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Employment Services - Employment Contract Amendment

Purpose

This document is designed to define and illustrate the online process related to ‘Employment
Contract Amendment’. 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 ‘Employment Contract Amendments’ operates in conjunction with, but not

limited to the below stated policies and guidelines:

e Employment Contract Amendments Guidelines;

e DMCC Company Regulations;
e Free Zone Rules & Regulations; and

e UAE Labour Law.

Applicability

This document will be applicable to all DMCC member companies with active license who are
applying for employment contract amendment.
Important Notes

e If the amendment of the employment contract includes updating the salary and / or the job

title, it will be a paid service. (Please refer to the Schedule of Charges)

e The amendment coversheet is generated only if the Salary and Job title are amended for a
DMCC contract.
¢ The full employment contract is re-generated only in the following cases:
o Amendment from company’s Own Contract to DMCC Contract.

o Amendment of the DMCC Contract (No change in salary and / or job title).
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1. Complete the application form to apply for ‘Employment Services - Visa services - Employee
Residence Permits (Visa) - Employment Contract Amendment’ on the DMCC portal.

‘ & Creale Case DMCC Live Support & -+9714 4249600 @) 800 362:

Search

& Employee Services " ~
Employee Service Requests

.w. Company Services Apply for all types of employment services, including visas, letters, and access cards.

=8 member services
Card and Access Services Mediation Services Official Communications

& Property Services

» Access approvals » Request for mediation » Approvals and NOCs » Absconder notification
k IO T S » Employment cards » Approvals and NOCs (Arabic) » Business visitor visas
E Compliance Services » Identity cards » Letters and certificates » Dependent residence permits (visa)
»  Letters and certificates (Arabic]
Portal Balance 4] { )
Bortal Balance 583,959,483 2: Employee passpor details amendment

Employment centract amendment

Visa Deposit 20400000  AED
Utilised
Apply for new
Account ame  Frooucton Testing
Account Renew existing
Visas Used! ,
1150 Stamp existing in new or replacement passport

Visas Allowed

Stamp existing in new passport (orig. lost)

Top-up Balance
Emirates ID Typing

Cancel existing

» Increase Visa Quota

» Transfers

2. Insert the company’s valid license number. Look for the employee in the ‘Document Lookup’.
When you select the employee, the selected employee’s Company Employment Card (CEC)
number will auto populate in the field. Fill in the ‘Effective Date of Change’, ‘Employee E-
Signature Details’ and the ‘Correspondence Details’ before clicking ‘Save’.

Application - Amend an existing employment contract
Click Here to View Application Guidelines

Service Request Edit Save  Cancel
Record Type  023-Employment contract amendment External Status
Customer I Production Testing Account SR Template

Submitted Date
Owner  Mohammed Adlan 1
Applicant | Employee Name

Sys Required Docs not Uploaded

Company License

(7] License Number IDMCC-DSGZEG CM i
Employee Details
Document # (Lookup) IDUC-DU158?49 & Document Type  CEC Number

Effective Date of Change Ijsms,‘zm? [ 17/08/2017

@ Employee E-Signature Details

Name (as per passport] Country of Issue | _None— v
Employee Email ID

Employee Selected E-signature Method I ia Email v Employee Mobile Number  |1-971550000000
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Cormespondence Details - Please Confirm/Update

Portal User's Email Imohammed.adlan@dmcc.a o Send SMS To Mabile |+9?15UDUUUU

Customer Comments

3. Take a note of the service request number for future follow-ups and company records and then,
click ‘Edit’.

Application - Amend an existing employment contract Printabl
2182491

‘ + Service Request has been saved.

Service Request History [6+] | Sub Service Requests [0 Notes & Attachments (0]

Service Request Detail Edit| | Submit| |Cancel SR
SRNo 2182491 External Status  Draft
Record Type  023-Employment contract amendment SR Template  Employment confract amendment
Created By ~ Mohammed Adlan 1, 17/08/2017 12:14 Sys Basic Salary Change
Status  Draft SRMenuText  Emplayment coniract amendment-Employee residence permits (visa)-Visa Services
Account Number 133241 Submitted Date
Customer  Production Testing Account Owner  DMCC

Applicant / Employee Name  Surya Prakash
Sys Job Title Change Flag
Sys Required Docs not Uploaded
Record Type Name  AMEND_AN_EMPLOYMENT_CONTRACT

The DMCC member company can apply for the below amendments on the employment contracts:
Scenario 1 Company’s Own Contract Amendment.
Scenario 2 Company’s Own Contract Amendment (Salary and /or Job Title Change).
Scenario 3 DMCC Contract Amendment.
Scenario 4 DMCC Contract Amendment (Salary and / or Job Title Change).
Scenario 5 Amendment of Company’s Own Contract to DMCC Contract.

