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Driven by the desire for a more diversified, 
sustainable economy in Saudi Arabia, 
the four Economic Cities represent an 
exceptional investment opportunity for 
both national and international investors.

Chosen strategically for their 
location, connectivity and potential 
size, each city provides a world-class, 
standalone commercial environment 
and commercial ‘clusters’ in which 
your business can flourish, in any one 
of many different growth sectors. 
By combining investment and expertise 
from the private sector with the 
infrastructure of the public sector, 
the cities will ultimately help the 
Kingdom to meet current and future 
challenges in a global economy.

The focus isn’t solely on the 
commercial world, however. 
The cities are also being designed 
to create the most attractive modern 
lifestyles for resident professionals 
and their families. So each will become 
a global center of excellence for 
working and living.

Establishing global 
centers of excellence 
within the Kingdom
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What are the hallmarks 
of our service?

The speed, availability and quality of 
our services save you time, effort and 
money – along with stress and worry.

Our team is knowledgeable, 
experienced and professional  
– but also friendly, welcoming  

and always willing to help.

The services we offer are supported 
by a world-class digital infrastructure, 

developed in conjunction with  
market-leading partners.

We recognize that the service 
standards we expect of our team, and 
those you expect of us, are challenging. 

We are unwavering in working to 
meet this challenge every day.

Economic Cities Authority 
– removing the barriers  
to business
Ease of doing business is critical to success in the Economic 
Cities. As an investor, you want every barrier to operation 
removed and the path to successful commercial activity to  
be as smooth as possible. This is where the Economic Cities 
Authority (ECA) becomes your invaluable partner.

The ECA was established to enable economically 
vibrant knowledge hubs through innovative 
private/public partnerships, best-in-class 
regulation and round-the-clock services. 
In pursuing this mission, we aim to make 
investing, working and living within the cities 
as easy and attractive as possible for you.

The Economic Cities are built on a unique 
model in which each city is planned, developed 
and operated by a Master Developer (MD) from 
the private sector. To help the MDs achieve 
the goals of the Economic Cities, the ECA has 
implemented innovative regulatory frameworks 
that govern economic activities within the cities.

The foundation on which our activity is built 
is the integrated eGovernment services we 
provide for you. Each service is designed to  
be as simple and efficient as possible, helping 
you achieve all of the accreditations, licenses 
and permits you need to operate and live 
successfully and sustainably in the cities.

Uniquely, we offer these eGovernment services 
from a consolidated source – giving you a 
one-stop-shop of services and a single point 
of contact for governmental service providers.

So you enjoy far greater convenience and spend 
far less time and effort in establishing and 
operating your business.

Our ultimate aim is to deliver in excess of 500 
eGovernment services. But we understand that 
realizing this ambition is a significant challenge, 
and one which won’t be achieved overnight. 
Right now, there are 57 services available, 
with more being added on a regular basis.

Later in this document we’ll take you through 
each of the services you’ll need to complete 
before establishing your business in an 
Economic City. To help make things as clear 
and straightforward as possible, individual 
services are broken down into a step-by-step 
process, indicating what you need to do to 
advance through the service without delay.

5



76

Accessible via desktop PC, laptop, 
tablet or mobile device, the portal 
provides safe and secure processes 
which take you through the eServices 
in a step-by-step, logical manner.

You’ll find more details on the portal 
and registration process at 
www.eca.gov.sa

Or visit our website by scanning 
the QR code.

…in person 
As your friend and 
guide in the Economic 
Cities, we offer personal, 

professional service from our expert 
team of specialists. So if you ever need 
face-to-face advice or assistance – 
or if you need to complete any 
services or authorization processes 
in person – you can visit the first 
of our dedicated Service Centers, 
based in the heart of King Abdullah 
Economic City.

Open from 9.00am to 4.00pm, the 
Center is the place for guidance on all 
matters relating to the Economic Cities 
Authority services. As such, it should 
always be your first port of call for 
any support not available online.

…by telephone
We understand that 
some queries and 
questions are best 

dealt with in a direct conversation. 
Again, we can offer you access to our 
services in this way. Should you wish 
to contact us by telephone, you can 
speak to our service team on  
+966 12 610 6707.

