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SR Creation:

Step 1 - Client must click on Company Services- Appointments- Apply to Change
Company Officer

= E

D Employee services ‘ .
Company Service Requests for ALYCO HOLDING DMCC
248 company Services ‘Apply for all types of company services, incuding licensing, company amendments, and leters and ceriicates. Also updale your Business Directory lsting.
B3 Member Services
Borrow Original Legal Documents Company Amendment Services Company Coordinator Company Name Suffix Change
g proverty Services
» Borrow Original Legal Documents ‘Adoption of AOA » Company Coordinator » Company Name Suffix Change

Y5 Value Added Services _!-R!

Dommancy Services Legal Clinics Licensing Services
BB compliance services Appoint or change an auditor

> bormancy » Request for Laga i Adona Lcenso
£ ontno scoing 1o Gharg Cmpar

» Amendments
Official Communications Company Winding Up Update Details and E-sign Subscription
Y Promotion Packages »  Apply to Submit Certificate of Good Standing (for

DMCC business directory Employment contract master b Manage KYC and E-Sign Subscription parent company)

Portal Balance

Q

Extracts and certificates Establishment card » Update Addre » Insurance

Portal Balance AED

Visa Deposit Financial year

Utiised

NOC Requests to Third Party Authoriies -

Company Re-Activation
Registration Amendments.

Name change

Account Name Dedicated Workstation Permit Services
NOCs and Letters from DMCC

Refund Services

Visas Used! Dual License

Allowed

VAT Services.

Share capital License Renewal

Top-up Balance
»  NOC Requests to Third Party Authorities -
View Onine Receipls NewiRenewal

Operational Fitness Certificate (OFC)

» Pemits

Update Existing lease

Step 2 - Client must check the details of the active signatories and to ensure that the
passport validity of the authorized signatories is valid and up to date

To proceed with this service request, all relevant signatories (Shareholders / Officers) / that are mentioned in the below table, will need to electronically sign documents once
DMCC has reviewed this service request, The signatories will receive one-time passwords on their registered maobile numbers and email addresses for electronic signature
authentication.

Prior to advancing with this service request, please ensure the following:
1. If the below details are correct, please click ‘Confirm’.
2. If the below signatories’ details (Mobile / Email Address) are incorrect or no longer valid, or if the signatories are not enabled for e-signatures, please click 'Submit Manage
KYC". If the passport of any Shareholder has expired or is no longer valid, please click ‘Submit Change of Details” service request before proceeding.
3. If the passport of any Officer is expired or invalid, please click "Submit Manage KYC'.
4. If there is an already open service request to activate e-signatures, kindly fulfil the necessary requirements to close it before proceeding with this service request.
5. If a passport is found to be expired or invalid during the service request process and confirmed by the client, the request may be rejected.
6. If a Shareholder or Officer is being removed, updating their passport is not required unless the individual helds both roles simultaneously.

Please ensure to review the information in the below table, following the above instructions, before continuing with this service request.

Pa - Passport
Passport No I”P"Dm Expiry Parent Company | Mobile Number | Email Add
ssue Date

- Submit Manage KYC Submit Change of Details

The client needs to select the required action.
If client clicks on Cancel, the client will be back on step 1.
If client clicks on Confirm, the client will move on the next step

If client clicks on Submit Manage KYC - client will be directed to Manage KYC and E-
sign subscription SR creation
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If client clicks on Submit Change of Details- client will be directed to Change of Details
SR creation

Step 3 - Stage 1 - Application Initiation — Client must fill the required information’s
(Resolution Date, Resolution Template type, Correspondence email and mobile
number)

v e DMCC Intranet - Home X | @ Employee: ANAMIKANAUTIVA X [ Creation Form x 4+ — a X
< C @ % servicesuatdmecae/s/creation-form7RecordType=0125F0000002CkMQAUBaccountid=0016000000MV200 * @
S R

Application Initiation

stage 1
Application Initiation

O Stege2
Change Details

Please enter the required details to initiate your Service Request.

* Resolution Date + Template Type
10 Sept 2025 &
* Correspondence Email ID [ stondera temptate corcc tempiatey
: \
m Q. @ B om@®EEO E AN S agy e | HOSAM
[ Sead L - ) o e W 0 wl 10/09/2025

Application Initiation

Stage 1
Application Initiation

Stage 2

Change Details
& Please enter the required details to initiate your Service Request.

Stage 3 + Resolution Date * Ternplate Type

Review and Confirm ution ba plate Typ:
‘ 10 Sept 2025 & ‘ ‘ Standard Template (DMCC template) - ‘
* Correspondence Email ID * Correspondence Mobile Number

Stage 4
Download/Upload ‘ ‘ ‘ ‘
Documen ts

Stage 5

Payment and
Submission

Adding a new officer

Stage 2 of the application - Change of Details Tab -Officer Details- Existing Officer
Details will reflect and client must click on Add Officer button to add a new officer
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Home > Appointments
Change Company Officer

Stage1 Change Details

Application Initiation

Officer Details Manage Roles POA Details
Stage 2
Change Detsils ADD OFFICER
EEE2H Officer Name. Country Passport Number Roles

Review and Confirm

aliolicl:

Payment and
Subrmission

To add a new officer- client has two option to enter the details —

1. Through OCR - Personal Details (Full name, first and last name, Gender,
Passport Expiry, Date of Birth) will be captured automatically.

