
REGISTRATION OF A NEW FOREIGN-INVESTED COMPANY

	№
	REQUIRED DOCUMENTS
	GUIDANCE

	1

	                                         Form UB-03 and Form UB-12 (1 copy)
	Download it from www.burtgel.gov.mn/service/ .

	[bookmark: _Hlk236836933]2



	                                        Legal Entity Name Approval (Verification)

	· Online: Access the www.e-business.mn system to submit the proposed legal entity name electronically for approval. 
· In person: You may also obtain the name approval by visiting the registration authority in person.

	3








	Receipt for the Payment of State Stamp Duty and Service Fee


	
· Receipt for payment of the MNT 10,000 service fee for name approval to State Bank account No. 106030085769.
(Government Resolution No. 230 of 2020, Clause 2.1).
· Receipt for payment of the MNT 10,000 service fee for the issuance of a seal and stamp control number to State Bank account No. 106030085769.
(Government Resolution No. 230 of 2020, Clause 2.6)
· Receipt for payment of the MNT 750,000 State Stamp Duty to the State Treasury account No. 100200000941.
(Article 15.3.2 of the Law on State Stamp Duty)

	4
	Opening a bank account
	· Using the legal entity name approval as the basis, a temporary bank account shall be opened with a commercial bank.

	
5
	
Founders' Resolution (Decision) – 1 copy


The legal entity must be registered with the state registration authority within 30 days after the name approval.
	
The Founders' Resolution (Decision) shall include:
· Resolution to establish the company
· Company address, telephone number, and business activities (only activities that do not require a special permit or license shall be specified); 
· Amount of contributed capital, nominal value and number of shares; 
· Appointment of the Executive Director, including surname, given name, and registration number (the founder may also serve as the Executive Director); 
· Charter shall be adopted as an annex to the resolution (decision).
The founders shall sign the Resolution (Decision) and the charter.

	
	
	
If the founder of the company is a legal entity:
· A resolution (decision) on the establishment of a subsidiary (dependent) company shall be adopted, signed, and approved by the shareholders. 
· A copy of the parent company's registration certificate and charter. 

	6
	The charter
	· The requirements specified in Article 16.2 of the Law on Companies shall be incorporated into the charter. 
· Two copies in Mongolian and one copy in a foreign language.

	7


	Agreement / Contract


	
If there are two or more founders, the founders shall enter into a Cooperation Agreement, which shall be notarized. (One copy in Mongolian and one copy in a foreign language.)

	8

	Evidence of Investment
	In accordance with Article 3.1.5 of the Law on Investment, each foreign investor shall contribute an investment amount exceeding USD 100,000 or its equivalent in Mongolian tugriks. If a foreign investor makes an investment in the form of monetary assets, cash, movable property, or intellectual property, the investor shall submit supporting documents evidencing such investment, including a bank confirmation confirming the transfer of funds from a foreign country, bank account statement, customs declaration, and documentary evidence issued by a competent authority.

	               9


	Proof of Address 
	 Immovable Property Certificate (copy) and Lease Agreement

	10



	Copy of Passport

	If the company's director (head) is a foreign citizen, a copy of the passport shall be submitted. (The foreign citizen must obtain an F-registration number from the Mongolian Immigration Agency.) 

	DOCUMENT REQUIREMENTS:
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.




REGISTRATION OF A NEW REPRESENTATIVE OFFICE

	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	1
	Form UB-04
	Download from www.burtgel.gov.mn/service/ or obtain it from a state registrar and fill it out. 

	2

	Receipt for Payment of State Stamp Duty
	
· Receipt for payment of the MNT 1,100,000 state stamp duty for a representative office of a foreign legal entity to State Bank account No. 106030085769.
(Article 15.3.1 of the Law on State Stamp Duty).
· Service fee for the issuance of a seal and stamp control number: MNT 10,000

	3

	Certificate
	· Copy of the registration certificate and Charter of the foreign legal entity.
(Article 29.4 of the Civil Code)

	4





	Resolution (Decision) –   (1 copy)


	The Resolution (Decision) of the Competent Authority for Establishment (for a limited liability company, the Shareholders' Meeting) shall include:
· Resolution to establish the representative office; 
· Appointment of the Head of the Representative Office; 
· Address and telephone number of the representative office; 
· Approval of the Operating Regulations as an annex to the Resolution

	5


	Operating Regulations     (2 copies in Mongolian and 1 copy in a foreign language)

	The Operating Regulations shall specify the address, telephone number, and scope of activities of the branch or representative office. 
Civil Code. Article 29.3. A representative office is a unit located outside the place where the legal entity is established, which is authorized to protect the lawful rights and interests of the legal entity or to conduct transactions and perform other legal acts on its behalf.                                                                                                                                                          

	
6


	Copy of passport.
	If the Head is a foreign citizen, a copy of the passport shall be submitted. The foreign citizen must obtain an F-registration number from the Mongolian Immigration Agency.

