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Service Request Manual 
 

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: 

 Employment Contract Amendments Guidelines; 

 DMCC Company Regulations; 

 Free Zone Rules & Regulations; and 

 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 

 

 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) 

 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). 

https://www.dmcc.ae/download_file/1333
https://www.dmcc.ae/free-zone/support/how-guides
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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. 

 

 
 

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

 

 
 
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 

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

 

 
 

B. Upload the following documents before submitting the service request: 

 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. 
 

 
 

 
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. 

 

 
 
 

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

 

 
 

 
B. The following documents will be generated and saved under ‘SR’ Documents: 

 The new employment contract with updated details.  

 The Change of Designation Letter.  

 The Amendment Cover Sheet. 
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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: 

 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. 
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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’.  
 

 
 

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

‘SR Documents’. 
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Scenario 6 Amendment from DMCC Contract to Company’s Own Contract 

 
A. Update the ‘Employment Contract Type’ to company’s Own Contract and click ‘Save’.  

 

 
 

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

 

 
 

4. ‘Submit’ the service request after the relevant changes and updates.  
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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. 
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6. The HR Signatory of the company receives an email notification with the relevant 
employment documentation to electronically sign them. 
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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.  
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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 signed document attached. 
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9. The signed document is automatically uploaded in the ‘SR Documents’ section of the service 
request. 

 
 

 
 
 

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

 