Experience our  
service online…
At the heart of our service sits the online eServices portal. 
Developed in conjunction with world-leading technology 
partners, the portal makes each of our services available  
to you, whenever and wherever required.

Your cities. Your services.
Your success.
As the only agency empowered to deliver a fully comprehensive 
suite of integrated city-related services, we can help you in 
the following areas. These include the mandatory services 
described in greater detail later in this document.

• Pre-qualification Certification
• SPMTF
• Environmental Permit – 

Construction
• Excavation & Grading Permit
• Infrastructure Permit
• Foundation Permit
• Building Permit
• Occupancy Permit
• Environmental Permit – Operation
• Operation Permit
• Shop Permit 

• Off-plan Sales Licensing
• Interest Registration
• Property Registration
• Broker Pre-qualification
• Ownership Transfer

• Commercial Registration Review
• Establish Branch
• Establish Business
• Shutting Down Business

• City Master Plan
• Local Area Plan
• Large Projects Development Plan
• Site Plan

Within each area, there are three 
types of service, each with its own 
specific requirements…

Permit Issuance – services which 
allow you to obtain any new permits 
you need.

Permit Renewal – services which 
update or renew your existing permits.

Permit Change – services which 
make alterations to your permits.

MUNICIPALITY
SERVICES

COMMERCE
SERVICES

URBAN PLANNING
SERVICES

REAL ESTATE 
SERVICES
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Account creation  
with ECA Portal for  

eGovernment services

Signing  
CADRE  

agreement

Account  
creation with 
CADRE portal  

– CAFF

Work Visa  
issuance

Sponsorship 
transfer

Iqama  
issuance

Your journey 
to successful 
investment
Establishing a business  
inside an Economic City

The Economic Cities Authority is on hand to 
support you through a range of options and 
services to help you establish your business 
inside an Economic City. So you have the 
freedom to choose the path most suitable 
for you. As an investor, you can choose to 
establish three types of commercial entity 
inside the cities.

• A company within an Economic City
• An establishment (owned solely by  

one partner)
• A branch – for existing companies and 

establishments wanting a base within 
an Economic City

Once you’ve chosen the type of entity, the 
Master Developer of the relevant city will 
determine your location and define the activity 
and license(s) you need. Whether it’s a trading, 
service or industrial license, the Economic 
Cities Authority’s integrated services make 
the process straightforward and stress-free.

Over the coming pages we’ll take you through 
the mandatory services you’ll need to become 
established in the Economic Cities, in a  
step-by-step process.

Site Preparation, 
Mobilization &  

Temporary Fencing  
(SPMTF) Permit  

issuance

Excavation and Grading 
Permit issuance

Foundation  
Permit issuance

DESIGN & CONSTRUCTION STAGE

Environmental  
Permit issuance

(industrial/  
technical  
projects)

Building  
Permit issuance

8

Operation  
Permit issuance

Shop  
Permit issuance

Environmental Permit – 
Operation (if applicable)

OCCUPANCY & OPERATION STAGE

Occupancy  
Permit issuance

COMPANY
REGISTRATION 

SERVICES
1

2

3

Investment  
License evaluation

Signing Lease 
Agreement with the  
Master Developer

Trade name 
registration

Investment  
License issuance

Assignment of  
(Land/Property)  
Permit issuance

Commercial registration

Labor Office registration

GOSI registration

DZIT registration

MUNICIPALITY  
SERVICES2 MANPOWER

SERVICES3
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General conditions 
for obtaining any 
service from the ECA

Company 
registration 
services

• Third-party representation of the 
investor and/or entity must fall 
into one of the following:

– A Saudi national assigned through 
a formal Power of Attorney.

– A Saudi national assigned by an 
authorization letter from an approved 
service office.

– A Saudi employee included in  
GOSI assigned by an authorization 
letter attested by the Chamber  
of Commerce.

• Documents in a foreign language 
must be translated into Arabic by 
an authorized translation office 
in Saudi Arabia.

 
• Documents originated outside 

Saudi Arabia must be attested 
and legalized through the Saudi 
Arabian Embassy in the country 
of document origin.

• Financial documents must be 
attested by a certified public 
accountant in Saudi Arabia.

• Identification documents must be 
valid at the time of submitting the 
request (at least six months before 
their expiry date).

