stomer Copy

Dear valued Customer,

Thank you for choosing Qatar Islamic Bank (“QIB”) for your Wage Protection System
(“WPS”) requirements. We look forward to servicing your WPS needs.

In order to ensure compliance with all WPS guidelines and rules, please note the
following procedure that we would like you to follow in order to ensure QIB is able
to execute :

(a) the Customer prepares encrypted salary information file (“SIF”) and stores the
data on a CD-ROM;

(b) the Customer prints the SIF and an authorised signatory signs and dates each page
(the “SIF Copy”);

(c) the Customer prints and signs the attached debit authority on their letter-headed
paper (the “Debit Authority Letter”);

(d) the Customer submits the SIF Copy and the Debit Authority letter to a QIB branch
at least 4 working days prior to the proposed transfer;

(e) QIB, on receiving the documents, will (i) verify the authorised signature on the SIF
Copy and the Debit Authority Letter and (ii) check that the SIF Copy contains the
same details as the Debit Authority Letter. QIB will then upload on WPS, debiting
the Customer’s account.

(f) Rejections will be notified to the Customer authorized person by electronic mail.

(g) If the Customer needs to make any amendments to the SIF, the Customer must
resubmit the SIF Copy with a new Debit Authority Letter.

Yours sincerely, Qatar Islamic Bank
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General Notes dole WUAAMG

Salary information file (“SIF”) - is the file of the predefined structure and format,
containing the information needed for salary payment transaction processing
(transferring salaries from Payer’s account to employees) and other information,
required by MoLSA for monitoring salary payments.

Each SIF file must be for one Payer and one Employer only (Payer and Employer can
be the same entity).

The file format that is accepted by Wages Protection System is CSV (Comma Separated
Values) according to RFC4180 specification. The companies may use any application or
tools to create this file, for example:
Exporting it directly from the corporate payroll system (in this example, the
corporate might need to modify the payroll system to comply with the file
specifications) or
Using Microsoft Excel to fill the salary information and then to save the file in CSV
format. Note: If the Excel is used for creation of CSV files, it is recommended to
have all fields formatted as Text, to avoid type transformations and format issues.

The following defines the SIF specifications.
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1. a. Salary Information File (SIF)

SIF Header

The SIF header fields and their types are listed in the table below. The header fields titles
shall be provided in the first row and the header information values shall be provided

in the second row of the SIF.
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SIF Records

Field Name Field Type Usage Comment Gul=ill | ladiwyl | Jball Eqi Jéal rouwl
Employer NUMBER(8) | Mandatory | Company Registration Card Number. Ol Aoy A pil Jiauws d6Un s od) silual Moyl | slitioll dyga
Establishment It can contain 7 or 8 digits. oW gV Lle sging o JosJluy
1D (Employer — . -
EID) rogy/ paub/diw BJua] () oLojl Uil Ay
loll
File Creation NUMBER(8) | Mandatory | yyyymmdd -
Date A%y6a/acly BJual (&) o)l =Ldijjvidg
. R loll
File Creation NUMBER(4) | Mandatory | hhmm - - - -
Time W6 g SIS 6ULLio Ayga BJual (M)l | suiiolldiga
Jo ouaa]l ody sl lg Pl &6 oJhv]]
Payer Estab- NUMBER(8) | Mandatory | The Establishment ID of the entity ,\Lf;ijv U.Lcksgjr‘;il . )fw;fm&ui:: 6o
lishment ID that actually performs the pay- olitioll duge 1Jaa) Ul Ao (olo)l
(Payer EID) ment of salaries (whose account is Ijl‘qu_ASJI &) Eolalg . Uy
being debited). It can contain 7 or i) cu.oJogoJ oS |L.JJU[5
8 digits. The Employer and Payer SUitiol Ao Lo uani q.'pbuo
Establishment ID can be the same, u.bé‘u‘ﬂ;.UdJ o |dJl;;nlJ‘|“l)i£\b|3.J|
if Employer pays to its employees " An (DJHIjICUT (o) Lo Lo
directly. Either Payer Establishment \J_éALiJJJro;bf&bng: | UL ldjoa
1D or Payer QID shall be specified WA éﬁl;JJc"u 5 |C'UL;mJ|
in SIF, meaning, that if Payer EID is - - - -
specified, Payer QID field shall be 094y 53l Uaailll ypndll dygall (W)l | duphdllQgall
blank. ouaslpd) ) Lilgdl o ileo &olall
dan Eolal] Jl(awa
Payer QID NUMBER(11) The Qatari ID of the person who Oﬁ:;“ bﬁg& dJJu;Lug
actually performs the payment of sLitioll e o Eolall P |
salaries (whose account is being "|'|o N O"J'L?j iﬁiﬁJl b o1l
debited), if Payer is not the corpo- roJ Bl i) oo naloll o0 &5
rate entiiy Either Payer QID or Payer ol Eol b S ey
. LA fola sliiol & N
Establishment ID shall be specified P &ola10 oo
in SIF, meaning, that if Payer QID is Solallwynoll jo) i (£)wgyn | yrisollouwyl
specified, Payer EID field shall be Winoll
blank. Eolal
Payer Bank CHAR(4) Mandatory | The bank code for the Payer &olall pJoall Ly =ill by Giual (ra) uaj L)) =ill o)
Short Name (i ob)) &olall pJoall
Payer IBAN TEXT(29) Mandatory | IBAN (account number) of the Payer oub/diw Gual () o) aubig diww
Salary Year NUMBER (6) | Mandatory | yyyyMmm e
and Month Jupleloll o wilgpl &lio LJlos) Gual | (AN Guite | wwlghiplon]
Total Salaries | DECIMAL Mandatory | Total amount of salaries in the SIF, in ol
(18,2) Qatari Riyals 00 (LWaanl) Wil sae Hllosl sl VW)l | wlawlisae
Number of NUMBER (6) | Mandatory | Total number of records (rows) in eloll
Records the SIF
Wloll Mo