Add Officer n

Officer's Passport Data

Choose a Method to Proceed

Upload the Passport copy to

fetch the data Select File
Upload the offi
automatically
OcR

OR

* Passport number

* Nationality m
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X
Add Officer .
a
Passport Number Nationality Mame
Personal Details Passport and Visa details Residential Address Roles Details
* Title " First Name
Middle Name “ Last Name
Electronic Signature Details
* Mobile Number (Country Code/Mobile #) * Re-confirm Mobile Number
* Email Address * Re-confirm Email Address
SAVE & NEXT —
v
Add Officer
-
- Place of Issue - Passport Issue Date
| | = |
- Passport Expiry Date - Full Name (As Per Passport)
=] | |
- Gender - Date of Birth
il =|
- Gountry OF Birth Place of Birth
[ -rone- -] | |
UAE Visa Details
- Status In UAE
--None-- -
e
-

2. Entering the details manually —

nationality

User manual for Change of Officer
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Add Officer

Officer's Passport Data
Choose a Method to Proceed

Upload the Passport copy to
fetch the data Select File

Upload the officer’s passport t UPLOAD
poa 2 QIGers Passpart 1o X, Upload Files Or drop files -

automatically fill in their details using
OCR

OR

* IPassport number

Search for existing data | | |

Enter passport number and nationality m
to fetch the data if a record exists * Nationality

Otherwise, continue manually.

Client must enter all the mandatory (*) fields
Add Officer n

Nationality

Personal Details Passport and Visa details Residential Address Roles Details
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Add Officer

Passport Number

Personal Details Passport and Visa details Residential Address

Passport Numbe:

Nationality Name

UAE Visa Details

Status In UAE

None

SAVE & NEXT —

Add Officer

Residential Address

< PREVIOUS

SAVE & NEXT —

Under Role Tab - client must select the new officer role and power
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Add Officer n

Passport Number Mationality Hame

Personal Details Passport and Visa details Residential Address Roles Details

Only ane officer can be assigned as Manager and one as Secretary.
Selecting either role for a new officer will automatically replace the existing one.

Select Applicable Roles

Director Manager Secretary HR Signatory
Powers
~None- -

The company sharehclders and officers can have inherent powers as mandated by the company's Articles of Association. The powers to be exercised can be either:
= Singly: One individual has the exclusive authority to act or make decisions without requiring approval or involvement of others
. Jointly: Two or more individuals must act together, to exercise the authority or make decisions

- Limited: Authority is restricted by scope, purpose, time, or value. The individual may act only within specific boundaries set by resolutions, policy, or agreement.

FINSH

If there is already an appointed Manager role and client wishes to appoint a new

Manager - client must click on Yes, Confirm

Manager is already appointed. You cannot appoint new
manager as one manager is already present.Are you sure
you want to remove existing Manager and proceed?

YES. CONFIRM

Once all details of the new proposed officer is entered- client will be redirected to
officer tab details

User manual for Change of Officer Update Date: 23 Oct 2025 Version 1




Home > Appointments

Change Company Officer GUIDELINES >

Stage 1 Change Details
Application Initiation

Officer Details Manzge Roles POA Details

ADD OFFICER

Officer Name Country Passport Number Roles

AEEEE ]

Missing Visa Details

Appointing Power of Attorney

To appoint a Power of Attorney — under POA Details tab- client must click on Appoint
button

Changé Company Officer GUIDELINES -

Stage1 Change Details

Application Initiation

Officer Details Manage Roles POA Details

Stage 2

Change Details if you wish to appeint a Power of Attorney (POA) holder for

Stage 3

Eop D Current Shareholders/Directors

Name Passport Number Nationality Roles

APPOINT
APPOINT

Submission

+ PREVIOUS CANCEL SR

Appointing the Power of Attorney has two options:

1. Through OCR Personal Details (Full name, first and last name, Gender, Passport
Expiry, Date of Birth) will be captured automatically.
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Appointing POA for Peter Luis Oskar Gross .

Passport Number Nationality Name

Personal Details Passport and Visa details

mber Country of Nationality (as per pa

* Passport lssue Date

* Gender Date of Birth
| 3l ]
Country Of Birth * Place of Birth

| Nore. v ‘ ‘ |

UAE Visa Details

+ PREVIOUS

2. Entering the details manually

Appointing POA for Peter Luis Oskar Gross .

