Bangladesh Export Processing Zones Authority
Citizen Charter

Investment Promotion Division

Description of work & time spent Permission
Description of Necessary documents & | _. . issued/
S No. service working procedures ::r::tel a/1 ?i?]te officer | ( ASG"Z\A(IF?.Q Ej)le Member(IP) Eﬁzmg\;ﬁ Decision Remarks
9 PPl ) conveyed
1 2 3 4 5 6 7 8 9
01 Project Sanctioning |a) Letter addressed to As per BEPZA rule, |As per BEPZA Recommendation for | Submission for If the proposal is
& Plot/SFB Executive Chairman. checking of rule, observation and | decision incomplete, delivery of
Allotment b) Filled in Project Proposal  |submitted recommendation & |permission Total 02 working service wiII’ depend on the
for investment in EPZ(s).  |documents and file |submission for days actions taken by the
c) Pro-forma invoice of presentation for checking and receiver of the service. To
ma;)chinery anccij equipment | project sanctioning. | permission. communicate the n on-.
to be imported. , ;
d) Bank solri/ency certificates compliance 01 day is spent.
of the sponsors.
e) Copy of Money Receipt.
f) Memorandum & Articles of
Association.
g) Joint Venture Agreement
h) Passport Copies ) _ Total 02
1 working day 01 working day working days
2 Execution of Submission of application, TR |Drafting & Scrutinizing Signing If the documents are
agreements for plot |challan of applicable amount, |Preparation of incomplete, deposits are
& SFB Security deposit against agreement unpaid, th el service wil
g;?s/ tFr) ;c;itgnaglEEPZA _ TOFal 01 depend on the cqmpli-
01 working day working day |ances by the service
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receiver

Description of work & time spent Permission
Serial | Description of | Necessary documents & work File /Inote Executive issued/
No. service procedures initiating GM(IP) Member(IP) Chairman | Decision Remarks
officer conveyed
1 2 3 4 5 6 7 8 9
3 Project Application along with revised Checking of Examination & Recommendation | Approval
Revision Project Proposal (PP) submitted PP, submitted with along with If the proposal is
BEPZA dues clearance ensuring observation for | observation (if any) incomplete,  delivery  of
documents clearance of decision for decision service will depend on
BEPZA dues & the actions taken by the
presentation for receiver of the service.
revision. To communicate the non-
compliance 01 day is
01 working day 01 working day Total 02 spent.
working days
4 Share transfer | 1. The company is required to Checking of Examination & Recommendatio | Approval i the proposal is
& change of clear all the outstanding dues | submitted submitted with n along with . lete. delivery of
company status of the Authority documents & observation for observation (if ncompiete, y
_ _ ) . L service will depend on
2. Claims with regard to workers' | €nSuring decision any) for decision the actions taken by the
wages and benefits need to clearance of receiver of the service.
settled first BEPZA dues & To communicate the non-
3. Certificate from the customs forwarding for compliance 01 day is
Authority regarding bond approval spent.
clearance is required
4. The Article of Association and
Memorandum of
Understandings in regard to
share transfer duly authorized
by the Register of Joint Stock
of Companies and Firms is
required to be submitted to the
Authority prior to taking final
permission. 01 working day 01 working day Total 02

5.BEPZA dues clearance doc.

working days
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Description of work & time spent Permission
Serial | Description of | Necessary documents & work File /Inote Executive issued/
No. service procedures initiating GM(IP) Member(IP) Chairman Decision Remarks
officer conveyed
1 2 3 4 5 6 7 8 9
5. Permissionto | Application along with Checking of Examination & Approval - It the agreement is
export on Manufacturing Agreement on Manufacturing submitted with incomplete, delivery of
CM/CMP/CMT | non-judicial stamp Agreement & observation for L
basis. BEPZA dues clearance doc. ensuring decision Service will depend on
clearance of the time taken by thg
BEPZA dues. receiver of Fhe service.
Presentation for To communlcate thg non-
approvall compllance 01 working
decision day is spent.
01 working day 01 working day Total 02
working days
6. Issuance of Application along with Checking of sub- | Examination & Approval If the documents is
Sub-Contract sub-contract agreement on non- | contract submitted with incomplete & dues are not
permission judicial stamp Agregment, bond obsgryation for cleared delivery of service
BEPZA dues clearance doc. pe{)mlss;on (t)f the | decision will depend on the action
;Lrjic;zcoqnu;ﬁig/r’& taken by the_z receiver of
durat’ion of the the service in regard to
sub-contract and compliance & dues
) clearance.
ensuring
clearance of To communicate the non-
BEPZA dues. compliance 01 working
Forwarding file day is spent.
for approval
Idecision
01 working day 01 working day Total 02

