ANNEX IV

GUIDELINES ON HOW TO COMPLETE STANDARD FORMS


[01] : Name of the Investment Certificate-Issuing Body.

[02] : Main information about each investor:

(a) In the case of investor being an individual:

Full name (full name, position, date of birth, ethnic group, and nationality);

ID card or passport (specify the number of the ID card or passport, and the date and place of

issuance);

Other personal identification document in the case of an investor not having an ID card or

passport (name of the document, number, date and place of issuance);

Place of registration of permanent address;

Current address (address, telephone number, fax and email).

(b) In the case of investor being an enterprise or organization:

Name of the enterprise or organization;

Business registration certificate or Investment Certificate or establishment decision (number,

date and place of issuance);

Information about the legal representative of the enterprise or organization registering the

investment, including:

Full name (full name, date of birth, ethnic group and nationality);

ID card or passport (number, date and place of issuance);

Other personal identification document in a case where the investor does not have an ID

card or passport (name of the document, number, date and place of issuance);

Position;

Place of registration of permanent address;

Current address (address, telephone number, fax and email).

[03] Full name printed in capitals:

(a) Name in Vietnamese;

(b) Trading name (if any) in a foreign language;

(c) Abbreviated name (if any).

(The name of an enterprise must satisfy the requirements stipulated in the law on business

registration).

[04] Full address (number of the house and street, ward, commune, district and city).

 [05] Full address of any branch or any representative office (number of the house and street, ward,

commune, district and city).

[06] Type of enterprise registered for establishment pursuant to the Law on Enterprises: one member

limited liability company, limited liability company with two or more members, shareholding

company, partnership or private enterprise.

[07] Information about the legal representative of the enterprise which has been established should be

recorded as per item [03].

 [08]

	Nos
	Code of field
	Title of field of activity

	
	
	

	
	
	

	
	
	

	
	
	


(Not applied to Annex I – 14 )

[09] 1. This item should be completed depending on the type of enterprise, in accordance with the

following provisions:

(a) In the case of establishment of a private enterprise, write "initial investment capital",

including the total sum including Vietnamese dong, foreign currencies and other

assets (specify the type of asset, the quantity and residual value of each type of

asset: this item may be completed on a separate page as an enclosure).

(b) In the case of establishment of a shareholding company, write "charter capital",

being the charter capital paid up at the time of registration and including the total

number of shares, and the par value of the shares; the total number of shareholders,

the classes of shares for which founding shareholders have registered to purchase;

and the number of shares and the class of shares it is proposed to offer for sale.

(c) In the case of establishment of a limited liability company or partnership, write

"charter capital", being the paid up charter capital at the date of registration and

including the total amount and the capital contribution portion of each member as

recorded in the list of members.

2. The amount of capital should be recorded in Vietnamese dong and, in the case of a foreign

invested project, this amount should be supplemented with the equivalent value in a foreign

currency.

[10] Legal capital is only applicable to enterprises engaged in business lines subject by law to legal

capital requirements (such as finance, banking and insurance sectors).

[11] The name of the investment project should be recorded in full in capital letters in Vietnamese and

also in a foreign language (if the investment project also has a name in a foreign language).

[12] Full address (number of the house and street, ward, commune, district and city).

Specify the land area it is proposed to use in square metres or in hectares.

[13] Specify the particular type of product or services and the scale of the project.

For example:

Production of coal on a scale of 500,000 tonnes per year; or

Construction and commercial operation of a five (5) star hotel with 500 guest rooms.

[14] Specify the total investment capital in Vietnamese dong and, in the case of a foreign invested

project, this amount should be supplemented with the equivalent value in a foreign currency.

 [15] Specify the capital contribution portion, the type of capital and the schedule for making the capital

contribution:

(Where there is more than one investor, specify the above details as applicable to each investor).

[16] The duration of operation of the project, commencing as from the date of issuance of the

Investment Certificate.

[17] Specify the proposed schedule for construction of project works and items of works (for example,

the date of the ground-breaking ceremony, the construction period, the date for procurement and

for installation of machinery and equipment, the date of commencing business activities, etc).

[18] (a) Tax rate, exemption from and reduction of corporate income tax;

(b) Exemption from import duty;

(c) Exemption from and reduction of rent and land use fees, water surface and sea surface

taxes;

(d) Other recommendations (if any).

[19] If there is more than one investor, each investor should write his/her/its full name, and seal the document (if the investor has a seal).

(If the investor is an enterprise or organization, the signatory should be the legal representative of

such enterprise or organization).

 [20]
File includes :

	TYPE OF DOCUMENTS
	APPLIED CASES

	· Due copy of ID card/Passport/or other legal identification documents; Copy of Decision of establishment/ Certificate of business registrations/ or other similar Documents of organization.
· Power of attorney with attached copy of ID card/Passport/or other legal identification documents of the representative.
	- Any determined case should have attached file
- Unapplied to case of re-registering change of Certificate of investment and change of form of Enterprise.

	- Report of financial capacity of investor (being made by investor who is responsible for it).
	- All cases, except for domestic projects subject to be registered.

	- Joint Venture contract.
	- Case of establishment of an economic organization in Joint Venture with foreign investor.

	 - Joint Venture contract being amended.
	- Case of amended Certificate of investment with modification of contents of signed Joint Venture contract.
- Case of re-registering change of form of Enterprise with modification of contents of signed Joint Venture contract.

	- Contract of business co-operation being modified.
	- Case of amended Certificate of investment with modification of contents of signed contract of business co-operation.
- Case of change of certificate of investment, of business co-operation  contract with modification  signed contract of business cooperation contents, with modification  contract contents of signed business cooperation. 

	· Draft of charter of Enterprise

· List of partners/shareholders founders
	- Case of establishment of Company Limited/Corporation/Joint concern Company

	· Draft of charter of Enterprise being modified

· List of partners/shareholders founders
	· Case of amended/ Certificate of investment with modification of contents of charter of Enterprise or completing  with new partners.
· Case of re-registering, change of form of Enterprise with modification of charter of Enterprise or completing with  new partners.

	· Economic-technical interpretation
	· For project subject of examination by the organisation issuing Certificate of investment.

	· Interpretation of principal contents and reason of amendment.
	· Case of amendment of Certificate of investment subject to examination.

	· Interpretation of capacity meeting requirements of project of investment.
	- For any field that law requires to have legal capital.

	· Copy certified of Certificate of profession.
	- For case of business of activity required by law to have certificate of profession.

	· Copy of Certificate of investment, , Amended certificate of investment, Certificate amending license of investment.
	- For case of amending Certificate of investment.

	· Copy of license of investment, Amended License of investment, Certificate amending License of investment.
	- For case of re- registration, change of form of Enterprise and change of Certificate of investment.

	· Decision of Enterprise’s form change by Board of Directors, General Assembly of shareholders or Owner of Enterprise of 100% foreign capital.
	- For case of change of form of Enterprise. 
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