Circular No (16) for 2020
On implementation of Guide to Outsourcing Governance
Procedures

To: All Federal Entities

The Federal Authority for Government Human Resources (FAHR) would like to
send you kind regards, wishing you all the success in your endeavors.

With reference to the above subject, pursuant to Cabinet Resolution No (4/2) for
2020 endorsing the implementation of the Guide to Outsourcing Governance
Procedures (GOGP) in the Federal Government; and to enable mlnls{(les
federal entities as well as profit and non-profit Federal Governme‘qumﬁ?aa ies
to duly implement the GOGP; g, AN
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|n the Federal Government, particularly financial and human, and build
higher levels of transparency that support decision-making
5) Improve the quality, efficiency and reliability of outsourced services, in
order to build an efficient and high performance government
6) Develop policies, controls and standards related to outsourcing
governance in the Federal Government
7) Reduce risks associated with outsourcing in the Federal Government and
manage it professionally
8) Benefiting from the growing technological developments in the field of
outsourcing
9) Transfer knowledge to Federal Government employees.



The Authority is ready to provide support and assistance to all ministries, federal
entities, as well as profit and non-profit Federal Government companies in all
matters related to the implementation of the GOGP.

Thank you for your cooperation

Dr. Abdurahman Al Awar, Issued on: May 13, 2020
Director General,

Federal Authority for Government Human Resources
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Government

Introduction

As part of the Federal Government’s keenness to find an integrated legislative
system that regulates the work of human resources, whether those resources
are its own employees, or other people who belong to private companies or
external parties that provide outsourcing services to the federal entities;

Since the ministries and federal entities are currently outsourcing part of their
tasks and operations to external parties without there being a regulatory and
procedural framework that enables the Federal Government to organlz%the
management of this category in terms of the nature of the services “mﬂed or
resulting financial costs, which may affect negatively ‘603 o%%he ¢
Government’s performance generally; No- A\ O e“t‘w‘“ \3“6
e \
According to relevant studies on gﬁ) ogem%lnce |t‘je\‘ﬁ‘n 0{"\?\‘%“%
organize outsourcing in the F dei’ﬂl E\ gq deﬂ%es and
controls through which t@e vern an | qs(b Ing outsourced,
the numbers of ld&& cm Qtﬁp he flnwam'al COoS all'geate those services,

as well \b&‘ gae fro&q &h th&sb%fﬁﬁ'ou t @t‘«aeducted and other
iglated & asggc(a & Kc\es ay © o eval® and®

pre
Bﬁ@ég %r,r\ r§ Qﬁ%cedu éh?ée to Outsourcing Governance has been
preparéd  aft c}po Qfé‘ﬁchmarklng studies and as per (global best
practi Jectlve was to ensure the optimal use of financial

res&rceg Sc‘a\[‘ed to outsourcing, maintain transparency In everything related
to th'ée\"gderal entities’ human resources and enhance the added value of
outsourcing services, as well as raise productivity and improve the quality of
services in the Federal Government.

This Guide contributes to creating an integrated database of outsourcing service
providers in the Federal Government and also enables the Federal Government
at the same time to properly manage outsourcing governance at all financial and
administrative aspects, with specifying roles of the relevant organizational units.
It includes a clear breakdown of all procedures that assist federal ministries and
entities while outsourcing some of their services, by following standard methods
for organizing and documenting outsourcing procedures through qualified
personnel with high efficiency, to the best business interest.
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So, this guide will address the policies and procedural guidelines that must be
adhered to in implementing outsourcing governance procedures in accordance
with HR and financial resources policies of the Federal Government and the
decisions issued thereon.

coc®

e(s.\o“s’ _

Chap\ler One: General Framework of the Guide to Outsourcing Governance
Procedures

First: Definitions:

In implementation of the provisions of this Guide, the following words and
expressions shall have the meanings assigned against each unless the text
stipulates otherwise:

State :  United Arab Emirates

Government . Government of United Arab Emirates
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Cabinet . Cabinet of United Arab Emirates

Federal Entities : Any ministry established by the Federal
Law # 1 for 1972 regarding jurisdictions of
the ministries and powers of the ministers
and the laws amending thereof, or any
other authority, corporation, or federal
organizational unit of the Federal

Government
Budget :  Approved Budget of a Federal Entity
Financial Procedures  : The Federal Government's Consolidated .q
Manual Financial Procedures Manual |SSUSQ\-W‘ A
Ministry of Finance g AW
o‘ ( WS
Senior Management : Undersecret%w/émﬂsN ant Lh’fdé?s qr:ﬁtgﬂj’ \
and\ egw\)a#e tpo ‘ma Fq{er& ntlta e
\Ca
Employee t\\e“e o aé\f%les eted jOb
Ao of ede‘ e cwee® co™e
Outwﬁ\a. e 3 Tho‘ proce‘ggt ere eral Entities
A\ ces w Nt\c\e im ‘g) Qa\\a? their tasks and
?\eso‘“_ e se %ratl s\\V'by  outsourcing  some
\a‘.‘w“‘% ) € J ment services through contracts,
= d\“es b\C according to procedures established in this
ce prd
X0 e regard
S‘O(\Sv
Cab’ﬁet Resolution . Cabinet Resolution No (4/2) for 2020
endorsing the implementation of the Guide
to Outsourcing Governance Procedures
Guide to Outsourcing : It is the guide that explains procedural
Governance guidelines associated with implementing
Procedures in the outsourcing governance policy of the
Federal Government Federal Government as approved by the
Cabinet
Companies to which . Private establishments, companies or other
some government licensed entities (foreign or local) which

7



services are provide outsourcing services to federal

outsourced entities through their employees, against
certain fees specified in the contracts and
agreements concluded between the two
parties in accordance with laws and
standards agreed upon

