
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.













