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Why is the Change?
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Moving From Moving To 

Service Provider

https://fast.wistia.net/embed/iframe/7fp65gtql3
https://fast.wistia.net/embed/iframe/7fp65gtql3


Why this Change?

• Greater efficiency – Clients can sign anywhere, 

anytime. 

• Saves money – no more printing and faxing 

documents.

• Better security - DMCC has partnered with 

DocuSign the #1 e-signature brand.

• Best Solution - Deliver best solution to our 

members.
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Who can be an HR Signatory?



Who can be the HR Signatory?

Single Shareholder

In order to activate 

please apply for 

Manage KYC SR and 

visit DMCC counter
Officeholders

Shareholders

Existing 

Employees

Multiple Shareholders

In order to activate the E-signatures, please apply for Manage KYC SR and visit DMCC counter.



E-Signature Subscription Mandatory Steps

Apply for the relevant 
service request. 

Provide an email address and 
mobile number to subscribe 

to electronic signature.

Visit DMCC to complete a 
one-time in-person identity 

verification and sign a 
consent to use e-signature.
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Manage KYC Service Request



Manage KYC & E-sign Subscription SR

• It is a free service request which facilitates the 

following: 

• Appointment of HR Signatory

• Revoking the appointment of an existing HR Signatory.

• Updating the details of the HR Signatory.

• Updating the annual KYC for existing shareholders and 

officeholders.
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Navigating to SR

Company 

Services

Update KYC 

Information

Manage KYC 

and E-Sign 

Subscription

Step 2



Correspondence Details 

Please enter the 

Company Details and 

Portal user 

Correspondence 

Details and click 

‘Save’. 

Step 3



Update KYC and E-Sign Subscription

Please click on 

Update KYC and E-

Sign Subscription

Step 4



Auto Populating the Existing details 

in the System 
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Details existing in 

the system will 

auto populate once 

‘Enter Details’ is 

clicked.

Step 5



HR Signatory Role 
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Select HR Signatory 

Role



Editable Fields on the Service 

Request

• All fields can be edited 
except:

• Name 

• Nationality

• Legal Address

Shareholders 
/ 

Officeholders

• Communication Information

• Communication Address

• E-Signature Subscription 
Information

• Role Details

Employees
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Error – Existing E-signature Details
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The system will not 

accept if the same 

contact number and 

email address is 

already registered 

for another 

individual



Save Service Request

Click ‘Back to 

Service Request’ to 

edit the information



View Amendments

Click on ‘View 

Amendment History’ 

to view all the 

amendments



Amendment History Details
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The fields that 

are amended will 

show this icon



SR Documents
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Upload the required 

documents



Documents to be Uploaded -

Screenshots

22

HR Signatory 

Appointment Letter 

is auto generated



HR Signatory Appointment Letter
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HR Signatory 

Appointment Letter 

needs to be signed by 

an authorised signatory 

and cannot be signed by 

the HR signatory 

themselves. 

The appointed HR Signatory may sign his / her own HR Signatory Appointment Letter if he / she is already the 

company’s authorised signatory and can singly sign as per the company’s shareholder / board resolution.



Submit the Service Request
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Step 7

Click on Submit to 

finalise the SR



Auto Notification and Next 

Steps



Auto Notification to Appointed HR 

Signatory

Step 8

HR Signatory will 

receive the Consent 

document to facilitate 

reviewing the 

document before 

visiting DMCC.



Visit DMCC Counter to Activate 

E-Signature
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Step 9

Counter



What to bring for the activation at the 

DMCC Counter? 

The HR Signatory must bring the following: 

1. Their Passport or Emirates ID for the physical 

identity verification. 

2. The same mobile number mentioned in the 

service request to receive the authentication 

code for e-signature at the counter. 
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More Information
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To learn more about the E-signatures and how to apply, 

please visit our website at www.dmcc.ae/esignatures to 

refer to the following:

• Guidelines

• FAQs

• E-signature subscription Quick Reference Guide

http://www.dmcc.ae/esignatures


Thank You 


