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What are the Changes?

Introducing the E-signing process (employer e-signing by
email / employee e-signing by email or by in-person signing
at DMCC Counter).

There are new sections created / enhanced in 8 services
such as ‘Employee E-signature Details section’, ‘Additional
Job Details’, Special Employment Terms & Conditions’.

The Contract Cover Sheet is in 5 languages.
DMCC Offer Letter is required for DMCC Contract Template.
Introducing the new option ‘Company’s Own Contract’.

Introducing more Contract Optionality (along with guiding
Help text on the applicable terms as per Labour Law).

Generating Special Employment Terms and Conditions
documents (Code of Conduct - Optional / Undertaking of
Non-competition - Optional).

Vision System changes (Upload of documents in JPEG format
with particular size / entry permit is electronically
downloaded).
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Services Impacted

New Employment Visa
|dentity Card

v Apply for New

v Cancel Existing

v" Renewal

Transfer

v' to DMCC

v" From DMCC

Cancel an Existing Visa
Contract Amendments
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Employee On Boarding DMCC
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Changes in the Overall Process

Company submits DMCC
application online
Note (only in the new
employment visa, e-
signing takes place after
the issuance of the
electronic entry permit)

Documents are e-signed
by HR signatory and then
by the employee either
via email or by In Person
Signing

Proceed with the
standard process and
submission at the DMCC
counter
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Employee On Boarding DMCC SRs

Employment Visa - New
|ldentity Card -Apply for New
Transfer to DMCC

Renew ldentity Card

A W IN -
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New Fields Introduced in the Service
Requests

‘Service Request Defails *= Required |

Record Type  031-Employment card (employee on parents / husband sponsorship or GEC National) Submitted Date
Customer | OLIVE GREEN STUDIOS Owner  ASHWIN PERKAR

Applicant | Employes Name

' Company License

] License Number | Q) :

Employee Health Insurance Details

L Health Insurance Provider | _None-- v Other Specify

Health Insurance Expiry Date | [ 2002/2017 ] Health Insurance Policy Number |

Employee Passpori Details

Name {as per passport) | Date of Birth | [ 200212017 ]
Nationality | Q) Country of Birth | _none-—- v
Passport Number | Place of Birth |
Passport lzsus Date. | [ 20002/2017 | Gender | _None-- .
Passport Expiry Date | [ 20102/2017 | Marital Status | —-Nene-- -
Country of |ssue | —Mone-- v Residence Visa Issue Date [ 2000212017 ]
Place of Issue | Residence Visa Expiry Date [ 20002/2017

Applicant s GCC National?

[l Employee E-Signature Details ]

Tite | —None-- v
First Name | Middle Name
Last Name |
Emplayes Email ID Emplayse Mobile Number |
Employee Selected E-signature Method | ia Email v Preferred Language || _None—- -
Employee Job Details
Job Title | Q) Highest Qualification || __none-- v
Basic Monthly Salary | Executive Status | _None-- B
Accommodtion Providsd || Hone-- v Accommodation Type  [_None— v

Accommodation Allowance
== Food Provided | None-- v Food Allowance
Transport Provided | —None-- v Transport Allowance

Other Monthly Allowance
Employment Contract Template || _None.- v
Employment Contract Type | _Nons-— v
[2

e : Highlighted are the
newly introduced fields
/ sections in all the
Onboarding SR.

Contract Commencement Date

[ 2000212017 ]
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New Fields Introduced in the SRs

| Waaditonal Job Details (Not Required for Company's Own Employment Contract) ]

Termination During Probation Period | _None.- v Probation Contract can be Terminated by | _None--

Notice Period (in days)

Day of Salary Transfer [ _None.- v Salary Payment method | ..None-- v
Working Week From --None-- v Working Week To --None-- v
P Number of Working Days Per Week | _None-- v Working Hours | _None-- v
] Number of Annual Leave (Calendar Days) Require Sick Leave Certificate After
— = = . Maternity Leave (Calendar Days) Parental Leave (Working Days)
i Paternity Leave Days
P Air Ticket - Employee Outside UAE Air Ticket on Limited Contract Renewal
= — L I Special Employment Terms and Condifions -

Undertaking for Non-Competition Employee Code of Conduct

Mon-Compete Restriction | _None.- .

List of Competing Companies

Type of Competing Business or Service

Resricted Area

Non Compete Restricted For | __None.- v
Non Solicit of Business Restricted For | _None.- v
""" Non Solicit of Employees Restricted For -—-None-- v

Employee Address Details

Home Country Residential Address | Permanent (Native) Address 2
Permanent (Native) City | Permanent (Native) Country | —None-- v
Permanent (Native) POBox/Postal/Zip Code |
Sponsor Passport Details (All the fields are mandatory for non-GCC applicants)
Dependent Type | __None. v Sponsor Name
e Sponsor Passport No Sponsor Passport Nationality | _None.. v
= Sponsor Passport Issue Date Sponsor Passport Expiry Date [ 2000212017 ]
Sponsor Residence Permit No # Sponsor Residence Permit Expiry Date [ 2000212017 )

Sponsor Contact No

Highlighted are the
newly introduced fields
/ sections in all the
Onboarding SR.
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Newly Introduced Fields / Sections

 Employee E-Sign Details
« Additional Job Details
 Non-Compete Restriction

« Contract or Termination Details
» Termination During Probation Period

« Contract can be Terminated by

» Termination Notice Period (in days)

» Working Details
» Working Week From and To
« Working Hours

11
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New Validations

« Air Ticket on visa renewal is applicable only for
limited contract.

« Air Ticket is applicable only for Employee outside
UAE.

* Maternity leave days cannot be less than 45 days.
« Maternity days are required for females only.

« PIC is not applicable for male employees unless they
are GCC national.

 Husband must be the sponsor for the married
females.

* Minimum notice period should be 30 days.

« Termination Period cannot be less than 30 days in
accordance with UAE Labour Law.
£

12
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Rules

« Executive Status - No over time
 Company Own Contract

* In case the employee is outside UAE, the company’s own
contract can be uploaded once the employee enters the
UAE.

* In case the employee is inside UAE - the company’s own
contract must be uploaded in the Service Request.
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Documents

Documents to be Uploaded

* All documents to be uploaded in standard size in JPEG
format in (Max Size 1024, Height: 1167 , Width: 850)

. gia%to JPEG format in (Max Size: 40 | Height: 355 | Width:
)

» To adjust the document / photo size, the following online
tool can be used

Generated Documents
» Signed Offer Letter (for DMCC standard contract template)
« eSign Cover Sheet (for preview only)

. eSilgr)\ Employment Contract (for DMCC Contract) (for preview
only

. eSilgr)\ Employee Code of Conduct (Optional) (for preview
only

* Non Competency (Optional) (for preview only)

&


https://ezgif.com/resize

DMCC

E-signature Documents

iA

Contract Cover Sheet

Optional

Revised Non-Competition
Agreement

Optional

DMCC Contract

Optional

2
i

Code of Conduct
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\_

(0nce the SR is saved

and documents are
uploaded. Please
submit the SR and
confirm the
payment.

Submit SR and Confirm the Payment

' | Learning on x‘. ChooseaUs: X Y. Choose alUs X A4 5 crossword o X

&« C (Y | & Secure | httpsy//devfull-dmecpoc.csé.force.com/c

DMCC

& Employee Services <l

& Company Services
E™8 Member Services
& Property Services
ﬁ Value Added Services
E’ Compliance Services

Portal Balance s

Portal Balance 1,240,180.00 AED

BG Utilised 3,000.00 AED
Operating AGILE ACADEMY
Name DMcc

Visas Used! 1750

Visas Allowed

Top-up Balance

= Employment Contr...pdf

Apps & Login | Salesforce @@ Login - DMCC Made

1811466 for

SurveyMonkey: Free « [ Login - KnowledgeTR. 4% Employee: Mohamm

‘ﬁ Download F' X y? customer ~ = X Y. servietFileD: X ‘. servietFileD x‘. servietFileD x%

d=a00h Es)

reate Case

Infographics

& Announcments [} Salesforce dataloade

@ +97144249600

Search...