U0 QA0 Ll Wleg ooy dblRioll Wlogleoll Lle (Qlol Wilai (5910

SIF records contain the information about salary payments for a particular employee. Gul=ill | pladiwyl | Jhal Egi JSaJl ol
2436 JAdiy anny sall Juulinell o) wlunl ) o) Jaulig
Field Name Field Type Usage Comment ololl Jauw EwT
Record Sequence | NUMBER (6) | Mandatory | The sequence number that will - (.‘iﬂml‘;h_cn ;mlm:m ;..U_OC
uniquely identify the SIF record. dl.'lo_'lil c LLoJLC“f:JJJJ.O‘
Note: Record Sequence is used ’ o I ol Ir - |Ul5 Al
bly \t?”ils application todgenerate SIF_ICPEOWA_QIB_( €V
globally unique Record ID. For L e
example, if Record Sequence is 12 wo U= laﬁﬁ;ﬂlm
and the SIF name is SIF_12345678_ ) )
QIB_20140706_1216, the Record ID SIFITFEOVAQIBL 1€ VAN -l
will be assigned by WPS is: E8lg o n@lAgoll dupn bl dygall (N W)l | dypnélidygall
SIF12345678Q1B201407061216-000012 013 Lol .ty él dygall dslng lhgoll
i o @ hgoll 6publiduga ayani
Employee QID NUMBER (11) Qatari ID of the employee, as Ggﬂmﬁmfmlmglm
defined in Qatari ID card. If the - — - —
Employee Visa ID is specified, 21ngoll publ diga Aani i) )|V} (INuai Iy
Employee QID shall be left blank. Wiy @lAgollEliol pac Wa 6 hgoll
1jA0)0 28 =JIylag AunAiill
Employee Visa ID | TEXT (12) Mandatory | Visa ID of the employee. It Mnﬁﬁil@bg&loﬁuub oo
should specified if employee ) L_Jpro.uuuoq.ou mmblméml
does not have the Qatari ID card .ub&bwmpﬁ}‘u mq_md_og
yet and the contract is based on — - -
Employee Visa ID. If Employee Uo 9) dypn il dygall Ablny &blg Lo Yl (V)uad | @lhgoll ol
Visa ID is specified, Employee (6 bl &slg
QID hall be left blank. Q) egigoll o i o)l fouwyl sa] € i ol ol
Employee Name | TEXT (70) Mandatory | As defined in employee Qatari ID lhgollulinn winol
card (or specified in Visa) alhgoll
Employee Bank | TEXT (4) Mandatory | The short name of the bank
Short Name where employee has his / her
account




payments.

Note: If the special characters
(the characters other than alpha
numeric or spaces) are used, the
field should be double quoted.

