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Ministry of Municipality and Environment

Lease Contract Registration Service

User Guide — New Registration for Lease Contract
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About the Service

This Service describes the procedures for submitting a request for a Leasing Contract through the Ministry of
Municipality and Environment website.

Where in accordance with Law No. (19) of 2017 by the enactment of certain provisions of Law No. (4) of 2008 and
Ministerial Decree No. (13) of 2019 concerning the renting of a property, it must the lessor to make the Leasing
Contract, which was purchased by the landlord and the tenant in the office of leasing Contracts Registration in
the Ministry of Municipality and Environment .

The service ends by issuing a Certificate for Leasing Contract Registration to be used later.



Service Requirements

An Authenticated user by NAS (National Authentication System) to submit a request for registering a
Leasing Contract on Ministry of Municipality and Environment website

Required Documents

Sr Document Description \ Status

1 Copy of the Contract Mandatory
2 QID for the Delegator Optional
3 Any other Documents Optional




Service Fees

Sr Fees Description Fees Amount

1 Minimum Amount of Registration Fees for Lease Contract per Unit 250

2 Maximum Amount of Registration Fees for Lease Contract per Unit 2500

3 0.5% of total Rent for each Unit to be calculated Number of Months * 0.005
* Monthly Rental




Request Submission Steps
Home Page

After successfully logging in through NAS (National Authentication System) , selecting the Lease Contract
Registration service from the E-Services list, and then showing the home page of the Lease Contract Registration

as shown in the picture below, then click on Register Lease Contract.

Note: All Fields Marked with (*) are Mandatory fields the user has to fill them to be able to submit the Request

nF

Register Lease Contract

Modify Lease Contract Certificate

My Requests

stg.mme.gov.qa:8002/mmelscweb/faces/FrontHome#



Applicant Page

In this step, the applicant's data (QID, Arabic and English Name) are automatically filled according to the login
credentials.

e The user should fill the Email and Mobile Number (Mandatory Fields)
e User can fill the Fax and Post Box (Optional Fields)
e Click on Next button to move forward to next step.

® Next

Applicant Ownership Properties Lessor Lessee Confract Attachments Submit
Define Applicatant

QID 28973601978

Applicant Details

Name Arabic 2oLl sl wull o8 4 Email | oaltrafi@malomatia.com ] Fax

Name English OBAY GSEMALSEED AHMED ALTR: * Mobile Number

50265717 ] Post Box




Ownership Page:

On this page Ownership details are defined by clicking on "Add Owner" as in the picture below:

[ Back | o .

Applicant Ownership Properties Lessor Contract Attachments Submit

Define Owner Details

Title Deed oy py,,  Owner Mame English Name Arabic
No Type

CRNo. CPNe. BranchNe. EIDNo. QD Identity No ?;:“’"‘*"‘ fasuing

Country
Mo data to display

After Clicking on “Add Owner” then the system will go to Define Owner screen as picture below, which allow to
add the ownership details by one of the following:

e Title Deed Number

e Benefit Privilege Certificate
e Manual



In case choosing to add the details by Title Deed Number, then user should enter Title Deed Number and PIN
Number then click on “Search” Button then the system will astatically retrieve the Title Deed details through the

integration with MOJ, which will include:

- Owner(s) Name(s)
- Parcel Type
- Owner Type
And all other details



After Successfully retrieving the information, user should click “Add” Button then click on “Next” to move to
the next step or “Back” to go back to previous step.

Define Owner

* Select @ Title Deed No
() Benefit Privilege Certificate

) Manual

* Title Deed No ]

Title Deed No Owner Type

Address
Building No

Municipality Address Street
Name No

Address Zone

Parcel Type District No

%‘;:E' Name English Name Arabic CRNo. CPNo. BranchNo. EIDNo. QID pentity ?;;:’"e“t gzﬂ:g

Mo data fo display
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Property Page

In this page as shown below, user will define Property details (For each Property) by clicking on “Add Property”

m 0 0 o Next

Applicant Ownership Properties Lessor Lessee Confract Attachments Submit
Define Property Details - Add Property
e Area (Square
Title Deed No  Privilege Pin No Mete Electricity No ~ Water No Property Description Street No Tenants Kahramaa Counters
Certificate No =2

Mo data to display.
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After clicking on “Add Property” it will show “Define Property” screen as below:

