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1.
Context

1.1 Justification:

The recent events in Liberia have resulted in a level of confusion regarding Customs and Immigration regulations in the country as they apply to the Humanitarian Community. Similarly, the response to the crisis in Liberia by the Humanitarian Community has resulted in arrival of a considerable number of new organisations and personnel, not all of who are acquainted with the Liberian Customs and Immigration system. Therefore, in order to provide a common understanding between all parties, this document attempts to outline current Customs and Immigration procedures as they apply to the Humanitarian Community.

1.2 Aim:

The report has two aims:

A. 
To provide the Humanitarian Community with a clear explanation of its current legislated relationship with the Government of Liberia (GOL) with regards to issues of Customs and Immigration. 

B. 
To provide a tool for use in discussions between the Humanitarian Community and the GOL on their future relationship with regards to issues of Customs and Immigration.

1.3 Objectives:

The above aims are to be achieved through the attainment of the following objectives:

A. Provide a sequential breakdown of all Customs and Immigration procedures.

B. Clearly distinguish those procedures and costs applicable to the UN and INGOs from standard procedures.

C. Outline contacts, locations, and organisational structures for all relevant bodies of the GOL.

1.4 Methodology:

This report has been compiled through extensive interaction with the Minister of Foreign Affairs, the Commissioner of Customs, the Commissioner of Immigration, and many of their staff. All available official documents and guidelines have been consulted and incorporated into the report, while the final draft has been vetted by both the Commissioner for Customs and the Commissioner of Immigration.

2.
Immigration

All those entering Liberia must first acquire a visa (except ECOWAS citizens who require a valid passport only). This can be done prior to arrival through a Liberian Embassy, or upon arrival through the facilitation of someone already in the country.

Whichever method you employ, you will be required to report to the Bureau of Immigration and Naturalisation (BIN) within 48 hours of arrival in order to register and to be given a Temporary Stay stamp. This stamp will give you a stay of between 30-90 days. In this time you can apply for a Resident Permit, necessary if you intend to work while in Liberia, or stay for a period exceeding 90 days.

Renewal of Resident Permits, or extension of Temporary Stay stamps can be carried out through the purchase and submittal of standard forms to the BIN (see Section 2.4).

Upon departure from Liberia, you must pay certain charges (which differ for air, land, and sea Entry Points). These taxes are not levied by the BIN.

United Nations personnel travelling on National Passports are exempted from all Immigration charges. Official forms do not need to be acquired or submitted, rather a note verbale stating the relevant information is presented to BIN by the United Nations.

Those holding a United Nations Laissez Passer (UN LP) are exempt from the need to obtain visas and permits and do not need to go through any of the above.

2.1 Getting In – Entry Visas and Airport Visas:

All those entering Liberia (except ECOWAS citizens and those travelling on an UN LP) require either an Entry or Airport visa. These can be acquired in two ways:


1. From a Liberian Embassy before you depart (Entry Visa).

2. On your behalf prior to your arrival (Airport Visa). This will need to be arranged for you in advance by someone already in Liberia.

Whichever method you use, you will be given an initial 48-hour period from when you arrive in which to report to the BIN for registration and the provision of a Temporary Stay Stamp in your passport. 

2.1.1
Acquiring an Entry Visa (From an Embassy)

If Liberia maintains an Embassy in the country you are travelling from you must acquire a visa from it before you travel (see Annex A for a complete listing of Liberian Embassies). You will be issued an Entry Visa. This entitles you to enter Liberia. Upon arrival in Liberia you will have to report to the BIN for registration and to apply for a Temporary Stay Stamp giving you a stay of between 30-60 days (with the option to extend to a total of 90 days if so desired). The Temporary Stay Stamp does not allow you to undertake any work in Liberia, for this you will need to upgrade to a Resident Permit once in the country (see Section 2.2.1).

Procedure (Applies to Air/Land/Sea):

· Before Travelling: 

· Acquire an Entry Visa from your Liberian Embassy. Travel to Liberia.

· Upon Arrival: 

· At the Point of Entry your passport will be stamped by Immigration. This allows you 48 hours in Liberia in which to report to the BIN for registration and to acquire a Temporary Stay Stamp. 

· Report to BIN Headquarters in Monrovia within 48 hours.