Scenario 6 Amendment of DMCC Contract to Company’s Own Contract.

Steps relevant to each scenario are mentioned in separate headings. Please proceed to step 4 after

completing the relevant scenario steps.
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Scenario 1 Company’s Own Contract Amendment

A. To update ‘Additional Job Details’, please upload the updated Company’s Own Contract

DMCC

signed by both parties. You may refer to the orange help button for guidance.

Employee Job Details
Job Title
@ Basic Monthly Salary  |50,000.00

Accommodation Provided No

Food Provided No

Transport Provided No

Other Monthly Allowance
Employment Contract Template Standard
Employment Contract Type Unlimited
Contract Commencement Date

Probation Period (in months) 2

(7] Termination During Probation Period | _\one—
[7] Notice Period (In days) 30

Day of Salary Transfer 26th

INFORMATION DIRECTOF @

03/05/2014 | [ AT/08/2017 |

Executive Status
Accommeodation Type
Accommodation Allowance
Food Allowance

Transport Allowance

Contract End Date

Probation Contract can be Terminated by

Salary Payment method

[ 170872017 ]

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

—None-

Bank transfer

Working Week From —Mone— ¥ Working Week To —Mone— ¥
Number of Working Days Per Week —None— ¥ Working Hours —Mone— ¥
Number of Annual Leave (Calendar Days) |3 (7] Require Sick Leave Certificate After
o Matemnity Leave (Calendar Days) Parental Leave
Paternity Leave (Working Days)
o Air Ticket - Employee Outside UAE 17} Air Ticket on Limited Contract Renewal
Retum backto R Retum back to SR Step
Documents to be Uplnaded
Action Name Person Name/Comorate Name Instructions Copy/ Original Original Verfied ~~~ Stafus DMCC Comments Customer Comments Last Modified Date:
Upload Company's own contract Upload the signed Company's Own Contract by both partis. Copy & Criginal Pending Upload 0080017 104
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Scenario 2 Company’s Own Contract Amendment (Salary and /or Job Title Change)

A. Update the salary and job title details under ‘Employee Job Details’.

Employee Job Details
Job Title  ||NFORMATION DIRECTOF CM o Executive Status | ygg v
[7] Basic Monthly Salary |50 000.00 Accommodation Type ~None— v
Accommodation Allowance (0 00
Accommodation Provided No v Food Allowance g
Transport Allowance (0 00
Food Provided No v
Transport Provided No A
Other Monthly Allowance
Employment Contract Template Standard A
Employment Confract Type Unlimited v
Contract Commencement Date  |03/05/2014 | [ 17/08/2017 ] (7] Contract End Date [ 1710872017 ]
Probation Period (in months) 2 v

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

(7] Termination During Probation Period —None—- v Probation Contract can be Terminated by —None—- v
o Notice Period (In days) 30
Day of Salary Transfer ' [ 2gth v Salary Payment method | Bank transfer v
Working Week From | _none— v Waorking WeekTo | _None— v
Number of Working Days Per Week —None-— v Working Hours ~None-—- v
Number of Annual Leave (Calendar Days) |30 (7] Require Sick Leave Certificate After
(7] Maternity Leave (Calendar Days) Parental Leave

Paternity Leave (Working Days)

[7] Air Ticket - Employee Outside UAE (7] Air Ticket on Limited Contract Renewal

B. Upload the following documents before submitting the service request:
e Company Employment Card (CEC);

Applicant's latest passport size coloured photo;

Applicant's passport and visa page;

Highest educational certificate; and

Company’s Own Contract.