	7

	Proof of Address

	Immovable Property Certificate (copy) and the Lease Agreement for the premises where the branch or representative office will be located.

	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney.




CHANGE OF SHAREHOLDERS (ADDITION OR REMOVAL) OF A FOREIGN-INVESTED LIMITED LIABILITY COMPANY

	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	
1



	Form UB-03 and Form UB-12 (1 copy) 
	Download from www.burtgel.gov.mn/service/. (The forms must bear the official seal and stamp.)
Form UB-12 shall be completed upon the initial registration and whenever there is a change in the beneficial owner.

	2



	Receipt for Payment of State Stamp Duty

	
· Receipt for payment of the MNT 40,000 State Stamp Duty for the registration of changes to the information of a foreign-invested legal entity to State Bank account No. 106030085769.
(Article 15.3.4 of the Law on State Stamp Duty)
· If a new State Registration Certificate is requested, the service fee for issuance is MNT 88,000. 

	3
	Original Certificate of State Registration
	· If the registration certificate has been lost, the Resolution (Decision) shall state the loss, and a notice shall be published in a daily newspaper. The original newspaper containing the published notice shall be submitted.

	4
	Resolution (Decision) of the Founder, Shareholders, and Minutes of the Meeting (1 copy)


The registration shall be completed within 15 business days from the date of issuance of the Resolution (Decision).
	The Resolution (Decision) on the transfer of shares shall specify:
· the transferor and transferee, the value of the shares being transferred, the number of shares, the percentage of shares, and the type of agreement based on which the shares are being transferred. The parties transferring the shares shall sign the Resolution (Decision). 

	
	
	
The Resolution (Decision) of the shareholders who acquired the shares shall include:
· If there is a change of the Executive Director, the previous Executive Director shall be released from the position and a new Executive Director shall be appointed; 
· If there are changes to the legal entity’s name, registered address, scope of activities, contributed capital, or other relevant information, such changes shall be reflected in the Resolution (Decision). The charter shall be approved as an annex, signed, and certified with the seal/stamp; 
· If there are two or more shareholders, the minutes of the meeting shall be prepared and signed by the participants of the meeting.

	
	
	If there are two or more shareholders, minutes of the shareholders’ meeting shall be prepared and signed by the participants. The minutes shall clearly state the attendance of the participants, the agenda items discussed, and the decisions adopted. The participants of the meeting shall sign the minutes.

	
	
	If the party transferring or acquiring the shares is a company, the company shall adopt a Resolution (Decision) of its shareholders, and the shareholders shall sign it. Where necessary, the relevant agreement, Resolution (Decision), or Charter shall specify the authority granted to the relevant person to sign documents on behalf of the company. 

	5
	 Agreement / Contract
	If there are two or more founders, the founders shall enter into a Cooperation Agreement, which shall be notarized. (One copy in Mongolian and one copy in a foreign language.)

	
6


	Notarized Agreement or Certificate of Inheritance
	Following the issuance of the Resolution (Decision) on the transfer of rights, the relevant agreement prescribed by the Civil Code shall be concluded and notarized, including an agreement on the transfer of rights or a sale and purchase agreement.

	7
	The Charter (2 copies in Mongolian and 1 copy in a foreign language)
	The matters specified in Article 16.2 of the Law on Companies shall be included in the Charter.

	8
	Certificate issued by the Tax Authority
	· In the event of changes to the beneficial owner(s) of a legal entity holding a mining license, or to information regarding their shares, ownership interest, and voting rights, Tax Payment Certificate shall be obtained from the Large Taxpayer Office under the General Department of Taxation.
· The tax certificate shall be obtained through the e-Tax system at www.etax.mta.mn.

	9
	Certified Financial Statements (1 copy)
	· Financial Statements certified by the Finance and Treasury Department of the relevant district.
(If the reporting period has not yet ended, interim financial statements may be prepared, certified by the Finance and Treasury Department, and submitted.)

	10
	Copy of passport (if the person is a foreign citizen)
	· If the founder(s), shareholder(s), executive director (management), Chairperson or member(s) of the Board of Directors are foreign citizens, a copy of their passport shall be submitted.
(An F-registration number shall be obtained from the Immigration Agency of Mongolia.)

	11
	Proof of the legal entity’s address
	 Immovable Property Certificate (copy) and lease agreement.
(Registration using the founder’s residential address is also permitted.)

	12
	Permit issued by the competent authority
	                                                                                                                                                                    Legal entities such as banks, insurance companies, audit firms and other entities engaged in regulated activities shall submit written approval issued by the relevant authority, such as the Ministry of Finance or the Financial Regulatory Commission.


	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney.








