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What Documents We Need for Contract 
Processing



What to do if the transfer is made to a 
foreign bank account?

The following info is needed:

● Beneficiary bank
● Beneficiary bank account number (IBAN)
● Beneficiary address
● Bank swift code
● Currency



What to do if I am a non-RA citizen?

• We will assist in getting a social
card and opening a bank account
(NOTE: due to new online registration and

residency proof requirements by the RA law,
this process may take 3-4 weeks)

• in all cases, will give a statement
on income tax at the end of
contract for tax declaration and for
avoiding double taxation



How to get an ID Card?

Please send your electronic photo 
to Recruitment and Contract 

Coordinator
Sona Sargsyan

sona.sargsyan@aua.am

mailto:amovsesyan@aua.am


Additional Holidays

In addition to the official RA holidays, there
are 8 additional paid holidays per year:

 January 3, 4, and 5
 Easter Memorial Day (following 

Monday)
 American Independence Day (July 4)
 Thanksgiving Holidays (2 days: fourth 

Thursday and Friday in November)
 Christmas Day (December 25)



HR-Specific Policies: Equal Opportunity and Non-
discrimination in Employment

No person employed by or seeking employment with the University 

shall be discriminated against because of race, religious creed, color, 

national origin, ancestry, physical disability, mental disability, medical 

condition, marital status, sex, age, or sexual orientation.



HR-Specific Policies: Safety at Workplace and 
Employees' Responsibility

● The AUA strives to create a safe
working environment in order to
eliminate or reduce conditions, which
may result in personal injury or property
loss to staff, faculty, students and
visitors

● Employees are expected to exercise
care and precaution not to expose
themselves to safety hazards while
performing their duties at the AUA



HR-Specific Policies: Leaves

 Vacation, Business Trip —

all leaves during the 

semester need to be 

documented via 1C 

Document Flow system

Vacation, Business 

Trip requests are also 

processed with the 1C 

Document Flow system



How the salary will be paid?

Contracts for Spring 2024

From January 17 to May 31, 2024
 Salary are paid on monthly basis – January pro-rated salary will be

paid in the 1st week of February via bank transfer
 For online teaching from abroad – payment in one or two

installments (bank transfer fee is covered by the employee)
 May salary will be paid upon the end of the contracts
 For RA taxes/fees, please visit https://policies.aua.am/policy/167

https://policies.aua.am/policy/167


How to enter 1C system? Two ways

● Open the link http://10.1.0.28/docflow
● Choose your name from the user list
● Write your password (if you enter the system 

for the first time, there is no password set)
● Instruction for setting up/changing the 

password - https://aua.am/wp-
content/uploads/2012/02/How-to-create-
password.pdf

● Press “Ok”

http://10.1.0.28/docflow
https://aua.am/wp-content/uploads/2012/02/How-to-create-password.pdf


MyAUA Intranet







OPERATIONS AND DOCUMENTATION FLOW



1.. Open the link via Intranet-http://10.1.0.28/docflow

2. Choose your name from the user list

3. Write your password

4. Press "OK"

AramAramyan

*******

http://10.1.0.28/docflow


My Pay Slips

5. Press on "My Pay Slips"



The net amount of your 
monthly salary!

You can see taxes and other fees 
deduced from your gross salary here!



For web users:

Please use the "Save" button if you want to keep a record for 

personal use in whichever format you like.



If You Need Help from the HR Office

Please contact: 

Arina Bekchyan, HR Director: abekchya@aua.am

Diana Zakaryan, Senior HR Specialist: dzakaryan@aua.am

Meline Hayrapetyan, HR Specialist: mhayrapetyan@aua.am

Sona Sargsyan, Recruitment and Contract Coordinator: sona.sargsyan@aua.am

mailto:abekchya@aua.am
mailto:dzakaryan@aua.am
mailto:mhayrapetyan@aua.am
mailto:sona.sargsyan@aua.am


Thank You!


