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1 INTRODUCTION

INTRODUCTION

The Ministry of Humanitarian Affairs (MHA) and thdumanitarian Aid Commission (HAC) have taken
the opportunity to issue the first Directory of Bedures for NGOs in order to facilitate the hurneian
activities in the Sudan.

The General Directory of Procedures (GDP) is aengtt to pull together all the various procedurésted

to NGOs into one document and also to standartizset procedures in compliance with relevant lavds an
bylaws. The Humanitarian Aid Commission under thespices of the Joint Procedures Centre (JPC)
undertook the task of putting together this documenhe JPC constituted a Tripartite Joint Technica
Committee (TJTC) in November 2006, comprising repngatives from various departments/ line
ministries of the Government of Sudan, UN and NG@his joint Committee was constituted to develop
the procedures in a consultative manner. The Ctmniafter several deliberations between December
2006 and September 2007, has completed the Gdbieeatory of Procedures.

This Directory has been compiled to clarify somehaf procedures that NGOs are to follow, on thaésbas
of relevant current legislation and regulationg] anparts no legal obligation. Any new law or regidn

will warrant a revision of the relevant section tbie procedures. Organizations making use of this
document must make reference to current legisldtioany legal obligation.

The Directory consists of many chapters that pmadpackage of important information for those who
work with the Humanitarian and Voluntary Aid in tisaidan. It records all procedures regarding NGO
activities and it is hoped that the Directory weidintribute to the facilitation of these proceduwsiad thereby
promote the humanitarian activities in the Sudan.

The procedures cover registration of new NGOs, ignation procedures, customs, taxation, Labour,
registration of vehicles and equipment, issuingggdaumbers, clearance, recruitment, NGO work,theal
procedures, medical staff, communications deviaa$/als at airports and seaports, aviation traffiedia
documentary materials, in order to facilitate NG@nlanitarian assistance in Sudan. Some procedures fo
the Southern States in Sudan may need to be chagik@ust SSRRC requirements.

The Directory provides a good opportunity to orgarthe administration channels and create congilbera
coordination with different local and internatiomealrtners in the field of humanitarian Voluntaryivtes.

All chapters in the Directory reflect the role betMinistries and governmental establishments deioto
create good contacts, develop cooperation and cwiich among all official and governmental
establishments/entities.

We do hope that, issuing such a directory represartirning point that will help develop undersiagd
with the national and international NGOs. We dispe that humanitarian partners will facilitate iele
dissemination of this directory and ensure thateltvant stakeholders at federal and state larelfully
conversant with this GDP, which is available batltnglish and Arabic.

This Directory has been prepared in English intjaaonsultation between the UN, Governemant, and
NGOs. If there is any contradiction between thgliEh and Arabic versions, the English version il
considered as the reference.

A specific annex concerning procedures for Darguattached to this document. The Darfur annex shoul
be read in conjunction with the general procedthiasapply to the rest of Sudan. Many procedurestse
same for Darfur as they are for the rest of thentguand only those that are different are includethe
annex. These special provisions will remain ireefffso long as the Moratorium on Restrictions, Wwhsc
periodically extended through Ministerial Decresmmains valid for Darfur. When the Moratorium on
Restrictions is lifted Darfur will follow all prockures just as the rest of Sudan.



The Joint Procedures Centre (JPC), in collaboratiitin the Tripartite Joint Technical Committee, e
responsible for periodical revision of the Genétadcedures and updates, which will then be enddrged
the High Level Committee HLC(for Darfur).

A note on the revised Edition of the GDP June 2009:

This is a revised edition of the General Directofy Procedures, which was originally published in
September 2007. The revision has added new clsaptetraffic procedures, monitoring and evaluation,
NGO closure procedures and procedures for ememgenni other areasA significant inclusion is a
template of theTechnical Agreement which was developed by the TITC and issued ily 809. A
guideline on procedures to follow for conductingtrition surveys has also been included in the
Directory. Some of the provisions have been revigiowing the issuance of a Ministerial Decree on
April 16, 2009. The revision has also providedHar clarification on a number of procedures, upddhe
fee schedule and time frames.

The recenMinisterial Decrees 3 and 4 issued to facilitate humanitarian work have battached to this
Directory.



2 REGISTRATION PROCEDURES

2.1 Registration of International NGOs (INGOs)

2.2 Permanent Registration

Permanent registration is for the whole of Sudan.atidition to the terms of article 9{3df the
Humanitarian and Voluntary Act 2006, the concerN€slO shall provide the following to the Embassy of
Sudan in the country where the NGO Headquartdeg@ed or to the nearest Embassy in the region:

»

A request addressed to the NGOs Registrar Gerigreddsby the NGO Headquarters or Representative
stating the type of activity/expected Programmebdamplemented in the Sudan, areas of operations
and an indicative budget. Such activity or Prograsirshall not be of religious, missionary, ethnic,

political nature or in contradiction with the prdirgg laws in the Sudan.
®» Submit form (A) — to be filled by the NGO Headqeast
®» Copy of the Financial Report and all the NGO atigigiin the last three years.

®» Copy of the NGO certificate in the country where teadquarters are located.

An official reply will be provided to the NGO - it three months from the submission of all reqlife
documents — in form of a registration certificaigned by the Registrar General or a letter of rafus
Renewal of registration must take place every yeee 2.1.2).

Following registration and before starting actie, the NGO shall sign the Country Agreement viiéh
Registrar General (HAC).

The moment the NGO received positive response atheutregistration, the NGO will have to pay a
registration fee at HAC Federal. A receipt for thégyment will be provided to the NGO.

2.3 Annual Renewal of the Registration (Licensing R enewal)

One month before the expiry of the certificate ejistration the INGO shall provide the followingttee
Registrar General Office:

®» The NGO Country Director or his/her representashall submit a letter to the Registrar General
requesting the renewal of the registration andcemtiig plans and summary budget for the following
year.

® Registration renewal form duly filled.

® A copy of the annual report, financial report, andlited report of the previous year of activityqept
for newly established organizations, which will B&we report activities since their establishment).

= Payment of renewal/licensing fee. An official rgatewill be given for any payment.

1 Article 9(3) reads as followsFor the purpose of the registration of any fomeigoluntary organization, the
following conditions shall be satisfied, namelytthe) it shall be registered in accordance with tlagvs in force in

the state of origin; b) it shall produce a regiditm certificate approved by the Sudan embassyitsodiplomatic

mission in the state concerned; c) it shall presmmtapplication showing the type of the work, whichtends to

practice in the Sudan; d) its quarters of origimmimot be in any state, in a state of war with #wedan, or boycotted
thereby; e) it shall produce what may prove itafioial and technical capabilities to practice thetigity, or the work

intended to be practiced in the Sudan, and thecasuof such capabilities; f) it shall implement iogrammes in
co-operation, or jointly with national organizatipmr more; g) it shall sign the country agreemehn};any other

conditions, as the Ministry may lay down, from titméime’ (sic).



When all requirements are provided by the conceMé&®, a renewal certificate signed by the Regisjrar
General shall be issued within one week.

2.4 Registration of National NGOs (NNGOs)

For registration of National NGOs the concernedhargation should submit the following:
= An application, signed by the NGO Preparation Cdtes® requesting the registration

®» Submission of the constitution of the NGO, whichstrinclude the following information:
0 Obijectives of the NGO.

Means to achieve their goals.

Organogram.

Membership conditions.

Expected financial resources.

Mechanisms for closing down of the NGO.

o Disposal of assets in case of closing down.

O O0OO0OOo0Oo

® List of Members (minimum 30).
®» Names and CVs of the Preparation Committee members.
®» Address of the NGO.

®» Payment of registration fee. An official receiplvaie given for any payment.

When all requirements are provided by the concerhN€slO, a registration certificate signed by the
Registrar General shall be issued within one moR&newal of registration must take place every year
(see 2.1.2).

2.5 NGOs Networks

As per the provision of article 15(2) of the Huntarian and Voluntary Act 2006, NGOs may establish
networks. A network must be composed of a minimdri@organizations registered with HAC, working
in the same sector or geographical area.

For a network to be recognized, the following doeunts must be provided to HAC:

B Copy of the constitution of the network, which minstiude the following information:
Objectives of the NGOs network.

Means to achieve their goals.

Organogram.

Membership conditions.

Expected financial resources (where applicable).

Mechanisms for closing down of the network.

o Disposal of assets in case of closing down (whppdiGable).

O O0OO0OO0OO0Oo

® Address of the network.
®» List of Members (minimum 10).

®» Payment of fee. An official receipt will be giveorfany payment.

When all requirements are provided by the concerN&lO, a registration certificate signed by t
Registrar General shall be issued within two montenewal of registration must take place every
years.

o
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3 IMMIGRATION AND TRAVEL PROCEDURES

3.1 Entry Visa ? for Work Purpose for Foreigners Working for
International NGOs
Stage 1 — Procedure at JPC
To obtain this visa, the NGO shall submit the faiflog to the JPC:

®» A letter from the NGO signed by the Country Directw his/her Deputy addressed to the NGOs
Director General at JPC, requesting the entry asd stating the position/place of work/contract
duration of the staff member.

= A recent color photo.

®» A copy of the passport, including full name anbeotdetails. The NGO is to ensure that the copy is
clear.

®» Copy of the Curriculum Vitae.

® Job Description/Terms of Reference (TOR).

® A copy of preliminary work permit (for proceduresfer 7.1.3)

®» A copy of the relevant Technical Agreement (exdepposts excluded from Technical Agreements as

set out in chapter 7.1).

When the procedure at the JPC is completed, the @WHCprovide two reference numbers to the NGO.
Meanwhile the MOFA sends the reference numberdaethbassy where the staff member is applying for
the entry visa. It is the responsibility of the N@&Oprovide the concerned staff member with theregfce
numbers.

Stage 2 — Procedure at Embassy

Once stage 1 is completed, the applicant shoulseptethe following documents to the Embassy of the
Sudan where he/she is applying.

®» Entry visa application form duly filled.
®» Payment of fedsAn official receipt will be given for any payment

®» Reference number as supplied by the MoFA.

To obtain a visa for family members (spouse anftliahi), the same procedure applies, with the excer
of provision of a job description, Curriculum Vitaad the Technical Agreement.

3.2 Exceptional Entry Permit Procedures

In case of sudden emergencies anywhere in Sudaeradeclaration of any of the Federal Government
entities, or in case of a special request madedxefament entities to international partners fomiediate
deployment of NGO personnel to respond to a suddsis, processes to facilitate swift entry will bsed.

2 Entry visa is usually valid for one month.
¥ Amount of fees varies depending on country of igpgibn/origin.



= To secure an emergency entry visa, the NGO shhihiua letter signed by the Country Director or
his/her deputy to the NGO Director General at JR@agning the situation and requesting assistance i
securing an emergency visa to be either colledtéfieaairport or at the relevant Sudan Embassy.

®» The letter should include details of the applianame, profession, place of work, passport number
likely duration of contract and the embassy at Whiithe will apply for an entry visa.

For visas to be issued at the airport, within 241rg the NGO Director General at JPC will write ettler
addressed to the Immigration authorities that aresgancy visa should be issued.

For visas issued at the embassy, the MoFA willasthe letter to be used at the embassy within jtwo
working days.

At the Sudan embassy, the applicant will submitftilewing documents:
= A copy of the letter from the NGO General DireciddPC.
A recent and colored photo.

The passport.

L R R

A certificate showing academic qualifications (onhgquired for medical doctors/nurses/civil
engineers).

4

Copy of the Curriculum Vitae (C.V.).
®» A completed Immigration Form.

3.3 Entry Visa * for Visitors °

Stage 1 — Procedure at JPC

NGOs are required to apply to JPC for all visitimag. To obtain this visa, the NGO shall submit
the following to the JPC:

®» A letter from the NGO signed by the Country Directy his/her Deputy addressed to the NGO
Director at HAC, requesting the entry visa andiisggathe person, purpose of visit, required peribd,
relation of the visitor with the NGO.

®» A recent color photo.

®» A copy of the passport, including full name anbentdetails. The NGO is to ensure that the copy is
clear.

® Copy of the Curriculum Vitae (C.V.).

When the procedure at the JPC is completed, the WHGprovide two reference numbers to the NGO.
Meanwhile the MOFA sends the reference numberdethbassy where the staff member is applying for
the entry visa. It is the responsibility of the N@&Oprovide the concerned staff member with theresfce
numbers.

