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Introduction

Through this electronic portal, the employer can enter the data of the contract that need to be signed
by the worker, including (basic salary, housing allowance in case it is not provided, transportation
allowance, etc.), Then, through the services of the Ministry of Labor, a copy of the contract form is
created containing the contract data, which the employer entered, so that the employer can print the
form and signs it with the worker, then he attaches the contract that was signed by both parties and any

other attachments he needs to authenticate the contract through the contract authentication service.



Home Page

To access the portal, enter both your personal and mobile phone numbers. which are verified to ensure
complete protection of data privacy and prevent unauthorized users from entering the system.

After successfully logging in to the system, the main page of the system appears, which will allow you
to use available online services and to take the appropriate action on them etc.

The login page appears as follows:
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Choose your Login Method

QFC PORTAL

ISHMENTS PORTAL
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& Username & Password Authentication £ Smart Card authentication

S Login with Smartcard
Password Smartcard FAQs
oTe TvPs sMs o1 v

Forgot your password?

Create new account

Cancel

2023 Government of Qatar

The login data that you have entered is then verified.

Once login data is inputted correctly, internal system page appears. If logging data entered is incorrect
upon verification, you will be unable access the system and a message appear informing you to
re-correct your login information.
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After successfully logging into the Establishments Portal, the following page appears:
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My Requests

My Services

My Approval

@ & I ©

©000

My Employees

Click on “My services”.

Request for labor
recruitment:
governmental and semi-
governmental

Request a Work License

Request to modify a
designation for a

general work permit

Request for Temporary

work visa

Reguest Renewal of
Private Work License

Choose Employees by
Mationality - Labor
Approvals

Cancel Outsourcing
license out of working
hours - full or partial
outsouricng

Cancel Work License
Request

Contracts Attestation
with Specialized
Terms

From the list of services, look for the service entitled “Contracts attestation with specialized

terms” and then click on “Apply” as seen above
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1. Create a request for contract attestation with specialized terms.

After choosing to create a contract attestation with specialized terms, you are directed to the

following form for you to fill:

Contracts attestation with specialized terms
Establishment Name

1LXXXX30 13XX8 15XX3 30

299XXXXX515 55XXXX24

Reguest Data
-~

Employee Details

() Visa Number (Hap

Employee Name

General Contract Information

[cnsunonss @ | | wonsanon o

Internet Explorer




Salary Details Optional Extensions
D Non-compete o
D Non-Disclaimer o

D Provided by employer

Housing Allowance

Additional Attachments
D Provided by employer

Practice Certificate A copy of the working contract

[ Upload () l Upload  [J) l

() Provided by employer

Maximum size

Academic qualification

Upload [I]J l

PDF PDF
3MB 3MB
form.special_clauses
Travel expenses:
125g s algy Jasll glao LI I0) o il cophll e cilsei Jodl waphall Jann The First Party shall bear the travel nses of the Second Party from {0}
opio =W bllg Lea Ll wophll jow cilsai Jgl wophll Joat las . lgyl diage wilai to the place of work in the state of Qatar 23 well 23 itz return to the same
{11 - sjloul The First Party shall also incur the costs of travel back and forth of the
second party during the leave period. {1}
s s
dawqll diysallg Al Accommodation and Daily living:
l8ag agwlioll olall hga g 8wl sgjo llas Jololl uwlio g4 Jodl oyl pag The First Party shall provide a suitable accernmodation free of charge for
¢Aw Jy anio gl dyljgll oljhel the employ uipped with s, and proper bathrooms as per the
ministerizl decisions, or give the employze an accommodation allowance
s s
Transportation:
aclaylg Jooll glio I Al go duuliall J6illl dlug Gl caphl Jodil coghll g The First P hall provide a suitable means of transportation from the
Joiill Jau aaio gl gl residence to place of work and to return the employee to the residence, or
give the same a transportation allowance
P P
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(79. 78 . 72} slanll Tang . il ilaiw .

Employee shall have an official leave yearly (three days on the occasion of
Eid Al-Fitr, three cays on the occasion of Eid Al-Adha "Festival of Sacrifice’,
one day on the National Day Celebration, and one day on the Sport Day). He
shall also get 3 thres - day leave determined by the Emplayer, in addition to
an annual leave of no less than three (3) weeks Leave shall be for four (4) 1,

daoa3ll alpi aislso

Sihall Josll gails pl4s ) 186q : doaall gylgiaislbo .

