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Preface

The present democratic Government of Bangladesh has formulated a
vision document "Vision 2021" which envisions bringing the country to a
Middle Income Country (MIC) status by 2021. To translate this vision into
reality, bringing adequate FDI in the country is instrumental and of
paramount significance. This requires and enabling investment climate
and supportive regulatory environment, sound physical, legal &
economic infrastructures and non-discriminatory taxation policy.

BOI being the apex IPA (Investment Promotion Agency) is always pursing
to bring about necessary changes in those areas. As a part of it BOI is
going to publish a booklet named "Guidelines-2011" to cater to the
specific needs of the client seeking support for establishing branch,
liaison and representative offices of foreign companies in Bangladesh,
and issuing work permits of foreign nationals.

| believe that doing business in Bangladesh will become easier and
fruitful as a result.

Dr.S A Samad



Guidelines-2011 for granting permission for establishing/
opening of branch, liaison & representative office of foreign
companies in Bangladesh and issuing work permit of
national (s).

With a view to attracting foreign investment in Bangladesh, the
People's Republic of Bangladesh has created congenial atmosphere
and enacted rules & regulations for investment in Bangladesh. The
government has given a special incentives & opportunities or
industrial and commercial establishment both in public and private
sectors and for opening of branch, representative, liaison office etc.
of foreign companies in Bangladesh; provisions have also been
made for providing special advantages. Rules and Regulations need
to be made for employment of foreign expatriate,
technical/professional personnel in enterprises/offices/institutions of
foreign origin, established in Bangladesh as will as in local
companies and firms in order to make our manpower skilled through
utilizing the technology generated and used by the developed
countries. As a result, integration of Inter Ministerial coordination,
central management of information and preservation of data,
re'yenue collection and national security will be ensured.

* AR Inter Ministerial Committee headed by the executive chairman/
executive member of Board of Investment has been formed (ref:
Prime Minister's Office Gazette no.53.42.01.00.00.31 2003-395, dated
27.10.2003), vesting the responsibilities for granting permission for
ppening of branch, liaison and representative offices of foreign
© companies and issuing work permits in favour of foreign nationals
‘working in these offices as well as other public and private industries,
-commercial and educational institutions. Recently honorable Prime
Minister has given the kind approval to the amendment of the
gazette. According to the amendment, the Board of Investment will
execute the secretarial responsibilities. Every order concerning this
matter will issued from BOI and decision of BOI will be treated as
government's final decision. Following guidelines (procedures) are
formulated for the well execution of the responsibilities given to the
committee.

These guidelines will be applicable to the following areas :

b)

)

1. General instruction(s) for opening of branch, liaison and
representative offices of foreign companies in Bangladesh:

Granting permission for establishing/opening of branch,
liaison, representative office of foreign company registered
abroad, to be operated in Banlgadesh.

Issuing of work permits in favour of foreign nationals working in
branch, liaison and representative offices of foreign companies
established in Bangladesh as well as in industrial & commercial
offices of private sector, educational institutions, sports
associations government organizations, etc.

Application in prescribed form along with relevant documents
has to be submitted to the Board of Investment for the opening
of branch, liaison, representative office of a foreign company
operated/ to be operated in Bangladesh (Annexure-A).

A Liaison/Representative Office of a foreign Company can only
maintain liaison/coordination between principal and local
agents, distributors/ exporter's institutions through
correspondences, personal contracts and other electronic
media. Such organizations can also collect, compile analyze
and disseminate business information related to its field of
activities as mentioned in the approval letter. This sort of
foreign office will have no local source of income in
Bangladesh. Establishment costs all operational costs including
remunerations of the expatriates and local employees of the
concerned Liaison or Representative office will have to be met
on receipt of remittances from the head office abroad. No
outward remittances of any kind from Bangladesh sources will
be allowed except the amount brought in from abroad (he
unspent part).

Branch offices of foreign companies shall have to confine the
commercial business activities as defined in its letter of
approval. Such foreign offices may have local sources of
income from the approved field of business activities in
Bangladesh and with the prior approval of the inter-ministerial
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‘h)

committee and with proper justification and sufficient
supporting documents in compliance with the regulations
under section 18(B) of the Foreign Exchange Regulation Act,
1947, of Bangladesh Bank, they can remit outward such
money.