Return back o SR | Return back to SR Step

Documents to be Uploaded

Action Name Person Name/Corporate Name Instructions Copy / Original Original Verified Status  DMCC Comments Customer Comments Last Modified Date
Company Employment Card . _ Copy & Pending 30/082017
Upload (CEC) Upload a copy of the Company Employment Card (CEC). The original will be required. original Upload 017
Upload Applicant's Latest Passport Size Upload a copy of the latest passport size coloured photo in JPEG format (Exact Size: 40 | Height: 355 | Width: 300 | Dpi: 300) To adjust your Copy Pending 30/082017
Coloured Photo document size, you may use the follewing online tool hitps:/iezgif.comiresize Required Upload 10:17
Upload Applicant's Passport and Visa Upload a copy of applicant's passport & visa page in JPEG format (Size less than 1MB| Exact Height: 1167| Exact Width: 850| Dpi: 100) To Copy & Pending 30/082017
" Page adjust your document size, you may use this online tool https:/ezgif.com/resize Original Upload 10:17
Upload Highest Educational Certificate Upload a copy of the highest educational certificate attained. You will be informed if an original attested version is required. g:gnil Z:T:;Eq 33’??2017
Upload Company's own contract Upload the signed Company's Own Contract by both parties. Copy & Pendng 20052017
D pany o g pany parties. Original Upload 1047

Generated Documents

Preview Name Person Name/Corporate Name Instructions Status. DMCC Comments Customer Comments Last Modified Date

View e-Document Change of Designation Letter (Arabic) Submit the Change of Designation Letter (Arabic) to the Immigration Department (GDRFA) Generated 30/082017 10:17

C. The system generated document ‘Change of Designation Letter’ need to be submitted to
Immigration Department (GDRFA).
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Scenario 3 DMCC Contract Amendment

A. Update the relevant details and click ‘Save’. You may refer to the orange help button for
guidance.

Employee Job Details
Job Title | |NFORMATION DIRECTOF CM Executive Status Yes v
Basic Monthly Salary  |50,000.00 Accommodation Type | —None— v
Accommodation Allowance | gp
Accommodation Provided No v Food Allowance g
Transport Allowance g 0g
Food Provided No v
Transport Provided No v

Other Monthly Allowance

Employment Contract Template Standard v
Employment Contract Type Unlimited v
Contract Commencement Date  |03/D5/2014 | [ 17.08/2017 | Contract End Date [ 17/08/2017 ]
Probation Period (in months) 2 v
Termination During Probation Period —None— v Probation Confract can be Terminated by | _Ngng— v

Notice Period (In days) 10

Day of Salary Transfer | 2gtn v Salary Payment method | Bank transfer v

Working Week From [ _ong— v Working WeekTo | _Nong— v

Number of Working Days Per Week | _one— v Working Hours | _Nong— v
Number of Annual Leave [Calendar Days)  |3p Require Sick Leave Certificate After
Maternity Leave (Calendar Days) Parental Leave

Paternity Leave (Working Days)

Air Ticket - Employee Qutside UAE Air Ticket on Limited Contract Renewal

B. The new employment contract with updated details will be generated and saved under ‘SR
Documents’.

& 9 5RDocuments Ll Counload/Upload Review Doc

Document Name Person Name/Corporate Name  Instructions Requirement Status. Creafed Date Modified Date Preview / Download Document

Employment Contract-Limited- Review the generated Employment Contract to be e-signed fo check if the entered information is correct. If any changes are required, click  Download e-

Generated  17/08/2017  17/08/2017  View e-Document
Draft Preview edit to update the SR details and then save to regenerat the document. Document -

Notes & Attachments Attach File

No records to display
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Scenario 4 DMCC Contract Amendment (Salary and / or Job Title Change)

A. Update the relevant details and click ‘Save’. You may refer to the orange help button for
guidance.

Employee Job Details
Job Title | |INFORMATION DIRECTOF CM (7] Executive Status Yes v
Basic Monthly Salary |50 000.00 Accommodation Type | _None— v
Accommodation Allowance | o
Accommodation Provided No v Food Allowance |
Transport Allowance g op
Food Provided No v
Transport Provided No v

Other Monthly Allowance

Employment Contract Template Standard M
Employment Contract Type Unlimited v
Contract Commencement Date  |03/05/2014 | [ 17/08/2017 ] (7] Confract End Date [ 171082017 ]
Probation Period (in months) 2 v
Termination During Probation Period —None-— v Probation Contract can be Terminated by | _Nong— v

Notice Period (In days) 20

Day of Salary Transfer | 2gth v Salary Payment method | Bank transfer v

Working Week From | _Nong— v Working Week To | _None— v

Number of Working Days Per Week ~None- v Working Hours —None— v
Number of Annual Leave (Calendar Days)  |3p [7] Require Sick Leave Certificate After
Maternity Leave (Calendar Days) Parental Leave

Paternity Leave (Working Days)

Air Ticket - Employee Outside UAE (7] Air Ticket on Limited Contract Renewal

B. The following documents will be generated and saved under ‘SR’ Documents:
¢ The new employment contract with updated details.
e The Change of Designation Letter.
e The Amendment Cover Sheet.