Service Bonus

Severance Pay: subject to the provisions of the Qatari Labor Law.

Loy Joneall Aflglllg aakiill ey pjalll bl plell Lilill coghll Jodl cophll gy
thoalgy

Medical Care:

The First Party shall provide the necessary medical treatment to the Second
Party by the virtue of the applicable rules and regulations in Qatar

obhoiw il calai pguw) ilill cophll Joni 1

Recruiting fees

The Second Farty shall not bear the costs of recruiting fees

O

daypud! cliiol pac buo

in_arabic
«slg alac o slaviall ellae gl gylivall e ciloglon (sf clito] pae Gildl @yall e
g9l elsl ) Ly piny Joall anls cilogleal Lis]

oaslei aylgi o ple Jub Jooll Linls dwslio Ll okl jeu I

clauses.other_terms_ar

form.ragulation_clauses
G|

AE |

B EE

B I USHMxx|L

Styles ~ | Format - 2

Condition of non-disclosure
clausesin_other_langs
The second party must not disclose any information about the projects or
clients of the facility during its work. Any disclosure of work-related
nformation is considerad grounds for canceling the contract

Condition of Non-compete
clauses in_othar_langs

The second party may not compete with the employer one year before the
end of his contract

clauses.other_terms_en

form.ragulation_ciauses
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B I UGS x x| L = =

Styles ~ | Format - 2




00974-4450-2626

Submit Application p>

View and print the contract draft Eli l Cancel Request °

Fill the form as follows:
1- Employee Data
A. Tick on visa number or QID.
B. Enter Labor QID or Visa number with ID expiry date
C. Click on (Get labor info)
a - System will fill Employee name.
b - System will fill employee Job title
c - If the job title is not Qualified Job (ex. Engineering, Doctor, Lawer), then you can't proceed
with this service.
D. Choose the Employee educational level from the available drop-down menu.
E. Enter a confirmed Employee phone number.
F. Enter Employee email - optional.
2 - General Contact Information
A. Enter the Employee profession.
B. Enter Other profession.
C. Enter contract start date.
D. Enter work start date.
E. Choose the contract period from the available drop-down menu.
F. Choose the contract printing language from the available drop-down menu.
G. Choose the authorized signatory from the available drop-down menu.
H. Choose the probation period in months from the available drop-down menu.
3 - Salary Details
A. Enter the basic salary.
B. Enter the value of Housing allowance from the worker's salary in case the housing allowance
is not provided by the employer.
C. Enter the value of the commute allowance from worker's salary in case the commute
allowance is not provided by the employer.
D. Enter the value of the food allowance from the worker's salary in case the food allowance is

not provided by the employer.
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E. In case you Tick Housing allowance available, the value of the Housing allowance should not
be entered.

F. In case you Tick commute allowance available, the value of the commute allowance should not
be entered.

G. In case you Tick food allowance available, the value of the food allowance should not be
entered.

H. Enter other allowance.

. Enter the total salary.

4 - Additional Attachments:

A. Attach Practice certificate.

B. Attach a copy of the working contract.
C. Attach others.

D. Attach Academic qualification.

5 - Specialized clauses:

A. You may modify clauses text.
B. Choose to add non-compete (If you want to show it in the contract).
C. Choose Non-disclaimer (If you want to show it in the contract).

D. You can use previous contract clauses, by choosing to use contract clauses.

6- Enter phone number.

7 - Enter Applicant note.

< Click on the Submit application button and the request will be saved, and the conditions will be
verified and transferred to the next step.

< Click on view and print the contract draft button and the contract will be created with a status
of (not sent), also a PDF copy of the contract will be created in the chosen language, and the

contract printing screen will be displayed.
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< Click on the cancel request button, and a warning message will appear, and the

request will be canceled. If the user agrees, the request will be cancelled.
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2. Reviewing the contract and taking actions on it by the employee.

