One-stop Service Guide for Foreigners Working in China

The Foreigner's Work Permit in China is a foreign-related administrative license and one of the mandatory legal documents that foreigners must obtain to work in China. Applicants are mainly classified into three categories: Category A (High-end Talents), Category B (Professional Talents), and Category C (Other Foreign Personnel). This administrative matter is under the jurisdiction of the State Administration of Foreign Experts Affairs (SAFEA). It has been implemented nationwide since 2017, primarily based on two regulatory documents: the "Notice on Comprehensively Implementing the Work Permit System for Foreigners in China" (WZF [2017] No. 40) and the "Notice on Issuing the Service Guide to the Foreigner's Work Permit in China (for Trial Implementation)" (WZF [2017] No. 36). 

1. Handling Process

(1) Employer Registration and Filing

The employer must access the "National Human Resources and Social Security Government Service Platform (https://www.12333.gov.cn)," navigate to the "Talent and Personnel" section, select "Foreign Expert Services," and click "Foreigner's Work Permit in China" to complete registration and designate a dedicated foreign affairs specialist. Simultaneously, the employer must complete the registration procedures for foreign-related entities at the local municipal or county-level Public Security Bureau's Population and Exit-Entry Administration Brigade with jurisdiction over its actual office location.

(2) Online Application

The employer must access the "National Human Resources and Social Security Government Service Platform," log in to the "Service System for Foreigners Working in China," navigate to the "Foreigner's Work Permit in China" section, select the appropriate service type, and submit the application.

(3) Document Submission and Physical Examination

After the online preliminary examination is completed, the employer or its designated foreign affairs specialist must schedule an appointment by phone to visit the One-Stop Service Center for Foreigners Working in China (hereinafter the "One-Stop Service Center") to submit the application materials for the work and residence permits and present the original documents for verification. Meanwhile, the foreign applicant must undergo a physical examination on-site. (Note: For new applications initiated overseas, the applicant must enter China first before scheduling the appointment for document verification.)

(4) Document Collection

The foreign applicant must bring the "Visa/Stay Permit/Residence Permit Application Receipt" and valid identity documents to the One-Stop Service Center to collect the original visa/permit and the physical examination certificate. (If the passport was not retained by the center during the previous step, the original passport must also be presented.)

Requirements

(1) Processing of Work Permit-related Matters

The matters related to Foreigner's Work Permit in China include new application in China, new overseas application, extension, cancellation, change, and reissuance of electronic certificate. (For specific requirements, please refer to Attachment 1.)

(2) Physical Examination

The foreign applicant must fast before the physical examination. The applicant must first visit the Science and Technology Window to have the "Registration Form for One-Stop Service for Foreigners Working in China" stamped, and then submit this stamped form along with the "Authorization for Disease Surveillance Report" to the Physical Examination Window to complete the examination. The applicant is exempt from this physical examination when applying for a stay permit or extending a residence permit valid for less than one year.

(3) Processing of Visa/Permit-related Matters

The employer must complete the foreign-related entity registration procedures before handling any visa/permit-related matters. When submitting visa/permit applications for foreigners, the employer must also provide a copy of its designated foreign affairs specialist's ID card and its business license.

(4) Application for Electronic Social Security Card 

After entering China with a Z visa, the foreign applicant can apply for an electronic social security card by scanning the QR code located below the "Notification of Foreigner's Work Permit," or by downloading the "Electronic Social Security Card" APP from the "App Store."

(5) Collection of Physical Social Security Card 

If needed, the foreign applicant may obtain a physical social security card on site by presenting his or her passport and electronic social security card at any cooperating branch of the Bank of China or China Construction Bank in Hunan Province. 

Location and Contact Numbers

Offline applications for the Foreigner's Work Permit in China are processed exclusively at the One-Stop Service Center, with services available on Thursdays. On other weekdays, only document submissions for the Science and Technology Window and physical examinations are accepted. Applicants must make an appointment by calling the service window's consultation number at least one day in advance.