· Take to the BIN a filled in ‘Application for Temporary Stay’ form. This is purchased from ECOBANK for US$20. Not applicable to UN staff. Rather, a Note Verbale with the relevant information is submitted to the Chief of Protocol, Ministry of Foreign Affairs, by the UN.
· Fill in the form indicating your preferred length of stay (between 30-60 days, with the option to extend to a total of 90 days if so desired). Not applicable to UN staff. All information included in the Note Verbale.

· BIN will then register you and stamp your passport with a ‘Temporary Stay’ Stamp giving you a 30-60 day stay in Liberia.

· If you are in Liberia to work, you must then upgrade to a Permit of Residence (see Section 2.2.1).

Cost:



INGO and NGO Staff Travelling on National Passports

Entry Visa Fee: Free of charge. However, you will need to show a copy of your organisation’s ‘Certificate of Accreditation’, proving that it is a humanitarian organisation registered with the Liberian Government (see Section 3.1.2).

‘Application for Temporary Stay’ Form: US$20.



Other National Passports Holders: 

Entry Visa Fee: Embassy Specific

‘Application for Temporary Stay’ Form: US$20

UN Staff Travelling on National Passports

Entry Visa Fee: Free of charge.

‘Application for Temporary Stay’ Form – Not applicable

UN LPs: 

See below.


Timeframe:



Processing time for visa applications is Embassy specific.

UN LP Holders:

Those travelling on an UN LP enjoy exemption from all visas. You are not required to visit a Liberian Embassy, and will have your passport stamped upon arrival without the need for any charges or additional procedures. You do not need to report to the BIN or acquire registration forms.

2.1.2
Acquiring an Airport Visa (Through a Representative)

If there is no Liberian Embassy in the country you are travelling from you will need a representative in Liberia to first arrange for an Airport Visa allowing you to enter the country. This visa can either be sent to you prior to your travel or collected upon your arrival in Liberia. You will then be given 48 hours in which to report to the BIN for registration and receipt of a ‘Temporary Stay’ Stamp. For those arriving by land or sea the procedure remains the same, however Airport Visas are replaced by Seaport or Land Border Visas. See Annex B for a full listing of Immigration Entry Points in Liberia.

Procedure (Applies to Air/Land/Sea):

· On Your Behalf in Liberia Before You Arrive:

· Your representative writes an official letter to the Commissioner of Immigration requesting an Airport Visa for you. They should include your name, nationality, passport details, and arrival time. For INGOs/UN staff travelling on a National Passport they should ask for a Gratis Airport Visa.

· The letter will be authorised by the Commissioner of Immigration and returned to your representative.

· Your representative pays the $US150 Airport Visa fee at BIN (INGOs with authorisation for a Gratis Airport Visa will only pay US$25, UN staff will pay nothing). BIN provides a receipt.

· BIN will then fill out an Airport Visa form and give your representative a copy.

· This copy should be faxed/posted/scanned to the traveller for them to present upon arrival. The other copy should be given to the Immigration staff at the airport. 

· Upon Your Arrival:

· Present your Airport Visa form to the Immigration Officials at the Point of Entry.

· The number of your Airport Visa will then be indicated in your passport providing you with 48 hours in which to register with the BIN.

· Report to the BIN within 48 hours.

· Take to the BIN a filled in ‘Application for Temporary Stay’ form. This is purchased from ECOBANK for US$20. Not applicable to UN staff. Rather, a Note Verbale with the relevant information is submitted to the Chief of Protocol, Ministry of Foreign Affairs, by the UN.
· Fill in the form indicating your preferred length of stay (between 30-60 days – with the option to extend to a total of 90 days if so desired). Not applicable to UN staff. All information included in the Note Verbale.
· BIN will then register you and stamp your passport with a ‘Temporary Stay’ Stamp giving you a 30-60 day stay in Liberia.

· If you wish to work in Liberia you will need to upgrade to a Resident Permit (see Section 2.2.1).

Cost:

INGO and NGO staff travelling on National Passports:

Airport Visa: US$25

‘Application for Temporary Stay’ Form: US$20. 

Other National Passport Holders:

Airport Visa Fee: US$150

‘Application for Temporary Stay’ Form: US$20

UN staff travelling on National Passports:

Airport Visa Fee: Free of Charge

‘Application for Temporary Stay’ Form: Not applicable

UNLPs: 

See below.