Officer's Passport Data

e a Method to Proceed

Upload the Passport copy to

fetch the data Select File
e officer”
ally fill in th

r details using

OR

* Passport number

Search for axisting data ‘ |

Enter passport number and nationality
to fet data if a record exists. * Nationality

ontinug ly.

o]
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Appointing POA for Peter Luis Oskar Gross
Passport Number nationality
Personal Details P dl Visa
p -
Li lame
Electronic Signature Details
Mobile Number (Country Code/Mabile o Re-confirm Mobile Numbe
Em: e Re-confirm E cldres
SAVE & NEXT —
Appointing POA for Peter Luis Oskar Gross n
-
Passport Number Nationality Name
Personal Details Passport and Visa details
Paszpo Coun ticnal pe
place of * Passport Issue Date
| | | =]
Passport Expiry Date Full Name (As Per P
| s | |
Gender * Date of Birth
[ 7| =]
try Of Birth L f Birth
B Al |
UAE Visa Details
tus In UAE
None- -
¢ Previous m
v

Once all mandatory fields are fill out — client must click on Finish button - Client has
option to view and delete the appointed POA
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Home > Appointments CUIDELINES
Change Company Officer

stagel Change Details

Application Initiation

Officer Datails Manage Roles POA Detalls

Stage 2
Change Details

point a Power of Attorney (POA) holder fos

e [ Sharehold
T urrent Shareholders/Directors
Neme Passport Number Nationality Roles
stage 4 POA Appointed VIEW @
Download/Upload DELETE

Documents

APPQINT

Stage 5
Payment and
Submission

 pREVIOUS canceLsr

If clientis on view button — details of the appointed POA will be visible but greyed out:
View POA for Peter Luis Oskar Gross n |

Fasspart Number Nationality Mame

Personal Details

Addle Name L.
/e Number (Country Code/Mabile # Re-confirm Mobile Number
E e Re m dre:

Passport and Visa details

Place of ssus Pas: & D
Passport Expiry Date & (As Per P
Gender E &

c of B Pla B

If client wishes to delete and appoint a new POA- client can click on and appoint a new
POA.
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Home > Appointments

Change Company Officer

Stage1 Change Details

Application Initiation

Officer Details Manage Roles  POA Details

Stage 2
Change Details

Stage 3
Review and Confirm

Current Shareholders/Directors

Stage 4
Download/Upload
Documents

Stage §
Payment and
Submission

< PREVI

Name Passport Number

cati

nt and a POA helder passport

Nationality Roles

GUIDELINES -

on. Please click on "APPOINT' if you wish to appoint a Power of Attornay (POA) helder fos

POA Appointed VIEW @
DELETE @

APPOINT

Stage 3 of the application - client must ensure that the new officer structure are correct

before clicking on confirm button.

Home > Appointments

Change Company Officer

Stage1 Preview Details
Application Initiation Pleas

ew all information befo

confirming

BT New Officers
Change Details

Individual Name Nationality

Stage 3
Review and Confirm

Officers with updated roles

Individual Name Nationality
Payment and
Submission

New POA's

POA Name Nationality

Passpert Number

Passport Number Old Roles

Passport Number

GUIDELINES -

New Roles

Appointed for

[ ] R

After clicking on confirm button, client will see the below confirmation:

User manual for Change of Officer
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Please note that once confirmed, no further changes can
be made to this service request.

Do you want to confirm?

oo

Stage 4- Download/Upload Documents

Once the client clicks on “Yes, confirm”, the client will be directed to the
Download/Upload Documents Stage to upload the required documents and upload
MISC Doc (if any) through “ADD MISC DOC” option.

Also, the client can cancel the SR at any stage through “Cancel SR” button. There is no
“Previous” button provided at this stage because the client has finalized the SR.
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Home > Appointments
Change Company Officer

Stage1 Download/Upload Documents

ADD MISC. DOC
ired documents in all the tabs (if any)

Application Intiation o

> upload all the

Stage2

Crange Datals Essential Documents  Urmaiima Khal

s ERICMORALES! MAYLYN

Comme

i 2 Upload Files
Stage s Shareholder Resolution

Review and Confirm

Upload the Sh:
document/s will

Stage 4
Download/Upload
Documents

SAVE & -

E

Stage 5
Payment and
Submission

Required documents for new officer without UAE visas

Home > Appointments
Change Company Officer

Stage1 Download/Upload Documents —
fon Itiath ADD MISC. DOC (3
Application intistion Please upload all the required documents in all the tabs (if any)
Stage 2 enaima I »Zaman  Peter Luis MAYLY A ELIC )
T Jmaima Knaiiq Uz Zaman  Pater Lu ERICMORALES EVA EUGENIC
it Comments
Stage ::‘: gg:::r:sassnon Copy 2 Upload Files
Review and Confirm = =
Or drap files
pload the passport and visa of the " d during E- :
tion
Stage 4
Downlasd/Upload
Documents N . Comments if an
050-P#-Proof of residence address of the appointed NEW OFFICER 2, Upload Files

ERIC MORALES
o
¥
e . .

Stages UPLOA| tenancy contract.
Payment and
Submission
New Officer Specimen Signature Form (SSF) . Comme

ERIC MORALES

Uploadt

will be s

ument/s

Electronic Signature Undertaking document Comments
ERIC MORALES 2, Upload Files

oS oo

SAVE & NEXT —

Documents required for new officer with UAE visas
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New Officer Passport Copy
MAYLYN VELASQUEZ

be verified during E bt

050-P#-Proof of residence address of the appointed NEW OFFICER
MAYLYN VELASQUEZ

[

UPLOAD recently

ated proof of address [e. uti . tenancy contr

080-P#-NOC from the current sponsor of the appointed NEW OFFICER
MAYLYN VELASQUEZ

New Officer Specimen Signature Form (SSF)
MAYLYN VELASQUEZ

3

i

UAE VISA for Appointed Officer
MAYLYN VELASQUEZ

I

SA for Appointed Offi

Emirates ID copy
MAYLYN VELASQUEZ

i

Eed
Please upload a v:
Electronic Signature Undertaking document ents if an
MAYLYN VELASQUEZ o U File:

Eed
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POA holder required documents

Download/Upload Documents

ADD MISC. DOC
Please upload all the required documents in all the tabs (if any)

ERIC MORALES MAYLY

EVA EUGENIO

Power of Attorney Copy Comments if any
EVA EUGENIO

Upload Power of Attorney copy if the shareholders / appeinted officers wish to grant PREVIEW P
signing powers to others on their behalf.

