MMLC Note on Setting up of a Representative Office in China
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Step 1: Application for the special approval from industrial authority

If a foreign enterprise, which is in the sectors of finance, insurance, accounting, law, marine
transportation, air transportation and logistics industry, would like to apply for the RO set up, the
applications for the special approval from industrial authority should be submitted before
submitting its application in the Administration Industry and Commerce.
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Step 2: Application for the Registration Certificate & Representative Certificate
® Approval authority: Administration of Industry and Commerce
® Documents required:

1)
2)

3)
4)
5)

6)
7)

8)
9)

Application form for the setup of a foreign company’s rep office

Authorization Letter from the Chief Representative in assigning one of our employees in
applying for the Registration Certificate

Application Letter in setting up a Representative Office

Notarization of the Certificate of Incorporation of the Parent Company

Creditability Letter from the bank of the Parent Company in certifying the account
having descent transaction records

Appointment Letter from the headquarter with the board of Directors resolution in
assigning the Chief Representative

Resume of the Chief Representative and other Representatives

Copy of Title Certificate of the real estate provided by the landlord

Copy of Business License of the landlord

® Processing time: 15-Day
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Step 3: Application for Official Seal
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® Approval Authority: Public Security Bureau
® Documents required:
1) Seal Customization Form
2) Registration Certificate
3) Application Letter in making stamps
4) Reference Letter signed by the Chief Representative to verity the employment of the
handling person by the office
5) Identification card of the handling person
® Processing time: 2-Day
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Step 4: Application for Organization Code Certificate
® Approval Authority :Organization Code Management Center
® Documents required:
1) Registration Certificate
2) Passport of the Chief Representative
3) Official Seal
4) ldentification card of the handling person
® Processing time: 10-Day
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Step 5: Statistical Registration
® Approval authority: Statistics Bureau
® Documents required:

1) Statistical Registration Form

2) Registration Certificate

3) Organization Code Certificate
® Processing time: 1-Day

HB], 5 itk Fad

© MMLC Group 2008 2



MMLC Group
Beijing — Brisbane - Guangzhou

® HHHtHLG: FRil)R

® JirffiEl:
1) Gkl A LR
2) BAdiE
3) HLWLIARLIED

o JpEINIR: 1ANTA/EH

Step 6: Tax Registration
® Approval authority: Tax Bureau
® Documents required:
1) Tax Registration Form
2) Registration Certificate
3) Passport of the Chief Representative
4) Official Seal
5) Organization Code Certificate
6) Leasing Contract of the office
® Processing time: 30-Day
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Step 7: Foreign Exchange Registration & Opening Bank Account
® Approval authority: Administration of Foreign Exchange
® Documents required:
1) Registration Certificate
2) Organization Code Certificate
® Processing time: 8-Day
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Step 8: Customs Registration
A foreign enterprise, which appoints foreign representatives residing in China for more than one
year, is required for the registration to the customs.
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® Approval authority: Customs
® Documents required:
1) Application Form
2) Registration Certificate
3) Passport and work card the chief representative
4) Passport, work card, Employment Permit and Residence Permit of the representative
® Processing time: 8-Day
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