Timeframe:

Make sure your representative submits the official letter to the Commissioner of the BIN at least 48 hours prior to your arrival.

Authorisation of a letter requesting an Airport Visa takes one day.

Registration and issuance of a ‘Temporary Stay’ Stamp by the BIN, once all necessary documents are presented, takes one day. 

UN LP:

Those travelling on a UN LP are exempt from the need for visas. Therefore none of the above applies, you will have your passport stamped at Immigration without need for any payment or additional procedure. You do not need to register with the BIN.

2.2
While There – Upgrading Your Status:

Once you have gained entry to Liberia, registered with BIN, and received your ‘Temporary Stay’ Stamp, you will need to either upgrade or extend your status. For those wishing to work while in Liberia you will need to upgrade to a Resident Permit. For those wishing to stay longer than the maximum 90 days provided by the ‘Temporary Stay’ Stamp, you will also need to acquire a Resident Permit.

2.2.1
Applying for Residency

For those wishing to work in Liberia (e.g. the Humanitarian Community), you must acquire a Resident Permit. This will, in conjunction with your Work Permit (gained from the Ministry of Labour), allow you to work during your stay in the country. In addition to a Resident Permit you must acquire a Re-entry Permit, which acts as a multiple entry visa and allows you to make unlimited trips to and from Liberia without additional cost or procedure (see Section 2.2.2).

Procedure:

· Submit an official letter from your organisation to the Commissioner of the BIN requesting your change of status (to Resident status). This will be approved by the Commissioner.

· Purchase a ‘Application for Permit of Residence’ form from ECOBANK for US$20. Not applicable to UN staff. Rather, a Note Verbale with the relevant information is submitted to the Chief of Protocol, Ministry of Foreign Affairs, by the UN.
· Fill in and submit the form with 4 passport photos, your passport, and permit fee to the BIN. Not applicable to UN staff. All information included in the Note Verbale.
· A Resident Permit will then be processed by the BIN.


Cost:


Purchase of ‘Application for Permit of Residence’ form: 

US$20



Visa fee:

Payable upon submittal of application to BIN. See below:

	Category
	1 Year
	3 Years
	5 Years

	Non African Alien
	US$250
	US$450
	US$550

	African Alien, non ECOWAS
	US$100
	US$150
	US$200

	African Alien ECOWAS
	US$75
	US$100
	US$150

	INGOs and NGOs
	US$50
	US$50
	US$50

	UN
	FREE
	FREE
	FREE


The United Nations, for its employees travelling on national passports, produces its own resident forms. As such, UN employees need only submit the relevant information in Note Verbale form to BIN to include in their records. There are no charges involved.

Timeframe:

1, 3, and 5 year Residency Permits can be acquired. Processing by the BIN of a submitted application takes one week. 


UN LP Holders:

UN LP holders do not require visas or permits for Liberia. As such, the above does not apply.

2.2.2
Applying for Re-entry

In addition to a Resident Permit, you must acquire a Re-entry Permit, which allows you to exit and re-enter Liberia. The following procedures should be undertaken in tandem with those for acquiring a Resident Permit.


Procedure:

· Submit an official letter from your organisation to the Commissioner of the BIN requesting a Re-entry Permit. This will be approved by the Commissioner.

· Purchase a ‘Application for Permit of Re-Entry’ form from ECOBANK for US$20. Not applicable to UN staff. Rather, a Note Verbale with the relevant information is submitted to the Chief of Protocol, Ministry of Foreign Affairs, by the UN.
· Fill in and submit the form with 2 passport photos, your passport, and permit fee to the BIN. Not applicable to UN staff. All information included in the Note Verbale.
· A Re-Entry Permit will then be processed by the BIN.

Cost:

Purchase of ‘Application for Permit of Re-Entry’ form: 

US$20



Visa fee:

Payable upon submittal of application to BIN: See below.

	Category
	6 Month (Single Entry)
	1 Year (Multiple Entry)
	3/5 Years (Alien Resident Card – Multiple Entry)

	Ordinary
	US$75
	US$150
	US$10

	INGO + NGO
	US$50
	US$50
	US$10

	UN
	FREE
	FREE
	FREE


The United Nations, for its employees travelling on national passports, produces its own re-entry forms. As such, UN employees need only submit the relevant information in Note Verbale form to BIN to include in their records. There are no charges involved.

