ﺍﳋــﺪﻣــﺔ
ﻣﻴﺜﺎﻕ ﺧﺪﻣﺔ ﺍﳌﺘﻌﺎﻣﻠﲔ
..ﻧﺮﺗﻘﻲ ﺑﺨﺪﻣﺎﺗﻨﺎ"
"ﻟﺘﺤﻘﻴﻖ ﺭﺿﺎﻛﻢ
ﺳﻌﺎﺩﺓ ﺳﻠﻄﺎﻥ ﻋﺒﺪﺍﷲ ﺑﻦ ﻫﺪﻩ ﺍﻟﺴﻮﻳﺪﻱ
ﺭﺋﻴﺲ ﺍﻟﺪﺍﺋﺮﺓ
،ﲢﺮﺹ ﺩﺍﺋﺮﺓ ﺍﻟﺘﻨﻤﻴﺔ ﺍﻻﻗﺘﺼﺎﺩﻳﺔ ﻋﻠﻰ ﺗﻄﻮﻳﺮ ﻭﲢﺴﲔ ﺧﺪﻣﺎﺗﻬﺎ ﺑﺄﺭﻗﻰ ﻣﻌﺎﻳﻴﺮ ﺍﳉﻮﺩﺓ
ﻟﺘﺤﻘﻴﻖ ﺭﺿﺎ ﺍﳌﺘﻌﺎﻣﻠﲔ

