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End of employment

It is critical that you provide the latest and most accurate personal details in order for us to ensure that the employee can be contacted with regard 
to their Daman End of Service Program.

What to do when an employee leaves your company

1.	 Pay their final contribution  
Include the employee’s final whole month contribution in your Upload File as normal, in the ‘Employer Contribution Amount’ column of the Upload File. 
If the employee then has a small part-month contribution due, you can either pay this into Daman End of Service Program at the same time by including 
a second row in your Upload File or you can pay this to the employee directly as part of their final settlement.  
For example: An employee leaves service on 3rd October 2024. September’s contribution should be uploaded and paid into Daman End of Service 
Program in the usual way and October’s pro-rata contribution (3 days) can be paid to the employee directly or into Daman End of Service Program by 
including a second row for that same employee in the October Upload File. 

2.	 Update their personal details  
In your Upload File containing the employee’s final contribution(s):  

For more information, please contact:                   Hotline: +971 4 610 9666              Email: damaneos@daman.ae             Website: www.daman.ae

•	 Replace their work email address with their personal email address. This ensures they will receive their automated leaver email when you complete 
your upload;  

•	 Update their telephone number to a personal telephone number; and 
•	 Update their address to reflect their personal residential address (company addresses are not acceptable).
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End of employment

  

3.	 Include an exit date 
Enter the employee’s last day of service in the ‘Exit Date’ column in the format DD/MM/YYYY. If you are uploading contributions for a whole month and 
a part-month in the same file, please include the exit date in the part-month row only.

4.	 Enter the exit reason 

We understand there are different reasons for exit. In the ‘ExitReason’ column please include either: ‘Leaver’ to indicate a termination or ‘Death’ to 
indicate loss of life, to enable us to provide the best support.

5.	 Upload your file 

Once you have completed all of the above steps, upload your file into the Daman End of Service Program portal. For leavers, an automated leaver email 
will then be sent to the employee to inform them that we have been notified of their termination of service and to provide information on their next 
steps. We will then liaise directly with the employee to complete their withdrawal as required. In the event of death/loss of life, our approach will be 
tailored to the circumstances.

6.	 Going forward 

Please remove the employee from any future Upload Files.

For more information, please contact:                   Hotline: +971 4 610 9666              Email: damaneos@daman.ae             Website: www.daman.ae

What to do when an employee leaves your company 
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End of employment

What to do if something needs to be corrected

1.	 I have uploaded an incorrect employee as a leaver 
Please let us know as soon as possible so that we can reverse this for you. Please note that the employee will have received our automated leaver email, 
kindly inform them of the situation. 

2.	 A leaver has decided to remain with our company/has been re-deployed  
That is great news. Please let us know as soon as possible so that we can reverse this and ensure the employee remains active. Please note that the 
employee will have received our automated leaver email, so kindly ensure you inform them that this is no longer applicable. 

3.	 I have received error messages when uploading my file 
Review the table on the next slide for common error messages and how to resolve them.

For more information, please contact:                   Hotline: +971 4 610 9666              Email: damaneos@daman.ae             Website: www.daman.ae
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End of employment

Message Steps forward

Employee 
membership already 
successfully ceased

•	 This means you have already successfully uploaded an Exit Date for this employee. If you want to check it was the correct 
date then go to Menu > Scheme Setup > Employees and refer to the ‘Leaver Date’ column.

•	 If you have uploaded an Exit Date before making a final contribution or updating the employee’s personal details then 
please let us know as soon as possible so that we can help you to resolve this.

Value for Exit Date is 
invalid

•	 Please upload your Exit Date in the format YYYY-MM-DD or DD-MM-YYYY or DD/MM/YYYY or YYYY/MM/DD

Exit Date cannot 
be on or before 
Employment Start 
Date

•	 An employee’s Exit Date must logically be after their Employment Start Date. Please amend the Exit Date in your file to 
reflect the employee’s last day in service which must be after their employment start date.

For any other generic error messages please refer to our Upload File Error Guide for further details.

What to do if something needs to be corrected

For more information, please contact:                   Hotline: +971 4 610 9666              Email: damaneos@daman.ae             Website: www.daman.ae
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Disclaimer

For more information, please contact:                   Hotline: +971 4 610 9666              Email: damaneos@daman.ae             Website: www.daman.ae

Portfolios Management | Investment Fund Management | Promotion
600 Sheikh Rashid Tower, DWTC, P.O. Box 9436 Dubai - UAE  |  T: (+971 4) 332 4140 | F: (+971 4) 332 6465 | W: daman.ae

Daman Investments PSC incorporated in Dubai, UAE, Reg. No. 1001646, licensed and regulated by the Securities and Commodities Authority, license number 301043.

This document has been prepared by Daman Investments PSC (“Daman”) and refers to Daman’s end of service program. It does not constitute investment advice 
nor is it intended to be an offer to buy or sell or a solicitation of an offer to buy or sell any investment product(s)/asset class(es) mentioned in this document, nor 
is it an incentive to invest. The investment product(s)/asset class(es) described in this document may not be eligible for sale or subscription in all jurisdictions or 
to certain categories of investors. This document is not intended for distribution to a person or within a jurisdiction where such distribution would be restricted 
or illegal. It is the responsibility of any person in possession of this document to investigate and observe all applicable laws and regulations of the relevant 
jurisdiction. Daman is not responsible for any error which may be occasioned at the time of printing of this document. Prior to making a decision to subscribe 
to the program, clients/employers should conduct such investigation and analysis regarding the investment product(s)/ asset class(es) described herein as they 
deem appropriate and to the extent deemed necessary, obtain independent advice from competent legal, financial, tax, accounting and other professionals, to 
enable them to understand and recognize fully the legal, financial, tax and other risks arising in respect of such a program. Other than to the extent required 
by the rules and regulations of the Securities and Commodities Authority (“SCA”) of the United Arab Emirates (“UAE”) and the laws of the UAE, Daman hereby 
expressly disclaims any obligation, or liability whatsoever, and it shall not be responsible under any circumstances or in any way, irrespective, contractual or 
non-contractual for any fiduciary responsibility or liability for any consequences, financial or otherwise, or any damages and loss including but not limited to 
compensations, charges, expenses and /or implications, direct and/or indirect, incidental, collateral, special or exceptional related to or arising from any reliance 
placed on the information in this document, failures, errors, interruption, defect, delay and/or the fluctuations of prices, if any, and in any or all transactions, 
securities, assets, sales assumptions, and proceeds from sales or transactions and actual collections which are subject to any change of sales prices or timing of 
collections whatsoever.

Daman Investments PSC (“Daman”) is a private joint stock company operating under the regulation, control, and supervision of the Securities & Commodities 
Authority of the UAE (“SCA”). Daman is licensed and authorised by the SCA- License Number-301043 for the conduct of the following financial activities: 
(i) Portfolios Management (Category 2- Dealing in Investment); (ii) Investment Fund Management. (Category 2- Dealing in Investment); and (iii) Promotion 
(Category 5- Arranging and Advice). 

The correspondence address for Daman is P.O. Box 9436, Suite 600, 6th Floor, Sheikh Rashid Tower, Dubai World Trade Centre, Dubai, United Arab Emirates. The 
email address for Daman is cs@daman.ae and landline number is +971 4 332 4140. 
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