[image: ]
DEREGISTRATION
The following documents are required:
1. Application for Deregistration Form. 
(Duly completed, signed and submitted by the shareholder(s) or the authorized signatory of the shareholder(s)).
2. Application for E-Channel Refund Form (if applicable). 
(Duly completed, signed and submitted by the shareholder(s) or the authorized signatory of the shareholder(s)). 
3. Application for Visa Cancellation Form (if applicable).
(Duly completed, signed and submitted by the shareholder(s) or the authorized signatory of the shareholder(s)). 
4. For an Individual shareholder, submit a Shareholder Resolution for the cancellation of company. (Duly signed and submitted by shareholder(s) or authorized signatory of the shareholder(s)).
5. For a Branch Company or Corporate Shareholder, submit a Corporate Resolution for the cancellation of company
a) Free Zone Companies – the resolution should be attested from the respective Authority.
b) UAE/ GCC Mainland Companies – the resolution should be Notarized by a notary public.
c) Outside GCC Companies - the resolution should be attested by UAE Embassy of respective country and the Ministry of Foreign Affairs in the U.A.E.
6. Documents required for Visa holder(s): 
a) Color passport copy. 
b) Color Visa/ Emirates ID copy (if applicable).
7. For In Person cancellation - Shareholder(s) or licensees who are represented by an attorney, must provide the Power of Attorney (POA) specific to company cancellation and a copy of the attorney’s passport or Emirates ID (Notarized by a notary public in the GCC if issued inside the GCC or notarized and legalized by the UAE Embassy and the Ministry of Foreign Affairs in the U.A.E if issued outside GCC).
8. For Digital Cancellation – the Digital Verification Process is required; no physical presence is needed.
9. Proof of Publication (A newspaper publication for a period of fifteen (15) days).
10. UAQFTZ Fees.
NOTES
· Late fees will be imposed on the license if it is not deregistered by the expiry date. Third party fines will also be incurred.
· The documents must signed by the transferor of shares or attorney at the UAQFTZ office.
· Visa will be cancelled after the period of advertisement.
· Emirates ID copy of authorized person to receive the E-channel refund amount must be submitted along with the application.
· Upon handover (return of the facility), the lessee must restore the facility to its original condition. 
· For verification, the POA must be submitted in its original format.
· Any additional documents and/or attestations will be requested by UAQFTZ if it deems necessary. 
· A certified/authenticated English or Arabic translation of any document in any other language is required.
· Digital verification process will be conducted by our compliance team and registrar upon appointment via Teams, Zoom, Google Meet, or Botim. 


CHANGE OF SHAREHOLDER – OWNERSHIP/ ADDING/ REPLACING/ DELETING

The following documents are required:
1. Application for License Amendment Form (Duly completed, signed and submitted by the shareholder(s) or the authorized signatory of the shareholder(s)).
2. Preapproval for new Shareholder(s) or Manager of the corporate shareholder.
3. For an Individual shareholder, submit a Shareholder Resolution for the change of shareholder (Duly signed and submitted by shareholder(s) or authorized signatory of the shareholder(s)).
4. For a Branch Company or Corporate Shareholder, submit a Corporate Resolution for the change of shareholder
a. Free Zone Companies – the resolution should be attested from the respective Authority.
b. UAE/ GCC Mainland Companies – the resolution should be Notarized by a notary public.
c. Outside GCC Companies - the resolution should be attested by UAE Embassy of respective country.
5. For In Person Share Transfer - Shareholder(s) or licensees who are represented by an attorney, must provide the Power of Attorney (POA) and a copy of the attorney’s passport or Emirates ID (Notarized by a notary public).
6. For Digital Share Transfer – the Digital Verification Process is required; no physical presence is needed.
7. For an Individual shareholder, the following documents are required:
a. Color passport copy and Visa/ Entry Stamp/ Emirates ID copy of Shareholder(s) (if applicable).
b. Address proof (recent utility bill / national ID card etc.) of Shareholder(s).
c. Color passport size photograph with white background of Shareholder(s) (if applicable).
d. UBO Declaration Form.
e. Specimen Signature (template available)
f. Academic qualification certificate (if applicable) 