Timeframe:

6 month and 1 year Re-Entry Permits, and 3/5 year Alien Residents Cards can be acquired. Processing by the BIN of a submitted application takes one week. 


UN LP Holders:

UN LP holders do not require visas or permits for Liberia. As such, the above does not apply.

2.2.3
Extension of Visas/Renewal of Permits

The ‘Temporary Stay’ Stamp can be extended to a total stay of 90 days through reporting to the BIN. No additional forms need be purchased, and your passport will be stamped with the extension period. You should report to the BIN for extension on or before the date of expiration of your existing stamp.

The Resident Permit can be renewed in the following way. It is advisable to begin the process of renewal at least one week prior to the expiry of your existing permit.

Procedure:

· Send an official letter to the Commissioner of the BIN requesting the renewal of your Resident Permit. This will be approved by the Commissioner.

· Purchase a ‘Application for Renewal’ form from ECOBANK for US$20. Not applicable to UN staff. Rather, a Note Verbale with the relevant information is submitted to the Chief of Protocol, Ministry of Foreign Affairs, by the UN.
· Submit the completed form with your passport, existing permit, and renewal fee to BIN for processing. Not applicable to UN staff. All information included in the Note Verbale.
· Renewal of your permit will take place within one week.

Cost:

Purchase of ‘Application of Renewal’ form:

US$20


Visa Fee:


Payable upon submittal of application to BIN. See below:

	Category
	Renewal Fee

	Alien (African and non African)
	US$100

	African Alien (ECOWAS citizen)
	US$50

	INGO and NGO
	US$50

	UN
	FREE


The United Nations, for its employees travelling on national passports, produces its own Resident Permit forms. As such, UN employees need only submit the relevant information in Note Verbale form to BIN to include in their records. There are no charges involved.

Timeframe:

Renewal of your permit will take place within one week.

UN LP Holders:

Holders of a UN LP do not require visas to stay and operate in Liberia, as such they are exempt from the visa renewal process. 

2.3
Getting Out:

2.3.1
Exit Charges

Exit visas were abolished on The 14th October 2003. However, certain taxes are charged and collected at Exit Points by Government of Liberia bodies other than the BIN.

Land (US$5):

A land border departure tax of US$5 is levied on all leaving by land.

Sea (US$5):

A seaport departure tax of US$5 is levied on all leaving by sea. 

Air (US$40):

An airport departure tax of US$25 is levied on all leaving by air.

The management of Roberts International Airport also levy an additional $15 airport development tax on all persons leaving via RIA.


UN LP Holders:


Those travelling on a UN LP are exempt from payment of all taxes listed above.

3. Customs

3.1 Duty Free Status:

3.1.1 Are You Eligible?

All UN bodies and INGOs are eligible for 100% duty free status once they have registered with the relevant authorities. This 100% duty free status includes import and export through all land, sea, and air Entry/Exit Points, as well as local purchase of fuel and other goods as based on the quota system and the filing of returns for utilisation of previous fuel.


3.1.2 How Do You Register?

UN Procedure:
· Write an official letter to the Minister of Foreign Affairs requesting him/her to introduce your organisation to the Ministry of Finance and Ministry of Planning and Economic Affairs in order for them to register you for 100% duty free status. Indicate the following:



The nature of the Agency/Body’s work (e.g. Food Aid)



Its predicted area of operation (e.g. Nimba county)



An idea of the sort of goods it will import (both aid and support

equipment)

· (INTERNAL) The Minister of Foreign Affairs will pass the letter to the Ministry of Finance and Ministry of Planning and Economic Affairs for action. The Ministry of Finance will pass the letter to the Commissioner for Customs (within the Ministry of Finance).

· The Ministry of Foreign Affairs will reply to your letter notifying you of your 100% duty free status.

· The process takes around a week. There is no cost involved.

INGO Procedure:

· Acquire ‘Articles of Incorporation’ for your INGO. This is a legal document outlining the nature of your business, your funding, area of operations, types of import etc. The Ministry of Foreign Affairs have a format for ‘Articles of Incorporation’ and can assist in drawing these up for your INGO.

· Write an official letter to the Minister of Foreign Affairs submitting your ‘Articles of Incorporation’ and asking for them to be endorsed. The endorsed ‘Articles’ will then be returned to you.