CHANGE OF CONTRIBUTED CAPITAL OF A FOREIGN-INVESTED LIMITED LIABILITY COMPANY (INCREASE OR DECREASE)
	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	1
	UB-03 Form and UB-12 Form (1 copy)
	Download from www.burtgel.gov.mn/service/. (The forms must bear the official seal and stamp.) Form UB-12 shall be completed upon the initial registration and whenever there is a change in the beneficial owner.

	2
	Receipt for Payment of State Stamp Duty
	· Receipt for payment of the MNT 40,000 state stamp duty for the registration of changes to the information of a foreign-invested legal entity to State Bank account No. 106030085769.
(Article 15.3.4 of the Law on State Stamp Duty)
· If a new State Registration Certificate is requested, the service fee for issuance is MNT 88,000.

	3
	Original Certificate of State Registration
	If the registration certificate has been lost, the Resolution (Decision) shall state the loss, and a notice shall be published in a daily newspaper. The original newspaper containing the published notice shall be submitted.

	4
	
Resolution (Decision) and Minutes of the Meeting (1 copy)
The registration shall be completed within 15 business days from the date of issuance of the Resolution (Decision).
	The Resolution (Decision) shall specify the details of the change to the amount of contributed capital, and revised Charter (or amendments) shall be approved and signed by the shareholders and duly certified.

	
	
	If there are two or more shareholders, minutes of the shareholders’ meeting shall be prepared and signed by the participants. The minutes shall clearly state the attendance of the participants, the agenda items discussed, and the decisions adopted. The participants of the meeting shall sign the minutes.

	
	
	If the shareholder is a company, a resolution (decision) of its shareholders shall be required.

	5
	Revised Charter (2 copies)
	The Charter shall reflect the change in the amount of the contributed capital.

	
	
	For a foreign-invested limited liability company with two or more shareholders, a revised Shareholders' Agreement (contract) shall be executed among the shareholders (1 copy).

	6



	Certified Financial Statements (1 copy)   

                                          
	Financial statements certified by the Finance and Treasury Department of the relevant district. (If the reporting period has not yet ended, interim financial statements may be prepared, certified by the Finance and Treasury Department, and submitted.)

	7
	Certificate issued by the Tax Authority
	The tax certificate shall be obtained through the e-Tax system at www.etax.mta.mn

	8

	
Permit issued by the competent authority


	
Legal entities such as banks, insurance companies, audit firms and other entities engaged in regulated activities shall submit written approval issued by the relevant authority, such as the Ministry of Finance or the Financial Regulatory Commission.


	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney.





CHANGE OF THE HEAD OF A FOREIGN-INVESTED LIMITED LIABILITY COMPANY (EXECUTIVE DIRECTOR, CHAIRPERSON, OR HEAD/PRESIDENT)

	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	1
	UB-03 Form and UB-12 Form (1 copy)
	
Download from www.burtgel.gov.mn/service/.
(The forms must bear the official seal and stamp.)
Form UB-12 shall be completed upon the initial registration and whenever there is a change in the beneficial owner.

	2



	Receipt for Payment of State Stamp Duty



	· Receipt for payment of the MNT 40,000 state stamp duty for the registration of changes to the information of a foreign-invested legal entity to State Bank account No. 106030085769.
(Article 15.3.4 of the Law on State Stamp Duty)
· If a new State Registration Certificate is requested, the service fee for issuance is MNT 88,000.

	3
	Original Certificate of State Registration
	If the registration certificate has been lost, the Resolution (Decision) shall state the loss, and a notice shall be published in a daily newspaper. The original newspaper containing the published notice shall be submitted.

	4
	
Resolution (Decision) and Minutes of the Meeting (1 copy)
The registration shall be completed within 15 business days from the date of issuance of the Resolution (Decision).
	
The Resolution (Decision) shall include:
· If there is a change of the Executive Director, Chairperson, or Head, the previous holder of the position shall be released from the position, and a new holder shall be appointed;
· For a company, a resolution (decision) of the shareholders or, if authorized, of the members of the Board of Directors shall be issued and certified with signatures and the official seal or stamp. 

	
	
	If there are two or more members, minutes of the meeting shall be prepared and signed by the participants. The minutes shall clearly state the attendance of the participants, the agenda items discussed, and the decisions adopted. The participants of the meeting shall sign the minutes. 

	
	
	If the Executive Director of a subsidiary is to be changed, a Resolution (Decision) of the shareholders of the parent company shall be submitted.

	
	
	In the case of a state-owned enterprise (SOE), a local government-owned enterprise (LGOE), or a state-owned enterprise with state participation (SOESP), the decision of the legally authorized authority relieving the former head and appointing the new head. (Original or certified true copy)

	5



	Copy of passport (if the person is a foreign citizen)



	- If the newly appointed Executive Director, Chairperson of the Board of Directors, Management (Supervisory) Board is a foreign national, a copy of the passport shall be submitted. (The foreign national must have obtained an F registration number from the Immigration Agency of Mongolia.)

