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            Amend Job Title in Residence Permit Amend Job Title in Residence Permit service will enable you to amend details of the following whenever there is a change; Jafza Approval * Obtain Service Apply Online Deﬁnition Fee How to Apply Online Amend Job Title in Residence Permit Log in to (www.dubaitrade.ae) Online / Jafza Mobile App Click on Residence Permit Submit Request Click on Amend Create New Request Select Amend Job Title in Residence Permit Submit Documents * Amend Job Title in Residence Permit with Job Title will be updated in the Employee records with the new details and Passport and CEC will be delivered to customers based on the selection of document collection/ delivery as requested by customer. AED 870/- Job Title Change AED 300/- Urgent Residence Permit Notiﬁcation sent to client Rejection) (Reason Job title change. A new CEC will be issued with new Job title. Employment Contract Amendment Form 9 (www.jafza.ae) 2 sets. Educational Certiﬁcate attested by UAE Ministry of Foreign Affairs and UAE Embassy/Consulate from the country of origin. General Directorate of Residency & Foreigners Affairs (GDRFA) might request Arabic translation. Original Passport. Two recent color photographs (4.5cm x 3.5cm). Company Immigration Card (CIC) copy. Required Documents Yes No Service Time Delivery 3 Days (Depend on Nationality and GDRFA) 
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Amend Job Title in Residence Permit
 Amend Job Title in Residence Permit service will enable you to amend details of the following whenever there is a change;
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply Online
 Amend Job Title in Residence Permit
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Amend
 Create New Request
 Select Amend Job Title in Residence Permit
 Submit Documents
 * Amend Job Title in Residence Permit with Job Title will be updated in the Employee records with the new details and Passport and CEC will be delivered to customers based on the selection of document collection/ delivery as requested by customer.
 AED 870/- Job Title Change
 AED 300/- Urgent Residence Permit
 Notification sent to client
 Rejection)(Reason
 Job title change.
 A new CEC will be issued with new Job title.
 Employment Contract Amendment Form 9 (www.jafza.ae) 2 sets.
 Educational Certificate attested by UAE Ministry of Foreign Affairs and UAE Embassy/Consulate from the country of origin. General Directorate of Residency & Foreigners Affairs (GDRFA) might request Arabic translation.
 Original Passport.
 Two recent color photographs (4.5cm x 3.5cm).
 Company Immigration Card (CIC) copy.
 Required Documents
 Yes
 No
 Service Time Delivery
 3 Days (Depend on Nationality and GDRFA)
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Amend Nationality in Residence Permit
 If the employee changed his nationality, the company has to apply for Nationality Change Service request in order to update his personal information with Jafza as well as in GDRFA.
 Sufficient bank guarantee must be available while changing the nationality depending upon the airfare.
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply Online
 Amend Nationality in Residence Permit
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Amend
 Create New Request
 Select Amend Nationality in Residence Permit
 Submit Documents
 * Employee Nationality will be changed and passport shall be delivered to customers, based on the selection of document collection / delivery at the time of request creation.
 Normal : AED 520
 Urgent : AED 820
 GDRFA Application Fee: AED 50
 Notification sent to client
 Rejection)(Reason
 Old Passport (PP) Original.
 New Passport (PP) Original.
 Two recent color photographs (4.5cm x 3.5cm).
 Company Immigration Card (CIC) copy.
 NOC from Dubai Court
 Certificate of Good Conduct from Police
 Employee telephone number.
 Required Documents
 Yes
 No
 Service Time Delivery
 3 Days (Depend on Nationality and GDRFA)
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Amend Residence Permit
 Once the Residence Permit is stamped in the passport and if some information needs to be corrected or updated (e.g. passport number, employee name, date of birth etc.) the company can apply for “Correct Employee's Resident Permit” in order to stamp a Residence Permit with the correct details.
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply Online
 Amend Residence Permit
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Amend
 Create New Request
 Select Amend Residence Permit
 Submit Documents
 * Passport with corrected Residence Permit shall be delivered to customers, based on the selection of document collection / delivery at the time of request creation.
 AED 540
 Notification sent to client
 Rejection)(Reason
 Company Request Letter explaining the correction.
 Passport original.
 CIC card copy.
 Two recent color photographs (4.5cm x 3.5cm).
 Required Documents
 Yes
 No
 Service Time Delivery
 3 Days (Depend on Nationality and GDRFA)
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Cancel Residence Permit
 If the employee wants to resign or the company wants to terminate the services of a specific employee, then the company needs to cancel the Residence Permit of that employee.
 In order to obtain the refund of the bank guarantee of the cancelled employee, the company should submit the “Exit Paper or new RP copy in case transferred to another sponsor”.
