Customer Quick Reference Guide:
Wages Protection System (WPS) is an electronic salary transfer system that allows non free zone companies in the UAE to pay workers’ wages via banks, Currency Exchanges, and financial institutions approved and authorized to provide the service. The system, developed by the Central Bank of the UAE, allows the Ministry of Labour to create a database that records wage payments in the private sector to guarantee the timely and full payment of agreed wages. 

WPS Mechanism to be followed by Companies:

1. Identify/Select your WPS agent for processing the payrolls.

2. Read the below listed documents available on www.rbsbank.ae or http://www.mol.gov.ae/english/wpsGuidelineEng.aspx    to know the company’s responsibilities and for clear understanding of WPS
· WPS Guidelines

· MoL Guidelines  on WPS

· WPS Company responsibility guide-version 2-2-0

· WPS FAQ from Central Bank_25 Oct 2009
3. Download the utility/software “WPS Validator Utility.zip” and installation instructions “WPS CVU Version 2-2-0” from www.rbsbank.ae . This utility will be used to validate the payroll file later.
4. Create the payroll database in excel format without the header (Refer document “File Format_SIF” on www.rbsbank.ae
5. Save the excel in CSV format with file name as EEEEEEEEEEEEEYYMMDDHHMMSS. SIF
· EEEEEEEEEEEEE=Employer reference (13 characters)
· YY=Year (2 characters)
· MM=Month (2 characters)
· DD=Date (2 characters)
· HH=Hours (2 characters)
· MM=Minutes  (2 characters)
· SS=Seconds (2 characters)
6. Validate the above file using the Validator and email the successfully validated file to cfa.operations.uae.cms.ae@rbs.com us.  Please refer to the doc “Process document for sending the file to the bank” for complete instructions.
· The payroll SIF should be emailed to cfa.operations.uae.cms.ae@rbs.com in zip form with 256 bit encryption.
· The original debit mandate (please refer doc “Debit Mandate”) to be sent to the bank.
Note: The email and original instruction should reach the bank before 10: 00 a.m. for same day processing. 
PROCEDURE FOR SENDING SALARY INFORMATION FILE

A company (the Company) who has enrolled with The Royal Bank of Scotland N.V. acting through its branch in the United Arab Emirates (the Bank), for the Wages Protection System (WPS) services is required to adopt the following procedure for preparing and sending salary information file (the SI FILE) to the Bank.

1.
The Company has to consolidate all information required for the purposes of completing the SI File. Please refer to the SI File template available on the Bank’s website: www.rbsbank.ae.

2.
Once the SI File is prepared, the Company has to verify the SI File using the validator tool. The validator tool can be downloaded from the Bank’s website: www.rbsbank.ae.

3.
Prior to sending the SI File to the Bank, the Company has to encrypt the SI File using WinZip version 9.0 or above. A CRC code (Refer “Process to Encrypt the SIF” on page no 2 for more details on CRC code) & password should be included when encrypting the SI File.**
4.
The encrypted SI File should be e-mailed to the Bank at its group e-mail account: cfa.operations.uae.cms.ae@rbs.com.  The Company is required to use the e-mail id and e-mail domain owned by the Company when sending the SI File to the Bank.

5.
The Company is then required to send a debit mandate form duly completed and executed, an original copy should be sent to the Bank in a sealed envelope with company stamp on the seal, to the following address:




WPS Instruction

The Royal Bank of Scotland  N.V.  UAE Branch

Payments Department

Khalid Bin Waleed Road

P O Box 2567

Dubai, UAE

In the event the Company has executed a fax indemnity with the Bank in the past, the Company can fax the Debit Mandate to the Bank, to the following number: +9714 5062052, with the original to follow by post to the address set out above and marked “Faxed”.

Incase a of WPS payment instruction falls under Bank call back policy, company to confirm the password & CRC code along with the other necessary details to bank

6.
Upon receipt of the SI File and Debit Mandate from the Company, the Bank shall unlock the SI File using the CRC code & password set out in the relevant Debit Mandate and verify the total amount set out in such Debit Mandate.

7.
The Bank reserves the right to reject SI Files which fails the validation process or Debit Mandates which contain errors. The Bank shall immediately notify the Company as soon as it becomes aware of any such error. Upon receipt of notification from the Bank, the Company shall be responsible, in the case of a failure to validate, promptly find the error and rectify the same and in the case of errors in the Debit Mandate, promptly send a revised Debit Mandate to the Bank. In the event the Company fails to rectify such errors within 3 business days from the date of the Bank’s notification, such SI File and Debit Mandate shall be considered null and void.  For the purposes of this paragraph 7, “business days” shall mean any day excluding Friday and any day which is a legal holiday in the UAE or a day on which banking institutions are authorised or required by law or any other governmental action to close.

8.
The Bank shall not be liable to any person or entity for any loss, liability, claim, action, damages or expenses arising out of or in connection with the provision of the WPS services to the Company or for the failure to perform or delay in the performance of any of its obligations to the Company to the extent that such delay or failure is caused by reasons beyond the Bank’s reasonable control, which shall include, without limitation: (i) the failure by the Company to send the encypted SI File from the Company’s e-mail domain; (ii) errors in the SI File validation process or in the Debit Mandate; or (iii) failure of the validator tool to verify the SI File.  

** The Company shall be required to adopt the following password and encryption standards:

1) A password should be (i) at least six characters long (but should not exceed 10 characters); (ii) use a combination of alpha and numeric characters; and (iii) a mix of upper and lower case characters.

2. For the encryption of the SI File, the Company should select and use the 256 bit encryption methodology. 

Process to Encrypt the SIF with CRC Code

Right click on the SIF file and select second option shown in the screen under WinZip option
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Double click on the Zip file & note down the CRC code generated by WinZip
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If CRC is code in not visible in Zip file properties then right click on the tab (Where Name, Type, Size etc is shown) & select CRC.
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Once CRC code is noted, select “Encrypt” option to encrypt the salary file
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Give the desired password (as per bank policy mentioned in the process document) & select 256 encryption option to encrypt the salary file
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Debit Mandate:

[Client / Company Letterhead]

From
:
__________________________



__________________________



__________________________

To
:
The Royal Bank of Scotland N.V., UAE Branch.



Payments Department,



P O Box: 2567,



Khalid Bin Waleed Road 

Dubai, United Arab Emirates

Date
:
__________________________

Debit mandate for the payment of wages through the Wages Protection System (WPS)

We hereby authorise The Royal Bank of Scotland N.V., acting through its branch in the United Arab Emirates (the Bank) to debit our account number ________________ for the amount of AED _____________   towards payment of wages of employees included in the salary information file named ______________ (the SI File) sent to the Bank  on  ________________ . 

We set out below the information required to process the payments under the SI File. 

	Employer ID of Company
	:

	Total number of EDRs  included within the SI File
	:

	CRC Code
	:

	Required password for unlocking the SI File
	:

	Email ID ( From where the file has been sent to the Bank)
	:


This is an irrevocable instruction.

For and on behalf of 
_________________________



By ____________________



By ____________________

Name:






Name:

Title:






Title:
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