i DMCC

GOVERNMENT OF DUBAI

SERVICE REQUEST MANUAL
REQUEST FOR INCREASING VISA QUOTA

Purpose

This document is designed to define and illustrate the online process related to ‘Increase Visa
Quota’. This document will brief you on how to apply for this service request and what to expect
at the different stages in terms of the online interface, the notification emails and text messages

as well as the expected output.

Relevant Documents

The Request for ‘Increase Visa Quota’ operates in conjunction with but not limited to the below

stated policies and guidelines:

e Increase Visa Quota Guidelines;

e Free Zone Rules & Regulations;

¢ DMCC Company Regulations.

Applicability

This document will be applicable to all DMCC member companies with active licenses who are
applying for increasing visa quota.
The approval of the service request is subject to DMCC management, which is based on DMCC Free

Zone policies.
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Important Notes

o The company should meet the following eligibility criteria, in order to apply for Exceptional
Visa Quota:

o Should have utilized all its existing visa quota.

o Must have an active DMCC license along with active lease or must be the owner of the
unit(s) occupied and holding a valid title deed.

o Should be operating from a physical unit and not from a business centre, flexi desk,
or any shared workspace.

o Should be in good financial standing and should not be under deregistration or
liquidation.

o There should be no violations made by the company in relation to shareholder
disputes, consumer disputes, labour disputes or any other types of disputes.

o The company should not be selling or transferring any of its shares to other parties.

o DMCC will automatically revoke any previously granted extra visas in the following scenarios:
o If quota not utilized within 1 year from approving the service request

o If company changes the licence address to a small office
o If company changes the activity that initially got approved for increased visa quota
¢ In case DMCC has revoked the previously granted visas, the company will be required to
reapply for additional visa.
o The total fees for this service request include:
o Application Fees: One-time non-refundable fee in all cases.

o Service fee: This is a refundable fee that is calculated based on the number of visas
approved by DMCC.

For applicable charges, please refer to the Free Zone Schedule of Charges.
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1. Complete the application form from ‘Employee Services - Visa Service - Apply for Exceptional
Visa Quota’ on the DMCC portal.

Employee Service Requests

428 company Services Aply for all types of employment services, including visas, lefters, and access cards.

B Member Services

Card and Access Services Mediation Services Official Communications Visa Services
& Property Services
b Access approvals »  Request for mediation »  Approvals and NOCs »  Absconder notification

Y Value Added Services o e » Approvals and NOCs (Arabic)

» Business visitor visas
[ compiiance services » Identity cards b Letters and certificates » Dependent residence permits (visa)
Oniine Booking »  Letters and certificates (Arabic) » Employee residence permits (visa)

09000 AED

Transfers

Portal Balance

Visa Deposit o

utilised o8 AEY
Account Name DMCC

Visas Used -

Allowed

Top-up Balance

View Online Receipls

2. Mention the ‘Number of Additional Requested Visas’

& ervtoree services X

8 et Servioes pr— cense
Ry oy o '

Aceount Number

g Ve Adsed Sorvis

Requested Additionsl Viss

BB compfiance Services

| Portal Batance z

Number of Additional requested Visas Number of DMCC Approved Additional Visas

soking
Please tick against the company activity/ activities where the extra visa quota is required for 15 the additional visa required for a project with a Third-Party?
Trading in Non Agricultural Commodities (DMCC)

Portal Balance

Visa Degosi
ustissd

[

asic Non Ferrous

Account Name

Steel and Basic Steel Prosucts Traing

Vizas Uset

Allowed o e

olvents Trading

Engines & Machinery Spare Parts Trading.

Current Visa Quota Datails

Visa Allowed Number of Active Visas

Available Visa Quota Extra Visas

vl of
hat this is 2 paid

danagement. | understand that * | Agree
2 and that the ‘Applicatior

Portal User's Email Send SMS To Mobile

vishal aggawal@afdmce.cominvalid a7

Customer Comments

DMCC Comments - For Your Information-Details
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3. Select the activities the extra visa is required for.

ployee Semvices

e
288 Compony Services
B e ey

g o

s Voo Adcad Sovies

BB comptiance Services

£9) e pocing
Y Fo

n Fackages

Portal Balance

Visa Degasit

Usissd i
AccountMame | DMCG
Visas Uses i
Allewes

Top-up Balance

View Onine Receipls

Customer License

DhcC .
Account Numbar

Requested Additional Visa
Number of Additional requested Visas Number of DMCC Approved Additional Visas
o

ading in Non Agricultural Commodities (DMCC)

| Please tick against the company activity/ activities where the exira visa quota 1 required for I 15 the additional visa required for a project with a Third-Party?