800 3622 & Mohamed Abdelfa

w| o
© Word to Html - Free »

Service Request

External Status  Draft

Details

SRNo  1B11466

Confirm = Back to Service Request

Available Account Balance : AED 1,240,180.00
AED : 5,781.00 will be charged

Customer

Created Date

AGILE ACADEMY DMCC
160172017 14:43

SR Price Items

SR Price [tems Name
SRP-2034631
SRP-2034633
SRP-2034634

= Employment Contr...pdf

Price

AED 2,761.00
AED 20.00
AED 3,000.00

Product
EMP_SER_EMP_VISA_NEW_IC_ENTRYPERMIT_v2
Knowledge Dirham

EMP_SER_EMP_VISA_BG

Pricing Line
Entry Permit Cutside Country v2
Knowledge & Innovation Dirham

Employee Bank Guarantes - add

Status
Added
Added
Added

Show all X
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Employee Exiting from DMCC



DMCC

Employee Exiting DMCC SRs

1. Cancel Existing Visa
2. Cancel Existing Identity Card
3. Transfer from DMCC
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Changes in the Overall Process

Company submits DMCC
application online

Documents are e-signed
by HR signatory and then
by the employee either
via email or by In Person
Signing

Proceed with the
standard process and
submission at the DMCC
counter
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New Fields in SRs

Newly Introduced
Fields / Sections to
capture all the
information for End of
Service Entitlement.

20

Service Request Edit
Service Request Details - Internal use only
Record Type

Parent SR

Customer

Company License

Save| | Cancel

= Required information

006-Employee residence permit (visa) cancellation External Status  Click iookup icon &
Submitted Date
IOUVE GREEN STUDIOS C Owner  ASHWIN PERKAR

Applicant / Employee Name

License Number I =N
Employee Details
Document # (Lookup) I S8 Document Type  CEC Number
Last Working Day I [20/02/2017 ] Duration of Service in Years I
Termination Type | —None— v Is the Employee Currently Inside UAE? | No

Due Salary Payments (If Any)

Due Salary From
Due Salary Amount

Due Overtime

Gther Credits

Non-availed Annual leave-Days
Gratuity-Days

A. Total Amount Due

[ eductions (If Any)

Cash Advances
Mobile/Telephone Bill
Others

B. Total Deductions

| (2000212017 Due Salary Till | (2000212017 ]

Non-availed Annual leave-Amount I

Gratuity-Amount I

D ‘ ‘
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21

New Fields in SRs

Newly Introduced Fields / Sections to capture all
the information for End of Service.
Note: System doesn’t perform any calculations.

Net Amount Payable

C. Net Amount Payable (A-B) I

Payment Acknowledgment

Payment Being Made To | _None— v

Employee E-signature Details

Employee Email ID Employee Mobile Number _ |

Employee Selected E-signature Method || via Email v Preferred Language || ~None—

Cormespondence Details - Please Confirm

Portal User's Email Isagmn:dgsaimmmg com= send SMS To Mobile I

Customer Comments

Courier Details - Information Only
Courier Collection Required Courier Delivery Required v

Collection Airway Bill No # Delivery Airway Bill No #

DNRD Document Details - Information Only
Document Number
Document Cancel Date

Nationality

DMCC Comments - For Your Information

DMCC Comments Rejection Reason

Save| Cancel

@ Please note the system performs no calculations.
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Visa Cancellation - Important Notes

A- Inside country:

* Employee salary more than AED 5000 - either E-sign or In
person signing

« Employee salary equal to or less than AED 5000 - In person
signing

B- Qutside country:

« Employee salary more than AED 5000 - either E-sign or
Video Verification

« Employee salary equal to or less than AED 5000 - Video
Verification

22
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4 )

Employees with
salary equal or
below 5000 need
to visit the DMCC
counter for
cancelation of
visa, transfer from
DMCC and
cancelation of
PIC.

- J

23

Error Message

Error message

V

* New Service Request

Service Request Edit Save Cancel

Error: Invalid Data.
Review all error messages below to correct your data.
Applicant needs to e-sign the Document from DMCC and not by email.

Service Request Details - Internal use only

Record Type 006-Employee residence permit (visa) cancellation External Status Click lookup icon Qi
Parent SR Submitted Date
Customer IDLNE GREEN STUDIOS [ Owner  ASHWIN PERKAR
! Applicant /| Employee Name
D
Company License
D
License Number IJLT,ﬁgﬁn Qs
Employee Details
Document # (Lookup) IDQC,DDHE,zsn Qs Document Type  CEC Number
Last Working Day |2D-‘02.-‘201T 2000212017 ) Duration of Service in Years |5.DD
I Termination Type I Termination by mutual agreement v Is the Employee Cumently Inside UAE? I Yes
Due Salary Payments (If Any)
Due Salary From |D|-‘02.-‘201T 12000212017 ) Due Salary Till Igg;nz_.gm; 12000272017 |

Due Salary Amount |45_ann_nn
Due Overtime 0.00

Other Credits I;_nnn_nn
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E-sighed End of Service Entitlement

PINANSYAL NA BENEPISYO SA PAGTATAPOS NG SERBISYO
END OF SERVICE ENTITLEMENT

ng Kumpanya at Empleyado
mployee Details

Pangalan ng Kumpanya

Numero ng Lisensiya

Mga Kalkulasyon sa Fagtatapos ng Ser|

End of Service Calcul,

Mga Detalye ng Bayarin sa Sweldo (Kung Mayroon man)
DSe Salan}: Pa&mexts (If Any) S

Mga Babayaran na Suweldo mula DDJ‘MMJ‘YWYLh)anggang (DD/MM/YYYY)

Due Salary from (DD/MM/YYYY) till (DD/MM/YYYY]

Halaga (AED)
Amount (AED)

Mga Babayaran na Overtime
Dde Overtime

_(\w

Company Name STI.?HEE g::%%" License Number \
b Y
P \ Empleyad Kard sa Trabaho / N;
angalan ng Empleyado ng Pagkakilanlan nalKard C Number-
Employee Name GIRISHKINGE | ¢ ovment Card / 00145260

Identity Card Number

Petsa ng Pagsali ng
Empleyado
Employee Joining Date

February 1, 2014

Huling Ara

Pagtatr:
Last Wi

February 20, 2017

Iba pang mga Utan
Othepr redlgts ¢

Hindi naga

amit na Taunang Bakasyon
Non-avai

Annual Leave

Bilang ng mga Araw
Number of Days

Panahon ng Serbisyo sa
Taon

Duration of Service in
Years

wakas

Te‘cn Type

Termination by
mutual agreement

Mgza Detalve na Sweldo at Benepisyo sa Trabaho

Employment & Salary Details

Basic na Suweldo si
Basic Salary per

Halaga (AED)

Amount (AED)

Pmansa(al na karapatan na Bayad sa Serbis
Gratuity

A. Kahimiane Halaaa na Babayaran
A, Total Amount Due

Mga Bawas (Kung Mayroon man)
Deductions (If Any)

12,564.00

Halaga (AED)
Amount (AED)

Alokas,
A[(urnym

Q l

a Pabahay sa bawat Buwan
ance per Month

0.00

ra sa Pagkain sa bawat Buwan
nce per ith

yon para sa Pamasahe sa baV\'t_'a( Buwan

Transpnnatmn Allowance per

g:tahpan mga Alokasyon sa bawat Buwan

er Allowances per Month

. Kahuuane Mea Bawas
. Total Deducation

. Kabuuang Halaga na Babay:

. Net Amount Payable (A-B)

5,000.000

Pagsangayon ng Empleyado
En%pluyge-eyAcklguwlgdg%ent

Kinukumpirma ko na natanggap ko / nabayaran ko ang AED 5,000.000 Bilang isang buo at pinal

na kasunduan sa lahat ng aking kabayaran mula sa kumpanya.

| hereby confirm that | have received AED 5,000.000 as a full & final settlemengof ues
from the company. \

Lagda ng Empleyado:
Employee Signature

Petsa:
Date

Pagsangayon ng Kumpanya
Co?n paﬁyyAck n%wledgmey

Pinapatunayan namin na nagbayad kami / tumanggap ng AED 5,000.000 Bilang isang buo at

pinal na kasunduan sa lahat ng mga ran para sa empleyado.