Outsourcing Employee : The employee who administratively and
legally belongs to the companies to which
some government services are outsourced,
and performs services for the federal
entities as per the outsourcing contract a0

signed between the two parties \«\\1‘“
2008 g 20
Second: Objectives: LN A\ .‘de“t\w - Ka“d
\\C‘ \S\‘
The Guide to Outsourcing Gov n@ﬂ&ygoc@\\m?m té@ﬁ‘édé’ral Q@&/@M‘rz'hent
aims to highlight poI|C|e éﬁd@ildell Qae’@ va sou qab“co be followed
by the federal en Qk\es%) ble thevF eral me@t to govern the
outsourcing 6& s @ aa\&ult f{h@fe\d @nN s’ C fMent to document

d entél” all oufséurcin Latd nto Fﬁf{ a@e%ent Information System
( ayarﬁ\tc)e?h}o h fee pprﬁw fg abNh chanlsms This would lead to
cm&?ﬁ’l e be tg\a@ g)endlture on outsourced services and
daia@n\ P @59 B %nattgndﬁt\?e systems connected to it.

In aodf?on Kgp‘&\ﬁentlng the Guide will increase transparency and effectiveness
in they of entities and the Federal Government at large, in terms of HR and
financial resources, as a result of entering these data in a correct manner. On
the other hand, it will also lead to the governance of public money through
specified controls when contracting with companies to which some government
services will be outsourced against budget items, While ensuring privacy and
autonomy in deciding on outsourcing in federal entities.

These objectives can be summed up as follows:

1) Set guidelines organizing outsourcing governance in the Federal
Government



2) Raise the quality and efficiency of outsourcing process in the Federal
Government to global best practices

3) Enhance productivity, efficiency and optimal utilization of financial
resources allocated to outsourcing

4) Develop an integrated technical system that documents outsourcing data
in the Federal Government, particularly financial and human, and build
higher levels of transparency that support decision-making

5) Improve the quality, efficiency and reliability of outsourced services, in
order to build an efficient and high performance government

6) Develop policies, controls and standards related to outsourcing
governance in the Federal Government

7)  Reduce risks associated with outsourcing in the Federal Gover \ﬂ;qaai‘and
manage it professionally

8) Benefiting from the growing technological deve{qﬁﬁ&%s wb}‘m%f?ﬂ‘d
outsourcing o WO ‘ e“ oS

9) Transfer knowledge to Federal C‘#Qjaﬁ’fg‘nt eWé‘es 0\‘0(\1 %\\s\\

0“\, \eﬂa“ AL
. . (\ 'L \C
Third: Scope: t\\e“edﬂ o\'e‘ “me “d e Nab
This Gm pp\|8s ?hlrégtn@ﬁean\jafe% ai?&\}ltle cpr@lﬁ and non-profit
Fqu\ea overnq\ee\ co niés, and ‘qmsé a&é‘& in the future.
s\ ¢ co
\’scaf»‘)‘“ce ne ~ se Of a0 \’ o\l ‘,(e\l
TV 2 N Ca 10
Wy ‘ exs
edV AY?
pro° 5, N
gerso™’

Chapter Two: Provisions, controls and tasks required for outsourcing
governance

First: Benefits of Qutsourcing services
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Outsourcing part of the federal entities services and tasks based on methods
that includes approved standards and controls, reflects an ideal approach for
service provision which will positively impact their performance. In fact,
following a sound outsourcing governance method always leads to achieving
several benefits for the federal entities. For example, it helps:

(1) Reduce costs through focusing on the primary role of the entity (regulatory
and supervisory) and outsourcing services to third parties

(2) Attract the best skills and experts from external parties to carry out the
required tasks in the absence of competent employees internally, as
outsourcing will compensate for any deficiency in the federal er}(ltys
expertise

(3) Lower risks and enable professionally managing the%@oﬁ’cﬂ m@vgv&%‘}he
guality of service provided to customers t\“l‘

(4) Exploit the growing technologlcal de\@leﬁbments |mttH| fle\qc't Slm&)&o&q
quality of service 0 ? (;n‘é

(5 Increase opportunltle&efk\r\%rlv%@(ﬁeggr dpqﬂ\@ﬂ!)atlo%b‘n 3é‘overnment
business “eV yer® ne

o“ of* 3\ Go® \aW ee® ¢ o
eco rlnqnﬁhet %@p?ﬂ%ﬁt ot\cml%%rcinq governance

\“ % \\e> 2\

o“‘
agqsnéfng gwnfhce g@bﬁb\’n%rg\hﬁﬁx contains the four stages shown

WS n @ yon
c\a A4 r.xx@S) X e Ve
Foundation First Generation  Second Generation Third Generation
Outsourcing Outsourcing Outsourcing
1o
° Har?d-over all e Hand over e Seek ongoing e Build internal
tasks to supplier ~ operational tasks to development of capacities
supplier and follow outsourcing according to
up e Enhance strategic ~ Previous
e Collect data on relationship outsourcing
services to be between the entity ~ €XPeriences
outsourced and supplier e Improve
e Start managing e Evaluate and consulting &
internal changes change suppliers ~ strategic skills as
as required per results
achieved
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@&:’%ﬁhéﬁe ﬂc?‘ rlt,edaa\\a d mechanisms__for__outsourcing
gqver celmhéiﬁedegye@%rnment

(_e
Flrﬂ‘ mq criteria for selecting companies to which some
qovqﬁﬁfent services are outsourced

The main criteria for selecting companies to which some government services
are outsourced by the Federal Government, are summarized in the the
following:

1. The ability to meet business requirements, proper management of
operations, and ensure service quality

2. The ability to meet legal and regulatory requirements and knowledge of
the laws and policies in force in the UAE

3. The company must demonstrate financial stability and capacity, as well as
good performance
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4. The company must have a clear business plan, work arrangement
statement, embrace full disclosure principle and submit a contingency plan