· Write an official letter to the Minister of Planning and Economic Affairs submitting your endorsed ‘Articles of Incorporation’ and requesting accreditation for your INGO. 

· Go to the Ministry of Finance and pay the US$350 accreditation fee.

· Return to Ministry of Planning and Economic Affairs with your receipt of payment from the Ministry of Finance. Your certificate of accreditation will be presented to you (this is your proof of 100% duty free status).

· The process takes approximately one week.

· A renewal fee of US$100 must be paid annually by all INGOs. 


3.2 Importing at Duty Free:

All customs forms mentioned below are to be paid for by all parties except United Nations bodies and Diplomatic Missions. However, NGOs and INGOs can, on an ad hoc basis, submit official written requests to the Minister of Finance asking for gratis forms.

3.2.1 Pre-Shipment Inspections

All imports to Liberia are required to undergo a pre-shipment inspection. However, United Nations bodies and Diplomatic Missions can get exemption from this pre-shipment inspection.

Procedure:
· Write a letter to the Minister of Commerce requesting a gratis Import Permit Declaration (IPD) form. The Minister will authorise gratis status by signing your letter. Without this authorisation of gratis status you will pay US$25 per IPD form.

· Take the letter to the Foreign Trade Section of the Ministry of Commerce. They will issue you with an IPD and will fill it out with you granting exemption from pre-shipment inspection. 

· Take the exempt IPD to BIVAC on Jamaica Road. BIVAC will stamp ‘Exempt’ on the IPD. BIVAC is the private company employed by the Government of Liberia to carry out pre-inspections.

· Send the exempt IPD to your importer who will present it to the BIVAC representative at their location. Your goods will then be processed without a pre-inspection.

· Send a copy of the exempt IPD to your Clearing Agent for processing upon arrival of your goods.

· The process takes around one to two days.


3.2.2 Getting a Duty Free Permit

Once you have duty free status, you must acquire a duty free permit for each bill of lading that you wish to import into Liberia at duty free. Two forms are involved: the ‘Application for Exemption’ form, and the ‘Consumption Entry’ form. The procedure involved differs slightly between the Freeport of Monrovia and all other Entry Points. At the Freeport you will be responsible for collecting all the necessary Government signatures on your forms, while at all other Entry Points this will be undertaken by the Customs Collector and his staff.

Procedure at the Freeport of Monrovia (per bill of lading):

· Before your goods arrive in Liberia, buy an ‘Application for Exemption’ form and a ‘Consumption Entry’ form. These can either be bought at every Customs Office (i.e. at the border) or they can be bought in Monrovia at the Sale of Forms Office on the ground floor of the Ministry of Finance.

‘Application for Exemption’ forms cost US$100 (free for UN bodies and Diplomatic Missions).

‘Consumption Entry’ forms cost L$200 and must be paid for by everyone.

· Fill in and submit both forms together to Customs at the Entry Point.

· (INTERNAL) When your goods arrive, they will be examined to ascertain their value and duty level. This duty will obviously not be paid but is documented for internal Government records.

· Once the examination is completed, the ‘Application for Exemption’ and ‘Consumption Entry’ forms will be handed back to you. 

· Take both forms to the Bureau of Concessions (BOC) at the Ministry of Finance where they will be signed and stamped by the Director.

· Take both forms to the Duty Free Section at the Ministry of Finance where they will be signed and stamped by the Director.

· Take both forms to the Bureau of Customs and Excise at the Ministry of Finance where they will be signed and stamped by the Commissioner.

· Take both forms back to the Customs Collector at the Point of Entry who will carry out the final signing and sealing of the documents. Once this is completed, your goods will be released to you.

· Timeframe for the whole process is one to two days.

Procedure at All Other Entry Points (per bill of lading):

· Before your goods arrive in Liberia, buy an ‘Application for Exemption’ form and a ‘Consumption Entry’ form. These can either be bought at every Customs Office (i.e. at the border) or they can be bought in Monrovia at the Sale of Forms Office on the ground floor of the Ministry of Finance.

‘Application for Exemption’ forms cost US$100 (free for UN bodies and Diplomatic Missions).

‘Consumption Entry’ forms cost L$200 and must be paid for by everyone.

· Fill in and submit both forms together to Customs at the Entry Point where your goods will arrive.