	6
	Permit issued by the competent authority

	.
Legal entities such as banks, insurance companies, audit firms, non-bank financial institutions, savings and credit cooperatives, and other entities engaged in regulated activities shall submit written approval issued by the relevant authority, such as the Ministry of Finance or the Financial Regulatory Commission.


	7
	Certificate issued by the Tax Authority
	The tax certificate shall be obtained through the e-Tax system at www.etax.mta.mn

	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney.




REGISTRATION OF THE REVISED CHARTER OF A FOREIGN-INVESTED LIMITED LIABILITY COMPANY

	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	1
	
UB-03 Form and UB-12 Form (1 copy)


	Download from www.burtgel.gov.mn/service/ or obtain it from a state registrar and fill it out. (The forms must bear the official seal and stamp.) Form UB-12 shall be completed upon the initial registration and whenever there is a change in the beneficial owner.

	2
	Receipt for Payment of State Stamp Duty

	
· Receipt for payment of the MNT 40,000 state stamp duty for the registration of changes to the information of a foreign-invested legal entity to State Bank account No. 106030085769.
(Article 15.3.4 of the Law on State Stamp Duty)
· If a new State Registration Certificate is requested, the service fee for issuance is MNT 88,000.

	3
	Original Certificate of State Registration
	If the registration certificate has been lost, the Resolution (Decision) shall state the loss, and a notice shall be published in a daily newspaper. The original newspaper containing the published notice shall be submitted.

	4
	
Resolution (Decision) and Minutes of the Meeting          1 copy)
The registration shall be completed within 15 business days from the date of issuance of the Resolution (Decision).
	The revised charter shall be adopted as an annex to the resolution (decision).
For a company, a shareholder’s resolution (decision) shall be adopted and certified by the signature and official seal or stamp. 

	
	
	If there are two or more members, minutes of the meeting shall be prepared and signed by the meeting participants. The minutes shall clearly state the attendance, the agenda items discussed, and the decisions adopted. The participants of the meeting shall sign the minutes.

	
	
	Where a revised Charter of a subsidiary company is adopted, the shareholders’ resolution (decision) of the parent company shall be submitted.

	5
	Revised Charter (2 copies)
	The Charter shall be prepared in compliance with the relevant laws and regulations and duly certified with the signature, seal, and stamp.

	
	
	For a foreign-invested limited liability company with two or more shareholders, a revised shareholders’ agreement (contract) shall be executed between the shareholders (1 copy).

	6
	Permit issued by the competent authority

	
For certain types of activities, the Charter shall be subject to review and approval by the relevant authorities. For example:
· Companies providing audit and certified tax advisory services shall obtain approval from the Ministry of Finance; 
· Commercial banks shall obtain approval from the Bank of Mongolia; 
· Public joint-stock companies, non-bank financial institutions, and insurance companies shall submit an official letter (resolution) from the Financial Regulatory Commission confirming the review and approval of the Charter.

	7
	Certificate issued by the Tax Authority
	The tax certificate shall be obtained through the e-Tax system at www.etax.mta.mn

	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney.





CHANGES TO THE BUSINESS ACTIVITIES OF A FOREIGN-INVESTED LIMITED LIABILITY COMPANY (ADDITION OR REMOVAL)

	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	1
	UB-03 Form and UB-12 Form (1 copy)

	Download from www.burtgel.gov.mn/service/. (The forms must bear the official seal and stamp.) Form UB-12 shall be completed upon the initial registration and whenever there is a change in the beneficial owner.

	2
	Receipt for Payment of State Stamp Duty

	
· Receipt for payment of the MNT 40,000 state stamp duty for the registration of changes to the information of a foreign-invested legal entity to State Bank account No. 106030085769.
(Article 15.3.4 of the Law on State Stamp Duty)
· If a new State Registration Certificate is requested, the service fee for issuance is MNT 88,000.

	3
	Original Certificate of State Registration
	If the registration certificate has been lost, the Resolution (Decision) shall state the loss, and a notice shall be published in a daily newspaper. The original newspaper containing the published notice shall be submitted.

	4
	Resolution (Decision) and Minutes of the Meeting                         (1 copy)

The registration shall be completed within 15 business days from the date of issuance of the Resolution (Decision).

	For a company, a shareholder’s resolution (decision) shall be adopted and certified by the signature and official seal or stamp.

	
	
	The resolution (decision) shall specify the business activities to be changed, added, or removed, and the revised Charter (amendments to the Charter) shall be adopted as an annex.

	
	
	If there are two or more members, minutes of the meeting shall be prepared and signed by the meeting participants. The minutes shall clearly state the attendance, the agenda items discussed, and the decisions adopted. The participants of the meeting shall sign the minutes.

	5
	Revised Charter or amendments to the Charter           (2 copies)
	The changes to the business activities shall be reflected in the Charter.

	
	
	For a foreign-invested limited liability company with two or more shareholders, a revised shareholders’ agreement (contract) shall be executed between the shareholders (1 copy).