& 9 SR Documents Ll ovnioadtploadReview Doc

Document Name Persen Name/Corporate Name Instructions Requirement Status Created Date  Modified Date Preview / Download Document
(Ccoén é;any Emplyment Card Upload a copy of the Company Employment Card (CEC). The original wil be required. gigﬁl Uploaded  17/08/12017  17/0812017  View e-Document
Applicant's Latest Passport Size Upload a capy of. the [atest passport size colourad photomJF'E_G fon_'mal (ExacF Size: 40 | Height: 355 | Wiath: 300 | Dpi: 300) To adjust CooyReauired Uploaded 17082017 171032017 Viewe Document
Coloured Photo your document size, you may use the following online tool https-//ezgif comiresize -
Applicant's Passport and Visa Ug\oad acopy of appl\cantspasspon&ws_a page in JPEG format (Size less than 1MB] Exact Height: 1167] Exact Widih: 850| Dpi: 100) To - Copy & Uplozded 092017 17032017 View e Document
Page adjust your document size, you may use this online tool hitps /fezgif. comiresize Qriginal -
Highest Educational Certificate Upload a capy of the highest educational certiicate aftained. You will be informed if an original aftested version is required gigﬁl Uploaded  17/08/12017  17/08/2017  View e-Document
(C;:E‘g; CUED T Submit the Change of esignation Lefter Avatie) o the Immigration Depertmert (GDRFA) Generated 17080017 47092017 Viewe.Document
EmploymgnlCumram-L\mned- Relwew the generated Em?\oymemCumram to be e-signed o check if the entered information is comect. If any changes are required, click  Download e- Gonerated TONO0TT 7082017 Viewe Document
Draft Preview edit to update the SR details and then save to regenerate the document. Document -
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Retum back fo SR| Refum back to SR Siep

Generated Documents

Preview Name: Person Name/Corporate Name Instructions Stafus ~ OMCC Comments Customer Comments Last Modified Date
Viewe- Amend Employment Contract Draft Reviewthe generated Amend Employment Contract to be e-signed to check if the entered information is carrect. f any changes are required, click edit fo update the SR Gererated

Dot Preview detl and ten save toregenerat the document, Hezn7 1035

C. The new employment contract and Change of Designation Letter need to be submitted to the
Immigration Department (GDRFA).

D. Upload the following documents and submit the service request:
e Company Employment Card (CEC);

Applicant's latest passport size coloured photo;

Applicant's passport and visa page;

Highest educational certificate; and

Company’s Own Contract.

mcc B CeieCee M DWCLwSwot @ i w0dn & Motanmethdan! | 4

HOME MY COMPANY MY ENPLOYEES MY REPORTS MY REQUESTS MY CASES IDEAS MY SUPPORT BUSINESS APPS MY ESIGN Submit

Retum back to SR Return back to SR Step

Documents to be UplDﬂdEd
Action Name Person Name/Corporate Name Instructions Copy | Original Original Verified Status  DMCC Comments Customer Comments Last Modified Date
T R s e Uplca  opy fthe Company Employment Car (CEC),Th aignlwil b equied Cork Upoatt i
[CEC) Original 1440
Proin Reglce Applicants Latest Passport Size Upload a copy of the latest passport size coloured photo in JPEG format (Exact Size: 40 | Height: 335 | Width: 300 | Dpi: 300) To adjustyour ~ Copy Upoaded 171082017
' Coloured Photo document size, you may use the following online tool https:/lezgif.comiresize Required 110
Prain | Rege Applicant's Passport and Visa Upload a copy of applicant's passport & visa page in JPEG format (Size less than 1MB| Exact Height: 1167 Exact Width: 830) Dpiz100)To~~ Copy & Uploaded 17082017
: Page adjust your document size, you may use this online toal https:/lezgif.com'resize Original 110
Prven| Regece HihestEducatone Crcate Uploata copyof e Nighest educiionalcrificate atiind. You wil e ormed fan rignal atestd version s requed. gfl'l’:""‘:l Uploaded gff’zw
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Scenario 5 Amendment from Company’s Own Contract to DMCC Contract

A. Update the ‘Employment Contract Type’ to DMCC contract and mention the relevant details
before you click ‘Save’.

Employee Job Details
Job Title ' |INFORMATION DIRECTOF CM (7] Executive Status Yes v
Basic Monthly Salary |50 pp0.00 Accommodation Type | —Npne— v
Accommodation Allowance g op
Accommodation Provided No v Food Allowance |
Transport Allowance  |0.00
Food Provided No v
Transport Provided No v

