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FAQs Pertaining to Application
for Foreigner’'s Work Permit
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QI1: What is the Scheme of Foreigner’ s Work Permit in China?

A: The foreigner’ s work permit system is a mechanism adopted by Chinese
government to carry out uniform admittance and approval supervision of foreigners
applying to work in China. The object of approval is foreigners who apply to work in
China. As of April 1, 2017, the foreigner’ s work permit system was fully implemented
nationwide in China, with specific organization and implementation work carried out by
the State Administration of Foreign Expert A ffairs.

Q2: What does “integration of dual work permits” mean?
A: The Employment Permit for Foreigners and the Foreign Expert Work Permit

are integrated into the Foreigner’ s Work Permit. Integration of the two.different- work

permits has been completed by March 31, 2017. As of April 1, the lawful certificate of a
foreigner working in China is the Foreigner’ s Work Permit. It has a permanent code for
each holder, and keeps dynamic records of the holder” s status of employment, services
and credit reports in China.

As required, the foreigner’ s work permit scheme was implemented nationwide
since April 1, 2017, and the Notification Letter of Foreigner’ s Work Permit and
Foreigner’ s Work Permit were issued. As of May 1, 2017, the former "Management
System for Foreign Experts Working in China" stopped processing new applications,
and only handled such businesses as extension, change, and cancellation. As of June 30,
2017, the "Management System for Foreign Experts Working in China" terminated all
its services. As of July 1, 2017, the "Service System for Foreigners Working in China”
was put into use to process all applications for foreigner’ s work permit. The Foreign
Expert Working Permit, Alien Employment License, Foreign Expert Certificate, and
Alien Employment Permit still remain effective within the validity period. As of
October 1, 2017, foreigners, who are holding a Foreign Expert Certificate or Alien
Employment Permit with a validity period of more than 6 months, may apply for a
Foreigner’ s Work Permit on a voluntary basis. The validity period of the work permit
remains unchanged.

Q3: Which department is responsible for administration and implementation
of the foreigner’ s work permit scheme in Nanjing?

A: For Nanjing municipal units, applications should be submitted to the Nanjing
Municipal Science and Technology Bureau. (Service Window No.235/236, 1/F, Nanjing
Municipal Government Affairs Service Center, No.265 Jiangdong zhonglu
Rd.,Telephone: +86 25-68505235/68505236).

Q4: What application procedures should be performed by foreigners in order
to work legally in Nanjing?

A: In order to work legally in Nanjing, a foreigner should go through the
following procedures:

(1) Apply for a job and sign an employment contract.

(2) Apply for the Notification Letter of Foreigner’ s Work Permit with
assistance of the employer.

(3 ) Present the notification letter and other relevant documents to the embassy or
consulate office of the People’ s Republic of China, when applying for a work visa.

(4 ) Assisted by the employer, apply for a Foreigner’ s Work Permit within 15
days of entry into the People’ s Republic of China holding a work visa.

(5) Apply for a work-type residence permit, within 30 days of entry into the
People’ s Republic of China holding a work visa. (at the Exit-Entry Administration of
Nanjing Public Security Bureau. Address: 173 Baixia Road, Qinhuai District, Nanjing;
Telephone: +86 25-84420005/84420004).

Q5: What procedures should Nanjing municipal units go through in order to
lawfully employ foreigners?

A: To employ a foreigner lawfully, a Nanjing municipal unit should go through
the following procedures:

(1) Log into the Service System for Foreigners Working in China
(http://fwp.safea.gov.cn/) to register an account. Upon submitting registration
information, the employer should bring the original and copies of required materials to
Nanjing Municipal Science and Technology Bureau for real-name registration at the
earliest convenience.

(2) Apply for a Notification Letter of Foreigner’ s Work Permit on behalf of the
foreigner.

(3) When the Notification Letter of Foreigner’ s Work Permit is issued, the
employer should assist the foreigner to apply for a work visa at the embassy or
consulate office of People’ s Republic of China.

(4) Apply for a Foreigner’ s Work Permit for the foreigner, within 15 days of

b



into the People’ s Republic of China holding a work visa. ; i
entry (5) Apply fora work-type residence permit for the foreigner, within 30 days of
entry into the People’ s Republic‘c?f China.holding.a work visa. (Address of the
Exit-Entry Administration of Nanjing Public Security Bureau: 173 Baixia Road,

Qinhuai District, Nanjing; Telephone: +86 25-84420005/84420004).

Q6: What materials should the employer submit to get a Notification Letter
of Foreigner’ s Work Permit for the foreigner to be hix.'ed?

(1) Application Form of Foreigner’ s Work Permit (qriginal). This form should
be printed opli;}e via the application system, and’should be signed by the applicant and
~stamped by the employer. _

(2) Job certifications (originals and copies). The former employer of the
applicant should provide certification about the applicant’ s work experience pertaining
to current employment, including the job position, working period, and previous
projects done by the applicant. The certification should be stamped by the former
employer or signed by the person in charge, with contact of the reference person (or
contact person) enclosed.

