DMCC

STEP BY STEP GUIDE

Guideline Application - Amend an employment contract master template
Version/Date Version 1, 13t July 2014
Who should use this guide Any employer who wants to amend an existing employment contract master

template in the DMCC Free Zone

Purpose of this guide To provide a detailed step by step guide for any employer who wants to amend
employment contract master template on the DMCC member portal.

Steps
Amend the contract Amended contract
details on DMCC will be available for
portal use
Provide required DMCC legal
documents and make department will
full payment review the terms
Before you begin The DMCC application to amend an existing employment contract master

template is online. At any point if you have issue, there are many consultants
that can assist you with this process. Call us on 800 DMCC if you would like more
information.

There will be a number of documents that you will need to upload on the DMCC
portal. Review our Applications Guidelines at www.dmcc.ae under Free Zone,
Applications Guidelines to familiarise yourself with our requirements.

You may wish to save scanned copies of documents on your computer before you
begin. Note: the maximum file size per file is 10MB.

If you don’t have certain information, don’t worry, you will be able to Save your
request and return later to complete.

Almas Tower, Jumeirah Lakes Towers, Sheikh Zayed Road, PO.Box 48800, Dubai, UAE . T+971(0)4 424 9600 . E customercare@dmcc.ae . W @dmccauthority. dmcc.ae


http://www.dmcc.ae/

LOGIN and get started

Open the following DMCC . Call Centre: 4971 44249600
link
www.portal.dmcc.ae

Login toFortal Welcome to DMCC Portal
Once you see this Username The online home of DMCC senvices enables you to manage all your company's free zone affais from your own computer. Through the Portal, you can do just about everything
you need to ensure your company complies with the Free Zone's business rules and regulations and manage your own company needs at the same time. The Portal will allow
screen type in your by you to download official forms and walk you through processes like applying for a new employee’s Residence Permit all the while providing full-time support from the DMCC
, : tal

Senvice Centre.

user name and Passirord
password to login

and get started

Forgot your password?
Having problem logging in?

as > s

[ 4 2% A

/A quick tour Setting up a new company Setting up the portal
May 01,2014 Video May 01,2014 Video May 01,2014 Video
e
« A 2
‘ ¥
N
Renewing your license DMCC e-document verification Applying for an employment visa
May 01,2014 Video May 01,2014 Video May 01,2014 Video

On logging in you DMCC
Will see the Serv.lces ﬂ Cases  Service Requests Company Info  Report Requests.
Dashboard. " Services Dashboard

Employment Services
Services

Compliance Seniices

Click on “Company

SerViceS" Company Overview @ } ‘
ForslBance (123714800 A0 D

YisaDegost  [5,982,000.00 4
Balanos it

s of 20140628 12:

Company Services Employment Services
Operating Nam lKUDOS JEWELS DMCC

el e Service Requests

iE]

Norsberof Actve Lisnses [

Enter amount to top-up your balance:

® Portal Balance.
\is3 Depast Balance

=

Top-up Batancs Pending Actions Saved Requests Recent Requests

) Need help? -
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g

Company Service Requests Cases Company Info  Report Requests
Amendment

Services” to expand \ Company Services

able to apply for all types of Company Senices including official communications, company
& services available. Not sure what senice you need? Click here to review DIMCC's applications

h r nd Welcome to your DMCC Company Senices page. From this page you
the CategO y a Employment Services amendments and licensing serices. Just click on any men item to re
then “Employment quidelines for Gompany Services.
Company Services
”»

SeCtlon b Extracts and certificates » Amendments
Company Overview @ P Approvals and NOCs (Arabic) b Permits
Portal Balance  [185,326.00 AED &3 P Letters and certificates P License Renewal

» Attestation services
. « Lotal s, [243,000.00 D) Company Amendment Services
Click on “Amend

» Approvals and NOCs
Availavle Visa  [485.000.00 AED » Appointments

Template" Guarantze A5 0f 2014-07-13 13:10:45

Operating Name |KUDOS JEWELS DMCC

» Name change

» Share capital

Total Visas Used 75
Total Visas Allowed 161 ¥ Employment contract master
Number of Adtive Licenses |1 Amend template
B 2
Enter amount to top-up your balance: 3 card U Need help? «

Vou will be directed e oY

to the “Amend a

EE) T 07144249600 8 kan 3

[PV S Cases  Company Info  Report Requests

’
company's
employement
Application - Amend a pany's employment contract master template
contract master Employment Services Click Here to View ideli
”
template Company Services
application form. Service Request Edit sove | [sove ow] [Cancel
Company Overview @ Record Type  025-Employment contract template amendment Submitted Date
Customer [KUDOS JEWELS DMCC Owner kiran
Portal Balance ~ [-185 325 00 a0 &

[{3 ”
A “WalkMe” pop-up

will appear to guide Guarsntee EMal | [iran khan@nsigut.com senasustontoste | or1602932499
R . Availanle Visa 1485000 00 AED Customer Comments.
you. ThlS pop_up W]ll Guarantes As 0f2014-07-13 13:12:42
guide you Step_by_ Operating Name [KUDOS JEWELS DMCC ’
step through the Total Visas Used 78

application. It can
be turned off at any
time.

Tip: You can close
the Company
Overview by clicking
the left hand
arrows. This will
give you full screen
view.
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Put a check mark
against all the terms
you want added on
the contract.