Power of Attorney (POA) Holder Passport Copy / Emirates 1D
EVA EUGENIO 4, Upload Files

Comments if any

Or drop files

UAE residents POA

4
ck and front) are
ort is required
Electronic Signature Undertaking document Comments if any
EVA EUGENIO A, Upload File
Or drop file
:

rownload Template: VIEW E-DOCUMENT

oo

When all documents are uploaded, the client can click on “Save & Next” to proceed to
the final stage where the client will confirm on the payment to submit the SR

Stage 5 - Payment and Submission

Home > Appointments
Change Company Officer

Service request & Resalution date orrespandence email ID orrespondence mobile numbs

Payment and Submission

Flease make necessary payments to submit the request

stage 2

Reward points Voucher details
Change Details

Available points 12615

Stage 3

Review and Confirm
EEM REDEEM

—— Available balance —) Total amount to be paid

Payment and confirm that I've

understand that unredeemed

Submission

The client will receive the confirmation below for payment.
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Confirm Before Payment

Once payment is made, no further changes can be made
to the Service Request

Once the service request is approved, no refunds will be
processed.

If applicable. kindly review all uploaded documents

carefully before submission.
PROCEED TO PAY

When the client clicks on “Proceed to Pay”, the client will receive the below
confirmation

Payment Successful!

Your payment of for service reques
hes been successfully proc

Your service request is now in progress.

Portal user will receive email notification.
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sandbox: Your Service Request : for Apply to Change Company Officer has been Submitted

@ noreply@salesforce.com ¢ alf of DMCC Free Zone

played, dick h

© © Ry | © Repty Al | > Forwerd | [ [~
1

y@dmccae>

Dear Valued Member,

We have received your Apply to Change Company Officer service request number

for holding account number ¢

To learn more about the service r teps and required documents, please view the

Apply to Change Company Officer Guidance Notes

Application Submission

You are here

Application Review and Verification

E-Signature Activation

Original Documents Submission

E-Documents Issuance

For more information about our services of to check the status of your service requests, click

the links below

SMS notification

Your SR# is submitted.

Kindly ensure that all Shareholders
are e-signature activated.

Removal of Existing Officer

Client must review and confirm the amendment on the officer structure before

clicking confirm

Home > Appointments
GUIDELINES -

Change Company Officer
ervice requsst o

Stage1 Change Details

Application Inftiation
Officer Details Manage Roles POA Datails

Stage 2

Change Detsils
Only one Manager and one Secretary can be assigned. Multiple Directors and HR Signatories are allowed.

Stage 3 Individual Name Director HR Signatory Manager Secretary Power |

Review and Confirm

O @ @ Jointly

Stage 4
Download/Upload

(@] O Jointly

&

Documents

]

(@] @) Jointly

O
| @] (@) Jointly
O

K

!

+ PREVIOUS CANCEL SR

Client needs to untick the current role the existing officer and proceed to Next.
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-~ GUIDELINES -

gﬂ;ngg&t‘;;‘sany Officer

Stage 1 Change Details

Application Initiation

Officer Details Manage Roles POA Details

Stage 2
Change Details

Only one Manager and cne Secretary can ned. Multiple Directors and HR Signatories are sliowsd,

Stage 3 Individual Name Director HR Signatory Manager Secretary Power |

Review and Confirm
(] @ @ Jointly -

Stage d
Download/Upload
Docurments

O O Jointly -

&

©

Stage 5
Payment and
Submission

|
| O Jointly -
O

O Jointly -

8

Client must confirm and review the amendment on the officer structure and click on

confirm

Home > Appointments
GUIDELINES —

Change Company Officer

Stage1 Preview Details

Application Initiation Please review all information before confirming

ke New Officers
Change Details

Individual Name Nationality Passpert Number Roles

Stage 3

el B Officers with updated roles

Individual Name Nationality Passport Number Old Roles New Roles
Stage 4
Download/Upload
Documents
Stage 5 New POA's
Payment and
ELID POA Name Nationality Passpert Number Appointed for

After confirmation- client will received pop-up message
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Please note that once confirmed, no further changes can
be made to this service request.

Do you want to confirm?