Define Property Details

Benefit Privilege

Title Deed No Certificate No Pin Ng

222263 91011§

Applicant
Define Property

Al fields marked with (") are mandatery

* Select @ Title Deed

* Title Deed No | 222263 v

Title Deed No 222263
" Property Type  Partitioned Villa

PinNo 91011657

* Municipality Name AL WAKRA MUNIC ¥

Zone 91

Address Text

* Rent Payment Amount 15000

Security Deposit Amount

Electricity No 74547

Furniture Status

Area (Square Meter)
Water No 74547

Property Description i

Street 0

Building No

It should be positive value.
~ Rent Payment Frequency Monthly v

Rent Payment Due Day 1 v

hramaa Counters

The user should select one of Title Deeds entered already on Ownership previous page, then he has to fill all

Mandatory fields (Property Type, Rent Payment Amount, Rent Payment Frequency, and Number of Subunits)
then click on “Add” button.
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User can then:

- Add Tenant

- Add More Electricity Numbers
- Update Property Details

-  Remove Property

13



Add Tenant to Property

User can click on “Add Tenant” to start adding one or more tenants to the property , which will open “Define
Tenant” screen

Tenants details could be filled according to the selection as:

- QID, which will fill automatically all details
- Other Identity, which then the user should fill all details manually.
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* Tenant Type O Oiher idenlity
® an

'um‘

* Expiry Date ‘

Mame English Mobile Number

Name Arabic Email

Cance

After filling all property details including Tenants details, user can click on “Next” to move forward to next step,
or “Back” to go back to previous step.
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Lessor Page

In this page user will fill Lessor details as following:

[ Back | o o o °

Define Lessor Details -} Add Lessor

Lessoris the Owner

Lessor Type Name English Name Arabic CRNo. CP No. Branch No. EID No. an Identity No Document Type  Issuing Country
No data to display

1. If the Lessor is the Owner, so just click on “Lessor is the Owner” checkbox which will fill all information
from Owner information
2. Orto click on “Add Lessor” to fill lessor details as :

Lessor Type DIETS Entered Information (Mandatory) \ Integration Entity
Person (QID) Arabic and English Name - QID Number MOl
- QID Expiry Date
Company Arabic and English Name - CRor CP Number MOCI
Mobile - Expiry Date
Email
Government Entity Arabic and English Name - EID MOl
- EID Expiry Date
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Define Lessor

* Lessor Type  QID

’ ae :
: Expiny pate

Name English Email

Mobile

Name Arabic Number

After filling all Lessor(s) information, user can click on “Next” to move forward to next step, or “Back” to go back
to previous step.
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Lessee Page

In this page as below, user can define Lessee details by clicking on “Add Lessee” button

‘

[ saci | o o o o . =x
Applicant Owmership Properties Lessor Lessee Contract Attachments Submi
Define Lessee Details -} Add Lessee

Lessee Type Name English Name Arabic CRNo. CP No. Branch No. EID No. QD Identity No Document Type  Issuing Country
No data to display

After clicking on “Add Lessee” button, define Lessee page will appear to fill the details as following:

Lessee Type DIETS Entered Information (Mandatory) \ Integration Entity
Person (QID) Arabic and English Name - QID Number MOl
- QID Expiry Date
Company Arabic and English Name - CRor CP Number MOCI
Mobile - Expiry Date
Email
Government Entity Arabic and English Name - EID MOl
- EID Expiry Date
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Define Lessee

* Lessee Type  QID

’ ae :

Name English Email

Name Arabic MobileNo

After filling all Lessee(s) information, user can click on “Next” to move forward to next step, or “Back” to go back
to previous step.
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Contract Page

In this page user fills the Contract information as following:

- Contract Start Date
- Contract End Date
- Register Date

- Rent Purpose

g0

m O (@) (@) (@) (@) [

Applicant Ownership Properties Lessor Lessee Contract Attachments

Registration Contracts Details

* Contract Start Date | 01-04-2019 i “ Contract End Date | 31-03-2020 b
* Register Date | 27-02-2019 ta) “ Rent Purpose | Residential
Subleased
Utilities

SELECT Allow Sublease (¥ Electricity @ Water [ Land Line (] Router (] Internet @ Parking (] Satellite (] Auto Renewal

In case of Subleasing, then “Subleased” checkbox will be checked and filling the original contract registration
number, user can also select the utilities included in the contract (Electricity- Internet- Parking- ..etc)

After filling all Contract information, user can click on “Next” to move forward to next step, or “Back” to go back
to previous step.
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Attachments Page

In this page , user will fill all documents needed to be uploaded (Please refer to Required Documents page 3)

e |n case Document is Mandatory, then will appear Mandatory next to it.
e When click on Upload, it brows files to select one to upload.
e User can View and Delete document after upload.