NGOs are required to apply to JPC for all visitasas

* Entry visa is usually valid for one month. It isgsible to apply for one-month extensions up toaaimum of three
months from the day of the first entry in the Sudan

® Visitors include private donors, personnel from,HR@gional Offices, short term Consultants and famiembers

® Visitors to Darfur are exempted from this requigstnas per the fast track procedures

10



Stage 2 — Procedure at Embassy

Once stage 1 is completed, the applicant shoulseptethe following documents to the Embassy of the
Sudan where he/she is applying

®» Entry visa application form duly filled.
®» Payment of fe€sAn official receipt will be given for any payment

® Reference number as supplied by the MoFA.

3.4 Entry Visa for Foreigners Working for National NGOs
Stage 1 — Procedure at JPC

For the purpose of obtaining an entry visa for ifgmestaff working for NNGOs, the NGO shall subnftiet
following to the JPC:

® A letter from the NGO signed by the Director or/h&s Deputy addressed to the NGO Director
General at JPC specifying the purpose of entryth@dluration of stay.

®» A copy of the passport, including full name andeottetails. The NGO is to ensure that the copy is
clear.

®» Copy of the Registration Certificate of the NGO.
® Copy of the CV of the international staff member.

® Copy of a preliminary work permit

When the procedure at the JPC is completed, the WH(provide two reference numbers to the NGO.
Meanwhile the MOFA sends the reference numberdaethbassy where the staff member is applying for
the entry visa. It is the responsibility of the N@&provide the concerned staff member with theresfce
numbers.

Stage 2 — Procedure at Embassy

Once stage 1 is completed, the staff member shwekent the following documents to the Embasshef t
Sudan where he/she is applying:

= Entry visa application form duly filled.
®» Payment of feds An official receipt will be given for any payment

®» Reference number as supplied by the MoFA.

To obtain a visa for family members (spouse anftliahi), the same procedure applies, with the excer
of provision of job description and CV.

3.5 Procedures for Entry Visa Issued at the Airport

Should the applicant live/reside in a country whitrere is no Embassy of Sudan, the NGO can apply to
obtain an entry visa at the airport. The NGO stigubvide the information for a staff member oriteis
visa as appropriate as set out in sections 3.19r3323 above. The letter should explain thatigroa visa

is being requested.

" Amount of fees varies depending on country of igpgibn/origin.
8 Amount of fees varies depending on country of igpgibn/origin.
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When the procedure at the JPC is completed, theigration Department at JPC will issue a letter [of
approval to the NGO. The same letter will be sgninmigration Department at JPC to the Immigratain
the airport. It is the responsibility of the NGO pioovide the staff member with a copy of the Imatign
Department letter of approval which the staff mendt@uld carry with them when they travel.

3.6 Registration of Foreigners

On arrival in the country, staff/ visitors have gbrdays to register with the Immigration/Registrati
Office. To register, the NGO is to provide the doling:

®» A letter from the NGO signed by the Country Director his/her Deputy addressed to the
Immigration/Registration Office requesting regista of the staff member.

® A copy of the passport, including full name andeottietails, as well as the entry visa stamp. ThONG
is to ensure that the copy is clear.

® Copy of the registration form duly filled, with dustamp.

®» Payment of fees. An official receipt will be givéar any payment.

When the procedure at the police station is coredled stamp will be issued in the passport to fettiat
the registration took place.

Should the staff member travel immediately to tieé&lf(and this is often the case for visitors),isegtion

can be done in any of the State capitals. The sagearements apply for registration at State and at
Khartoum level. Should this procedure be opted tfog, NGO will have to re-register the staff memiver
Khartoum prior to his/ her departure from the cognaind in any case before the expiry of the visa.
Procedure for re-registration requires:

® A letter from the NGO signed by the Country Directy his/her Deputy addressed to the police
requesting re-registration of the staff member.

®» A copy of the passport, including full name andeotletails, as well as the entry visa stamp and
registration stamp obtained at State level. The NSO ensure that the copy is clear.

® Copy of the registration form duly filled, with dustamp.

®» Payment of fees. An official receipt will be givéar any payment.

3.7 Stay Visa (Residence Permit) for Foreigners Wor  king for
International and National NGOs — New and Renewal

NGO staff must apply for a residence permit/stagwiithin one month of arrival in countryThe purpose
of the visa should only be to work for the NGO thabught the staff member into the country. It && n
possible to change employer organizations whengihgrirom entry to stay visa.

In order to obtain a residence permit, the folloyvisall be provided:

® Should the work permit process not be concludetimia month from the date of arrival of the staie NGO is to
write a letter to the NGO Director General at J&@p will in turn request the Department of Immigpat for an
extension of the initial visa. It is possible tgpapfor one-month extensions up to a maximum of manths. During
this period the staff member is allowed to workeThitial visa cannot be extended beyond two mqrafter which
the staff will be illegal in the country, and shduhis happen the NGO will have to pay a fine of 1% per day of
illegal stay in the country.
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® Three copies of a letter from the NGO signed byGbentry Director or his/her Deputy and addressed
to the NGO Director General at JPC, specifying thatstaff member is in country to work with the
NGO. The letter should also indicate that the pidace to request a work permit has been submitted to
the Labour office and is underway.

®» A copy of the work contract.

® A copy of the passport, including full name, entiga and other details. The NGO is to ensure tiat t
copy is clear.

= |Immigration form duly filled, with duty stamp.
®» A copy of HIV/AIDS exemption certificate.

®» A copy of the valid work permit once this has beeanted (for work permit procedures see section
7.1). The NGO is to ensure that the copy is clear.

® Duration of the stay visa is dependent on the Tieahgreement, nature of the Stay visa-and on the
nature of the project/contract for the applicant

®» Payment of fees. An official receipt will be givéar any payment.
=® For renewal of visas a copy of previous stay \ésay permit.

Note 1: The application for the stay visa shouldskerted after the application for the work permit
submitted. However, the stay permit will not beuisd until the work permit has been granted anops c
submitted to HAC.

Note 2:As per the requirements of the Technical Agreemd@Qs are required to apply for the
renewal one month before the expiry date of theeAgrent. This will also help in the approval of
the staff stay visas.

Note 3: Foreign Nationals entering the country onsa for Darfur will not be permitted to move
in states other than Darfur. However, HAC may apprsuch movement under exceptional
circumstances upon request and on a case by csise ba

3.8 Exit and Re-Entry Visa *°

In order to obtain an exit and re-entry visa, léotving shall be provided:

®» A letter from the NGO signed by the Country Directy his/her Deputy addressed to the NGO
Director General at JPC stating the purpose oé#ite duration and destination.

®» Exit and re-entry form duly filled, with duty stamp

®» A copy of the passport, including full name andeotketails, including the valid residence permit
stamp. The NGO is to ensure that the copy is clear.

®» Tax exemption certificate (to be obtained befoeedtart of the procedure at JPC, see section rod) f
the Tax Department /Ministry of Finance.

®» Payment of fees. An official receipt will be givéar any payment.

19 Return into the country must take place withinpleeiod of validity of the Stay Visa.
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= Emergency visa. In cases where a staff member riedeave the country owing to an emergency such
as medical evacuation or bereavement, HAC/JPC fadilitate processing of an exit, re-entry visa
within a day.

3.9 Multiple Exit and Re-Entry Visa !

All international staff of NGO (national and intetronal) and their family members (spouse and oyl
will be issued with multiple exit and re-entry vésas follows:

®» A letter from the NGO signed by the Country Directw his/her Deputy addressed to the NGO
Director General at JPC requesting the visa.

®» A recent color photo.

®» A copy of the passport, including full name andeottietails, including a valid residence permit gtam
The NGO is to ensure that the copy is clear.

¥

Multiple exit and re-entry visa form duly filled,ith duty stamp.

® Tax exemption certificate (to be obtained before gtart of the procedure at JPC see section @d) fr
the Tax Department /Ministry of Finance.

®» Payment of fees. An official receipt will be givéar any payment.

3.10Final Exit Visa

In order to obtain the final exit visa, the followi shall be provided:

®» A letter from the NGO signed by the Country Directw his/her Deputy addressed to the NGO
Director General at JPC requesting a final exiavis

®» Final exit form duly filled, with duty stamp.

= A copy of the passport, including full name andenttetails. The NGO is to ensure that the copy is
clear.

®» Tax exemption certificate (to be obtained befordtart of the procedure at JPC (see section fad) f
the Tax Department /Ministry of Finance.

®» Payment of fees. An official receipt will be givéar any payment.

Should the residence permit expire before the il visa is processed, a one-month special eixte s
the residence permit will be issued simultaneoustli the exit visa. This extension is not renewalnid
the staff member must exit the country within timeframe.

The NGO is advised to submit the original work pewhthe staff and a copy of the final exit visétle
Labour Department so that they can strike out thme of the outgoing employee. This will help tKeON
to replace the position with another employee ddezl as per the project duration.

1 validity of the exit and re-entry visa dependstloa validity of the residence permit/stay visa.
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3.11Procedures for Traveling to State Capitals

Except for non-secure areas, which shall be idedtiby the concerned authorities, the procedustedi
below shall be applied. Movement of internationa®l staff within the State depends on procedures
established by the State authority. Permissiorrdeet from State Capitals to other locations must b
obtained locally.

3.11.1 HAC ID Cards

HAC ID cards will be issued for NGO staff in possies of a stay visa (residence permit). This cailtl w
allow for travel to all State Capitals and the fstaémber will not be obliged to carry his passptdtcards
will be obtained when the NGO provides the folloguin

®» A letter from the NGO signed by the Country Directwr his/her Deputy addressed to the NGO
Director General at JPC stating the name of thitovishationality/ position/ capacity/ purpose ahe
duration of the visit.

®» A copy of the passport, including full name andenttetails and the valid stay visa. The NGO is to
ensure that the copy is clear.

®» Three recent color photos.
®» Four copies of the HAC ID card form.

®» Payment of printing cost of the card.

3.11.2 Travel Permit to State Capitals

For international staff that do not have a HAC Wd; a travel permit must be obtained. No fees Ishiol
paid for this procedure. To obtain such a perm, NGO is to provide the following:

®» A letter from the NGO signed by the Country Directy his/her Deputy addressed to the NGO
Director General at JPC stating the name of thdiGg/ nationality/ position/ capacity/ purposedan
the duration of the visit.

®» A copy of the passport, including full name andenttetails and the valid stay visa. The NGO is to
ensure that the copy is clear.

® Three recent color photos.

= Four copies of the travel permit form.

3.11.3 Traveling Procedures for Visitors

A travel permit shall be issued for foreigners wdmnot have residence permits and who need to move
from one place to another. Requirements are bsiei

®» A letter from the NGO signed by the Country Directr his/her Deputy addressed to the NGO
Director General at JPC stating the name of thegmedestination and purpose of the visit.

= Four copies of the travel permit form.

¥

A copy of the passport, including full name andenttetails and the valid entry visa. The NGO is to
ensure that the copy is clear.

®» Three color photos.

®» No fees are required.
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4 CUSTOMS PROCEDURES

4.1 Customs Agreements for INGOs

Registered NGOs can seek to obtain a Customs Agmaterith the Ministry of Finance (MoF) through the
JPC. These agreements are renewed annually. Then@u#&greement is necessary to obtain exemption
from custom duties for items included in the lisbmiitted by the NGO and approved by MoF. Renewal of
the Customs Agreement will be conditional on suliois of an annual report, including information on
the level of utilization of imported items duriniget previous year.

To obtain the Customs Agreement, NGOs will havprasent the following documents to the JPC:

®» A letter from the NGO signed by the Country Directwr his/her Deputy addressed to the NGO
Director General at JPC requesting a Customs Ageaem

®» Copy of a valid Registration Certificate of the NGIhe NGO is to ensure that the copy is clear.
= Copy of the signed Country Agreement. The NGO isrtsure that the copy is clear.

®» List of items (see below) to be imported signedtly Country Director or his/her Deputy. The list
must be in line with the activities, plans and regd projects of the organization.

Note: Specimen copy of the Customs agreement did td fees calculated per unit is provided in the
annex.

After internal review at JPC, HAC will provide dtier of approval. The NGO is responsible for sukingt
this letter of approval, together with the full dmgentation listed above and endorsed by HAC, to| the
Ministry of Finance for final endorsement.

4.2 Importation List

Every year, the NGO is to prepare a list of itehrat are expected to be imported into the countnjs T
process is done at the same time as the customsragnt.

