Ministry Of Health

SIS [ WE RSN | P Y W W | S | N ]

Directorate General of Private Health Establishments

Administration & Financial Affairs

Standard Operating Procedure

August / 2025

Administration & Financial Affairs Section, Standard Operating Procedure
MOH/DGPHE/SOP/013/Vers.3 August /2025 Page 1 of 15



> —1 31}
Ministry of Health

Document Title

Administration & Financial Affairs Department

Document Type

Standard Operating Procedure

Directorate/Institution

Directorate General of Private Health Establishments

Targeted Group

All staff in DGPHE and in Private health establishments

Document Author

Mr. Talal Nabhan Al Nabhani

Designation

Head of Administration & Financial Affairs Section

Document Reviewer

Aida Khatir Al-Hinai
Huda Rashid Al-Harthi

Senior Staff Nurse B, Directorate of assessing and licensing PHE

Designation e Senior Staff Nurse, document control
Release Date August 2025
Review Frequency 3 years
Validated by Approved by
Name Dr. Said Mohammed Al Mughairi Name Dr. Muhanna Nasser Al Muslahi
. . Director General of Directorate
Designation Director of Quality Control & Designation | General of Private Health
Patient Safety ;
Establishments
Signature % Signature 7 QG rran S
Date August 2025 Date August 2025

Administration & Financial Affairs Section, Standard Operating Procedure
August /2025

MOH/DGPHE/SOP/013/Vers.3

Page 2 of 15




Acknowledgements

The Directorate General of Private Health Establishments would like to sincerely appreciate all
the mergers participated in the development of this version and the previous versions for their

valuable contributions.

Administration & Financial Affairs Section, Standard Operating Procedure
MOH/DGPHE/SOP/013/Vers.3 August /2025 Page 3 of 15



Contents Table:

ACKNOWIEAGEMENTS...cevriririiiiiiiriiiirrnrrirssisisssnnressssnsssssssssnsnsssssssssssssssssssssssssssssssssssssssssssssssssns 3
CONTENTS TaADIE s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s s snsannnan 4
o] 0 1Y 0 IS 5
D 123 1] 1N 5
[0 o7 =T R 7
R 01 o e [ Tt o o Yo TR USSP 7
P A ol o T o1 T U USRS R TP PTTTP 7
TR V[ « Yo PPN 7
CRGPLEE 2 ...aeeeeeeeeeeeeeeeeeeeesestuneeteaseetnasessassessessssssssssnsssssasssssssessnsssssnssssnssesenssessnsssssnsssnnsessnne 8
L o1 1o SRS 8
LT o Yo=Y [T SRR 9
[0 1+ |1 (= g 2P RIN 15
RESPONSIDIIIEIES:......ceoiiiiiii e e e e ee e e e sab e e e e esnbeee e esabeeeesnareeas 15
CRAPLEE 4 :...eeeeeeeeeiieeiriiisisticsteiisteesessnsssssesessnesessnsisssassssssssssnsssssnssssnssossnsssssnsssssasassnsssnnn 15
Document history and version control table ................ccoooiiiiii 15

Administration & Financial Affairs Section, Standard Operating Procedure
MOH/DGPHE/SOP/013/Vers.3 August /2025 Page 4 of 15



Acronyms

DGPHE Directorate General of Private Health Establishments
MOH Ministry of Health, Oman
SOP Standard Operating Procedure
IT Information Technology Section
A&FA Administration & Financial Affairs
Vers Version
QPs Quality problems
PHE Private Health Establishments
Definitions

e Penalty Payment: A fine or fee imposed on a private health establishment for non-

compliance with Ministry of Health regulations.

e License Fee: A fee charged for the issuance or renewal of a license to operate a private

health establishment or to practice a healthcare profession.

e Exam Entry Fee: A fee paid by healthcare professionals to register for required licensure

examinations.

Good Standing Certificate: An official document issued by the DGPHE confirming that
a healthcare professional has no pending legal or disciplinary actions and is in good
professional standing.

Medical Report Approval: A process by which submitted medical documents, such as
sick leave or treatment reports, are verified and approved by DGPHE.

Maintenance Request: A formal request submitted to the Administration & Financial
Affairs Section for repair or maintenance services within DGPHE facilities.
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e Auditing Team Work Allocation: The process of assigning logistics support such as
transportation, accommaodation, or administrative arrangements for internal or external
audit teams.

e Version: Refers to the status the document currently at with regard to the number of times

the document has been revised.
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Administration & Financial Affairs Section, Standard Operating Procedure

Chapter 1
1. Introduction

The Directorate General of Private Health Establishments (DGPHE) has developed this Standard
Operating Procedure (SOP) to provide a clear and consistent approach for managing tasks within
the Administration & Financial Affairs Section. This document outlines the procedures and
responsibilities to be followed by staff when handling financial transactions, penalty payments,
licensing and exam fees, maintenance coordination, and support services for auditing teams. It
reflects DGPHE’s commitment to regulatory compliance, operational -efficiency, and
accountability. The SOP ensures that all activities are carried out accurately, effectively, and in

accordance with approved regulations.