8. For a Branch Company or Corporate Shareholder, the following documents are required:
a. Corporate Structure Chart.
b. Certificate of Incorporation (first and last layer).
c. Certificate of good standing/ incumbency/ extract of the registry (first layer).
d. Trade License (first and last layer) (if applicable).
e. Memorandum of Association and Articles of Association (first layer).
f. An original Corporate Resolution on the parent company’s letterhead, appointing a representative and resolving to acquire shares. 
i. Free Zone Companies – the resolution should be attested from the respective Authority.
ii. UAE/ GCC Mainland Companies – the resolution should be Notarized by a notary public.
iii. Outside GCC Companies - the resolution should be attested by UAE Embassy of respective country.
g. UBO Declaration Form.
h. Supporting documents proving the Ultimate Beneficial Owner(s) (UBO), preferably an extract from the registry.
i. Color passport copy and proof of address of the UBO.

9. Letter confirming the acceptance and transfer of the shares.
10. Agreement for the transfer of shares.
11. Amendment to the Memorandum of Association (MOA) and Articles of Association (AOA) or addendum (Duly signed and submitted by shareholder(s) or authorized signatory of the shareholder(s)).
12. UAQFTZ Fees 
NOTES 
· The shareholder must be at least 18 years old. 
· Corporate Shareholder - Legalized documents of the parent company are required, except for the last layer.
· The documents must signed by the transferor of shares or attorney at the UAQFTZ office.
· In case a new manager/director/secretary is appointed, please refer to the documents required for the manager/director/secretary.
· If the outgoing shareholder(s) is holding a partner visa sponsored by UAQFTZ, it has to be cancelled. 
· Immigration’s pre-approval is required for the shareholder(s) in case of restricted nationality. 
· Preapproval fee applies.
· Establishment Card amendment fees applies. 
· Any changes to the license will be taken effect when UAQFTZ issues an amended License.
· For verification, the POA must be submitted in its original format.
· Any additional documents and/or attestations will be requested by UAQFTZ if it deems necessary. 
· A certified/authenticated English or Arabic translation of any document in any other language is required.
· A clear corporate structure chart showing all corporate layers leading to the final UBO(s).
· Clearly identifying individuals who own/control 25% or more of the corporate structure.
· Supporting documents to prove the UBO.

DECEASED CASE FOR AMENDMENT AND CANCELLATION 
The following documents are required:
1. Death certificate of deceased person which have to be attested from UAE Embassy in the concerned country and the Ministry of Foreign Affairs in the U.A.E. 
2. Succession certificate or a legal heir certificate issued by the competent authority from the home country is required to prove the only successors / legal heirs of the deceased. (Attested Embassy and MOFA)
3. Transfer of Shares - A relinquishment letter from the successors/ legal heirs who do not wish to be the shareholder of the company.
4. Cancelling the company - A letter from the successors/ legal heirs regarding the decision of dissolve the company.
5. Successors who are represented by an attorney, must provide the Power of Attorney (POA) and a copy of the attorney’s passport or Emirates ID (Notarized for share transfer and attested for cancellation embassy mofa).


CHANGE OF MANAGER
The following documents are required:
1. Application for License Amendment Form (Duly completed, signed and submitted by the shareholder(s) or the authorized signatory of the shareholder(s)).
2. For an Individual shareholder, submit a Shareholder Resolution for the change of manager (Duly signed and submitted by shareholder(s) or authorized signatory of the shareholder(s)).
3. For a Branch Company or Corporate Shareholder, submit a Corporate Resolution for the change of manager
a. Free Zone Companies – the resolution should be attested from the respective Authority.
b. UAE/ GCC Mainland Companies – the resolution should be Notarized by a notary public.
c. Outside GCC Companies - the resolution should be attested by UAE Embassy of respective country.
4. Shareholder(s) or licensees who are represented by an attorney, must provide the Power of Attorney (POA) and a copy of the attorney’s passport or Emirates ID (Notarized by a notary public).
5. Documents of the New Manager: 
a. Color passport copy. 
b. Visa/ Entry Stamp/ Emirates ID (if applicable).
c. Address proof (recent utility bill / national ID card etc.)
d. Two color passport size photograph with white background (if applicable).
e. Specimen Signature Form (template available)
f. Academic qualification certificate (if applicable) 
g. Resignation Letter from the current manager or Termination Letter from the Shareholder(s).
6. UAQFTZ Fees 