5. It must be of good reputation and must have not been subject to complaints
or litigation

6. It should be familiar with the internal procedures, controls and policies and
“Itimad” procedures

7. It should present examples of outsourced government projects it dealt with
previously

8. The need to ascertain external factors (political, economic, social, legal, and
environmental) that may affect service provisions

9. The ability to deal with problems and resilience to changes and needs

1\
Second: Model for approval of the strategic outsourcmoaém&\%s i%@
federal entity 0( w\‘\%
0.‘\'\ “(.\ a‘\d
Revising and approving an outsourcm Y‘ ﬂéerneﬁomnﬁés |n

federal entity must rely on tg f@ﬂowm “Heﬁler‘ﬁ
documentation and purs%lggéh% est fices in guts cm&g@!@rﬁance

ooV
ng

sa‘rm

otenti upp @‘
mes E ion

W\ e {2
Tﬁﬁso E@@Qﬂea\; and 4 B ?o Qus 607 r\\ v
c\at ‘eS qu
The é elo an illustrative example for outsourcing jobs and areas in
federal ?awmis owever, federal entities may seek international practices in this

regaréf

8?36&% (;ﬁhgcmg Addressing |
g valuatlon Outsourcmg

Indicators

@péSed

Outsourcing Areas

Research Analysis Legal procedures Marketing Services
Program Media Financial Studies Customer Services
Development
Design and
animation
‘0 Support Services ® Promotion & Ads
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® |T technician ® Collection Centers

e Call Centers ® Training & Employment
® Senior Management ® Procurement
e Information Security e HR (Payroll)
® Budget
Fourth: Guidelines on Risk Management A\
wur
Risks Description Solution

When a federal entity
appoints an outsourcing

deyariVEem in them@Mract ¢ g™
c*adln (‘@ejan& fiden aar?y%e "%

AV

IT  company, the ent% e’ . Sgﬂ(h ngn d|scps@g agreement
Security Important 90 Ensur F e co has
inte & rop \ls e y

cte 0 of |ence d€8ling with sensitive
—“\'\S n theﬁ@m and daﬁaaes\r@ as programs and tools for
pe Q\évork\ that Sﬁtw‘
e Ensure that the information is confined

to State sovereignty and according to
the standards approved in the state

(&E)Ie that some

ve(sﬁératlons performed by
outsourcing could be

Breach Uncontrollable, especially if
the company to which some
government services is
outsourced works in
Information technology,

as the company’s
management

might be of less effective
communication, and may
sometimes demand more
time to complete the project

e Discuss methods of cooperation and
the mechanism that will be used in the
project

e |earn from previous experiences and
review cons and pros

e Ensure the company's ability to
select/create solutions and operations
flow to meet customer needs

e A work schedule must be in place, as
well as easy access by the entity to all
data and communication tools related to
the project, such as tracking issues,
encryption code, communication
channels, etc.

of
Contract
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Sometimes, outsourcing
companies use electronic
software to provide specific
services, which makes it
difficult to abandon later
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Medium

Medium

e Study alternatives to change developers
or outsourcing companies to support
the project after its completion with the
first party.

e Try to use open source systems, with
the importance of studying
electronic systems provided by
outsourcing companies

e Verify whether the company is keeping
pace with technological changes in the
field of data encoding and encryption to
avoid exposing data to outsi g

and

¢ Retain ownership o
\ﬁiﬂga?gnt

ensure that |t6Qm
tim % a‘\d
e’a5perat|o (aﬁ do
ké\?/to su’@ U«“g\*\

,t&?cewn
ﬂempleq)q@_ cﬁﬁ%ﬁsourcmg

g“ﬂoer
o ane M2

pg« s
ov"e*

LOW‘TII‘]G @d}d@t!ument project

\{3 ents with a detailed work plan

5 Check the prices and mechanism for
distributing them to project phases

e Check the types of contracts and align
them with the nature of the entity’s work

e Check the added tax

e Ensure that all direct and indirect costs
are calculated

S av
(\“

Chapter Four: Outsourcing tasks and responsibilities in the Federal Government
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First: The quiding steps to be implemented at the level of all ministries and
federal entities regarding outsourcing

e Manpower planning in ministry or
Planning federal entity, including
outsourcing employees, if any

e Ensure that the need to
outsourcing employees matches
the entity’s operational plans

Systems Indicators
e Provide integrated systems e Add new measurement |nd|cator
through some changes on these for outsourcing ees
systems to improve services regarding ma \’})ﬁanm
e The need to provide required the Fedey i(\‘\
data to feed the outsourcing -@bﬁn\ pemi@eﬂﬁb ts t @Qr
employees’ reports and statistics ede' ;\gﬁe é«x’, n|s é OR
via financial systems, byo ‘\\,f “ten ipcl }ng
Management Information Sys erq,a\\-a ok oY £ r{@\&’! @c:afé?\ agreed
N pon to N@&re the project’s

in the Federal ﬂ\“‘
“Bayanati” oﬁeﬁterpr eGO\' vaw a figgtiveriess oand  outcomes
Service I%xgﬂﬁ’ ntltle@edﬂf ng of nhe tbew rrled e‘ooi‘“ outsourcing

“‘\QM‘&“ e « e GAes g ““\C i ae‘mb ees
xC® P\ a“ €
fd: F eﬁ\eentl saSibe %M\)ﬁsmlhtles
Qar'ty L vers"”
w ealgu aqement’s role in federal entity:
t L]

1)\Eﬁ§hre that the federal entity adheres to the outsourcing governance
policy and manual

2) Approve the work plan and contract periods submitted by the concerned
sectors and departments in the federal entity

Second (B): Role of sector/department in the federal entity:

1) Submit outsourcing job application and work plan for approval by senior
management in accordance with the outsourcing job procedures outlined
in
this manual.
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2) Estimate the annual costs of outsourcing job according to need and as part
of annual budget preparation in coordination with HR Department and
Procurement Department / Contracts / Finance / Federal Procurement
Committee in the entity

3) Register the companies to which some government services will be
outsourced in the consolidated supplier register (Suppliers Portal)

4) Enter contract applications in procurement systems according to the
financial procedures manual for the Federal Government and in line with
financial circulars and regulations issued in this regard.