Office hours: 8:30-12:00, 14:00-17:00 (working days)

Address: 3rd Floor, Changsha Customs Building, No. 188, Xiangfu Middle Road, Yuhua District, Changsha City, Hunan Province.

Consultation Hotlines:

Window Consultation: +86 731 8224 3002

Online document preliminary examination consultation hotline: +86 731 8866 6716

Physical examination consultation hotline: +86 731 8686 9403

National Immigration Administration service hotline: 12367

4. Points for Attention

(1) Information Change

When there are changes to the information of the employer or the designated foreign affairs specialist, the necessary change procedures must be completed first. Materials for registration and change must be submitted separately to the Science and Technology Window and the Public Security Window.

(2) Physical Examination Results

If the physical examination results of the foreign applicant do not meet the conditions for work permit application, the applicant may retrieve the documents at the Public Security Window with the "Visa/Stay Permit/Residence Permit Application Receipt" and receive a refund.

(3) Processing Time Limit

The corresponding decision will be made within 20 working days after the materials are accepted, and the employer will be notified. If the public security organ deems an investigation necessary, the investigation time is not included in the promised completion time limit.

(4) Visa Application for Accompanying Family Members

If the spouse, parents (of the spouse), or children under the age of 18 of the foreigner working in China need to apply for visas/permits for accompanying family members, they may undergo physical examinations and apply for visas/permits concurrently. (Persons under the age of 18 or over the age of 70 are exempt from physical examinations.)

(5) Other Related Matters

The foreign applicant must appear in person, accompanied by the designated foreign affairs specialist, to apply for visa/permit. If the passport held has not changed, the designated foreign affairs specialist may apply for the extension of a foreigner's residence permit on behalf of the applicant. Materials at the window must be submitted by the designated foreign affairs specialist who has been registered in the system. Non-registered personnel must present an authorization letter stamped with the official seal.

Attachment 1: Requirements for Foreigner's Work Permit Application

Attachment 2: Guide for Applying for a Social Security Card for Foreigners in Hunan Province

Attachment 1:

Requirements for Work Permit Application

I. New Application for Foreigner's Work Permit in China

Only limited to the conditions specified on page 12 of the "Notice on Issuing the Service Guide to the Foreigner's Work Permit in China (for Trial Implementation)" (WZF [2017] No. 36).

1. Online Pre-approval

Review time limit: five working days. The designated foreign affairs specialist submits materials through the system for foreigner's work permit in China of the "National Human Resources and Social Security Government Service Platform." The physical examination certificate may be submitted afterward. 

2. On-site Submission of Materials and Physical Examination

A corresponding decision shall be made within 20 working days after the materials are accepted. If the public security organ deems  an investigation necessary, the investigation time is not included in the promised completion time limit.

(1) The designated foreign affairs specialist makes an appointment for in-person submission of materials. At the scheduled time, the foreign affairs specialist submits copies of materials and presents original documents for verification at the Science and Technology Window. The staff member accepts the materials and stamps the Registration Form for One-Stop Service for Foreigners Working in China (hereinafter referred to as the registration form).

(2) The designated foreign affairs specialist and the foreign applicant go to the Public Security Window to submit application materials for a work-type residence permit, pay the fee, and receive the Visa/Stay Permit/Residence Permit Application Receipt.

(3) The foreign applicant brings the registration form and the Authorization for Disease Surveillance Report to the Designated Physical Examination Window for work permits to complete the physical examination. The physical examination report will be sent to the email address designated by the employer within 1-2 working days.

3. Submission of Supplementary Materials, Download of Notification Letter, and Credential Collection 
(1) After receiving the electronic version of the physical examination certificate issued by the customs authority, the designated foreign affairs specialist shall upload it to the system within 24 hours.

(2) Within the time specified on the Visa/Stay Permit/Residence Permit Application Receipt, the designated foreign affairs specialist obtains the original physical examination certificate and residence permit at the window. At the same time, the "Notification Letter of Foreigner's Work Permit" and the "Decision of Administrative Licensing Approval" can be downloaded from the system.