We hereby confirm (hat.we @aid ED 5,000.000 as a full & final settlement of all the

employee’s dues to the x

D Inaako nar pagbibigay ng ticket para sa pag-uwi ng empleyado sa sariling bayan kung
siya ay lal sa pagkatapos ng pagkakansela ng kanyang visa. (Lagyan ng tsek kung

We unde

country after the cancellation of visa. (Tick if applicable)

ake to provide the repatriation ticket to the employee if he / she is exiting the

Lagda ng Awtori: g Opisyal/Rep
Company Authorised Signatory Signature

ng Kumpanya:

Page 1
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Amendment of Employment
Contract
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Changes in the Overall Process

Company submits DMCC
application online

Documents are e-signed
by HR signatory and then
by the employee either
via email or by In Person
Signing

Proceed with the
standard process

26
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Different Scenarios

Own Contract Own Contract Customer Uploads

(No Salary or Title
Amendment)

(Free of Charge)
Own Contract Own Contract Customer Uploads No
(with Salary and Title (charged)
Changes)
Own Contract DMCC Template Full DMCC Template Yes
(Free of Charge)
DMCC Template Own Contract Customer Uploads No
(Free of Charge)
DMCC Template DMCC Template (with Cover Sheet Yes
Salary and Title
Amendment) (charged)
DMCC Template DMCC Template (No Salary Full DMCC Template Yes

or Title Changes) (Free of Charge)

27



DMCC

Navigating to Service Request

Employee

.
S e rVI C e S & Create Case &) DMCC Live Support @ +97144249600 %) 8003622 & ASHWIN PERKAR &
MY EMPLOYEES MY REQUESTS MY CASES MY SUPPORT ‘Submit

Employee Service Requests

g Employee Services

JB& company Services Apply for all tynes of employment services, including visas, letters, and access cards,
B wmember services
By Property services
»  Access approvals »  Request for mediation »  Approvals and NOCs »  Absconder notification
E m p loye e Y5 Value Added services » Employment cards » Approvals and NOCs (Arabic) » Business visitor visas
B compiance services b ldentity cards b Letters and certificates b Dependent residence permits (visa)
.
re S'I e n C e Portal Balance o »  Letters and certificates (Arabic) ~ Employee residence permits {visa)
Portal Balance 1971647.00 AED Stamp existing in new or replacement passport
.
Visa Deposit 69,000.00 AED Stamp existing in new passport (orig. lost)
Utilised
Operating OLIVE GREEN Renew existing
Name STUDIOS DMCC
Employee passport details amendment
Visas Used/
'
Visas Allowed 211500

Employment contract amendment

Top-up Balance Cancel existing

Apply for nevr

» Transfers

Employment :
ABOUT DMCC PORTAL
CO n t raCt The DMCC Member Portal enables our members to check their actions items, apply for services, access records, generate reports, ask questions and much more. We
amendment

are commitied to bringing the best solutions to our members so that they can stay focused on the hings that matter the most.

DMEC Website

28
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Fill in the Required Details

( )

Highlighted are the
mandatory fields.

Service Request Edit Save | Cancel

Service Request Details - Information Only

*= Required Information
Record Type  023-Employment contract amendment External Status

Customer IOLIVE GREEN STUDIOS C SR Template
Submitted Date

Owner  ASHWIN PERKAR

Applicant / Employee Name

Sys Required Docs not Uploaded

Company License

License Number I =8I
Employee Details
Document # (Lookup) I Oﬂ = Document Type  CEC Number
Effective Date of Change I [23/02/2017 ]

Employee E-Signature Details

Name (as per passport)
Employee Email ID Employee Mobile Number I

Employee Selected E-signature Method I Via Email v Preferred Language I —Mone— v
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e )

Fill in the Required Details

Service Request Edit

Semwvice Request Details - Information Only

Save

Cancel

H
&
=
=
i

Company License

Record Type

Customer I

License Number I

023-Employment confract amendment

OLIVE GREEN STUDIOS C

External Status

SR Template

Submitted Date

Owner

Applicant | Employee Name

Sys Required Docs not Uploaded

ASHWIN PERKAR

Employee Details

Employee E-Signature Details

Document # {Lookup) |

Effective Date of Change I

Name (as per passport)

Employee Email ID

Qi
(230212017

Employee Selected E-signature Method I Via Email

Employee Job Details

30

Job Title

Basic Monthly Salary

Accommodation Provided

Food Provided
Transport Provided

Other Monthly Allowance

Employment Contract Template

Employment Contract Type

Contract Commencement Date

Probation Perind fin months)

—Nane—

—Nane—

—None-

—None-
—None—
[ 2310212017 ]

Mann

Document Type

Employee Mobile Number I

Preferred Language |

Highest Qualification
Executive Status

Languages Spoken

Accommodation Type
Accommodation Allowance
Food Allowance

Transport Allowance

- Contract End Date

Highlighted are the

mandatory fields.

CEC Number

—None—

—None—
—None—
Available

ARABIC 2
MALAYALAM

—None—

[23/0212017 ]

Chosen
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Fill in the Required Details and Save

Additional Job Details (Not Required for Company’s Own Employment Contract)

i [P —— Termination During Probation Period [ _Ngne— v Probation Contract can be Terminated by | _None—
: o B Notice Period (in days)
f . e Day of Salary Transfer | —None— v Salary Payment method [ _None—
1 Working Week From [ _Nona— v Working Week To [ _Nona—
u . Number of Working Days PerWeek | _None— v Working Hours | _None—
- o - Number of Annual Leave (Calendar Days) Require Sick Leave Certificate After
- ! - Maternity Leave (Calendar Days) Parental Leave (Working Days)
- Paternity Leave Days
) q Air Ticket - Employee Outside UAE Air Ticket on Limited Contract Renewal
- I
Special Employment Terms and Conditions
Undertaking for Non-Competition Employee Code of Conduct
Non-Compete Restriction | _Npne— v
List of Competing Companies
4
= = - Type of Competing Business or Service
4
Restricted Area
4
Non Compete Restricted For [ _None— v
Non Solicit of Business Restricted For [ _Ngna— v
- Non Salicit of Employees Restricted For | _None— v

Comespondence Details - Please Confirm/Update

Pocallisess Parad Isacmn:desa\hu\dmu com=

Customer Comments

Courier Details - Infarmation Only

Courier Collection Required

Delivery Airway Bill No #

DNRD Details - Information Only

Document Issue Date

Courier Delivery Required

Document Expiry Date

Send SMS To Mobile I

o’

DMCC Comments - For Your Information

DMCC Comments

Rejection Reason

Caval [ Fancal

31

Fill in the details and save the SR
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Service Request Saved

\_

Scroll down to find
the Employment
details. Click on

edit to amend the

details.