5) Interview job applicants under outsourcing contract in coordination with the
HR Department at the federal entity.

6) Inform HR Department when the candidate will start work and cqqdfhate
with other departments to provide the necessary equipm %t{m jot%\d

7) Follow-up to assess the outsourcing employee [ﬁrmﬂﬁ ce &Ra‘io%it?ally 0
ensure that the desired results are achig\@d, cludingegtte ,d%nd@%
departure in coordination with HR D@p@l‘t?‘nenta Q{ﬁbeafeder S As©

8) Ensure that the outsourcir\g‘_gmﬁgye% Q;iitﬂas bz\g@m’ﬂm .ang«ég%%%ons
of the federal entity RAGISTks foye™ 4 Na\)‘c

9) Follow up q,tlt&‘%xpi%‘ c(a@beof oq’ggohrc?ng c&nﬂh&s and coordinate with
the ¢! ed guibiéfities ip thb?ed_ergl\g)eﬂ;ﬂ/e’ln thisere§ard.

wqmt%‘r‘]ter 18 rciqg\dﬂv&cesdyv&éﬁordiq\aﬁ@?Nith the Procurement /

3cts‘6(e Findhcial { #rdcur th‘ﬂeommittee of the federal entity,

Res Incluelipg det ikai'ﬁu sou‘@i{@“@mployees and completion certificates for
r

Jathe pised works ¢ yers

lleEﬁ re tQ\@ Y€ outsourcing employee is committed to transferring data

v anq‘w;v?edge to the employees of the federal entity he works for

12‘)elgnsure the commitment of the company to which some government
services will be outsourced to training and qualifying a number of the
entity’s employees in outsourcing work

13) Follow-up expenditure when contracting with companies to which some
government services will be outsourced from specified funds according to
approved manuals in the unified accounts structure and financial
procedures in the Federal Government

14) The organizational unit develops the outsourcing governance charter by
observing the following elements:

- e Align outsourcing needs with the entity’s strategy
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e |dentify key goals according to priorities and availability of competencies

What | e Areas and job targeted for outsourcing
e Evaluate current situation (Basic competencies, capabilities, feasibility, risks)

e Evaluate outsourcing current practices

e Specify outsourcing locations, within the country or outside

WhO e Evaluate current suppliers

e Develop a framework to evaluate service provider during implementation phase,
as well as indicators to measure outsourcing results

ura®
%0““ a“d
Second (C): Role of Procurement / Contracts /. Eia&ﬂ& 'ﬁgpoﬁ»rem%t
Committee of the federal entity: ﬁo- At wdew (@

pecre® \\fv“"S sk
1) Ensure the availability ﬁ(_aﬂj\aget o\‘t\ﬂds f@qaﬂﬁ Qut sﬁmécﬁ‘lg job

application approvgd_ partq\q&t 5F'the ]ﬁﬁ?& entity and in
accordanc‘g (\2 %go res mdﬁegulaggas‘-&\?pro “Qéi_ in the Federal
Go te \;e exc®
w‘@‘ﬁeglstqﬁ\ %B & @35 to ‘w @k«\“kome A\, r%\rjnent services will be
cons&ild& d su“q,\‘#\leglster (Suppliers Portal)
RS ? if %e ne ase‘af’f me é? according to principles stipulated in the
\aEbrtr eﬁeﬁm‘ prog uné?ﬁent regulations and approved in the Federal
blNﬁ‘ls regard in a way that ensures outsourcing governance

4? N ;Q‘qﬂhe relevant organizational units in the federal entity regarding the
plry dates of outsourcing contracts concluded with companies to which
some government services are outsourced before a sufficient period of
time i.e not less than two months before the end of the contract date, and

follow-up the issuance of outsourcing completion certificate

Second (D): Role of HR Department at the federal entity:

1) Study outsourcing requests received from other departments in the federal
entity and take necessary measures in this regard in accordance with the
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provisions of this manual, as well as standards and regulations adopted by
the Federal Government.

2) Review the files of companies to which government services are
outsourced and their outsourcing employees and obtain electronic
approvals of companies and their outsourcing staff via Bayanati System,
ensure that they are compatible with the jobs to be outsourced and are in the
list of outsourable jobs

3) Support the concerned department in the federal entity in ensuring the
outsourcing employee's performance is measured periodically to
guarantee achieving the desired results, including attendance and

departure.

4) Support the concerned department in the federal entity in ensuw the
outsourcing employee adheres to the laws and regulatlogs)@ fedgral
entity he works for gD an

5) Ensure the data of outsourcing co eé\ and Fr‘ \‘o%ts ﬁlﬁg
employees are entered into Bayan yﬁféau HeY a jate
using the technical mecha{l sgqsh ?)yrg%%q\\ﬂ t'f‘(e&ﬁt C§)§/er @%f%“m

6) Submit reports an recqmwé}‘rdatl ns of outsxqﬁbhﬁg requests to
(3

higher man: %o quhtﬁfals W 1)
t\O de\’ 2\ e 0 oewee® T ome
_‘%@ﬂ@ﬁ nlséf,v 8f Fin ct Jan nd ©
ces N us a W eV
?&} gde{g fﬁ\énmal dgge% ? ﬁ}}aYln line with the Guide to Outsourcing
\30 ern foced w‘h\q e Federal Government.

