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EXPORT PROCEDURES  

COFFEE 
 
 
 

Step 1: Register as an 

Exporter with Uganda 

Export Promotion Board 
 
The following documents are required for 

registration with the Uganda Export Promotion 

Board: 

1. Application form for exporter registration 
 
2. Certificate of incorporation (copy) for 

companies 
3. Certificate of registration of a cooperative 

society (copy)  

4. Business name registration certificate 

(copy) for sole proprietorships 

5. Form 20 – notification and appointment of 

secretary and director(s) of company (copy). 

This document is provided by the Uganda 

Registration Services Bureau at company 

registration. 

6. Form 7 for companies incorporated before 

July 2016 (copy) 

7. Trading license (copy) 
 
8. Tax identification number for the company 
 
Uganda Export Promotion Board will review the 

documents and provide feedback within a period 

of one to two days. Once your application is

 

 
 

 

 

approved, you or a representative can go to the 

Uganda Export Promotion Board with national 

identity card (national) or passport (foreigners) 

and obtain a letter of registration. 

 

Step 2: Register on E-

Single Window 
 
Submit an application for access rights for 

Automated System for Customs Data 

(ASYCUDA) World to Uganda Revenue Authority 

with the following documents: 

1. ASYCUDA world user registration 

application (original). The form must be 

stamped and signed by a person authorized 

to sign on behalf of the company. The 

signature must be written in the stamp. 
 
2. Passport size photograph in color for each of 

the directors listed on the application 

(original) 
 
The user credentials will be sent to the 

email addresses provided within a day. 
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Step 3: Register as an Exporter 

on the E-Single Window Portal 
 
Apply for exporter registration. The form can be 

downloaded from 

https://help.ura.go.ug/downloads/ 

uraexternal_userrights.pdf and can be sent by 

courier. It can also be submitted to the Uganda 

Revenue Authority at https://help.ura.go.ug/. 
 
The applicant must have E-single window 

user credentials. 

First-time users will download and run the Java 

plugin to access the ASYCUDA World system. 

Even though you have already registered with 

Uganda Export Promotion Board, you still need 

to complete the online registration on the E-

single window system.  
 
Membership registration approval is sent online 

through the E-single window system within a 

day. Membership registration certificate is a 

requirement for all exporters. 
 

 

Step 4: Obtain Performance Bond 
 

Apply for a performance bond at an 

insurance company or commercial bank with 

the following documents: 
 
1. Application for performance bond (original) – 

see sample in annex below 
2. Bond proposal forms (original) 
3. Existing insurance policy (copy) 
4. Sales contract (copy) 
5. Company profile (copy) 
6. Articles and memorandum of association 

(copy) 
7. Company bank statement (original) 
8. Certificate of incorporation (copy) 
9. Audited books of accounts (copy) 
10. Collateral (copy)  

Collateral security up to a minimum value of 

the bond is required. Forms of collateral 

include houses, cars, stocks and cash. You 

will need additional documentation for this 

requirement.  
11. Valuation report 
 
You will receive a response within two days. 
Then, submit the following to the insurance 
company:  
1. Confirmation letter for the use of collateral  

  

from company directors. 

2. Cash deposit, motor vehicle log book(s), 

plant and machinery equipment, land title, 

stocks or shares 
 
Finally, pay for the performance bond. You will 

need a bank deposit slip and payment notice 

which the insurance company provides after 

you submit collateral. The cost is negotiable but 

it is usually 1 to 2 percent of the contract/ 

transaction amount for the performance bond. 

 

Step 5: Obtain Coffee 

Export License 
 
Submit an application for a coffee export license 

to Uganda Coffee Development Authority 

(UCDA). You will need the following documents: 
 
1. Application for coffee export license (original) 
 
2. Certificate of incorporation (copy) for 

companies 
3. Business name registration certificate 

(copy) for sole proprietorships 
4. Certificate of registration of a cooperative 

(copy) for cooperatives 
5. Articles and memorandum of association 

(copy) for associations 
6. Tax identification number for the company, 

sole proprietorship, cooperative or 
association 

 
7. Performance bond (original) 
8. Proof of access to a grading facility 
9. Evidence of arrangements made with a 

grading facility that has been authorized by 
UCDA 

10. Passport size photograph (original) of 
the managing director 

11. National identity card (copy) for 
Ugandan business owners or their 
representatives 

12. Passport (copy) for non-Ugandan 
business owners or their 
representatives  

After submission, you will sign in a book to 

register the application. You will then receive a 

phone call notifying you that your letter of 

approval is ready. You can then obtain the 

approval letter and pay the UGX 1,500,000 

coffee export license fees  by cash or check.
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To make payment, the account name is Uganda 

Coffee Development Authority. Account number 

9030005950693 for Stanbic Bank, City branch or 

account number 0010077613 for Tropical Bank, 

Kampala Road branch. 
 