Application - Amend an existing employment contract

1813820

Printable Viev:

‘ cﬁlSer\nce Request has been saved

Service Request Detail

Service Request Details - Information Only

Edit| |Clone | | Submit | |Cancel SR

SR No

Record Type

Created By

Status

Account Number
Customer

Executive Position Arabic

Executive Position English Yes No

1813820 Extemnal Status

023-Employment contract amendment SR Template
ASHWIN PERKAR, 23/02/2017 09:53 Sys Basic Salary Change
Draft SR Menu Text
104838

OLIVE GREEN STUDIOS DMCC

Submitted Date

Last Modified By

Owner

Applicant | Employee Name

Sys Job Title Change Flag

Sys Required Docs not Uploaded

Service Request Type

Draft
Employment contract amendment
v

Employment contract amendment-Employee residence permits (visa)-Visa Services
ASHWIN PERKAR, 23/02/2017 09:53

DMCC
GIRISH KINGE

AMEND_AN_EMPLOYMENT_CONTRACT

Company License
License Number  JIT65673
Employee Details
Document # (Lookup) .~ DOC-00145260 DocumentType  CEC Number
Effective Date of Change ~ 23/02/2017
Employee E-Signature Details
Name (as per passport)  GIRISH
Employee Email ID Employee Mobile Number  +971556239692
Employee Selected E-signature Method  Via Email Preferred Language  ENGLISH
Employee Job Details
Job Title  ARTIST Highest Qualification
Basic Monthly Salary ~ AED 1,000.00 Executive Status
Current Salary ~ AED 1,000.00

Languages Spoken
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Edit the Details

Employee E-Signature Details

Name (as per passport)

Employee Email ID

GIRISH

Employee Selected E-signature Method | Via Email

Employee Job Details

Employee Mobile Number |+971555239592

Prcferred Language || ENGLISH v

Job Title - [ARTIST Q) Highest Qualification | _None— v
Basic Monthly Salary  [1.000 Executive Status [ _None— v
Languages Spoken [z oipie Chosen
ARABIC (3]
MALAYALAM
Accommodation Provided | Allowance Accommodation Type | —Nona— =
Accommodation Allowance  [0.0g
Food Provided g Food Allowance
Transport Provided [ Ng Transport Allowance
Gther Monthly Allowance
Employment Contract Template | —None—
Employment Contract Type ~None—
Contract Commencement Date  [23/02/2017 | [23/02/2017 | Contract End Date [23/02/2017 |
Probation Period (in months)  [_None—
Additional Job Details (Not Required for Company’s Own Employment Contract)
Termination During Probation Period | _one— Probation Contract can be Terminated by | _None— v
Notice Period (in days)
Day of Salary Transfer [ _pgne— Salary Payment method | _None— v
Working Week From | _None— Working WeekTo [ _None— v
Number of Working Days PerWeek | _None— Working Hours  [_pgne— v

Number of Annual Leave (Calendar Days)
Maternity Leave (Calendar Days)
Paternity Leave Days

Air Ticket - Employee Outside UAE

Require Sick Leave Certificate After

Parental Leave (Working Days)

Air Ticket on Limited Contract Renewal
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HR Signatory Journey



DMCC

E-Signing Process

- 1 =-»

Email Notification 2 Click on Review 3 SMS on Registered
to HR Signatory Document Mobile Number

!

E- Signing Review
Documents 5 Documents

Confirm Code

@ 1. Documents to be signed by HR Signatory and then the employee.
2. Once both parties have completed E-signing both receive a notification.

&
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Email Notification

to HR Signa

tory

r

\_

Please clicks on
‘Review
Documents’

DMCC

FREE ZONE

Dear Abdul Faial,

This email contains the employment documentation for meenal saxena. Please review and electronically
sign the documentation in order to proceed with the employment visa

Once you have e-signed the employment documentation, this will automatically be sent to the employee for
his / her e-signature if you have selected 'e-signature by email’ for your employee. If you have opted for the
employee to do ‘in person signing at DMCC Counter’, please ensure you provide the employee with a copy
of his / her employment documentation before the employee comes to the counters to e-sign the
documentation.

The employment relationship between you and your employee is governed by the UAE Federal Law No. 8
of 1980 (as amended) (the Labour Law). If any future changes are made to the employment contract, you
are required to resubmit the updated version to DMCC through the service request titled ‘Employment
Contract Amendment’.

Before you proceed with e-signing, DMCC recommends that you read through the below guidelines and
FAQs to learn more about DMCC's employment matters and how to electronically sign the employment
documentation.

Once you are ready to proceed, you can review and sign the employment documentation.

DMCC Admin sent you a document to review and sign.

REVIEW DOCUMENTS

Kindly make sure to have your registered mobile with you, to access the code.
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SMS on Registered Mobile Number

Security Requests from Sender

DMCC Admin
DMCC

SMS Authentication
In order to access this document, you need to confirm your identity using your mobile phone.

1. Choose a phone number below and select the "Send SMS" button to receive a text message.
2. Enter the access code on the following page.

Authenticating Signer Name: Rajeev Vijayan
( HR Si t ill Please select a phone that can receive text messages so you can authenticate:
1gnatory wi
receive SMS on his ® 4971562756959
registered mobile
number. SEND SMS CANCEL

\_

If you do not have access to your mobile phone at this time, select “Cancel” and retry when you have access.

sMs)  Your authentication code
to access your E-signature
documents is 123456

37




DMCC

Confirm Code

pled

Security Requests from Sender

DMCC Admin
DMCC

SMS Authentication
An SMS message has been sent to your mobile phone. You should receive it momentarily.

Kindly confirm the

. Enter the code you received in the SMS message in the field below and press Confirm Code.
code received on
. 63542 CONFIRM CODE CANCEL
your registered
number. If you do not receive an SMS message, select "Back", verify the mobile phone number and try sending the SMS message again.

38




DMCC

E- Signing Documents

Please Review & Act on These Documents DMCC

DMCC Admin
. DMCC PoweredbyDucu;z?n_

Documents: Dear Rajeev Vijayan, Cl]Ck on Cont]nue
* Cover Sheet View More ~
¢ DMCC Contract Please review the documents below. I CONTINUE I OTHER ACTIONS ~
(in case of DMCC
contract)
* Code of Conduct

(optional)
* Non Competition

Undertaking

» (optional)

Powered by DocuSasn. 53] Change Language - English » | Terms Ofl)se & Privacy » | Copyright @ 2017 DocuSign Inc
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DMCC

Review the Document/s

Click on ‘Finish’

Please review the documents below. I FINISH I OTHER ACTIONS ~

CRECHI + ME=RNO) =l
using tnreatening or anusive language or actions towaras a rellow employee
smeking contrary to established policy or violating any fire protection regulation
wilfully or habitually violating health and safety regulations
failing to wear clothing conforming to standards set by the company
not taking proper care of, neglecting or abusing company equipment or tools
using company equipment in an unauthorised manner
possessing weapons of any kind on company property

NEXT

Cllle on the yellow Employee Signature: Date: 2/6/2017
icon to sign Employee Name: meenal saxena

Powered by DocuSasn. 53] Change Language - English » | Terms Ofl)se & Privacy » | Copyright @ 2017 DocuSign Inc
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DMCC

Adopt E-Signature

Adopt Your Signature

Confirm your name, initials, and signature.

Full Name Initials

meenal saxena

( PREVIEW

. DocuSigned by: DS
If you wish to EMML Sapna | MS
change your

signature style, e e i o i o ot R
click on ‘Adopt and

4 ’
S'Ign . ADOPT AND SIGN CANCEL

Done! Select Finish to send the completed document. m OTHER ACTIONS ~

Q@ afid & 0 =]

Ms

Change Style

95BB3DAA2TEF4ET ...