ﺧـﺪﻣـﺔ ﺍﻟـﻤـﺘـﻌـﺎﻣـﻠـﲔ
ﺍﻹﺻﺪﺍﺭ ﺍﻷﻭﻝ – 2015

ﻋﻨﺪ ﺍﻟﺘﻌﺎﻣﻞ ﻣﻌﻨﺎ ﻓﺈﻧﻨﺎ ﻧﻠﺘﺰﻡ ﺑﺄﻥ
ﻧﺤﺴﻦ ﺍﺳﺘﻘﺒﺎﻟﻜﻢ ﻭﻧﻌﺎﻣﻠﻜﻢ ﺑﻮﺩ ﻭﺍﺣﺘﺮﺍﻡ ﻭﻋﺪﺍﻟﺔ
 ﻧﻮﻓﺮ ﺍﻟﺒﻴﺌﺔ ﻭﺍﳌﺮﺍﻓﻖ ﻭﺍﻟﺘﺴﻬﻴﻼﺕ ﺍﻟﻼﺯﻣﺔ ﻟﺘﻘﺪﱘ ﺍﳋﺪﻣﺔ ﺑﺸﻜﻞ ﻣﺘﻤﻴﺰ ﻧﻘﺪﻡ ﺍﳋﺪﻣﺔ ﺩﻭﻥ ﺗﺄﺧﻴﺮ ﻭﻋﺒﺮ ﺍﻟﻘﻨﻮﺍﺕ ﺍﻟﺘﻲ ﺗﻨﺎﺳﺒﻜﻢ ﻗﺪﺭ ﺍﻹﻣﻜﺎﻥ ﻧﺆﻣﻦ ﻟﻜﻢ ﻣﻌﻠﻮﻣﺎﺕ ﺩﻗﻴﻘﺔ ﻭﺇﺟﺮﺍﺀﺍﺕ ﺧﺪﻣﺔ ﺳﻠﻴﻤﺔ ﻧﺤﺎﻓﻆ ﻋﻠﻰ ﺳﺮﻳﺔ ﺑﻴﺎﻧﺎﺗﻜﻢ ﻭﺧﺼﻮﺻﻴﺔ ﺍﺳﺘﻔﺴﺎﺭﺍﺗﻜﻢ ﻭﻣﻌﺎﻣﻼﺗﻜﻢ ﻧﻄﻮﺭ ﺇﺟﺮﺍﺀﺍﺗﻨﺎ ﻭﻧﻨﺴﻖ ﻣﻊ ﺷﺮﻛﺎﺋﻨﺎ ﻟﻼﺭﺗﻘﺎﺀ ﺑﺎﳋﺪﻣﺎﺕ ﲟﺎ ﻳﺘﻨﺎﺳﺐ ﻣﻊ ﺍﺣﺘﻴﺎﺟﺎﺗﻜﻢ ﻧﺮﺣﺐ ﺑﺂﺭﺍﺋﻜﻢ ﻭﺍﻗﺘﺮﺍﺣﺎﺗﻜﻢ ﻟﻨﺘﺸﺎﺭﻙ ﻣﻌﻜﻢ ﻓﻲ ﺗﻄﻮﻳﺮ ﺧﺪﻣﺎﺗﻨﺎﻣﺎ ﻧﺮﺟﻮﻩ ﻣﻨﻜﻢ ﻟﺘﻮﻓﻴﺮ ﺧﺪﻣﺔ ﻣﺘﻤﻴﺰﺓ ﻟﻜﻢ
ﺍﻟﺘﻌﺎﻣﻞ ﺑﺸﻜﻞ ﺇﻳﺠﺎﺑﻲ ﻣﻊ ﺍﻟﺪﺍﺋﺮﺓ ﻭﺗﻘﺪﻳﺮ ﺟﻬﻮﺩ ﻣﻮﻇﻔﻴﻬﺎ
 ﺗﻔﻬﻢ ﺍﻹﺟﺮﺍﺀﺍﺕ ﻭﺍﻟﻘﻮﺍﻧﲔ ﺍﳌﺘﺒﻌﺔ ﻓﻲ ﺍﻟﺪﺍﺋﺮﺓ ﲡﻬﻴﺰ ﺍﻷﻭﺭﺍﻕ ﺍﻟﺜﺒﻮﺗﻴﺔ ﻭﺍﳌﺴﺘﻨﺪﺍﺕ ﺍﳌﻄﻠﻮﺑﺔ ﻣﺴﺒﻘﺎ ﹰ ﻹﲤﺎﻡ ﺍﳌﻌﺎﻣﻠﺔ ﲢﺪﻳﺚ ﺍﻟﺒﻴﺎﻧﺎﺕ ﺍﳋﺎﺻﺔ ﺑﻜﻢ ﺇﺫﺍ ﻃﺮﺃ ﻋﻠﻴﻬﺎ ﺃﻱ ﺗﻐﻴﻴﺮ ﺍﻟﺮﺩ ﻋﻠﻰ ﺍﺳﺘﻔﺴﺎﺭﺍﺕ ﺍﳌﻮﻇﻔﲔ ﺍﳌﺘﻌﻠﻘﺔ ﺑﺘﻘﺪﱘ ﺍﳋﺪﻣﺎﺕ ﻣﺸﺎﺭﻛﺘﻨﺎ ﻣﻘﺘﺮﺣﺎﺗﻜﻢ ﻭﺷﻜﺎﻭﻳﻜﻢ ﻟﺘﻤﻜﻴﻨﻨﺎ ﻣﻦ ﲢﺴﲔ ﺧﺪﻣﺎﺕ ﺍﻟﺪﺍﺋﺮﺓﺃﻭﻗﺎﺕ ﺗﻘﺪﱘ ﺧﺪﻣﺎﺗﻨﺎ
ﺍﳌﻘﺮ ﺍﻟﺮﺋﻴﺴﻲ ﻭ ﺍﻟﻔﺮﻭﻉ :ﻣﻦ ﺍﻟﺴﺎﻋﺔ  7:30ﺻﺒﺎﺣﺎ ﹰ ﺣﺘﻰ ﺍﻟﺴﺎﻋﺔ  2:30ﻇﻬﺮﺍ ﹰ
ﻣﺮﺍﻛﺰ ﺗﻘﺪﱘ ﺍﳋﺪﻣﺔ ) ﺗﺴﻬﻴﻞ ( :ﻣﻦ ﺍﻟﺴﺎﻋﺔ  8:00ﺻﺒﺎﺣﺎ ﹰ ﺣﺘﻰ ﺍﻟﺴﺎﻋﺔ  8:00ﻣﺴﺎ ﹰﺀ
ﻣﻮﻗﻌﻨﺎ :ﻣﻨﻄﻘﺔ ﺍﻟﺪﻭﺍﺋﺮ ﺍﳊﻜﻮﻣﻴﺔ  ،ﺍﻟﻠﻴﺔ  ،ﺍﻟﺸﺎﺭﻗﺔ
ﺇﻥ ﻛﺎﻧﺖ ﻟﺪﻳﻜﻢ ﺃﻳﺔ ﺍﺳﺘﻔﺴﺎﺭﺍﺕ ﺃﻭ ﺃﺳﺌﻠﺔ ،ﳝﻜﻨﻜﻢ ﺍﻟﺘﻮﺍﺻﻞ ﻣﻌﻨﺎ ﻋﺒﺮ ﺍﻟﺒﺮﻳﺪ ﺍﻹﻟﻜﺘﺮﻭﻧﻲ:
sedd@sedd.gov.ae

