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Best FZE Manual for maintaining Workflow and Information Navigation

Last updated Apr 22, 2022

__________________________

This manual is:

1. Activate from the date mentioned above.

2. Applicable to all Best FZE employees.

3. Not applicable to partners, collaborators, freelancers, and the like.

4. Subject to change.

5. Open to suggestions from any and all Best FZE employees, now and in the future.

However, the final decision falls in the hands of the managing director alone.

6. No one is to make any adjustments on their own. Suggestions are received,

discussed, and, if approved by the Managing Director, added.

This manual has a number of sections, each section clarifies what is related to it,

and does not override any other terms mentioned in any other section.
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Section 1 - Communication:

1. Every single email must be answered.

2. For external communication, always follow the expressions below:

a. Dear [all, or write the name formally, preceded by their title]

b. Greetings from Best.

c. Add the purpose of the email – be concise and selective with your words.

d. Thank you, Best regards [Best with a capital B - regards in lowercase

letters]

e. Make sure your automatic signature is added, so you do not need to sign

with your name.

3. If you are contacting an external entity for the first time, always introduce

yourself, the company, and your role within the company. You will receive a

fixed short introduction about the company that will be used in all instances of

this.

4. For internal communication, you can keep it simple. However, always maintain a

professional attitude, and don’t take a friendly approach to anyone.

5. Make sure to check your email at least twice a day during your working days.

6. You are not required to respond to any emails during your days off, or any

additional holidays, unless the subject of the email says it is highly urgent,

and you receive a direct instruction from the Managing Director to follow

through with a task.  This is applicable only to highly urgent matters.
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7. Understand these keywords:

a. Highly Urgent - requires a response within 3 hours maximum.

b. Urgent - needs a response within 24 hours.

c. Priority - needs a response within 72 hours maximum.

Use these keywords in your email as is appropriate in the subject line, and

only when needed. Example:

There is a decision that needs to be made right away by the Managing

Director, and the one who is sending this email is Lina. She needs to get

back to someone with an answer in five hours or so. The subject of the

email should look like this: [Advice needed: Highly Urgent] When the

recipients – me in this case – sees the keywords, they will understand

whether they need to act right away or not.

If the email does not fall under any of the three categories, you don’t

need to add any keywords in the subject line. Not every single email must

include a keyword. Keywords are used very sensitively, and according to

the description given for each.

8. Whether it’s external or internal communication, remain calm and

compassionate: these are the basic manners of communication.

9. Don’t communicate with external entities from your phone. External entities

must receive the email as it is written on a computer device, otherwise you would

be harming the image of the company, AND THAT IS NOT ACCEPTABLE.
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10. Communication is more about listening than speaking, so make sure you

understand what you receive from the other party before you respond to them.

If you don’t get what the other party is sharing with you, ask directly, or state

that you don’t understand.

11. Do not use bold letters, sentences in full uppercase, or the color red under any

circumstance, unless you received direct authorization from the Managing

Director.

12. If you need to highlight something, highlight it with yellow only, or underline it:

Keep in mind that written communication is very dry and lacks emotion, so don’t decode

the messages you receive according to your mood; these are just words to exchange

pure information. Nothing more, and nothing less.

When receiving a keyword in your mail subject you are required to abide by it,

even if it is on your day off.
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Section 2 - Morals and Ethics:

You represent yourself as you are: in your life, community, and work. With Best, you

are representing the company, no matter what your role in it is. You are a team player

now, and you are required to:

1. Respect the privacy of the company and not discuss its matters with any

external entities.  No one will know if you did, let your own principles guide you.

2. Not talk about anything related to your colleagues or the company’s process with

anyone.

3. Best is your protector, and your legal ground in the Business Industry. Best is a

legal establishment in the UAE, which is one of the 10 best countries worldwide

in business, lifestyle, and human rights, and the top country in the Arab region

on the same basis. Understand the importance of the country that the company

was able to get established in. It is not something random or easy for people to

start up their business in the UAE.

4. Based on the previous point, you need to trust Best enough when you are

representing it. If you don’t trust or know enough about it yet, DO NOT take

initiative to conduct interviews, produce ads, talk to candidates, or anything of

the like. When you feel the need to convince someone to believe in Best, you still

don’t know enough about it. Take your time, but don’t put the company under the

pressure of having to prove its worth.

5. Don’t try to sell anything if you are going to take any initiative to market

anything so you can receive the marketing percentage. This needs to be done
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through a specific process to keep the image of the company’s employees at its

Best status. If you want to get involved with marketing, ask the Managing

Director about the process.

6. All information received, transferred, or exchanged within the company is

protected by our privacy policy.
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Section 3 - Obligation:

1. All social media channels under Best FZE are owned and run by the company.

You as an employee are required to respect them.

2. The domain ‘best-fze.com’ is the company domain, and all channels under this

domain are owned by the company and are not a personal property. This includes

but is not limited to:

a. Youtube channels,

b. Google drive,

c. Your membership on the website - once it is activated.

3. The company’s email, under the company’s domain, is to be used for company

matters only, and not for any personal communication.

4. All current and potential finances, offers, or payments that someone is receiving

are handled solely by the Managing Director, and the Managing Director alone.

No one is authorized to offer salaries, compensation, add pricing for training, or

carry out any other task related to money or currency.

5. Any money you are receiving is sent directly from the Managing Director in a

confidential way: no one else in the company knows who is making what. YOU

MUST KEEP IT THIS WAY.
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Section 4 - Engagement:

1. As a member of the Best team, regardless of your role in the company, you shall

receive in addition to your salary/annual percentage for any training program

provided under Best’s name, whether from a partner or a collaborator:

a. The head of the project (regardless of their internal position): 7%

b. Every member of the company who is involved: 2%

c. This is to be calculated from the net profit received by Best, after

deducting any external charges and payments.

2. When you are not able to meet your deadline or finish your task accordingly:

a. Best will never deduct from your salary, because that is not fair.

b. Best will never threaten you. However, if this behavior becomes your

normal attitude towards your work, you will receive two written warnings,

before you receive a termination note with end of service compensation,

as is mentioned in your contract or offer letter.

c. In case you are not able to do a required task, you will not receive the

percentage mentioned in point 4.1 for the training you are working on.

3. When you receive a task with a deadline, make sure to view and understand it.

You can ask to delay the deadline if you believe you will not be able to meet it,

but if you don’t mention this matter once you receive your task, it will be

considered a missed task. Meaning: DO NOT ask to delay your deadline on the
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same day or a few hours before. Do it once you receive it. Don’t wait until the

last minute.

As the Managing Director, be aware that urgent means someone will die if you don’t

receive my immediate response. If someone needs a response from me and I’m not

available, just act according to the following: “we will get back to you shortly, once the

Managing Director gets back to us.” Don’t take decisions in these instances, and don’t

be in a rush. If there is a deadline you need to meet with the matter of consideration

you are contacting me about, just let it go.  If I’m not available, I’m not available.

URGENT MEANS SOMEONE WILL DIE IF YOU DID NOT RECEIVE MY

RESPONSE.

Created by the managing director

Cindrella Hassan
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