4
Employment Contract Cover Sheet - 29414726022 40of 4
1 FINISH
Then click
CEing ’
Finish
Powered bv DocuStasn. @ ChangeLanguage - English ¥ | Terms Of Use & Privacy ¥ | Gopyright ® 2017 Docusign Inc.

@ Please note the style of signature is not imperative. Your Esignature has a unique number



DMCC

Copy of Your Document

Save a Copy of Your Document

If you need copy
of your document
please enter your

details

Sign up for a FREE DocuSign account today and sign all your documents electronically.

Email . .
Electronically sign any
meenal.saxena@dmcc.ae document.

Password

Get signatures from
others.

Confirm Password
Sign on the go with

DocuSign Mobile!

By selecting SIGN UP, you agree to DocuSign Terms and
Conditions [

SIGN UP NO THANKS
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Employee E-Signing Journey



DMCC

E-Signing Process

- 1 =-»

Email Notification 2 Click on Review 3 SMS on Registered
to Employee Document Mobile Number

!

E- Signing Review
Documents 5 Documents

Confirm Code

@ 1. Documents to be signed by HR Signatory and then the employee.
2. Once both parties have completed E-signing both receive a notification.

&
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DMCC

Email to Employee
DMCC

FREE ZONE

Dear meenal saxena,
Welcome to the DMCC Free Zone and congratulations on joining OLIVE GREEN STUDIOS DMCC.

This email contains your employment documentation signed by OLIVE GREEN STUDIOS DMCC and is
now ready for you to review and electronically sign in order to process your employment visa.

The employment relationship between you and your employer is governed by UAE Federal Law No. 8
of 1980 (as amended) (the Labour Law).

Your employment contract sets out the terms and conditions of your employment; so itis important that
you read through the contract carefully to ensure that you are happy with those terms. If you have any
doubts, you can contact the employer at sachin=desaiholding.com=example.com @example.com.
Before you proceed with e-signing, DMCC recommends that you read through the below guidelines
and FAQs to find out more about the DMCC business community, employment matters and how to
electronically sign your employment documentation

Once you are ready to proceed, you can review and sign the employment documentation

4 —
Employee needs to <>

click on ‘Review
Documents’

\ REVIEW DOCUMENT

DMCC Admin sent you a document to review and sign.




DMCC

SMS on Registered Mobile Number

Security Requests from Sender

DMCC Admin
DMCC

SMS Authentication
In order to access this document, you need to confirm your identity using your mobile phone.

1. Choose a phone number below and select the "Send SMS" button to receive a text messa
2. Enter the access code on the following page.

Authenticating Signer Name: Name#® s

4 Please select a phone that can receive text messages so you can authenticate:
Employee will
receive SMS on his © Mobile number
registered mobile

L number. SEND SMS CANCEL




DMCC

Confirm Code

Security Requests from Sender

DMCC Admin
DMCC

4 SMS Authentication
Employee needs to An SMS message has been sent to your mobile phone. You should receive it momentarily.

enter the code and
click on ‘Confirm
Code’. 146844 CONFIRM CODE CANCEL

Enter the code you received in the SMS message in the field below and press Confirm Code.

\_

sMs)  Your authentication code
to access your E-signature
documents is 123456




DMCC

E- Signing Documents

Please Review & Act on These Documents DMCC

DMCC Admin
. DMCC Powered byDocu%n_
Documents: Click on Continue

Dear meenal saxena,

» Cover Sheet View More ~_

¢ DMCC ContraCt Please review the documents below. OTHER ACTIONS ~

(in case of DMCC

contract)

* Code of Conduct
(optional)

* Non Competition
Undertaking

» (optional)

Powered by DocuSasn. 53] Change Language - English » | Terms Ofl)se & Privacy » | Copyright @ 2017 DocuSign Inc
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DMCC

Adopt E-Sighature

Adopt Your Signature

Confirm your name, initials, and signature.

Full Name Initials

meenal saxena Ms

PREVIEW Change Style
DocuSigned by: DS
munal Swetna MS
95BB3DAAZTEF4E1...

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when I {or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

Click on ‘Adopt and
Sign’.

ADOPT AND SIGN CANCEL




DMCC

Review the Documents

Click on ‘Finish’

Please review the documents below. I FINISH I OTHER ACTIONS ~

CRECHI + ME=RNO) =l
using tnreatening or anusive language or actions towaras a rellow employee
smeking contrary to established policy or violating any fire protection regulation
wilfully or habitually violating health and safety regulations
failing to wear clothing conforming to standards set by the company
not taking proper care of, neglecting or abusing company equipment or tools
using company equipment in an unauthorised manner
possessing weapons of any kind on company property

NEXT

Click on the yellow Employee Signature: Date: 2/6/2017
1con Employee Name: meenal saxena

Powered by DocuSasn. 53] Change Language - English » | Terms Ofl)se & Privacy » | Copyright @ 2017 DocuSign Inc
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51

Completed E-Signing

Notification to Employee:

Subject: The E-signing Process for Employee residence permits (visa) SR # 1813589
for XYZ is Completed

Dear {Employee Name},

Please note that all parties have completed the e-signing process for the service request
{Employee residence permits (visa)} number {SR Number} for {Company Name}.

Please find herewith e-sighed documentation by both parties for your reference.

Notification to Employer:

Subject: The E-signing Process for Employee residence permits (visa) SR # 1813589
for XYZ DMCC is Completed

Please note that all parties have completed the e-signing process for the service request
{Employee residence permits (visa)} number {SR Number} for {Company Name}.

Please find herewith e-sighed documentation by both parties for your reference.

&



DMCC

Employee ‘In Person Signing’
Journey



DMCC

Step 3

53

DMCC will Pass on the Control to
Employee

Learning on Simplilaam X SurveyMonkey - Manag: X Y 9 Information for Employe X ' 4® Salesforce - Unlimited = X )/ [ DocuSign x ) o 60
C {} | & https;//demo.docusign.net/Signing rityChecks.aspx | 0O
* Apps @ Login | Salesforce @ Login - DMCC Made SurveyMonkey: Free < [E Login - KnowiedgeT? 4 Employee: Mohamm Infographics @ Announcments [J] Salesforce dataloade: @) Word to Htmi - Free ¢ P Escape game -realli. [J cla635f6-3099-dece- @ Login | Salesforce & & Empower =

i omcc

Security Requests from Sender

DMCC Admin
DMCC

DMCC Host, pass control of the session to Pablo Garcia tttddd.

CONTINUE CANCEL

(

DMCC counter staff
will pass on the
control to
Employee.




Step 4

DMCC

SMS on Registered Mobile Number

Learning on Simplileam X StvexMonikey Mensot XN Intaruation for Einpioye) O\ Suisstorce - Uniimined 22 ® ) B Docusign x &) b . [t
€ C () | & https//demo.docusign.net/Signing/Act Q% O
£ Apps @ Login | Salesforce @ Login - DMCC Made SurveyMonkey: Free Login - KnowledgeT? @ Employee: Maham nfographics @ Announcments ] Salesforce dataloade: @ Word to Himl - Free - ¢ Escape game -real v [ c1a635f6-2099-ded=- @ Login | Salesforce & = Empowers »

e

Security Requests from Sender

DMCC Admin
pmcce

SMS Authentication
In order to access this document, you need to confirm your identity using your mobile phone.

1. Choose a phone number below and select the "Send SMS" button to receive a text message.
2. Enter the access code on the following page.

Authenticating Signer Name: Pablo Garcia tttddd
Please select a phone that can receive text messages so you can authenticate:

® 1917893037290

/ SEND SMS CANCEL

( If you do not have access to your mobile phone at this time, select “Cancel” and retry when you have access.

Employee will
receive SMS on his
registered mobile

number.

