

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 10,000 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
	
	•The registration shall be completed within 30 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