ﻃﺒﺎﻋﺔ ﻛﺸﻒ ﺍﻟﺮﺧﺺ

ﺍﳌﺴﺘﻨﺪﺍﺕ ﺍﳌﻄﻠﻮﺑﺔ

ﺻﻮﺭﺓ ﺟﻮﺍﺯ ﺍﻟﺴﻔﺮ ﺃﻭ ﺍﻟﻬﻮﻳﺔ.
ﺣﻀﻮﺭ ﺻﺎﺣﺐ ﺍﻟﻌﻼﻗﺔ ﺃﻭ ﻣﻦ ﻳﻨﻮﺏ ﻋﻨﻪ ﻗﺎﻧﻮﻧﺎ ﹰ ﺃﻭ ﺑﻄﺎﻗﺔ ﺍﳌﻨﺪﻭﺏ.
ﺍﻟﺮﺳﻮﻡ 10 :ﺩﺭﻫﻢ ﻋﻦ ﻛﻞ ﺻﻔﺤﺔ.

ﺇﻓﺎﺩﺓ ﻋﻦ ﻭﺟﻮﺩ ﺭﺧﺺ ﲡﺎﺭﻳﺔ

)ﺇﻓﺎﺩﺓ ﻟﻠﻤﺘﻌﺎﻣﻠﲔ ﺗﻮﺿﺢ ﻭﺟﻮﺩ ﺃﻭ ﻋﺪﻡ ﻭﺟﻮﺩ ﺍﻟﺮﺧﺺ ﺍﻟﺘﺠﺎﺭﻳﺔ(.

ﺍﳌﺴﺘﻨﺪﺍﺕ ﺍﳌﻄﻠﻮﺑﺔ

ﺻﻮﺭﺓ ﺟﻮﺍﺯ ﺍﻟﺴﻔﺮ ﺃﻭ ﺍﻟﻬﻮﻳﺔ.
ﺣﻀﻮﺭ ﺻﺎﺣﺐ ﺍﻟﻌﻼﻗﺔ ﺃﻭ ﻣﻦ ﻳﻨﻮﺏ ﻋﻨﻪ ﻗﺎﻧﻮﻧﺎ ﹰ.
ﺍﻟﺮﺳﻮﻡ 10 :ﺩﺭﻫﻢ ﻋﻦ ﻛﻞ ﻧﺴﺨﺔ.

ﺗﻘﺮﻳﺮ ﻋﻦ ﺣﺎﻝ ﺍﻟﺮﺧﺼﺔ

)ﺇﻓﺎﺩﺓ ﺗﻔﺼﻴﻠﻴﺔ ﻋﻦ ﺑﻴﺎﻧﺎﺕ ﻭ ﺣﺎﻝ ﺍﻟﺮﺧﺼﺔ(.

ﺍﳌﺴﺘﻨﺪﺍﺕ ﺍﳌﻄﻠﻮﺑﺔ

ﺻﻮﺭﺓ ﺟﻮﺍﺯ ﺍﻟﺴﻔﺮ ﺃﻭ ﺍﻟﻬﻮﻳﺔ.
ﺣﻀﻮﺭ ﺻﺎﺣﺐ ﺍﻟﻌﻼﻗﺔ ﺃﻭ ﻣﻦ ﻳﻨﻮﺏ ﻋﻨﻪ ﻗﺎﻧﻮﻧﺎ ﹰ.
ﺍﻟﺮﺳﻮﻡ 100 :ﺩﺭﻫﻢ.