The activities of the branch, liaison and representative office
shall remain confined to the areas and for the period of time
mentioned and approved in their letter of approval. If the
company intends to continue their office beyond the period
approval, they will have to apply for necessary
renewal/extension in the prescrived form with proper
documents at least 2(two) months before the expiry of the
current team (Annexure-B)

The approved foreign offices have to take permission from the
Bangladesh Bank under section 18(B) of the Foreign Exchange
Regulation Act, 1947, (Vide Foreign Exchange Regulation
(Amendment) Ordinance, 1976).

The Branch/Liaison/Representative offices have to file their
particulars to the Registrar, Joint Stock Companies & Firms, as
per provision of Company Act, 1994.

If the approved company intends to employ any foreign
nationals(s) in their office, work permits should be: obtained
from the Board of Investment, and permission from
Bangladesh Bank, under section 18(A) of the Foreign
Exchange Regulation Act, 1947.

An amount of foreign exchange equivalent to the sum of not
less than US$50,000 or equivalent as estimated initial
establishment cost and 6(six) months operational expenses of
the office must be brought in as inward remittance in
Bangladesh within 02(two) months from the date of issuance
of the Board of Investment permission letter. For this purpose,
the offices shall have to open an account with any sheduled
bank of Bangladesh as per the instructions contained in the
Guidelines for Foreign Exchange transactions for receipt of
remittances.

A Quarterly return of incomes and expenditures out of
remittances received from abroad shall have to be submitted
to the Board of Investment, concermned Bank, National Board
of Revenue and Bangladesh Bank with documentary
evidences.

Any change(s) of present address shall be intimated to the
Board of investment for necessary action and approval before
the proposed change is carried out.

The permitted office shall have to obtain clearances/ licenses
from the concerned government agencies, as & where
required, under the existing rules of the country.

The branch office will not be entitled to do any other business
beyond the subject area permitted in the approval letter. If
they intend to open any other business other than that, the
company shall have to obtain permission separately.

The permitted office shall have to pay duty/income
ta/VAT/revenues and other taxes payable to the government
under the existing laws of Bangladesh.

Deduction of taxes at source while paying office/house rent,
salaries and bills for purchased goods, services and contract
work has to be made and subsequently deposited to the
designated government accounts as per provisions of
Bangladdesh Income tax ordinance, 1984. For the purpose of
deduction of taxes at source & VAT, enterprises shall have to
obtain Taxpayer Identificaion Number (TIN) from the National
Board of Revenue.

Establishment of foreign offices and award of work permit for
foreign nationals will be made on the condition of security
clearance from the Ministry of Home Affairs. The Ministry of
Home Affairs shall give security clearance within 45 days of
issuance of permission letter under he existing Visa policy.
Otherwise it will be treated that the concerned agencies have
no objection to the issuance of Visa.

The approving authority can revoke, suspent temporarily and
alter either in part or whole the permission and add new
conditions at any time without assigning any reasons thereof.
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q) Expatriates working in manufacturing industry, business
organizations of private sector, educational institutions,
branch/ liaison and representative offices etc. in Bangladesh
must submit income tax clearance certificate/ income tax
exemption certificate under section 107 of Income Tax
Ortinance, 1984.

r Branch, liaison or representative office under proprietorship
companies will be generally discouraged.

s) For establishing more than one office of the permitted
branch, liaison or representative offices in Bangladesh, the
foreign company shall have to take separete prior permission
from the Board of Investment.

2. Procedures of Submission of Application for obtaining the
Permission of Branch, Liason and Representative Office:

Application in prescribed form signed by Chief Executive of the
company/Managing Director should be submitted, enclosing the
following documents/papers:

a). Prescribed Application Form (02 copies)

by  Memorandum and Articles of Association of the Principal Company.
¢¥  Certificate of Incorporation.

d)' Name & Nationality of the Directors/Promoters of the Principal-Company.

e) Company's Board of Directors Resolution regarding opening of
office in Banlgadesh.

) Audited Accounts of last financial year of the Principal Company.

g)  Proposed Organizational Chart/Structure of the office showing
the posts to be occupied by expatriates as well as local personnel.

h) - Details of activities to be performed through the proposed office
in Bangladesh.