YES. CONFIRM
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Change of Role within Existing Officer

Details of the existing officer will reflect

Home > APPOINIMENtS

Change Company Officer

GUIDELINES >

6694616

Stage 1 Change Details

Application Initiation

Officer Details ~ Manaoe Roles  POA Details

ADD OFFICER

Stage 3 Officer Name. Country Passport Number Roles Actions
Review and Confirm

HAMZEH MOHAMEI -
ALSHAMMAA

CANCEL SR

Client must select the exchange of Role of the existing officer

Home > Appointments SUIDELINES —
Change Company Officer
6694616

Stage Change Details

Application Initiation

Officer Details Manage Roles POA Details
Stage 2
Change Details
Orly one Manager and cne Secretary can be assigned. Multiple Directors and HR Signatories are allowed
Stage 3 Individual Name Director HR Signatory Manager Secretary  Power |
Review and Confirm
FERNANDO BATI @ (@] Select an Option -
ORI O @) Sinaly v

+ PREVIOUS CANCEL SR

Client must select the power or would receive the below pop-up message.
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Missing Required Field

Every amendment must have a Power set.

Client to review and confirm the new officer structure and their new role and
click on confirm

Home > Appointments
Change Company Officer

Service request # Resolution date Cerrespondence email ID Correspondence mobile number

Preview Details

Please review all information before confirming

New Officers

Individual Name Nationality Passport Number Roles.

Officers with updated roles

Individual Name Nationality Passport Number Old Roles. New Roles.
New POA's
POA Name. Natienality Passport Number Appointed for

<« PREVIOUS CANCEL SR CONFIRM —

Client must upload the required documents then click on save and next
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Download/Upload Documents
DD MISC. DOC (£

Essential Documents

210-CE#-Certificate of ey of EXISTING C ATE JLDER Comments if any

CHERRY STREET CONSULTING FZE & Upload Files
UPLOAD the recently notarized Certificate of Incumbency of the EXISTING Qr drop files
CORPORATE SHAREHOLDER. Netarized and attested. The original copy to be .
submitted to DMCC during COLLES

210-CE#-Certificate of cy of EXISTING C ATE JLDER @Y iy
STARK ADVISORY SERVICES LLC &, Upload Files
UPRLOAD the recently notarized Certificate of Incumbency of the EXISTING (rampli=
CORPORATE SHAREHOLDER. Notarized and attested. The original copy to be
submitted to DMCC during COLLECT STEP.

Comments if any
Shareholder Resolution &, Upload Files -
Upload the Shareholders’ Resolution signed by authorised signatories. Later, this Or drop files
document/s will be sent for E-signature to the registered email address(es)

Commants I an
Board Resolution 4 Upload Files ey

ERRY STREET CONSULTING FZE
O drop files

Upload the Board Reselution signed by authorised signataries. Later, this document/s
will be sent for E-signature to the registered email address(es)
Board Resolution Comments if any

& Upload Files

STARK ADVISORY SERVICES LLC

Or drop files
Upload the Board Reselution signed by authorised signateries. Later, this document/s
will be sent for E-signature to the registered email address(es)

SAVE & NEXT

Client has to tick the confirmation then proceed to pay

Confirm Before Payment .

Once payment is made, no further changes can be made

to the Service Reguest

Once the service request is approved, no refunds will be

processed

If applicable, kindly review all uploaded documents
before submission

If client has insufficient funds — system will trigger pop-up error message.
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ERROR

You don't have enough balance to process the Request.

When the client clicks on “Proceed to Pay”, the client will receive the below
confirmation

Payment Successful!

Your payment of for service request
has been successfully processed.

Your service request is now in progress.

Portal user will receive email notification.
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Sandbox: Your Service Request for Apply to Change Company Officer has been Submitted

F D | © Rerly | © Repyl | > Forward | [ | [+
@ noreply@salesforce.com on behalf of DMCC free Zone <noreply@dmcc.ae> ® ply ply &
s

(@ i there are p

this message is displayed, dick here to view it in a

Dear Valued Member,

We have received your Apply to Change Company Officer service request number

for holding account number

Application Submission

You are here

Application Review and Verification

E-Signature Activation

Original Documents Submission

E-Documents Issuance

For more information about our services or to check the status of your service requests, click

the links below

SMS notification

Your SR#6694614 is submit

Kindly ensure that all Shareholders
are e-signature activated.

Post SR Submission:
SRis returned to Re-upload a Document:

When the SR is returned by any level asking to re-upload a Document, the client will
receive the comment along with new button “Action” where the client will be directed to
the required document/s from “Action” button.

jome > Appointments

~hange Company Officer

Submitted Under Review Closed

A\ Actionsrequired  Youre almost there! Piease complete the following actions to finaize your request
DMCC Comments

pleass re-upload proof of address

Actions

Re-upload Document
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The client will see the comment under “DMCC Comments” and Replace option to re-
upload the required document.

Essential Documents  MAYLYN VELASQUEZ  Umaima Khaliq Uz Zaman  Peter Luis Oskar Gross  ERIC MORALES  EVA EUGENIO

-Proof of residence address of the appointed NEW OFFICER

e
.

DMCC Comments:
re-upload proof of address

After the required document is uploaded, the client needs to click on “RE SUBMIT”
button where the client will update the step

Home > Appointments

Change Company Officer

ce request 7 Resolution date Correspandence email 1D

Submitted Under Review Closed

A\ Actions required You're almost thera! Please complete the following actions to finalize your request.
DMCC Comments

please re-upload proaf of address

Actions

Re-upload Document
RE SUBMIT

He needs to select “Document Uploaded” option then Proceed to Save.

