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1- The application for a travel order, selection of the flight,
and issuance of the ticket shall be carried out
electronically via the Etimad platform, while adhering
to the faculty member’s country of origin.

2- Form (Issuance of Travel Tickets for Non-Saudi
Faculty Members) is attached after the approval of the
employer and the passport officer.

3- Family names included in the round-trip travel order
are those who resided in the Kingdom for a period of no
less than (6) months, bearing in mind that the tickets
that will be issued within the limits of four tickets for
four people only, including the faculty member himself,
and (the other three should be on his sponsorship).

4- Only one request shall be submitted if the faculty
members are spouses, to issue one travel order for both
of them.

5- In case the faculty member wishes to get compensated
for tickets, he or she shall fill out the form prepared for
that (attached), including the reason for compensation
and send it to this department after the end of the
summer vacation, without applying via the Etimad
platform.

6- The right of male/female dependent to return tickets to
his country shall be forfeited when the University
waives his sponsorship.

7- When a travel order is issued through (Etimad
platform), it cannot be canceled, compensated, or
postponed according to circular number (2) for the year
2026 (attached).

8- The round-trip flight must be between the period of
19/06/2026 to 17/08/2026

For your information, and to circulate it to your staff and
ensure compliance with its contents.

Yours faithfully,

g yuiand]

Director Gener

dagyuad) i

Regarding (the issuance of travel orders for the annual leave of non- Saudi faculty members)
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