ﺭﺑﻂ ﺍﳌﺴﺘﺜﻤﺮ ﻣﻊ ﺍﳌﺴﺘﺨﺪﻡ ﻟﻠﺨﺪﻣﺎﺕ ﺍﻹﻟﻜﺘﺮﻭﻧﻴﺔ

)ﺭﺑﻂ ﺭﻗﻢ ﺍﳌﺴﺘﺜﻤﺮ ﺑﺎﺳﻢ ﺍﳌﺴﺘﺨﺪﻡ ﻟﻴﺘﻤﻜﻦ ﺍﳌﺘﻌﺎﻣﻞ ﻣﻦ ﺍﺳﺘﺨﺪﺍﻡ ﺍﳋﺪﻣﺎﺕ
ﺍﻹﻟﻜﺘﺮﻭﻧﻴﺔ ﻭ ﺍﻟﺘﻄﺒﻴﻘﺎﺕ ﺍﻟﺬﻛﻴﺔ(.

ﺍﳌﺴﺘﻨﺪﺍﺕ ﺍﳌﻄﻠﻮﺑﺔ

ﻳﺠﺐ ﻋﻠﻰ ﺍﳌﺴﺘﺜﻤﺮ ﺩﺧﻮﻝ ﻣﻮﻗﻊ ﺍﻟﺪﺍﺋﺮﺓ www.sedd.ae

ﻭ ﺗﺴﺠﻴﻞ ﺍﺳﻢ ﻣﺴﺘﺨﺪﻡ ﻟﻠﺨﺪﻣﺎﺕ ﺍﻹﻟﻜﺘﺮﻭﻧﻴﺔ.
ﻋﻠﻰ ﺍﳌﺘﻌﺎﻣﻞ ﻣﺮﺍﺟﻌﺔ ﺍﻟﺪﺍﺋﺮﺓ )ﻗﺴﻢ ﺧﺪﻣﺔ ﺍﳌﺘﻌﺎﻣﻠﲔ(
ﻟﺮﺑﻂ ﺍﳌﺴﺘﺨﺪﻡ ﺑﺮﻗﻢ ﺍﳌﺴﺘﺜﻤﺮ.
ﺻﻮﺭﺓ ﺟﻮﺍﺯ ﺍﻟﺴﻔﺮ ﺃﻭ ﺍﻟﻬﻮﻳﺔ.
ﺷﺨﺼﻴﺎ ﹰ ﺃﻭ ﻣﻦ ﻳﻨﻮﺏ ﻋﻨﻪ ﻗﺎﻧﻮﻧﺎ.ﹰ
ﺣﻀﻮﺭ ﺍﳌﺴﺘﺜﻤﺮ
ﹶ

ﺇﺻﺪﺍﺭ ﺑﻄﺎﻗﺔ ﺍﳌﻨﺪﻭﺏ

)ﻫﻲ ﺑﻄﺎﻗﺔ ﺗﺼﺪﺭﻫﺎ ﺍﻟﺪﺍﺋﺮﺓ ﺑﺤﺴﺐ ﻃﻠﺐ ﺃﺻﺤﺎﺏ ﺍﻟﺘﺮﺧﻴﺺ ﻷﺷﺨﺎﺹ
ﻣﺨﻮﻟﲔ ﺑﺘﻘﺪﱘ ﺍﳌﻌﺎﻣﻼﺕ ﺍﳋﺎﺻﺔ ﺑﻬﻢ(.

ﺍﳌﺴﺘﻨﺪﺍﺕ ﺍﳌﻄﻠﻮﺑﺔ

ﺻﻮﺭﺓ ﻋﻦ ﺍﻟﺮﺧﺼﺔ.
ﺇﺳﺘﻤﺎﺭﺓ ﺍﻋﺘﻤﺎﺩ ﻣﻨﺪﻭﺏ.
ﺻﻮﺭﺓ ﺟﻮﺍﺯ ﺍﻟﺴﻔﺮ ﻭ ﺍﻹﻗﺎﻣﺔ ﻟﻠﻤﻨﺪﻭﺏ.
)ﻳﺠﺐ ﺃﻥ ﺗﻜﻮﻥ ﺍﻹﻗﺎﻣﺔ ﻋﻠﻰ ﺍﻟﺸﺮﻛﺔ ﻧﻔﺴﻬﺎ ﺃﻭ ﺃﻱ ﺷﺮﻛﺔ ﺃﺧﺮﻯ ﳑﻠﻮﻛﺔ ﻟﻠﻤﺴﺘﺜﻤﺮ(.
ﻋﺪﺩ  2ﺻﻮﺭ ﺷﺨﺼﻴﺔ ﻟﻠﻤﻨﺪﻭﺏ.
ﺭﺳﺎﻟﺔ ﻣﻦ ﺍﻟﺸﺮﻛﺔ ﻳﻮﺿﺢ ﻓﻴﻬﺎ ﺍﺳﻢ ﺍﳌﻨﺪﻭﺏ ﺗﻜﻮﻥ ﻣﻮﻗﻌﺔ ﻣﻦ ﻣﺎﻟﻚ ﺍﻟﺘﺮﺧﻴﺺ
ﻭ ﻣﺨﺘﻮﻣﺔ ﺑﺨﺘﻢ ﺍﻟﺸﺮﻛﺔ.