%%Q,’B tr| psagn accounting items and create items for various
outs ws:i?‘r purposes updated according to the entity’s needs, in budget
aratlon and electronic financial system for entities operating financial
systems in a manner that complies with approved outsourcing governance
3) Ministry of Finance shall coordinate with the Prime Minister’s Office and
the Federal Authority for Governmental Human Resources to view the
results of strategic indicators and submission of recommendations
regarding outsourcing in federal entities to improve productivity and
outsourcing governance in the Federal Government.
4) Ministry of Finance will periodically update financial items related to
outsourcing procedures and inform federal entities of such updates
according to procedures used in the Federal Government.

18



Second (F): The role of the Federal Authority for Government Human

Resources:

1) Develop the HR Management Information System in the Federal
Government “Bayanati”, in line with the Guide to Outsourcing Governance
Procedures

2) Support the federal entities in administrative aspects related to applying
the Guide to Outsourcing Governance Procedures, especially the
electronic approval system “ltimad”

3) Follow up on the commitment of federal entities to provide outsourcing
data through the systems associated with Bayanati System or through the
approved technical mechanisms in the Federal Government

4) Coordinate with the Prime Minister's Office and Mlnlstg §%to
review the results of strategic indicators and
regarding outsourcing in federal entrtres‘\\to \iupro g]ctlwts(aﬁ d
outsourcing governance in the Fed cs%g‘/ern rslt'aL \\c\ \‘5\\

5) Submit annual progress ;BR_O‘;{GB?’: the | fbrﬂe gn'of fheoggat
contained in the av nce ures, at the

level of fedeaqlx&\@c esa{n(goﬂFdlnat{_ongltﬂ Qpn\ﬁ’etp‘ nt guthorltles
r\s\a"‘o redet™ ¢ (3 be\ nd ove‘co
evad

Chapter Five: Phases and guidelines for implementation of the Guide to

Outsourcing Governance Procedures by the federal entity:
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First: Implementation Phases:

Phase 1: Identifying Needs

S. Identifying Needs Time Frame Responsibility
1 Submit outsourcing application to the HR
Department, specifying reasons and Concerned
justifications for outsourcing, as well as organizational unit in
required expertise and competencies, the entity
accompanied by a full study and plan for
approval n
. v
2 Review outsourcing requests, attachments 10 Working ue a
: : days 0%0 a(\
and the overall business plan which ‘1 ‘“%
contains outsourcing period, and submit (Mammvm;) SR DéPartm
recommendations to senior managemené ge€ al v t{\@_\@‘i’tlty n
Ane \\S
according to the provisions of the G |le) oWy A a“‘ “d(-_ 112
3 Approval and referral @fa\ utsom © te\e\t bca
nd r
request for ]ObS Qwa rovee‘ Pe HI§\| 2 nhe
Departn‘eQ\ rocur cls® be t‘Ne “ oxC dﬁ'g‘ﬁtar Management
Q@ﬁ Depart nts/ dﬁro ure (\0‘1 in the entity
W@omm% eelth ensg ?ablll nds P\ X
ythg“equ stlngeu \‘a\\ V‘

(S Qﬁﬂ& V\?df‘k plan mQ)“tsourcmg
eriod &s‘ @M'de to Outsourcing
Ran e{’m@c ures

HR Department in
the entity

vers'

Flowchart of Phase 1:

Start

Outsourcing Job
Application

Outsourcing — Phase 1- Implementation phases

Organizational
Unit
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—» Study Outsourcing Budgeting, Action Plan & ) )
Application & make | Outsourcing Period as per —»  End HR in Entity
recommendations the Guide
L Senior
Appreval Approval & Management
Referral to HR
Dept. for Fquing
Phase 2: Contracting
PRy Y
S. Contracting Procedures Phase Time Frame Responsibility
1 Submit contracting request electronically to 0( \\\ L £ NS an~
procurement system by HR Dept./ requesting \\ “t\ | a(\d
dept. to Finance Dept..after applylpg for e- edee ﬁ\s 3& De“td\e‘&qu stmq\
approvals by outsourcing companies W r.\) < D@ cint
nominated outsourcing emplo ﬁpappro‘)(el ow e\e\la“ 1C PAL
by e-Approvals Syster’rs thr ¥ Nab
ing ne

Bayanati Syste@(

for. KO0 ceder® ‘“ yév erco™
cont tm§ﬁnd asn% proc M&ﬁmum) Procurement /
@gﬁtg‘%on ofM Mpco\nle ‘e\la Contract /
Re 9 uppI| rsm ied re r &Jppller m‘i Finance Depts./
T. 'p\ Cé\me out gt@ Procurement
C %ontr cedur, \Gltﬂ external partles Committee at
low Mvertlsmg for contracts and the Entity
Inforpi nits electronicall
&&mﬂneu its electronically
Flowchart of Phase 2:
‘ Outsourcing — Phase 2: Contracting
Submit contracting request
electronically to procurement system
by HR Dept./ requesting dept. to
Start Finance Dept. after obtaining ~ <€———Request Approved HR Dept./
approval via e-Approvals System Requesting
“Itimad” Dept.
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End

Finance

Phase 3: Preparing and reviewing candidates' files and documenting their data

S. Preparing and reviewing candidates' files

and documenting their data

1 Interview and recommend candidates under
the technical and personal outsourcing job
contract, as well as document their personal
details, experiences and qualifications and

send to HR Department for paper approval

2 Review the files of candidates nominated for
outsourcing job contracts and match their
qualifications with jobs to be outsourced
Obtain electronic approvals, notify.c

unit of approval / rejection géﬂ\ih tes !e(\t
3  Enter selected ca Qkiﬁ s di \t%"f re
contractin «;ﬁ\: ss | ystemrsﬂ@(e&%