Request Details - Please Enter
Additional Terms 1 Required
Additional Terms 1 The Employee shall at all times cumn\viwhere inforce, with the Employer's Code of Conduct which shall be made available to the

Employee in printed or electronic format.
Additional Terms 1 Arabic 35,0 5 2 se (Ko il pall adald) 535 1385 % L« Jael ol sl S o s 1 A0S 8l gl a5

Additional Terms 2 Required [ [

Additional Terms 2 Due to the nature of the Employer's business pursuantto Article 65 of the UAE. Labour Law the Employee’s working hours shall be nine
(9) hours per day or fifty four (54) hours per week. During the Holy month of Ramadan the working hours shall be reduced from nine (9)
Engrs pEr d?ytn seven (7) hours per day. (This section is applicable only to those employees who come under Article 65 of the UAE
abour Law,

Additional Terms 2 Arabic g3

Additional Terms 3

Additional Terms 3 Arabic

You can add
additional terms by
filling out the
marked section

Example shown

While entering
additional clauses,
please make sure the
following;

e Enter the same
clause in the
same line
continuously.

e Any “enter in the
text area” as a
new line will be
considered next
additional clause.
Hence, the
output will have
a new number to
this line.

e If any sub
heading is
provided, that
will be
considered as an
additional clause
by the system.

Request Details - Please Enter

Additional Terms 1
Required

Additional Terms 1 Tha Employee shall al all imas comply, where in force, with the Employer's Code of Conduct which shall be made available to
the Employes in printed or electronic format.

Additional Terms 1 Arabic "_'.',S.'_ J' =__..-¢_,$_ _l..lry‘:.«:l._..:.:'_.J.J_‘:rlS.__:__'l.-;{l: _-_-.__ua..' a0 oAl iy i.rS_#_.'-J.." ;‘,"__

Additional Terms 2
Required

Additional Terms 2 Dwe o the nature of the Employer's business pursuant to Article 65 of the UAE. Labour Law the Employes's working hours:
shall be ning (3) hours per day or fifty fowr (54) hours per week During the Holy month of Ramadan the working hours shall be
rédutéd fram nine (9) hours per day bo seven (T) hours per day. (This saction is applicable only bo hose employess wha come
underAicle 65 of the UAE. Labowr Law)

Additional Terms 2 Arabic 4= (54) g FE==d) ._._‘}_ _..,._,_____"-J,_ dhaald g o LY Ja_,‘._ ,.4_,‘5‘.._;_._,;._._. ! gl i

4.1_'_,‘,_.; AAJJ..LE:’SJ.Q{' ) a2 _|?JJ\_;'_:,.__1_|5‘ R T T PO PR P T T - PP
"_‘.u_,u. TR |

Additional Terms 3 .
“1 You will be required to dress formally at all imes

Additional Terms  Arabic e - b
AT e B i e 0D el

Please check your
correspondence
details. Update if
you wish to and click
“save”

Correspondence Details - Please confirmiupdate
Emet | lran khan@nsiguf com Send sMS To Mebile | L g7156759972d

Save | | Save & New | Cancel
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Editing Information
and Submitting the

application

The page will
refresh as shown Application - Amend a company's employment contract master template Printable View

all the information

= Back to List: Service Requests

Carefully. SR Prics tems (Service Request) (1]

Service Request Detail Edit | | Submit|  Cancel SR

If you need to make

Service Request Details - Information Only
Changes! please SRNo 0550071 SRMenuText  Amend template-Employment contract master-Company Amendment
double click th
ouble clic e Record Type  025-E contracttemplate Submitted Date
5 : i Created By  kiran, 13/07/2014 13:20 Last Modified By~ Firan, 13/07/2014 13:20
filled in section and sas  oran ouner  otiCC
re flll. Customer  KUDOS .JEWELS DMCC

Correspondence Details - Please Confirm
Email . kiran khan@nsigulf.com Send SMS To Mobile . +3871502932499

Customer Comments

Click “submit” once
done.

Complete payment

This screen will Service Request

appear. 0550071 for Application - Amend a company's employment contract master
Service Request Details Confirm | Back to Service Request

A payment of AED 1000 e —

is required to continue

R A R SRNo 0550071 Customer  KUDOS JEWELS DMCC

with the application. External Sttus D CreatedDate 131172014 1320

If you have balance in Available Account Balance : AED - 185,325.00

your account, you can AED : 1,000.00 will be charged

go ahead and click

‘confirm’. SR Price Items

|n case there iS no SR Price Items Name Price Product Pricing Line Status
SRP-95567 AED 1,000.00 Employment Contract (EC) Template Amendment Employment Contract (EC) Template Amendment Added

balance, you will need
to top up your portal
balance and return
back to the request to
proceed on

The payment is made
via credit card into the
company’s portal
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account.

An e-mail and a text
message will be sent
confirming your
request.

A Request number will
be automatically
generated and included
in both the text
message and email.

Dear Member

‘We have received the following request:

Your request number 1s 0549436.
You will be updated soon with the progress.

Regards
DMCC Customer Care Team

E customercare(@dmec.ae
T 800 3622(DMCC) tollfree or +971 4 424 9600

‘W dmcc.ae

The legal team at DMCC will review the terms and the amended contact will be available for you to

use.

Congratulations on successfully amending your employment contract master template. We wish you
great success, and look forward to serving you well.
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