• All other documents must be  
valid at the time of submitting  
the request (three months before  
their expiry date).

• For all municipality services, 
design must be completed by an 
ECA pre-qualified consultant office. 

• For all municipality services, review 
must be completed by an ECA 
authorized design review consultant.

This document doesn’t include 
details of the specific conditions  
of the services and the list of 
requirements might change in 
the future. For more details call 
+966 12 610 6707.
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START START

Company registration servicesCompany registration services

What is the service? This service creates an account which allows you access to the ECA eGovernment service portal.

What does it cost? The service is free.

What documentation will  
you need to apply?

• Original identification documents. 
• Power of Attorney or delegation letter in case of third-party representation. 
• Original Commercial Registration for the mother company (if applicable).

What do you need 
before applying? Your identity will need to be authenticated and you’ll need to provide your credentials.

Are there any conditions? There are no specific conditions.

Creating an ECA portal account for eGovernment services Investment License request evaluation

What is the service?
This service evaluates requests for Investment Licenses that allow you to invest in the 
Economic Cities. Investment Licenses are issued to Saudi, partially GCC and non-Saudi 
(foreign) businesses that want to operate within the Economic Cities.

What does it cost? The service is free.

What documentation will  
you need to apply?

• Original Article of Association of the mother company (if applicable).
• Original Commercial Registration of the mother company (if applicable).
• A detailed business plan clarifying how the project will achieve its investment objectives.
•  Work experience and/or portfolio of businesses in addition to each partner CV (in case of 

individual partners).
•  A copy of the Investment License of the Saudi Arabian General Investment Authority  

(SAGIA) if available.

What do you need 
before applying? A full ECA portal account.

Are there any conditions?

•  The project shouldn’t be among the negative list of foreign investment activities 
in Saudi Arabia.

• Some activities require initial approval or licenses from other government agencies.
•  You should have and maintain an appropriate commercial reputation worldwide by never 

having been convicted of any violation or offense.

END

Activate the account  
and log in

Visit www.eca.gov.sa

Authenticate and verify the 
document which require 

visiting SSC in person

Fill in and submit the 
request and all related 

documents online

Select login to eServices – 
new user

Activate the account  
and log in

END

Log into the ECA portal for 
eGovernment services

Fill & submit Investment 
License unified application 

depending on the activity type

Select establish business 
inside the EC – Investment 

License screening

Upload the lease agreement 
after signing it with the 

master developer

Obtain the initial approval of 
investing in the required city

Submit Investment License 
issuance mandatory 

requirements
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START START

Company registration servicesCompany registration services

Trade name registration Investment License issuance

What is the service? This service reserves a trade name with the Commercial Registrar so that it can be used 
when establishing a commercial entity in an Economic City.

What does it cost? The service is free.

What documentation  
will you need to apply?

• Identification documents.
• Power of Attorney or delegation letter if you’re submitting  

documents as the representative of a new entity.

What do you need 
before applying?

• A completed Investment License evaluation.
• A lease agreement with the city’s Master Developer.
• An online account within the Ministry of Commerce and Industry (MCI).

Are there any conditions?

• You can’t register an English trade name for a Saudi or GCC entity  
– trade names should be in Arabic or have an Arabic meaning.

• If you’re establishing a branch of your foreign entity in the city, you need to prove registration 
of a trade name in the jurisdiction in which your business was initially incorporated.

• The trade name should include more than three elements to make it distinctive.
• The trade name should be innovative and reflect the type of business you do.
• There should be no previous similar or identical registered trade name.
• The trade name should be fit and not lead to deception of public, nor should it conflict 

with Islamic principles and public interest.

END

Log into the ECA portal for 
eGovernment services

Select establish business 
inside the EC – trade name 

registration

Trade name should be 
reserved online through  

MCI website

1. Visit https://eservices.mci.gov.sa/eservices
2. Select reserving commercial name electronically
3. Log into the system of names reservation
4. Click the trade name reservation link
5. Write the name to be reserved in the trade name place
6. Fill in the type of establishment and the type of activity
7. Send request to the system of ministry to receive applications

What is the service? This service provides you with an Investment License that allows Saudi,  
partially GCC and non-Saudi businesses to operate in the Economic Cities.