Other Monthly Allowance

Employment Contract Template Standard v
Employment Contract Type Unlimited v
Contract Commencement Date  |03/05/2014 | [ 12/08/2017 ] (7] Confract End Date [17/08/2017 ]
Probation Period (in months) 2 v
(7] Termination During Probation Period ~None— v Probation Contract can be Terminated by | _None-— v

Notice Peried (In days)  |3p

Day of Salary Transfer 26th v Salary Payment method Bank transfer v

Working Week From | _Npona— v Working Week To | _Npne-- v

Number of Working Days Per Week ~None— v Working Hours —None— L
Number of Annual Leave (Calendar Days) ~ 3p [7] Require Sick Leave Certificate After
Maternity Leave (Calendar Days) Parental Leave

Paternity Leave (Working Days)

Air Ticket - Employee Qutside UAE (7] Air Ticket on Limited Contract Renewal

B. The new employment contract with updated details will be generated and saved under the
‘SR Documents’.

& # SR Documents ¢ Download/Upload/Review Doc

Document Name Person Name/Corporate Name Instructions Requirement  Stafus Created Date Modified Date Preview / Download Document

Employment Confract-Limited- Review the generated Employment Contract to be e-signed to chack if the enterad infarmation is comect. If any changes are required, ciick  Download e-

Generated 1710812017 17/08/2017  View e-Document
Draft Previen et to update the SR details and then save to regenerate fhe document Document -

Notes & Attachments M

No records to display
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A. Update the ‘Employment Contract Type’ to company’s Own Contract and click ‘Save’.

Employee Job Details
Job Title  |NFORMATION DIRECTOFR CM Executive Status Yes v
Basic Monthly Salary  |50.000.00 Accommodation Type | _None— v

Accommodation Allowance g g

Accommodation Provided No v Food Allowance g
Transport Allowance | g0
Food Provided No v
Transport Provided No v

Other Monthly Allowance

Employment Contract Template Standard v
Employment Contract Type Unlimited v
Contract Commencement Date  |03/05/2014 | [ 17/08/2017 ] Contract End Date [ 170812017
Probation Period (in months) 2 v
Termination During Probation Period ~None-—- v Probation Contract can be Terminated by | —None— v
Notice Period (In days) |30
Day of Salary Transfer ' | 25t v Salary Payment method | pank transfer v
Working Week From | _Nona— v Working Week To | _None— v
Number of Working Days PerWeek | _None— v Working Hours --None-- v

Number of Annual Leave (Calendar Days) 20 Require Sick Leave Certificate After

Matemity Leave (Calendar Days) Parental Leave
Paternity Leave (Working Days)

Air Ticket - Employee Outside UAE Air Ticket on Limited Contract Renewal

B. Upload a copy of company’s own contract signed by both parties and submit the service
request.

& 0 SR Documents Ll DovnioadtpioaResiaw Doz

Document Name Person Name/Corporate Name Instructions Requirement Status Created Date Modified Date Preview | Download Document
Company’s own contract Upload the signed Company's Own Coniract by both parties. Copy & Origingl Pending Upload 17082017 17082017 View e-Document
4. ‘Submit’ the service request after the relevant changes and updates.
Application - Amend an existing employment contract Printable View

2182491

| + Senvice Request has been updated |

Senvice Request History [5+] | Sub Service Requests (0] | SR Price ltems (Serice Request) (21 | Notes &A ts [0

Service Request Detail

Service Request Details - Information Only

Edit| | Submit|  Cancel SR

SR No
Record Type
Created By
Status

Account Number

Customer

2182491
023-Employment contract amendment
Mohammed Adlan 1, 17/08/2017 12:14
Draft

133241

Production Testing Account

External Status
SR Template

Sys Basic Salary Change

SR Menu Text

Submitted Date

Ovmer

Applicant | Employee Name

Sys Job Title Change Flag

Sys Required Docs not Uploaded

Record Type Name

Dratt
Employment contract amendment

b

contract Empl
DmMce
Surya Prakash

v

AMEND_AN_EMPLOYMENT_CONTRACT

residence permits (visa)-Visa Services

Employment Contract Amendment
Service Request Manual
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5. Receive an email notification and SMS on the registered mobile number from DMCC confirming

the submission of the service request.

Dear Valued Member,

We have received the following request: Application - Amend an existing
employment contract for Production Testing Account.

Your request number is 2257324.
You will be updated soon with the progress.