Portal Balanc:

Ravy Mat

Basic Non Farrou:

etal Products Trading

Steal

d Basic stel Products Trading

Indlusts

izl Salvents Trading

Engines & Machinery Spare Parts Tradi

visa Allowed

Number of Active Visas

Available Visa Quota Extra Visas

acknowledge and understand that the requested increase of visa quota is subject to the appro
nal documantation may be requestad by DMCC at any point of tima

| of the DMCC Management, | understand that ~ | Agree
ecige that this is 2 paid service and that the ‘Application

Portal User's Email * Send SMS To Mobile

vishal.agganwal@afdmec.comi

Customer Comments

Comments - For Your Information-Details

a
2B Compan s
B9 mormbes Services
B ooy s
o Ve Ao 50
[ —
£ oniive Bocking

| Portal Bal

nployse Services

Packages

o
Uslised poos

AccountMame | DMCC

Visas Uses

Top-up Balance

View Orine Receipts

o sppbeation

Customer License

Dhce 2
Account Number

Requested Additional Visa

Number of Additional requested Visas * Number of DMCC Approved Additional Visas
0

Please tick against the company activity/ activities where the extra visa quota is required for Is the additional visa required for a project with a Third-Party?

imodities (OMCC)

Trading in Non Agricuitural Con

asic Industrial Chemicals Trading

Raw M ading

Basic Non Ferrous Metal Products

Steel and Basic Steel Product

Trading

Ind.

s

ing

Engines & Machinery Spare Parts Trai

Current Visa Quota Details
Visa Allowed Number of Active Visas

Available Visa Quota Extra Visas

‘acknowredge and understand that the requs
additional documentation may
Fee'is non-refundatble.

d increase of visa QuOta is subject to the app:
requested by DIMCC at any po

i of the DMCC Management. | understand th
iowledge that this is a paid service and that the “Application

Correspondence Details - Ple: firm/Update

Portal User's Email * Send SMS To Mobile

Customer Comments

DMCC Comments - For Your Information-Details
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5. Fillin the portal user details and mobile number to receive status notifications from DMCC in
the ‘Correspondence Details’. And click ‘Save’ to receive the service request number.

L tmis

B Member Services Customer License

[y Provety services DV DMcE v
Account Number
. ek A Sevices
Requested Additional Visa
Number of Additional requested Visas Number of DMCC Approved Additional Visas

4 onive Bocking [)

X Please tick against the company activity/ activities where the extra visa quota is required for 15 the additional visa required for a project with a Third-Party?

o Packages -
¥ Trading in Non Agricultural Commadities (DMCC)

| Portal Batance = &
justrial Chemicals Trading
Fural Baanse 49190233050 AED
®
» B 3l prod.
il [ Stesi and Basic Steel Produdts Trading
Visss Usea ” 5 o
o wo ! ohvents Trading
ngines & Machinery Spare Parts Tracing.
SeE— Engines & Machinery Spare Parts Trading,
Vicw Gnine Recepts Current Visa Quota Datails
visa Allowed Number of Active Visas
Available Visa Quota Extra Visas
Disclaimer

understand that * | Agree

-applicaticr
| Send SMS To Mobile |

firm/Update - Details

Customer Comments

DMCC Comments - For Your Information-Details

6. Click the ‘Download/Upload/Review Doc’ button to upload the required documents under
the ‘SR Documents’ section.

Edit| | Clone| | Submit | | Cancel SR

& SR Documents DownioadUploadReview Doo

Document Name Persan NameiCorporate Name. Instructions: Requirement  Status Created Date Modified Date Preview / Download Document
o
Third Party Agreement Third Party Agreement u:'w;d;?] 02032022 02032022  View e-Document
Exira Visa Quota Undertaking Exira Visa Quota Undertaking Generated 02032022 020032022  View e-Document
Copy Pending ”

Exira Vis2 Quola Underiaking - please sign and upload Exira Visa Quota Undertaking - please sign and upioad i e 02032022 02032022  View e-Document

Provide a clear & detailed justification letier for the requested Provide a clear & detailed justfication letter for the requested addibonal visa on company letterhead, stamped and signed by the Pending b R T o

additional vis authorised signatory Upload O AT
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7. Upload the justification letter and click ‘Return back to SR’.