	6
	Special License Certificate
	If a licensed activity is being added, the original License Certificate issued by the competent authority or a notarized copy thereof shall be submitted.

	7
	Certificate issued by the Tax Authority
	The tax certificate shall be obtained through the e-Tax system at www.etax.mta.mn

	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney.




CHANGE OF THE LEGAL ADDRESS OF A FOREIGN-INVESTED LIMITED LIABILITY COMPANY

	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	1
	UB-03 Form and UB-12 Form (1 copy)

	Download from www.burtgel.gov.mn/service/. (The forms must bear the official seal and stamp.) Form UB-12 shall be completed upon the initial registration and whenever there is a change in the beneficial owner.

	2
	Receipt for Payment of State Stamp Duty

	
· Receipt for payment of the MNT 40,000 state stamp duty for the registration of changes to the information of a foreign-invested legal entity to State Bank account No. 106030085769.
(Article 15.3.4 of the Law on State Stamp Duty)
· If a new State Registration Certificate is requested, the service fee for issuance is MNT 88,000.

	3
	Original Certificate of State Registration
	If the registration certificate has been lost, the Resolution (Decision) shall state the loss, and a notice shall be published in a daily newspaper. The original newspaper containing the published notice shall be submitted.

	4
	Resolution (Decision) and Minutes of the Meeting            (1 copy)
The registration shall be completed within 15 business days from the date of issuance of the Resolution (Decision).

	For a company, a shareholder’s resolution (decision) shall be adopted and certified by the signature and official seal or stamp.

	
	
	. 
The resolution (decision) shall clearly state the changes to the legal entity’s registered address (telephone number), and the revised Charter (amendments to the Charter) shall be adopted.

	
	
	If there are two or more shareholders, the minutes of the meeting shall be prepared and signed by the participants of the meeting.The minutes shall clearly state the attendance, the agenda items discussed, and the decisions adopted. The participants of the meeting shall sign the minutes. 

	5
	Revised Charter or amendments to the Charter           (2 copies)
	The Charter shall reflect only the change of the address. (If any other changes are to be made, they shall be included in the resolution (decision), or the revised Charter shall be submitted for registration.)

	
6


	
Proof of the registered address

	Certificate of Immovable Property Ownership (copy) and lease agreement.
(Registration using the founder’s residential address is also permitted.)

	7
	Written approval issued by the competent authority 
	
· Companies providing audit and certified tax advisory services shall obtain approval from the Ministry of Finance; 
· Commercial banks shall obtain approval from the Bank of Mongolia; 
· Non-bank financial institutions and insurance companies, an official letter (resolution) from the Financial Regulatory Commission confirming the approval of the change of address shall be submitted.

	8
	Certificate issued by the Tax Authority
	The tax certificate shall be obtained through the e-Tax system at www.etax.mta.mn

	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney.





CHANGE OF THE NAME OF A FOREIGN-INVESTED LIMITED LIABILITY COMPANY


	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	1
	
UB-03 Form and UB-12 Form (1 copy)


	Download from www.burtgel.gov.mn/service/ or obtain it from a state registrar and fill it out. (The forms must bear the official seal and stamp.) Form UB-12 shall be completed upon the initial registration and whenever there is a change in the beneficial owner.

	2
	Legal Entity Name Approval (Verification)

	· If applying online, access the E-Business Portal (www.e-business.mn), submit the proposed company name, and obtain the result. 
· If applying through the State Registrar, submit the bank receipt evidencing payment of the service fee.

	3
	Receipt for payment of the state stamp duty and service fee
	
· Receipt for payment of the MNT 10,000 service fee for name approval to State Bank account No. 106030085769.
(Government Resolution No. 230 of 2020, Clause 2.1).
· Receipt for payment of the MNT 10,000 service fee for the issuance of a seal and stamp control number to State Bank account No. 106030085769.
(Government Resolution No. 230 of 2020, Clause 2.6)

	4
	Original Certificate of State Registration
	If the registration certificate has been lost, the Resolution (Decision) shall state the loss, and a notice shall be published in a daily newspaper. The original newspaper containing the published notice shall be submitted.

	5


	Daily newspaper containing the published notice of the change of the company name.
	The published notice shall specify the legal entity registration number, the former name, and the new name of the legal entity. (Government organizations are exempt from the requirement to publish such notice in a daily newspaper.)



	6
	Resolution (Decision) and Minutes of the Meeting           (1 copy)
The registration shall be completed within 15 business days from the date of issuance of the Resolution (Decision).

	
For a company, a shareholder’s resolution (decision) shall be adopted and certified by the signature and official seal or stamp.

	
	
	
The resolution (decision) shall clearly specify the change from the former company name to the new company name, and the revised Charter (amendments to the Charter) shall be adopted as an annex. 