Regards
DMCC Customer Care Team

E customercare@dmcc.ae
Tollfree 800 3622(DMCC)
or T 4971 4 424 9600

W dmcc.ae

Dear Member

We have received the fol-
lowing request: Applica-
tion - Amend an existing
employment contract.
Your request number

is 2257324 You will be
updated soon with the
progress.

Regards
DMCC Customer Care
Team

TUESDAY, 10:51 AM

Employment Contract Amendment Issue Date: 05/09/2017 11
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6. The HR Signatory of the company receives an email notification with the relevant
employment documentation to electronically sign them.

DMCC

DMCC Integration sent you a document to review and sign.

REVIEW DOCUMENT

About DMCC Employment matters

DMCC is the largest and fastest growing Free Familiarise yourself with all the relevant
Zone in the UAE and winner of the fDi 2015 and guidelines related to employment and
2016 Global Free Zone of the Year award. Learn workplace mediation services. Read more.

about the DMCC business community

E-signature instructions Connections

Learn about how to electronically sign your DMCC provides regular opportunities for
employment documentation. Click here for more knowledge sharing and networking with key
information industry prefessionals. View our full list of
events and communication channels through
our Member Zone.
Employment Contract Amendment Issue Date: 05/09/2017 12
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7. Once the HR signatory has completed the e-signing, the employee receives a
notification to e-sign the same employment documentation.

DMCC

DMCC Integration sent you a document fo review and sign.

REVIEW DOCUMENT

About DMCC Employment matters

DMCC is the largest and fastest growing Free Familiarise yourself with all the relevant
Zone in the UAE and winner cfthe i 2015 and guidelines related to employment and
2016 Global Free Zone ofthe Year award. Learn vierkplace mediation services. Read more.

about the DMCC business community

E-signature instructions Connections

Learn about how te electronically sign your DMCC provides regular oppertunities for
employment documentation. Click here for more knowledge sharing and netwerking with key
information industry professionals. View our full list of
events and communication channels through
our Member Zone.
Employment Contract Amendment Issue Date: 05/09/2017 13
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8. Once the document is e-signed by both parties, the parties will receive email notification that
the process is completed, along with the sighed document attached.

Your document has been completed

| VIEW COMPLETED DOCUMENT

DMCC Integration
DMCC. IntegrationiBdmece. ae

All pariies have completed “our Request is Awaiting E-signing for Employment
contract amendment-Employee residence permits (vis.

Dear Authorized HR Signatory,

This email contains the amended employment documentation for Ahmed Mohammed
ali. Please review and electronically sign the documentation in order to proceed with
the Employment contract amendmeni-Employee residence permifs (visa)-Visa
Services.

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 emplovee. If you have opted for the employee to do fin person signing
at DMCC Counter’, please ensure you provide the employee with a copy of his / her
amended employment documentation before the employee comes to the counters to
e-zign the documentation.

The employment relationship between you and your employee is governed by the UAE
Federal Law Mo. & of 1980 (as amended) (the Labour Law). If any fulure changes are
made to the employment contract, you are required to resubmit the updated version to
DMCC through the service request fitled ‘Employment Contract Amendment’.

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

Once you are ready to preceed, you can review and sign the amended employment
documentation here.

Povesred I:'.-Dg.:uftp,-.,
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9. The signed document is automatically uploaded in the ‘SR Documents’ section of the service
request.

J’ # SR Documents Ll omnload Upload Review Doc

Document Name Person Name/Corporate Name  Instructions Requirement  Stafus Created Date Modified Date Preview | Download Document
Employment Confract- Review the generated Employment Contractto be e-signed to check ifthe entered information is correct fany changes are required,  Download e- )

Generated 26092017 261092017 Viewe D it
Unlimited- Draf Preview click editto update the SR details and then save to ragensrate the document Document e e ST
Esmeg Enpomet The :signed EmploymentContackUnimie s pluaded e g being e <gned by bo pares S ey 0007 20092007 Viwe Documen
Contract-Unlimited ‘ Original

10. Receive a notification confirming that the details are updated and the service request is
closed.

Dear Member

Your service request: Application - Amend an existing employment contract with request
number 2257324 has been closed.

We would like to invite you to take a short satisfaction survey regarding this Service
request. Your feedback will help us improve our services and provide better customer
oriented solutions.

To participate in the survey, please click https://www.surveymonkey.com/r/YVMSYZT

We thank you in advance for your time and valuable feedback.

Regards
DMCC Customer Care Team

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