Z 09:
o .
Pl 22/11/2016
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Step 5

DMCC

Confirm Code

Learning on Simplileam X SurveyMonkey - Manag: X Y @9 Information for Employe X ' @ Service Request: 163632 X @b Salesforce - Unlimited - X ) # DocuSign x (E=S BTl ™
€ C () | & https//demo.docusign.net/Signing/Act 17. 2 Q% O
1 Apps @ Login | Salesforce @ Login - DMCC Made SurveyMonkey: Free & Employee: Moham nfographics @ Announcments [ Salesforce dataloade: @) Word to Html - Free - § Escape game - real [ c1a635f6-a099-dede- @@ Login | Salesforce & = Empower »

DMCC

Security Requests from Sender

DMCC Admin
pMcc

SMS Authentication
An SMS message has been sent to your mobile phone. You should receive it momentarily.

Enter the code you received in the SMS message in the field below and press Confirm Code.

365349 CONFIRM CODE CANCEL

( If you do not receive an SMS message, seiccl Lacn , veiily tne mobile phone number and try sending the SMS message again.

Employee will enter
the code and click
on Confirm Code

09:24

- :
Bl e
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Step 6

DMCC

E- Signing Documents

(&) o | @

/1| Learing on Simplileam X '\ < SurveyMonkey - Manag: X ' R Information for Employe X { @ Service Request: 163632 X ' @ Salesforce - Unlimited £ X / % DocuSign x
& C ) | @ nhttps//demo.docusign.net/Signing/Zinsession=1&ti=cd5e172157d644948c5d9cfc3fe262e6 ®ax| O
Apps @ Login | Salesforce @ Login - DMCC Made - ¢ SurveyMonkey: Free - [ Login - KnowledgeT? @ Employee: Mohamme [ Infographics @ Announcments [I§ Salesforce dataloade: @ Word to Html - Free | P Escape game -real I [ c1a635f6-2099-4ede- @ Login | Salesforce & = Empower:: »

Please Review & Act on These Documents

- gmggAdmin
Click on Continue

This document requires esignature for the service request - "1636324 - Manage KYC and E-Sign Subscription-Update KYC
Information-Company Amendment Services" raised in DMCC Portal

Please review the documents below. CONTINUE I OTHER ACTIONS ~

C

Powered by Docu S:r?w

Powered by Docu! @ Change Language - English (US) v | Gopyright © 2016 DocuSign Inc.
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Step 7

DMCC

Adopt your E-Signature cont.

Learning on Simplileam X SurveyMonkey - Manage X {2 Information for Employe X \ @ Service Request 163632 X Y@ Salesforce - Uniimited E« X )/ . Docusign x (3]
< C () | @ https;//demo.docusign.net/Signing/?insession=18tti=cd5e1721 44948¢5d9cfc3fe262e [ONCR AN + ]
Apps @ Login | Salesforce @ Login - DMCC Made SurveyMonkey: Free - [ Login - KnowledgeT? @ Employee: Mohamm nfographics @ Announcments [ Salesforce dataloader @ Word to Html - Free | § Escape game - real i [ c1a635f6-a099-dede- @ Login | Salesforce & Empower »

Select the sign field to create and add your signature. OTHER ACTIONS ~

QaaQai-s o0 =]
Electronic Signature services, the unauthorised access to or alteration of the DMCC -
Electronic Signature services or your Electronic Signature, the deletion or corruption of
your Electronic Signature and any other action or of any third party in relation to the
DMCC Electronic Signature services.

Neither DMCC nor any DMCC entity, affiliate, subsidiary, director, employee or company
officer accepts any liability for any claims against you by any third party in respect of any
liability, loss, damage, injury, cost or expense, whether direct, indirect or consequential,
sustained in or arising out of your use or inability to use the DMCC Electronic Signature
services.

Name : Pablo | \arcia tttddd
Sign

SIGN

F-Sionature:

Date: 11/21/2016

Employee to click on
the yellow icon

Powered by DocuSign, @ change Language - English (US) v Gopyright @ 2016 DocusSign Inc.
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DMCC

Adopt your E-Signature cont.

/| Learning on Simplileam X '\ SurveyMonkey - Manag: % { Q9 Information for Employ= X '\ @ Sewvice Request 163632 x‘. Salesforce - Unlimited E- X /L DocuSign

x &) i @ [
<« C ) | @ nhttps//demo.docusign.net/Signing/Zinsession=1&ti=cd5e172157d644948c5d9cfc3fe262e6 oaAXx| O
Apps @ Login | Salesforce @ Login - DMCC Made | ¢ SurveyMonkey: Free - [ Login - KnowledgeT? @ Employee: Mohamme [} Infographics @ Announcments Salesforce dataloader @ Word to Html - Free - P Escape game - real li [ c1a635f6-a099-dede- @ Login | Salesforce & = Empower »

Adopt Your Signature

Confirm your name, initials, and signature.
Full Name Initials

Pablo Garcia tttddd PGT

PREVIEW Change Style
DocusSigned by:

Pabls Cardia HALL

CB1440F67AE94AD...

€

6y et Aot ant S, aree i e s an st e o ecron LG K QI 6 GNANGE, ok vren
my agent) use them on documents, including legally binding contracts - justlithe samegtvvlgjapéﬁnaﬂeggxl!zéct
your preferred
ADOPT AND SIGN CANCEL
style.
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DMCC

Adopt your E-Signature cont.

/11| Leaming on Simplieam  x \ ~ SurveyMonikey - Manag: X | @ Information for Employ= X | @ Service Request 163632 X \ @ Salesforce - Unlimited E- X >/L DocuSign

x &) b=l @ [
< C ) | @ nttps//demo.docusign.net/Signing/Zinsession=18ti=cd5e172157d644948c5d9cfc3fe262e6 ®aw O
Apps @ Login | Salesforce @ Login - DMCC Made - ¢ SurveyMonkey: Free - [ Login - KnowledgeT?. @ Employee: Mohamme [} Infographics @® Announcments. Salesforce dataloade: @) Word to Html - Free

P Escape game - real i [ c1a635f6-a099-dede- @ Login | Salesforce & = Empower:: »

Adopt Your Signature p;ﬁjﬁ%@ pr(lpt !’ 41\

CB1440FB7AE94AD...
Confirm your name, initials, and signature.

Full Name
DocuSigned by:

Pn.lolo Q»«mim NPT PQV

CB1440F67AEQ4AD...

Pablo Garcia tttddd

PREVIEW

DocuSigned by:
DocusSigned by:

Pabds Cavio WAL [ pet A e

CB1440F67AES4AD...
CB1440F67AE94AD...