working days
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Description of work & time spent

Permission

Serial | Description of Necessary documents & File /note initiatin Executive issued/
No. service work procedures : g GM(IP) Member(IP) : Decision Remarks
officer Chairman
conveyed
1 2 3 4 5 6 7 8 9
7. Issuancg of NOC | Application, Obtain a status report, Exammgtlon Approval - If the documents is
for creation of status report from the Consult outstanding & submitted :
) > . incomplete & status report
charge on asset | concerned zone with dues report scrutinized | with .
and properties comments bank guarantee observation not received dues are not
P Bank Guarantee (for 1st Iacer?went of file for for decision cleared dellvery of service
charge) 2 oval will depend on the action
BEP% A dues pavment PP taken by the receiver in
statement pay regard to compliance &
dues clearance, receipt of
status report.
To communicate the non-
_ _ Total 02 compliance 01 working
01 working day 01 working day - working days day is spent.
8. Bond to bond Application along with invoice | Scrutinizing the Examination Approval - Total 02 .
. ) . B ) . If the documents is
transfer (inter of the machinery/materials, application invoice & submitted working days | -

: , incomplete & dues are not
zone) of BEPZA dues payment quantity, value and with leared deli f servi
machinery and statement ensuring clearance of observation cleared GEveTy ot service
materials dues for decision will depend on the action

Placément of file for taken by the receiver of

aoproval the service in regard to

pp compliance & dues
clearance.
To communicate the non-
compliance 01 working
01 workina da 01 working i Total 02 day is spent.
g day day working days

Citizen Charter




Description of work & time spent Permission
Serial | Description of Necessary documents & File /note initiatin Executive issued/
No. service work procedures . g GM(IP) Member(IP) . Decision Remarks
officer Chairman
conveyed
1 2 3 4 5 6 7 8 9
9. Recommendation | Application along with invoice, | Scrutinize the invoice Examination | Recommendation Approval If the documents is
for disposal of Deed of sales agreement, quantity, Value, & submitted for approval incomolete & dues are not
old/used/scrap Respective import documents | Respective import with piete .
. . S . , cleared delivery of service
machine including bill of entry, Invoices, | documents, Survey observation . .
Survey Report report for decision will depend on the action
BEPZX dugs ayment Sa?les la reement taken by the receiver of
statement i Placemgnt for approval the service in regard to
as per MOC circrijrl)ar compliance & dues
P clearance.
To communicate the non-
compliance 01 day is
. : Total 03 spent.
02 working day 01 working day working days
10. | Permission to Application along with invoice | Scrutinize the invoice Examination Approval - tihe d )
import duty free | BEPZA dues payment quantity, Value, & submitted Ifthe (l)cumegts 1S
vehicle statement, status report from | Description of vehicle, | with n:comg ?jtel'& ue? are not
Zones. Vehicle cc etc. observation cléarea dellvery of service
Status report from and will depend on the action
concerned Zone recommend tﬁken by the recelvzr of
Placement for approval | ation for the sellrwce n rdegar to
as per existing S.R.0. | approval compliance & dues
clearance.
To communicate the non-
compliance 01 day is
spent.
01 working day 01 working day - Total 02

working days
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Enterprise Service Division

