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	Policy 003
	SUBJECT: Update to Procedures for Entry/Exit of USG Contract Personnel
	DATE: 10-25-07 


TO:

All Mission Employees



This Mission Policy updates Mission Policy 003 (07-04-2007), Procedures for Entry/Exit of Contract Personnel. 
NEW INFORMATION
· Clearer instructions on how the process is working including the limited role of DOD’s JASG.
· Clarification on the role of CPA-17 in the process.

· Additional formatting requirements for service requests.

· An Excel spreadsheet for employee information rather than the more cumbersome Word format. 
This Mission Policy updates and provides additional information regarding the policies and procedures issued in July 2007 for the entry/exit of USG contract personnel.  Until July 2007, there were two different procedures (i.e., non-Arabs and non-Iraqi Arabs) in place whereby contractors could request fee-free entry of personnel.  Non-Arabs were able to enter the country using a CPA-17 letter issued by their company.  That process is no longer valid.  Please note however that the CPA-17 letter is still required as part of the MNF-I badging process.  All contractors including those who previously entered the country using a CPA-17 letter, those possessing a Common Access Card or other MNF-I identification card and those entering the country via MILAIR must have a valid entry/exit approval memo issued by the Ministry of Interior.   

In accordance with Ministry of Interior (MOI) guidelines, the following procedures will provide multiple fee-free entry and exit visas to all nationalities for persons and companies having employment contracts with the USG in accordance with the provisions stipulated in CPA order No. 17.  The procedures apply to USG contractors only and exempt them from compliance with the broader laws and procedures implemented by the Ministry of Interior on 29 May 2007 under No. Foreigners/42/2007 – 5038 and 6 June 2007 under No. Foreigners/42/2007 – 5352.   The MOI approval memos issued after a request for entry/exit is made through the Embassy are used by Immigration to exempt contractors from entry and exit visa fees and act as residency documents during their time in Iraq.  

On the whole, the new procedures have been operating successfully since July.  Some kinks as well as refinements have been worked out with the MOI which necessitated updating this policy.  The Embassy maintains an on-going dialogue with MOI officials to ensure contractor personnel needed in Iraq are able to enter and exit the country.  The key to the success of these procedures has been and will continue to be close communications between contractors and the Embassy Management office.  The primary points of contact are the Regional Management Officers in Embassy Annex M-103.  They can be contacted through e-mail at Baghdadregmgt@state.gov or by telephone at 239-8448/8447 and 239-9393.
Despite previous instructions, contractors working for DOD offices or units should submit their requests through the Embassy.  If required by Embassy Management, the only role of DOD’s Joint Area Support Group will be to confirm the validity of a DOD contract.  

Basic Procedures
STEP 1 – Submission of Requests to the Embassy (CONTRACTOR Action):  The contractor prepares each request package which includes the request memo and spreadsheet in the format supplied with this policy and sends them in an e-mail to BaghdadRgtMgt@state.gov. 
· The e-mail with the initial request for service must include a copy of the USG contract.  The contract is not transmitted to MOI but is used to validate eligibility for this service and is kept by the Embassy per an agreement with the MOI should any questions arise regarding the contract.  Contractors are asked to send the relevant pages (e.g., SF 26) of the contract with signatures, period of performance and broad description of contract services.  
· MOI requests that the Embassy include a copy of the contractor’s registration of trade with the government of Iraq with its first entry/exit permit request.  Subsequent travel requests do not need to include a copy of this document.  The Embassy Management office will maintain a file with copies of the registrations of trade.  Companies should go to the following websites to obtain precise information on registering with the Iraqi Ministry of Trade and obtaining a certificate of registration:

www.motiraq.org and www.br-iraq.com.  

Additional information is available from the Embassy’s Foreign Commercial Service office.

· The format of the request memo and spreadsheet must be closely followed and are attached for your use.  The spreadsheet has been converted to an Excel format for ease of use though the Embassy will continue to accept submissions in Word format.
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· For the memo, each contractor is responsible for inserting their name, number of employees and the timeframe that the contractors will be in Iraq in the highlighted areas in both the English and Arabic sections of the memo.  If the contractor has access to an Arabic linguist and software, it is very helpful for the Arabic section to be entirely in Arabic though it is not required.  The timeframe should not exceed 12 months even if the contractor will be in Iraq for a longer period of time.  An additional request should be submitted after 12 months.  MOI requests that each memo and spreadsheet package only have a maximum of 100 employees.  Multiple request memo and spreadsheet packages should be submitted when there are more than 100 employees to process.   
· The signature needs to be that of the USG Contracting Officer, Contracting Officer’s Representative or Project Leader.  Since the memo must be submitted in Word format, they cannot sign the memo.  Instead they can send us a single memo the first time that empowers the contractor to submit requests for contractors under Contract XXX for a defined period.   
· If the employment of an employee ends through termination or resignation prior to the end date on the original request, the contractor should immediately notify the Embassy Management office.
· The spreadsheet must include all of the indicated information or it will be returned to you for updating.  Please note that MOI requires the names of the father and mother of all Arabic contractors.  Lastly the spreadsheet needs to list employees in sequential order and the number for the last name should equal the total number on the memo. 