Re-upload Decument.

Change Status

SRis returned for ‘Awaiting Additional Info’

When the client clicks on ‘Action’, the client will be directed to a new page where the
client can add a comment only.
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However, the client can upload any Miscellaneous document on the main page of the
SR (notinside the step)

Home > Appointments

Change Company Officer
Submitted Under Review Closed
A Actions required You're almost thers! Please complete the following actions to finalize your request

DMCC Comments

requirs additional information
Actions
Require Additional Information ACTION

After clicking on “Save”, the step will be updated automatically and returned to DMCC
for an action

Require Additional Info

DMCC Comments
Service Request No DBMEC Comments (Required Information)

require additional information

Customer Comments

updated

SR is returned for POA

When the step is returned to fix the POA, the client can fix the same by clicking on
“ACTION” button
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Home > Appointments

Change Company Officer

Submitted

A Actc

DMCC Comments

Actions

Require Additional Information

Under Review

Closed

ACTION

He will be directed to the POA details tab where the client can click on View POA or

Delete POA from the ‘Action’ list

Home > Appointments

Change Company Officer

Change Details

POA Details

Current Shareholders/Directors

Name

Passport Number

Nationality Roles

o appoint a Power of Attorney (POA) helder for

POA Appointed VIEW @
DELETE §

APPOINT

In case the client deletes the POA, the system will ask for a confirmation and once

confirmed, the options under ACTION will be changed where ‘APPOINT POA’ option will

be introduced.
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Are you sure you want to delete POA?

[IXTSREY  ES, CONFIRM

The client can appoint a POA from the beginning, then after all changes are completed,
the client needs to click on Finalize button

Home > Appointments
Change Company Officer

Service request Resolution date: Correspondence email I Correspondence mobile number

Change Details

Officer Detalls  Manage Roles  POA Detalls

Al sharenolders /officeholders will be required to e-sign documents after DMCC review and verification. Please click on 'APPOINT' if you wish to appoint a Power of Attorney (POA) holder for
any of the below-listed shareholders/officehalders to e-sign the documents on their behalf.

Note: Appointment of a POA holder wil require additional documents such as a POA document anct a POA holder passport

Current Shareholders/Directors

POA Appointed VIEW @
DELETE

Cancel SR before submission

If client wishes to cancel the application before SR submission, the client can click on
cancel SR button.
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® Locout (>

Home > Appointments
GUIDELINES -

Change Company Officer

Resolution date Correspondence email ID Correspondence mobile number

Change Details

Officer Details Manage Roles POA Details.
ADD OFFICER ()
Offcer Name Country Passport Number Roles Actions
CANCELSR
p = ~ 538
FCE L8 AP E S @ % o T

Client will receive the confirmation pop up message below

The SR will be cancelled when the client clicks on ‘Yes, Confirm’

Are you sure you want to cancel this service request?

CANCEL YES, CONFIRM

Version 1

Update Date: 23 Oct 2025
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Cancelled Successfully

_ D Le-Eradasca R

02/10/2025

Action path will reflect cancelled.

m (® Devika Shetty LosouT (>

Home > Appointments

Change Company Officer
Service re quest # Resolution dste Correspondence email 1o Correspondence mobile number

6694461 02-0ct-2025 maylynvelasquez@dmec.ae 4971528524980

Cancelled

Individual Name Nationality Passport Number Roles

POA Name Nationality Passport Number Appointed for

CANCEL SR

SR Price

Status on DMCC Help Desk Center will show as -

“Your service request was cancelled by User’
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DMCC

HOME MY CASES SUBMIT FEEDBACK DISCUSSION HOW TO NAVIGATE

Track the progress of your service requests here

6694461

Ye_. __...:e request status is Cancelled by User

Select Business Unit  Free Zone

View Info by Category

Select from the below Topics and Sub Topics to view all the related FAGs

DMCC Business Rewards

Technical Support for DMCC Business Rewards
Rewards Related to Visa Services

Rewards Related to DMCC Business Centre
Lease

Rewards Related to Licence Renewal

Employment and Visa Services

Employment Visa Renewal
Stamp on New/ Replaced/ Lost Passport
Visa Transfers

Employment Visa Cancellation

Passoort Amendments

E-Signature

Manage KYC and E-Sign Subscription
HR Signatory Role
Video Verification
About E-signature

Cancellation post submission

New Company Setup

Process
Office Solutions

General Enauiries

Transfer of Incorporation
New Comoanv Aoplication

Establishment Card

Establishment Card Termination
New Establishment Card
Establishment Card Renewal
Establishment Card Amendment

Licensing Services

Third-Party Liability/ Workmen's
Compensation Insurance

License Amendments (Activity / Address)
Good Standing of Parent Company

SEARCH ®

None -
None: v
None: v
None -
None: v

TRENDING ARTICLES

How can | create a case? o408

Where can | find List of DMCC Approved Activities?
o
How can | reschedule Emirates ID biometric

screening appointment through DMCC? @-omz022

What are the current channels available for

members to perform a Portal Top-up? (-

What documents are acceptable as proof of

residential address? ()

If the client wants to cancel the SR after the step is returned for awaiting re-upload

before verification. The client can click on cancel SR button.