Description of work & time spent Permission
Description of | Necessary documents & |_. C . issued/
SINo. service working procedures Eg?cgme Initiating ( ASG X(lﬁ)ii:iile) Member(IP) gﬁ:f;ﬁ:;ﬁ Decision Remarks
PP conveyed
1 2 3 4 5 6 7 8 9
L e e s | ™% [
issuance of different |a (E;nt I):atter gI]D ages of issuance of RIL takes 2 frs.
type of Visas PF;FS)S orts ana cop gof time. If the documents is
P a eFadvertisemgxt incomplete, dues & IR
pap ' issues are not cleared
delivery of service will
depend on the action taken
by the receiver of the
service
To communicate the non-
1 working Day 01 working day pompllance 01 working day
is spent.
2. |Work permit (WP) |Forwarding letter from the |Scrutinizing the It every things found OK.
Issuance company to Concern Zone |documents upon Service depends o th
with 7 (seven) sets of filled |receipt from Zone ervice cepencs on the
holding of standing

in prescribed form of WP,
Appoint letter, Relevant
pages of Passport, Paper
Advertisement, Work
Permit Fees Tk. 5000 and
Recommendation from
concerned Zone

1 working day

*kk

*kk

*kk

committee meeting and
approval by the Committee.
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Description of work & time spent Permission
Description of | Necessary documents & | _. C . issued/
S No. service working procedures g'flf?cg‘rme Initiating ASG Xl(”?ii:iile Member(IP) Eﬁzmggi Decision Remarks
( PP ) conveyed
1 2 3 4 5 6 7 8 9
3 |RL for Security Approval of the standing  |Process the Issuance of R/L Issuance of RIL for security
Clearance/Visa committee meeting documents clearancelvisa
recommendation to recommendation
Ministry of
Home/DG
Immigration
, : 03 working
3 working Days 3 working Days days
4. |Renewal of Work  |Forwarding letter from the |Scrutinizing the If everv thinas found OK
Permit company to Concern Zone |documents upon Servi c)é de ?an ds on the
along with copy of work receipt from Zones holding of s?t anding
permit, copies of passport, committee meeting
Income tax paid certificate, '
security clearance and
renewal fees Tk. 5000 and
Recommendation from
concerned Zone 1 working day Kk ok ik
5. |Cancellation of Forwarding letter from the | Scrutinizing the

Work Permit

company to Concern Zone
along with original work
permit, Income tax paid
certificate, security
clearance and
Recommendation from
concerned Zone

documents upon
receipt from Zone

1 working day

*kk

*kk

*kk

If every things found OK
File process for approval
once/twice in a month.
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Description of work & time spent Permission
SI'No. Desscerlrsflczn of Nevsgflfi?g S::)%ggﬁp et: & Filg Inote initiating GM(IP)_/ES Member(IP) Exe<_:utive Dliscti]sei((j)/n Remarks
officer (AS Applicable) Chairman
conveyed
1 2 3 4 5 6 7 8 9
6. |Settlement of worker|Grievances along with Recording and Scrutinizing and - Approval
grievances supporting papers ( if any) |analysis of the recommendation
complaints/grievances
of the workers
Assess the matter
according to BEPZA
Instructions &
EWAIRA Act and give
instruction to the
zones depending on
the gravity of cases.
1 working day 1 Working day
7. |Approval of WA Draft constitution received |Analyze in the light of
Constitution through concerned zones  |existing EWAIRA Act
2004
Placement to EC for
approval
Return to concerned
Zones
1 working day 1 Working day
8. |Workers' Proposal from Convenors |After approval note
Association of WA through concerned |initiated for certificate
Registration & Zones received by EC issuance
issuance of Desk Signature by EC
certificate
1 working day 1 Working day
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Description of work & time spent Permission
Description of | Necessary documents & | _. . . issued/
Sl No. service working procedures F'I? Inote initiating GM(IP)_/ ES Member(IP) Executive Decision Remarks
officer (AS Applicable) Chairman
conveyed
1 2 3 4 5 6 7 8 9
9. |Approval of WA Proposal for approval of | Scrutiny & placement
Committee WA Committee received  |to EC for approval
from concerned Zones
01 working day 1 working day
10. |Training Proposal for the Programme design,
programmme for  |programme received from | Methodology schedule Periodically arranged
WA WRWC and concerned Zones fixation depends on the
General Workers Preparation of training - x . . requirement of the Authority

materials
Co-ordination between
trainers
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Engineering Department (Executive Office)