ﺧﺘﻢ ﻃﺒﻖ ﺍﻷﺻﻞ

)ﻳﺘﻢ ﺧﺘﻢ ﻃﺒﻖ ﺍﻷﺻﻞ ﻋﻠﻰ ﺍﻟﺮﺧﺺ ﻭﺍﻟﺴﺠﻞ ﺍﻟﺘﺠﺎﺭﻱ
ﺑﺤﺴﺐ ﻃﻠﺐ ﺍﳌﺴﺘﺜﻤﺮ ﻟﺘﻘﺪﳝﻬﺎ ﺇﻟﻰ ﺍﳉﻬﺎﺕ ﺍﳌﻄﻠﻮﺑﺔ(.

ﺍﳌﺴﺘﻨﺪﺍﺕ ﺍﳌﻄﻠﻮﺑﺔ

ﺻﻮﺭﺓ ﺟﻮﺍﺯ ﺍﻟﺴﻔﺮ ﺃﻭ ﺍﻟﻬﻮﻳﺔ.
ﺣﻀﻮﺭ ﺻﺎﺣﺐ ﺍﻟﻌﻼﻗﺔ ﺃﻭ ﻣﻦ ﻳﻨﻮﺏ ﻋﻨﻪ ﻗﺎﻧﻮﻧﺎ ﹰ.
ﺍﻟﺮﺳﻮﻡ 100 :ﺩﺭﻫﻢ.

ﻃﺒﺎﻋﺔ ﻣﺴﺘﺨﺮﺝ ﻣﻦ ﺍﻟﻨﻈﺎﻡ

)ﺍﺳﺘﺨﺮﺍﺝ ﺻﻮﺭﺓ ﻣﻦ ﺍﳌﺴﺘﻨﺪﺍﺕ ﺍﻟﺘﻰ ﰎ ﺗﻘﺪﳝﻬﺎ ﺇﻟﻰ ﺍﻟﺪﺍﺋﺮﺓ ﻣﻦ ﻗﺒﻞ
ﺍﳌﺴﺘﺜﻤﺮ ﻋﻨﺪ ﺇﳒﺎﺯ ﻣﻌﺎﻣﻼﺗﻬﻢ(.

ﺍﳌﺴﺘﻨﺪﺍﺕ ﺍﳌﻄﻠﻮﺑﺔ

ﺻﻮﺭﺓ ﺟﻮﺍﺯ ﺍﻟﺴﻔﺮ ﺃﻭ ﺍﻟﻬﻮﻳﺔ.
ﺣﻀﻮﺭ ﺻﺎﺣﺐ ﺍﻟﻌﻼﻗﺔ ﺃﻭ ﻣﻦ ﻳﻨﻮﺏ ﻋﻨﻪ ﻗﺎﻧﻮﻧﺎ ﹰ.
ﺍﻟﺮﺳﻮﻡ 10 :ﺩﺭﻫﻢ.

ﺗﺮﺟﻤﺔ ﺍﻟﺮﺧﺼﺔ ﻭ ﺍﻟﺴﺠﻞ

ﺗﺮﺟﻤﺔ ﺍﻟﺮﺧﺼﺔ ﺍﻟﺘﺠﺎﺭﻳﺔ ﻭ ﺍﻟﺴﺠﻞ ﺇﻟﻰ ﺍﻟﻠﻐﺔ ﺍﻹﳒﻠﻴﺰﻳﺔ
)ﻳﺤﺘﺎﺝ ﺍﻷﻣﺮ ﺇﻟﻰ ﻳﻮﻣﻲ ﻋﻤﻞ ﻋﻠﻰ ﺍﻷﻗﻞ(.