Submit the bankers slip to Uganda Coffee 

Development Authority and then obtain the 

coffee export license. 

 

 

Step 6: Obtain Letter of 
Registration of Sales Contract  
Submit the application letter to register sales 

contract (original) to UCDA. 

 
 

Step 7: Obtain Quality Certificate 
and International Coffee 
Organization Certificate of Origin 
 
Apply for pre-shipment inspection and quality 

certificate at UCDA with the following 

documents: 
 
1. Form 6 (original) 
 
2. UCDA sales contract (original) 
 
Uganda Revenue Authority will then conduct a 

consignment inspection at the exporter’s 

warehouse, grading facility, etc. The exporter, 

clearing agent or representative must be present. 
 
The quality certificate and International Coffee 

Organization (ICO) certificate of origin cost UGX 

25,000. The pre-shipment inspection cost 

estimate is paid to an independent inspection 

firm. 

Step 9: Obtain Phytosanitary 
Certificate for Coffee  
Apply for a phytosanitary certificate at the Ministry 

of Agriculture, Animal Industry and Fisheries 

department of Crop Inspection and Certification. 

You will need the following documents: 
 
1. Import permit for plants (copy) 
 
2. Certificate of incorporation (copy) for 

companies 
3. Business name registration certificate 

(copy) for sole proprietorships 

4. Certificate of registration of a cooperative 

(copy) for cooperatives 

5. Tax identification number (copy) of the 
company 

6. Commercial invoice (copy) 
7. Packing list (copy) 
 
The Ministry of Agriculture, Animal Industry and 

Fisheries will then conduct a consignment 

inspection. The owner of the consignment or a 

representative will need to be physically present 

and will need the following documents: 
 
1. Consignment sample 
2. Packing list (copy) 
3. Phytosanitary inspection checklist (copy) 
This will be based on the requirements stated on 

the import permit. 

The phytosanitary certificate costs UGX 5,000. 

The certificate is issued per consignment and 

is valid for 14 days. 

 

Step 10: Consignment 

Clearance Inland Tax Exempt 
Make a customs entry with the following 

documents: 

Step 8: Obtain GSP 
Certificate of Origin 
 
Apply for the certificate of origin online at 

http:// singlewindow.go.ug/uesw/Login. You 

will need the following documents: 
 
1. Commercial invoice (copy) 
2. Packing list (copy) 
You will obtain the results online at 
http://asyworld.ura. 

go.ug/portal/userIndex.jsf and the GSP 
certificate of origin will be sent online by the 
single window system.  

1. Invoice for the consignment (copy) 
2. Certificate of origin (copy) 
3. Packing list (copy) 
 
4. Quality certificate (copy) 
5. UCDA sales contract (copy) 
6. Phytosanitary certificate (original) 
5. Certificate of analysis (copy) 
6. Certificate of fumigation (original) 
Then, depending on the risk profile of the exporter 
or the commodity, officials from the agencies 
tagged in the consignment may carry out a joint 
consignment inspection. 

If one is necessary, you will need to be physically 
present and have a packing list and 
consignment. Following this, you can obtain the 
release order from the URA offices.  
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Useful Resources 
 
 
 
 
 

Uganda Export Promotion Board 2nd Floor, UEDCL 

Towers, Plot 
 
37 Nakasero Road P.O. Box 5045, Kampala  
Tel: +256 414 230 250 / +256 414 257 001  
Email: info@ugandaexports.go.ug 

www.ugandaexports.go.ug 

 
Uganda Revenue Authority Crested Towers, 

Kampala 
 
Tel: +256 417 443 034 / +256 417 443 090  
Email: services@ura.go.ug www.ura.go.ug 

 
Uganda Coffee Development Authority  
Plot 35 Jinja Road, Coffee House, P.O. Box 7267, Kampala  
Tel: +256 312 260 471 / +256 312 260 470  
Fax: +256 414 256 994  
Email: ucda@ugandacoffee.go.ug 

www.ugandacoffee.go.ug 

Ministry of Trade, Industry and Cooperatives 
Farmers House 3rd Floor, Plot 6-8 
Parliament Avenue, P.O. Box 7103, Kampala 
Tel: +256 414 314226 
 