To obtain approval for the list of items the N&a provide the following to the JPC:

® A letter from the NGO signed by the Country Directr his/her Deputy addressed to the NGO
Director General at JPC, including the list of iseta be approved.

®» The NGOs have from January to mid April to subiméit import list.

After internal review at JPC, and following an agneent between JPC and NGO on the importation llist,
HAC will provide a letter of approval. The NGO issponsible for submitting this letter of approvgl,
together with the full documentation listed abowe andorsed by HAC, to the Ministry of Financefioal
endorsement.

4.3 Adding New Items to the Importation List
In order to add items to the importation list dgrthe year, the NGO is to provide the following:

®» A letter from the NGO signed by the Country Directyr his/her Deputy addressed to the NGO
Director General at JPC providing the reason(s)Heraddition of items to the approved importation
list.

®» A copy of a valid Customs Agreement. The NGO isrieure that the copy is clear.
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® Three copies of the previous list of imported items

After internal review at JPC, HAC will provide dtier of approval. The NGO is responsible for sukingt
this letter of approval, together with the full dmoentation listed above and endorsed by HAC, to|the
Ministry of Finance for final endorsement.

As the financial records at the Ministry of Finarntlese on 15 November, the addition of items beylisg
date will be accepted only in exceptional circumsts.

4.4 Importation of Items

General procedures are spelled below. Howeverase of drugs and foodstuffs which might expire, HAC
will issue a letter requesting immediate releasenfthe port of such items with the understandirag the
NGO will seek immediate completion of the appropedcesses at the JPC and at the Pharmacology and
Toxics Department at the Federal Ministry of Healtbr drugs) or with the Sudanese Standard and
Metrology Organization (for food).

4.4.1 Drugs *? and Nutrition ** Items

At the time of import, drugs and nutrition items shihave a minimum of 2f3of their shelf life. To be

granted customs exemption for drugs, nutrition gediagnostic material and medical equipment, t&©ON

shall submit in duplicate the following to HAC Dater General Programme Coordination, to the atenti
of the Health Department:

®» [etter from the NGO signed by the Country Direaohis/her Deputy addressed to the NGO Director
General Programme Coordination at HAC, to the #tirrof the Health Department, stating type and
quantity of items (which must be included in themmved importation list), storage, health projects,
and beneficiaries.

= Bill of lading (for imported items) or invoice (fdocally purchased items). The NGO is to ensuré tha
the copy is clear.

® Detailed packing list, including generic name anchmercial name of the item, concentration, dosage
form, value and name of the producer/factory andhtry of origin of each item.

®» For items imported in form of a kit, should the kit be a standard one known by the Federal Bureau
of Pharmacy and Poisons FBPP/FMoH or by the Woddlth Organization, the NGO should provide
the list of all items included in the kit.

® Copy of the Technical Agreement (except for emetggmocurement).

After internal review at the HAC Health Departmeh department will issue to the NGO a letter,chti
the NGO will bring to the FBPP (FBPP/FMoH) for theipproval.

The GDPTD/FMoH will issue an approval letter thhe NGO will have to bring back to the HAC Hedajth
Department. The HAC Health Department will issuethar letter to JPC to authorize proceeding |of
customs exemption. At the same time, the GDPTD/FMdHissue another letter for the NGO to be
brought to the port of entry. There, GDPTD/FMoHi®@#is will check that all items are included inet
packing list and NGO official will be allowed toll@rt samples and bring them back to the GDPTD/FMoH

2 For drugs it is intended all medicines includedthie latest issue of the ‘National List of Essdnkiiedicines’,
vaccines, cosmetics and any formula which has &ffeevards human health. Only the items includethnlist can
be imported in Sudan. If the item imported is mottie list, an order of re-exportation will be issand the NGO wiill
have to bear the cost for re-exporting.

'3 For nutritional items is intended all nutritiorfatmulas.
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for testing. Once the samples have been testedGBIRTD/FMoH will issue its written approval dr
rejection.

The NGO will then bring both letters issued by GBPTD/FMoH with test results and HAC Health
Department authorizing customs exemption to the. J#@ JPC will then will provide a letter of appedy
that the NGO will have to bring to the port of gnfor their release from customs. In case of réjecta
re-exportation letter will be issued by JPC.

4.4.2 Diagnostic Material and Medical Equipment

To be granted customs exemption for these itemBI@® shall submit the following to NGO Director
General at JPC:

®» Two copies of a letter from the NGO signed by tloei@ry Director or his/her Deputy addressed to the
NGO Director General at JPC stating type and qtyamti items (which must be included in the
approved importation list), storage, health prgextd the beneficiaries.

= Two copies of the bill of lading (for imported itsjnor invoice (for locally purchased items). The DG
is to ensure that the copy is clear.

= Two copies of the detailed packing list, includimgme of the producer/factory and country of origfin
each item.

®» Copy of the Technical Agreement (except for emecgegmocurement)

After internal review at the JPC, the departmerit issue to the NGO a letter to be brought to thietoms
at the port of entry.

4.4.3 Foodstuffs
To be granted customs exemption for foodstuffsN&© shall submit:

®» A letter from the NGO signed by the Country Directwr his/her Deputy addressed to the NGO
Director General at JPC describing the list of #gefwhich must be included in the approved
importation list).

® A copy of the bill of lading (for imported items) mvoice (for locally purchased items). The NGO is
to ensure that the copy is clear.

® Detailed packing list.

After internal review at the JPC, HAC will provideletter of approval. The NGO is responsible for
submitting this letter of approval, together wittetfull documentation listed above and endorsetiA¢,
to the Health, Food Control Authorities and the &uelse Standards and Metrology Organizatjon
(SSMO).Once the samples have been tested, the $8M6sue its written approval, via HAC/JPC.

4.4.4 Vehicles, Machinery and Equipment

Vehicles, machinery and equipment whether purchagedhationally or locally are exempt from customs
fees. To be granted customs exemption, the NGO siiamit:

®» A letter from the NGO signed by the Country Directy his/her Deputy addressed to the NGO
Director General at JPC requesting exemption frastams fees.

®» Copy of the invoice (for local purchase) or copytled waybill (for international purchase). The NGO
is to ensure that the copy is clear.
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® Detailed packing list.

After internal review at JPC, HAC will provide dtier of approval. The NGO is responsible for sukingt
this letter of approval, together with the full dmoentation listed above and endorsed by HAC, to|the
Ministry of Finance for final endorsement.

4.4.5 Communications Equipment

Based on the laws of the government, permissiorufidization of communication and V SAT devices
using satellites is only allowed through governmigzgnsed companies (currently Sudatel and Canartel
and their subsidiaries. lllegal devices such adtanyl and semi-military Communication Devices are
prohibited by the Telecommunications law and refjuhs. Currently the following communication
devices are allowed to be imported or purchasealliofor use by NGOs:

HF Mobile
HF Base
VHF Mobile
VVHF Base
Repeater
Thuraya
Bgan

R. Bgan
Inmar. Sat
0 | V.Sat

PO INO|OA~WIN|F

To be granted customs exemption for communicatgpugpment the NGO shall provide:

®» A letter from the NGO signed by the Country Directwr his/her Deputy addressed to the NGO
Director General at JPC providing details on theefynumber and the location where they will be used
The communications equipment must be relevant éoptioject being implemented. The letter will
only include communication equipment and not ammgoitem.

®» In the case of radio base, HAC will second a ragpierator to the NGO, and the NGO will be
responsible for payment of salary.

®» After obtaining HAC approval, the NGO must pay feeshe NTC, as prescribed in the fees annex.

4.4.6 Reallocation of Relief Materials in Emergency  Situation
within the country
Relief materials can be reallocated in emergensgsas follows:
®» The NGO shall submit a letter from the NGO to tRCJsigned by the Country Director or his/her

Deputy addressed to the NGO Director General at ri#Gesting support in obtaining HAC Federal
approval to move materials or equipment.

® The NGO must then obtain written approval from thlevant State Authority (through Federal HAC)
authorizing the concerned NGO to reallocate thtediselief material and equipment from the project
on a permanent or temporary basis.
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The NGO will summit to HAC at both federal and stivel a brief report on the project from which
the relief materials and equipment are shifted neues that the said project can continue to be
smoothly implemented.

NGOs can apply to HAC for reallocation of assetshsas vehicles etc, due to insecurity and or other
unexpected conditions that result in the suspensfowork. Approval must be obtained from the
Commissioner General, HAC.

4.5 Procedures for Destruction of Expired, Damaged or |  nappropriate

ltems

NGOs that need to destroy or re-utilize expirednaged or inappropriate items (food and drugs) shoul
follow the following procedures:

»

»

»

Submit a letter to State HAC and to the State Molstate level mentioning type of commodity(ies),
guantity to be disposed of, and expiry date(s).

NGOs are required to apply such requests at lémse tmonths before the date of expiration for
medical items

Fill the relevant State MoH form (different froma$t to State) and submit to HAC and MOH together
with the letter mentioned above.

A Government committee including concerned depantisrat state level will be formed and will be takke
to identify means and specifics of disposal orilieation of items, as appropriate.

»

\ 4

Once the committee deliberation is known, the NGIDhe responsible for the destruction of the items
according to the specifications provided by the coitee. The NGO will have to bear all expenses
related to all phases of the disposal.

Members of the committee and NGO officials musptesent to the destruction of commodities.

Members of the committee will issue a certificdtattthe disposal has been carried out accorditiigto
specifications that the Committee has laid. Theifezate will be issued within three working days
from the date of destruction.

Should the items be reprocessed or reutilized hgrogntities, the NGO will bear no cost. HAC will
issue a document indicating how the items will éatitized. The certificate will be issued withinvea
working days from the date of deliberation of tleentnittee. Should the NGO re-utilize the item in one
of its projects, any cost of re-processing willdmene by the NGO.

The NGO will submit a report to HAC federal on ttisposal of items, including copies of the relevant
documentation (letter to State HAC and SMoH, SMokHir, destruction certificate). The report is to be
endorsed by HAC at State level. The NGO will havesibmit the report within seven working days
from the date of reception of the certificate oftdection by the committee.

5 TAX EXEMPTION

5.1 Taxation Procedures

All imported items included in the approved listaocordance with the Customs Agreement are exempted
from all types of taxation, except for Value Add@@x (VAT) for locally purchased items. Such
exemptions are based on article 186 (A) of the @ustLaw.
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5.2 Value Added Tax (VAT)

Value Added Tax is payable for all items which @ally purchased by the NGO, whether these itemas a
included in the approved import list or not. VAS mandatory for NGOs and no exception is madeiso th
rule.

5.3 Port Fees Exemption
The following procedures shall be followed to secexemption from the payment of port fees:
® A letter from the NGO signed by the Country Direabo his/her Deputy to the NGO Director General
at JPC requesting port/deck fees exemption foitémes plus freight charges with a copy of the ill

lading, packing list, invoice and the importatioertdicate that includes type and weight of impdrte
items.

®» HAC will write to MoF requesting an exemption, atting the invoice. The MoF will issue an
exemption letter. The NGO should go to MoF to extei the exemption letter.

5.4 Individual Income Tax

Sudanese staff working for foreign NGOs pays irdligil income tax according to the taxation law. NGOs
should put Sudanese staff under the National Fan8dcial Insurancéand pay fees accordingly.

Only international staff working for NGOs are exdrfiom paying individual income tax. Tax exemption
does not apply to services fees provided by thal lagthorities such as fees for environmental healt

To obtain tax exemption for international staff Wiog for NGOs, the NGO shall submit to the JPC:
®» A letter from the NGO signed by the Country Direabo his/her Deputy to the NGO Director General

at JPC requesting that the foreign staff memberkingrfor the NGO is to be exempted from
individual income tax.

After internal review at JPC, HAC will provide &tier of approval. The NGO is responsible for sukingt
this letter of approval, together with the full dmoentation listed above and endorsed by HAC, to|the
Ministry of Finance for final endorsement.

6 TRAFFIC PROCEDURES (REGISTRATION, NUMBER
PLATES AND DRIVING LICENSE)

6.1 Registration of Vehicles Purchased Abroad and L  ocally
For registering vehicles, the following is required

® A letter signed by the Country Director or his/lizeputy addressed to Director General JPC HAC
indicating number and type of vehicle, engine numbbkassis number, model, Year of Manufacture
and color.

® Importation Certificate indicating engine numbehassis number, model and color (for vehicles
purchased abroad).

