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0.3 Distribution / Circulation

This Standard Operating Procedure is available at relevant functions for authorized users.

1. Purpose: This procedure outlines the receiving of visittrgive welcoming reception that leaves
the visitor comfortable.

2. Scope: This procedure shall be used by the receptiof staf

3. Reference:  CUEA Quality Management Manual
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4. Terms and Definitions:

For the purpose of this procedurethe following terms shall apply in addition to those already found
in the CUEA Quality Management Manual

4.1. MR — Mail and Reception

4.2. DVC - Deputy Vice Chancellor

5. Responsibility: It is the responsibility of the reception staff elesure the procedure is followed.
6. Method:

6.1. The receptionist shall welcome the visitor with a sation.

6.2. The receptionist shall find out the need ef\lsitor.

6.2.1. If the visitor had an appointment, and okimgan inquiry, the receptionist shall send treter to
the concerned person/department.

6.2.2. If the visitor did not have an appointmeémdguiry, the receptionist can ask the visitor tdtyuaake
an appointment or come another day.

6.3. The concerned person will attend to the visitor.
7. Appendices
7.1. Appendix A: Process Map

8. Associated Documents
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Appendix A: Receiving of Visitors

Procedure for Receiving a Visitor

Player

Activity

Receptionist

She/he welcomes the
visitor/salutation.

Finds out the
need of a visitor
appointment,

inquiry

Inform the person concerned

No

Ask the visitor to come another day o
and book an appointment and or wait
for a few minutes.

Concerned
person/Department

A 4

Attends to the visitor
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