NOTES 
· The manager must be at least 21 years old. 
· If the existing/outgoing manager is holding a visa sponsored by UAQFTZ, it has to be cancelled. 
· Immigration’s pre-approval is required for the new Manager for the Branch or Corporate Shareholder. 
· Preapproval fee applies.
· Establishment Card amendment fees applies. 
· Any changes to the license will be taken effect when UAQFTZ issues an amended License.
· For verification, the POA must be submitted in its original format.
· Any additional documents and/or attestations will be requested by UAQFTZ if it deems necessary. 
· A certified/authenticated English or Arabic translation of any document in any other language is required.

CHANGE OF COMPANY NAME
The following documents are required:
1. Application for License Amendment Form (Duly completed, signed and submitted by the shareholder(s) or the authorized signatory of the shareholder(s)).
2. For an Individual shareholder, submit a Shareholder Resolution for the change of company name (Duly signed and submitted by shareholder(s) or authorized signatory of the shareholder(s)).
3. For a Branch Company or Corporate Shareholder, submit a Corporate Resolution for the change of company name
a) Free Zone Companies – the resolution should be attested from the respective Authority.
b) UAE/ GCC Mainland Companies – the resolution should be Notarized by a notary public.
c) Outside GCC Companies - the resolution should be attested by UAE Embassy of respective country.
4. Shareholder(s) or licensees who are represented by an attorney, must provide the Power of Attorney (POA) and a copy of the attorney’s passport or Emirates ID (Notarized by a notary public).
5. Documents required: 
a) Color passport copy of Shareholder(s) (if Individual shareholder) or Manager (if Branch company or Corporate Shareholder).
b) Visa/ Entry Stamp/ Emirates ID of Shareholder(s) (if Individual shareholder) or Manager (if Branch company or Corporate Shareholder).
c) Two color passport size photograph with white background of Shareholder(s) (if Individual shareholder) or Manager (if Branch company or Corporate Shareholder).
6. Addendum to the Memorandum of Association (MOA) and Articles of Association (AOA) (Duly signed and submitted by shareholder(s) or authorized signatory of the shareholder(s)).
7. Proof of Publication (A newspaper publication for a period of fifteen (15) days).
8. UAQFTZ Fees.
NOTES
· Establishment Card amendment fees apply. 
· The applicant should provide three options for the trade name at the time of changing the Trade Name.
· The trade name approval according to the UAQFTZ criteria and standards. 
· The previous name will not be available for registration. 
· The arabic version should be same as the English version and not translated.
· Any changes to the license will be taken effect when UAQFTZ issues an amended License.
· For verification, the POA must be submitted in its original format.
· Any additional documents and/or attestations will be requested by UAQFTZ if it deems necessary. 
· A certified/authenticated English or Arabic translation of any document in any other language is required.



ADDING AND REMOVING DIRECTORS OF THE BOARD

The following documents are required:
1. Application for License Amendment Form (Duly completed, signed and submitted by the shareholder(s) or the authorized signatory of the shareholder(s)).
2. For an Individual shareholder, submit Shareholder Resolution for adding or removing the Director(s) (Duly signed and submitted by shareholder(s) or authorized signatory of the shareholder(s)).
3. For a Branch Company or Corporate Shareholder, submit a Corporate Resolution for adding or removing the director(s)
a. Free Zone Companies – the resolution should be attested from the respective Authority.
b. UAE/ GCC Mainland Companies – the resolution should be Notarized by a notary public.
c. Outside GCC Companies - the resolution should be attested by UAE Embassy of respective country.
4. Shareholder(s) or licensees who are represented by an attorney, must provide the Power of Attorney (POA) and a copy of the attorney’s passport or Emirates ID (Notarized by a notary public).
5. Documents of the New Director: 
a) Color passport copy.
b) Address proof (recent utility bill / national ID card etc.)
c) Resignation Letter from the current director(s).
6. UAQFTZ Fees
NOTES 
· The director(s) must be at least 18 years old. 
· For verification, the POA must be submitted in its original format.
· Any additional documents and/or attestations will be requested by UAQFTZ if it deems necessary. 
· A certified/authenticated English or Arabic translation of any document in any other language is required.