ﺍﳌﺴﺘﻨﺪﺍﺕ ﺍﳌﻄﻠﻮﺑﺔ

ﺻﻮﺭﺓ ﺟﻮﺍﺯ ﺍﻟﺴﻔﺮ ﺃﻭ ﺍﻟﻬﻮﻳﺔ.
ﺣﻀﻮﺭ ﺻﺎﺣﺐ ﺍﻟﻌﻼﻗﺔ ﺃﻭ ﻣﻦ ﻳﻨﻮﺏ ﻋﻨﻪ ﻗﺎﻧﻮﻧﺎ ﹰ.
ﺍﻟﺮﺳﻮﻡ 400 :ﺩﺭﻫﻢ.

Customer Charter
“ We develop our services ..
To attain your satisfaction”
Sultan Abdullah bin Hadda Al Suwaidi
Chairman of the Department
Sharjah Economic Development Department is keen to achieve
excellence in developing and improving its services with high quality
standards to gain customer satisfaction
OUR COMMITMENT TO YOU
- We will receive you with diligence and treat you with respect, attention and fairness.
- We will provide you with the suitable atmosphere and facilities to deliver excellent
customer service.
- We will provide you with a timely multi-channel service at your convenience, whenever
possible.
- We will provide you with accurate information and competent service procedures.
- We will maintain the conﬁdentiality of your data and privacy of your transactions and
inquiries.
- We will always improve our procedures and coordinate with our partners to provide you
with services that
commensurate with your needs.
- We welcome your feedback and suggestions to serve you better.
YOUR COMMITMENT TO US
- Appreciating the efforts of our staff members in serving you.
- Understanding our rules and procedures.
- Providing us with all required documents and proofs at the time of submitting your applications.
- Informing us immediately of any changes to information provided.
- Being cooperative and accurate in answering any inquiries made by our staff.
- Sharing your suggestions and complaints with us to develop our services.

Customer Service
First Edition – 2015

YOU CAN REACH OUR SERVICES THROUGH
SEDD Main Headquarter or branches: 7:30am - 2:30pm
“Tasheel” Service Centers: 8:00am - 8:00pm
Our location : Government Departments Complex, Al Layyah Suburb, Sharjah
For inquires and questions, contact us via the email address :sedd@sedd.gov.ae

Service
Printing Licenses Statement
Required Documents
Copy of valid passport or Emirates ID.
Presence of concerned parties, their legal representatives, or representative ID.
Fees: 10 AED for each paper

Licenses Testimony
(A testimony that explains to the customer about the availability
of a commercial license).

Representative ID Issuance
(The representative ID is issued by the Department according to customer’s
request to authorize its employee to submit and receive transactions).

Required Documents

Copy of license.
Representative adoption form.
Copy of representative passport and residence
(Residence must be on the same company or
other company owned by the investor).
Representative personal picture (2).
An ofﬁcial letter from license’s company or owner that clearly
displays representative name and guarantor signature and should be
stamped by the company or institution.

Required Documents

Replica Stamp

Copy of valid passport or Emirates ID.
Presence of concerned parties or their legal representatives.
Fees: 10 AED for each copy

(Original license and record are stamped by the Customer Service
employee at the request of the investor to submit it to the concerned parties).

Required Documents

(A report about license’s data and status).

Copy of valid passport or Emirates ID.
Presence of concerned parties or their legal representatives.
Fees: 100 AED

Required Documents

Printing out Extraction from System

License Status Report

Copy of valid passport or Emirates ID.
Presence of concerned parties or their legal representatives.
Fees: 100 AED

Linking Investors with user’s e-services
(The act of linking the investor’s number with the username to enable
customer from using e-services and smart applications).

Required Documents
User names are registered by visiting SEDD website www.sedd.ae.
Customer should attend in person to Customer Service Section to
link user with investor number.
Copy of passport and Emirates ID.
Presences of investor or his/her legal representative.

(A copy is extracted from the system from the document provided
by the investor after completing his/her transactions).

Required Documents

Copy of valid passport or Emirates ID.
Presence of concerned parties or their legal representatives.
Fees: 10 AED

License and Record Translation
Translation of license and record into English
(It takes at least two working days).

Required Documents

Copy of valid passport or Emirates ID.
Presence of concerned parties or their legal representatives.
Fees: 400 AED