II. Overseas Application for Foreigner's Work Permit in China

1. Online Pre-approval

Review time limit: five working days. The designated foreign affairs specialist uploads materials through the system for foreigner's work permit in China of the "National Human Resources and Social Security Government Service Platform."

2. Download of Notification Letter

Review time limit: A corresponding decision shall be made within 10 working days after passing the preliminary examination. If the public security organ deems an investigation necessary, the investigation time is not included in the promised completion time limit. After the decision is approved, the designated foreign affairs specialist can download the "Notification Letter of Foreigner's Work Permit" and the "Decision of Administrative Licensing Approval" from the system.

3. Application for a Work Visa and Entry into China with the Work Visa

(1) Apply for a work visa and enter China with it. (The work visa should normally be applied for at the Chinese embassy or consulate in your country of nationality, as selected in the system. If you are already in China, apply for a work-type residence permit at the exit-entry administration authorities.

(2) On-site submission of materials and physical examination (from acceptance of materials to final processing: 15 working days; if the public security organ deems an investigation necessary, the investigation time is not included in the promised completion time limit. 

(2.1) The designated foreign affairs specialist makes an appointment for in-person submission of materials. At the scheduled time, the foreign affairs specialist submits copies of materials and presents original documents for verification at the Science and Technology Window. The staff member accepts the materials and stamps the Registration Form for One-Stop Service for Foreigners Working in China.

(2.2) The designated foreign affairs specialist and the foreign applicant go to the Public Security Window to submit application materials for a work-type residence permit, pay the fee, and receive the Visa/Stay Permit/Residence Permit Application Receipt.

(2.3) The foreign applicant brings the registration form and the Authorization for Disease Surveillance Report to the Designated Physical Examination Window for work permits to complete the physical examination or exchange for a verification certificate. The physical examination report or verification certificate will be sent to the email address designated by the employer within 1-2 working days.

4. Credential Collection

Within the time specified on the Visa/Stay Permit/Residence Permit Application Receipt, the designated foreign affairs specialist collects the original physical examination certificate or verification certificate and residence permit at the window.

III. Extension, Cancellation, Change of Work Permits and Reissuance of Electronic Permits

1. Extension

(1) Online Pre-approval

Pre-approval time limit: 5 working days. The foreign affairs specialist uploads the extension materials through the system for foreigner's work permit in China on the "National Human Resources and Social Security Government Service Platform."

(2) On-site submission of materials and physical examination (from acceptance of materials to completion of all procedures: 15 working days; if the public security organ deems an investigation necessary, the investigation time is not included in the promised completion time limit).

(2.1) The foreign affairs specialist makes an appointment for offline submission of materials, and goes to the Science and Technology Window at the appointed time to submit copies of materials and have the originals verified; the staff accepts the materials and stamps the Registration Form for One-stop Service for Foreigners Working in China; and the specialist downloads the "Notification Letter of Foreigner's Work Permit" and the "Decision of Administrative Licensing Approval" from the system.

(2.2) The foreign affairs specialist goes to the Public Security Window to submit materials for the work-type residence permit, pays the fee, and receives the receipt of Visa/Stay Permit/Residence Permit Application Receipt.

(2.3) The foreign national, carrying the registration form and the Authorization Letter for the Disease Surveillance Report, completes the physical examination at the Dedicated Window for Work Permit Physical Examinations. The examination report will be sent to the employer's designated email address within 1-2 working days.

(3) Download the "Notification Letter of Foreigner's Work Permit" and collect the permit

Within the time specified on the Visa/Stay Permit/Residence Permit Application Receipt, the foreign affairs specialist goes to the window to collect the health examination certificate and the original residence permit. At the same time, the foreign affairs specialist can download the "Notification Letter of Foreigner's Work Permit" and the "Decision of Administrative Licensing Approval" from the system.

