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Application for Renewal/Amendment/Cancellation of
Educational Services Permit
	Applicant Details

	Permit No.
	

	Name of the Applicant
	

	Phone
	

	Mobile
	

	E-mail
	 

	Please select service required:

	|_| Application for Renewal

	|_| Application for Amendments

	|_| Change in shareholder(s) details
	|_| Add activity(ies)/Add Course

	|_| Change of manager
	|_| Remove activity(ies)

	|_| Change in location
New Address proposed:


	|_| Change in name

	
	[bookmark: Check5]Suggested Name in English
	Suggested Name in Arabic

	1
	
	

	2
	
	

	3
	
	

	|_| Application for Cancellation

	Authorized signatory Name
	Date

	
	

	Sign here
	Stamp here





 Requirements List for Renewal
	Permit Renewal Requirements

	1
	Renewal Fees

	2
	List of courses proposed (course name, course duration in hours, course fees)

	3
	Copy of the Commercial License from relevant Commercial Authority.

	4
	Copy of Environment, Health and Safety (EHS) certificate from Dubai Civil Defense or relevant authority (original to be seen).

	5
	If the training institute is a branch of a foreign company, an original Certificate of Good Standing of the mother company is required

	6
	Copy of the agreements with the certifying body of the courses (if applicable)

	7
	NOC from relevant government authority for any course or quality related guidelines (if applicable)




Requirements for Amendments
	Change  in shareholder(s) details
	Change of manager

	1
	Passport copy of new shareholder(s)
	1
	Shareholders resolution, notarized by Notary Public

	2
	Specimen signature of new shareholders (on KHDA template for the same)
	2
	Passport copy of the new manager

	3
	Copy of Amended MOA/AOA (shares transfer agreement), notarized by Notary Public.
	3
	Resume and qualifications of the new manager

	4
	For Corporate Shareholders, Original or Notarized copy of valid Commercial License/Certificate of Incorporation
	
	

	5
	For Corporate Shareholders, Notarized Board Resolution calling for the ownership of shares of the Training Institute, and appointing Manager/Representative
	4
	Specimen Signature of the new manager (on KHDA template for the same)

	6
	Signed Undertaking (template provided upon approval)
	
	

	Change in name
	Change in location

	1
	Application Form to KHDA for change in name
	1
	Application Form to KHDA for change of location

	2
	Shareholders resolution, notarized by Notary Public including new suggested name.
	2
	Copy of Lease agreement (after KHDA inspection and approval of new premises)

	3
	Trade Name reservation certificate from relevant commercial authority.
	3
	Location map

	4
	Signed Undertaking (template provided upon approval)
	
	

	Add course(s)/activity(ies)
	Remove activity(ies)

	1
	Business Plan (elements/structure provided) *
	1
	Shareholders resolution, notarized by Notary Public.

	2
	Course Information (on KHDA template for the same)
	2
	Action Plan to remove activity(ies)

	3
	Copy of the Agreements with the Certifying Body for Courses (if applicable)
	1. 
	

	4
	Signed Undertaking (template provided upon approval)
	3
	Signed Undertaking (template provided upon approval)


*Business plan is required in case of adding new activity

Requirements for Cancellation
	Requirements

	1
	The original Educational Services Permit

	2
	Notarized shareholders resolution affecting winding up of the training institute.

	3
	Overdue fees (if any)

	4
	Training Institute Closure Action Plan

	5
	Signed Undertaking


Note: The undertaking is supposed to be submitted by the customer, and should contain the settlement of all financial dues of employees, students, Government Authorities and wherever applicable, all students’ trainings should be completed.
* Please see overleaf for the list of required documents
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