· MOI sends the approval memo and request memo and spreadsheet package to the three major airline ports of entry into Iraq – Baghdad, Erbil and Basrah.  If contractor personnel are going to enter the country on the ground, the spreadsheet should clearly indicate the anticipated point of entry.  Please note however that MOI expressed some doubts about getting information to some of its individual border checkpoints. 

STEP 2 – Transmittal of Requests to the MOI (EMBASSY Action):  The Embassy ensures the accuracy of the request package, assigns a control (letter) number to the request package, stamps it, initials it and sends it via e-mail to the Ministry of Interior.  The contractor is copied on this e-mail.

Step 3 – Processing of Requests by the MOI (MOI Action):   The MOI prepares an approval memo listing the contractor’s name, the control (letter) number of the request, and the first and last names of the personnel listed on the spreadsheet and sends it via e-mail to the Embassy.

· We have been informed that it will take from at least 10 work days after receipt of an entry/exit permit request for an approval memo to be issued.   The MOI approval memo will indicate the traveler is authorized fee-free multiple entries into Iraq for the period specified in the approved request memo and spreadsheet package.  Embassy Management anticipates this process actually taking, at a minimum 3 weeks, so contractors are advised to initiate the process well in advance of planned contractor arrival in country. 
Step 4 – Transmittal of MOI Memos to Contractors (EMBASSY Action):  As soon as they are received, Embassy Management sends the MOI approval memos which are in .PDF file format to the contractor via e-mail. 

Step 5 – Information for the Traveler (CONTRACTOR Action):  The contractor gives all travelers listed on the initial request spreadsheet a copy of the MOI approval.
· The approval memo should be carried by the traveler and can be used for all entries into Iraq and exits from Iraq.  The traveler must present a valid passport from his country of origin and the approval memo from the MOI to Immigration officials at the port of entry.  A visa will be stamped into the traveler’s passport and they should not be charged a visa fee.  The traveler will not be required to present any other form of identification including a Common Access Card or MNF-I identification card. 
Approved: DCM/PButenis
Cleared: MGT/EAlford, MGT/SMuench, MGT/KWeishar
Drafted: MGT/VRLawrence






Mission Policy





Embassy Baghdad








4
3

_1252743977.doc
[image: image1.wmf] 


                                                  


Embassy of the United States of America


 


                      


 


 


 


Baghdad, Iraq


 


 


                                                                                


 


 


                                         


                                     


 


                                                                                          


 


 


 






                                                                                           Control Number:  


Date:

To: Major General Yassen Al-Yassri - Director General,



Passports and Residency, Ministry of Interior,


       Republic of Iraq, Baghdad


We would like to inform you that (NAME OF COMPANY) is conducting work in Iraq according to a contract with the United States Government and therefore falls under CPA Order No. 17 (2004). The United States Government respectfully requests the Iraqi Government facilitate the entry and exit of those persons working under the aforementioned company or an authorized subcontractor thereto and whose names and information is attached to this letter. The (NUMBER OF EMPLOYEES) employees in the attached list will be granted free entry and exit visas into Iraq for the period MM/DD/YY through MM/DD/YY.

Respectfully, 


Name
SPONSORING USG OFFICE (i.e. USAID, Department of State, etc.) 
Title

Attachments:


List

من: السفارة الأمريكية في العراق-  (SPONSORING USG OFFICE- TITLE)

إلى: وزارة الداخلية – المديرية العامة للسفر والجنسية / اللواء ياسين الياسري / المدير العام


إن شركة (NAME OF COMPANY) لها عقود عمل مع الحكومة الأمريكية في العراق لذا فانّها مشمولة بالضوابط الواردة في أمر سلطة الأئتلاف المؤقتة المنحلة رقم 17 لسنة 2004، فعليه ترجو حكومة الولايات المتحدة الأمريكية وبكل إحترام بأن تقوم الحكومة العراقية بتسهيل دخول موظفي الشركة المذكورة  والمدرجة أسماؤهم وتفاصيل معلوماتهم في القائمة المرفقة طيا ًوالبالغ عددهم (NUMBER OF EMPLOYEES)  بالدخول والمغادرة من وإلى العراق ومنحهم سمات دخول ومغادرة مجانية للفترة الممتدة من(DD/MM/YY)    الى(DD/MM/YY). 

وتقبلوا فائق التقدير والإحترام

Sponsoring USG Office

المرفقات:
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		Company Representative:						Insert Name

		Company Title:				Insert Title

		Contact Number in Iraq preferably:								Insert Contact Number

		Contract Number(s):						Insert Contract Number

		Insert Company Name						certifies that the persons identified below are working under its contract or an authorised subcontract thereto.

				The port of entry and exit is				Insert Port of Entry						(example - BIAP - Baghdad International Airport).
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