= Filled Vehicle form (attachment)

¥

Copy of Valid Insurance certificate

14 Reference should be made to article 4 of the NatiBund for Social Insurance regulations.
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= Copy of the invoice if purchased locally.

®» Certificate of Vehicle Inspection carried out irsprection centres certified by Traffic Police
®» Payment of registration fees (to be paid at Tra?fidice Department - provided in the annex on fees)

When the NGO submits all the above documents t6&HRC will review and issue a letter of approvalfto
the Traffic Police Department. The NGO submits tkiter of approval along with original copies pf
importation certificate or invoice if purchased &ily, valid insurance, certificate of vehicle ingtien and
receipt of fees paid to the Traffic Police Depantitne Upon receipt of all these documents, the Tadff
Police Department issues a plate number. .

6.2 Vehicle renewal of registration

For renewal of registration of vehicles the follogidocuments are required:

®» A letter from the NGO signed by the Country Direao his/her Deputy addressed to Director General
JPC/HAC, detailing the vehicle description (Chassid engine number, vehicle type, model year of
manufacture and colour)

® Copy of valid insurance certificate

®» Copy of the current registration card

After completing the documents and submitted to, J®Qetter approval is issued to Traffic Polige
Department. The NGO receives this letter and st#btai Traffic Police Department along with origingl
copies of valid insurance, certificate of vehialspection, the valid registration card and recepptfees
paid. Upon receipt of these documents the Trddfiice Department issues a certificate renewing fthe
registration

6.3 Cancellation of Vehicle plate,

NGOs may wish to cancel the registration of thehigle for a number of reasons. Depending on the
reason, NGOs wishing to cancel a vehicle plate aite to follow the following procedures:

A. In the case of donation \transferring the vehicledr other party

Required documents:

®» [etter from NGO signed by the Country Director ds/her Deputy addressed to the DG HAC
clarifying reasons for removing plate from vehicle
® Copy of Approval letter from HAC

®» Vehicle plate which is mentioned (original)

B. In the case of Total Damage/Hijack stolen vehicle

Required documents:
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¥

clarifying reasons for cancellation

Copy of the Report from Traffic Police Departmesgarding cancellation
Copy of the Report from Insurance company

Plate of the damaged vehicle

Copy from police report

L I K SN N

Copy of the NGOs announcement in any local newspap®rting for missing vehicles (in the case
missing vehicles)

Letter from NGO signed by the Country Director as/her Deputy addressed to the DG HAC

of

The JPC upon receiving the documents as aboveissile a letter of approval agreeing with the to
damage or cancellation of the vehicle. The NGOnstshthis letter of approval along with Insuran
report, original copy of police report and the atf the vehicle mentioned to the Traffic Departmérhe

tal
ce

Traffic Department, upon receipt of these documemtsvides its approval for cancellation

6.4 Missing \unallocated Vehicles

Required documents:

®» [etter from NGO signed by the Country Director ds/her Deputy addressed to the DG HAC

clarifying reasons for removing plate from vehicle

6.5 Missing \misallocated\damaged Plate

Required documents:

®» Letter from NGO signed by the Country Director ds/her Deputy addressed to the DG HAC

clarifying reasons for removing plate from vehicle
®» Copy from police report for the missing plate

= |n case of losing one plate, the second shoulchbeéd with documents

After submitting documents to JPC an approval tetiessued. The NGO submits the letter of apgrd
along with original copies of police report, copfyannouncement from news papers and a receiptesf
paid for reissuing of the plate, to Traffic Depaem. The Traffic Department upon receipt of aksé
documents issues a replacement plate number.

va
fe

Documents required for traffic dept

®» |n case of losing one plate, the second shouldabeéd with documents
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6.6 Issuing Vehicle driving License/ permit

The Traffic Police Department at JPC will issuevig License for foreigners as well as Driving

Permits for nationals working for NGOs. In ordermobtain a license for an international staff, the

NGO will provide the followingdocuments:

®» Letter from NGO signed by the Country Director ds/her Deputy addressed to the DG HAC
requesting for a Driving License

Copy of a valid driving license from country of timelividual applying
Two photos of the applicant
Copy of HAC ID card

L R R K

Fees for issuing driving license

In the case of national staff, the NGO shall previd
® Letter from NGO signed by the Country Director as/her Deputy addressed to the DG HAC
requesting for a Driving License

= Copy of a valid driving license of the individuad@ying
®» Two photos of the applicant

—

The JPC upon receipt of all the above documentsggss letter of approval. The NGO submits thigle
of approval along with a copy of a valid drivingdnse, two photos and receipt of fees for the iy
license. The Traffic Department upon receipt bffedse documents issues the Driving License.

/7 LABOUR PROCEDURES

INGOs are encouraged to employ Sudanese natiomdien and wherever possible, in an effort to
strengthen national capacities and provide longrtesustainability to Programmes. This would also
enhance the understanding of Sudanese perspewiittés NGOs Programmes. INGOs are committed to
the development of their national staff members simould explicitly plan to develop their skills Wit
view to phasing a reduction in the number of indional staff members as soon as it is feasiblén
framework of current Programming.

7.1 Work Permit for Foreign Staff

7.1.1 Work Permit (First time and Renewal) Working  for
International NGOs

In order to obtain a work permit for an internatbstaff member the INGO shall submit the following
documents to the JPC:

® A letter from the NGO signed by the Country Directr his/her Deputy addressed to the NGO
Director General at JPC requesting the work permit.

= Labour Dept. (LD) form duly filled.

®» A copy of the preliminary work permit
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= A copy of job description.
®» Copy of the Curriculum Vitae (CV).

®» A copy of the work contract or letter of agreemetamped and signed by both employer and
employee.

®» A copy of the expatriate passport individual paigekcating name, date of birth, personal photo, and
visa. The NGO is to ensure that the copy is clear.

®» A copy of the qualifications certificates, offifiatranslated into English or Arabic as appropiat

= A copy of the relevant Technical Agreement inclgdihe approved expatriate’s position except for
posts that are listed as exempted from Technicedéments (see list below).

®» Authentication of the qualifications by the conaminSudanese Authorities (Medical Council,
Engineering Council) if the expatriate will pra@jcor act as supervisor, as a health or engineering
professional.

®» HIV/AIDS free/ exempted certificates issued by Metional Medical Laboratory.
®» Two color photos.
= Payment of fees. An official receipt will be givéar any payment.

International staff recruitment must be done infoonity with the statutory requirements. Most psis
need to be included in Technical Agreements sigaedbtate level and endorsed by Federal HAC.
However, some positions have been excluded frosréguirement. These include specifically:

Country positions

Country Director; Country Programme Advisor/Coordinator/
Deputy Country Director; Consultant (including e.g. Livelihoods Advisor,
Country Finance Manager/Director/Controller; Health Advisor, Education Advisor) — all
Country Donor Accountant; working across several locations — maximum of
Country Funding Coordinator/Manager; four per organization;

Country Operations Manager; Country Safety Manager/Coordinator;

Country Logistics Manager; Country Communications Officer;

Country HR Manager; Country IT Manager.

Country Monitoring and Evaluation
Manager/Coordinator;

Regional/Zone position®(g. the East of Sudan, the greater Darfur, theh$euone position of each type
for each region.

Regional/Zone Coordinator/Manager; Regional/Zone Logistics Manager;
Regional/Zone Finance Manager/ Director; Regional/Zone HR Manager;
Regional/Zone Operations Manager; Regional/Zones Safety Manager/Coordinator.

State positions (one position of each type for &stelte).

State Coordinator/Manager; State HR Manager,

State Finance Manager; State Safety Manager/Coordinator

State Operations Manager; Area Coordinator/Manager (in each location, in
State Logistics Manager; cases where there is more than one Programme in

one location).
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Any other position not listed above must be inctlidea Technical Agreement.

Note: While applying the NGOs should indicate tbkevant position in the above list against whiah th
application is being submitted.

The procedure takes 3-5 days according to the ressdi of the INGO to fulfill the requirements antbfe
up with the Labour Department.

7.1.2 Work Permit (First time and Renewal) Working  for
National NGOs

For foreign staff working for NNGOs requirement® ahe ones listed in section 7.1.1, except for the
provision of a technical agreement.

7.1.3 Preliminary work permit

Procedure for obtaining a Preliminary work permit:

Any foreigner wishing to work in Sudan as per ndrpr@cedures will need to obtain a preliminary work
permit as a requirement in order to get an entsg.viln order to get a preliminary work permit, é&O
will have to apply to JPC as follows:

®» A letter from the NGO signed by the Country Directy his/ her deputy addressed to the NGOs
Director General at JPC requesting for a prelimyinaork permit for entry visa

A copy of the passport
Copy of the Curriculum Vitae

Copy of the TA where the position proposed is ideldior as per GDP

L R IR JEE 2

Authenticated copy of Academic Certificates (in Estgor Arabic) in cases of technical qualificatson
(medical and engineering only) and only in casesrlthe jobs require such technical qualificdfion

Upon receipt of all the above documents, HAC revieawd issues a letter of no objection to the Laljour
Department, which in turn will provide the preliraity work permit

7.2 Exceptional Procedures for International Staff Recruitment

In case of sudden emergencies anywhere in Sudparateclaration of any of the Government entitbgs,

in case of a special request made by Governmeritiesnto international partners for immediate
deployment of NGO personnel to respond to a suddsis, processes to facilitate swift entry, resicke
and stay permits, or redeployment from other regfipnmogrammes will be used. Temporary work permits
for the area stricken by the emergency will be pssed within 48 hours from the presentation of
documents by the NGO to the moment the Immigrationcludes the process (i.e. sticker/stamp in the
passport). The time limit of validity for the petmiill be as per the duration of the emergency as p
Government announcement.

13|f a staff member has a technical qualificatiomcfsas medical, engineering), and has been redrgitperform a
job that does not require his/her specific tecHrgcalification, he/she need not provide authemiticaof such
qualification (example, engineer working as a ltgian, a doctor doing administration or coordinativork)
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Requirements for processing the work permit fos¢hstaff include:
®» A copy of TOR/Job Description in English or Arabic.

®» A copy of the work contract.

®» A copy of the passport with individual pages intlitg name, personal photo and visa. The NGO is to
ensure that the copy is clear.

® Two color photos.

®» Payment of necessary fees.

7.3 Work Permits and Termination/End of Contracts

All NGOs are advised to inform the Labour Departimeh the termination/end of contract of any
expatriates through copying the application foafiexit visa to the Labour Department. The NGGs ar
also required to return the original work permitth® Labour Department. This will enable the Labour
Department to strike off his/her name from the N@@ninal roll and so vacate the position for another
nominee. In the absence of this advice from the N@®@ position will be considered occupied. Labour
Department recognizes that a maximum of four wesfkband over period between the outgoing and
incoming staff is desirable wherever possible. Ashs the process for the incoming staff memberlman
started at the same time as the application fofitlaé exit visa for the outgoing staff.

7.3.1 Change of Titles, Locations, Organisations

If an NGO wishes to employ a foreigner already wagkwith another NGO in Sudan, such an employee
will have to process a final exit visa, leave tbermtry and re enter the country with a new visaietd as
per the request of the NGO wishing to employ suchifiner. Procedures will be the same as in the chs

a new entry visa for work purposes as outlinecection 3.1 and 3.4

Foreigners working for NGOs are exempt from six thamo re-entry to Sudan for work purposes and as
such are eligible to re enter Sudan without an tiimit.

Such staff will be provided an entry visa as penma and emergency procedures as appropriate.

If an NGO wishes to transfer an international stafmber from one location to another location for a
similar position within the same organization, tleisn be done without requiring the concerned staff
member to exit the country. A letter will be weitt by the NGO signed by the Country Director oftes
Deputy explaining the transfer along with copylu# hew job and contract details.

If an NGO wishes to change position/ titles or $fan a person to another position these can be olalye
on a case by case basis and upon express appravel PC/HAC, In all such cases such a positionlshou
exist vacant if this has to be done without thespereaving the country.

A letter from the NGO signed by the Country Direabo his/her Deputy to the Director General JPC/HAC
explaining the nature of transfer, copy of the jewdescription and a justification where the diicdtion

of the candidate matches the requirement. The JRC/Will provide a response whether it agrees or
rejects with this proposal.

27



7.4 Recruitment of National Staff (excluding skille  d/non-skilled)

Positions such as drivers, mechanics, guards, @eamnd other skilled or non-skilled manual worlames
not included in the below process of recruitment. rAcruitment procedures for these posts should be
carried out by the NGO with the State Labour Offildurther notice by the Ministry of Labour.