By selecting Adopt and Sign, | agree that the signature and initials will be the elec
my agent) use them on documents, including legally binding contracts - just the s

ADOPT AND SIGN CANCEL
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DMCC

Review the Documents

Click on ‘Finish’

Please review the documents below. I FINISH I OTHER ACTIONS ~

CRECHI + ME=RNO) =l
using tnreatening or anusive language or actions towaras a rellow employee
smeking contrary to established policy or violating any fire protection regulation
wilfully or habitually violating health and safety regulations
failing to wear clothing conforming to standards set by the company
not taking proper care of, neglecting or abusing company equipment or tools
using company equipment in an unauthorised manner
possessing weapons of any kind on company property

NEXT

Cllle on the yellow Employee Signature: Date: 2/6/2017
icon to sign Employee Name: meenal saxena

Powered by DocuSasn. 53] Change Language - English » | Terms Ofl)se & Privacy » | Copyright @ 2017 DocuSign Inc
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Step 8

DMCC

Request a Copy

/| Leaming on Simplilear X {  SurveyMonkey - Manag: X ' S Information for Employ= X ' @ Service Request: 163632 X ' @ Salesforce - Unlimited £ X )/ # DocuSign x \__\ ) ol ). S
\ \ \ N

<« C ) | @ https;//demo.docusign.net/Signing/Zinsession=18ti=cd5e172157d644948c5d9cfc3fe262e6 ®ax| O

i1 Apps @ Login| Salesforce @B Login - DMCC Made | ¢ SurveyMonkey: Free - [ Login - KnowledgeT? @ Employee: Mohamme [ Infographics & Announcments Salesforce dataloader ) Word to Html - Free . P Escape game - real li [ c1a635f6-a099-dede- @ Login | Salesforce & = Empower: »

Employee can enter
the email address on
which he will receive
the copy of this
document.
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Completion of E-Signing Process



DMCC

Completion of E-Signing

Once the HR Signatory and
employee complete the E-
signing

P

4@h
v

HR Signatory and employee will

receive a notification along with
the esigned documents and
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Updating Employee eSign Details



DMCC

‘ ESIGN’ Tab

New Tab
MY ESIGN

B CreateCase | W) DMCC Live Support | < +97144249600 | (&) 8003622

HOME MY ESIGN Search... m

& Employee Services ‘ EooianyE sk
OLIVE GREEN STUDIOS DMCC Individual E-Sign
M- company Services | AllE-Signed Documents
A nents: | No anno ilable yet!

™ Member services

This new tab will =
h Property Services

enable yOU tO U pdate SR Number & Category Action Details Due Date =  Required Action No notice here yet!
Or ed_it the employee ﬁ Value Added Services

1117484 Pending Step Pending submission of original documents - Cancel Ent. Due Now Visit DMCC Counter
email address and a Compliance Services
1812945 Pending Step Pending submission of original documents - Confirm i Due Now Visit DMCC Counter
contact numbers — >
.
Portal Balance 1,672,020.00 AED 1812946 Pending Step Employee Arrival Intimation Due Now Review Step =
BG Utilised 4200000 AED 1812947 Pending Step Zayaiting Insurance Details Update Due Now Review Step =p
Operating OLIVE GREEN
Name STUDIOS DMCC
== |¢Back 2 02 4 5 hewd | >
Visas Used/

Visas Allowed 181800

Top-up Balance

& B L2

My Company My Employees My Reports My Requests My Cases My Support
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DMCC

Editing Contact Details

B CreatecCase W) DMCCLiveSupport | @ +9714 4249600 8003622 | & jaydesai | ¥
MY SUPPORT MY ESIGN Search...
Employee Services 4 - .
& Documents pending E-Signature
m Company Services To manage your e-signatures, you can sign decuments and check the status of each signing request.
™ Member services Documents for E-signature
. SR Number & Created Date & SR Name # Document Name Resend Email Detail Link
h Property Services
1812944 02/06/2017 Manage KYC and E- Electronic Signature Undertaking document - Template Resend / Detail
ﬁ Value Added Services Sign Subscription Correct and Resend

1812945 02/06/2017 Mon-Competition Undertaking Cl'le on ¢ Correct

3 Deetail
a Compliance Services
’
Employee Code of Conduct
— - and Resend’ for the
Sign C heet
ot Baiarc. | 10720280 AED el Cover e relevant employee
BG Utilised 4200000  AED 1813032 020072017 Employee Code of Conduct Whose deta] lS need Resend / Detail
o . LvE sREEN Correct and Resend
rating oLV "

N:m ¢ STUDIOS DMCC esion Cover shest tO be u pdated .
Visas Used! eSign Employment Contract-UnLimited
Visas Allowed 915

1813034 02/07/2017 eSign Cover sheet Resend / Detail

1813035 02/07/2017 eSign Cover sheet Resend / Detail

Correct and Resend

< |(Bs',-4-2 3 Nextd |
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DMCC

Editing Contact Details

Update Applicant Details

Edit the details and _
h.lt ‘Update’ button Applicant's Email ID : iChange Email address here
to save the icant's Mobile No : | Change the Mobile Number here
amendments.

Update Close

67
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Sample Documents



DMCC

69

Employment Contract Cover Sheet

DMCC

Employment Contract Cover Sheet

This document sets out a summary of your employment particulars. The parties are also
required to enter into a separate detailed employment contract which sets out all of the

terms.

English

Arabic

Hindi

Employment Contract Cover

Sheet

Mla’lﬂ‘__‘#&idﬁ

Date of Contract: January 16,

2017

January 16, 2017 2l

Company Mame (the
“Company”): AGILE
ACADEMY DMCC

o (RS EN) A al

[ ;,—‘;'—"SI‘

Company License Number:
DMCC-211389

Contract Type: Unlimited

Employee MName (as per
passport) (the “Employee”):
Meonal Saxena

e

@ wgad FHar DMCC-
89

=99 @ mer-Unlimited

THEN T AW (G @
Fgaw) (EEr): Meenal
Saxena

Passport Number: H1526976

e Sar H1526976

Nationality: India \ Lo Ao | o India

Gender: Female “ i eindl | 5T Fomale

Job Title: OPERATIONS i\ Jie ik ) el | St @1 7% OPERATIONS
ANALYST L s me il | ANALYST

Probation Period (Month:

1:(sed) Sisdl 5 58

of¥dlen aafer 1

Basic Monthly Salary (Al

(0l e (g gl L0

100,000 100,000 | & it a9 (T5Et): 100,000
Food Allowance 1,000 (ps ) J=L S | 3 =37 o7 (52 1,000

1,000 © (pr0) Sl oy

amaTET W (g 1,000

0 (paal) SO O

e T (TS 0

W PEREIT PERENEPRVRJuly I

a0 wiEE W () (TEE:

Page 1

Statutory Undertaking by
the Company

The Company hereby
undertakes to prepare a
separate detailed
omployment contract
(Limited or Unlimited) (the
“Employment Contract”)
prior to initiating the visa
process. The Employment
Contract shall specify the
date of commencement of
employment, the date of
conclusion of employment
(Limited contract only), the
type and place of work, the
duration of the contract
(Limited contract only) and
the amount of the wage. The
Employment Contract may
also include additional

clauses, including but not |¢

limited to: overtime,
lmvg(s), medical insurance,
travel tickets and

termination, provided always
that these clauses are in
accordance with the _U.
Labour Law and the

Free  Zone Rules
Regulations. Foi the'
avoidance of d CC

requires the y to
upload a the
Emplo ontract onto
the mefber portal.
The mpany further
undertakes® that it shall
comply with all of its
obligations to the Employee.
The Company acknowledges
that failure to comply with
the above may result in DMCC
taking action against the
Company.

A5l U Ga gl s

dadl 13 case 3 al e
Jrise oo me daels -Lp_);\..u’.\i'l
US (350m0 32 i Ga53na) Jocia
Gopalill o panll by sl
elgiily s 6 Jaull e 2y
daall e aay (fSay sy ofall
Lay (L fapmall ol 2oally)
dall e a of (fay 2l
T il da e wgoal gy
Gyl Jedl gl el
el il Sl Sl S5l
ol olgtl by pa, saull SIS,
sl eim eS8 o Al s sled
sl 585 ST aa Ll da3
saaiall e LY &
Aol 5l Aalall

L fanaiall C_]_._.]_] e
ol Lgilal 3ill &8lSy ¢la 4l

5 Ly elagll oo oy 38,0l g,
S sh o M gam B ol
A el ya) annedall Gl i
A8l man

Page 2
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70

Employment Contract Cover Sheet

DMCC

* Please note that DMCC
requires the Company to
notify DMCC of any changes
to the information set out
in this Employment
Contract Cover Sheet (e.g.
change in job title or
salary). In addition, if any
changes are made to the
Employment Contract,
DMCC requires the Company
to upload the updated
version of the Employment
Contract onto the DMCC
member portal.