\;&deral qx&eﬁl:l"# atlont?an nlc
ad” f ent 112
Sigen TR, Rt

3Iec r cas®
\@Ffeirih ﬁ\@rbmc ap Q{;al?rgm “Itlmad”
5{&8 nt will be notified

rthe. & to start work, and coordinate
v\qtm\ﬂnous departments to provide him with
necessary equipment for the job according to
the established procedures

Archive the outsourcing employees’ files and
related documents (penalties, leaves)

Flowchart of Phase 3:

Out sourcing — Phase 3- Preparing and reviewing candidates' files and documenting their data

Start

Interview and approve
candidates technically
under
outsourcing job contract
and send to HR Dept.
for final approval

-
Z

eva

Time Frame

A\
o e&\%ﬂﬂ ng

o® \’
a“d
el ‘Ne

AL

of 200
d S\e

e\e “a“t
o the i

aov®

Responsibility

Concerned unit in
the entity

aoic ?

&oncerned unit in
the entity

HR Dept. in the
entity

Concerned unit in
the entity

HR Dept. in the
entity

HR Dept. in the
entity

Organizational




Review fles Outsourcing

Review files of

Unit

: nter candidates’ details into
O s O g ——>Baara ysem i
Validity of qualifications with their qualification with System
Scholarship required jobs to be outsourced HR Dept
Archive outsourcing Start &'follow up
End employees’ files & €———————  Employment
related documents procedures
an
anu®
(200800 g 2
o J\\
'\\ “(\‘\' ka“d
Phase 4: Follow up implementation, measure@eﬁﬂﬁ\ance‘a@d%‘ay dusé\\c\e %\ 5\\
\2 oy 2 svant ©w
S. Follow up |mplementat|§ré(ra¥ sureme(\tTomegra(é aBe@yﬂ)nsmlllty
performanei\qe ﬁ y d&%%e( oW t\‘e S
1 Follow- eﬂsﬁsg haen% rcm gne \2 et \N ‘co@ﬁéerned unit in the
.8 S pegwm ‘S&%’ IIy to “\d. © a 0‘Je entity
w\%nsureég athiéves sults.q co® P\ X an
Jinsluiig att c%‘ nd tak 277 |\ preY HR Dept. in the entity
we ‘Necessargaction | cas® “S\‘
2 C\?ﬁecﬁ gnﬁry dateﬁg\f.o“ﬁacts and Concerned unit in the
roc necessary, in entity

oordl h various units to verify
theeReed, 3 months before
the date of contract expiry

Submit invoices and certificates of

achievement, along with attendance lists
and supporting documents, to HR Dept.
and Finance Dept. exchange for payment

Report o0 senior management on
outsourcing governance indicators

Ongoing

Concerned unit in the
entity

Concerned unit in the
entity + HR Dept +
Procurement/
Contract/Finance &
Audit Office in the
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‘ ‘ entity

5 Review registration of procedures and Finance Dept in the
payment of dues entity

Flowchart of Phase 4:

Outsourcing- Phase 4 - Follow up implementation, measure performance and pay du‘e‘g\a“

noe
~ak OW d
N Follow up contract expiry Submit invf)\ices, ‘S AN
Start——> outsourciflg employee ———p date and carry out renewal achievement \‘1 \ Organ'zﬁ “A
performance procedures before 6 months “6‘ certificates, " 05 i
from contract expiry date ' a q :and attendance "SE\'\C.\e %\"5
RO oY " eV \e\'a‘;\t ::r a0d ©w
..me¥ X and |
Report to senior managementC)o\'e \_aw eW ‘\\C e.
End q 2t on outsourcing indicators < e ‘Je‘co‘“ HR
: A (T o \C )
st O gaes ©con®C vand
C e
v\eso‘“ e e o \‘a\\ v il
‘ \ “% N Cas 10 Review and pay HR
\a(\ Y \ . . qe‘s dues and register
C {es \C
ced“ h(ﬁb procedures
xO t\\e
exsio™’

Second: Mechanisms for registering and disbursing dues and invoices of
outsourcing companies by federal entities operating the Federal
Government's Bayanati System and Financial System

1) Registering outsourcing companies in Bayanati systems
(outsourcing screens)

e An electronic approval request must be submitted to all outsourcing
companies on outsourcing screens within electronic approvals
“Iltimad”, specifying types of services provided by these companies
by linking supplier portal to outsourcing screens in Itimad service.
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e The supplier shall submit the outsourcing invoice through the
suppliers portal, When registering the invoice, the supplier enters
the outsourcing employees’ details so that each employee has a line
in the invoice

2) Registration of outsourcing companies in financial system as
suppliers

e If a new outsourcing service provider is added to the supplier screen
in financial system, a reference number for e-approval derived from
outsourcing screens in E-Approvals “ltimad” must be selected and
linked to supplier’s record.

e If an existing outsourcing service provider is selected \é“é‘cﬁnlc
approval has not been linked to the outsour F)_@G%
service, the data entry clerk must be naotifi tehﬂg
data by including the referenceg or a‘PQm\)t 00 \‘c\e %\\s\‘
3) Disbursement of du&&q&&%ou‘&m ég‘mgar}@@‘{ﬁroug,kctﬁg‘}nanual
system (payme@g& er&:‘o ex® t\\e pya
e.
o™
1 T{\Qoé\go paqy sifall choqﬁetﬁ’eﬁ |n\‘qaae‘1ﬁ§tc

?‘Tha‘mgéou nt Wltmf&Wn erramiucs? Re Wa}we of the following:

\‘ X6 i
1224406 Gorsultan fees”®
2] 83&@1 = Pg@ﬂc!ﬁ‘rl\%ce management

3 @é?ect gpt\‘l‘ﬁe Ilst the reference number for e-approval of outsourcing
p)afhy in E-Approvals “ltimad” (The financial system electronically checks
the availability of approval request in outsourcing screens)