The procedures set out below are based on Sudaabsar Law.

7.4.1 Procedures

Stage 1 - Advertising

»

»

»

The NGO shall submit a letter to the JPC from ti@Nsigned by the Country Director or his/her
Deputy addressed to the NGO Director General at §8€king approval to proceed with recruitment.

The Labour Dept. (LD) will then give approval titae NGO should advertise for the position in at
least two local newspapers.

The NGO will pay the advertisement procedure feellinistry of Labour and an official receipt will
be given for any payment.

Advertisement time limit is between 10 and 15 ddgpending on the availability of candidates on the
Labour market. The advertisement should clearlyci§pethe position’s duties, responsibilities,
gualifications, the required reasonable experieand,any other requirements.

Candidates’ applications should be received bylLtigour Dept. (LD) at HAC only. Candidates may
ask for stamped copies that they can then delosére NGO.

General Requirements for Applications:

»

Candidates must submit an application letter, GQfyycof academic qualifications, National military
service certificate/exemption, copy of birth cecate and experience certificates.

Stage 2 - preliminary Short Listing:

»

»

»

The Labour Department and NGOs at the JPC willtlpiprepare a preliminary short list within one
day.

Application documents are measured against thegqbirements stated in the advertisement and only
candidates satisfying the requirements will bectetefor the preliminary short list.

The joint NGO and Labour Department panel shouddesin writing why the other applications are
rejected.

The preliminary short list should be announcedtm HAC notice board and a copy of the short list
should also be announced at the NGOs office nbtieed.

Stage 3 - Written Test

»
»

The Labour Department and the NGO will jointly adisier a written test to establish a final shatt li

The NGO should submit the test results to the LaBmpartment at least four working days before the
oral interview.

All preliminary short listed candidates are allowedit for the test after showing an ID.

Supervision and correction of the test is donetlyiny the Labour Department and the NGO.
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® Candidates are ranked according to their marks eambrsed by Labour Department and NGOs
representatives.

Stage 4 - Final Short List

® For the purpose of the oral interview, a final $Hist is determined from the written test resuatsd
endorsed by the Labour Department.

®» A copy of the final short list is announced on #&C notice board and a copy is announced at the
NGOs notice board.

Stage 5 - Oral Interview

® The oral interview and determination of both thecassful candidate and the reserve candidate(s) are
carried out by a joint panel including:
0 One member from Labour Department (chairman).
0 One member from the NGO General Directorate.
0 Two members from the concerned NGO.
o0 One member from the Procedures Technical Dept.

® The panel shall make use of the recruitment asssgssheet prepared by the Labour Department and
including the following factors and marks:
0 Qualification 15 marks (10 for basic, 5 for poskdmate).
Experience 15 marks.
Communication 10 marks.
Personality 10 marks (5 for appearance, 5 for isgomn).
Written test 20 marks.
Job knowledge 30 marks.
Total of 100 marks.

O O O0OO0OO0Oo

With regard to the marking scheme, 65% of the scare devoted to assessing the candidate against
his/her work experience, written test and job kmalgk. The weighting within these three catego@es c
be adapted, based on the nature of the candidapeined and can be agreed on a case by case basiehy
joint recruitment panel.

® The interview should be conducted and carried mat comfortable and conducive atmosphere for the
candidates.

®» Candidates are invited one by one and given equabrtunities for the interview and their individual
performance is measured against the factors anthalnes are given by consensus.

®» In case of disagreement, average weighting is egh@ind the scores of each candidate are calculated
accordingly.

®» The candidate(s) scoring the highest mark is sedett fill the position. One or two additional
candidates are selected, based on their scoressexrse candidates, if needed.

®» The selection decision is taken and signed joioylyall panel representatives.

®» The successful candidate shall be informed withie fvorking days from the deliberation date of the
panel meeting.

® The selection decision is obliging to the NGO uslsatisfactory convincing reasons are presented by
the NGO to the Labour Department.
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= |n order to complete the recruitment procedures,NIEO will sign three copies with the employee,
give one copy to the employee, retain one foretords and deposit the third copy with the Labour
Office. The Labour office will give a letter of amwal to the NGO (upon payment of a fee)

7.4.2 Temporary Employment (Casual Labour)

NGOs are strongly advised to rely on permanentonati staff wherever possible. Recruitment of all
national staff should be carried out as laid ouwthiapter 7 of the NGOs Directory of Procedures. N@Gé&n
make use of temporary employment as casual Labouiixed short term contracts of less than three
months duration to avoid unnecessary disputeslatreoffices or Labour courts.

Volunteers are not mentioned in the Sudan LabowsL&NGOs can make use of volunteers for less than
three months duration to avoid unnecessary dis@iteabour offices or Labour courts.

7.4.3 Trainees

In line with the general policy of the governmemtdain the spirit of good partnership, INGOs are
encouraged to participate in building the capaaitynemployed graduates through the following:

®» INGOs are encouraged to incorporate graduatesirigpim their training policies and Programmes
particularly on job training.

®» The INGOs are requested to submit their trainingoofunities to HAC, NGOs General Director.

® Graduates should apply for training to NGOs Genenactor at HAC, who will in turn refer the lish t
an internal Committee in JPC for recommendations.

® The JPC will forward a list of several nominees @sdd by the NGOs General Director. The NGO
will select the most appropriate candidate fromlisie A letter will be sent by the NGO to the NGOs
Director General at JPC regarding its choice ofntvminees for records.

®» Trained persons are not allowed automaticallyltgpéirmanent position at the INGOs; it is considere
a violation of Labour law.

® However, trained persons can compete to fill posgithrough the normal recruitment procedures at
HAC Labour Department. Their training experiencé bé considered

= Trainees should abide by the rules and regulatibtise INGOs.

®» A performance report should be prepared by the NB@he end of the training period. The report
should be submitted to the NGOs General Director.

®» The duration of the training will be dependent ba hature of training and will be determined upon
mutual agreement. However, it cannot be extenégdrix a maximum period of six months.

®» The NGO will pay a stipend for the trainee. Tra®@re not employees and the training stipend given
to them does not convey employment rights

7.4.4 Employment of Refugees (Resident in Sudan)

Refugees are only employed through the Ministryabour in accordance with relevant Sudanese laws
and regulations.

Refugees residing in Sudan can only compete fdledkand non-skilled positions announced through th
Ministry of Labour.
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8 PERMIT FOR A STAFF MEMBER TO ENTER AIRPORT
TERMINALS

An NGO can seek permission to get a permit for peent staff member(s) — who must be Sudanese
nationals — to enter airport terminals to faciéitatrival and departure of staff and visitors.

To secure a permit, the NGO will submit the folloggidocuments to the JPC:

®» A letter from the NGO requesting a permit for ertyairport terminals for a Sudanese national staff
member.

®» Two recent photos and an official and valid govegntrissued ID.

®» In case of renewal, a copy of the previous carentfy shall be attached.

A temporary entry permit which is valid for threemths shall be issued by the Civil Aviation Authpori
and shall be renewed after approval from the HAC.

9 AVIATION PROCEDURES

These procedures apply where the NGO wants to brefwarter flight or private airplane into the ctvyn

®» The NGO will submit a letter signed by the Couribiyector or his/her Deputy addressed to the NGO
Director General at JPC justifying the use of aficand indicating type of aircraft, owner/operator
registration number, call sign, operational areeywwanformation, duration of the operation.

B HAC will submit the letter to Civil Aviation.
®» The NGO will receive feedback from HAC.

Cargo flights:

® In case of chartered or private flights the NGQllsdlao provide information to HAC about the aidin
type of aircraft, flight route, call sign, regigicm number, flight number, ETD and ETA.

It is not permitted for any aircraft to land at andary airport unless a permit is issued by thecerned
authorities. HAC will be responsible for contactitige civil aviation authorities for fees exemptifmm
aircraft crossing airspace, landing or take-off.

10 NGOS MEDIA DELEGATIONS AND MATERIAL

Media materials should respect the dignity of bieigies and sovereignty of the country. Howeves th
NGO represented by its Country Director or HeadMadsion is wholly accountable for any deviation of
media coverage by the NGO or its visitors. Basedoy adverse media coverage HAC representing the
Government have the full right to take the necgssation against the NGO, according to the law and
existing relevant regulations.

In a spirit of transparency, NGOs should sharenaitlia materials with HAC. Each NGO must, once each
month, supply HAC with a pack of media materialeduced by, or on behalf of, the NGO about Sudan
including a print out of relevant parts of the wieds

To bring a media delegation into the country, tiiving procedures will be followed:

®» The NGO will submit a letter to the JPC signed liy €ountry Director or his/her Deputy addressed to
the NGO Director General at JPC which explainspimgose of the trip, gives details of the members
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of the delegation, time schedule of the missiomggaphic areas and the project/s of the NGO thet th
mission proposes to cover and the types of medtarmabs that will be produced as well as its pugpos
The NGO must confirm in writing that the materiaidl be used only for humanitarian purposes.

= The NGO can facilitate media delegations only &irtareas of operation.

= Public information concerning surveys and reseadare to comply with the procedures outlined in
section 12.

®» HAC will provide a letter to the NGO for follow-upith the Council of External Information under the
Ministry of Information and Communications.

® The NGO should obtain approval from the Ministryloformation and Communications and will be
issued a press card.

The NGO will include copies of all media materigi®duced on or after the trip in its monthly padk o
materials submitted to HAC.

11 CONDUCTION OF FIELD SURVEYS

Field Surveys must be directly related to the reatmnd field(s) of the NGO work. The whole process
should be conducted jointly with HAC and other valet governmental department at Federal and State
level. Until approved by HAC, the survey findingsdaresults cannot be released.

INGOs which are planning to carry out any SurveySeteral and State levels should follow the foltayv
procedures:

®» The NGO shall submit a letter from the NGO signedtie Country Director or his/her Deputy
addressed to the NGO Director General at JPC reéggesavel permit and indicating the type of
survey, the area of coverage, government partantsdetails on team members.

® HAC Federal will inform HAC State prior to the \isif the NGO.

¥

HAC Federal will issue a travel permit only whemyhtave received authorization from HAC State.
(Assessments related to a national Programme eea@piproval from the concerned federal Ministry
and authorization must be obtained from HAC).

Relevant authorities through HAC at State levelrasponsible for follow up of surveys proceduréstjp
with NGOs that are already operational within aegistate.

Note on nutrition surveys:

1. In the case of nutrition surveys undertaken iwithe state in specific operational areas thanate
state wide, all requests related to such survexaniple, approval for undertaking the survey, apalray
the report etc) should be taken up at the Statd bevd then forwarded to the Federal level forrimfation.
Request for State wide surveys have to be subniittéederal for approval.

2. Any new survey that is not included as parthaf Technical Agreement will have to follow the
procedures as mentioned in the GDP in this section.

Note: Procedures to be followed in conducting tiotmi surveys has been developed in consultation
between the UN, NGOs and FMOH. (It is include@asnnex in this Directory).
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12 PERMISSION TO WORK IN NEW AREA(S)/OPEN SUB-
OFFICE(S)

The temporary Darfur registration gives the rightapply to open a sub office within Darfur only. yAn
NGO wishing to apply for opening a sub-office anyn else in Sudan must have a permanent
registration. While the process is ongoing the N&D make a special request to operate in areas oth
than Darfur. A special permission may be issueer @pproval from HAC.

The NGO will submit the following documents to thecC:

®» A letter from the NGO signed by the Country Directwr his/her Deputy addressed to the NGO
Director General at JPC requesting permission tkwothe designated State(s).

®» Submission of a Work Plan/ Proposal of Work indimgitthe targeted activities, estimated budget,
partners and time-frame.

HAC Federal will contact HAC State(s). HAC Fedexdl issue a final response (approval or rejection)
concerning the opening of the new office.

Should a new sub-office be opened in a State viherGO is already operating, the procedure shdgld
done entirely at State level.

13 TECHNICAL AGREEMENTS

13.1Definition of a Technical Agreement (TA)

A Technical Agreement is an agreement signed byiNli&O with the technically related Federal, State
ministry(ies) or governmental bodies. The TA shootyer the whole Programme in a particular state
within one of the following fields:
0 Health and Nutrition.
Education.
Water, Sanitation and Environmental Health.
Agriculture and Livestock.
Welfare and Social Development.
Any other activities related to the humanitariad &oluntary work.

The TA should:

®» Follow and contribute to national priorities andotacols including empowerment and capacity
building of national staff.

