Process Flow for Domestic Branch Setup of Foreign Company

(Case: Branch)

Dec. 22, 2015

Process Flow

Processed by

Requirement List

Output Doc.

Domestic Branch
Setup Report
(preliminary)

Foreign
Exchange Bank

Application for Domestic Branch Sepup of Foreign Company
2 copies in original (by the name of the Branch Manager)
Application of Designation for Foreign Exchange Transaction (by
the name of the Branch Manager)
Corporation Certificate of the Foreign Company/HQ-notarized
Minutes of Board of Directors’ Meeting of Foreign Company /HQ
(notarized) describing

- resolution the Branch office setup in Korea

- address of the Branch office

- name, address and identification number

(with birthdate/month/year) of the Branch Manager
A copy of Passport of the Representative of Foreign
Company/HQ
A copy of Passport or Identification Card (Korean) of Branch
Manager
POA for Branch setup

Other documents if necessary

Certificate of
Branch Setup
Report
(preliminary)

Registration of
Incorporation

Registry Office
of the Court

Application for Registration of Incorporation
Corporation Certificate of the Foreign Company/HQ-notarized
Minutes of Board of Directors’ Meeting of Foreign Company
/HQ (notarized)
Letter of Acceptance (Branch Manager)
Foreigner: Letter of Acceptance with signature (notarized) /
POA (notarized) — in case of no entry to Korea
Certificate of Resident in Home Country / Copy of Passport
Korean: Resident Registration 2 / Certificate of Seal 2 originals
Certificate of Branch Setup Report
Application for Company Seal Registration and Card
Company Seal

Other documents if necessary

Certificate of
Incorporation
Registration

Certificate of the
Company Seal

Business
Registration

Tax Office

Application for Business Registration

Certificate of Branch Setup Report

Corporation Certificate of the Foreign Company/HQ-notarized
Copy of the Article of Incorporation of Foreign Company/HQ
Certificate of Incorporation Registration of Domestic Branch
Certificate of Business permission, registration or report (if
applicable)

Copy of the Lease Agreement (in the name of the branch)

Other documents if necessary

Certificate of
Business
Registration

Domestic Branch
Setup Report
(final)

Foreign
Exchange Bank
(at the place where
the initial Report
was made)

Application for Domestic Branch Sepup of Foreign Company

2 copies in original (by the name of the Branch Office)
Application of Designation for Foreign Exchange Transaction (by
the name of the Branch Office)

Certificate of Business Registration

Corporation Certificate of the Foreign Company (HQ)

Other documents if necessary

Certificate of
Branch Setup
(final)
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