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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. 
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of it are uncontrolled and may not be the latest version. Ascertain the latest version available with DUBAI 
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This service is to request to renew the Company Employment Card (CEC) for the Employee. 
Company Employment Card is valid for 3 years and renewals must be done at least 15 days prior 
to expiry. 

Note: There is No service to apply for a new Company Employment Card (CEC) because New 
Company Employment Card is packaged with the New Employment Visa Application and sent 
after the process for New Employment Visa is completed. 

Navigation: 

1. Login to Dubai Trade 
 

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

3. Then Go to Company Employment Card (CEC) 

 

4. Click on Renew CEC – Approval 

 

5. Then Click on Create New Request 

 

6. The List of Employment Cards which expired within the Last 30 days and the 
Employment Cards expiring in the next 60 days will display 
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Procedure:  

1. Click on Search Cards 

 

2. The Search page will be displayed, Search by either Employee Number, Passport 
Number or Employment Card Expiry Date 
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3. Enter the Employee Number and click on Search Cards (Optional) 

 

OR 

4. 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 

 

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

 

6. Enter Passport Number and Click on Search Cards (Optional) 

 

7. Enter Employment Card Expiry Date and Click on Search Cards (Optional) 

 

OR 

8. Select the Employment Card Expiry Date from the Calendar 

 

9. Select the Employment Card which needs to be renewed 
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10.  Click  to submit the request to the Free Zone Authority for 
processing.  
 

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