DMCC

additionsl vis

Provide  clear & detailed far

= | aa wis: Dos
Documents to be Uploaded
Aeien Name Peraan Nams Gorporate Mame. insiructcns
Provide  clear & detailed justification letter for the requested

authorised sigatory.

an company letterhead, stamped and signed by the

Gopy Onginal Original Veriid Status

DWCC Comments Customer Commants Last Modifed Date

Extra Visa Quota Undertaking

Generated

8. Submit your service request and proceed with payment.

Gustomer Commants

Pending 02032022
upleaa 1507

= X Copy Pending 02/032022

Usioad Extra Visa Quota Undertaking - please sign and upload Extra Visa Quota Undertaking - please sign and upload L Py s

Generated Documents.

Preview Mame Person Name/Corporate Name. Insiructona stk OMEC Comments

View e-Documert Extra Visa Quota Undertzking

Last Modified Date

021032022 1508

Service Request Detail

Company Information

Customer

DhCC
DMCC

Account Number
10

Status
Draft

Submitted Date

Edit| | Clone @ Cancel 5R

* License

DA
LML

SR Number

4

Last LastModified By

9. Check the price details and click ‘Confirm’.

4 for Increase Visa Quota

Service Request Details

SRNo 4

External Status  Draft

Payment Due Now

I Canfim I Back to Service Request

Available Account Balance : AED 491,993,626.50
AED: 1,290.00 will be charged

Customer

Created Date 0200372022 14:20

SR Price Items Name

Total Price Procuct Pricing Line KD Hem Status
SRP-13118989-1 1000.00 Wisa Quota Increase Senvice Fee AED 20.00 Added
SRP-13118990-1 250.00 Wisa Quota Increase Application Fees Application fee (Non-refundabie] AED 20.00 Added
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10. Receive an email notification and SMS on registered mobile number from DMCC confirming the
submission of service request.

Dear DMCC
Your request 4 to Increase Visa Quota for

DMCC under licence number DMCC- has been
received. We will review your request within 2 working days and update
you

To track your application, please go to "Track Your Service Request' on
the DMCC Help Centre.

For more details on the Increase Visa Quota application, please click here

g S

/

| Application submission

Y You are here
Application review

) Visa quote updated

Your request number 4 to Increase
Visa Quota for

DMCC under licence number

DMCC has been received and will

be reviewed within 2 working days. To
track your application, please go to "Track
Your Service Request’ on the DMCC Help
Centre.
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11. Receive an email notification and SMS on the registered mobile number from DMCC once the

request is approved.

Dear DMCC
Your reqguest number 4 for
DMCC under licence number DMCC has been approved.

You may now apply for new employment visas.

o %

Application submission

Application review

You are here
.o/ Visa quote updated

Your request 4 to Increase Visa
Quota for DMCC

under licence number DMCC-

has been approved. You may now apply
for new employment visas.
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12. The approved number of additional visas will reflect on:

e The portal home page - Portal Balance - Visas Allowed

& company Services

Member Services

Customer

% Property Services bmcc

Account Number
Y5 Value Added Services

Requested Additional Visa

Compliance Services
EJ i * Number of Additional requested Visas

Online Booking o

* Please tick against the company activity/ activities where the extra visa quota is required for

* Promotion Packages Trading in Non Agricultural Commaodities (DMCC)

Portal Balance ozt . i
L Basic Industrial Chemicals Trading

Portal Balance 49189232550 AED

— Raw Materials Trading
sz? Diposi 6,000.00 AED
Utilised - T
Basic Non Ferrous Metal Products Trading
Account Name DMCC

Steel and Basic Steel Products Trading

Visas Used! p] s -
Allowed 415 @ Industrial Solvents Trading

Engines & Machinery Spare Parts Trading.

Top-up Balance

View Online Receipts Current Visa Quota Details

Visa Allowed

o Requested Additional Visa Service Request - Number of DMCC Approved Additional Visas.

@ increase Visa Quota application

Customer * License
DMEC DMCC
Account Number

Requested Additional Visa

* Number of Additional requested Visas * Mumber of DMCC Approved Additional Visas
0
* Please tick against the company activity/ activities where the extra visa quota is required for Is the additional visa required for a project with a Third-Party?

Trading in Nen Agricultural Commodities (DMCC)
Basic Industrial Chemicals Trading

Raw Materials Trading

Basic Non Ferrous Metal Products Trading

Steel and Basic Steel Products Trading

Inclustrial Solvents Trading

Engines & Machinery Spare Parts Trading.
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