4 For entities without an account 224406, coordinate with the Ministry of
Finance is a must to add this item when preparing the budget

5 A new type of suspension shall be developed in billing system. This type
appears when selecting an outsourcing company which has not e-approval
in E-Approvals Service “ltimad”. The data entry clerk must be notified to
obtain such approval to link the invoice to the reference number on the
outsourcing screens (refer to Item 2) and remove this suspension
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4) Registration of outsourcing employees in the e-Approvals System
"ltimad”

e An application must be made for e-approval of all outsourcing
employees via E-Approvals Service “Itimad” and obtain a reference
number for each employee

5) Registering the outsourcing employees in the outsourcing system
within Itimad System linked to Bayanati System in the Federal

Government

e QOutsourcing employees data must be entered into the systems assagciated
with Bayanati System of the Federal Government for faea\a} entlaes
operating the system, as stipulated in candidates rqgl r%/ﬁ)‘r\ res
and the mechanisms for obtaining apprO\@g Wid E‘
“Itimad” cxee al c,\eS

eC S \\ 5\\
WH¥ 0%y AT e PO g %“

6) Payment of outsourcin &@ﬂ\bﬁ)yeesem&gea ce\eV : wic 2%

Billing / paymegg\fof B\M @Jr@%n‘wg\u y&@é”mus m&\‘the q@cmthly dues of an
empl #gasﬁ no Qeﬁﬁ ursegdto ts«q@mg com&)w‘éxcept after ensuring
thigvfo OW|ag w© Nt\c\e‘-" - O : e\la‘\
e \ VP
%;r% (q\fg;;\ae\:fe(ancésﬁumgﬁnr?\‘f?mad for e-approvals for the outsourcing
pa % itS enw{o
apffent dq\ewh&ﬂ be within 3 months from the end of contract unless the
usmeS‘?ﬂterest requires otherwise

If the outsourcing employee’s data is entered in payments screen to pay his bill
with no electronic approval being issued, he or his company, an automatic
suspension of the bill appears to notify the data entry clerk of the need to obtain
E-approval “Iltimad” and link the reference number in HR electronic approvals
system (refer to item No. 4) in outsourcing employee’s invoice.

Third: Mechanisms for recording, disbursing payments and invoices to
outsourcing companies for entities not operating Bayanati System and
Financial System

1 Register outsourcing companies on the outsourcing screens in the e-
26



Approvals system “ltimad” linked to Bayanati System of the federal
government

e An electronic approval request must be submitted to all outsourcing
companies on outsourcing screens of e-Approval system “ltimad”, defining
type of services provided by the companies

2 Registration of outsourcing companies as suppliers on federal entity’s
financial system, if any,

e In case there is an electronic financial system in the entity, the r nce
number is entered for e-approved issued by outsourcm% 5«5\%3 in the
electronic Approval System “ltimad”, when oenfé“ hﬁ@%&lrm&g
companies’ data. No- Y et

e In the absence of an electronic f|n%@ai%flsteqh\m@tentlt?mef%llo%
procedures in accordance\_W‘butsow\s\Ng gC\VQj'ﬂa C “Rderal
government cder? A ¢

(t\\e? c,o\'em o
3 Outsosqﬁc\ﬂﬁ em @&‘@regést(\aﬂon in %‘é‘-% pw‘gystem “Itimad”
;aﬁﬂjma re’eﬁurce s © Qict
““ te‘-‘Q‘ hae( oy < r"a‘\a
an
trgr\lc Wzﬁ ‘g esh"‘}nust be submitted for the outsourcing
c\zeé oyggsb;la A%Eoveis‘.‘ ystem “ltimad”

o A€

4 ﬁeglgﬁg\qﬂéh‘of outsourcing employees on the federal entity’s financial

e In case there is an electronic financial system in the entity, the reference
number is entered for e-approved issued by the electronic Approvals
System “ltimad”, when entering outsourcing employees’ data in payment
system

¢ In the absence of an electronic financial system, the entity shall follow the
procedures in accordance with outsourcing governance in the federal
government

5 Providing outsourcing employees’ data to linked entities through the
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approved technical mechanisms

e The federal entities linked to the approved technical mechanisms, are
required to provide the outsourcing employees’ data through this link.

A\
nu
o d
»\'\ 0‘7‘ %“t\‘\f\“% t““ d
No- e o @
ect®® " ms ? OMAE_ sk
oYV WAt PO g end
\aW ¢ o° \eV? «c AW
e\'a\ en e \\C
cone fed Go\le“‘m W 3“d e Ay
a0t % Cogerd U e M qwee® - com®
R e L
‘ce‘-' P‘“ £ any eV
esO“ e e \ P
duve ‘ab\c
(Oce ne N
\Jeﬁ.“’“s’t General provisions

1. The federal entities operating HR Management Information System in the
Federal Government “Bayanati”’, and associated financial systems, should
follow the steps to be issued under outsourcing screens user manual,
updated according to Guide to Outsourcing Governance Policies &
Procedures in the Federal Government .

2. The federal entities not operating HR Management Information System in
the Federal Government “Bayanati”, and associated financial systems,
should follow the mechanisms for governance of outsourcing companies
payment and billing registration, as per the provisions of outsourcing policy
and this Guide.
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3. All federal entities, whether operating HR Management Information
System in the Federal Government “Bayanati”, or connected to it shall
obtain approval, through technical mechanisms via e-Approvals system
‘Iltimad”, before payment of outsourcing dues upon appointment, after
contract expiry and renewal.

4. The provisions stipulated in this Guide shall be amended by a Cabinet
Resolution, on recommendation by the Prime Minister’s Office, the Federal
Authority for Government Human Resources and Ministry of Finance.