O O O0OO0Oo

® Be agreed for a specified period.
®» Reflect Programmes conducted in coordination amticgzation of one or more national organizations.

®» Specify the number and type of national and expi@positions that will be required to implemerg th
Programme.

®» Specify mechanisms for monitoring and reporting.
®» Specify quantitative & qualitative components antivities of the project.

®» Disposal of assets at the end of the agreementajeagd should be according to Humanitarian and
Voluntary Work Act 2006.
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13.2Procedures for Signing the Technical Agreement

In most cases, the NGO should agree the TA withrélevant Ministry or government body at state leve
Where no such partner exists at state level (ely. ahd AIDS) then an agreement should be made at
Federal level with the appropriate ministry or goweent body.

A standard Technical Agreement Format in Englisith & translation in Arabic, has been approvedhay t
Commissioner General HAC and is provided as anjamoehis document. All Technical Agreements
reached between the NGOs and relevant authorhias isse this new format from January 2009. The TA
must be signed and dated by the NGO and the goestnpartner.

Once the TA has been agreed at state level (orthathelevant federal body), and signed by the Nt&©,
technical ministry and HAC at state level, this @ment must be submitted to the Commissioner General
HAC Federal through the NGO Director General at 3&CGndorsement and signature. The endorsement
shall be provided within two weeks of the dateudimaission.

In the case of an ongoing project, any renewalhef TA should be submitted to Federal HAC for
endorsement at least two weeks before the endceadrttyoing project. If it is a new project, the $ould
be submitted for endorsement before two weekseoptbposed start date of the projéct

14 OPENING OF BANK ACCOUNTS AT SUDANESE BANKS

14.1 Opening a New Bank Account
®» A letter from the NGO signed by the Country Directw his/her Deputy addressed to the NGO
Director General at JPC indicating the name/brari¢he bank and currency of the account.

®» Determination of at least two senior staff, inchglithe Country Director, authorized to sign bank
checks.

®» HAC will issue a letter to the bank requesting tipening of the bank account according to the legal
procedures.

® HAC should be informed of any changes in the idgmt signatories.

For opening the first bank account, a letter frdta NGO Headquarters indicating the name(s) of the
person(s) authorized to open such an account isreet

14.2 Utilization of Previously Opened Bank Accounts

®» For continuation of utilization of previously opehbank accounts, a request shall be made by the
NGO to HAC indicating the name/branch of the ban#t eurrency of the account.

14.3Movement of Cash where no bank services exist
NGOs are encouraged to use bank services for cagament within the country where available.

NGOs requiring to move cash to areas where therearbank branches or services they are required to
notify the State HAC of such cash movements by whagubmitting a summary information about the
planned expenditure to state HAC, two working dapkead of such cash movement. The concerned
authorities will issue a letter authorizing suchveiment of cash.

® The NGOs are advised to start the renewal proesduith concerned line ministries/ departmentssiate HAC at
least one month before the expiry date in ordemsure that the TA is renewed before the expirg.dat
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15 REPORTING

15.1 Annual Report

NGOs are required to submit an annual report toJ€ covering work implemented in the previous
calendar year by the end of January. The formathHe report is attached as an appendix. The trepor
should include details of items imported. One hem@y and one soft copy must be submitted to JPC
besides sending it by email.

15.2Bi-Annual Report

NGOs are required to submit a report on activiti@sied out in the first half of the year to theCJBy 15th
July. The format for the report is attached asjppendix. Three hard copies and one soft copy st
submitted to JPC.

15.3 Special Report

From time to time, Federal HAC may request the NG®ubmit a special report covering some aspect of
their work.

15.4Reports at State Level

Reporting requirements at state level will be agneih the NGO at state level and outlined in the
technical agreement.

15.5End of the Project Report

NGOs are requested to submit a separate End &frtject Report, to Federal HAC if this is not cadneg
with the annual report or any of the above reports

16 MONITORING AND EVALUATION

Monitoring and Evaluation exercises are carriedioatrder to provide the knowledge required for
effective programme and project management ancefmrting and accountability purposes. Monitoring
and Evaluation are considered as tools that wifl hederstand and appreciate the work of NGOs and
provide necessary feedback and recommendationwilhelp future programming. Such exercises
should be carried out periodically in order to eedhat the projects or programmes stay on courde a
achieve the intended objectives and goals settdbeastart of the project/ programme.

The Humanitarian Aid Commission is mandated byQ@hganisation of Humanitarian and Voluntary Work
Act 2006, Bylaws of Registration of national antemmational organizations (1999), the Country
Agreement and the Technical Agreements, to undertanitoring and evaluation exercises jointly or
unilaterally of NGO work. Such monitoring and enation missions could focus on a particular project
either geographic or sectoral, or can look at thekwf the whole organization in Sudan.

Based on the various provisions the following typEMonitoring and Evaluations can take place where
HAC will play a role. This shall not preclude thight of the NGOs to carry out independent monitg#i
evaluation exercises as per their requirementgh $lonitoring and Evaluation plans should be inelid

in relevant Technical Agreements or in the Anndah® submitted to HAC for necessary approval. If an
NGO wishes to undertake any Monitoring or Evaluataercise that was not included in the work plan o
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TA for reasons unavoidable, a request should beertm&ederal HAC for necessary approval before
undertaking such exercise.

Based on the various provisions the following tyjeets of monitoring and evaluation missions can be
taken up by HAC. In addition, the Commissioner &ahhas the authority to authorize any monitoring
and evaluation mission outside of the following.

1. Project Monitoring and Evaluation as per Technial Agreement:

These are monitoring and evaluation exercises pldtmbe carried out jointly by the NGO and
HAC and relevant line ministry and included in ffrechnical Agreement. The TOR and
modalities to carry out such exercises will be nilljudiscussed and agreed by the NGO, HAC
and relevant line ministry.

2. Annual and Bi-annual Programme Monitoring and Ewaluation:

HAC may carry out routine annual monitoring andleaton of the Programme of an NGO either
in its entirety or a part, other than the exercasned as per the Technical Agreement. For such
exercises HAC will set up a general TOR to be wed tool. Such exercises will be undertaken
by HAC along with relevant line ministries and tencerned NGO.

The country agreement states that “For various taong purposes the INGO shall facilitate joint
assessments by INGO, HAC and other concerned paoti@gssess the project progress or to
conduct a final evaluation”.

Where the monitoring or evaluation exercise has l@ated by the NGO, the NGO shall bear
the costs of such exercise. On the other handreAlHAC/ Line Ministry initiates such an
exercise, HAC/ concerned line ministry will beagsl expenses.

Costs should include travel, food and accommodatiay.

Procedures:
1. Monitoring/ Evaluation exercises as per Technigggreement:
®» For the monitoring and evaluation exercises agreitlin the Technical agreement, state HAC and

concerned Line Ministry will be responsible for enhking such exercises.

® The Line Ministry/ state HAC initiates the procdssnotifying the NGO of such an exercise at least
two weeks before the starting date of the exercise.

=® Each of the three parties nominates its represeatsto form the monitoring/ evaluation team. 3de
names are submitted to State HAC which will isslettar confirming the formation of the monitoring/
evaluation team.

®» The team jointly comes up with a TOR, which is &grey all three parties.
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The team carries out the exercise as per the T@Rlyj produce a draft report and present the figdi
to all three parties. Based on feedback the repofinalized jointly which includes agreed action
pointd recommendations for future action.

Annual and Bi-annual monitoring and evaluationxercises
First, HAC and the concerned line ministry discwith the NGO and agree on a time schedule for the
exercise

HAC, the concerned line ministry and the NGO willvdlop specific TOR using the general TOR
template developed by HAC.

The three parties constitute a joint team to cautythe exercise jointly

Monitoring/ Evaluation exercises undertaken byGWO:

If an NGO wishes to carry out a monitoring/ evaloatexercise outside the TA or work plan
agreements, to be undertaken either jointly withCH&nd concerned line ministry or unilaterally, it
should write to Federal HAC for approval along waticopy of the TOR.

The Federal HAC will study the proposal and gigeré@ply within a week’s time.
If the Federal HAC approves the proposal, it véltifitate the exercise as appropriate.

The NGO will carry out the exercise (either joindy unilaterally) and will submit its final repotd
Federal HAC. Copies will also be provided to tbeeerned line ministry/ies and State HAC.

If any authorities wish to join the exercise undken by the NGO, any associated costs for their
participation will be borne by the concerned auities.

Where the NGO specifically invites HAC or relevalihe ministries, the travel, food and
accommodatiorcosts of personnel participating will be bornety NGO.
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17 CLOSURE OF NGO OPERATIONS

Closure of country operations of an NGO shall bed#zl as per the Organisation of Humanitarian and
Voluntary Work Act 2006, (article 30, Bylaws of isfgation of national and international organizatio
(1999), the country agreement and the Technicab@&gents and other relevant legislations

17.1NGOs wishing to close their country operations

Any NGO, wishing to close its overall country ogeras in Sudan, should observe the following
procedures:

A letter from the NGO signed by the Country Direato his/her Deputy addressed to the NGO Director
General at JPC informing of the termination of @pens of the NGO and the reasons for such a decisi
with a notice period of a minimum of 90 days.
An Action Plan detailing how the NGO plans to claedlats operations, which includes details relaied

How each project will be completed and responsiedlihanded over.

List of National staff and how it plans to termiadhe contracts of national staff

List of International staff and their terminatiolaps and visa requirements

List of assets by project and plans for the disposhand over

List of other Assets and plans for their disposaiand over

Financial statement showing the current statuspiars

List of all bank accounts in country both in foreigurrency and local

Other obligations that the NGO has towards anwiddal or agency

Any other financial and or legal obligations theg aot covered in any of the above

Any other relevant information related to the clasaf operations

The Director General JPC, upon receipt of the abdweuments, will form a Joint Committee comprisinb
representatives of HAC and concerned NGO to rettewplan, seek further clarification and submitithe
recommendation to the Commissioner General HAGiiaf approval of the action plan. Once approvef,
the same committee will facilitate the implementabf the action plan.

Following the successful completion of the actitampghe NGO will submit:
* A completion report providing details of abovdian plan and any other requirement
* A final audit report

In return, HAC will issue:

* A letter of clearance certificate

* A letter of cancellation of NGO Registration indan
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17.2 Termination of NGO Operations by the Governmen  t:

The government may decide to cancel the registrati@an NGO as per article 14 of the Organisatibn o
Humanitarian and Voluntary Work Act 2006

Such closure of country operations of an NGO dimlilecided as per the, (article 30, Bylaws of
registration of national and international orgatiaas (1999), the country agreement, the Projechiieal
Agreements and other relevant legislations.

17.2.1 Termination At Federal Level

If the Commissioner-General becomes aware of aggl Molations (as listed under Article 14 or 24 of
the 2006 Act or Articles 24 or 25 of the 1999 Regjohs) that may require penalties or cancellabion
the registration of an INGO, he may start an irigasibn into the matter.

The Commissioner General should consider whetherféom the Country Director of the INGO in
writing that an investigation is commencing.

Decision and Appeal:

- Upon conclusion of an investigation by the Comnaissr General, the registrar may decide to apply
one of the penalties listed in Article 24 of théd80Act or Article 24 of the 1999 Regulations.
If the registrar determines that the registratibthe INGO should be cancelled, the registrar will
inform the Country Director of the INGO in writingjith a notice period of a minimum of 90 days.
The INGO'’s activities will be suspended from théedaf issuance of the letter from the registrar.
If the INGO wishes to appeal the decision of thgiBear, the Country Director may submit a written
appeal to the Commissioner General. The appealdbatiine the reasons why the INGO is
challenging the decision. The appeal must be stdxinitithin 30 days of the date of the registrar’s
decision.
If the Commissioner rejects the appeal or doesexsgond within one month, the INGO Country
Director may submit a written appeal to the MinisiEHumanitarian Affairs, within 14 days.

If the INGO accepts the decision, or the appeahsuccessful, the following process will be follave
The INGO will submit (within 1 week) an Action Plaetailing how the NGO plans to close all its
operations, which includes details related to

How each project will be closed down or handed over

List of National staff, whose contracts will berténated according to the relevant provisions of

the Labour Law.

List of International staff and their terminatiolaps and visa requirements. Senior international

management staff will be expected to remain to detaghe termination process.

List of assets by project, which will be disposé@acording to Article 30 para 2 of the 2006 Act.

List of other Assets, which will be disposed of @cting to Article 30 para 2 of the 2006 Act.