DMCC

Home > Appointments

Change Company Officer

Service request #

6694461

Application Initiation

Change Details

Stage 3
Review and Confirm

Stage 4

Download/Upload
Documents

Stage 5
Payment and
Submission

Resolution date

02-0ct-2025

Officer Details

POA Details

Officer Name Country

maylynvelasquez@dmcc.ae

Passport Number

Devika Shetty Shetty Jayaram India -
Shivappa
John Erik Ray United States Of America 15796

(® Devika Shetty

Correspondence mobile number

4971528524980

Logout (>

GUIDELINES -

ADD OFFICER (3)

Roles
HR Signatory

Missing Visa Details

HR Signatory Missing Visa Details

Actions

(-]
(-]

Client will receive the below pop-up message and tick the ‘Yes, | want to cancel the

Service Request’.
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Cancellation Request

I you opt to proceed with the cancellation of this Service Request, the following
charges will apply, with the remaining af redited to your portal balance:

1. Cancellation Fees - To review the SR cancellation charges, kindly click here.
Important Note: Upon cancelatron of this request, you wil receive an email at the
portal user email address specified in this request.

Would you like to proceed with canceling this Service Request?
Yes, | want to cancel the Service Request.

Client will receive the below pop-up message. Client needs to upload the cancellation
request letter and “Select Cancellation request reasons”.
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Cancellation Request

If you opt to proceed with the cancellation of this Service Request, the following
charges will apply, with the remaining amount credited to your portal balance:

1. Cancellation Fees - To review the SR cancellation charges, kindly click here.
Important Note: Upon cancelation of this request, vou will receive an email at the
portal user email address specified in this request.

Would you like to proceed with canceling this Service Request?
Yes, | want to cancel the Service Request.

Upload a request for cancelation specifying the reason for the request for SR
cancelation on your company letterhead, sealed and signed by authorised
signatories

*Cancelation Letter

g, Upload Files

Or drop files

Upload

*Select Cancellation Reasons

Availlable Selected
Change of Mana...
Decided to appl...
The appointed ...

Other

After client, uploaded the cancellation request letter, he will received the pop -up
message.
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file uploaded successfully!!

If client selected — “Others” from the Select Cancellation reason-another box will open
to state, the reason- then click on confirm
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~ | Y5, | Want 1o Cancel the Service Redguest. a

Upload a request for cancelation specifying the reason for the request for SR
cancelation on your company letterhead, sealed and signed by authorised

signatories

*Cancelation Letter

1, Upload Files

Or drop files

Blank Document.pdf
Upload

*Select Cancellation Reasons

Available Selected
FY
Move selection to Available Other
Decided to appl...
w

The appointed ..

*Other Reason

If cancellation request was rejected. The last open step will be re-open.

Service Requests > 6691979 Chane O
Steps ange Owner
[e-][e](x](x

4items « Sorted by Created DateTime » Updated a few seconds ago L L
[] stepid v |StepNo. v | Summary v | Step Name v | StepStatus  \ | Created Date.. 4 \/ | Owner Alias v | Created By v | LastModified By

990.0

9202

([J ][«

00

400

A w n

200

O
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After approval — action path will reflect as “Cancelled”

Dmc (®) Anand Kumar Varadharajulu LoGouT (>
Change Company Officer

Service request # Resolution date Correspondence email ID Correspondence mobile number

Under Review Cancelled
New Officers
New Officers
Individual Name Nationality Passport Number Roles
Officers with updated roles
Individual Name Nationality Passport Number Old Roles New Roles.

New POA's

All linked/sub SR status will be cancelled.

Service Request - - - -
Create New Case | Change Owner | Printable View | Change Record Type | Sharing Hierarchy

[+ Follow || Download / Upload / Review Doc Clone ‘ Edit ‘v‘

v Detalls
vV SRTree
SRTreePage

1|l 5.0 || Routing Step || Dummy Close || System ||
= || Management Review / Approval Process | Approved by DMCCA
.| 10.2|| Management Review / Approval || Approved || State Security || ok
= -Linked SR
972 || Manage KYC and E-Sign Subscription-Manage KYC and E-Sign Subscription-Update Details and E-sign Subscription || Cancelled on Client Request
/Il 30.0| Process Customer Signature || Cancelled on Client Request || e-Signature Verification ||

Il 10.0] Routing Step || Dummy Close || System ||

Priceline for cancellation fee will be invoiced.

SR Price

Pricing Line Net Price VAT % Tax Amount KD Amount Total Price Status

AED

15.0

8

Client will received email notification
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ORLD DOES.
BUSINESS | ©

Dear Valued Member,

Your service request for Apply to Change Company Officer for your company
AQUACHEMIE DMCC under service request number 6691979 has been
cancelled upon your request.

Should you have any inquiries, please contact us on the below contact details.

