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1. Visit www.rak.ae 

Visit the Services Guide > Government > RAK Municipality > Land and property sector > my service, then the system will 

show the cases dashboard where you can manage your cases and launch the services.  
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2. Login using Smart Pass 

 

Enter username and Password to Login,  

In case you do not have a Smart Pass yet, you have to create one, as it is a requirement to start the service, so choose 

“Don’t have an Account? Register” and follow the procedures.  

 

 

 

 



  

 

 

You will be redirected to the “My cases” dashboard where you can manage your cases and launch the service   

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

3. My Cases dashboard 

Use this section to view all your cases along with their statuses: 

- Open/New: Request is saved as draft.  

- In progress: Request is under progress from land sector and you have to wait for their decision / feedback 

- Rejected: means land sector reject the request for certain reasons, and you should check the case for rejection 

reasons  

- Waiting initial payment : Case is under initial payment 

- Waiting final payment: You need to pay the final payment, which is 5% of the contract amount in order to 

generate the contract. 

- Complete: means that the whole process is completed and the system has generated the tenancy contract. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

4. Launch the Service 

By clicking on “Premium Tenancy Contract for Registered Lessors” 

 

   

 

 

 

 

 

 

 

 

 

 

 

The system will redirect you to the service page with popup to select weather if new or draft contract. 



  

 

 
 

 

 

 

 

 

 

 

 

 

5. New Contract 

In case you are creating a new Contract, select “New Contract”, then select the type of your contract either “Residential, 

Commercial or Investment”.  

  

 

 



  

 

 

6. Lessee Information  

Once you select the type of the contract, the system will re-direct you into the contract form, prompting you to enter 

lessee information.  

 

 

 

 

 

 

 

 

 

 

The system provides you several option to add lessee information:  

- Search with Emirates ID:  Search on the lessee information using the Emirates ID. 

  

  

  

 

 

 

 

 

 

 

 

 

- Search with Unified No/Passport ID.: in case you want to add the lessee by his/her unified number /passport ID 

 



  

 

 
 

 

 

 

 

 

 

 

 

 

 

- Trade License No.:  In case the lessee is a company, you are required to add the information using the Trade 

License number.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Details of Property  

After registering the unit in Municipality system, the system will be able to show the units under this section.  



  

 

 
The system will identify the “interne user” connected with which lessor and show this lessor’s units as shown below in 

the snapshots.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

8. Lessor Information  

 Once you pick up the unit, the system will identify the assigned lessor and retrieve his information automatically in 

lessor information section.  

 

 

 

 

 

 

 

 

 

 

 

 

9. Rental Details 

Enter contract start date and end date. Determine the rent amount along with payment methods if monthly or 

installments.  

Tenancy purpose, which is mean residential or commercial…etc. 

 



  

 

 
 

10. Special Conditions 

If there are any special conditions between lessee and the lessor, enter them all in here.  

 

11. Occupant details 

To mention the names of the Occupants; i.e. people who will live / reside – apart from the lessee- in the unit, list them 

one by one in “Occupants Details”. 

Fill the table by clicking on “add new” button.  

 

 

 

 

 

 

 

 

 

 

12. Attachments  

All required attachments should be uploaded from this section. The system will automatically change this section as per 

the contract type, lessee type, and lessor type. 
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For the contract, you need to print it, sign it then upload again.  

For the remaining documents, you should scan and upload them as well.  

 

 

 

 

 

 

 

13. Print the contract  

In order to print your contract, you need to click on print button that exist in bottom of the screen. 

 

 

 

 

 

14. Save as Draft 

In case of you need to save your contract to continue it later, click on “Save as Draft” button at the bottom of the screen. 

 

 

 

 

 

15. Submit the request for approval 

Click on “Submit” button at the bottom of the screen in order to send your request for approval by the land department.  

2 

1 



  

 

 
 

 

 

 

 

 

16. Payment 

 

A. Click on the case and click on payment request 
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B. Select the item to be paid  

Select the item should be paid and click on pay selected item.  

 

C. Select Payment gateway and enter payment details. 

Select the payment gateway then click on Pay button.  

 



  

 

 
 

Then select payment method and enter payment details.  
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17. Draft contract 

If you already have a contract saved as draft, please select “Draft” and select your contract number.  

Otherwise, select new contract.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


