalul jgguill 6jljgd dcylill agall
A01-MMR-EQA-PR-000001

Jpnaill jgo) .2

-aliol

Joduiull 8ljg! aculill dgally palall guuliill ddsigll pd)
MMR-000-EQA-PR-000001 JKuuilg &igyéllg dyalyl

MMR-000- :dupell qull &oajiall quuliall darigl pd)
EQA -PR-000001-AR

ddrigll cgi jgo) .3

-aliol

Joduirll 8ljg! aculill dgally palall guuliill désigll pd)
MMR-000-EQA-PR-000001 :Jl1uyllg dug)slig dualull

MMR-000- :aupell qul dodjioll quubiall déyigll pd)
EQA-PR-000001-AR

dlwloll cgijgo) .4

18 paiiaiig payi illg apelljgoyllululall elgil Jas
Juo giaylallg alalall ggiwoll ale duyelly dulwilpo jlan]
Jauyllg &1gpallg &yalill ygduinll &ligl dculill dgall dulwlyo

-aliol
anlll ggguill 8ljgd acilill agall qiaci Jall alhall
MMR-XYZ-LT-000001 :jKuuylg digyéllg

anlll ggguidll 8)ljgl acilill dgall aiaci sall qlball

=gy - & g g - § o giauell) ghuyllg dig)dllg
000001
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000-ME-000001

MOMRA Entity: XYZ-MMR-ME-000001

Memorandum created by the MOMRA Entity:

Memorandum created by the EPMO related to their

MMR-

J981ill &jljg] anulill agall go alyall alalall GilySaall
MMR-000-ME-000001 :Jliuullg d1gjéillg dyalull

glill gyjliirell lal caiso Laiel pill &ulalall 653l
dyg)illg ayalull Jgguirll 6)ljgl aclill agall Jhiny dgall

XYZ-MMR-ME-000001 :jKuyllg
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