Documents mentioned at serial (b) to (h) must be attested by the
Bangladesh Mission abroad/Mission of the concerned foreign

country in Bangladesh or Apex Chamber of Commerce &
Industries of the country of origin/state/district.

L

3. Procedures of Renewal of Existing Permission of Branch,

Liaison and Representative Office :

Application in Prescribed Form to be submitted to BOI for Renewal of
the permission at least 2{two) months before expiry of the existing
permission with the following documents:

a) Duly filled in Prescribed Form.

b}  Permission letter of Bangladesh Bank under Section 18(B) of
Foreign Exchange Regulation Act, 1947 (Vide Foreign Exchange
Regulation (Amendment) Ordinance, 1976).

¢) Income Tax clearance Certificate for the previous year from
concerned Tax Circle of National Board of Revenue of
Bangladesh.

d) Company's Board of Directors Resolution for extension/renewal
of the office.

e) Audited Accounts Report of the branch/liaison/representative
office for the period of functioning.

f)  List of the manpower employed (local and foreigner) showing
designation, nationality, remuneration, functions and date of
joining of the company.

4. Sanctioning Procedures for New Permission and
Extension of Branch, Liaison and Representative Office:

a) Fully documented application will be received at the Online
Reception desk of BOI as well as directly online and after
proper scrutiny of fully documented application the proposal
will be placed for decision in the next available meeting of the
Inter-Ministerial Committee. The Committee may sit twice a
month if necessary and the decisions of the committee are to
be communicated to the applicant through online.

b)  The permission may be given to open a Branch Office, Liaison
or Representative office of a foreign company initially for a
period of 3(three) years. Subsequently the prayer for extension
of the said office may be considered for a further period of
2(two) years at a time after being satisfied with their past
performance.




d)

A fee amounting to BDT 25.000/- (Twenty five thousand) only
for establishing new and BDT 10.000/- {Ten thousand) for
renewal of branch, liaison or representative office will be
payable by the applicant through treasury chalan (code no. 1-
3901-0001-1876) of Bangladesh bank or any branch of sonali
Bank and the original copy of the chalan has to be submitted to
the Board of Investment.

Permission, letter of approved proposal by the committee and
any other letter will be issued only on receipt of specific fee.

In particular cases, the Chairman of the Inter-Ministerial
Committee may give permission for the opening of Branch,
Liaison and Representative Offices and any other matters
pertaining to the terms of reference of the Committee, subject
to post facto approval of the next committee meeting.

5. Guidelines for Issuance of Work Permit in favour of

Foreign National(s) employed in Bangladesh.

Lq.l’

c)

Work permit is mandatory for foreign nationals for employment
in any industrial/commercial/educational/sports/government
entity and private sector or for investors residing and operating
business in Bangladesh. Begore applying for work permit, the
foreign nationals are to take proper visa from the concerned
Bangladesh mission with the recommendation of the Board of
Investment.

National security concerns will be fully and comprehensively
considered while issuing work permit for foreign national(s).

Work permit in favour of the foreign nationals will be
discouraged if they do not have specialised knowledge and hi-
tech proficiency. The term "Specialised knowledge" refers to
knowledge, skills, training and proven experience in a particular
field. The following will be treated as expertise at the time of
issuing work permit:

1. Experts/consultants/high officials in different professions & trades.
2. Engineers/Technicians/Designers/Operators.

3. Quality Controllers/Quality Inspectors/Production Inspectors/
Merchandisers/Production Supervisors.

g)

)

Bangladeshi nationals will be given priority/preference for
emplyment in local industrial/commercial enterprises as well as
industrial/commercial enterprises established with foreign capital.

Industrial/commercial organization where high technology and
skills are necessary and such expert personnel are not available in
Bangladesh only in such cases foreign nationals can be employed.

Before applying for work permit, advertisements in the national
dailies or websites have to be publised by the applicant company
mentioning the name of the post, expertise, salary and
allowances etc. to find out whether appropriate local people are
available or not with the appropriate experience, skill and
academic background. Online version of dailies published in
Bangladesh and job searching websites would be acceptable for

Employment of a foreign national for more than a total of 5(five)
years continuously shall be normally discouraged.