CHANGE OF SECRETARY
The following documents are required:
1. Application for License Amendment Form (Duly completed, signed and submitted by the shareholder(s) or the authorized signatory of the shareholder(s)).
2. For an Individual shareholder, submit Shareholder Resolution for the change of Secretary (Duly signed and submitted by shareholder(s) or authorized signatory of the shareholder(s)).
3. For a Branch Company or Corporate Shareholder, submit a Corporate Resolution for the change of secretary
a. Free Zone Companies – the resolution should be attested from the respective Authority.
b. UAE/ GCC Mainland Companies – the resolution should be Notarized by a notary public.
c. Outside GCC Companies - the resolution should be attested by UAE Embassy of respective country.
4. Shareholder(s) or licensees who are represented by an attorney, must provide the Power of Attorney (POA) and a copy of the attorney’s passport or Emirates ID (Notarized by a notary public in the GCC if issued inside the GCC or notarized and legalized by the UAE embassy if issued outside the GCC).
5. Documents of the New Secretary: 
a) Color passport copy 
b) Address proof (recent utility bill / national ID card etc.)
c) Resignation Letter from the current secretary.
6. UAQFTZ Fees 
NOTES 
· The secretary must be at least 18 years old. 
· For verification, the POA must be submitted in its original format.
· Any additional documents and/or attestations will be requested by UAQFTZ if it deems necessary. 
· A certified/authenticated English or Arabic translation of any document in any other language is required.


ADDING REMOVING OR REPLACING OF ACTIVITY 
The following documents are required:
1. Application for License Amendment Form (Duly completed, signed and submitted by the shareholder(s) or the authorized signatory of the shareholder(s)). 
2. For an Individual shareholder, submit a Shareholder Resolution for the change of activity (Duly signed and submitted by shareholder(s) or authorized signatory of the shareholder(s)).
3. For a Branch Company or Corporate Shareholder, submit a Corporate Resolution for the change of activity
4. Shareholder(s) or licensees who are represented by an attorney, must provide the Power of Attorney (POA) and a copy of the attorney’s passport or Emirates ID (Notarized by a notary public).
5. Documents for the activity change: 
a) Color passport copy of Shareholder(s) (if Individual shareholder) or Manager (if Branch company or Corporate Shareholder).
b) Two color passport size photograph with white background of Shareholder(s) (if Individual shareholder) or Manager (if Branch company or Corporate Shareholder).
c) Academic qualification certificate (if applicable).
6. UAQFTZ Fees 
NOTES 
· Establishment Card amendment fees apply. 
· It will be necessary for some activities for the client to upgrade or change their existing facilities. In certain cases a facility change/ upgrade form must be filled out and submit for approval.
· Each license has limited number of activities and must be approved by UAQFTZ.
· The dual license expiration date will remain same as the existing primary license. 
· Any changes to the license will be taken effect when UAQFTZ issues an amended License.
· For verification, the POA must be submitted in its original format.
· Any additional documents and/or attestations will be requested by UAQFTZ if it deems necessary. 
· A certified/authenticated English or Arabic translation of any document in any other language is required.





CHANGE OF SHARECAPITAL
The following documents are required:
1. Application for License Amendment Form (Duly completed, signed and submitted by the shareholder(s) or the authorized signatory of the shareholder(s)).
2. For an Individual shareholder, submit a Shareholder Resolution for the increase or decrease of share capital (Duly signed and submitted by shareholder(s) or authorized signatory of the shareholder(s)).
3. For a Branch Company or Corporate Shareholder, submit a Corporate Resolution for the increase or decrease of share capital
a. Free Zone Companies – the resolution should be attested from the respective Authority.
b. UAE/ GCC Mainland Companies – the resolution should be Notarized by a notary public.
c. Outside GCC Companies - the resolution should be attested by UAE Embassy of respective country.
4. UBO Declaration Form.
5. Color passport copy and proof of address of the UBO.
6. Supporting documents proving the Ultimate Beneficial Owner(s) (UBO) if the entity is a corporate or branch.
7. Shareholder(s) or licensees who are represented by an attorney, must provide the Power of Attorney (POA) and a copy of the attorney’s passport or Emirates ID (Notarized by a notary public).
8. Documents of the increase or decrease of share capital: 
9. An original bank statement (stamped from the bank) or bank reference letter under the UAQFTZ company name stating the number of share capital in account (only applicable for/from AED 2 million and above).
10. Addendum to the Memorandum of Association and Articles of Association.
11. UAQFTZ Fees 

NOTES 
· Any changes to the license will be taken effect when UAQFTZ issues an amended License.
· For verification, the POA must be submitted in its original format.
· Any additional documents and/or attestations will be requested by UAQFTZ if it deems necessary. 
· A certified/authenticated English or Arabic translation of any document in any other language is required.