For high-end foreign talents (Class A) who meet the following criteria in the
Classification Criteria of Foreigners Working in China, job qualifications are provided
through a commitment system:

1) Be selected into the relevant domestic talents scheme

2) Conform to the internationally recognized standards of professional
achievements.

3) Applicant's certificate of the highest degree (diploma) or relevant approval
documents, and professional qualifications (original and copy).

For the certificate of the highest degree (diploma) obtained abroad, it should be
certified by one of the following authorities:

- Chinese embassy or consulate office.

« Embassy or consulate office of the foreign country where the applicant obtained
the degree certificate or diploma in China.

« Chinese diploma authentication authority.

There are two authentication agencies in Nanjing:

- Jiangsu Education Center for International Exchanges (Address: Education
Building, 15 West Beijing Road, Nanjing; Telephone: +86 25-83335872/83335948).

- Jiangsu Provincial Talent Exchange and Service Center (Address: 213
Guangzhou Road, Gulou District, Nanjing; Telephone: +86 25-83238876).

For the certificate of the highest degree (diploma) obtained in the Hong Kong
SAR, Macao SAR, or Taiwan region, it should be certified by the Chinese diploma
authentication authority or local notary agency.

For the certificate of the highest degree (diploma) obtained in mainland China,
only the original certificate is required.

Where pre-approval of the competent authority of industry or professional
qualification of the corresponding entry permit is required by Chinese laws and
regulations, the approval document of the competent authority of industry or the
professional qualification should be provided. (For example, representative offices of
foreign enterprises in Nanjing, chief representative and other representatives of overseas
non-governmental organizations, presidents of foreign banks, foreign doctors, and
foreign pilots, etc).

For high-end foreign talents (Class A) who meet the following criteria in the
Classification Criteria of Foreigners Working in China, the certificate of the highest
degree (diploma) is provided through a commitment system:

1) Be selected into the relevant domestic talents scheme.

2) Conform to the internationally recognized standards of professional
achievements.

3) Meet the demands of market-oriented encouraged jobs.

4) Innovative and entrepreneurial talents.

(4) Certificate of No Criminal Record of the Applicant (original and copy).

The Certificate of No Criminal Record of the Applicant should be provided by the
police, national security agency, court, or other departments in the applicant’ s state of
nationality or habitual residence, and should be certified by Chinese embassy Or
consulate abroad or foreign embassy or consulate in China. The habitual residence
refers to the country or region where the application has stayed for more than one year
after leaving the state of nationality, excluding mainland China. The Certificate of No
Criminal Record should be issued within 6 months prior to the application acceptance
date.

Certificate of No Criminal Record issued in the Hong Kong SAR, Macao SAR, or
Taiwan region should be notarized by the local notary agency. >

Non-sworn Certificate of No Criminal Record issued by diplomatic organizations




(including foreign émbassies or consulates in China) is acceptable henceforth no longer
needs to be certified.

Sworn Certificate of No Criminal Record by the applicant is unacceptable,

In terms of foreign high-end talents (Class A), the Certificate of No Criminal
Record is provided through a commitment system.

(5) Health certificate (original and copy).

The following health certificates should be provided:

+ Certificate of Verification on Physical Examination Record for

Foreigners or Physical Fitness Certificate issued by China Inspection and
Quarantine Office (CIQ).

+Physical Checkup Certificate issued by overseas medical institutions recognized
by CIQ.

All of these health certificates should be issued within 6 months prior to the
application acceptance date.

The lawful foreigner’ s health checkup institution in Nanjing is the Jiangsu
International Travel Health Care Center. (Address: 39 Chuangzhi Road; Telephone: +86
25-52345700/52345711/52345707).

Prior to entry into the Peoples Republic of China, a commitment system is utilized
for health certificates. After entry into the country, however, the applicant should submit
a Certificate of Verification on Physical Examination Record for Foreigners or Physical
Fitness Certificate issued by CIQ when applying for a Foreigner’ s Work Permit,

(6 ) Employment contract or employment certification, including the dispatch
letter from a multinational company (original and copy).

A contract written in the Chinese language is mandatory. It should be signed by
the applicant and stamped with the official stamp of the company, and should not be
altered. The employment contract or employment certification (including the dispatch
letter from a multinational company) should cover necessary information such as the
workplace, work content, salary, work period in China, position, and stamp page
(signature).

The employment certification applies to personnel who carry out agreements or
treaties between governments or international organizations, chief representative and
other representatives of all kinds of representative offices in China, and overseas
contract service providers. Should the employment certification (including the dispatch
letter) lacks necessary information, a supplementary description of the certification is
required.

The dispatch letter applies to professional technicians and senior executives such
as managers who are dispatched by the headquarters or regional headquarters of a
multinational company from overseas to domestic subsidiaries or branch offices. The
dispatch letter should be provided by the headquarters or regional headquarters of the
multinational company.