But this provision can be relaxed on the basis of merit of the
cases concerned.

Appointed expatriate will have to apply for Work Permit within
15(fifteen) days after arrival [with proper type of visa] and arrival
stamp on his passport.

In case of foreign doctors and nurses in private hospitals,
temporary registration from Bangaldesh Medical & Dental Council
(BMDC) and Bangladesh Nursing Council (BNC) will have to be
obtained for work permit application.

For work permit of foreign nationals to be employed for
entertainment (such as dance, music, physical acrobat, circus,
magic) in hotels, restaurants or any other organization registered
by the Board of Investment, a No Objection Certificate (NOC)
from the Ministry of Cultural Affairs shall have to be submitted
along with the work permit application.




k)

a)

b)

6. The following instructions shall have to be followed for
approval of work permits:

Section 8 under chapter 11 of Foreign Exchange Transactions,
2009, will be applicable in case of outward remittance of the
permissible portion of foreign national's salary.

Nationals from countries which have diplomatic and
commercial/trade relations with Bangladesh shall be
considered eligible for granting work permit.

The employer company shall have to submit a definite human
resoures development plan and technology transfer schedule
to the sanctioning authority to the effect that within 5(five)
years they will train local manpower (to substitute for the
expatriates).

Employmeént of expatriate in an industrial undertaking should
not exceed the ratio of 10:1(iocal: foreign) project
implementation period and 20:1{local: foreign) during regular

.operational period in case of a commercial enterprise &
-~ educational institute, including the top management, the ratios
. should not exceed 5:1 (local: foreign) & 10:1 (local: foreign)
. respectively. But this provision can be relaxed on a case by case

basis if there is enough justification. Investors however will not
be bound by this constraint.

Foreign Investors & Employees should have legal and valid
passports concerned countries and valid Visa of category "PI'
(Private Investor) and "E* (Employment) respectively to be
issued by the competent auhorities/missions of Bangladesh.
Work permits can also be issued in special cases with L.P
(Landing Permit), E1, ] and A3 visa. Any foreign national coming
with 'B*-type visa and registering a company locally can be
given work permit as an investor.

Passport and immigration authority can change the visa
category to 'PL' or 'E' type of foreign nationals given work
permit with landing permit.

f)

g)

Foreign nationals working in any local organization will be
discouraged to seek employment in another organization before
the expiry of the tenure. In order to work in a different
organization before expiry of the present work permit, the
expatriate should take release order form his previous employer
and he shall have to apply for visa recommendation after
canceling the previous work permit properly. In this case, trhe
foreign nationals must leave Bangladesh and come back with
appropriate visa again.

Potential foreign entreprenuers/investors or their representatives
coming to Bangladesh for a short visit to undertake feasibility
study before establishment of any industry can come with
'Business' type visa. But if the foreign national stays for a long
time in Bangladesh or in favour of any organization, he/ she shall
have to obtain work permit with proper visa.

7. Duration of Work Permit:

a)

b)

In every case the foreign national will be given work permit for
two vyears initially. But in case of chief executive/managing
directors, work permit can be given for upto 3. years with the
permission of Inter Ministerial Committee. Extension of work
permit will normally be allowed for two vyears after proper
examination of implementation status of every terms conditions
given in the work permit approval letter and on the basis of
availability of security clearance from the Ministry of Home
Affairs.

On expiry of the duration of the work permit, it shall stand
canselled automatically, if not renewed before expiration date.

The period of work permit of an expatriate working in any
Branch, Liason and Representative Office will not remain valid if
the validity of that Office permission expires. If any foreign
employee of an organization leaved the country without paying
income tax, the organization will have to pay this.
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8. Procedures of approval of Work Permit of Expatriate(s):

The foreign expatriate working in registered industrial, commercial,
educational enterprise shall have of apply for work permitin  the
prescribed form and submit the same at the online reception desk of
the Board of Investment. the following documents shall have of be
submitted along with the application form of work permit:

a) Application form duly filled-in and signed by the Executive
Head/Managing Director/ Proprietor of the company/firm - 02
(two) copies {Annexure-C).

b) A copy of the registration letter permission letter issued by the
Board of investment or Memorandum and Articles of
Association if registered with the Registrar of Joint Stock
Companies & Firms.