Email: mintrade@mtic.go.ug 
 

www.mtic.go.ug 
 

Uganda Registration Services Bureau Plot 5 George Street, 

Georgian House, P.O. Box 6848, Kampala Tel: +256 414 

233 219  
Call Center: +256 417 338 100  
WhatsApp: +256 712 488 488  
Toll free: 0800 100 006  
Fax: +256 414 250 712  
 
Email: ursb@ursb.go.ug  
www.ursb.go.ug 

 

 
   
Ministry of Agriculture, 

Animal Industry and 

Fisheries 
 
P.O. Box 102, Entebbe Plot 

16-18, Lugard Avenue, 

Entebbe Uganda Email: 

info@agriculture.go.ug Tel: 

041 4320004 

www.agricultureug.org 

 

Department of Crop Inspection 
and Certification 
 

Plot 14-18 Lugard Avenue, 
Entebbe Tel: +256 414 531 411 / 
+256 414 567 368 
 

Email: cepmaaif@gmail.com 
 

www.agriculture.go.ug 
 

Uganda Investment 

Authority The Investment 

Centre  
TWED Plaza, Plot 22B, Lumumba 

Avenue Tel: +256-414-301000, 

+256-313-301100 

info@ugandainvest.go.ug  
P.O. Box 7418 Kampala, 

Uganda 

www.ugandainvest.go.ug 

 
EBiz – Uganda’s One-Stop 

Center for starting a business  
The Investment Centre Plot 

22B Lumumba Avenue 

TWED Plaza P.O. Box 7418 

Kampala, Uganda 
 
Tel: +256-750-306-880 +256-

750-306-890  
Email: ebizhelpdesk@gou.go.ug 

www.ebiz.go.ug 

 

Uganda Manufacturers’ 

Association P.O Box 6966, 

Lugogo Show Grounds, Kampala 

Uganda Manufacturers’ 

Association P.O Box 6966, 

Lugogo Show Grounds, 

Kampala 
 

 

EXPORT PROCEDURE COFFEE UGANDA | 4 



 
 

Annexes 
 
 

 

Application for Coffee Export License  
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Application for Performance Bond  
 
 
 
 
 

 

COMPANY HEADED PAPER 
 
 

 

Our ref; 
 

04 July 2018 
 

Head 
 

Insurance Company 
 
 

 

Dear Sir, 
 

RE: APPLICATION FOR PERFORMANCE BOND 
 
 

 

This is to request for a performance bond from your company. 
 

Attached are the required documents. 
 
 
 
 
 

 

Kind regards 
 
 

 

Company director 
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Approval of Application for Export License  
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ASYCUDA World User Registration Application Form 
 
 
 

 

ASYCUDA WORLD USER REGISTRATION  
APPLICATION FORM 

 
 
 

To Commissioner of Customs & Excise (Through the Assistant 

Commissioner Field Services) 

 

In accordance with Section 188 of East African Community Customs Act (EACCMA), I 

/ we wish to apply for registration as a user of the Customs computer system 

ASYCUDA World and to this effect I / we provide the following details. 

 

 

I / we wish to be registered as a user of:   
a) ASYCUDA World 

 
 
 

1. IDENTIFICATION OF COMPANY / INSTITUTION APPLYING 

FOR REGISTRATION 

 
A) COMPANY PARTICULARS 

 
Tick where applicable   

a) Customs Agent  
b) ICD  
c) Bonded Warehouse  
d) Importer  
e) Exporter  
f) Government, Parastatal or other government agency  
g) Others (Please specify)……………………………………. 

 

Name   
TIN 

 

Physical 
 

address 
 

Postal address 
 

Email 
 

Office 
 

Telephone 
 

NOTE: 
 

All companies applying for registration must provide the names of each individual who will be using the 

Customs computer system (ASYCUDA World) and include them in part B below. 
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ASYCUDA World User Registration Application Form 
 
 
 

 

B) INDIVIDUALS (All employees who will be accessing the Customs system on 

behalf of company (A) above,  

1. 2. 

TIN: TIN: 

Name : Name : 

Position: Position: 

Telephone no: Telephone no: 

Email: Email: 

Office Location: Office Location: 

URA/Employee ID number: URA/Employee ID number: 
 

3. 4. 

