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SERVICE REQUEST MANUAL 

EMPLOYEE RESIDENCE VISA RENEWAL  
 
 

Purpose 

This document is designed to define and illustrate the online process related to ‘Request 
for Residence Visa Renewal’. 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 ‘Request for Residence Visa Renewal’ operates in conjunction with, but 
not limited to the below stated policies and guidelines: 

• Residence Visa Renewal Guideline; 
 

• DMCC Company Regulations; 
 

• Free Zone Rules & Regulations; and 
 

• Federal Authority for Identity and Citizenship (FAIC) Rules and Regulations. 

 
Applicability 

This document will be applicable to all DMCC member companies with active licence who 
are applying for visa renewal for their existing employees. 

 
Important Notes 

• The company must initiate the visa renewal before the visa expiry date to avoid any 
late penalties. 

 
• The company Establishment Card and licence must be valid in order to apply for the 

Employee Residence Permit (Visa) Renewal service request. 
 

• If the visa is being renewed after the expiry of the grace period (30 days from the date 
of expiry), then a penalty will be levied costing AED 25 per day. 

 
• At the time of renewal, the applicant passport should be valid for at least 3 months. 
 
• If the applicant needs the visa to be stamped on a different passport, then, passport 

https://dmccsf.my.salesforce.com/sfc/p/b0000000aAZR/a/5F000000Lopo/M4Oq2J1CzAIgAfj24SHA.onhx3PrgE.ESJ0FGJJ.FZE
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details amendment service request should also be raised before the renewal request. 
 
• A valid health insurance under the DMCC company sponsorship / coverage issued 

through a local insurance company is required. If the health insurance is valid for less 
than 1 month, DMCC requires an undertaking letter from the company stating they will 
renew it upon the expiry date. 
 

• Emirates ID registration and medical fitness request typing services are also provided 
by DMCC (optional). 

 
• In case the Emirates ID registration typing service is not selected initially at the service 

request creation, the company has the option to create a separate service request 
through their portal at ‘Employee Services – Employee Residence Permit – Emirates ID 
Typing’. 

 
• In case the medical fitness request service is not initially selected at the service 

request creation, the company has the option to create a separate service request 
through their portal at ‘Employee Services – Employee Residence Permit – Medical 
Fitness Request Typing’. 

 
• Members can apply for the applicant’s health insurance through one of the Dubai 

Health Authority (DHA) 45 approved local health insurance inside UAE. For the 
complete list, please visit http://www.isahd.ae/Home/PermittedInsuerers. 

http://www.isahd.ae/Home/PermittedInsuerers
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The Process:  

 
 

1. Login to your member portal to complete the application form at ‘Employment 
Services - Visa services - Employee Residence Permits (Visa) – Renew Existing’ 
on the DMCC portal. 

 

2. Insert the employee company card number and click ‘Lookup’. 
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3. Select the relevant document. 

4. Fill in the employee health insurance details. 
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5. To apply for DMCC Medical Fitness request, please select the type of medical service 

request. Please note that the medical fitness test type once selected, cannot be 
changed or upgraded. (Optional and for an additional fee. Refer to the Schedule of 
Charges) 

 
 
 
 
 
 
 
 
 
 
 

6. To apply for the DMCC Emirates ID typing, please tick the ‘Apply for Emirates 
ID Typing Request’ box. (Optional and for an additional fee. Refer to the 
Schedule of Charges) 

 
 
 
 
 
 
 
 
 
 

7. Fill in the employee mobile number and email address. 
 
 
 
 
 
 
 
 

8. If the employee requires visa data amendment (job title, nationality, name 
change), please select the type of amendment required. 

 
 
 

https://dmccsf.my.salesforce.com/sfc/p/b0000000aAZR/a/5F000000kEZv/thhPbszfLmvc5aelrgT6Kv91.aEmrIpmfm3Mkb12UV8
https://dmccsf.my.salesforce.com/sfc/p/b0000000aAZR/a/5F000000kEZv/thhPbszfLmvc5aelrgT6Kv91.aEmrIpmfm3Mkb12UV8
https://dmccsf.my.salesforce.com/sfc/p/b0000000aAZR/a/5F000000kEZv/thhPbszfLmvc5aelrgT6Kv91.aEmrIpmfm3Mkb12UV8
https://dmccsf.my.salesforce.com/sfc/p/b0000000aAZR/a/5F000000kEZv/thhPbszfLmvc5aelrgT6Kv91.aEmrIpmfm3Mkb12UV8
https://dmccsf.my.salesforce.com/sfc/p/b0000000aAZR/a/5F000000kEZv/thhPbszfLmvc5aelrgT6Kv91.aEmrIpmfm3Mkb12UV8
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9. Select residence visa validity 
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10. Fill in the portal user details and mobile number to receive status notifications from 
DMCC in the ‘Correspondence Details’. Then, click ‘Save’ to receive the service 
request number. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. Take a note of the service request number for future follow-ups and company 
records. 
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12. Click the ‘Download/Upload/Review Doc’ button to upload the required documents 
under the ‘SR Documents’ section. Click ‘Upload’ and ensure to upload all the 
required documents. 
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13. After uploading the documents, click ‘Submit’ and proceed with the payment. 
 

14. Check the price details and click ‘Confirm’. 
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15. You will receive an email notification from DMCC confirming that the application is 

submitted. 
 
 

16. You will receive an email notification if the medical fitness test request from 
DMCC was selected. 
 

17.  You will receive an email notification once the Emirates ID registration form typing 
is done. 

 

 
18. Under the service request ‘SR Documents’, click ‘View E-Document’ to view the 

Emirates ID registration form and medical request form. Print a copy of the medical 
request form and approach the designated medical centre to complete the medical 
test. 
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19. Upon receipt of the medical test results document, upload it in the same service 

request ‘SR Documents’ under ‘Medical Fitness Certificate’. Click ‘Upload’ to upload 
the health insurance card & the medical fitness certificate. 
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Sample of the Medical Fitness application: 
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Sample of the Emirates ID Registration Form: 
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20. You will receive an email notification confirming the submission of the application to 
the Immigration Department Federal Authority for Identity and Citizenship (FAIC). 

21. You will receive an email notification for the delivery / collection once the 
application is approved by the Immigration Department Federal Authority for 
Identity and Citizenship (FAIC). 

 
22. Please refer to the ‘Delivery Airway Bill Number’ on the service request to track the 

delivery of the passport. 
 

Mr. ABC, with Passport no. 
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23. You can check the status of your application at any stage on the DMCC website via 
the Visa Status Checker at www.dmcc.ae/free-zone/support/how-guides/visa-status- 
checker. 

 

https://www.dmcc.ae/free-zone/support/how-guides/visa-status-checker
https://www.dmcc.ae/free-zone/support/how-guides/visa-status-checker
https://www.dmcc.ae/free-zone/support/how-guides/visa-status-checker