What does it cost? 25,000 SAR

What documentation will  
you need to apply?

• A resolution from the original partners for each partner (in the establishment  
or company) participating in the formation of the new entity, stating the  
partners’ names and their intention to invest in an Economic City.

• A letterhead stating your desire to establish an investment in an Economic City.
• A draft Article of Association (applies to companies).
• A bank statement showing that you have the required capital for the project.
• An original balance sheet for the past three years.
• Original identification documents.
• A Power of Attorney or delegation letter if the documents are being submitted 

by a new representative of the entity.

What do you need 
before applying?

• A completed Trade Name registration.
• A Lease Agreement with the Master Developer of the relevant Economic City.

Are there any conditions?

• You must have successfully passed the Investment License evaluation.
• The project shouldn’t be among the negative list of foreign investment activities in Saudi Arabia.
• Some activities require initial approval or licenses from other government agencies.
• You should have and maintain an appropriate commercial reputation worldwide  

by never having been convicted of any violation or offense.

Log into the ECA portal for 
eGovernment services

Receive the Investment 
License & Assignment of 

Land/Property permit

Select establish business 
inside the EC – Investment 

License issuance

Authenticate and verify the 
document which require 

visiting SSC in person
Submit Investment License 

issuance requirements 

Pay the required fee

END

Receive and upload the approval for  
the trade name into the ECA portal



1716

START START

What is the service?

Prior to beginning commercial activities within the Economic Cities, an organization or 
corporation – whether it is 100% Saudi, GCC, partially GCC, or foreign – must be registered 
with the Ministry of Commerce and Industry (MCI).

This service takes you through the issuance process, logically and efficiently.

What does it cost?
•  900–3,000 SAR for Commercial Registration with the MCI; based on the legal status 

of the entity and the number of years you wish to register for. 
•  300–10,000 SAR for Chamber of Commerce membership based on subscription classification.
•  300–500 SAR for official gazette publication.

What documentation will  
you need to apply?

• Letterhead assigning the general manager of the new entity. 
• Identification documents for the general manager.
• Summarized article of association (after attestation from notary public). 
•  Original notarized brief of bylaws of entity duly published in the official gazette, 

with a copy of the receipt of the publication’s fee.
• Original identification documents.

What do you need 
before applying? A completed Investment License.

Are there any conditions? There are no specific conditions.

Commercial registration Labor Office registration

What is the service? This service registers and maintains an account with the Labor Office to record your employees.

What does it cost? The service is free.

What documentation will  
you need to apply?

•  Letterhead from the business you represent, stating that you’d like to open a ‘file 700’ 
certified by the Chamber of Commerce.

• A copy of your Investment License.
• A copy of your Commercial Registration.
• A certificate of membership with the Chamber of Commerce.
• An Acceptance of Use (Land/Property) Permit.
• Original identification documents.

What do you need 
before applying?

• A completed Commercial Registration.
• An online account with the Ministry of Labor (MOL).

Are there any conditions?
• You must complete the service within one year of completing your Commercial 
Registration.
• The service should be requested and completed at the Labor Office where the entity  

is headquartered.

END END

Log into the ECA Portal for 
eGovernment Services

Select establish business 
inside the EC – Commercial 

Registration

Submit the request and all 
related documents online

Authenticate the Article 
of Association in person or 
Power of Attorney with SSC 

arrangement

Publish the summarized 
Article of Association in the 

official gazette

Pay the required fees for 
Commercial Registration 

and Chamber of Commerce 
membership

Submit the request for 
Chamber of Commerce 

membership and all related 
documents

Receive the original 
Commercial Registration Log into the ECA Portal for 

eGovernment Services

Select establish business 
inside the EC – Labor Office 

registration

Entity registration should 
be completed online 

through the MOL website

1.  Visit https://www.mol.gov.sa
2.  Log into the system of entities eServices
3.  Select new entity registration
4.  Fill in all required information
5.  Save the request number (it is needed to complete the registration with ECA).

Issue the 700 file and the 
entity registration number

Fill in the Request of 
Opening file 700 and submit 

all supporting documents 
to SSC

Authenticate and verify the 
documents which require 

visiting SSC in person

Company registration servicesCompany registration services
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END

START START

What is the service?
This service registers and maintains an account with the General Organization for Social 
Insurance (GOSI) to record your company’s Saudi owner and employees with the social 
insurance system.