	
	
	If there are two or more shareholders, the minutes of the meeting shall be prepared and signed by the participants.The minutes shall clearly state the attendance, the agenda items discussed, and the decisions adopted. The participants of the meeting shall sign the minutes. 

	7
	Revised Charter
/2 copies/
	
The Charter shall reflect only the change of the address. (If any other changes are to be made, they shall be included in the resolution (decision), or the revised Charter shall be submitted for registration.)
The revised Charter shall not bear the company seal.

	8
	Written approval issued by the competent authority 
	
· Legal entities providing audit and certified tax advisory services shall obtain approval from the Ministry of Finance; 
· Commercial banks shall obtain approval from the Bank of Mongolia; 
· For a non-bank financial institutions and insurance companies, an official letter (resolution) from the Financial Regulatory Commission confirming the approval of the change of address shall be submitted.

	9
	Certificate issued by the Tax Authority
	The tax certificate shall be obtained through the e-Tax system at www.etax.mta.mn

	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney.




REISSUANCE OF THE STATE REGISTRATION CERTIFICATE (DUE TO LOSS, DETERIORATION, OR DAMAGE)

	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	1
	
UB-03 Form
 (1 copy)

	Download from www.burtgel.gov.mn/service/ or obtain it from a state registrar and fill it out. (The forms must bear the official seal and stamp.)

	2
	Receipt for Payment of State Stamp Duty

	
· Receipt for payment to State Bank account No. 106030085769
(Article 15.3.4 of the Law on State Stamp Duty) 
· If a new State Registration Certificate is requested, the service fee for issuance is MNT 88,000.

	3
	Original Certificate of State Registration
	
The deteriorated, damaged, or unusable State Registration Certificate shall be surrendered to the state registration authority.

	4
	Daily newspaper containing the published notice of the loss of the certificate.
	The notice shall specify the legal entity registration number and name and state that the State Registration Certificate has been invalidated. The original copy of the daily newspaper containing the published notice shall be submitted.

	5
	Resolution (Decision) and Minutes of the Meeting          (1 copy)
The registration shall be completed within 15 business days from the date of issuance of the Resolution (Decision).

	· For a company, a shareholders’ resolution (or decision) shall be submitted. If the company has a parent company, the shareholders’ resolution (or decision) of the parent company shall be submitted.

	
	
	
The resolution (decision) shall specify that the State Registration Certificate is to be reissued due to its loss, deterioration, or damage.

	
	
	
If there are two or more shareholders, the minutes of the meeting shall be prepared and signed by the participants. The minutes shall clearly state the attendance, the agenda items discussed, and the decisions adopted. The participants of the meeting shall sign the minutes.

	6
	Decision issued by a law enforcement body or other competent authority
	Where necessary, decisions and conclusions issued by the relevant law enforcement authorities and competent authorities

	7
	Certificate issued by the Tax Authority
	The tax certificate shall be obtained through the e-Tax system at www.etax.mta.mn

	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney

	
· If a person fails to provide accurate information in the state registration declaration, application, request, or supporting documents required by law, they shall be subject to a fine of fifty units (MNT) for an individual and five hundred units (MNT) for a legal entity, in addition to compensation for any damage or losses caused. (Article 15.23.1.2 of the Law on Violations).

· If a person pledges, has pledged, or intentionally damages a state registration certificate, the individual shall be subject to a fine equivalent to twenty-five units, and the legal entity shall be subject to a fine equivalent to two hundred and fifty units, as provided by law. (Article 15.24.2 of the Law on Violations)




EXTENSION OF THE TERM OF OPERATION OF A FOREIGN-INVESTED COMPANY

	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	1
	
UB-03 Form (1 copy)

	Download from www.burtgel.gov.mn/service/ or obtain it from a state registrar and fill it out. (The forms must bear the official seal and stamp.)

	2

	Receipt for Payment of State Stamp Duty

	· Receipt for payment of the MNT 75,000 state stamp duty for the extension of the term of operation of a foreign-invested legal entity to State Bank account No. 106030085769.

	3
	Original Certificate of State Registration
	The term of operation shall be extended and recorded in the state registration certificate.

	
4


	Power of Attorney, if required;
	                                                                                                                                              If the founder or the executive director is unable to appear in person, a notarized Power of Attorney shall be executed.

	5
	Certificate issued by the Tax Authority
	The tax certificate shall be obtained through the e-Tax system at www.etax.mta.mn

	[bookmark: _Hlk114477548]DOCUMENT REQUIREMENTS
· If the documents are executed in a foreign language, they shall be translated into Mongolian and certified with the seal of a certified translator.
· If the documents are executed in a foreign country, they shall be notarized by a notary public of that country, authenticated by an Apostille, or certified by a person performing notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney















EXTENSION OF THE TERM OF OPERATION OF A REPRESENTATIVE OFFICE OF A FOREIGN COMPANY

	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	1
	
UB-04 Form 
 (1 copy)

	Download from www.burtgel.gov.mn/service/ or obtain it from a state registrar and fill it out. (The forms must bear the official seal and stamp.)

