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Foreign Trade DepartmentForeign Trade Department



Export Procedures ChartExport Procedures Chart

General GoodsGeneral Goods
Documents required: Documents required: 
1.Invoice1.Invoice
2.Packing List2.Packing List

Exporter shall submit invoice and packing list to Exporter shall submit invoice and packing list to 
the SWS at the border checkpoint for the the SWS at the border checkpoint for the 

inspections and to release the goods. inspections and to release the goods. 
(2 documents and 1 step) (2 documents and 1 step) 

Exporter 
Single Window Service 
(SWS) at the border 
checkpoint

1, 2,



Export Procedures ChartExport Procedures Chart
Goods Controlled (administered) under the Ministry of Goods Controlled (administered) under the Ministry of 
Commerce (rough and cut diamond)Commerce (rough and cut diamond)
Documents required:

1. Application Form 
2. Invoice
3. Packing List

4. Approval from the Ministry of Commerce

Exporter shall submit application form, invoice and packing ListExporter shall submit application form, invoice and packing List to to 
the Ministry of Commerce (Foreign Trade Department) for an approthe Ministry of Commerce (Foreign Trade Department) for an approval. val. 
Then exporter shall present the approval to the airport SWS at tThen exporter shall present the approval to the airport SWS at the he 

border checkpoint for the inspections and to release the goods. border checkpoint for the inspections and to release the goods. 
(4 documents and 2 steps) (4 documents and 2 steps) 

Exporter Ministry of Commerce
1, 2, 3, 

Airport or SWS
2, 3, 4



Export Procedures ChartExport Procedures Chart
Prohibited goodsProhibited goods
Documents required:Documents required:
1.1. Application FormApplication Form
2.2. InvoiceInvoice
3.3. Packing ListPacking List
4.4. Letter from relevant Ministries Letter from relevant Ministries 

5.5. Approval from Prime Minister’s OfficeApproval from Prime Minister’s Office

Exporter shall submit application form, invoice and packing listExporter shall submit application form, invoice and packing list
to the relevant ministries to issue the letter to the Prime Minito the relevant ministries to issue the letter to the Prime Minister’s ster’s 
Office for an approval. Then exporter shall present the approvalOffice for an approval. Then exporter shall present the approval to to 
the SWS at the border checkpoint for the inspections the SWS at the border checkpoint for the inspections 
and to release the goods. (5 documents and 3 steps) and to release the goods. (5 documents and 3 steps) 

Exporter 

Single Window 
Service at the 
border checkpoint
2, 3, 5

Relevant 
Ministries
1, 2, 3, 

Prime Minister’s 
Office
4



Export Procedures ChartExport Procedures Chart
Goods Controlled (Administered) under the concerned Goods Controlled (Administered) under the concerned 
AuthoritiesAuthorities

Documents required:Documents required:
1.1. Application FormApplication Form
2.2. InvoiceInvoice
3.3. Packing ListPacking List

4.4. Approval from relevant MinistriesApproval from relevant Ministries

Exporter shall submit application form, invoice and packing listExporter shall submit application form, invoice and packing list
to the relevant authorities (ministries or provincial offices, Vto the relevant authorities (ministries or provincial offices, Vientianeientiane
Municipality offices or Special Governing Zone) for an approval.Municipality offices or Special Governing Zone) for an approval. ThenThen
exporter shall present the approval to the Single Window serviceexporter shall present the approval to the Single Window service at the at the 
border checkpoint for the inspections and to release the goods. border checkpoint for the inspections and to release the goods. 

(4 documents and 2 steps)(4 documents and 2 steps)

Exporter 

SWS at the border 
checkpoint
2, 3, 4

Relevant 
Ministries
1, 2, 3, 



Import Procedures ChartImport Procedures Chart
General goods (under import plan or indicative plan)General goods (under import plan or indicative plan)

Documents requiredDocuments required: : 
1.1. Import Plan for 6 months or 1 yearImport Plan for 6 months or 1 year
2.2. Import book (TradeImport book (Trade--Single Window Service)Single Window Service)
3.3. InvoiceInvoice
4.4. Packing ListPacking List
5.5. Import duty and tax payment receiptImport duty and tax payment receipt

Importer shall submit import plan for 6 months or 1 year, specifImporter shall submit import plan for 6 months or 1 year, specifies the ies the 
quantity and value of each importation to the Provincial Trade Oquantity and value of each importation to the Provincial Trade Offices. The ffices. The 
importer forwards the import plan to trade authority at the bordimporter forwards the import plan to trade authority at the border er 
checkpoint or warehouse. checkpoint or warehouse. 