Signature:
For and on behalf of the
Company
s
8l oo il

AGILE ACADEMY DMCC o

ki ol olde 20
Obell dds A Gl cilegleadl
QJ'M!&)MI.ME;M
Al g Al el
ol el o 3 el 0 iYLy
Ao ol el sz e St
eyl fasy apdi Gl LA
Llgll o Jooll sie e Staal
o e gt sl U iy srohil

o

O

K

Statutory Undertaking by
the Employee

| have entered or will enter
into an Employment Contract
with the AGILE ACADEMY
DMCC and | acknowledge that
in the case of any conflict
between the Employment
Contract and the UAE Labour
Law that the UAE Labour Law
shall prevail.

Signature: L]

o5
Meenal Saxena !

sl 2 ot i 24

S dee me i i A g
sl (ol e dao e o
s s B oAl fy eaas
daall (5085 Jaall 5 o i jad
Gl samidl el ci Ly sl

A gl ga aall 53

cPQ

ol gag S A Ll LT o
Jarll dhed o pseadill Gloal) (A s e
g B A b Ll il 15

wHEAT g ferdn WA aren
e Iume

%9 AGILE ACADEMY DMCC
& AR TN ogEd H o
FEI SR TS T T T
dra el & = il
IUs &1 5\ T

)

FIAT T T & OO Se
wav wic ¥ 3 o ave B

faefE 817 ue avdlt wewen
a7 B
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DMCC

End of Service Entitlement

PINANSYAL NA BENEPISYO SA PAGTATAPOS NG SERBISYO
END OF SERVICE ENTITLEMENT

ng Kumpanya at Empleyado
mployee Details

Pangalan ng Kumpanya

Numero ng Lisensiya

Mga Kalkulasyon sa Fagtatapos ng Ser|

End of Service Calcul,

Mga Detalye ng Bayarin sa Sweldo (Kung Mayroon man)
DSe Salan}: Pa&mexts (If Any) S

Mga Babayaran na Suweldo mula DDJ‘MMJ‘YWYLh)anggang (DD/MM/YYYY)

Due Salary from (DD/MM/YYYY) till (DD/MM/YYYY]

Halaga (AED)
Amount (AED)

Mga Babayaran na Overtime
Dde Overtime

_(\w

Company Name STI.?HEE g::%%" License Number \
b Y
P \ Empleyad Kard sa Trabaho / N;
angalan ng Empleyado ng Pagkakilanlan nalKard C Number-
Employee Name GIRISHKINGE | ¢ ovment Card / 00145260

Identity Card Number

Petsa ng Pagsali ng
Empleyado
Employee Joining Date

February 1, 2014

Huling Ara

Pagtatr:
Last Wi

February 20, 2017

Iba pang mga Utan
Othepr redlgts ¢

Hindi naga

amit na Taunang Bakasyon
Non-avai

Annual Leave

Bilang ng mga Araw
Number of Days

Panahon ng Serbisyo sa
Taon

Duration of Service in
Years

wakas

Te‘cn Type

Termination by
mutual agreement

Mgza Detalve na Sweldo at Benepisyo sa Trabaho

Employment & Salary Details

Basic na Suweldo si
Basic Salary per

Halaga (AED)

Amount (AED)

Pmansa(al na karapatan na Bayad sa Serbis
Gratuity

A. Kahimiane Halaaa na Babayaran
A, Total Amount Due

Mga Bawas (Kung Mayroon man)
Deductions (If Any)

12,564.00

Halaga (AED)
Amount (AED)

Alokas,
A[(urnym

Q l

a Pabahay sa bawat Buwan
ance per Month

0.00

ra sa Pagkain sa bawat Buwan
nce per ith

yon para sa Pamasahe sa baV\'t_'a( Buwan

Transpnnatmn Allowance per

g:tahpan mga Alokasyon sa bawat Buwan

er Allowances per Month

. Kahuuane Mea Bawas
. Total Deducation

. Kabuuang Halaga na Babay:

. Net Amount Payable (A-B)

5,000.000

Pagsangayon ng Empleyado
En%pluyge-eyAcklguwlgdg%ent

Kinukumpirma ko na natanggap ko / nabayaran ko ang AED 5,000.000 Bilang isang buo at pinal

na kasunduan sa lahat ng aking kabayaran mula sa kumpanya.

| hereby confirm that | have received AED 5,000.000 as a full & final settlemengof ues
from the company. \

Lagda ng Empleyado:
Employee Signature

Petsa:
Date

Pagsangayon ng Kumpanya
Co?n paﬁyyAck n%wledgmey

Pinapatunayan namin na nagbayad kami / tumanggap ng AED 5,000.000 Bilang isang buo at

pinal na kasunduan sa lahat ng mga ran para sa empleyado.

We hereby confirm (hat.we @aid ED 5,000.000 as a full & final settlement of all the

employee’s dues to the x

D Inaako nar pagbibigay ng ticket para sa pag-uwi ng empleyado sa sariling bayan kung
siya ay lal sa pagkatapos ng pagkakansela ng kanyang visa. (Lagyan ng tsek kung

We unde

country after the cancellation of visa. (Tick if applicable)

ake to provide the repatriation ticket to the employee if he / she is exiting the

Lagda ng Awtori: g Opisyal/Rep
Company Authorised Signatory Signature

ng Kumpanya:

Page 1
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DMCC

Certificate of Completion

Ge Certificate of

Completion is a complete
audit trail of the DocuSign
transaction which

display the e-signing history
and details of the e-signers,
date and time of e-signing, IP
addresses.

This document can be used
as a proof that the e-signing
of both parties took place.

Certificate Of Completion

Envelope Id: DE34EE10A1CD4ACISFOASDCCACOA0TI

Subject: meena saxena - Employee residence permits (visa) - 1813585
Sourca Envelope:

Document Pages: 23 Signatures: 7
Supplemental Document Pages: 0 Initials: 0
Certificate Pages: 2

AutoNav: Enalbled

Envelopeld Stamping: Enabled

Time Zone: (UTC-08-00) Pacific Time (US &

Payments: 0

Canacda)
Record Tracking
Status: Oviginal Holger, DMCC Admin

212002017 5:51:10 AM vineet kuman@nsiguif com
Signer Events Signature
Abdul Falal natigad b
monammed slan@dmee ae Eu"‘[ r""_‘t

Security Level: Email, Account Authentication
(Mone), Authentication
Using IP Address: 84.200.85.178

Authentication Details
SME Auth:

Transaclion: SMd58c4B20a614450ThI7 leedd 10372544
Result: passed
‘endor ID: Twilio
Type: SMSAwuth
Performed: 22002017 5:52-44 AM
Phone: +87 1504300056
Electronic Record and Signature Disclosure:
Mot Offered via DocuSign
10:

meena saxena p——
mo.adlanB S@gmail com

Security Level: Email, Account Authentication
(Mome), Authentication

TRERCANCIEITAE

Using IP Address: B4 20085 178

Docu

Status: Completed

Envelope Originator:
DMCC Admin

vineet kumar@naiguil com
IP Aggress: 182.50.78.8

Location: DocuSign

Timestamp

Seni: 21202017 5:51:12 AM
Viewed: 21202017 5:53.04 AM
Signed: 202002017 5:53:32 AM

Sent: 220/201T 5:54:08 AM
Viewed: 20202017 5:55.26 AM
Signed: 22002017 5:55:44 AM

i
Esncumne
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DMCC

More Information

To learn more about e-signhature and how it is
integrated with the DMCC portal services as well
as how to apply for enhanced employment
services or to appoint the HR Signatory, please

visit our website at
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http://www.dmcc.ae/esignatures

DMCC

Thank You