· (INTERNAL) When your goods arrive, they will be examined to ascertain their value and duty level. This duty will obviously not be paid but is documented for internal Government records.

· (INTERNAL) Signatures of the relevant representatives of the Director of the Bureau of Concessions, the Director of the Bureau of Duty Free, and the Commissioner for the Bureau of Customs and Excise will be added to your forms. They will then be passed on to the Customs Collector at the Entry Point.

· Once the Customs Collector has approved the inspection, he/she will sign off on both the ‘Application for Exemption’ and ‘Consumption Entry’ forms and approve the release of your goods.

· Timeframe for the whole process is one to two days.


3.2.3 The ‘Special Release’

A ‘Special Release’ is a way of temporarily bypassing the procedure outlined above in Section 3.2.2 in order to take control of your goods quickly. However you will still be required to go through the procedure spelt out in Section 3.2.2 and will be given 7 days after receiving your ‘Special Release’ to do so. If you do not go through the procedure spelt out in Section 3.2.2 within 7 days of receiving your ‘Special Release’ you may not be eligible for further ‘Special Releases’.

A ‘Special Release’ is granted for three reasons:

· For perishable goods (i.e. medicines or fresh food that must get to proper storage quickly).

· If you do not have all necessary paperwork at the Point of Entry.

· If the goods are urgently needed emergency humanitarian supplies.

Procedure (per bill of lading):

· The procedure is the same for all sea, land, and air Entry Points.

· Write an official letter to the Deputy Minister of Finance for Revenue requesting a ‘Special Release’.

· The Deputy Minister will give assent and you then purchase a ‘Special Release’ form from the Sale of Forms Office on the ground floor of the Ministry of Finance. Each form costs US$50 but is free for the UN bodies and Diplomatic Missions.

· Fill in the form and submit it to the Deputy Minister of Finance for Revenue for signature.

· Take the form to the Commissioner for Customs for signature.

· Take the form to the Customs Collector at the Point of Entry who will sign and seal the form and release your goods.

· If you are importing goods through an Entry Point outside of Monrovia you may not be able to transport the signed ‘Special Release’ to the Entry Point in time. Therefore you can ask the Commissioner for Customs, once he/she has signed the form, to phone the Customs Collector at the Entry Point and authorise them to issue a ‘Special Release’ on site. However, please note that authorisation must come from Monrovia and a ‘Special Release’ cannot be issued at the Entry Point without it.

· The timeframe for acquiring a ‘Special Release’ is around one day.


3.3 Local Purchase at Duty Free:

3.3.1 Duty Free Local Purchase

Once you have duty free status (see Section 3.1) you are eligible to purchase goods locally at duty free.

Procedure:

· Purchase an ‘Excise Free Permit’(EFP) from the Sale of Forms Office on the ground floor of the Ministry of Finance. Each form costs US$100 but is free for the UN bodies and Diplomatic Missions.

· Fill out the form. For duty free fuel you will have to detail the quantity required, description of product, period of consumption, purpose of request, and contact details of the organisation.

· Submit the filled in form to the Deputy Minister of Finance for Revenue for signature.

· Take the form to the Bureau of Concessions (BOC) for stamping.

· Take the form to the Duty Free Section of the Bureau of Customs for signature.

·  Take the form to the Excise Tax Division on the 3rd floor of the Ministry of Finance for signature.

· Take the form to the Commissioner for Customs for final signature.

· Present the form to the supplier of the goods you wish to purchase who will charge you at duty free level.


3.3.2 Gratis Licence Plates

The UN and INGOs are eligible to purchase licence plates at gratis/reduced cost. These cost US$40 per vehicle for the UN and INGOs (US$25 per vehicle for national NGOs), plus L$400 per vehicle to purchase the administrative forms.

Procedure:

· Write an official letter to the Deputy Minister of Finance for Revenue requesting gratis licence plates. Specify in your letter the vehicle models, chassis and engine numbers etc of the vehicles in question. The Deputy Minister will then grant exemption from normal licence plate fees. You must include a copy of your certificate of accreditation (see Section 3.1.2) with the letter.

· Purchase a ‘Motor Vehicle Certificate’ and a ‘Bill of Sale’ form for each vehicle in question. Forms are sold by the Sale of Forms Office on the ground floor of the Ministry of Finance. Each form costs L$200 (i.e. L$400 for each vehicle). The UN and INGOs must pay these charges.