And deducts each import transaction against the import plan. AftAnd deducts each import transaction against the import plan. After that er that 
the importer can pay for import duties and tax before clearing tthe importer can pay for import duties and tax before clearing the goods he goods 
from the warehouse.  (5 documents andfrom the warehouse.  (5 documents and 2 steps))

Importer Provincial Trade Offices 
(Semi annually)
1 

Single Window Service at 
the border checkpoint or at 
the Warehouse. 
The number will be 
deducted in each 
importation by the Trade 
offices  
1, 3, 4 



Import Procedures ChartImport Procedures Chart
Automobile and parts Automobile and parts 

Documents required:Documents required:
1. Application Form1. Application Form
2. Technical approval from the MCTPC and 2. Technical approval from the MCTPC and 
Certified letter from the Ministry of Industry Certified letter from the Ministry of Industry 
and Handicraft, Department of Industry on theand Handicraft, Department of Industry on the
importation of Auto Assembling Factory on car parts. importation of Auto Assembling Factory on car parts. 
3. Duty and tax payment receipt    3. Duty and tax payment receipt    
4. Importation approval from the Ministry of Commerce4. Importation approval from the Ministry of Commerce
5. Invoice5. Invoice
6. Packing List6. Packing List

Importer shall submit application form to MCTPC (Department of TImporter shall submit application form to MCTPC (Department of Transport) for ransport) for 
technical approval, then present the technical approval, invoicetechnical approval, then present the technical approval, invoice and packing list and packing list 
to the Finance Sector for customs and tax payment. After that thto the Finance Sector for customs and tax payment. After that the importer e importer 
submits those documents to the Ministry of Commerce (Foreign Trasubmits those documents to the Ministry of Commerce (Foreign Trade de 
Department) for the importation approval. Finally, the importer Department) for the importation approval. Finally, the importer shall forward the shall forward the 
documents to the Single Window Service at the border checkpoint documents to the Single Window Service at the border checkpoint for for 
inspections and to release the goods. (6 documents and 4 steps) inspections and to release the goods. (6 documents and 4 steps) 

Importer 

Ministry of Communication, 
Transport, Post and 
Construction 

1, 5, 6

Single Window Service 
at the border checkpoint 
or at the Warehouse. 
2, 4, 5, 6 

Customs and Tax 
Offices 
2, 5, 6

Ministry of Commerce
2,3 



Import Procedures ChartImport Procedures Chart
Goods Controlled (Administered) under the MOC Goods Controlled (Administered) under the MOC 
(Petroleum and Gases)(Petroleum and Gases)

Documents required: 
1. Application form together with  

annual importation report and Plan 
2. Importation approval from the Ministry of Commerce
3. Import duty and tax payment receipt
4. Invoice
5. Packing List

Importer shall submit the annual importation report and plan to the Ministry 
of Commerce for importation approval semi annually. Then, the importer 
forwards the importation approval, invoice and packing list to the single window 
service at the border checkpoint or warehouse for inspections, import duty and 
tax payment, and to release the goods. (5 documents and 2 steps)

Importer Ministry of Commerce
1 

Single Window Service 
at the border checkpoint 
or at the Warehouse. 
2, 3, 4, 5 



Import Procedures ChartImport Procedures Chart
Goods Controlled (Administered) under the relevant AgenciesGoods Controlled (Administered) under the relevant Agencies

Documents required: Documents required: 
1.1. Application form Application form 
2.2. InvoiceInvoice
3.3. Packing ListPacking List
4.4. Importation approval from relevant agenciesImportation approval from relevant agencies

Importer shall submit the application form, invoice and packing Importer shall submit the application form, invoice and packing list to list to 
relevant agencies (Ministries or Provincial Trade Offices, Vientrelevant agencies (Ministries or Provincial Trade Offices, Vientiane iane 
Municipality Divisions or Special Governing Zone) for approval. Municipality Divisions or Special Governing Zone) for approval. Then, Then, 
the importer forwards the approval to the single window service the importer forwards the approval to the single window service at the at the 
border checkpoint for inspections and to release the goods. (4 border checkpoint for inspections and to release the goods. (4 
documents and 2 steps)documents and 2 steps)

Importer Relevant Agencies
1, 2, 3 

Single Window Service
at the border checkpoint 
2, 3, 4 



Import Procedures ChartImport Procedures Chart
Goods Controlled (Administered) under the MOC (rough and Goods Controlled (Administered) under the MOC (rough and 
unwrought diamond)unwrought diamond)