CHANGING THE PERSONAL DETAILS OF SHAREHOLDER/MANAGER/ OFFICE BEARER
· Shareholder/ Manager/ Office Bearer Name Change
· Shareholder/ Manager/ Office Bearer Address Change
· Shareholder/ Manager/ Office Bearer Nationality Change
· Branch/ Corporate company name change
The following documents are required:
1) Application for License Amendment Form (Duly completed, signed and submitted by the shareholder(s) or the authorized signatory of the shareholder(s)).
2) For an Individual shareholder/manager/office bearer submit a request letter along with the supporting documents (Duly signed and submitted by shareholder(s) or authorized signatory of the shareholder(s)).
3) For a Branch Company or Corporate Shareholder, submit a legalized Corporate Resolution for company name change of the parent company
a. Free Zone Companies – the resolution should be attested from the respective Authority.
b. UAE/ GCC Mainland Companies – the resolution should be Notarized by a notary public.
c. Outside GCC Companies - the resolution should be attested by UAE Embassy of respective country.
4) Shareholder(s) or licensees who are represented by an attorney, must provide the Power of Attorney (POA) and a copy of the attorney’s passport or Emirates ID (Notarized by a notary public).
5) Documents for name, nationality change and address change: 
a. Preapproval for Nationality change (If required)
b. Color passport copy.
c. Visa/ Entry Stamp/ Emirates ID.
d. Address proof in case of address change (recent utility bill / national ID card etc.). 
e. Color passport size photograph with white background.
f. Specimen Signature Form (template available)
g. UBO Declaration Form.

6) Documents for Branch/ Corporate Shareholder name change: 
a. Amended Trade License.
b. Amended Memorandum and Articles of Association.
c. Certificate of Name Change issued by the relevant authority.
d. Certificate of Good Standing.
e. UBO Declaration Form.
f. Passport copy and address proof of the UBO.
g. Supporting documents proving the Ultimate Beneficial Owner(s) (UBO)
7) Addendum to the Memorandum of Association and Articles of Association (if applicable).
8) UAQFTZ Fees.
NOTES 
· Immigration’s pre-approval is required for the name and nationality.
· For nationality change, new and old passports should be submitted to Immigration for at least two weeks.
· Preapproval fee applies.
· Establishment Card amendment fees applies. 
· Any changes to the license will be taken effect when UAQFTZ issues an amended License.
· For verification, the POA must be submitted in its original format.
· Any additional documents and/or attestations will be requested by UAQFTZ if it deems necessary. 
· A certified/authenticated English or Arabic translation of any document in any other language is required.



CHANGE OF FINANCIAL YEAR
The following documents are required:
1. Application for License Amendment Form (Duly completed, signed and submitted by the shareholder(s) or the authorized signatory of the shareholder(s)).
2. For an Individual shareholder, submit a Shareholder Resolution for the change of financial year (Duly signed and submitted by shareholder(s) or authorized signatory of the shareholder(s)).
3. For a Branch Company or Corporate Shareholder, submit a Corporate Resolution for the change of financial year
4. Shareholder(s) or licensees who are represented by an attorney, must provide the Power of Attorney (POA) and a copy of the attorney’s passport or Emirates ID (Notarized by a notary public).
5. Addendum to the Memorandum of Association and Articles of Association.
6. UAQFTZ Fees 
NOTES 
· Any changes to the license will be taken effect when UAQFTZ issues an amended License.
· For verification, the POA must be submitted in its original format.
· Any additional documents and/or attestations will be requested by UAQFTZ if it deems necessary. 
· A certified/authenticated English or Arabic translation of any document in any other language is required.
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