Sl Type of Services Appx. Time after Remarks
No. application
01 Opening & evaluation of tender 28 4 Week - General
6 , - Technical Sub-Committee
7/9,, - BEPZA Executive Board
9 ,, - Chief Adviser
02 Issuance of NOA 07 15 days (Special case)
03 Refund of Tender Security 02 Subject to availability of all records & documents
04 Processing of running bill 07 Do
05 As-built drawing and quantities 07 Do
approval
06 Processing of Final bill 07 Do
07 Approval of S.T item 07 Do
08 Refund of Performance security 05 Do
09 Investors Letter/application 07 Do
10 Time extension 07 Do
11 Revised estimate & drawing 07 Do
12 Changing location drawing 04 Do
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tecRv ibeiny ~RLi

1 inmve 1efiM

JugK tmev/KviR1 big bi_ 1b@WET mggKij gSe”
bs (mmve refiM n- MZ
nlqi ci)
1. | Dbgb Kv{Ri tej t
(1) PjiZ vej| mieVP "B b|
(2) Posiej| miev’P cP 1 b
2. | Aemi/PiKix Z'W/PIKIP"Z-PoiS 1ej | 1Zb v b|
(msikd mKj KWRCT _vKv mitctq)
3. | Ticliey] Avtethi mi_mi_|
4. | tljidb iej/tgeiBj 1ej, "B tbi gia’|
1e™"r, Mvm, cub 1 cqtib wkbiej |
5. | IR 1ej cixflvceK ciitkitai Rb" tPK ¢ Z Kiv “Bih]
6. | ciZgitm VR Ges Dbgb iej 1 K KZbKZ W Ges AigKi teeiYx ¢ Z Kii inme | miZ 1™ tbi gia’|
IbaviYceK esjii™k evstK Pygvbvii gva'tg AigKi Aidim Rov i o]
7. | woenx tPguigib, m m* Ges miPe ginv igqi teZb t 1K KZbKZ A _ ciZgvim tPiKi | teZb ciitkital 31 ibi gia”
gia’tg DiEvjbceK Pijutbi giatg eisjvi k eistK Rgy Kiv]
8. | 1erfb fRb 1_1K ibewnx "R A_ " vbiSi Ges ciguiRib tRith A_ tciY Kiv] c e claui 21" thi gia’|
9. | GWicli A_ Qo Gi Rb" ciqRbig KIMRcl ¢ ZceK fciY miciq A_ Quo Kiv| 71 1bi gia’|
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gk tmey/KitR1 big bi_ 1b@WET mggKij gse’
bs (mmve refiM n- MZ
nlqi ci)
10. | WGmGJ Gi WKv Pvil 1Ki 3Z Pvjvtbi gva'tg critkva Kiv| ciZ ermtii AM=, bifai, tde‘quix I 1g
giim|
11, | wirFfWsU Gi UKy iU 1K $Z Prjibi gia'tg critkva Kiv | ciZ ermtii Wimai 1 Rb gvim|
12. | Al KZciqli AgKi eve™ Pun™v Abhvgr AiMg AigKi critkva Kiv| bawiZ mgiqi gfa’|
13.| KgKZt™ 1 AIRZ QUi inmie GK 1" 1bi gta’|
14. | ic Gd tjib c b Aite~bel culli 21 thi gia’|
15. | GUWicBR 1 Abb™ cizéib KZK feb, Rig 1 BDUigiU iefji vecixtZ tcizZ tPK, Zir YK |
AW,
tc-AWi MnY 1 ZwrqliYK cull 1Kvi ¢ b
16. | 1PK, MWW, tc-AWi e'wstK (tecRv GKDHU) Rov KitYi ci GKIDbU A_ | Bank Statement/Advice cilqii ci mie/P
UYdii/Realization mitct]] msiko cizovtbi AbKij cikv ilk™ (Money Receipt) | "B b
BmKiY|
17. | fUWvi imiWDEj i mit_ W, fc-AWi, 1edR eve™ “wLjKZ evgbvi UKy msiqlY Ges Zir K|
msiko KZciqTi mewik/Abigr ibi AdjuK tdir ¢ ib]
18.| R I DbgbgjK KitRi 1ej niZ ibqgibhigx Drim KZbKZ AiwgKi, U BZ'w™ miKvix | {URvix Pyjvibi Kic cvlgqy miciql mieP "B
tURVIXZ RgKiY Ges Pun’vi fci[iZ msikd cizévibi AbK:ij Pvjvibi Kicmn | 17b]
milidiKU c b
19. | Bn'KZ wej, tbi-cvlbvi inmie maGiK tKib Arfthi/AiciE AiZ nlqii mii_ mit_ Z mieVP "B b