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply Online
 Residence Permit Cancellation Process
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Cancel
 Create New Request
 Residence Permit
 Submit Documents
 * Cancelled Residence Permit shall be delivered to customers, based on the selection of document collection / delivery at the time of request creation.
 Normal: AED 200
 Urgent: AED 300
 GDRFA Application Fee: AED 50
 Notification sent to client
 Rejection)(Reason
 Company's Request Letter.
 End of Service Entitlement Form 7.
 Passport (PP) Original with passport copy.
 Original Company Employment Card (CEC).
 Copy of CIC Card.
 Required Documents
 Yes
 No
 Service Time Delivery
 Urgent: 2 daysNormal: 4 Days (Depend on Nationality and GDRFA)
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Cancel Residence Permit without Passport
 If the employee is outside UAE more than six months or the Residence Permit is expired, the residence permit can be cancelled without submitting the passport.
 If the applicant is outside UAE for less than six months, cancellation without passport will not be applicable, the company should declare the employee as absconder.
 The Dependent Residence Permit must be cancelled before cancelling the applicant residence permit.
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply OnlineCancel Residence Permit without Passport - Process
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Cancel
 Create New Request
 Select Cancel Residence Permit without Passport
 Submit Documents
 * Cancelled Employee record will be updated and reverse the bank guarantee amount and availed visa quota.
 AED 500
 GDRFA Application Fee: AED 50
 Notification sent to client
 Rejection)(Reason
 Employee exit status print out from GDRFA.
 Company's Request Letter.
 Passport (PP) copy with Residence Permit (RP) page.
 Original Company Employment Card (CEC), if valid.
 Copy of CIC Card.
 Required Documents
 Yes
 No
 Service Time Delivery
 4 Days (Depend on Nationality and GDRFA)
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Declaration of Absconded Employee
 This service is to declare that an employee under the company sponsorship has absconded from the company.
 This service request will update the person’s status to absconder.
 The availed visa quota and bank guarantee will get updated.
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply Online
 Declaration of Absconded Employee
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Cancel
 Create New Request
 Select Declaration of Absconded Employee
 Submit Documents
 * Customer will receive acknowledgment of employee absconder notification issued by GDRFA, availed visa quota and guarantee will get updated.
 AED 1,600
 Note:Absconder Notification is subject to approval by Labour Affairs Section.
 Notification sent to client
 Rejection)(Reason
 Absconder Declaration Form 8.
 Passport (PP) Original (if available).
 Passport (PP) Copy with Residence Permit (RP) Page Copy.
 Company Request Letter.
 Immigration Printout of employee status.
 Original Company Employment Card (if available).
 Company Immigration Card (CIC) copy.
 Approval from Labour Department.
 Required Documents
 Yes
 No
 Service Time Delivery
 4 Days (Depend on Nationality and GDRFA)
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Withdrawal of Employee Absconder Declaration with Residence Permit Cancellation
 Withdraw Absconder with RP Cancellation service will facilitate customers to withdraw the Absconder notification from GDRFA of their employee, who has been requested to be declared as Absconder earlier.
 This service will enable to withdraw the Absconder and permit to cancel the Employee’s Residence Permit.
 The withdrawal of Absconder service is subject to the approval of Jafza.
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply Online
 Withdrawal of Employee Absconder Declaration with Residence Permit Cancellation
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Cancel
 Create New Request
 Select Withdrawal of Employee Absconder
 Declaration with Residence Permit Cancellation
 Submit Documents
 * The Employee details will be removed from the Absconders list and the Residence Permit will be cancelled from Immigration. The RP Cancelled passport will be delivered to customer based on the documents collection / delivery selection at the time of request creation.
 AED 1600 – Withdraw absconder
 AED 500 – If RP cancellation without passport
 AED 200 – Normal if RP cancellation with passport
 AED 300 – Urgent if RP cancellation with passport
 AED 50 – GDRFA application fee
 Notification sent to client
 Rejection)(Reason
 No Objection Certificate (NOC) letter from company.
 Passport (PP) original, if available.
 Original Company Employment Card (CEC), if available & valid.
 Two Passport (PP) copies with Residence Permit (RP) page.
 Company Immigration Card (CIC) copy.
 End of service entitlement Form 7.
 Approval from Labour Department.
 Required Documents
 Yes
 No
 5 Days (Depend on Nationality and GDRFA)
 Service Time Delivery
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Renew Residence Permit
 Renewal of Residence Permit service allows to renew the Employees’ Residence Permit which are expired or nearing the expiry date along with Employee CEC Card.
 The Residence Permit will be renewed for further three years from the date of GDRFA approval. The CEC card of the Employee also gets renewed along with RP Renewal in line with the validity of Residence Permit.