· Fill out the forms and submit to the Motor Vehicle Division, also on the ground floor of the Ministry of Finance.

· The Motor Vehicle Division will inform you at which bank to pay the fee for the gratis licence plates. The cost per licence plate is US$40 for the UN and INGOs, and US$25 for national NGOs.

· Take your receipt of payment from the bank to the Motor Vehicle Division who will then process your forms.

· Your licence plates will be issued by the Police after approximately two days.


3.4 Re-Exporting at Duty Free:

Once you have duty free status (see Section 3.1) you are eligible to re-export at duty free equipment and belongings that were imported for operations.

Procedure:

· Purchase an ‘Export Entry’ form from the Sale of Forms Office on the ground floor of the Ministry of Finance. Each form costs L$200 and must be paid by everyone.

· Fill in the form and submit it to the Deputy Commissioner for Excise for signature.

· Take the form to the Director of Duty Free for signature.

· Take the form to the Commissioner of Customs for final signature.

· Present the form to the Customs Authorities at the Point of Exit while you are re-exporting your goods.

Annex A: Embassies of the Republic of Liberia

	Country
	City
	Tel
	Fax

	Belgium
	Brussels
	0032 475491549
	0032 4110912

	Cameroon
	Yaounde
	00237 9592081
	00237 2210521

	Cote d’Ivoire
	Abidjan
	00225 05849596
	00225 20320246

	D.R. Congo
	Kinshasa
	
	

	Egypt
	Cairo
	00202 7263102
	00202 756094

	Ethiopia
	Addis Ababa
	00251 11513615
	00251 11513615

	France
	Paris
	
	00331 42127614

	Gambia
	Banjul
	
	

	Germany
	Berlin
	0049 1725823718
	0049 2289239173

	Ghana
	Accra
	00233 21777524
	00233 21777524

	Guinea
	Conakry
	0037747 675394
	00224 451535

	Israel
	Tel Aviv
	
	

	Italy
	Rome
	0039 0686329034

0039 3391690900
	0039 0686384898

	Japan
	Tokyo
	00813 39498046
	00813 39492430

	Libya
	Tripoli
	00218 214839384
	00218 214840031

	Morocco
	Rabat
	00212 37638426
	00212 37638426

	Nigeria
	Abuja
	00234 12615520
	00234 12615520

	Sierra Leone
	Freetown
	00232 22230991

00232 76614535

00232 230991
	00232 22224439

	South Africa
	Pretoria
	002712 7479453
	002712 3422306

	Taiwan
	Taipei
	00886 22875 1212
	00886 228751313

	UK
	London
	0044 2079760725

0044 2079760726
	0044 2077272914

	USA
	Washington
	001 2027230437
	001 2027230436

	UN (Switzerland)
	Geneva
	0041 227743076
	0041 227743076

	UN (USA)
	New York
	001 2126871034

001 2126871033
	001 2126871846


Annex B: Customs and Immigration Points in Liberia

	Collectorate
	County
	Designation

	Ganta
	Nimba
	Land Border Crossing

	Loguatuo
	Nimba
	Land Border Crossing

	Buutuo
	Nimba
	Land Border Crossing

	Jowah
	Bong
	Land Border Crossing

	Mandicoma
	Lofa
	Land Border Crossing

	Yella
	Lofa
	Land Border Crossing

	Bo
	Grand Cape Mount
	Land Border Crossing

	Toe-Town
	Grand Gedeh
	Land Border Crossing

	Harper
	Maryland
	Seaport

	Greenville
	Sinoe
	Seaport

	Buchanan
	Grand Bassa
	Seaport

	Freeport of Monrovia
	Montserrado
	Seaport

	Spriggs Payne Airport
	Montserrado
	Airport

	Roberts International Airport
	Montserrado
	Airport

	Monrovia Post Office

(Customs only)
	Montserrado
	Metropolitan Collectorate


Annex C: Ministry and Bureau Locations

	Ministry/Bureau
	Department
	Location

	Ministry of Foreign Affairs
	
	Capitol Hill (Adjacent to the Executive Mansion)

	
	Minister’s Office
	

	
	Chief of Protocol 
	6th Floor

	Ministry of Finance
	
	Broad/Mechlin and Carey Street

	
	Minister’s Office
	9th Floor

	
	Dep Minister for Revenue
	7th Floor (Left of Stairs)

