
A few checks to being compliant  
Minimum regulatory requirements in the Middle East region

Employer requirement Abu Dhabi   Dubai  KSA Kuwait Oman Bahrain Qatar When is it required?

Trade license copy         Start of policy; and when expires

Commercial registration copy / Muncipal license copy         Start of policy; and when expires

Know your customer (KYC)          Start of policy; and at renewal if changes exist

Signed letter of authorisation to establish  
       Start of policya relationship with AlKhaleej Takaful Insurance

Identification document of authorised signatory           Start of policy; and at renewal if changes exist

Identification document of individual / entity with    
       Start of policy; and at renewal if changes existcontrolling interest in company

Identification document of Politically Exposed           Start of policy; and at renewal if changes existPersons (PEP)

Relationship letter for third party sponsor           Start of policy; and at renewal if changes exist

Memorandum of Association (MOA)        Start of policy; and at renewal if changes exist

Article of Association (AOA)        Start of policy; and at renewal if changes exist

Annual audited financial statement           Start of policy; and at renewal

Board resolution (only for unlisted companies)           Start of policy; and at renewal

Policy issuance form        Start of policy; and at renewal

MOL (Ministry of Labour) listing         Start of policy; and at renewal

Certificate of continuity        Start of policy when company is moving from another insurer

Certificate of coverage or an undertaking letter        If a member in Abu Dhabi is not covered by Cigna Healthcare 

Establishment ID card copy / Computer card Est ID        Start of policy; and at renewal if changes exist

Oman Chamber of Commerce card / Certificate           Start of policy; and at renewal 

VAT / TRN / TAX  / Ministry of Finance certificate / 
       Start of policy; and at renewal if changes existTax card

Muqeem list        Start of policy; and at renewal

Signed policy contract        
Annually, before policy inception & renewal for KSA, immediately  

        following policy inception & renewal for other regions 

Client policy cancellation email        Termination of the policy

Provisional certificate of coverage        Termination of the policy during mid year

Employee requirement

Data collection form        Join date

Census list        Join date

Entry permit (with entry stamp / change status stamp)        Join date; if entering in AUH / DXB on employment / residency

Certificate of continuity        Join date; if previously under another insurer in the region

Birth certificate         Join date for members born in the policy issuing country 

Passport copy        Join date; expiry of passport

Visa copy        
Join date; expiry of visa (if holding AUH / DXB work visa /

        entry permit or KSA entry stamp) 

Copy of National ID        Join date; national ID issued in the country    

Declaration letter        
When a non Abu Dhabi visa holder is enrolled under    

        Abu Dhabi policy

Termination requirement

Final exit documents        Member is leaving country and will not return

Visa copy        Member transfers to a different employer

Provisional certificate of coverage        Member transfers to a different insurer

For more information contact your client manager or refer to the cheat sheet links below: 
Abu Dhabi Cheat Sheet; Dubai Cheat Sheet; KSA Cheat Sheet; Kuwait Cheat Sheet; Oman Cheat Sheet; Bahrain Cheat Sheet; Qatar Cheat Sheet. Checklist NA 0724
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