
Portal Lease Renewal Process
“e-Lease”
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Our Valued Customers (Benefits)

We would like to introduce to you another value added service of processing  
“e-Lease” on Dubai Trade Portal. This Service will save your time and make it 
more convenient to process the renewal of your Lease.

Below Mentioned are the major benefits  of this service: -

 Automated Lease reminders notifications through Email, Fax .

 Procedures of Lease Renewal & FAQ‟s available online.

 Effective communication on each step of renewal (RSN-Statuses).

 Quick turnaround time for Lease Amendment e-Copy print at any time 

during validity.
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Online Lease Renewal Steps

acceptance / rejection 

Process
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Online Lease Renewal Steps
• Step 1  - Login at http://www.dubaitrade.ae

• Step 2  - User Name/Password for (Admin User/Sub User) 

Enter User 
Name & 
Password

1

http://www.dubaitrade.ae/


6

Online Lease Renewal Steps

Expand Lease 

Menu

• Step 3  - Expand Lease Menu..
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Online Lease Renewal Steps

Click on this option

• Step 4  - Click on “Renew Lease- Approval”
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Online Lease Renewal Steps
• Step 5  - Click on the SR Number or Details button to view Lease info. 

Click on SR Number to view Renewal 

Details

Click on Details button to view 

Renewal Details
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Online Lease Renewal Steps
• Step 6 – Select the Location to Renew.

Select the Locations to Renew

Optionally enter comments
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Online Lease Renewal Steps
• Step 7- For Approval, Click on “Submit to Free Zone”

Click to submit the request 

to Free ZoneClick to save changes
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Online Lease Renewal Steps
• Step 8  - For Acceptation , Click on “Confirm”

Click to accept 

renewal

Click to Return 

to Home page

Click to Return to 

Previous page
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Online Lease Renewal Steps
• Step 9  - The  Renewal Approval will sent to Lease section.

Confirmation 

Message appears
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Online Lease Renewal 

amendment printing Process.
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Lease Renewal Amendment Printing

• Step 1  - Login at http://www.dubaitrade.ae

• Step 2 - User Name/Password for (Admin User/Sub User)

• Step 3 – Select Summary Information  Reports

Click on Reports

http://www.dubaitrade.ae/
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Lease Renewal Amendment Printing

• Step 4 – Click on „Lease amendment for Renewal‟

Click on ‘Lease 

amendment for 

Renewal’ option



16

• Step 5 – Enter the Lease Renewal SR Number and Click on “Refresh Report”

Enter Lease Renewal 

SR Number

Lease Renewal Amendment Printing
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• Step 6 – You will get the confirmation within 24 hrs

Submission 

confirmation

Lease Renewal Amendment Printing
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• Step 7 – The Lease Amendment will appear on the Available Reports.

• Step 8 – Click on “View Status” to view the Lease  Amendment confirmation. 

Generation 

Confirmation

Click to view 

amendment

Lease Renewal Amendment Printing
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• Step 9– Get Lease Amendment copy

Lease Amendment is 

displayed. Click to Print

Lease Renewal Amendment Printing
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Frequently Asked Questions
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Frequently Asked Questions
Q1.     How can I access Lease Renewal” Online? 

Ans.   Go to Admin approver user.

Q2.    What Shall I do if I face “Open Request ”?

Ans.  Contact JAFZA Portal Team to close the open SR.

Q3. Due to Sanction I cannot make the Acceptance for Lease Renewal? What can I do?

Ans. Submit &/or comply the required document/action for which the sanction is applied and then proceed with the 
Renewal. For more details, if required, please contact Call Center – 800-JAFZA.

Q4. How do I reject renewal of all facilities?

Ans. Only facilities selected for renewal would be renewed. If decision is taken not to renew any facility then do not select 
any facility. Contact Termination Section with an application to terminate the Lease.

Q5. When can I Print Lease Amendment?

Ans. Lease Amendment can be printed 2 days from the date of Lease Renewal Payment. Please note that the Lease 
Renewal Notification, signed by the License holder and stamped needs to be submitted to Lease section.

Q6. Lease amendment displays a blank page?

Ans. Please contact Call Center – 800-JAFZA.
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Frequently Asked Questions
Q7. I do not see any SR numbers under Lease Renewal service?

Ans. Lease Renewal may not have been initiated for the lease. Please contact Call Center – 800-JAFZA.

Q8. I do not see Lease Menu in my portal account?

Ans. Please contact your User with Administrator Access to assign „Lease Renewal – Approver role‟ to your login 
for processing Lease Renewal.

Q9. Administrator user does not see „Lease Renewal – Approver Role‟?

Ans Please contact Dubai Trade on 8004464 or mail to customercare@dubaitrade.ae

Q10. When can I start the Lease Renewal online?

Ans . The Lease Renewal can only be initiated after receiving the Renewal Notification letter from Jafza through 
e-mail and relevant SR number is visible under Lease Renewal Service.

Q11. When and Where can I get Statement of Account & Invoice after confirmation of Lease Renewal?

Ans .After 2 working days from portal confirmation, the Statement of Account & Invoice can be printed from 
portal itself under Reports –Non Portal Statement.

mailto:customercare@dubaitrade.ae
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Frequently Asked Questions

Q17. Can I Renew only some of the Facilities/Units under the Lease which is due for Renewal?

Ans. Yes, you can Accept only the Facility(s) or Unit(s) which you are intending to renew, but the Renewal & 

Amendment process can be completed only upon submitting the Termination letter & completion of formalities 
with the Lease termination section for the facilities/unit(s) you are intending to vacate, since all the units are 
under one Lease Agreement.

Q18. Should I sign the Lease Renewal Notification received for Lease renewal and submit it back to Jafza after 
Accepting through portal?

Ans. Yes. The Renewal Notification is still required to be signed by the License holder, stamped & submitted back to 
Jafza , before you can print the Lease Renewal Amendment.

Q19. When can I print the Lease Amendment ?

Ans. After settlement of Rental payment the Lease Amendment can be printed after one working day. Since this 
Lease Amendment is Electronically generated it is valid without the Authority‟s Authorized Signature.

Q20. Should I sign the Lease Amendment and submit it back to Jafza?

Ans. No. Once the Lease Renewal Amendment is printed through portal, it need not be signed & returned to Jafza.
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Frequently Asked Questions

Q21. How can I make the Rental Payment after the Statement&/or Invoice is printed?
Ans. The Rental can be paid at the Cash Counter located at LB14, Ground Floor or if the same 
to be transferred by a Bank Transfer, then the Transfer can be made to the details given 
below:-

Account Name: Jebel Ali Free Zone Authority 

Bank Name: HSBC Bank Middle East

A/c No: 020-179008-001

Currency AED

P.O. Box: 66

City Dubai 

Location: Dubai Main Branch

Swift: BBMEAEAD

Country: United Arab Emirates

Upon transfer, please send email to "receivables@jafza.ae" 

mentioning the details of payment and attaching copy of transfer
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Thank You


