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Introducing MBZUAI‘s

Simplified Financial
Services Catalogue!

Our Finance team takes great pride in
providing seamless solutions for all your
operational financial needs.

Explore a range of efficient services,
including hassle-free reimbursements,
simplified billing requests, swift direct
payments, and meticulous petty cash
management, with simplified flowcharts
and focal points.

We are dedicated to support your
operations and ensure your experience
with us is nothing short of exceptional.



Our Services and Functions:
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Services we offer to you: Our operational functions:
Reimbursement request - Accounts Payable & Payroll
Billing request +  Treasury Management
Direct payment request + Accounts Receivables Management
Replenishment request +  Fixed Assets financial Management
Invoice submission/certification request ~ + Taxes Administration & Filing
Budget transfer request + Periodic Closure, Ledgers Reconciliation

Audits Coordination (Internal/External)
Statutory and Management reporting
Financial Control, Projects

Note: to access all forms, please visit the E-services in the Staff Portal, and go to the Financial Services.



1. Reimbursement Request:

The goal of this request form is to facilitate @e Target Audience:
reimbursement expenses that were pre- OAQ0O Al staff& Faculty
approved through the Finance team. el

Requirements: @ Service Time:
Procurement Department pre-consent for 5 working days
business-related expenses above AED 5000
Valid tax invoice, proof of payment/receipt
Budget owner approval for business-related
expenses

Workflow:

Verify Execute
NO O
; HR Runs through
Submit payroll*
Is th t i
@ businese related? ; R
Budget Accounts
Requester Check Approve _ Payable Section Execute
YES O O hED30005 NO )
Budget Requester’s line Treasury Section
Section manager/budget ~direct
owner transfer to
YES employee

Authorized by
Procurement

*Run through payroll if received before 13th of a month 4



2. Billing Request:

The goal of this request form is to facilitate the @e Target Audience:
submission of billing requests to third parties OBO  Revenue generating
and clients. TFY Y departments

Service Time:

@

+ Duly signed contract or agreement. 3 working days

Client information, TRN and contact details.

Workflow:
Verify &
Submit Approve issue Approve Execute
® @ ® ® ® ®
Requester Department Account Financial Account FYI to
Director Receivable Management Receivable requester

Section Section



3. Direct Payment Request:

The goal of this request form is to facilitate the
submission of hon-procurement activity payment to
suppliers (without a Purchase Order [PQO]).

Requirements:

Beneficiary details
+  Valid tax invoice

(CS

ngQ All departments

@ 5 working days

- Duly signed contract or agreement for non-procurement activities listed in the Exemption List*

Workflow:
Budget Dispatch for further
Submit check Approve app‘:oval, if required Verify Execute
® @ ® @ ® ® ®
Requester Budget Line Approvals Assigned Accounts Treasury
Section manager dispatcher approver, if Payable Section-
any Section direct
transfer

*No agreement required for: Utilities, Adhoc Personnel Payments, Government Fees,

this form will replace memorandum issuance and approval dispatcher will ensure appropriate approvals routing.



4. Replenishment Request:

The goal of this request form is to facilitate the
submission of petty cash and cards top-up requests ORO  Cards & petty ca
against paid invoices and receipts. M custodians

Valid tax invoices @ 5 working days

Budget owner approval

Workflow:

Submit Approve Verify Execute
® @ ® ®
Custodian Line Accounts Treasury Section-
manager Payable card top up
Section



5. Invoice Submission/Certification Request:

The goal of this request form is to facilitate the
submission of supplier invoices to end-users for
confirmation of receipt of goods and services.

Requirements:

Valid tax invoices

Signed delivery note or services report
Copy of PO/contract

Supplier statement of account

Jo
b

@

Procurement, end-
users and suppliers
with PO

7 working days

Workflow:
. GRN .
Submit Approve issuance Verify Execute
® @ @ ® ®
Initiator Head of Procurement Accounts Treasury
end-user Payable Section
department Section



6. Budget Transfer Request:

The goal of this request form is to facilitate ('\
the submission of budget transfer request.
g q rQrOﬁQ‘t All departments
Requirements: @
- Justification 7 working days

Destination account details

Workflow:
Review
Submit Approve rezf,su'g:es Approve Execute
® @ @ ® ®
Requester Budget Budgeting Financial Budgeting
owner Section Management Section

& DOA



@
Head of Accounting & Financial Reporting

VPCS

Director of Finance
Yaqoob Al Blooshi

Mohammad Abu Jafar

GL & Financial
Reporting Specialist @—
Fatima Alzaabi

Account Receivables
Specialist o—
Reem Albreiki

Sr. Assets & General

Account Payable
—® Officer
Kaltham Alshamsi

Project Accounting
—® Specialist
Adham Aborumman

Accounting Officer e——e

Rajesh Varant

Account Payable
Specialist

Head of Budgeting & Financial Planning
Shaima Mohamed

Budgeting
Specialist

Budgeting Officer
Suhail Alshehi
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Financial Management Contact Details:

Yaqoob Al Blooshi | Director of Finance
Yaqoob.AlBlooshi@mbzuai.ac.ae
Direct Ext: 3311

Mohammad Abu Jafar | Head of Accounting & Financial reporting
Mohammad.AbuJdafar@mbzuai.ac.ae
Direct Ext: 3312

Shaima Mohamed | Head of Budgeting & Financial Planning
Shaima.Mohamed@mbzuai.ac.ae
Direct Ext: 3313
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