What does it cost? The service is free.

What documentation will  
you need to apply?

• A copy of your Land Lease Agreement.
• A copy of your Investment License.
• A copy of your Commercial Registration.
• Bank details for your entity.
• Original identification documents.

What do you need 
before applying?

• A completed Labor Office Registration.
• An online account with the GOSI.

Are there any conditions? You must complete the service within one year of completing your Commercial Registration.

GOSI registration DZIT registration

What is the service? This service registers and maintains an account with the Department of Zakat & Income Tax 
of the Ministry of Finance (DZIT) to pay taxes.

What does it cost? The service is free.

What documentation will  
you need to apply?

• A copy of your Land Lease Agreement.
• A copy of your Investment License. 
• A copy of the Commercial Registration of your head offices and branches (if any). 
• A copy of your Article of Association.
• A copy of the capital deposit in the bank.
• Original identification documents.

What do you need 
before applying?

• A completed GOSI Registration.
• An online account with the DZIT.

Are there any conditions? You must complete the service before the end of your first financial year.

Log into the ECA Portal for 
eGovernment Services

Log into the ECA Portal for 
eGovernment Services

Select establish business 
inside the EC – GOSI 

Registration

Select establish business 
inside the EC – DZIT 

Registration

Registration should 
be completed online 

through the GOSI website

Registration should 
be completed online 

through DZIT website

END END

Upload the GOSI 
Registration Certificate into 

the ECA Portal

Upload the DZIT 
Registration Certificate 

into ECA Portal
1. Visit http://www.gosi.gov.sa
2. Log into the system
3.  Select new entity 

registration
4.  Fill in all required 

information
5.  Print the form, sign it, 

and send it to GOSI office

1.  Visit https://dzit.gov.sa/
general_services

2. Log into the system
3.  Select the required service
4.  Fill in all required 

information

Company registration servicesCompany registration services
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START

Municipality services

Environmental Permit issuance – Construction (industrial/technical project)

What is the service?
It is important that an organization’s development and/or construction activity will not harm the 
environment and health of citizens. The Economic Cities Authority will issue an Environmental 
Permit when it has been verified that the proposed activities will not have any adverse effects.

What does it cost? Fees are currently paid directly to the Presidency of Metrology and Environment (PME), 
depending on the size of the project.

What documentation will  
you need to apply?

• An Environmental Impact Assessment (EIA) by an approved Environmental Consultant.
• An Environmental Review Check List Report.
• A PME Environmental Consent to Construct.

What do you need 
before applying? A completed Investment License.

Are there any conditions? • The environmental assessment must be carried out by an ECA pre-qualified consultant office. 
• PME Regulations and ECA requirements must be met.

Municipality 
services

Log into the ECA Portal for 
eGovernment Services

Choose a pre-qualified 
consultant to submit 

the application

Select Municipality Service 
– Environmental Permit 
issuance – Construction

Upload the PME Consent 
to Construct

Submit the request and all 
related documents online

Receive the Environmental 
Permit

END
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Municipality services Municipality services

START START

What is the service?
Before any construction project can begin within the Economic Cities, the land owner 
– or other authorized legal party – must apply for and be issued with a Building Permit. 
This service takes applicants through the issuance process, logically and efficiently.

What does it cost?

• Villas (1 to 3 villas): 300 SAR per villa + 3 SAR/m2

• Villas (3 villas+): 300 SAR per villa + 2 SAR/m2

• Residential and Commercial: 1,000 SAR per building + 2 SAR/m2

• Industrial: 1,000 SAR per building + 1.5 SAR/m2

• Community: 1,000 SAR per building + 2 SAR/m2

What documentation will  
you need to apply?

• A completed Investment License.
• A pre-qualified consultant office compliance letter.
• Land Croquis.
• Complete building designs (architectural, electrical, mechanical, etc.).
• Authorized design review consultant compliance letter.
• Stamped fees calculation sheet.
• Payment receipt.

What do you need 
before applying? An Environmental Permit – Construction if the land usage is industrial or technical.