Financial statement showing the current statuspéans.

List of all bank accounts in country both in foreigurrency and local

Other obligations that the NGO has towards anwiddal or agency

Any other financial and or legal obligations thet aot covered in any of the above

Any other relevant information related to the clasaf operations
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The Director General JPC, upon receipt of the abdweuments, will form a Joint Committee comprisinb
representatives of HAC and concerned NGO to rettewplan, seek further clarification and submitithe
recommendation to the Commissioner General HAGiffial approval of the action plan. Once approvef,
the same committee will facilitate the implementabf the action plan.

Following the successful completion of the actitmghe NGO will submit:
* A completion report providing details of abovdian plan and any other requirement
* A final audit report

In return, HAC will issue:
* A letter of clearance certificate

* A letter of cancellation of NGO Registration ind&n

17.2.2 Termination Of All Activities In A State

Termination of all activities of an NGO in a specstate should be covered by the Technical Agreéme
and any relevant state laws.

A joint committee should be formed at state ledHAC and the INGO to make recommendations for
disposal of assets (in line with Article 30 paraf2he 2006 Act) for endorsement by the Federal
Commissioner-General.

17.2.3 Termination Of A Specific Project

Termination of a specific project should be covdrgdhe Technical Agreement, by the line ministry f
state projects, or national Programme for natipnajects.

A joint committee should be formed at state lefdHAC and the INGO to make recommendations for

disposal of assets (in line with Article 30 paraf2he 2006 Act) for endorsement by the Federal
Commissioner-General.

40



18 ANNEX A - DARFUR FAST TRACK PROCEDURES

The annex is concerned with INGOs procedures fafuband should be read in conjunction with the
general procedures that apply to the rest of Sutiéamy procedures are the same for Darfur as thejoa
the rest of the country and only those that aredint are included in this annex.

18.1REGISTRATION PROCEDURES

18.1.1 Temporary Registration (Darfur)

All organizations, that are not already registére&udan and which intend to work in Darfur shalldw
the following procedure to obtain a temporary regison:

®» Written request to the Registrar General at the siitihg the activities or expected Programmes to
be implemented in Darfur.

®» Complete and submit Form B to the Embassy of Sudahe country of origin or the nearest
country or to the Registrar General Office at tR€ Jn Khartoum.

® A brief summary of the Financial Report and adgstin the last three years.
®» Payment of fees.

When all requirements are provided by the concerhN€slO, a registration certificate signed by the
Registrar General shall be issued within seven wmgrklays. Renewal of registration must take plaarye
year.

Registration and re-registration of all new NGOd|we facilitated through the Joint Procedures Gen
within seven working days.

_—

18.1.2 From Temporary to Permanent Registration

All organizations which are registered temporarity Darfur, and that intend to obtain permanent
registration for the Sudan, should submit the feifey to the Embassy of Sudan in the country whiee t
NGO Headquarters is located or to the nearest Esybaghe region:

®» A request addressed to the Registrar General siggethe NGO Headquarters or Representative
stating the type of activity/expected Programmebddmplemented in the Sudan, areas of operations
and an indicative budget. Such activity or Prograsrsehall not be of religious, missionary, ethnic,
political nature or in contradiction with the préiray laws in the Sudan. The request should also
mention that the NGO is registered for Darfur.

= Submit form (A) — to be filled by the NGO Headqeast

¥

Copy of the Financial Report and all the NGO waxfde activities in the last three years (except for
newly established organizations, which will havedport activities since their establishment).

®» Copy of the Registration for Darfur.
® Copy of the NGO certificate in the country where Headquarters are located.

® Copy of report about the NGO activities in Darfurce their start, including broad financial report.

Copies of the above-mentioned documents will hediated by the Embassy to HAC
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An official reply will be provided to the NGO - it three months from the submission of all reqlife
documents at the embassy — in form of a regismatirtificate signed by the Registrar General detéer
of refusal. Renewal of registration must take plecery year (see 2.1.2).

Following registration and before starting acties, the NGO shall sign the Country Agreement viigh| t
Registrar General (HAC).

The moment the NGO received positive response atheutregistration, the NGO will have to pay a
registration fee at HAC Federal. A receipt for tba/ment will be provided to the NGO.

18.2 IMMIGRATION AND TRAVELING PROCEDURES

18.2.1 Entry Visa for Work Purposes

To secure an entry visa for Darfur, the organizasball submit the following documents to the erslgas

the country where the staff member is based:

®» A letter signed by the Country Director or his/lEputy requesting a visa and stating the profession
place of work/ contract duration

®» A recent and colored photo.

= A copy of the passport, including full name andenttetails. The NGO is to ensure that the copy is
clear.

® A certificate showing academic qualifications (onhgquired for staff working as medical
doctors/nurses/civil engineers or supervising quagts).

®» Copy of the Curriculum Vitae (C.V.). (not requirkm visiting family and dependents)

® Entry visa application form duly filled.

The visa will be issued within 2 working days pded that all the applicable statutoly
requirements are met.

18.2.2 Entry Visa Issued at the Airport

Should the applicant live/reside in a country whigvere is no Embassy of Sudan, the NGO can apply to
obtain an entry visa at the airport. The NGO stiquibvide the information set out in section 1612.the
JPC in Khartoum explaining that an airport vishéing requested.

The procedure will be concluded within 2 workingyslgprovided that all the applicable statutory
requirements are met.

When the procedure at the JPC is completed, the WMGssue a letter to the NGO, signed by the N{5O
Director General at JPC. The same letter will batsky JPC to the Immigration at the airport. Ittise
responsibility of the NGO to provide the staff membith a copy of the HAC letter of approval whttle
staff member should carry with them when they trave
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18.2.3 Exit and Re-entry Visa

Procedures for exit and entry visas are the samthéowhole of Sudan. However, in order to decr¢hse
level of the Darfur crisis and to facilitate thewl of aid, fast track procedures will be applied.

The procedure will be finished within two workingyd provided that all the applicable statutgry
requirements are met.

18.2.4  Multiple Exit and Re-Entry Visa *’

All international staff of NGO (national and intational) and their family members (spouse and odiljl
will be issued with multiple exit and re-entry \ssas follows:

®» A letter from the NGO signed by the Country Directwr his/her Deputy addressed to the NGO
Director General at JPC requesting the visa.

®» A recent color photo.

®» A copy of the passport, including full name andeottietails, including a valid residence permit giam
The NGO is to ensure that the copy is clear.

= Multiple exit and re-entry visa form duly filled,ith duty stamp.

®» Tax exemption certificate (to be obtained befoeegtart of the procedure at JPC see section B#) fr
the Tax Department /Ministry of Finance.

Payment of fees. An official receipt will be givear any payment

The procedure for multiple exit re-entry visa vii## issued within two working days provided thattlad
applicable statutory requirements are met.

18.2.5 Procedures for Resident Foreigners Traveling to
State Capitals

According to the Ministerial Decree No.3 articl®RApril 16, 2009, “All staffs of NGOs registered the
Sudan and working in Darfur are allowed to movefrtom and within Darfur states according to thevéta
notification only. All the concerned authoritiesthé Federal and State levels should work accoririgis
notification as a “Notification” and not as trave¢rmit. The HAC ID card should be considered as an
identification document for the holders to benffim this privilege.”

NGO staff who need to travel to the capital of atestwhere their NGO is not operational (eg: for
workshops, meetings, joint missions, etc) shoulayafor a travel notification.

To obtain the travel notification the NGO must siithtime following document to JPC:
® Travel notification form duly filled.

® A copy of the passport, including full name andeotietails as well as the entry visa/residence perm
The NGO is to ensure that the copy is clear.

" validity of the exit and re-entry visa dependstloa validity of the residence permit/stay visa
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The travel notification will shall be issued withome working day from the date of submission, pied
that all statutory requirements are met. The trawefification will be valid for the period of theafur
Emergency Programme

18.3CUSTOMS PROCEDURES

Customs procedures are the same for the whole ddrStHowever, in order to decrease the level of the
Darfur crisis and to facilitate the flow of aidstarack procedures will be applied. In this céee is also
no need for submission of an annual list

For items bound for Darfur, all customs proceduvel be processed items within 7 working days fitben
date of submission of the necessary documents.

18.4TAX EXEMPTION

Based on decrees by the Representative of thedenésif the Republic in Darfur states, importedisefor
humanitarian aid, customs Department, Health andidaéprocedures are exempted from any fees.

18.5LABOUR PROCEDURES

Labour procedures are the same for the whole ofi&uHowever, in order to decrease the level of the
Darfur crisis and to facilitate the flow of aid starack procedures will be applied.

INGOs are able to freely recruit and deploy intéoval and national staff according only to theesébn
criteria stipulated by their individual organizat® INGOs will ensure that the best qualified pssfenals
will be recruited according to the TOR of the piasitfor which they are hired and the main intefghe
beneficiaries. Those NGO staff practicing as mddica civil engineering professionals will be rated
in accordance with the Labour Act 1997.

Work permit procedures (first time and renewal) teke 3-5 working days from the date of submissioh
documentation provided all statutory requirements met.

Residence permit procedures (first time and renpwdl take fifteen days from the date of submissid
documentation provided all statutory requirements met. The Residence Permit is given accordinbeda
extension of the Darfur Emergency Programme. Thi&evavho obtained the Residence Permit for Daifur
is not allowed to work in areas outside Darfur epicen a supporting role for Darfur operations ineth
organization’s Head Office in Khartoum.

Recruitment of national staff, from the momentdyfemtisement to the final selection of the candidatill
take a maximum of one month.

18.6 AVIATION TRAFFIC

The passenger manifest must be submitted to HAealPC 36 hours before take-off. A maximum of five
to six people can be added to the manifest up t laurs before take-off. Such additions must be
indicated in a separate form to be submitted toahthorities in Khartoum Airport (National Security
Military Intelligence, and Civil Aviation). A copyf such supplementary form must be submitted on the
same day to the HAC at the JPC in Khartoum.

In cases of emergency - evacuations - technicairés, the manifesto can be entirely changed, tight$
can be added and aircrafts can be replaced (iksacg.

44



19 ANNEX B — PROCEDURES FOR OTHER EMERGENCIES

The government may from time to time declare aa arestate as in a state of emergency owing
to natural or human made disasters. In orderdiditite humanitarian response to such situations

the General Directory has provided the followingypsions under different chapters within the
document. These are applicable to any state deckanergency situations in the country and
valid only for the duration that the area is demtban emergency and will be revoked once the

area is declared

Procedure Remarks Reference
section
Entry visa Entry visa issued: 3.2
Within 24 hours at airport; or
2 working days at Sudan Embassy
Importation of drugs and nutritiongl Copy of the technical agreement is not 44.1
items required within other requirements
Diagnostic Material and Medical | Copy of the Technical Agreement is not 4.4.2
Equipment required with other requirements in order|to
grant custom exemption
Reallocation of Relief Materials in | Reallocation allowed upon written approval 4.4.6
Emergency Situation from relevant State Authority (through HAC)
Recruitment of international staff 48 hours witHididy as per the duration af 7.2
the emergency
Entry residence and stay permits, pSwift 7.2
redeployment from other
regions/program
Aviation traffic New flights can be added and aircrafts can be 18.6
replaced (if necessary).

For any other issues that are not covered undeethevisions, the Darfur Annex will be a guide dmel
government will facilitate such requests as perDbagur Annex

45




20 REGISTRATION FORMS

20.1 Registration Form (A)
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REPUBLIC OF THE SUDAN
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HUMANITARIAN AID CO3MMISSION

KHARTOUM P.O BOX

778389-794496 a2, (5l
Tel:778389-794496

197504 ask Al

Registration Form (A) For Foreign N.G.O
Applying For Entry And Operation in
Sudan .

ATTENTION

1- please fill in needed
Information in space provided
More Information could be attended
In separate sheet.