TIN: TIN: 

Name: Name : 

Position: Position: 

Telephone no: Telephone no: 

Email: Email: 

Business address: Business address: 

Office Location: Office Location: 

URA/Employee ID number: URA/Employee ID number: 
 

5. 6. 

TIN: TIN: 

Name : Name : 

Position: Position: 

Telephone no: Telephone no: 

Email: Email: 

Business address: Business address: 

Office Location: Office Location: 

URA/Employee ID number: URA/Employee ID number: 
 

7. 8. 

TIN: TIN: 

Name : Name : 

Position: Position: 

Telephone no: Telephone no: 

Email: Email: 

Business address: Business address: 

Office Location: Office Location: 

URA/Employee ID number: URA/Employee ID number: 
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ASYCUDA World User Registration Application Form  
 
 
 
 

 

9. 10. 

TIN: TIN: 

Name : Name : 

Position: Position: 

Telephone no: Telephone no: 

Email: Email: 

Business address: Business address: 

Office Location: Office Location: 

URA/Employee ID number: URA/Employee ID number: 
  

 

Kindly email the color passport photos of each employee to the Customs 

systems support team on email asycudateam-gp@ura.go.ug 

 

 

2. TECHNICAL REQUIREMENTS FOR REGISTRATION AS A USER OF 

ASYCUDA World 
 
 

 

I/we confirm that the personal computers (PCs) that I use with ASYCUDA World 

comply with following minimum specifications: (please indicate “Yes” or “No” in 

the box next to each item) 

 

a) Processor speed of at least 1.7 Ghz  
b) RAM of 1 GB  
c) Microsoft Windows XP or Windows 7 operating system  
d) 50 MB free space on the hard disk  
e) Up-to-date antivirus software  
f) 128 kbps Connection to Customs network through internet service provider  
g) Internet browser  
h) Java 6 installed on computer  
i) PDF reader software installed on computer  
j) A document scanner 

 

I/we also confirm that we have in our staff or we can call upon: 
 

g) a qualified IT person to ensure that ALL the requirements above are met 
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ASYCUDA World User Registration Application Form 
 

 

3. GENERAL CONDITIONS UNDER WHICH REGISTRATION WILL BE GRANTED   
The applicant agrees to notify by email the Commissioner of Customs & Excise 

(or Custom Office Head, if outside Kampala) within 24 hours of any changes in 

the following situations: 

 

a) You no longer meet licensing or operating conditions as Customs Agent, ICD operator, 

warehouse operator, DTI centre (if you fall within one of these categories); 

b) Cease to employ all or any individual registered users nominated in this 

application form. 
 

c) Change the address of your company or individual users. 
 

d) Change the name of your company or individual users. 
 

e) Cease to conduct business with Customs. 
 

f) You or any of your individual registered users are or become bankrupt. 
 

g) You or any of your individual registered users are convicted of any 

offence punishable under the Customs, Taxation or criminal legislation. 

 

 

4. SPECIFIC CONDITIONS IN RESPECT OF THE SECURITY OF ASYCUDA World  
 
 
 

If approved as a registered user of ASYCUDA World, the applicant and any 

other individual applicant listed in this application, agrees to: 

 
a) Not to falsify, damage or impair any record or information stored in the system or to 

damage or impair any duplicate tape or disc or other medium stored in the system; 

b) Keep secure, and not disclose to another person the unique user identifier 

allocated to you; 
 

c) Only use the unique user identifier to access data in the system that is available to 

all registered users or is data input or pertains only to your transmissions; 
 

d) Notify immediately the Customs Department if you suspect that the security of 

your unique Identifier has in any way been compromised; 
 

e) Notify the Customs Department if you gain access or otherwise receive data 

that does not pertain to your lawful access to the system; 
 

f) Comply with any further conditions imposed by the Commissioner of Customs 

and Excise in relation to the security of a unique identifier allocated to you or 

persons listed in this application or to any other matters related to the access to 

and use of the Customs computer system.  
Note:   
By signing this application form, the applicant agrees to comply with all the 

GENERAL CONDITIONS listed in part 3(a) to (g) under which registration will 

be granted and all the SPECIFIC CONDITIONS listed in 4(a) to (f) in respect of 

the security of ASYCUDA World of this application above. 
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ASYCUDA World User Registration Application Form  
 
 
 
 

 

PLEASE READ CAREFULLY THE NOTES BELOW BEFORE SIGNING THIS 

APPLICATION 
 

1) All sections of this application form must be completed and all questions answered 

correctly and accurately. 