For more information about our services or to check the status of your service
requests, click the links below:

° Status Checker

@Mp Centre

. Self Service

Status on DMCC Help Desk Status

DMCC

HOME MY CASES SUBMIT FEEDBACK DISCUSSION HOW TO NAVIGATE

Track the progress of your service requests here
* Service Request Number

Stamp Design
--None--

Stamp Color
Search --None-- -

Stamp Quantity

Your service request is cancelled as per your company's request ~
~-None--

with Logo

~-None-- -
Select Business Unit Free Zone = View Info by Category

Bag Type

Select from the below Topics and Sub Topics to view all the related FAGs “Mene-- M
Use arrow keys or mouse to move toolbar | Authorized Representative
DMCC Business Rewards New Company Setup
Technical Support for DMCC Business Rewards Process
Rewards Related to Visa Services Office Solutions TRENDING ARTICLES
Rewards Related to DMCC Business Centre General Enauiries

Lease Transfer of Incorporation

How can | create a case? Mos-uz0n
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Cancellation after verification and approval

The client will receive the following email:

¢ 55 ’
ﬂ DocuSign EU System <dse@eumail.docusign.net> © | © Reply | € ReplyAl | —> Forward | | i

= = Ayat Elsayed Hussein Wed 03/09/2025 12:38 PM

lems with how this message is displayed, clck here to view it in a web browser.

a
DMCC Docuisgn sent you a document to review and sign.
REVIEW DOCUMENT
About DMCC Employment matters
OE The ek g cact e deird ety v by v [5] The nked image cannctbe dispisyed. Tre e may have been moved
e, o datn, vk sk o i pants b te ceract e and ecan fanamed, e daaed, Vcky ok ik pants o he coxract i and ocatn,

(] ]

v

After all signers complete their signature, the document will be uploaded automatically

A A~ [ 1

- UPLOAD a copy of Doc Sign Shal ders

Uploaded

mary for
Uploaded

m Shareholder Resolution
Summary MSA

m AN P ES UPLOAD a co oc Sign ry for Board
Resolution.

Uploaded

m EJ:LJ«Pac: py of Doc Sign for Board
Resolution.

Uploaded

A

September 3,
m UPLOAD Revocation Resolution Uploaded 2025 at 12:47:53
PM

Generated Documents

Preview v | Name ~ | rerson/vorporare ... | Instruction v | status v | DMCCInternal Co... /| DMCC Comments | Customer Comme... | LastModified Date | DocuSign Regenerate Signers
View e-Document Electron ureUn..  Rejected 2025-09-02T08:11:30.00.
v
AT GeA AR W e

Client will receive email with the designed resolution & its summary
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& O 3 £ Searct lﬁu Q 2 2
|E] File  Home Send/Receive Folder View Help Try the new Outlook (@ off) | Copilot +
~ | N
= L [ m E u ) EV‘] F}] A New Group A)) ) P_u F @
_— [538 - 4 4 Browse Groups &) Address Book a= v gll
New  New %~ Delete Archive | Report Quick Move | Tags Read  Translate Al Reply with Viva
Email ltemsv Qv v - Foward B v Steps v v v Y Filter Email Aloud v Apps  Scheduling Poll Insights
R New Delete Report Respond Teams  Quick Steps TS Groups Find Speech  Language | Apps find Time. Protection  Salesforce  Add-in ~
<
wFavorites All Unread ByDate v | Completed: -HAGGAR DMCC-Revocation Resolution.pdf
Deleted Items v Today a
Repl! 4 Reply All > F d
v o i DocuSign EU System <dse@eumail.docusign.net> © Py ) tepy orwar
DMCC Docuisgn via Docusign (1] o 03709
v AyatElsayed Hussein@dmcc.ae Completed: SR-6692779-HAGGAR DMCC-R. 12:48 M
& All emails ) f there are problems with how this message is displayed, click here to view it in 3 web browser
— DMCC Docuisgn via Docusign Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in ths message.
Completed: SR-6692779-HAGGAR DMCC-R... 12:48 PM I Revocation Resolution.docxpdf Summary.pdf
> Conversation History <o BB P mm@ v
Sent Items DMCC Docuisgn via Docusign (1] 2
Drafts Completed: SR-6692779-HAGGAR DMCC-R 12:48 PM — = = =
EXTERNAL EMAIL: This is an external email received from the Internet. If you suspect that the email
Deleted Items = f e - A
DMCC Docuisgn via Docusign pp T contains any malicious content, please forward the email to IT.Security@dmcc.ae
Cases. Completed: SR-6692779-HAGGAR DMCC-R... 12:48 PM
Archive R
> EV-ArchiveMailbox DMCC Docuisgn via Docusign i
SR-6692779-HAGGAR DMCC-Revocation R 12:38 PM
Junk Email [2623]
G REnMaibod DMCC Docuisgn via Docusign
Outbox SR-6692779-HAGGAR DMCC-Revocation R. 12:38 PM
RSS Subscriptions
DMCC Docuisgn via Docusign
PEbEl=E SR-6692779-HAGGAR DMCC-Revocation R. 1238 PM
v Groups ‘our document has been completed
Jou have not Joinedt N DMCC Docuisgn via Docusign
fou have not Joinec any groups yef SR-6692779-HAGGAR DMCC-Revocation R. 12:38 PM
. VIEW COMPLETED DOCUMENT
Docusign via Docusign [t}
Completed: Revoking resolution SR 61550, 12:11PM
v
Bayzat v < »
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