For professional technicians and senior executives such as managers dispatched
by the regional headquarters of a multinational company in China to domestic
subsidiaries or branch offices, the dispatch letter and employment contract signed with
the regional headquarters of the multinational company should be submitted.

(7) Applicant’ s passport or international travel documents (original and copy).

The passport should be valid for at least 6 months.

(8) If accompanied by family members, the applicant should also provide the
following supporting materials for the family members (original and copy):

* Passport information pages of the accompanying family members.

¢ Proof of family relationship (spouse - marriage certificate; child - birth
certificate or adoption certificate; parent or spouse’ s parent - birth certificate, marriage
certificate, or notarized certificate of the applicant).

* Physical checkup report (for family members over 18) and digital photos.

Note: For all of the above non-Chinese materials (except passports or international
travel documents), Chinese translations with the official seal of the translation company
are mandatory. Both the original paper material and its Chinese translation should be
uploaded to the processing system. In case of change of nationality, the foreigner should
reapply for a work permit in China.

Q7: The employer has applied for a Notification Letter of Foreigner’ s Work
Permit for the foreigner to be hired. In this case, what materials should be
submitted to get a Foreigner’ s Work Permit?

A:(1)Application Form of Foreigner’ s Work Permit (original). This form
should be printed online via the application system, and should be signed by the
applicant and stamped by the employer.

(2) Copy of the Foreigner’ s Work Permit.

(3) Original of applicant’ s passport, and copies of its information page and
work visa page.
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(4) Employment contract (original and copy).

(5) Health certificate (original and copy).

The applicant should provide a Certificate of Verification on Physical
Examination Record for Foreigners or Physical Fitness Certificate issued by CIQ, which
should be issued within 6 months prior to the application acceptance date.

(6) Applicant's certificate of the highest degree (diploma) or the relevant
approval documents, professional qualifications, and embassy or consulate certification™
(original). =

(7) Certificate of No Criminal Record andvembaésy or consulate certification
(original).

Q8: What materials should the employer submit to extend the validity period
of a Foreigner’ s Work Permit for the foreigner to be hired?

A: (1) Application Form for Extension of Foreigner’ s Work Permit (original).
This form should be printed online via the application system, and should be signed by
the applicant and stamped by the employer.

(2) Original of applicant’ s passport, and copies of its information page, visa
page, last entry stamp page, or valid residence permit page.

(3 ) Employment contract (original and copy).

(4) Original of the Foreigner’ s Work Permit, including the Foreign Expert
Certificate or Alien Employment Permit within the current validity period.

Note: To extend the current validity period of the Foreign Expert Certificate or
Alien Employment Permit, the applicant’ s certificate of the highest degree and its
Chinese translation (with the official seal of the employer) are required.

Q9: In case that a foreigner lost his/her work permit, what materials should
the employer submit for renewal of Foreigner’ s Work Permit?

A: (1) Application Form for Renewal of Foreigner’ s Work Permit (original).
This form should be printed online via the application system, and should be signed by
the applicant and stamped by the employer.

(2) Description of the applicant's loss or damage (original).

Note: In the case of a lost work permit, the applicant should make a declaration on
the Service System for Foreigners Working in China as of the date of loss or discovery
of loss, and apply to Nanjing Foreign Experts Bureau for renewal. In the case of a
damaged work permit, the original work permit is required when the renewal
application is submitted.

Q10: If the content of the Foreigner’ s Work Permit changes, what materials
should the employer submit for the change business of work permit?

A:(1)Application Form for Change of Foreigner’ s Work Permit (original) This
form should be printed online via the application system, and should be signed by the
applicant and stamped by the employer.

(2) Supporting documents for items to be changed (original)

Note: Where there are changes in applicant's personal information (such as name,
passport number, job position, category), the applicant should submit an application to
Nanjing Foreign Experts Bureau within 10 workdays from the date of change.

Q11: If the employment relationship between the foreigner and employer is
canceled, what materials should the employer submit to cancel the Foreigner’ s
Work Permit?

A: (1) Application Form for Cancellation of Foreigner’ s Work Permit
(original). This form should be printed online via the application system, and should be
signed by the applicant and stamped by the employer.

(2 ) Supporting materials for the cancellation of employment relationship,
termination of contract, or other reasons related to the cancellation (original) In terms of
cancellation of employment relationship and termination of the contract, signatures of
both parties are required.

Note: If a Foreigner’ s Work Permit fails to be extended at the expiry of its
validity period, it should be canceled automatically. The revocation, withdrawal, and
suspension of work permit in accordance with law should be performed by the Nanjing
Foreign Experts Bureau. Where a foreign applicant dies, loses his or her capacity for
action, terminates the contract in advance, or cancels the employment relationship, the
employer should apply to the Nanjing Foreign Experts Bureau for cancellation within
10 workdays from the date of occurrence of such facts. If an employer is terminated, the
applicant may apply to the Nanjing Foreign Experts Bureau for cancellation of work
permit.