[ Back | o) o ) o o o . [ hext |
ol Fanal Propartias £ =) ontract ubmit

Apgiicant Ownership i Lessor Les: Contract Attachments E
Attachments
Document List File Name Upload View Delete
Lease Contract backend png Mandatory [E] upload EAview % Delete
Applicant QID [E upload,
Beneft Privilege Cerficate [E] upioaa

Data cormectness acknowledgement [E upload
[ upload
[E) uploaa
[E] upload
[ upload
[ upload
[ upload
Lessee Tax Cd [E] upioaa

[E] upload
[ upload
[ uploaa
[ upload
[E] upioaa
[ upload
[ upload
Official desegation from owners 1o lessars [ upload

‘Owner Commercial Permit [E] upioaa
Ovmer Commercial Registration [E upload
Ovmer Estatiishmant ID [ upload
Qwmer Passport [ upload
Owmer QID [E upload

Owmer Tax Card [E] upioaa

After uploading all required documents, user can click on “Next” to move forward to next step, or “Back” to go
back to previous step.
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Submitting Page

In this page, user can review the full request and can go back to any section to update it before submition.

Applicant Ownership Properties Lessor Lessee Contract Aftachments Submit

Define Lease Contract Preview m

QIiD 28873601978 Email ocaltrafi@malomatia.com Post Box
Name Arabic ikl saal sl ot o Mobile Number 50265717
OBAY GSEMALSEED AHMED Fax
Name English ALTRAF

Title Deed No CertNo. Owner Type Name English Name Arabic CR No. CP No. Branch No. EID No. Qip Identity No Document Type Issuing Country
222263 Qo gl sppascn p e Ll 25763401534
222263 alp gl cu ot pat] i oot e 27563402014
222263 Qip Sl e ) e 27363400511

Lessor Type Name English Name Arabic CR No. CP No. Branch No. EID No. Qo Identity No Document Type Issuing Country

No data to display

Lessee Type Name English Name Arabic CR No. CP No. Branch No. EID No. felln] Identity No Document Type Issuing Country
Qo OBAY GSEMALSEED AHMED ALTRAFI PEIP UETEU R P ) 28973601978

Area (Square Meter) Electricity No Water No Title Deed No Property Description Street No Tenants Kahramaa details

515 74547 74547 222283 L) g e e m el e D Bl Tenant details E| Kahramaa details [E| Property details

Contract Start Date  01-04-2019 Contract End Date  31-03-2020
Register Date  27-02-2019 Rent Purpose  Residential

Subleased __

Utilities _ Allow Sublease ~ Electricity ~ Water _ Land Line _ Router  Internet « Parking _ Satellite  Auio Renewal

Document List File Name

Lease Contract backend png
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To Submit the request, user should click on “Submit” button, then system will show a pledge that all information

are correct, then he click “Yes” to submit the request, or to click on “No” to cancel submission and go back to
preview page.

Confirmation

I hereby confirm that all information contained in this application, as far as | know and believe, is frue in all
respects and is in full conformity with my i p and with personal i ahout
me &nd that any incorrect information in this application is Sufficient reason to terminate my services in
accordance with the regulations

* @ | agree to terms and conditions of contract agreement

s [
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Expected Results After Submission

Request Details Page

After successfully submit the request, the below page will appear to show all request details and :

- Request Number

- Request Submission Date
- Request Type

- Request Status

«~  User Manual

Home

Lease Contract View Request Details

Request Number 002-0201-19-00001620 Request Status In Review Payment Amount 0
Request Date  08-03-2019 Request Type Register Lease Contract
a P& Request
i R R A T R A
Name Arabic ol seal ol o 0 Mobile Number 50265717
OBAY GSEMALSEED AHMED Post Box

Name English ALTRAFI

QID 28973601978 Description

Email oaltrafi@malomatia.com

Applicant Statuses

Applicant should submit an official delegation copy from LESSOR

Name Arabic Name English Commercial Permit Number ‘Commercial Registration Number Branch No

No data to display.
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Also After Successfully submission, applicant will get an Email and SMS on his mobile number to inform him that
the request was registered successfully.

Ei‘_ Reply I’E?l_ Rephy All EZ') Forward

Fri 3/8/2019 7:00 PM
)Vl sgac guigi
Request Registered - wlbJl Lo ai

To i@malomatia,com

527) e

o (T TS DTG 1 05 3 4L ) o

Www.mme.50v.qa ¢Sl 2505 o2 il Al 25

Dear Customer il culd e

Kindly, be informed that your request no. 002-0301-19-00001620 has been successfully submitted. To followup request status, please visit www.mme gov.qa
Best Regards
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Sy db Jldzwl @
/00001620-19-0301-002
29all 8315 (=23 Al deylual
www.mme.gov.ga Request
number 002-0301-19-00001620
sucessfully submitted. To

followup request status, please
e visit www.mme.gov.ga

6 min

"

O
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My Requests Page

After successfully logging in through NAS (National Authentication System) , selecting the Lease Contract
Registration service from the E-Services list, and then showing the home page of the Lease Contract Registration
as shown in the picture below, then click on My Requests.