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply Online
 Renew Residence Permit
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Renew
 Create New Request
 Select Renew Residence Permit
 Submit Documents
 * Residence Permit & CEC validity renewed for further three years. The Passport with Renewed RP Stamp & CEC will be delivered to customer, based on the documents collection & delivery selection at the time of request creation.
 VIP service package fee applies additional.
 AED 2190 Normal : (include 3 year CEC renewal & Emp. Contract Attestation)
 AED 50 GDRFA fee
 CEC Renew charges @ 11/ Months inline with RP validity.
 Notification sent to client
 Rejection)(Reason
 Medical Fitness Requisition Form.
 EIDA Renewal Registration Confirmation Page Copy.
 Original Passport.
 Four recent colour photographs of the employee (3.5 x 4.5)cm.
 3 Sets of Renewed Employment Contract duly signed by employee & employers.
 Required Documents
 Yes
 No
 Service Time Delivery
 Urgent: 2 daysNormal: 4 Days (Depend on Nationality and GDRFA)
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Renew Residence Permit with Job Title Change
 Renewal of Residence Permit with Job Title Change service allows to renew Employee’s Residence Permit which is expired or nearing the expiry date.
 This service will facilitate to change the Employee’s Job Title along with Employee CEC Card.
 The Residence Permit will be renewed for further three years from the date of GDRFA approval.
 The CEC card of the Employee also gets renewed along with RP Renewal in line with the validity of Residence Permit.
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply Online
 Renew Residence Permit with Job Title Change
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Renew
 Create New Request
 Select Renew Residence Permit
 with Job Title Change
 Submit Documents
 * Residence Permit & CEC validity renewed for further three years. The Passport with Renewed RP, JT Change Stamp & CEC will be delivered to customer, based on the documents collection & delivery selection at the time of request creation.
 VIP service package fee applies additional.
 AED 2860 Normal : (include 3 year CEC renewal, JT change & Emp. Contract Attestation)
 AED 50 GDRFA fee
 CEC Renew charges @ 11/ Months inline with RP validity.
 Notification sent to client
 Rejection)(Reason
 Medical Fitness Requisition Form.
 EIDA Renewal Registration Confirmation Page Copy.
 Original Passport.
 Four recent colour photographs of the Employee (3.5 x 4.5)cm.
 3 Sets of Renewed Employment Contract duly signed by Employee & Employer or Undertaking Form for the BG waivers.
 Education certificate with Ministry of Foreign Affairs attestation.
 3 months latest bank statement or pay slip with increased salary, if any change in salary.
 Required Documents
 Yes
 No
 Service Time Delivery
 Urgent: 2 daysNormal: 4 Days (Depend on Nationality and GDRFA)
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Transfer from Dependent/Other Free Zone or Government Sector to Jafza
 Employee can transfer his / her existing visa from dependent (Father / Husband) sponsorship to Jafza sponsorship without the need to cancel the existing Residence Permit.
 Sufficient bank guarantee must be available while creating the request.
 It is consumed from the available visa quota.
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply Online
 Transfer from Dependent/Other Free Zone or Government Sector to Jafza
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Transfer
 Create New Request
 Select Transfer from Dependent/Other Free zone or Government
 Sector to Jafza
 Submit Documents
 * Approved Release Signed in and Passport will be delivered to Customers, based on the selection of document collection / delivery at the time of request creation.
 VIP service package fee applies additionally.
 Normal : AED 2840
 GDRFA Application fee : AED 50
 New Employment Contract Attestation: AED 100 (Additional while processing the RP)
 EIDA Application Fee: AED 90 (included)
 Applicant inside UAE : AED 680 (Additional)
 Notification sent to client
 Rejection)(Reason
 Immigration Release Transfer Form (from any Typing Centre) signed by Releasing Sponsor.
 Two Recent Colour Photographs (4.5cmX3.5cm).
 Sponsor’s (Husband / Father) No Objection Certificate (NOC).
 Sponsor’s (Husband / Father Passport (PP)) with Residence page copy.
 Employment Entry Permit EP Application Form.
 Passport (PP) Original.
 Attested Degree Certificate copy attested by Ministry of Foreign Affairs in UAE (If the Applicant Studied in UAE the degree should be attested by Ministry of Higher Education).
 Two Passport (PP) Copies with Residence Permit (RP)Page Copy.
 Bank Guarantee (BG) or Cash Guarantee (CG) to be paid prior to submitting the request (1.5*Basic Salary + One Way IATA Airfare).
 Note: The existing Visa has to be valid for at least one month; otherwise an undertaking is required for any overstay fine occurring while stamping the RP.
 After the release transfer is approved then the RP stamping procedure should be followed.