Field Name Field Type Usage Comment Gul=ill | ladiwyl JaaJl Eqi J9aJl oawl
Employee Ac- TEXT (29) Mandatory | Account number of the em- vl a1l @ihgell uln o) il (ra) uaJ wln
count ployee. If employee account is Jhauny pAalpnoe s agioo " hgoll
in the different bank then the wJoaJl &y =il o)
Payer’s account, IBAN should be —
specified. Ll - "M’ egul J5 -8 Wual (g &oxjaj
E9Jlgy aanioung:dhgalo il
Salary Frequency | CHARACTER Mandatory | “B” - Bi-weekly 2119 @lo Lo JIEAaill (o Anlg
(1) “M” - Monthly (Ol QoA oac)
Note: It is recommended to - N N N
specify the salaries of one type el eihgolilalec plPLYlaxe Yiua! ()W)l | Jo=lliPylaac
of frequency in one SIF (not mix sef’b%’":uf:?-‘?”'m‘“‘.‘.”“'
frequencies). Wa o Jislglehgollole da
V0.LoaG o QAo bjla] Ja &oa
Number of Work- | NUMBER (3) | Mandatory | Total number of days that Uy il Jlgh alhgoll 6jla] dla
ing days employee worked during the () Gosdll Aya
month. It can be less than 30 - - N
days, if employee was absent, weihgoll aALd Ly sl GLo A=l Gl | (M) Guie | il poln
or it can be more, if employee is san0lluiilaub e Josll Gy to
paid for his vacation in advance. SO Jupu
In case of employee vacation ol dosl Uy Ao sl dloll sl | (M) e | ouwlwllusiyl
throughout the whole month 669 6N dJl YU o e hgoll i i i
zero (0) value should be speci- iyl uqu.um@ldhw NIy
fied. (8) () (o 11T st
Net Salary DECIMAL Mandatory | It is the exact number that em- Whgoll lalac Ll Wlelul Lo Gl | () Guic Slelul
(18,2) ployee is going to receive from cujiqf(quU.oJ"I)d_oy.JluLchu;_i: T i LAl
employer for the specified salary Slelw ang‘ro_‘._c(ilbubq.u | T
month, in Qatari Riyals. '.(.)mmﬁmimm|
Basic Salary DECIMAL Mandatory | The amount that the Employer L . . L .
(18,2) should pay to the employee dulbpolaiussilanaind | gl | (Mgl | polail sl
monthly, in Qatari Riyals accord- ) T
ing to the contract or by the law. Jailoyay .
The basic salary should be more AU .
than 0 (zero). ooyl Jozll -
Extra hours DECIMAL (3,2) | Mandatory | The total number of hours_ that Gyl gl IroUl b Josl
employee worked after his work- T
ing hours (shift) or during the Wigll=liglulolholl «
holidays. In case no additional Bualio ol A8yl Wlegoro @l »
Rgz.rs, zero (0) should be speci- c")jla,;JIU.cCch_m_ot_QuuCuE .
Extra income DECIMAL Mandatory | Extra income is specified in duolA] joal §loni fi::;uglu_o
(18,2) Qatari Riyals. It can include the T () 190 @oadl Aani o
following: — -
Transportation allowances ‘JL“JU'ULOMIQ%DQ‘!UQ% wual | A0 guie wlognall
. Uoniig.sHAQl
Housing allowances L ) o
. Ue dajul ulbolpsdly wlelagll «
Overtime . L .
Wl Ygily JUAYI
Working on  holidays or o
vacation wagriala
Bonuses or raises Al Gl pall g sl .
Any previous or late payments A5y ebhgoll
Any advance payments for the SjYl Wla o) il Yl .
vacation (Gpasoll
- or anything else. Wlogna dlguhipac s o
In case no additional wages () 490 Aot 53 oy
deserved, zero (0) value should €6 Uéal aany Ul usy iato Gylial (0)uni E6JIEq)
be reported. roudll Jiotio WA &y glugalell |
Deductions DECIMAL Mandatory | Total deductions are specified in Aoy Joalllaa) Al UUbooJl
(18,2) Qatari Riyals. It can include: &2l Il EoaJlg «yguuill
Violations against the country alioll
laws or violations Sl Gondi duolal wlianilo Sl [(ZDIV=Y] /WlAno
Loans payments . Wlegoaoll oo WloWIA Ulalay]
AunlA jgo) oladiwl ol lal:ddhgalo
Coverage for damage caused (W6 LiLollg g yalg Lol ue)
by the employee to the -uﬂJ-odS'i—"-JlJ-bi@
company
Decrease the salary (in case of
sick vacation).
In case no deductions are ap-
plied, zero (0) value should be
reported.
Payment Type TEXT (50) Optional Initially, the field shall specify
“Normal Payment” or has to be
left blank. The other possible val-
ues for this field are “Settlement
Payment”, “Partial Payment”,
and “Delayed Payment”.
Notes / Com- TEXT (300) Optional Extra notes including justifica-
ments tion for any divergence in the