After choosing to review the contract, you are directed to the following form so you can review and
take the action of approval or rejection:

Contracts Attestation with specialized terms

=

Establishment Details

14XXXX30

13XX8 15XX3 38
Employee Details

Employee QID Visa No.
299XXXXX515 06/04/2023

MOHAMED XXXXXXX ayalacll alsgall

0097455-XX-XXt43

General Cantract Information

CHIEF EDITOR 08/08/2023

10/04/2018

Three Years Spanish KHALED XXXXXXX XXXXXXX XXXXXXXX




/‘_w.st.a ry Details in Qatari Riyals Optional Clauses \

10000

o Provided by employer
. Additional Attachments
o Provided by employer
a Provided by employer
o
10000
Specialized Clauses
Clauses in arabic language Clauses in other language
- b G- b
[8 Source & Source
? ?
A yall Aallls & gl AN Al o gl

00974-5583-9332

\ Confirm Contract ° Reject Contract 9 Show full contract ‘ Back To Screen 9 /

¢ Click on the confirm contract button, and the status of the request will be changed to “in process”
and the request will be sent to the system for automatic approval or will be sent to the Labor
Relations Department employee.

& Click on the Reject button, and the status of the request will be changed to “Cancelled” and a
notification will be sent to the applicant that the request has been rejected by the worker.

<& Click on the “show full Contract” button, and the contract review screen will be displayed with the
contract form based on the input. You can change the contract language into ten languages and print
it.

< Click on the back to screen button and the contract details screen will be closed, and it will return

to the contracts list without any change on the application.
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3. View the application returned for completion by the applicant/facility.

After choosing to view the application returned for completion, you are directed to the following
form to complete the application.

Contracts attestation with specialized terms

Establishmant Mame
T4XXXX30 13XX8

15XX3

27981804203 55XXXX24

A Reason of update:

&l R e

Employee Details

Visa Number alp

ZEZXXXXXXX XXXXXX

MOHAMED XXXXXXX XXXXXX &yslacdl &laypall -

0T A-XXXXXXX XXXXXX

General Contract Information

CHIEF EDITOR

‘ Three Years - Hind -

ELSAYED XXXXXXX XXXXXX T




Salary Detzils Optional Extensions
‘ Non-cormpete o
. Non-Disclaimer o
‘ Provided by employer
— Additional Attachments
Provided by employer .
Others Academnic qualification
r— Food Allowange * —— i Upload @ ‘ I Upload [ﬂJ ‘
) ‘ Provided by employer
i ‘ PDF PDF
3MB 3MB
A copy of the work o1 actice Certificate
| Upload @ ‘ | Upload [ﬂj ‘
POF POF
3MB 3MB
Clauses in arabic language Clauses in other language
B EE « Y- |- MLmEE QR BREE « |- ™ @mE QR
[8] Source [ Source
B I S|LE|= = iz | 99 | Styles - | Format -2 BI & | L|:= = 45 | 99 | Styles - | Format )
This document provides a high-level explanation of the practical details of the flow
of the procedure (attesting assigned work contracts from within the State of Qatar)
and includes an explanation of the service, steps of the procedure, details of the
work, conditiens that must be met, their consequences, and their results
This document provides a high-level explanation of the practical details of the flow
of the procadure (attesting assigned work contracts from within the State of Qatar)
and includes an explanation of the service, steps of the procedure, details of the
work, conditions that must be met, their consequences, and their results. -
4

Re-submit request > I View and print the contract draft = ‘ Cancel Request o Back To Screen o

& Click on the Re-submit Request button, and the modifications will be saved, and the request will
be sent to the system to verify the inputs and then to the worker .

<& Click on the back to screen button and you will return to the main screen and the details screen
will be closed.

<& Click on the cancel request button, and a warning message will appear that the order will be
canceled. If the user agrees, the order will be canceled, and the status of the order will be changed
to "Cancelled".

& Click on the “View and print Contract draft” button, and the contract review screen will be

displayed with the contract form based on the input. You can change the contract language into

4

ten languages and print it.




4. Paying Fees and Contract Attestation

After the application is approved by the Ministry, a notification is sent to the facility to pay the fees.

Pay Fees Online

You are authorized to Pay fees in two modes of Payment.

Select the appropriate mode and continue :
Pay by Debit Card

Pay by Credit Card

Qatar e-Government

Secure payment jg

Card number *

@ vwvisa

Expiry month * Expiry year *
MM~ YY w

Cardholder name *

Security code *

=& 3 digits on back of your card

Billing address

Street 1
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