Documents required: Documents required: 
1.1. Application form Application form 
2.2. InvoiceInvoice
3.3. Packing ListPacking List
4.4. Importation approval fromImportation approval from

the Ministry of Commercethe Ministry of Commerce

Importer shall submit the application form, invoice and packing Importer shall submit the application form, invoice and packing list to list to 
the Ministry of Commerce for approval. Then, the importer forwarthe Ministry of Commerce for approval. Then, the importer forwards ds 
the approval to the airportthe approval to the airport--customs office or the single window customs office or the single window 
service at the border checkpoint for inspections and to release service at the border checkpoint for inspections and to release the the 
goods. (4 documents and 2 steps)goods. (4 documents and 2 steps)

Importer Ministry of Commerce, 
Foreign Trade Department
1, 2, 3 

Airport or Single Window
Service at the border 

checkpoint 
2, 3, 4 



Project’s goods Importation Project’s goods Importation 
Procedures Chart Procedures Chart 

General Goods General Goods 
Documents required: Documents required: 
1. Application form 
2. Invoice
3. Packing List
4. Letter from relevant ministries
5. Import duty receipt (Customs Declaration form 13: CD 13)

Importer of goods for projects, diplomats, International Organizations, 
Foreign Experts, Foreign investment, domestic investment shall submit the 
application form, invoice and packing list to the Ministry of Foreign Affairs or 
Committee for Planning and Investment or other relevant ministries for the 
approval. Then, the importer forwards the approval to the single window 
service at the border checkpoint or warehouse for inspections and to release 
the goods. (5 documents and 2 steps)

Importer Relevant Agencies
1, 2, 3 

Application for duty 
exception or 1% duty 
(to eliminate CD 13)

Single Window Service at 
the border checkpoint or 
at the Warehouse. 
2, 3, 4



Project’s goods Importation Project’s goods Importation 
Procedures ChartProcedures Chart

Auto VehicleAuto Vehicle
Documents required: Documents required: 
1.1. Application form Application form 
2.2. Packing ListPacking List
3.3. InvoiceInvoice
4.4. Letter from relevant ministriesLetter from relevant ministries
5.5. Approval from the Ministry of CommerceApproval from the Ministry of Commerce
6.6. Technical approval from MCTPCTechnical approval from MCTPC
7.7. Import duty receipt (CD 13)Import duty receipt (CD 13)

Importer of goods for projects, diplomats, International OrganizImporter of goods for projects, diplomats, International Organizations, Foreign ations, Foreign 
Experts, Foreign investment, domestic investment shall submit thExperts, Foreign investment, domestic investment shall submit the application e application 
form, invoice and packing list for the importation of auto vehicform, invoice and packing list for the importation of auto vehicle to the Ministry of le to the Ministry of 
Foreign Affairs or Committee for Planning and Investment or otheForeign Affairs or Committee for Planning and Investment or other relevant r relevant 
ministries for the approval to be sent to the Ministry of Commerministries for the approval to be sent to the Ministry of Commerce. The Ministry ce. The Ministry 
of Commerce will issue the vehicle importation approval accordinof Commerce will issue the vehicle importation approval accordingly. Then, the gly. Then, the 
importer shall present the approval to the MCTPC for technical aimporter shall present the approval to the MCTPC for technical approval then pproval then 
forwards those documents to the SWS at the border checkpoint or forwards those documents to the SWS at the border checkpoint or warehouse warehouse 
for inspections and to release the goods. (7 documents and 4 stefor inspections and to release the goods. (7 documents and 4 steps) ps) 

Importer Relevant Ministries 
1, 2, 3 

Application for duty 
exception or 1% duty (to 
eliminate the CD 13)

Single Window Service at 
the border checkpoint or 
at the Warehouse. 
2, 3,5, 6

Ministry of Commerce
2, 3, 4

MCTPC, Department 
of Transport
2, 3, 4, 5 



Project’s goods Importation Project’s goods Importation 
Procedures ChartProcedures Chart

Prohibited Goods Prohibited Goods 
Documents required: Documents required: 
1. Application form 
2. Invoice
3. Packing List
4. Letter from relevant ministries
5. approval from Prime Minister’s Office

Importer shall submit the application form, invoice and packing list to 
the relevant ministries. Then, the relevant ministries will issue the 
letter to the Prime Minister’s Office for approval. Then, importer 
forwards the approval to the single window service at the border
checkpoint or warehouse for inspections and to release the goods. 
(5 documents and 3 steps)

Importer Relevant Agencies
1, 2, 3 

Single Window Service at 
the border checkpoint or at 
the Warehouse. 
2, 3, 5

Prime Minister’s Office
4
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