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JAFZA eSERVICES 
Attest Employment Contract (EC) 
User’s Manual 
Copyright Information 

Copyright © 2009 by Dubai Trade. All rights reserved This docum ent and all associated attachm ents m entioned 
therein are the intellectual property of Dubai Trade. This document shall be used only by persons authorized by 
DUBAI TRADE, for the purpose of carrying out their obligations under a specific contract with DUBAI TRADE. 
Unauthorized copying, printing, disclosure to third party and transmission of this document to any other 
destination by any media will constitute an unlawful act, attracting appropriate legal actions. 

Control Document Notification 

This is a controlled document. Unauthorized access, copying, replication and usage for a purpose other than for 
which this is intended are prohibited. This docum ent is being m aintained on electronic m edia. A ny hard copies 
of it are uncontrolled and may not be the latest version. Ascertain the latest version available with DUBAI 
TRADE. 
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This service is to request for attested (certified and stamped) employment contract from JAFZA. 
Three sets of Employment Contract of the employee must be submitted. 

Navigation: 

1. Login to Dubai Trade 
 

2. Go to Employee Services from the menu on the left 
 

3. Then Go to Employment Contract (EC) 

 

4. Click on Attest EC – Approval 

 

5. Then Click on Create New Request 

 

 

 

 

 

 



Attest Employment Contract (EC) 

 

4 

4 
j ’   Page 

Procedure:  

1. Select Courier Delivery/Collection Required? 

 

Note: Enter either the Employee Number or the Post Number for this request. If both is 
entered no data will be displayed 

2. Search and Select the Employee Number in the pop-up window that appears by clicking 
on the magnifying glass icon instead of typing in the field 

 

3. Enter either the Employee Number, First Name, Last Name, Passport Number, Job Title, 
Nationality and click Search 

 

OR 

4. Search and Select the Post Number in the pop-up window that appears by clicking on 
the magnifying glass icon instead of typing in the field 

 

5. Enter either the Post Number, First Name, Last Name, Passport Number, Job Title, 
Nationality, Entry Permit Number, Entry Permit Issued Date, Entry Permit Expiry Date 
and click Search 
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6. Specify the Reason for Request or give additional information for JAFZA. 

 

7.  Click on  to save the request for future action. 

Click  to submit the request to the Free Zone Authority for 
processing.  
 

8. Click on Pay now to confirm charges and submit the request. 
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