) A copy of resolution of the Board of Directors/Partners of the
Company/Firm in support of employment of foreign
expatriates. The resolution will have to contain the name of the
post, remuneration, date of appointment and other facilities
and be duly certified/ attested by the Chief Executive of the
firm/company.

",'dJ A copy of Appointment letter/Service contract or
Buyer's nomination letter/ machinery supplier’s -nomination
letter, if applicable.

e) Photocopy of passport along with “PI"/ ‘E or other type Visa
or any other type of permitted visa (as the case may be).

- f) Copy of Educational/Professional/Technical Qualification
Certificates and relevant work experience certificate (s) (in
English) of the foreign national.

o) A copy of the job vacancy advertisement published in the
national dailies or websites.

h) A copy of previous work permit cancellation release order and
tax clearance certifecate if the foreing worker had worked in
any local organization earlier.

i)  Properly documented proposal will be placed before the
inter-ministerial committee meeting for decision.

j)  After the approval of the application of work permit in the inter-
ministerial committee/any appropriate authority and a payment
of BDT 5,000/- per person per year as work permit fee in the
proper head of account {1-3901-0001-1876) work permit letter will
be issued.

9. Extension of Work Permit:

The guidelines, procedures and fees for new work permit will also be
applicable for the extension of work permit. But for extension of work
permit the following addtional papers and documents are required to
be submitted along with the application:

a) In case of new industrial project/branch office/liaison office/
educational institute etc., implementation status and upto date
investment made duly certified by the concerned authority, and
in case of existingindusttial/commercial enterprise production or
commercial performance statements of previous year (s).

b)  Attested copy of Passport with appropriate visa.
c) Documents of Income Tax Payment for the previous working period.

d) Performance evaluation of the expatriates(s).

e) List of the local employees trained by the expatriate (s) personnel
If any during his/her/their previous tenure.

fy  Permission letter under section 18(A) of Foreign Exchange
Regulation, Act, 1947, in favour of the expatriate working in
branch, liaison or representative office.

10. Cancellation of Work Permit:

a)  Work permit will be cancelled automatically with the expiry of its
duration in this case, the employer company/firm must confirm
the tax clearance of the expatriate employee and ensure his
departure from Bangladesh after the expiry of the duration of
work permit.




b) If any organization wants to cancel the work péermit of a foreign
national on cancellation of agreement/resignation or released
purpose during the valid period of the work permit, it should
apply to BOI for cancellation with the copy of board resolution,
release order/ resignation letter and tax clearance certificate for
the last working day. In this case, the Board of Investment will
cancel the work permit and inform all concerned authority.

c) The work permit issuing authority reserves the right to cancel
the work permit if any of the conditions or portion of a
condition laid down in the work permit and Bangladesh
permission under sectior 18(A) of Foreign Exchange Regulation
Act, 1947, is violated.

d) If any adverse report (anti-social or anti-state activities) is
received from the Ministry of Home Affairs against the work
permit holder, the board of Investment can cancel the work
permit immediately without seeking any explanation from the
local employer.

e) If the expatriate permit holder is reported to be engaged in any

- unlawful activities such as social crime, involvement with

political and anti-state activities, etc. the work permit of that
foreign national may be cancelled after proper inquiry.

11. Security Clearance:

" The Board of Investment will endorse a copy of the permission letter
... for estabishing the branch,liaison or representative office and copy of
“wark permit of foreign national along with set copise of the
.« application to the Ministry of Home Affairs With a request to issue
pécessary security clearance. The Ministry of Home Affairs will issue
security clearance within 45 days of investigation by concerned
authority. If any objection is not received within this period, security
clearance would be deemed to have been given. Subjects not related
- to national/social security can not be mentioned as securty objection.
The Ministry of Home Affairs will inform the Board of Investment if any
of the conditions mentioned in the permission letter is violated and
the Board of Investment will take necessary action in this regard.

_—_—.
12. Visa Extension

The Board of Investment will endorse a copy of the work permit to
Immigration & Passport Department. Upon receipt of application from
the concerned organization, the immigration & Passport Department
will extend existing visa for a maximum period of 6(six} months, After
receiving security clearance from the Ministry of Home Affairs
afterwards, Immigration & Passport Department Cab extend for the
duration of the work permit. If security clearance is not issued or any
objection is not given within 45 days from the Ministry of Home
Affairs, Immigration & Passport Department may extend the duration
of visa for up to work permit period.