	2
	Receipt for Payment of State Stamp Duty

	
· Receipt for payment of the MNT 750,000 state stamp duty for the extension of the term of operation of a representative office of a foreign company  to State Bank account No. 106030085769.
(Article 15.3.4 of the Law on State Stamp Duty) 

	3
	                                                  Original Certificate of the Representative Office
	The term of operation shall be extended and recorded in the state registration certificate.

	4
	Resolution (Decision) 
(1 copy)

	The resolution (decision) on the establishment of the representative office shall be adopted by the shareholder(s) or an authorized person and shall bear the signature and official seal or stamp.
If the parent company has two or more shareholders, minutes of the meeting shall be prepared and signed by the meeting participants. The minutes shall clearly state the attendance, the agenda items discussed, and the decisions adopted. The participants of the meeting shall sign the minutes.

	5
	Certificate issued by the Tax Authority
	The tax certificate shall be obtained through the e-Tax system at www.etax.mta.mn

	· The registration shall be completed within 15 business days from the date of issuance of the Resolution (Decision).

	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney













CHANGE OF THE LEGAL FORM OF A FOREIGN-INVESTED LIMITED LIABILITY COMPANY

	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	1
	                                                     UB-03 Form and UB-12 Form (1 copy)

	Download from www.burtgel.gov.mn/service/. Form UB-12 shall be completed upon the initial registration and whenever there is a change in the beneficial owner.

	2
	Legal Entity Name Approval (Verification)

	· If applying online, access the E-Business Portal (www.e-business.mn), submit the proposed company name, and obtain the result. 
· If applying through the State Registrar, submit the bank receipt evidencing payment of the service fee.

	3
	Receipt for payment of the state stamp duty and service fee
	
· Receipt for payment of the MNT 10,000 service fee for name approval to State Bank account No. 106030085769.
(Article 15.3.4 of the Law on State Stamp Duty)
· Receipt for payment of the MNT 750,000 State Stamp Duty for Foreign-invested limited liability company to the State Treasury account No. 100200000941.
(Article 15.3.2 of the Law on State Stamp Duty)
· If a new State Registration Certificate is requested, the service fee for issuance is MNT 88,000. 
    (Article 15.3.4 of the Law on State Stamp Duty)

	4
	Original Certificate of State Registration
	The changes to the legal entity's registration information shall be registered, and a new State Registration Certificate shall be issued.

	5
	Resolution (Decision) and Minutes of the Meeting (1 copy)
	The resolution (decision) on the change of the legal form shall be adopted by an authorized person, such as the founder or shareholder(s) of the legal entity, and shall bear the signature and official seal or stamp. If the legal entity has two or more shareholders, minutes of the meeting shall be prepared and signed by the meeting participants.

	6
	Charter
/2 copies/
	
The revised charter shall be adopted in accordance with the legal form of the legal entity resulting from the reorganization. (If required by law, an agreement (contract) shall also be approved.)

	7
	An agreement (contract)
	
If there are two or more founders, a cooperation agreement shall be executed and notarized. (One copy in Mongolian and one copy in a foreign language.)

	8
	
For a foreign-invested limited liability company:
Documents evidencing the investment
	
In accordance with Article 3.1.5 of the Law on Investment, each foreign investor shall contribute an investment amount exceeding USD 100,000 or its equivalent in Mongolian tugriks. If a foreign investor makes an investment in the form of monetary assets, cash, movable property, or intellectual property, the investor shall submit supporting documents evidencing such investment, including a bank confirmation confirming the transfer of funds from a foreign country, bank account statement, customs declaration, and documentary evidence issued by a competent authority.

	9
	Copy of passport (if the person is a foreign citizen)

	· If the founder, executive director, or authorized person is a foreign national, a copy of passport shall be submitted. 
· An F-registration number shall be obtained.
· If the founder is a foreign legal entity, a copy of its certificate of registration and charter shall be submitted (Article 29.4 of the Civil Code).

	10
	Certificate issued by the Tax Authority
	· In the event of changes to the beneficial owner(s) of a legal entity holding a mining license, or to information regarding their shares, ownership interest, and voting rights, Tax Payment Certificate shall be obtained from the Large Taxpayer Office under the General Department of Taxation.
· If the legal entity does not hold a special license, a tax confirmation shall be obtained from the website www.etax.mta.mn

	10
	
Financial Statements 

	Financial Statements certified by the Finance and Treasury Department of the relevant district

	
Legal entities such as banks, insurance companies,  non-bank financial institutions, savings and credit cooperatives, or other regulated activities, a written approval issued by the relevant competent authority, such as the Ministry of Finance or the Financial Regulatory Commission, shall be submitted.88

	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney



DISSOLUTION OF A LEGAL ENTITY

	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	
Upon the expiry of two (2) months or more from the date of publication of the notice regarding the dissolution in a daily newspaper, the following documents shall be submitted to the state registration authority.

