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Ministry of Industry and Commerce  

Department of Import and Export           No.1535/DIMEX.IEMD 

 Vientiane Capital, dated on 10 May 2016 

 

Instruction on  

The use of the Revised Import and Export License Form 
 

To: The head of Department of Industry and Commerce at provincial level and Capital. 

 

Re: The use of the Revised Import and Export License Form 
 

 

- Pursuant to Notification on the promulgation of the revised import-export license form No. 

0472/MoIC.DIMEX, dated 10 March 2016.  

 

In order to ensure that the import and export license (revised version) issued by Ministry of Industry 

and Commerce and Department of Industry and Commerce at provincial level and in the Capital are 

implemented and utilized uniformly as well as to simplify, eliminate unnecessary procedures and 

gradually turn towards an electronic license, Department of Import and Export recommends 

Department of Industry and Commerce at provincial level and in the Capital to take an ownership to 

disseminate and support entrepreneurs in using the revised Import and Export Licenses as follows: 

 

1. Import and Export License applicant can download the Revised Import and Export License 

Form from the website of Lao Trade Portal at www.laotradeportal.gov.la (the detailed 

procedures on how to download the form attached) or request for soft file from the issuing 

authority; 

2. If the applicant is not capable for the new system, s/he can continue using the old system 

until they are capable (not later than 30 September 2016). After that, they must use the 

Revised Import and Export License Form. 

3. - The applicant pay fee for issuance of license at the cashier of Ministry of Industry and 

Commerce if the product is administered at the ministerial level or otherwise at Department 

of Industry and Commerce at provincial level and in the Capital if the product is authorized 

by provincial level and in the Capital. 

- Fees and charges of the issuance of Import and Export licenses managed by the Industry 

and Commerce unit shall be implemented as prescribed in the Edict on Fees and Service 

Charges approved and revised from time to time. 

4. Timeframe of the License and filling. 

 

http://www.laotradeportal.gov.la/


 

 

 

 

No. Type of Import – Export License 
Utility 

timeframe 

Amount of document and filling 

Original 

License 

(applicant)  

Copied License 
Total 

amount 
Import-

Export 

Issuing 

office 

I Department of Import and Export      

1 Vehicles/vehicles for direct production 90 days √ √ √ 3 copies 

2 Fuel 180 days √ √ √ 3 copies 

3 Gas  180 days √ √ √ 3 copies 

4 Rough Diamonds 60 days √ √ √ 3 copies 

5 Column Timber 90 days √ √ √ 3 copies 

       

II Department of Industry and 

Commerce (provincial level and 

Capital) 

     

1 Vehicles used in direct productions 90 days √ √ √ 3 copies 

2 Steel, Cement  60 days √ √ √ 3 copies 

3 Rice 60 days √ √ √ 3 copies 

4 Semi-finished wooden products 90 days √ √ √ 3 copies 

5 Chemical substances 90 days √ √ √ 3 copies 

       

  

  

 Thus, this instruction is notified for your acknowledgement and strict implementation accordingly. 

 

 

Director General of Department of Import and Export 

 

(signed and sealed) 

 

Banesaty Thepphavong 

 

 

 

 
CC: 

- The Lao National Chamber of Commerce and Industry (LNCCI), Chamber of Commerce and Industry at Provincial level and Capital. 

 



 

 

The instruction on how to download and to fill form for Import – Export 

License 
 

The Import or Export License is an authorizing letter for the import of products from overseas or 

the export to overseas. This authorizing letter is issued and managed by Industry and Commerce Sector. 

In order to facilitate Importers and Exporters to complete the said form on their own, which will reduce 

time and unnecessary cost spent in the process of submitting form, this manual is divided into 2 steps: 

Download the application form for import or export License; and filling the application form for Import 

or Export License. 

 

I. Download the application form for import or export License 

This step consists of 3 procedures as below: 

1. Access to the website:  

there are 3 accessible websites for the form download, www.laotradeportal.gov.la, 

www.laotradeportal.com and www.laotradeportal.org. The first page the applicant will see is 

the welcome page, from which the applicant can choose their preference language, Lao or 

English as illustrated below.  

 

 
 

 

 

 

 

http://www.laotradeportal.gov.la/
http://www.laotradeportal.com/
http://www.laotradeportal.org/


 

 

 

 

2. Go to the main menu at the top. Then go to “Database” and select “Search Forms”. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

3. To start searching for an application form for Import or Export License, type in the name of 

the form then click “Enter” or “Search”. The Search results will pop up. Then, click 

“Download”. After that, the download is completed; you can start filling the application 

form. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The example of Import license 



 

 
 

The example of Export license 



 
 

 

II. Filling the application form for Import License 

➢ For an applicant: 

1. Click at   to select the Import License’s issuing body (Lao 



Language): Department of Import and Export, Department of Industry and Commerce at 

provincial level or Capital. 