13. Acceptable Minimum Salary Structure of the Expatriate (s):

a) The details of the remuneration to be provided to the expatriate
Employees and Investors shall have to be mentioned in the
application. In order to avoid confusions and for speedy disposal
of the application the following minimum salary structure based
on economic conditions/per- capita income of the countries and
hierarchy of the position of the expatriate(s), may be considered
as indicative and can be changed as and when necessary:



Classification of the
Expatriates in
accordance with their
designation

Acceptable Minimum Baslc salary |
with the nationality of th

SAARC
Countries,
China,
Myanmar,
Indonesia,
African
Countries
(except South

Malaysla,
Thailand, Hong
Kong, South
Korea, South
Africa & other
Countrles
having similar
economic

Africa) and other condition

3rd World
Countrles
having similar
economic
condition.

Canada, Japan,
Australla,
Singapore, EU
countrles, New
Zealand, KSA,
UAE and other
developed
Countrles.

Foreign Investors/
Managing Director/
Company Chairman/

Director/ Chief Executive
Officer etc

Officers With higher
Technical &
Professional

Knowledge and
Experience (such as
Senior Engineer, Senor
Chemlist, General
Manager, Technical
Advisor, Superviser,
Quiality Assurance
Manager,
Merchandiser etc.)

Mid- level Officers with
Technical & Professional
Qualifications (such as

Junior Englneer, Chemist,

Quality Controller,
Manager, IT
Prodrammer, etc.)

Skilled employees
(such as Techniclan,
Foreman, Supervisor,

Opetator, etc.)

US$ 1,200 00 or

US$1,500 00

equivalent to BDT or equivalent to

US$1,000 00
or eguivalent to
BDT

US$,850.00
or equivalent to
BDT

US$.650.00
or equivalent to
BDT

BDT

US$1,200 00
or equivalent to
BDT

US$,1,000.00
or equivalent to
BDT

US$,850.00
or equivalent to
BDT

US$ 2000 00
or equivalent to
BDT

US$1,500 00
or eguivalent to
BDT

US$,1,200.00
or equivalent to
BDT

US$,1,000.00
or equivalent to
BDT

b)  The above mentioned minimum salary structure will not be
applicable in the case of multinatinal companies(MNC/TNCs),
Airlines, Shipping Lines etc. international standard of salary
structure will be considered for the expatriates employed in
such companies.

c) If acceptable salary & allowances are not mentioned by the
employer, the inter- ministerial committee or sanctioning
authorities may fix a suitable salary & allowances for the
expatriate(s).

14. Issuance of Amendment

Any change or correction needed to the permission letter of the
Branch, Liaison or Representative office and work permit approval
letter of foreign nationals may be amended with the approval of the
sanctioning authority. In  this case an amount of BDT 1000.00
shall have to be submitted and paid through Banglasesh Bank or
Sonali Bank Treasury Chalan (Code no. 1-3901-0001-1876) for this
type of amendments.

15. Data Bank

The Board of Investment will set up and maintain a Central Data Bank
on all foregin companies (commercial & industrial) operating in the
private sector in Bangladesh and all expatriates permitted to work in
Bangladesh by the Board of investment. The inter Ministerial
Committee will review and analyze the information kept in the Data
Bank from time to time and the data bank will be linked with other
relevant agencies of the government. information of the data bank
may be disseminated to the government intelligence/security
agencies in the interest of national/state security.

*** Guidelines-2011 has been approved in the 95t inter Ministerial
Committee meeting held on 29t December, 2010, which will be

Implemented immediately and remain amendable according to
requirement of time and change of parameters.




Annexure-" A’

Board of Investment
Prime Minister® s Office
Jiban Bima Tower

10, Dilkusha C.A.
Dhaka-1000, Bangladesh
Website: Www.boi.gov.bd

Application for opening of branch/liaison/representative
office of foreign origin (Y mark one)
A. Information about principal company
01. Name and address of the principal company including
phone/fax number and e-mail address:
02. Status of the organization(private/public limited company :
03. Major Activities in brief:
04. Capital (in US$): (i) Authorized capita (ii) paid up capital
05. Country of origin and full address with telephone & fax no
and e-mail address.
" B.Information about the proposed branch/liaison/representative office

© 01. Local address of the branch/liaison/representative office

including phone/fax number: .