Register Lease Contract Services

ﬁ Register Lease Contract

(+]
a Modify Lease Contract Certificate
@®

@ My Reguests

After clicking on “My Requests” it will move to the page with all submitted request, which showing the status of
the request even submitted online from the Ministry of Municipality and Environment website or from the service

counter.
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«F  User Manual

Home
Request Type | Please Select v Request Date From Y Request Number
Request Status | Please Select v Request Date To )
SL No. Request Number Request Date - Request Type Payment Amount Request Status Resubmit
1 08032019 Land Inquiry Request 000 Qsr In Review
2 08-03-2019 Land Inquiry Request 0.00 QAR In Review
3 08-03-2019 Regster Lease Contract Request 000 QaR In Review
4 07-03-2019 Register Lease Contract Request 000 QAR In Review
5 07-03-2019 Register Lease Contract Request 000 QsR In Review
6 07-03-2019 Register Lease Contract Request 0.00 QAR In Review
7 002:0302-19-00001487 06032019 Modify Lease Contract Registration Certificate -50.00 QR Approved
8 06-03-2019 Register Lease Contract Request 420.00 QAR Confirmed
] 06032019 Register Lease Contract Request 000 QAR In Review
10 06-03-2019 Register Lease Contract Request 000 QR In Review
Page 1 of21 (1-10 0f 205 items) 2 3 4 5 21 > 3

This page allows the user to search for his requests by:

- Request Number

- Request Submitted Date
- Request Type

- Request Status
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Payment Page

After getting an Email or SMS Notification that the request has been approved, user can go to “My Requests” page
and select the request he wants by clicking “Request Number” which will chose the request details and its status
will be “Approved” and he can click on “Pay” button to start payment process for this request.

«F User Manual

Home

Lease Contract View Request Details

Request Number 002-0301-13-00001447 Request Status Approved Payment Amount 2500
Request Date 06-03-2019
q Request Type REUSIETLease Contact
Request
Name Arabic il sl ol o Mobile Number 50265717
. OBAY GSEMALSEED AHMED
Post Box
Name English , ~ ©
Description

QID 28973601978

Email oaltrafi@malomatia.com

Applicant Statuses

Applicant should submit an official delegation copy from LESSOR

Name Arabic Name English Commercial Permit Number Commercial Registration Number Branch No

Mo data fo display.
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After that it will take the user to the Payment Gateway to proceed with the payment

Payment Details © Your Order

* Required field
Total amount

Card Type *
® | VIsA | Visa @] g Mastercard 960.00 QAR
Card Number * 419000
Expiration Date * L v M v
This code is a three or four digit number printed on the back or front of credit cards.
CVN*

- @
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After finishing the Payment process, it will show again the Request Details page, which will show that the status
of the request is “Confirmed” and “Print Certificate” button is shown to let the user able to print his certificate.

## User Manual

Home

Lease Contract View Request Details

Request Number 002-0301-19-00001486 Request Status Confirmed Payment Amount 420
Request Date  06-03-2019 Request Type Register Lease Contract
q P Request
Name Arabic ksl sl o i Mobile Number 50265717

. OBAY GSEMALSEED AHMED
Post Box
Name English ATRAFI

QD 28973601978 Description

Email oaltrafi@malomatia.com

Applicant Statuses

Applicant should submit an official delegation copy from LESSOR

Name Arabic Name English Commercial Permit Number Commercial Registration Number Branch Ne

No data fo display.

31



Which will show the certificate in PDF format as below, which allows the user to print or save it.

Ministry of Municipality & Environment
AL WAKRA MUNICIPALITY
Registration of Real Estate Lease Contract Office

Date 08-03-2019

Al Rl 53,
5 S0 gl

S a3 s e

2019-03-08 F 5l

2019-03-03 i i 603300 Jonaidh 3 o

! elall i b sl ALl i a3
5000 | ,_,.-n'.'-'JL-\J:I-n 1] Sl daa a el 2
b all ing. s Saall 7 o

4 TR

: “;—".r“.-'_.l| i Laait 'i-i'-l==-.,'-u| i.i,’i,l'&,al pald ALl f g

. ; o T

Gyl s R dpaid Wl s | i g g pakl ALl g g

1 | TR

g i, ks dsadt Wiy Ll | g g paind ALl § 4

O pall il

g vl so3all
g )l g slai | iy g as,s syl g 5
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