	
	Asst Minister for Revenue
	1st Floor (Left of Stairs)

	
	Sale of Forms Office
	Ground Floor

	Bureau of Customs and Excise
	
	In Ministry of Finance Building

	
	Commissioner of Customs
	3rd Floor (Left of Stairs)

	
	Dep. Comm. for Admin.
	3rd Floor (Right of Stairs)

	
	Director of BPS
	Ground Floor

	
	Director of Duty Free
	3rd Floor (Right of Stairs)

	
	Director of Training
	3rd Floor (Left of Stairs)

	
	Dep. Comm. Operations
	3rd Floor (Left of Stairs)

	
	Director/Bonded W/H
	Customs House – Freeport

	
	Director/Transhipment
	Customs House – Freeport

	
	Dep. Comm. for Excise
	3rd Floor (Right of Stairs)

	
	Chief Inspector of Customs
	3rd Floor (Left of Stairs)

	Bureau of Immigration 
	
	Broad Street (between Centre and Gurley Streets)

	
	Commissioner of Immigration
	2nd Floor

	
	Renewal Office
	2nd Floor

	
	Change of Status Office
	2nd Floor

	
	Registration
	1st Floor

	Ministry of Post and Telecommunications
	
	Carey and MacDonald Street

	
	Minister’s Office
	3rd Floor

	
	Bureau of Telecom
	3rd Floor

	Ministry of Commerce
	
	Ashmun and Gurley Street

	Ministry of Labour
	
	Camp Johnson Road – Bassa Community

	
	Minister’s Office
	2nd Floor

	
	Alien Registration
	2nd Floor


Annex D1: Bureau of Immigration and Naturalisation Organisational Structure


























Annex D2: Bureau of Customs and Excise Organisational Structure



Annex E: Immigration Exemptions Granted to UN
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# ) REPUBLIC OF LIBERIA
BUREAU OF IMMIGRATION & NATURALIZATION
¢ MINISTRY OF JUSTICE

MONROVIA, LIBERIA

OFFICE OF THE COMMISSIONER

029/ABM /COMM=DAG/BIN /MOJ /RL/' 03

December 10, 2003

Honourable Abu Moussa

Resident Coordinator

United Nations System in Liberis
Republic of Liberis

Mr., Resident @oordinstor:

We have the pleasure to present our compliments, and
to refer to our discussions, relative to the Basic Stand-
ard Agreement of 1977, made and entered into by snd be-
tween the Government of Liberis (GOL) and the UNDP, on
behalf of the United Nations System.

From the perusal of the Agreement sforesaid, coupled
with series of discussions we had with the UNJIC and UNDP,
the Buresu of Immigretion and Naturslization re-sffirms
its commitments to the up-holding of said Bssic Standard
Agreement. All personnel of the United Nations will be
afforded the issusnce of necessary visas or permits of
residence without cost, as stipulated in Article X of the
Standerd Basic Agreement.

Considering the sbove, the Buresu of Immigration
also assures UNDP that United Nations personnel travel-
ling on nationsl passports will enjoy exemption from sll
Immigration charges or fees. United Nations personnel
travelling on UN Leissez Passers will only be required
to present same to the Immigration office at the Border
or entry points for scrutiny, upon entry into or depart-
ure from Liberis, with, however, the stemping in their
gsssports or laizsez passers "SuiN ON ARRIVAL" or "SmiN

N DEPARLURE",

Consequently, the Bureau solicits the cooperation
of UNDP to provide sll information to it in the form of
Note Verbsle, through the office of the Chief of Protocol
of the Ministry of Foreign Affasirs, as regerds the issuance
of entry visass, Resident Permits, Re-Entry Permits, etc.,
8s was discussed in our meeting.

vl




[image: image2.jpg]eee2/

Notwithstanding, the request for these services shall
be made procedurslly to the Buresu three (3) days prior
to the rendition of such services by the Bureau.

In furtherance to the Buresu's re-gffirmation, we
will appropristely advise our men st the ports of entry
currently under our control.

Kindest regards.

Sincerely yours,

Abrsham B, Mitchell
COMMISSIONER /DEPULY ALTUKNEY
GENERAL, RL
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