	1
	UB-03 Form 
(1 copy)

	Download from www.burtgel.gov.mn/service/ or obtain it from a state registrar and fill it out. (The forms must bear the official seal and stamp.)

	2
	Receipt for Payment of State Stamp Duty

	· Receipt for payment of the MNT 40,000 state stamp duty for the registration of changes to the information of a foreign-invested legal entity to State Bank account No. 106030085769.

	3
	Original Certificate of State Registration

	If the registration certificate has been lost, the Resolution (Decision) shall state the loss, and a notice shall be published in a daily newspaper. The original newspaper containing the published notice shall be submitted.

	4
	The daily newspaper in which the notice of dissolution was published.
	The notice shall specify the legal entity’s registration number, name, and information on its dissolution. The original daily newspaper in which the notice was published shall be submitted.

	4
	Resolution (Decision) and Minutes of the Meeting           (1 copy)
The registration shall be completed within 15 business days from the date of issuance of the Resolution (Decision).
	
· For a company: the Resolution (Decision) of the shareholder(s); if the company has a parent company, the Resolution (Decision) of the shareholder(s) of the parent company. 

· For a branch: the Resolution (Decision) of the legal entity that established the branch. 

· For a representative office of a foreign company: the Resolution (Decision) of the legal entity that established the representative office. 

· For a state (government) organization: the Resolution, Order, or Directive issued by the competent authority.

	
	
	The Resolution (Decision) shall state the grounds for the dissolution, the establishment of the liquidation commission, and shall be signed by the shareholder(s), member(s), or other authorized person(s), and bear the official seal or stamp. 

	5
	Final Statement (Report)
	A Final Financial Statement certified by the Finance and Treasury Department of the competent district and bearing its official seal or stamp.

	6
	Taxpayer Deregistration Card
	Obtain a Taxpayer Deregistration Card from the competent tax authority.

	7
	Receipt confirming the surrender of the official seal and stamp (1 copy).
	A written request for the surrender of the official seal and stamp shall be submitted to the state registrar together with the official seal and stamp. A receipt confirming the surrender of the official seal and stamp shall be obtained and attached to the dissolution application documents.

	8
	Reference issued by the General Executive Agency of Court Decision. 
	Obtain and submit an official confirmation from the Court Decision Enforcement Agency confirming whether the legal entity has any outstanding debts or enforcement liabilities.



	9
	Other documents as required by law.
	Article 24.1.8 of the Law on the State Registration of Legal Entities.

	 
Joint Stock Company, banks, insurance companies, savings and credit cooperatives, and other regulated legal entities shall obtain the approval of the Financial Regulatory Commission.

	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney







CHANGE OF THE REPRESENTATIVE OF A REPRESENTATIVE OFFICE

	
№

	REQUIRED DOCUMENTS  
	GUIDANCE 

	1
	
UB-04 Form                                                       

	Download from www.burtgel.gov.mn/service/ or obtain it from a state registrar and fill it out.

	2
	Receipt for Payment of State Stamp Duty

	
· Receipt for payment of the MNT 40,000 state stamp duty for the registration of changes to the information of a foreign-invested legal entity to State Bank account No. 106030085769.


	3
	Certificate
	 Original Certificate of the Branch/Representative Office

	4
	Resolution (Decision)          (1 copy)

	              
The Resolution (Decision) shall  state:
· The dismissal of the previous head and the appointment of the new head; 
· For a company, a resolution (decision) of the shareholders or, if authorized, of the members of the Board of Directors shall be issued and certified with signatures and the official seal or stamp.

	6
	Copy of passport (if the person is a foreign citizen)
	Удирдлага нь гадаадын иргэн бол тухайн иргэний паспортын хуулбар.
/F-регистрийн дугаар авсан байна. Гадаадын иргэн харьяатын газраас авах/

If the head is a foreign citizen, a copy of a passport shall be submitted.
(The foreign citizen must obtain an F-registration number from the Mongolian Immigration Agency.)

	7
	Certificate issued by the Tax Authority
	The tax certificate shall be obtained through the e-Tax system at www.etax.mta.mn

	8
	
	•The registration shall be completed within 15 business days from the date of issuance of the Resolution (Decision).

	DOCUMENT REQUIREMENTS
· If a document is executed in a foreign language, it shall be translated into Mongolian and certified by an authorized translation certification stamp. 
· If a document is executed in a foreign country, it shall be notarized by a notary public of the relevant country, authenticated by an Apostille, or certified by a person authorized to perform notarial functions, or by a Consular or Diplomatic Mission.

	PERSONS AUTHORIZED TO SUBMIT AN APPLICATION
· Executive Director; 
· Founder; 
· An officer authorized to represent the legal entity without a power of attorney; 
· Any other person authorized under a power of attorney



