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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.   
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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 
 

 

 

  

Status Document Description Sr 

Mandatory Copy of the Contract 1 

Optional QID for the Delegator 2 

Optional Any other Documents 3 
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Service Fees 
 

 

  

Fees Amount Fees Description Sr 

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

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

Number of Months * 0.005  
* Monthly Rental 

0.5% of total Rent for each Unit to be calculated 3 
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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 
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Applicant Page 

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

credentials. 

 The user should fill the Email and Mobile Number (Mandatory Fields) 

 User can fill the Fax and Post Box (Optional Fields) 

 Click on Next button to move forward to next step. 
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Ownership Page: 

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

 

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: 

 Title Deed Number 

 Benefit Privilege Certificate 

 Manual 
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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 
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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.
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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” 
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After clicking on “Add Property” it will show “Define Property” screen as below: 

 

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 
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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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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: 

 

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. Or to click on “Add Lessor” to fill lessor details as : 

Integration Entity Entered Information (Mandatory) Details Lessor Type 

MOI - QID Number 
- QID Expiry Date 

Arabic and English Name Person (QID)  

MOCI  - CR or CP Number 
- Expiry Date 

Arabic and English Name 
Mobile 
Email 

Company 

MOI - EID 
- EID Expiry Date 

Arabic and English Name Government Entity 
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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 

 

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

Integration Entity Entered Information (Mandatory) Details Lessee Type 

MOI - QID Number 
- QID Expiry Date 

Arabic and English Name Person (QID)  

MOCI  - CR or CP Number 
- Expiry Date 

Arabic and English Name 
Mobile 
Email 

Company 

MOI - EID 
- EID Expiry Date 

Arabic and English Name Government Entity 
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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. 

 

 

 

 



20 
 

Contract Page 

In this page user fills the Contract information as following: 

- Contract Start Date 

- Contract End Date 

- Register Date 

- Rent Purpose 

 

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) 

 In case Document is Mandatory, then will appear Mandatory next to it. 

 When click on Upload, it brows files to select one to upload. 

 User can View and Delete document after upload. 

 

 

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.  
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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. 
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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 
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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. 
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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. 
 

 
 
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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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. 
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After that it will take the user to the Payment Gateway to proceed with the payment 
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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. 
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Which will show the certificate in PDF format as below, which allows the user to print or save it.  

 