Are there any conditions?
• You need to submit design documents as AutoCAD and stamped PDF files.
•  Your designs must conform to the approved Local Area Plan and to the design guidelines 

and Croquis, which are attached to the agreement between the Master Developer/owner 
and your business.

Building Permit issuance Site Preparation, Mobilization & Temporary Fencing (SPMTF) Permit issuance

What is the service?
Should you need to erect temporary fencing around a building site or mobilize equipment, 
trailers or temporary facilities, etc. within the Economic Cities, the SPMTF Permit gives 
you permission to do so, and enables you to make the necessary preparations. The permit 
is optional – you can apply directly for a Building Permit if you meet all requirements.

What does it cost? The service is currently included as part of your Building Permit fees.

What documentation will  
you need to apply?

• Approved design package.
• A pre-qualified consultant office compliance letter.
• Land Croquis.
• Authorized design review consultant compliance letter.
• An approved review request of TSFP.
• Appointment letter of pre-qualified contractor and pre-qualified supervision consultants.

What do you need 
before applying? A completed Investment License.

Are there any conditions?
Your designs must conform to the approved Local Area Plan and to the design guidelines 
and Croquis, which are attached to the agreement between the Master Developer/owner 
and your business.

Log into the ECA Portal for 
eGovernment Services

Log into the ECA Portal for 
eGovernment Services

Choose a pre-qualified 
consultant to submit 

the application

Choose a pre-qualified 
consultant to submit 

the application
Select Municipality Service 
– SPMTF Permit issuance

Select Municipality Service 
– Building Permit issuance

Obtain an approval from ECASubmit the request and all 
related documents online

Receive the SPMTF PermitReceive the Building Permit

ENDEND

Obtain an approval from ECASubmit the request and all 
related documents online
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START START

What is the service?
Before any work can commence on the foundations of a building within the Economic Cities, 
the land owner – or other authorized legal party – must apply for and be issued with an 
Excavation and Grading Permit. The permit is optional – you can apply directly for a Building 
Permit if you meet all requirements.

What does it cost? The service is included as part of your Building Permit fees.

What documentation will  
you need to apply?

• Approved design package.
• A pre-qualified consultant office compliance letter.
• Land Croquis.
• Authorized Reviewer compliance letter.
• An approved review request for an Excavation and Grading Permit.
• Appointment letter of pre-qualified contractor and pre-qualified supervision consultants.

What do you need 
before applying? A completed Investment License.

Are there any conditions?
Your designs must conform to the approved Local Area Plan and to the design guidelines 
and Croquis, which are attached to the agreement between the Master Developer/owner 
and your business.

Excavation and Grading Permit issuance Foundation Permit issuance

What is the service?
The Foundation Permit is the authorized permission you need, as an investor, Master Developer 
or sub-developer, to commence work on the foundation of a building. The permit is optional – 
you can apply directly for a Building Permit if you meet all requirements.

What does it cost? The service is included as part of your Building Permit fees.

What documentation will  
you need to apply?

• Approved design package.
• A pre-qualified consultant office compliance letter.
• Land Croquis.
• Authorized Reviewer compliance letter.
• An approved review request for a Foundation Permit.
• Appointment letter of pre-qualified contractor and pre-qualified supervision consultants.

What do you need 
before applying? A completed Investment License.

Are there any conditions?

•  Your structural concept design must be approved before submitting the Foundation and 
Pile Permit.

•  Your designs must conform to the approved Local Area Plan and to the design guidelines 
and Croquis, which are attached to the agreement between the Master Developer/owner 
and your business.

• Individual houses and small projects (less than 600m2) aren’t eligible for this permit. 

Log into the ECA Portal for 
eGovernment Services

Log into the ECA Portal for 
eGovernment Services

Choose a pre-qualified 
consultant to submit 

the application

Choose a pre-qualified 
consultant to submit 

the application

Select Municipality Service 
– Foundation Permit 

issuance

Select Municipality Service 
– Excavation and Grading 

Permit issuance

Obtain an approval from ECAObtain an approval from ECA Submit the request and all 
related documents online

Submit the request and all 
related documents online

Receive the Foundation 
Permit

Receive the Excavation and 
Grading Permit

ENDEND

Municipality services Municipality services
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START START

What is the service?
Before a building can be used for any purpose within the Economic Cities, a building 
inspector must first be satisfied that the building is in, or will be in, a condition that 
is suitable for occupancy.

