
 
 

JS CONTRACTOR,  INC. 
 

 
DOCUMENTATION PROCEDURE Of 
WORKERS bound for SAUDI ARABIA 

 
RESPONSIBLE  

ENTITY 
PROCEDURE 

[Processing Period ] 
ACTION TAKEN / 

REQUIRED DOCUMENTS 
   

 
 
 

JS CONTRACTOR INC. 

 
RECEIPT 

OF 
 ATTESTED DOCUMENTS/ 

POEA REQUIREMENTS 
 
 
 

Receipt of  the following documents 
from 
PRINCIPAL with verified stamp/ 
authenticated by the Labor Attache, 
Philippine Embassy, Saudi Arabia: 
• Special Power of Attorney 
• Job Order/Manpower Demand 

Letter 
• Master Employment Contract 
• Authority to withdraw Visa 
• Copy of Principal’s valid 

Commercial 
Registration with English 
translation 

• Service Agreement 
 

 ↓  

 
 
 

JS CONTRACTOR INC. 

 
ISSUANCE OF VISA 

CERTIFICATION 
 

[ 2 – 3  working days ] 
 

 
 
 
Present the copy of Authority to 
Withdraw 
Visa to Saudi Embassy for issuance of 
Visa Certification. 

 ↓ 
 

 
 
 
 
 

JS CONTRACTOR INC. 

 
ACCREDITATION OF 

PRINCIPAL 
And APPROVAL OF JOB 

ORDER/ 
MANPOWER DEMAND 

LETTER 
 

[ 4 - 7  working days ] 
 
  

 
 
 
Upon receipt of the above accreditation 
documents, it shall be submitted to 
POEA for Principal’s accreditation and 
approval of  
Job Order/Manpower Demand Letter 

 ↓ 
 

 
 

JS CONTRACTOR INC., 
 

 
 

 
 

ISSUANCE OF WORKERS’ 
OVERSEAS EMPLOYMENT 

CERTIFICATE 
(Travel Exit Pass/OEC by 

POEA) 
 

(Two (2) working days) 
 

 
 
 
• Request for Processing (RFP) 
• OWWA ID Form with 2x3 photo 
• Worker’s Information Sheet 
• Employment Contract 
• Medicare & Repatriation Bond 

 ↓ 
 

  A   

   



                 
                                      
 
 
 
 
page 2.../documentation procedure 

  A   

 ↓  

 
 
 
 

JS CONTRACTOR INC. 

 
 
 

TICKETING  
 

(One (1) day) 
 
 

The following documents are 
required for ticket issuance of 
workers with airlines (PR/SV). 
• Original copy of workers’ OEC 

and passport 
• Authorized JSC 

representative claim ticket for 
PTA or Purchase Order to buy 
air ticket. 

 ↓ 
 

 
 
 
 
 

JS CONTRACTOR, INC. 
 
 

 
 
 
 

VISA STAMPING AT 
SAUDI EMBASSY 

 
 

[ Three (3) working days ] 

• Letter request for issuance of 
workers’ visa 

• Passport 
• Medical Certificate 
• NBI Clearance 
• Airline Ticket (SV/PR) 
• Authority to Withdraw Visa 
• Visa Certification 
• Duly accomplished visa 

application with 2x2 photo 
• Workers’ Affidavit of 

Undertaking 
• Agency Promissory Note 

 ↓ 
 

 
 
 
 
 
 

JS CONTRACTOR INC. 
& 

WORKER 

 
 
 

FINAL BRIEFING 
& 

ACCOUNTING CLEARANCE 
 
 

(One (1) day) 

• Signing of employment 
contract & other documents 
required by JSCI and the 
Princiapl 

• Pregnancy Test for female 
workers 

• JSCI conducts final 
orientation, re, flight details; 
review of terms and conditions 
of employment contract; 
workers’ obligation to their 
families/beneficiaries and 
employer. 

• JSCI advises the Principal of 
the confirmed flight details of 
workers 

 ↓ 
 

 
JS CONTRACTOR INC. 

&  
WORKER 

 

 
 

DEPLOYMENT 
 
 

 
• JSCI’s Endorsement Letter to 

the Principal 
• Workers’ departure file (File 

201) 
• Travel documents 
 

 ↓ 
 
 



 
 

PRINCIPAL 
 

 
ACKNOWLEDGMENT OF 

WORKERS’ SAFE ARRIVAL 

 

 
Fax advise of Principal to JSCI of 
workers’ safe arrival. 
 

 
 
 
 
 
 
 
Processing Period: 
 

a. For new clients requiring approval of accreditation = fourteen (14) working days upon receipt of 
complete documents for accreditation. 

 
               b.   For accredited clients  = seven (7) working days 
 
 However, the above processing period may extend depending on the compliance of workers of their visa 

requirements, such as, medical and NBI clearances, passport, etc., and the availability of PTA tickets from 
Principal, if PTA is preferred.  
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