 Required Documents
 Yes
 No
 Service Time Delivery
 2 Days (Depend on Nationality and GDRFA)
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Transfer from Jafza to other Free Zone or Government Sector
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply Online
 Transfer from Jafza to other Free Zone or Government Sector
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Transfer
 Create New Request
 Select Transfer from Jafza to other Free Zone or Government Sector
 Submit Documents
 * Release Sigh-Out and Passport shall be delivered to customers, based on the selection of document collection / delivery at the time of request creation.
 AED 200Transfer from Jafza to other Free Zone or Government Sector is a service that allows companies operating in Jafza to give their consent to employee that want to transfer sponsorship.
 Employee may transfer to government or dependent sponsorship.
 This process is identified as “Release Sign-out” in the system.
 The company may approach to provide a release sign-out approval for their employee in case they want to transfer to dependent (Father / Husband) sponsorship.
 New residence visa copy should be uploaded online (Upload Exit Paper) to clear employee’s records and reverse the guarantee and availed visa quota.
 Notification sent to client
 Rejection)(Reason
 Immigration Release Transfer Form (from any Typing Centre) signed by the new sponsor.
 Releasing company’s No Objection Certificate.
 End of Service Entitlement (Form 7).
 Passport (PP) Original & Company Employment Card.
 Notes: • The existing Visa has to be valid for at least one month; otherwise an undertaking is required for any overstay fine occurring while stamping the RP.
 • Submission of End of Service Entitlement Form is mandatory and has to be signed by the employee and the company.
 • If employee is joining emirate, other than Dubai, any dependent visas should be first cancelled.
 Required Documents
 Yes
 No
 Service Time Delivery
 2 Days (Depend on Nationality and GDRFA)
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Transfer Jafza Sponsored Employee within Jafza Companies
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply Online
 Transfer Jafza Sponsored Employee within Jafza Companies
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Transfer
 Create New Request
 Select Transfer Jafza Sponsored Employee
 within Jafza
 Submit Documents
 * Employee Local Transfer will be updated and Passport and new CEC shall be delivered to customers, based on the selection of document collection / delivery at the time of request creation.
 Without Job Title Amendment : AED 670 With Job Title Amendment : AED 890 New Employment Contract Attestation : AED 100
 CEC Amendment : AED 300
 RP Stamping (Urgent) : AED 300 (Additional Option)
 An employee sponsored by Jafza can transfer to another company within the Free Zone without cancelling his / her residency.
 Availed visa quota will gets updated in both the FZ companies increase/decrease.
 Notification sent to client
 Rejection)(Reason
 Releasing Company’s No Objection Certificate (NOC).
 End of Service Entitlement (Form 7).
 Passport (PP) Original.
 Entry Permit (EP) Application (Form 1).
 Three sets of New Employment Contract (Form 4) or three sets of Employment Contract Undertaking (Form 5) in case of Bank Guarantee waiver.
 Two Recent Colour Photographs (4.5cm x 3.5cm).
 CIC Card Copy of new company.
 Required Documents
 Other Points
 Submission of End of Service Entitlement Form is mandatory and has to be signed by the employee and company’s authorized person.
 New company has to make sure that Cash or Bank Guarantee amount is sufficient for new employee.
 In case of change in applicant’s job title (designation), there is an additional requirement of attesting the Educational Certificates by UAE Ministry of Foreign Affairs and UAE Embassy from the Country of Origin as applicable.
 The applicant has to be inside UAE at the time of transfer.
 The CIC card copy must be provided from the new sponsor company Releasing Company’s No Objection Certificate (NOC).
 Yes
 No
 Service Time Delivery
 1 Day (Depend on Nationality and GDRFA)
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Transfer Valid Residence Permit from Old Passport to New
 Jafza Approval
 * Obtain Service
 Apply Online
 Definition Fee
 How to Apply Online
 Transfer Valid Residence Permit from Old Passport to New
 Log in to (www.dubaitrade.ae)
 Online / Jafza Mobile AppClick on Residence
 Permit
 SubmitRequest
 Click on Transfer
 Create New Request
 Select Transfer Valid Residence Permit from Old Passport to New
 Submit Documents
 * Passport will be delivered to customers, based on the selection of document collection / delivery at the time of request creation.
 Normal: AED 220
 Urgent: AED 520
 GDRFA Application Fee: AED 50
 If the current passport is expired or damaged, an employee can obtain a new passport and transfer his/her Residence Permit in to the new passport.
 Notification sent to client
 Rejection)(Reason
 Old Passport (PP) Original
 New Passport (PP) Original
 Two Recent Colour Photographs(4.5cmX3.5cm) Company Immigration Card (CIC) Copy
 Required Documents
 Yes
 No
 Service Time Delivery
 Urgent: 2 Days
 Normal: 4 Days (Depend on Nationality and GDRFA)
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