What does it cost? 350 SAR per unit.

What documentation will  
you need to apply?

• A Substantial Completion Certificate.
• Hold Point 1 to Hold Point 12.
• A Stamped Fees Calculation Sheet.
• Supervision Compliance letter.
• Design Review Consultant Compliance letter.
• As-built documents and GIS data.

What do you need 
before applying? A Building Permit.

Are there any conditions? For a building, the substantial completion report should be signed by the inspector 
to indicate that all aspects of the substantial completion are completed. 

Occupancy Permit issuance Environmental Permit issuance – Operation

What is the service? This service ensures that an organization’s operations activity will not harm the environment 
and the health of citizens.

What does it cost? Fees currently are collected by the Presidency of Metrology and Environment (PME), 
depending on the size of the project.

What documentation will  
you need to apply?

• An Environmental Impact Assessment (EIA) by an approved Environmental Consultant.
• An Environmental Review Check List Report.
• A PME Environmental Consent to Operate.

What do you need 
before applying? An Occupancy Permit.

Are there any conditions? •  The environmental assessment must be carried out by an ECA pre-qualified consultant office.
• PME Regulations and ECA requirements must be met.

Log into the ECA Portal for 
eGovernment Services

Log into the ECA Portal for 
eGovernment Services

Choose a pre-qualified 
consultant to submit 

the application

Choose a pre-qualified 
supervision consultant 

to submit the application

Select Municipality Service 
– Environmental Permit 

issuance (Operation)

Select Municipality Service 
– Occupancy Permit 

issuance

Upload the PME Consent 
to OperateObtain approval from ECA Submit the request and all 

related documents online
Submit the request and all 
related documents online

Receive the Environmental 
Clearance

Receive the Occupancy 
Permit

ENDEND

Municipality services Municipality services
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START START

What is the service?
This service issues a document stating all activities relating to building a business facility have 
been tested and commissioned, and that the facility will operate satisfactorily in all weather 
and occupancy conditions.

What does it cost? The service is currently included as part of your Occupancy Permit fees.

What documentation will  
you need to apply?

• A Testing and Commissioning Report.
• An Appointment Letter of Operator (if applicable).
• An HSE manual.
• An emergency plan.
• A maintenance contract for major equipment and firefighting systems.
• Third-party contracts.

What do you need 
before applying?

• Environmental Permit – Operation (if applicable).
• A completed Environmental Permit – Operation.

Are there any conditions? You must pass a final inspection visit to the facility by ECA.

Operation Permit issuance Shop Permit issuance

What is the service?
Before any building or portion of a building can be used for specific commercial activity within 
the Economic Cities, the owner – or any other authorized party – must apply for and be issued 
with a Shop Permit. This service takes you through the issuance process, logically and efficiently.

What does it cost? The service is currently included as part of your Occupancy Permit fees.

What documentation will  
you need to apply?

• A Substantial Completion Certificate.
•  Operator’s Employees Medical Health Certificates (for food and beverage, 

and health-related businesses).
• Interior design plans.
• Shop sign layout and details.
• An appointment letter from a firefighting maintenance contractor and third parties.

What do you need 
before applying? A completed Occupancy Permit.

Are there any conditions? You must pass a final inspection visit to the facility by ECA.

Log into the ECA Portal for 
eGovernment Services

Log into the ECA Portal for 
eGovernment Services

Choose a pre-qualified 
Supervision Consultant to 

submit the application

Choose a pre-qualified 
supervision consultant 

to submit the application
Select Municipality Service 

– Shop Permit issuance
Select Municipality 

Service – Operation Permit 
issuance

Obtain approval from ECAObtain approval from ECA Submit the request and all 
related documents online

Submit the request and all 
related documents online

Receive the Shop Permit Receive the Operation 
Permit

ENDEND

Municipality services Municipality services
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Manpower services

Creating a CADRE portal account

What is the service? This service gives you access to the online CADRE portal.

What does it cost? The service is free.

What documentation will  
you need to apply?

• Identification documents.
• A copy of your Investment License.
• A copy of your Commercial Registration certificate.
•  An authorization letter attested by the Chamber of Commerce, stating that additional 

users can be added to the company account in CAFF.