02. Intended field of business in Bangladesh through the
proposed branch/ liaison/representative office:

03. Target date of operation of the proposed office :

04. period for which permission is sought for :

05. Proposed organizational set up of the office with expatriate

~and local manpower ratio :

06. Establishment expenses and operational expenses of the office
(a) Estimated initial expenses:{b) Estimated monthly expenses:

(c) Source of financing :

(Signature of the applicant)
Name and designation of the signatory

Annexure-" A’

Board of Investment
Prime Minister" s Office
Jiban Bima Tower

10, Dilkusha C.A.
Dhaka-1000, Bangladesh
Website: Www.boi.gov.bd

The ofllowing papers/documents are required for application
for Extension of branch/ liaison/ representative office

Permission letter of Bangladesh Bank under Article-18(B).
Income tax clearance certificate for the previous periods from
the concerned Tax Circle.

3. Company’'s board resolution for extension/renewal of office
permission.
Latest audit report.

5. List of manpower (local and foreign) showing designation/
salary/ job description/nationality.

6. Encashment certificate of inward remittances for the last 2
years.

N.B

(a) Application for renewal of permission shall have to
submitted at least 2 months before the date of expiry.

(b} All documents shall have to be signed by the Country
Manager or Chief Executive of the company.

{c) For issuing permission letter the company shall have to
deposit the fee amounting Tk. 10,000/- in any branch of
Bangladesh Bank or Sonali Bank through Treasury Chalan
(Code No. 1-3901-0001- 1786).



D. Monthly remuneration (BD Taka/US$)
Annexure-"C’

Prime Minister" s Office

Jiban Bima Tower a Basic salary
10, Dilkusha C.A.
Dhaka-1000, Bangladesh b Overseas allowance

Website: Www.boi.gov.bd

c House rent
Application for employment of foreign national
inbranch/liaison/representative office and other private and d Conveyance allowance
public enterprise (v mark one) e Entertainment allowance
A. Particulars of sponsor/employer f —
1. Name and address of the enterprise including phone/fax no.
and e-mail address o} Other fringe benefit, if any

2. Type of the organization
Nature of business/activities of the company E. Manpower of the office:

Previous reference of permission for opening branch/liaison “ Foreign m

office and period of permission

5 Capital structure: (i) Authorized capital (ii) Paid up capital Executive Supporting Total Executive Supporting Total Local :
6 inward remittance (for foreign owned company) Staff Staff Foreign
B Particulars of expatriate:
1. Name of the foreign national in BLOCK letters: 3
2. Nationality with passport no., date & place of issue and
period of validity:
3. permanent address :
4. Date of birth:

5.  Marital status (married, unmarried)
. (i) If married, number of family members :
(i) Whether any of the family members will live in Bangladesh,
if yes, name(s), relationship & age :
6. Academic qualification {please attach certificates) :
7. Work experiences and professional qualification (please
attach certificates): Signature of the employer and Seal
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Board of Investment
Prime Minister’ s Office
Jiban Bima Tower

10, Dilkusha C.A.
Dhaka-1000, Bangladesh
Website: Www.boi.gov.bd

A3 visa

'B' visa
BDT
BMDC
BNC
BOI .

'E' visa
'E1' wisa

' visa
LR
MNCs/TNC
NBR
NOC
'PI' visa
TIN
VAT

L}

Abbreviation

Specilist/Consultant/Employee/Labor employed in
projects of bilateral/multilateral contracts between
government and development partners.

'‘Business' Visa

Bangladeshi Taka

Bangladesh Medical & Dental Council

Bangladesh Nursing Council

Board of Investment

'Employment' type Visa

'Employment1'type visa (for persons coming for
machineries and software supply/installation/ .
maintainence/supervision/project inspection and
such of work)

‘Journalist' type visa

Landing Permit

Multinational Companies/Transnatonal Companies
National Board of Revenue

No Objection Certificate

'Private Investor' type visa

Taxpayer ldentification Number

Value Added Tax
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