2) If the applicant is a company, this form must be signed by the authorized senior 

executive or any other authorized company executive, and shall be duly stamped 

using official company stamp and sealed using official company seal. 
 

3) Regardless of individual responsibilities, the person signing this form on behalf of a 

company shall also be responsible for the accuracy of particulars, requirements / 

conditions set out for the individual employees listed in this application. 
 

4) By signing this form the applicant agrees to fulfill all the requirements and conditions 

set out in this form and any other conditions that may be imposed by the 

Commissioner in respect of the registration of users to use any Customs system. 

 

Application completed by:  

 

Full Names  
Authorised  
Signature  
Position  
held  
Company  
Stamp and  
seal 

 
 
 
 
 
 

 

For URA use. 

 

Recommendation by Station Manager/Supervisor 
 

Full Names  
Authorised  
Signature 

 

Approval by AC-Field services/ Authorised Personnel 
 

Full Names  
Authorised  
Signature 
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Declaration Document  
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Exporter Registration Information Form UEPB 
 
 
 

 

       UGANDA EXPORT PROMOTION BOARD 

     EXPORTER REGISTRATION INFORMATION FORM 
           

1.  COMPANY DETAILS    

 Name of Company or      
 Organization:      
          

 Certificate of   
TIN Number: 

  
 Incorporation No: (or    

 Date)      
          

 Year of   
No. of Employees 

  
 

Establishment: 
   

      
          

 Postal Address:      
          

 Physical Address:      
        

 Office Telephone:   Mobile:  
         

 Fax No:   Skype or Other:  
         

 Email:   Website / Portal:  
          

 
Contact Person: 

  Position in  
   

Company: 
  

         
          

 Company Director (s):      
 (Please provide a copy of      

 Form 20 or Statement of      

 Particulars)      

           

2.  EXPORT BUSINESS INFORMATION    

 Export Product OR     
 Service(s):     

      

 For agricultural     
    

  

   

 products, please    

 indicate source of     

 products: (Location)     
      

 Target Export Markets     
 (or Countries Exported     

 to):          
      

 Product Quality Mark /     
 Certifications.     

       

  Information provided by (Name & Position): ...............................................................................................................     

  Signature:............................................................... Date: .......................................................................... 
Please Turn Over 

 
Helping you to export … 
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Exporter Registration Information Form UEPB  
 
 
 
 

 
Any other relevant information that you believe will help us serve you better 

 
.......................................................................................................................................... ...................................................... 

 
................................................................................................................................................................................................ 

 
............................................................................................................................. ................................................................... 

 
............................................................................................................................. ................................................................... 

 
................................................................................................................................................................................................ 

 
................................................................................................................................................................................................ 

 
 

 
OFFICIAL USE ONLY: …………………………………………………………………………………………………..  

 
 
 

Date of Registration: 

 
UEPB Reference No. U / EX / ……………………. 

 
UESW Exporter  
Registration No.  

 
 
 

PLEASE NOTE: 
 

 Information collected will be used for
o Online Exporter registration under the Uganda Electronic Single Window 
o For promotional and referral purposes only  

 Please complete and return to Uganda Export Promotion Board Offices

 Attach a copy of your Company Certificate of Registration and Form 20 (bearing Director’s Names)

 A brief product profile (if available)

 
For further information or assistance please contact: 

 
Trade Information Division 
Uganda Export Promotion Board 

2
nd

 Floor, UEDCL Towers, Plot 37 Nakasero Road 
P. O. Box 5045 Kampala – Uganda 

Telephone: +256 (0)414 230250 / 257 001 
Email: info@ugandaexports.go.ug 

 
------------------------------------------------------------------------------------------------------------------------------------------------------------- 

 
THIS REGISTRATION ENTITLES YOU TO; 

 
 Free listing in the Exporters Directory maintained by UEPB

 Free information on existing trade, promotional, business and market opportunities

 Free access (at UEPB Offices – Information Centre) to subscribed market information sites/databases

 Free in-depth analysis and/or advisory on any product or market of your choice

 Priority consideration for all Capacity Building programmes organized by the Board and its partners

 Addition to the mailing list of UEPB products like bulletins, calendars, news feeds etc

 
 
 
 
 
 
 

Helping you to export … 
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Phytosanitary Inspection Report  
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Phytosanitary Certificate  
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Tax Assessment  
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ASYCUDA World User Registration Application Form  
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General Certificate of Origin (Non-Textile)  
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General Certificate of Origin (Non-Textile) 
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Commercial Invoice  
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