What do you need 
before applying?

• A completed GOSI Registration.
• A valid agreement with CADRE.

Are there any conditions? There are no specific conditions.

Visit http://cadre.com.sa/caff

Fill in and submit the 
required user information

Select CAFF services – 
CAFF registration

Log into CAFF Portal
Fill in and submit the 

required company 
information

END

The Economic Cities Authority established CADRE – a company 
which gives you access to the labor you need, without delay. 
Thanks to a direct alliance with the KSA Ministry of Labor, 
CADRE can issue visas itself in no more than 72 hours. 

The way the system works is straightforward. CADRE issues 
the visas you need and sponsors the employees by leasing their 
services to you. Work visas allow you to choose the most suitable 
employees for your activity.

You can access the services online at www.cadre.com.sa/caff

Manpower 
services
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START START

What is the service? This service issues visas that allow foreign workers to be employed legally in Saudi Arabia.

What does it cost?

• Total of 6,000 SAR for professionals: 
 – CADRE fees – 4,000 SAR
 – Ministry of Interior (MOI) fees – 2,000 SAR

• Total of 4,000 SAR for non-professionals: 
 – CADRE fees – 2,000 SAR
 – MOI fees – 2,000 SAR

What documentation will  
you need to apply?

• A copy of the passport for the employee to which the visa relates.
• An offer letter.
• A completed recruitment process for the employee.

What do you need 
before applying? A CADRE portal (CAFF) account.

Are there any conditions?
•  The number of requested visas shouldn’t exceed the balance you agreed when the 

Investment License was issued.
•  You need to transfer the cash balance to the CADRE account before you submit your 

request for a visa.

Work Visa issuance Sponsorship transfer

What is the service? This service transfers sponsorship from an entity to CADRE.

What does it cost?

• For professionals:
 – CADRE fees – 4,000 SAR
 –  MOI fees – 2,000 SAR for first-time transfer, 4,000 SAR for second or 6,000 SAR 

for the third.

• For non-professionals:
 – CADRE fees – 2,000 SAR
 –  MOI fees – 2,000 SAR for first-time transfer, 4,000 SAR for second or 6,000 SAR 

for the third.

What documentation will  
you need to apply?

• An original passport.
• Original Iqama.
• Sponsor release letters.

What do you need 
before applying? A CADRE portal (CAFF) account.

Are there any conditions? You need to transfer the cash balance to the CADRE account before you submit your request 
for a visa.

Log into the CAFF portal
http://cadre.com.sa/caff

Complete the recruitments 
process and fill the online 
profile for each employee

Select secondment services 
– new recruits

Pay the required feesSubmit the new recruits 
application online

Receive the Visa

END

Log into the CAFF Portal
http://cadre.com.sa/caff

Collect the Transfer Request 
Letter in person

Select secondment services 
– sponsorship transfer

Submit the required 
documents in person to be 
sent to the passport office 

by CADRE

Submit the Sponsorship 
Transfer Application online 
(including employee profile)

Pay the required fees

Receive the Iqama

END

Manpower services
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What is the service? This service issues an Iqama (residency permit) that allows a foreign national to live legally 
in Saudi Arabia.

What does it cost?
Total of 3,450 SAR:
- 650 SAR for the passport office
- 2,500 SAR for work permit
- 300 SAR for CADRE services

What documentation will  
you need to apply?

• An original passport.
• A medical report from an authorized hospital, clinic, or lab.
• Medical Insurance.
• A submitted and completed employee profile.

What do you need 
before applying?

• A completed and issued Work Visa.
• The employee must be in the KSA.

Are there any conditions?

•  100% of the sponsor’s employees should be registered with the CADRE eServices 
portal (CAFF).

• The employee’s fingerprints must be registered with the KSA Government.
•  You need to transfer the cash balance to the CADRE account before you submit 

your request for a visa.

Iqama issuance

START

Log into the CAFF portal
http://cadre.com.sa/caff

Pay the required fees for 
MOL, MOI and CADRE

Select post arrival services 
– Iqama issuance

Submit the required 
documents in person to be 
sent to the passport office 

by CADRE

Submit the Iqama issuance 
application online

Receive the Iqama

END