2. Click at to select the Import License’s issuing body (English): 

Department of Import and Export, Department of Industry and Commerce at provincial 

level or Capital. 

3. Click at to select the abbreviation of the Import License’s issuing 

body (Lao Language) after the number for example: 1234/ກຂອ.ບຂອ, 4567/ອຄ.ນວ. 

4. Click at to select the abbreviation of the Import License’s issuing 

body (English) after the number for example: 1234/DIMEX.IMEXDIV, 4567/DOIC.VT. 

5. Box No 1, detailed information of the applicant must be provided. It consists of Name, 

Address, requesting letter number, telephone No. and email address of the company; 

6. Box 2, detailed information of the exporter at country of origin of the products must be 

provided. It consists of Name, address, Name of the country and email of the company; 

7. Box 3, detailed information of the final users must be provided such as international 

organization or other projects. The information shall be provided are Name, address and 

telephone number; 

8. Box 4, the detailed information of the Import must be provided by putting X in the most 

appropriate box according to the import regime. If the Import is duty and tax payable, or 

duty and tax exception, supportive document must be identified. 

- Select type of Import: Home Consumption or Temporary. 

9. Detailed description of goods must be provided, either in Lao or English. Correct HS 

Code, Quantity, unit, value per unit and total value also must be provided. 

10. Identify the Customs clearance office where the import will be processed for instance, 

Vientiane – Nongkhai Friendship bridge or other borders; 

11. Click at to select the Import License’s issuing body (Lao Language) 

such as Department of Import and Export, Department of Industry and Commerce at 

provincial level or Capital. 

12. Click at to select the Import License’s issuing body (English) such 

as Department of Import and Export, Department of Industry and Commerce at 

provincial level or Capital. 

➢ For the authorized officials 

A. The authorized officials must remember the License number for example: 1234/

ກຂອ.ບຂອ, 4567/ອຄ.ນວ. 

B. The authorized officials must remember date/month/year of the License issued for 

example 1 Jan 2016. 

C. The authorized officials must set the expiry date of the License as defined in the 

Instruction on The use of the Revised Import and Export License Form, and type in the 

set date for example 07 May 2016. 

D. Sign and seal.  

III. Filling application form for Export License 

➢ For an applicant: 

1. Click at to select the Export License’s issuing body (Lao Language): 

Department of Import and Export, Department of Industry and Commerce at provincial 

level or Capital. 

2. Click at to select the Export License’s issuing body (English): 

Department of Import and Export, Department of Industry and Commerce at provincial 

level or Capital. 



3. Click at  to select the abbreviation of the Export License’s issuing 

body (Lao Language) after the number for example: 1234/ກຂອ.ບຂອ, 4567/ອຄ.ນວ. 

4. Click at  to select the abbreviation of the Export License’s issuing 

body (English) after the number for example: 1234/DIMEX.IMEXDIV, 4567/DOIC.VT. 

5. Box No 1, detailed information of the applicant must be provided. It consists of Name, 

Address, requesting letter number, telephone No. and email address of the company; 

6. Box 2, detailed information of the Importer at final destination must be provided. It 

consists of Name, address, Name of the country and email of the company; 

7. Box 3, detailed information of the Export must be provided. If the Export has been 

approved, all related documents must be provided; 

8. Detailed description of goods must be provided, either in Lao or English. Correct HS 

Code, Quantity, unit, value per unit and total value also must be provided. 

9. Identify the Customs clearance office where the Export will be processed, for instance, 

Vientiane – Nongkhai Friendship bridge or other borders; 

10. Click at to select the Export License’s issuing body (Lao Language) 

such as Department of Import and Export, Department of Industry and Commerce at 

provincial level or Capital. 

11. Click at to select the Export License’s issuing body (English) such as 

Department of Import and Export, Department of Industry and Commerce at provincial 

level or Capital. 

➢ For the authorized officials 

A. The authorized officials must remember the License number for example: 1234/

ກຂອ.ບຂອ, 4567/ອຄ.ນວ. 

B. The authorized officials must remember date/month/year of the License issued for 

example 1 Jan 2016. 

C. The authorized officials must set the expiry date of the License as defined in the 

Instruction on The use of the Revised Import and Export License Form, and type in the 

set date for example 07 May 2016. 

D. Sign and seal.  

 

 

Remarks:  

➢ The Import or Export License is applicable both Lao and English. 

➢ The Vehicle Import License or Vehicle for direct production shall type engine serial number, 

cylinders serial number at the back of the License with a signature and company’s seal. 

➢ For used heavy duty vehicle, additional detail must be provided in box “Description of goods”. 

 

 

 

 