SIF Example (LoJl) Lrilgpl Cilogleo Wlo i-I

Employer EID, File Creation Date, File Creation Time, Payer EID, Payer
QID, Payer Bank Short Name, Payer IBAN, Salary Year and Month, Total
Salaries, Total Records

10007230,20150119,0952,44332211,,QIB,
QA76QISB011460130060111122222,201412,180775,9

Record Sequence, Employee QID, Employee Visa ID, Employee Name,
Employee Bank Short Name, Employee Account, Salary Frequency,
Number of Working days, Net Salary, Basic Salary, Extra hours, Extra
income, Deductions, Payment Type, Notes / Comments

000001,27822001001,,Mustapha Abdullah,DBQ,QA26DOHBQAQAXXX0000
0693123456,M,30,15000, 15000,0,0,0,,

000002,28040000056,,Jalal Oelberg,DBQ,QA26DOHBQAQAXXX000006931
23456,M,20,16000, 24000,0,0,8000,,Deductions due to sick leave

000003,24901552257,,Ala Aldahabi,QNB,693123456,M,15,6500,11000,0,
0,4500,,Unpaid vacation

000004,28424002333, Ammar Mohammed,QNB,QA87QNBAQAQAXXX000
00693123456,M,30,30000, 30000,0,0,0,,

6litioll dyga W aloll Uili| viog aloll «liti] duylin Jos)l wj 6liliol Gyga
Oy =il by Eolallwpnoll pnisoll paull &olall dn dll dygall Solall
WAla il aae avlgl pJlon] Luill pauig diw Eblall pJgall

10007230,20150119,0952,44332211,,QIB,
QA76QISB011460130060111122222,201412,180775,9

W&1Agoll pawl o hgoll 81ublinalhgoll dypih el dygall aul Junlinn g
Aac Ul &oa AT @ lhgoll ulina wQlhgollwpn ol pniagll oawdl
woladl Jaaldobylulelull ‘k_.p.uu.u‘)JI Ul oo ol Ul
Ulabay)/ wlanlo (&6l EqinilognAll

000001,27822001001, Mustapha Abdullah,DBQ,QA26DOHBQAQAXXX0000
0693123456,M,30,15000, 15000,0,0,0,,

000002,28040000056, Jalal Oelberg,DBQ,QA26DOHBQAQAXXX000006931
23456,M,20,16000, 24000,0,0,8000,,Deductions due to sick leave

000003,24901552257,,Ala Aldahabi,QNB,693123456,M,15,6500,11000,0,
0,4500,,Unpaid vacation

000004,28424002333,, Ammar Mohammed,QNB,QA87QNBAQAQAXXX000
00693123456,M,30,30000, 30000,0,0,0,,

000005,28815000478,,0ttmar Knef,(BQ,QA86CBQAQAQAXXX000006931
23456,M,30,37000, 28500,0,10000,1500,,Housing allowance added and
personal loan deducted

000006,29132001234,,Sabine Jager,(BQ,QA86CBQAQAQAXXX0000069312
3456,M,30,14500, 17500,0,0,3000,,Employee has a loan

000007,,222225522612,Aleksandr Popov,CBQ,QA86CBQAQAQAXXX000006
93123456,M,22,15000, 13000,0,2000,0,,Transportation allowance

000008,27203012245,,Ume Matsushita,(BQ,QA86CBQAQAQAXXX0000069
3123456,M,30,25000, 22000,20.5,3000,0,,0vertime paid

000009,,222225522634,Adrien Delacroix,(BQ,QA86CBQAQAQAXXX000006
93123456,M,30,21775, 21500,0,275,0,,Extra payment for telephone

File Naming Convention

000005,28815000478,,0ttmar Knef,CBQ,QA86CBQAQAQAXXX000006931
23456,M,30,37000, 28500,0,10000,1500,,Housing allowance added and
personal loan deducted

000006,29132001234,,5abine Jager,(BQ,QA86CBQAQAQAXXX0000069312
3456,M,30,14500, 17500,0,0,3000,,Employee has a loan

000007,,222225522612,Aleksandr Popov,(BQ,QA86CBQAQAQAXXX000006
93123456,M,22,15000, 13000,0,2000,0,,Transportation allowance