2. Cancellation

(1) Online pre-approval (Time limit: 5 working days)

The foreign affairs specialist uploads the cancellation materials through the system for foreigner's work permit in China on the "National Human Resources and Social Security Government Service Platform";

(2) On-site submission of materials (from acceptance of materials to completion of all procedures: 7 working days; if the public security organ deems an investigation necessary, the investigation time is not included in the promised completion time limit)

(2.1) The foreign affairs specialist makes an appointment for offline submission of the materials, and at the appointed time, goes to the Science and Technology Window to submit copies of materials and have the originals verified; the work permit is also surrendered at the same time; 

(2.2) The foreign affairs specialist and the foreign applicant go to the Public Security Window to submit application materials for cancellation of the work-type residence permit and for a humanitarian stay permit, pay the fee, and receive the Visa/Stay Permit/Residence Permit Application Receipt (if this service is not required, no materials need be submitted).

(3) Download the cancellation certificate and collect the permit

The employer may download the cancellation certificate from the system. If a humanitarian stay permit has been applied for, the foreign affairs specialist goes to the Public Security Window to collect the permit.

3. Change

(1) Online pre-approval (Time limit: 5 working days)

The foreign affairs specialist uploads the change materials through the system for foreigner's work permit in China on the "National Human Resources and Social Security Government Service Platform";

(2) On-site submission of materials (from acceptance of materials to completion of all procedures: 10 working days) The foreign affairs specialist makes an appointment for offline submission of materials, and at the appointed time, goes to the Science and Technology Window to submit copies of the materials and have the originals verified.

(3) Download the "Notification Letter of Foreigner's Work Permit"

The employer downloads the "Notification Letter of Foreigner's Work Permit" and the "Decision of Administrative Licensing Approval" from the system.

4. Reissuance of Electronic Permit

(1) Online pre-approval (Time limit: 5 working days)

The foreign affairs specialist uploads the materials through the system for foreigner’s work permit in China on the "National Human Resources and Social Security Government Service Platform";

(2) Download the "Notification Letter of Foreigner's Work Permit" and receive the electronic social security card

The employer downloads the "Notification Letter of Foreigner's Work Permit" and the "Decision of Administrative Licensing Approval" from the system. Register and receive the electronic social security card in accordance with the "User Guide for Electronic Social Security Cards for Foreigners Working in China" .

Attachment 2:

Guide for Applying for a Social Security Card for Foreigners in Hunan Province

To implement the decisions and arrangements of the CPC Central Committee and the State Council on improving the convenience for foreigners working in China, Hunan Province has offered application and replacement services for the new physical social security cards to foreigners working in China since January 15, 2025, enabling them to enjoy local "all-in-one card" services.

I. Application Requirements

Foreigners with the "Notification Letter of Foreigner's Work Permit" and the electronic social security card.

II. Application Materials

A photo of the applicant and the original valid identity document (passport).

III. Processing Procedure

The application is currently available offline only. The applicant must bring a valid identity document (passport) to designated authorized bank branch offering instant card issuance to have their information collected on site. Before processing, the applicant should present the electronic social security card containing the foreigner's work permit information and remind the bank staff to use the special card with the foreign expert watermark. The card will be issued instantly, and the applicant can receive and activate it on site.

IV. FAQs

1. The photo required for offline social security card application is taken on site; there is no need to bring your own photo, and no fee is charged for the photo service. 2. If the applicant is unable to visit the outlet in person due to illness or other reasons for social security card business, please contact the corresponding bank outlet by phone in advance for confirmation. 3. The social security card has a bank account and a social security account, each with an independent password. The bank account password can be changed or reset at any bank outlet. The social security account password can be changed or reset at authorized instant card issuance bank outlets or at social security card business windows set up by social security card service centers at all levels. 4. To replace a card due to changes in key information such as name, gender, ethnicity, date of birth, document type, document number, country/region code, or photo, the original social security card must first be cancelled.