2-All needed information should be type
Untyped information shall not be accepted

Name Of Organization

Agia¥ Ao ghitt) cladiiall (1) Jupasd 5 jlaiud
gy Saall g Sl B o 3

ALY A Ay gl il e o -1

Jaad ELEN ‘;EJ 5&:3,....41\ 2488 5 jLaiut JAda
an e

B laia) as Ay sllaall byl (33 5

Blaiult 038 (B A gllaall cililad) Sas 2

AL
Logifa pb B jlaiud ) alicd o4y dulsh
Al %0

Bl ) Lgitoes ey B jlatal aliud 3

(‘_jh Ju.“

2 Ra gl gt ¥ Adaal) A sl
YL

-1 J g adll

+ daBialt ?.w'l
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Date and Registration No

SECTION (B
NATURE OF WORK OF ORG

DONOR

OBJECTIVES OF The ORGANIZATION

Aalitall | oty Balail

[

: daliial) Louda

-1 ohalt A pay i ) cuisall o gl

_:_M.Lu&]‘ atall sl :J@Ju

2 Rall g2y Jonauilh B3 2 5

.;q_'.L‘di ru.;ﬁ.“
Labilall Jae dagh

Lgaal ad Bhita

Nationality

Address of head office at country

Of origin
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Reasons Behind The Choice of
Operating In Sudan

Sources Fund ; (Please Specify

Names Of Donors — Countries

and Agencied )

i paled

_Jshsﬁi

Mgl Jaatt JLEdl gl claud

— Jgalt slach 83 aa ) Aalilall Jugas jdlae
ailiagli
. ( Lt ZLalitaly a3 ) Anibalt At gt

Main Activity

Relief

REHABILITION

Development
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Information other wise is correct to the best
Of my Knowledge and Undertake to report

any chances.

Chairman Signature

Al g damin 5 o8hall colagleall oy agdd 1igs
ok La £ WYL sgata g A8 e (0 (s alle o
. Sladas

1 gt

Countries in which ORG. Is currently Operation g G S5 Y ol
Please state date of commencement of activity and C-MJ &1 Jlanal)

area of Operation

Area (s) Proposed for the work of the Organization

Confirmation

There Certify that all the above mentioned
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A copy of registration certificate of
Originen dosed from Sudan embassy

2- Copy of latest annual report.
3- Any publication Containing
Information about ORG.

4-The Mandate or the ORG.

SECTION (C)
EMBASSY COMMENT

Date.

SIGNATURE.

POSITION OF THE SIGNATORY

A8 5 sl ﬂquiMEa@‘}aE‘J‘“ _1
3 jlaw (pe
gl &y oha gl

ewwgw‘)ﬁ_)ﬁﬂ|w3)}m_2
alall

Laatdl Qlee b Ady ot o s of cns (6 23

Aalaiall oY oy
-1 BN adl
CREMI N

£ @Jtﬂ\

sl

D gl Aiha g

ATTACHMENT:-
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20.2 Registration Form B
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20.3National NGO Registration Form
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21 ANNEX C - FEES

Fees are subject to change. Information about &sawgl be officially announced in the HAC webssted
in the JPC board. Information will also be sharethiw the TITC. An official receipt will be giverof any
payment. Fees do not include stamp duty. Feeharsaime for staff and family members.

21.1 Fees for General Procedures

Procedure Fee (SDG) Where to pay
Registration Permanent Registration of INGOS 1,000 HAC
Annual Renewal of the Registration 200 HAC
(licensing renewal)
Registration of NNGOs 100 HAC
NGOs networks 1,500 HAC
Immigration Procedures Entry visa for work purptize 172.5 JPC
foreigners working for Internationa
NGOs
Exceptional entry permit procedures 172.5 JPC
Entry visa for visitors 172.5 JPC
Entry Visa for Foreigners working 172.5 JPC
for National NGOs
Entry Visa issued at the airport 100.5 JPC
Registration of foreigners 87.5 Immigration HQ
New Stay Visa (Residence Permit 244.5 JPC
for foreigners working for
International and National NGOs
Renewal of Stay Visa (Residence 234.5 JPC
Permit) for foreigners working for
International and National NGOs
Exit and Re-Entry Visa 253.5 JPC
Multiple Exit and Re-Entry Visa 1,117.5 JPC
Final Exit Visa 137.5 JPC
Procedures for Traveling to State None n/a
Capitals
Travel Procedures Travel permit to State Capitals ondN n/a
Traveling Procedures for visitors None n/a
HAC ID Cards 20 Printing company
Customs Procedures (nong Customs Agreements for INGOs None n/a
except form fees) Importation list None n/a
Adding new items to the importatign ~ None n/a
list
Importation of items Medical Supplies and Equipment None n/a
Foodstuffs None n/a
Vehicles, Machinery and Equipment None n/a
Communications Equipment None n/a
Reallocation of relief materials in None n/a

emergency situation

Registration/ License

Registration of communiaatio
equipment

Annual Fees
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Tax Exemption Taxation Procedures None n/a
Value Added Tax (VAT) None n/a
Port Fees Exemption None n/a
Individual Income Tax None n/a
Vehicle Registration 100 JPC
Issuing of Number Plates for 55 Traffic Police/Plates
Vehicles Department
Labour procedures First Time Work Permit working 300 Labour Department,
for International NGOs
Renewal of Work Permit working 300 Labour Department]
for International NGOs
Reissuing (in case it is lost) of work 150 Labour Department|
permit
Issuing of preliminary work permit 200 Labour Dejpaent
First Time Work Permit working 300 Labour Department]
for National NGOs
Renewal of Work Permit working 300 Labour Department|
for National NGOs
Exceptional Procedures for 170 Labour Department]
International staff recruitment
Recruitment of National Staff 100 Labour Department]
(excluding skilled/non-skilled) —
Permit for publication of vacancy
announcement
Deposition of contract and approval 50 Labour Department
of recruitment of national staff
Procedures to obtain a permit for a staff membenter airport 50 Civil Aviation
terminals (temporary — 3 months validity)
Procedures to obtain a permit for a staff membenter airport 750 Civil Aviation
terminals (annual)
Procedures for Aviation rights at JPC None n/a
NGOs Media Delegations None n/a
Permission to Work in New Area /Open Sub-Office BNon n/a
Conduction of Surveys and Field Assessments Nong a n/
Technical Agreements None n/a
Opening of bank accounts aDpening a new bank account None n/a
Sudanese Banks Utilization of previously opened None n/a
bank accounts
Reporting Annual Report None n/a
Bi-Annual Report None n/a
Special Report None n/a
Reports at State level None n/a
21.2Fees for Darfur Procedures
Procedure Fee (SDG) Where to pay
Registration | Temporary Registration of INGOg 1,000 HAC
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Annual Renewal of the Registration 200 HAC
(licensing renewal)
From temporary to permanent 200 HAC
registration
Immigration Procedures Entry visa for work purptme 172.5 JPC
foreigners working for Internationa
NGOs
Exceptional entry permit procedures 172.5 JPC
Entry visa for visitors 172.5 JPC
Entry Visa issued at the airport 172.5 JPC
New Stay Visa (Residence Permit 244.5 JPC
for foreigners working for
International and National NGOs
Renewal of Stay Visa (Residence 234.5 JPC
Permit) for foreigners working for
International and National NGOs
Exit and Re-Entry Visa 253.5 JPC
Multiple Exit and Re-Entry Visa 1,117.5 JPC
Final Exit Visa 137.5 JPC
Travel Procedures Travel permit to State Capitals ondN n/a
Traveling Procedures for visitors None n/a
HAC ID Cards 20 Printing company
Customs Procedures (none Customs Agreements for INGOs None n/a
except form fees — 72 SDG) Importation list None n/a
Adding new items to the importatign ~ None n/a
list
Importation of items Medical Supplies and Equipment None n/a
Foodstuffs None n/a
Vehicles, Machinery and Equipment None n/a
Communications Equipment None n/a
Reallocation of relief materials in None n/a
emergency situation
Tax Exemption Taxation Procedures None n/a
Value Added Tax (VAT) None n/a
Port Fees Exemption None n/a
Individual Income Tax None n/a
Vehicle Registration 100 JPC
Issuing of Number Plates for 55 Traffic Police/Plates
Vehicles Department
Labour procedures First Time Work Permit working 170 Labour Department]
for International NGOs
Renewal of Work Permit working 170 Labour Department|
for International NGOs
Recruitment of National Staff 50 Labour Department
(excluding skilled/non-skilled) —
Permit for publication of vacancy
announcement
Exceptional procedures for 170 Labour Department|
international staff recruitment
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Table: names of devices and annual fees

S/N Fees (SDG) Remarks
1 HF Mobile 390 Unified Fee whether imported orghased locally
2 HF Base 390 Unified Fee
3 VHF Mobile 260 Unified Fee
4 VHF Base 260 Unified Fee
5 Repeater 390 Unified Fee
6 Thuraya 500 Unified Fee
7 Bgan

Imported 5000

Locally purchased 500
8 R. Bgan

Imported 5000

Locally purchased 500
9 Inmar. Sat

Imported 5000

Locally purchased 500
10 | V. sat

Importation 5000

Locally purchased

500
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22 ANNEX D — TIMELINES FOR GENERAL PROCEDURES

Information about changes of timelines will be a#ily announced in the HAC website and in the JPC
board. Information will also be shared within th&TC. Week is here considered made of 5 working.days
Timeline is the same for staff and family members.

Procedure Timeline and deadlines
Registration Permanent Registration of INGOS 3 tisn
Annual Renewal of the Registration One month
(licensing renewal)
Registration of NNGOs One month
NGOs networks One month
Immigration and travel Entry visa for work purpose for One month

Procedures

foreigners working for Internationa
NGOs

Exceptional Entry Permit
Procedures

2 Working Days

Entry visa for visitors

7 working Days

Entry Visa for Foreigners Working
for National NGOs

One month

Entry Visa issued at the airport

18 Working days

Registration of Foreigners

One Working Day

New Stay Visa (Residence Permit
for foreigners working for
International and National NGOs

5 Working Days

Renewal of Stay Visa (Residence
Permit) for foreigners working for
International and National NGOs

5 Working Days

Exit and Re-Entry Visa

3 Working Days

Multiple Exit and Re-Entry Visa

5 Working Days

Final Exit Visa

3 Working Days

Procedures for Traveling to State
Capitals

2 Working Days

HAC ID Cards

One Working Day

Customs Procedures

Customs Agreements for INGO$

Wdrking Days

Importation list (first time)

10 Working Days

Importation list (renewal)

15 Working Days

Adding new items to the importatig
list

10 Working Days

Importation of items

Medical Supplies and Equipment

15 Working Days

Foodstuffs

15 Working Days

Vehicles, Machinery and Equipme

15 Working Days

Communications Equipment

15 Working Days

Reallocation of relief materials in
emergency situation

One Working Day

Tax Exemption

Taxation Procedures

3 Working Days

Value Added Tax (VAT)

3 Working Days

Port Fees Exemption

3 Working Days

Individual Income Tax

3 Working Days
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Vehicle Registration and issuing of
Number Plates

3 Working Days

Labour procedures

Preliminary Work Permit

7 workilays

First Time Work Permit working
for International NGOs

5 Working Days

Renewal of Work Permit working
for International NGOs

7 Working Days

First Time Work Permit working
for National NGOs

5 Working Days

Renewal of Work Permit working
for National NGOs

7 Working Days

Exceptional Procedures for
International staff recruitment

3 Working Days

Recruitment of National Staff

(excluding skilled/non-skilled)

One month

Procedures to obtain a permit for a staff membenter airport

7 Working days

terminals

Procedures for Aviation rights n/a
NGOs Media Delegations 3 Working days
Permission to Work in New Area /Open Sub-Office 8hg Days
Conduction of Surveys and Field Assessments 7 \Workiays

Technical Agreements Endorsement at Federal level

5 Warking Days

Opening of bank accounts
Sudanese Banks

aDpening a new bank account

2 Working Days

Utilization of previously opened
bank accounts

2 Working Days

Reporting

Annual Report

End of January

Bi-Annual Report

15 July

Special Report

As appropriate within reasonable

im

Reports at State level

As appropriate within reabtmtime

Timelines for General Procedures in Darfur.

S/IN Procedure Timeline

1 Entry Visa 2 working days

2 Work permit 3 — 5 working days

3 Residence permit 15 working days

4 Exit re-entry visa 2 working days

5 Final exit visa 2 working days

6 HAC ID 1 working day

7 Travel to Darfur 1 working day

8 Custom clearance 7 working days

9 Tax exemption 3 working days

10 National recruitment 30 working days

11 Reporting Bi annual report by 15 July.
Annual report by end of January.
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23 ANNEX F — LABOUR FORMS

Forms are subject to chandeformation about changes of timelines will be ciffily announced in the
HAC website and in the JPC board. Information aidlo be shared within the TITC.

23.1 New Work Permit Form — International Staff
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23.2Renewal Work Permit Form — International Staff
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23.3National Staff Recruitment Assessment Sheet
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