000008,27203012245, Ume Matsushita,(BQ,QA86CBQAQAQAXXX0000069
3123456,M,30,25000, 22000,20.5,3000,0,,0vertime paid

000009,,222225522634,Adrien Delacroix,(BQ,QA86CBQAQAQAXXX000006
93123456,M,30,21775, 21500,0,275,0,,Extra payment for telephone

SIF file name is comprised as follows:

+ “SIF” - the text used for identification of the Salary information files
(3 characters, TEXT (3))

- Employer’s Establishment ID or Company Registration Card Number
(8 digits, NUMBER (8))

+ Bank short name (up to 4 characters, TEXT(4))

- File creation date (8 digits, NUMBER(8), yyyyMMdd)
- File creation time (4 digits, NUMBER(4), hhmm)

+ Extension: CSV

Each section will be separated by an underscore (“_")

Example:

SIF_12345678_QIB_20140706_1216.csv
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Appendix A - Qatari banks and bank short names (identifiers)

Bank Identifier Name of Bank SWIFT Code
(bank short name)
QNB Qatar National Bank QNBAQAQAXXX
(BQ Commercial Bank of Qatar | CBQAQAQAXXX
DBQ Doha Bank DOHBQAQAXXX
QIB Qatar Islamic Bank QISBQAQAXXX
ABQ Al Ahli Bank ABQQQAQAXXX
18 Qatar International Islamic | QIIBQAQAXXX
Bank
ARB Arab Bank ARABQAQAXXX
MSQ Mashreq Bank MSHQQAQAXXX
IBQ International Bank of Qatar | IBOQQAQAXXX
HSB HSBC Bank Middle East BBMEQAQXXXX
SCB Standard Chartered Bank SCBLQAQXXXX
UBL United Bank Ltd UNILQAQAXXX
BNP BNP Paribas BNPAQAQAXXX
MAR Masraf Al Rayyan Bank MAFRQAQAXXX
KCB Al Khaliji Bank KLJIQAQAXXX
BBQ Barwa Bank BRWAQAQAXXX
QDB Qatar Development Bank QIDBQAQAXXX

(dusuy=ill jool) 6paiasl clowilg duphéll Wjlasll - dir Galoll

gl jo) Wpnoll puwl | Wpnoll =il jo)
iAol oawdl)
(Wnoll
QNBAQAQAXXX Lol 16 el QNB
(BQAQAQAXXX GHABII Al L (BQ
DOHBQAQAXXX dngalleliy DBQ
QISBQAQAXXX ol b brno QI8
ABQQQAQAXXX olobl el ABQ
QIIBQAQAXXX Jgall ph s el 8
Loyl
ARABQAQAXXX ol Lyl ARB
MSHQQAQAXXX Girol eliy MSQ
IBOQQAQAXXX oAl 16 ey 18Q
BBMEQAQXXXX O U] U] L HSB
1 wqUl G i
SCBLQAQXXXX AU gt el S8
UNILQAQAXXX Anioll ol UBL
29200l
BNPAQAQAXXX (FT[FIRNIVIReY, BNP
MAFRQAQAXXX Oudlwrno MAR
KLJIQAQAXXX RENTENTISTN] KCB
BRWAQAQAXXX ol BBQ
QIDBQAQAXXX (goldill P 6 Cli) QDB

Appendix B - IBAN Format

The following describe the IBAN format specifications as defined by Q(B:

VWl d21n - «un @aloll

2310l gaill ple Vol Leyy=ill Py dun Wb nlgo GJWI Jgaall angy
oo\l LN G 0L o U1 (o

Country | Check | Bank Identi- | Customer Account Number Jo=llulin os) V=il fopl Wogall jo)
Code Digit fier wpnol
(From SWIFT « Jo) uo)I
Code) cieiom)
Type CHAR(2) | NUM(2) | CHAR(4) CHAR(21) Left padded with JenlU A (1) Wwern (©)won | (N | (Nwgn Eqill
zeros
Example | QA 01 QIsB 000012341234123412341 000012341234123412341 QISB 01 QA Jlo
Total QAO01 DOHB 0000 1234 1234 1234 1234 1 (29 characters) QAO01 DOHB 0000 1234 1234 1234 1234 1 29 wn) | Lol

Please be advised that if the above criteria are not met, it may cause a delay
in processing your staff salary &/or payments, or any inquiries, please email
us on SDC.Operations@qib.com.qa or contact 44448444. We assure you
of our best services at all times and look forward to a mutually beneficial
relationship.

Qatar Islamic Bank
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