[bookmark: loai_14]Form BC-1
SOCIALIST REPUBLIC OF VIET NAM
Independence - Freedom – Happiness
--------------- 
 [Location]........,[date].............
[bookmark: loai_14_name]OPERATION REPORT OF REPRESENTATIVE OFFICE 
 (Year …)
	To:
	- … (licensing authority’s name) (superior Ministry or agency’s name).


Name: (in capital letters and bold as specified in establishment license): 
Number of representative office establishment license: …….. Date of issue: .............................
Foreign currency account (if any): ......... ………… at: ............................................[bank] VND account: .........… at: ............................................ [bank] ....................................
Telephone:…………………… Fax:…………………. Email:…………Website: (if any) ……
TIN: ........................................................................................................................
Lines of business of representative office: ...................................................................
Head of representative office12:
Full name: (in capital letters)…………….. Gender:…………… 
Personal identification/ID number/Passport number: .............................................
Date of issue: ...../....../…. Place of issue: ..........................................................................
Registered temporary residence (for foreigners)/registered permanent residence (for Vietnamese): .............................................................................................................
Operation report of representative office in……….[year] as follows: 
I. Personnel of representative office (including head representative and employees working at representative office)
1. Employees in representative office (at the report time)
	No.
	Full name
	Position
	Nationality
	TIN
	Salary
	Bonus
	Insurance
	Other

	1
	 
	 
	 
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 
	 
	 
	 

	…
	 
	 
	 
	 
	 
	 
	 
	 


2. Changes of employees in the year (only new employees and employees leaving the representative office are mentioned)
	No.
	Full name
	Position
	Start date
	Termination date
	Notes

	1
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 

	…
	 
	 
	 
	 
	 


II. Operations of representative office 
1. Trading operations
a) Primary operations in ……..[year] (lines of business and tasks)…………..
- Finding and conducting transactions with partners (names of partners and fields): ...............
Engaging projects (fields, contents and locations): .....................................
Holding/participating in meetings, advertisements, fairs, displays, etc. in accordance with regulations of law: ............................................................................................................
- Participating in social activities (if any):...................
- Participating in other activities: ...............................................................................................................
b) Outcomes of actual operation:
	Description
	Vietnamese/foreign partner
	Products
	Value (USD)
	Following year forecast
	Market (country)
	Notes

	
	
	
	Conclusion
	Execution
	 
	 
	 

	Export contract promotion:
1….
2….
	 
	 
	 
	 
	 
	 
	 

	Import contract promotion:
1….
	 
	 
	 
	 
	 
	 
	 

	Two-side processing order promotion:
1…
	 
	 
	 
	 
	 
	 
	 

	Two-side service provision promotion:
1…
	 
	 
	 
	 
	 
	 
	 

	Cooperation project promotion:
1…
	 
	 
	 
	 
	 
	 
	 

	Market survey:
1…
	 
	 
	 
	 
	 
	 
	 

	Total
	 
	 
	 
	 
	 
	 
	 


2. Operations in other fields (detailed work in each field that representative office licensed to operate)
2.1. .................................................................................................................................
2.2. .................................................................................................................................
III. Proposals
………………………………………………………………………………………………......
We hereby declare that we will take responsibility for the truthfulness and accuracy of the report.
 
	 
	Head of representative office
Signature, full name and seal (if any) 


___________________
12 If the head of representative office being a Vietnamese has already issued a personal identification number, only his/her full name and personal identification number are required.

2