A\
wu
g o% a“d
s NS
A\ O oty nd
No- ‘de‘\ ] (2
e . atl 1C\€ “n
oede NS \\ A\\S
W on T evar® ¥ and €
ne (_ede‘a eﬂ‘me“ and N ne Nab‘c
« oV W 14
\at'\O“ de‘a\ © nhe \2 e \Nee“ ‘co“‘e.
S 4.3 ns n e ve \eS of O“K\Ct v \ “d ove
\ AC C \
(Ces 48 any eV
esOV (e e AP
“c,\a( e es) \° cgsc gers©
(\\“ (D \
ce
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Annexes
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Indicator

Type of

Strategic

(S5
mﬁ%gale@éeb&raal entities.

Performance Indicator

Percentage of total cost
saved from outsourcing

Percentage of outsourced
services out of total
services provided

wur
Q0 “d
A o620% (e 2y
e‘s\o.\ c den™ T (an
Dede A0S a 0 oWe'® %\-‘5\\
\\‘a‘N ) " 0‘\\\, 2 \e\la“t ) a“d w
(_edem N“e“ a e Nz;b\‘—
of e \ GO"e‘ oW an - e o
. \at\o“ ‘_ede‘a ¢ e bet‘Ne \'e(co“‘
%mgma mdig@tb\‘&for.{a@ Ing M 'ﬁgmgrnance efficiency in the
ce ] a ent
ResOV' | ane e vy | |
]\)if q\ﬁ&)le bejmvcgﬁow Mﬁlpes of indicative strategic and operational
A\ ndic lated W\Coﬁ ourcing governance in the Federal Government, as

Purpose of Indicator Sources and Mechanisms
of Measuring

Measuring of and return on e Cost & Budget Reports
outsourcing governance e Reports on Outsourcing
Governance Results

Measuring the use of Reports on Outsourcing
outsourcing in support Governance Results
functions

In the fields & entities focus
on core functions

Percentage of outsourcing
employees out of total

Measuring the extent of the ~ Workforce Reports
entities' dependence on
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entity’s employees

outsourcing employees

Percentage of expenditure
on outsourcing compared
to total entities’ payroll

Measuring expenditure on
outsourcing

Cost & Budget Reports

R0

@giéb. rcmggqothﬁance u&é@e

Percentage of entities
using outsourcing
governance mechanisms

Percentage of an entity’s
commitment to outsource

Measuring entities
commitment to using
outsourcing governance

Measuring an entity’s
commitment to outsource in

Reports on Outsourcing
Governance Results

e Reports on Outsourcing
Governance Results

ompaQ@eSt WhICh pgo go

Performance
Indicator

Cusi mers Percentage of
stakeholders’
satisfaction with

outsourced services

Operations  Percentage of
commitment to
Service Level

Agreement (SLA)

Percentage of
preferred suppliers

de‘P serwc\ag\l
eral

Purpose of Indicator

in outsourcable areas / functions Workforce Reports
outsourcable areas /

. functions

Operational _
Percentage of outsourcing Measuring the extent to which o Reports 0 Mmrcm
contracts with companies  entities choose the best fhte Re ltgxV
compared to the total outsourcing compames %
contracts in the entity & &é&“@\ﬁg\i“ pe%“‘d
. ‘e a 0\\c \'\5\‘
Percentage of entities' aegéa m|t * at v 1% vA
commitment to budget \fe I entlwé t@‘o sour Na HiC
2

allocated to ne ¥¢ bugqqm'é a“(\ ne [\
outsourcg © vaW et g ¢ e.
\atio® ede‘ the petWe orco™

mafééerm eM c suﬁ’é the

satisfaction with the
supplier and outsourced
services

standards of service, an
on time

Selecting suppliers
according to approved

Measuring stakeholders’

Always deliver the highest

ﬂ(&ﬁﬁve W\%d%mg of the quality of work for

e outsourced and to it and also

Sources and
Mechanisms of
Measuring

e Satisfaction Survey
Results

e Results of Customer
Complaints Analysis

e Results of Secret
Shopper Analysis

e Service Reports

d o Electronic Measuring

e Suppliers Results
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out of the total who
were hired

standards

Percentage of
commitment to

The cost must be kept
within the

e Cost & Budget Reports
e Electronic Measuring
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Finance budget item project’s specific budget
Percentage of total | Outsourcing must be e Cost & Budget Reports
cost saved from implemented efficiently
outsourcing
Learning & Percentage of jobs  Proper planning of e Outsourcing
Growth outsourced outsourcing needs Operations Results
compared to the
entity’s total jobs
Percentage of jobs  Study and include e Workfor i(‘:‘ in
outsourced compared outsourcing requests 3@& N
to the total (individuals) within the A 0‘ 1‘6@ -\w'\(\% e a
employees in the entity’s workforce&bn\ ‘de“t . a»
entity A4S at \°\C‘es \\S
Indicators  Percentage of |§b\’ the hgkrégt qﬁ“ﬁ’spe.c‘t—osx@ué}%]g
related to  services pr% %h sta% fserV| e, f (
quality of accogj*_ rdlng&) tre't ontract\\e A
outsourcmgt ’A(\e ‘ e & \Nee ome'
Sel th Deliv seivges ac«&ih%‘] it
. 5& ers. ;@ e Inspection & Auditing
8\ s S, \%bldan cﬁ% es a on
(%2 e Secret Shopper
(\W“‘% appn“eci@ s plem
A2 (\\“‘ Rlimbe \CV Raising the entities and o Customer Complaints
ce fn .
O ts /Remarks customers satisfaction Analysis Results
e‘S\()(\S’recewed concerning levels Wlth the service e Secret Shopper
N services they receive

Analysis Results