2. Scope

This procedure applies to all personnel involved in the activities of the Administration & Financial
Affairs Section within the Directorate General of Private Health Establishments (DGPHE) .

3. Purpose

The primary purpose of this SOP is to:
e Provide clear and standardized guidelines for all tasks conducted by the Administration &
Financial Affairs Section.
e Ensure consistent processes in handling financial transactions, including license and exam
fees, penalty payments, licensing service fees, and good standing certificate charges.
e Support decision-making processes by ensuring data reliability and timely execution of

administrative tasks.
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Chapter 2
4. Policy:

The DGPHE ensures that all administrative and financial activities are carried out in a

standardized, transparent, and accountable manner as per this SOP.

The Directorate General of Private Health Establishments (DGPHE) is committed to ensuring
that all administrative and financial activities are conducted in a standardized, transparent, and
accountable manner in accordance with this Standard Operating Procedure (SOP).

All personnel within the Administration & Financial Affairs Section must adhere to the policies

and procedures specified in this document when:

e Managing financial transactions (including licensing, penalties, and service fees)
o Coordinating human resources-related activities
o Processing service and maintenance requests

e Supporting audit teams and institutional operations
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5. Procedure:

5.1. Penalty payment

Receive a copy of the
penalty decision from the
concerned department.

Enter the penalty into the DGPHE
system, which will automatically block
the establishment from continuing certain
activities until payment is made.

Receive payment and
unblocking the concerned
PHE

Update the Excel system with
the payment details.

Forward the updated Excel
sheet to MOH on weekly
basis

Receive MOH
acknowledgment with stamp
on the excel sheet

Responsibilities

In Institutional Documents:
Section Head

In National Documents:

DGPHE

In Institutional Documents:
Section Head

In National Documents:

DGPHE
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5.2. License and exam entry fee payment

Receive the application for
Issuing license or exam
entry.

Collect the fees from the
concerned through the
electronic payment

Issue the receipt to
customer

Update the Excel system
with the payment
details.

Forward the updated Excel
sheet to MOH on weekly
basis

Receive MOH
acknowledgment with stamp
on the excel sheet

Responsibilities

In Institutional Documents:
Section Head

In National Documents:

DGPHE

In Institutional Documents:
Section Head

In National Documents:

DGPHE
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5.3. Payment for medical report approval and sick leaves

Receive the medical report or Responsibilities
sick leave form stamped and
signed by the concerned
doctor and hospital

In Institutional Documents:
Section Head

In National Documents:

DGPHE
Collect the associated fees from the

applicant through the electronic payment

system.
In Institutional Documents:
Section Head
Stamp and sign the payment document for In National Documents:
official approval. DGPHE

Issue the receipt to the
applicant

Update the Excel system with
the payment details.

Forward the updated Excel
sheet to MOH on weekly
basis

Receive MOH
acknowledgment with stamp
on the excel sheet
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5.4. Maintenance Coordination

Receive maintenance
request from employee

Coordinate with Maintenance
department for maintenance
activity

Ensure that the maintenance technician
completes the task as assigned.

Receive and acknowledge
the Maintenance Service
Report.

Responsibilities

In Institutional Documents:
Section Head

In National Documents:

DGPHE

In Institutional Documents:
Section Head

In National Documents:

DGPHE

Administration & Financial Affairs Section, Standard Operating Procedure
MOH/DGPHE/SOP/013/Vers.3 August /2025

15

Page 12 of



5.5. Auditing team work allocation

Responsibilities
Employee fills out the work
allocation form

In Institutional Documents:
Section Head

In National Documents:

DGPHE
Submit the completed form

to Head of Finance

In Institutional Documents:
Section Head

In National Documents:

Send back to the No Sent to DG PHE for
employee for verification DGPHE
rectification & approval
Yes

Forward the request to Directorate
of Administration for approval

Receive confirmation details
of Ticket / care / hotel etc.

Issuance of Ticket/ Car/
Hotel Booking etc as per
work allocation form
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5.6. Good standing certificate

Responsibilities
Receive Good standing
request form

In Institutional Documents:
Section Head

In National Documents:

DGPHE

Request rejected | NO Verify Applicant

In Institutional Documents:
status

Section Head

In National Documents:

Yes
DGPHE

Collect the associated fees
from the applicant through
the electronic payment

Issue the receipt to the applicant

Issue good standing
certificate
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Chapter 3:

Responsibilities:

¢ Administration & Financial Affairs shall

o Supervise the execution of all activities in compliance with this SOP.

o Execute daily transactions and system updates.

o Maintain accurate financial records and documentation.

o Process receipts, acknowledgments, and follow-up communications.

e Director General - DGPHE

o Approve processes requiring higher-level validation.

o Oversee implementation at the directorate level and ensure alignment with

Ministry of Health policies.

Chapter 4 :
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