hiPiB eiQvB/cbt cixqlvibixqlv ceK ci djvdiji rfiEtZ ctqRbig e'e v MnY|
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tecRvi ckimb e

JugK bs imev cvibi 1elq AibgibK mggmigy gse’
(1) | voiqM (Kgms tbi e'e WKiY)] 30 (1Ilk) 1"b cilKig ieAIR cKitki
Avte™bcTmgn eiQiBmn 30 1" 1bi
ga” ibigqiM cipgr mgv3
(2) | verfb cizovibi mig_ thivthiM | 01 (GK)r'b
(3) | miKvi KZK RvixkZ cAicbmgn ev eigb| 02 (CB)r'b
(4) | gvgjv cuiPvgbi] 02 ("B)rb
(5) | ki cizdw/kigK Gi v_ i9v_ ABbibM mnihuMZy c™vb] 02 (B)r'b
(6) |+ Dijav tNwlZ 1ki cizowbi 1bKU niZ cvlbr Avtvig AiBbvoM mnthuMzy c b 02 (CB)r'b
(7) | bZb cKi e eigtb rerfb miKvix cizovibi md_ ABbMZ thiithiM 19Tv Kiv] 02 ("B)1’b
(8) | AraMnYKZ RvgWvi cvlbw™ ciitkida tRjv ckimb/Gj G kiLvi ga'tg ABbMZ 02 ("B)1’b
ee KiY|
(9) | tezb fuzvibaiiY 03 (1Zb) i"b
(10) | ct vz PKix cleaibgvjv Abhvgx
(11) | HoiglEK QIU, AIRZ QiU T Ab'vb™ QU] 02 ("B)r'b
(12) | fizv o) 02 (CB)I'b
(13) | MP'BIU ¢ b | 07 (mZ) 1™b mKj refiMi Qiocl cull miciq|
(14) | mweK ibivcEr c | ZirflibK
(15) | hibentbi e'e KiY] ZirfNibK
(16) | “vBriK tokbvix “e'w” mielnKiY]| 02 (CB)1’b Puin~v culd mitciq]
(17) | Ardm BKBctgU mieiinKiY] 03 (1Zb) 1"b Punv cu® mitciq|
(18) | 16 DR e'eniKIY (CvRiK)| Zir YK
(19) | “Bi cri i cii"Qbzy| ZirIiykK
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tecRvi 1thix9[v kvLy

ugK bs fmev/ KiR1 big bi_ b~ WET mggKij gse’
(bixlv kikvg n MZ nlqyi ci)
01. iR 1ej (PoisS)| 1 (GK) rb] KIMR cT mVK _Kv miciq]
02. Dbgb KiRi 1ej t iefj i AWKvi QU ntj GKi'tb t7qvng|
1) PoiSiej]| miev'P 3 (1Zb) 1" b
03. Aemi/PKKix ZW/PKIXPZ Gi PoiS iej | mie/'P 3 (1Zb) 1" b msikd KWR ¢l bi_{Z vKv mictq|

Citizen Charter




