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Department of Petroleum Resources - DPR
1.0. Introduction

IMPEXs the acronym for Import Export Permit System developed to manage the life cycle of
petroleum product importation and local supply from domestic  refineries as well as
exportation of some petroleum products .

The portal integrates several routines and modules to streamline various processes in the
petroleum product supply value chain, namely:

Application module: handles electronic application process ing and generation of permits for
eligible company in respect of petroleum products supply from within and outside the country
Prospective applicants can either apply for a new permit, renewal or inclusion type of application.

Inclusion Category: manages repeat application for un -utilized volume allocation to
companies subject to evidence of same from PPPRA, provided such permit(s) is still active
on the system

Renewal Category: manages renewal of permit(s) on the system, provided the status quo
of such permit is same. This means same products, same quantities and same depots/banks

Notification and Recertification Module: manages vessel arrival notification, processing
and issuance of certificate of quality and quantity for all processed notification
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1.1. Audience
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Figure 1

1.2. Online Processing
The launch of the petroleum products im port & export permit system marks the end of physical
documents processing or issuance of hardcopy permits to petroleum products marketers . All forms
are deemed to be submitted and processed electronically, whiles issues can be resolved through email,
live chat or telephone calls.

1.3. Payment Options
Companies interacting with the portal can make payments for services through any of the following
channels:

1 Online payment via Remita portal
1 Payment at any bank closes to you.
1 Wire transfer through any of the internet banking platforms provided by the bank

Kindly note that for now only Payment at the Bank is available

1.4. Getting Help

The IMPEXsolution has a technical support team available during business hours to assist with
your challenges or take your enquires. Contact the support team through any of the channels
below:

1. Support center Nos: 01-279-0000, Extensions: 50292,502946,50297,50299
2. Emall at impex@dpr.gov.ng
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2.0. Getting started

Access the portal through https:/ impex.dpr.gov.ng . There is also a link from the department
of petroleum resources website https:// elps.dpr.gov.ng. The portal is accessible from any
internet connected device. The recommended browsers are Mozilla Firefox or Google Chrome.

S IMPEX
- Getting Started
IMETEX d Step by Step
Petroleum Product Import and Export Permit ¢ B S :
System 4 e Application Guide

Pemmit Fee Schedules
Validate a Permit

FAQ

Import Permit Guidelines

Click here to Verify Permit

Login

Company Account Creation

Rengter Create account to use resources on this portal. Note

that Account creation is not required to validate a
permit.

Pay to Remita through all the Banks

esie
watets
ez v RemTuta

Payment Options

Manage Account

Login to apply for a new license, Submit Vessel Arrival
Notification, or initiate Product Certification

Genersl Informstion | How it works | FAQs] Privascy Policy | Disclsimer | Contact Us | Home

Figure 2

There are 4 categories of users on the system. These are the Admin (DPR), Importers, Depot
Ownersand Banks. However depending on the userods
be the same during login session.

Note that is only the importers need to register one time only prior to using the application.

The other 3 user categories require a user with admin access to create their login credentials but
upon first time login they are required to change their login  password from their profile page.
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Department of Petroleum Resources - DPR

3.0 IMPORTER SECTION

This section of the manual describes the various roles available to an importer on the
application.

Below are the steps to follow prior to applying/renewal /inclusion of your import permit by
any prospective applicant.

Registering your company
Visit https://impex.dpr.gov.ng
Confirm you have the requirements for registration. See guidelines for details
Click the registerlink f r om t he main | ogin page as show
Ma r k etb eavigate to the ELPS central registration page of DPR
5. Ensure that you use a valid email address of the company you are registering on the
portal. All names must be in capital lette rs
6. Fill the Registration Form and click submit when done

rown =

&® DPR ELPS

Create your DPR ELPS Account

One DPR ELPS account for every portal on DPR ELPS

Email Address

Password

ConfirmPassword

- Company Name

Company Reg. Number

{, eg. 08012345678

Already have an Account? ['lfm =0l

skl

Figure 3

7. On submission, an email will be sent to you to confirm the validity of your email
address. If you did not get the activation emailclic k t he O6Resend #®Wcti
have the activation link resent to your email address.

8. Once your account is created you can proceed to submit a new application or notify
the department of your vessel arrival.

3.1 LogIn

If you already have an account on the portal, follow the steps below to login into your account
area, by login in as a Marketer :

1. Visitthe IMPEXportal at https:// impex.dpr.gov.ng, the below window in figure 4 is
displayed.
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Department of Petroleum Resources - DPR

Central Electronic Licensing and Permit System

One account. All of DPR ELPS Portals

Portal Login

Enter Login Email

Enter Password

Register as a new user
Forgot your Password
Resend Activation Email

© 2018 - DPR Electronic Licensing And Permit System About ELPS = Privacy Terms  Contact Us

Figure 4

Enter the email address with which your account was created on the portal .

The Password iswhat you indicated at account creation on the portal

3.1.If you do not remember,youcan c|l i ck t he O6Forgot your Pass
login for to have a password activation link sent to you.

3.2.Then login to your email to continue the change the password process by clicking the
reset link which will bring you back to the portal

3.3.Change your password to a desirable one

3.4.When redirected back to the login page, provide your email address and the new
password

4. Click Login button or press Enter to be taken to your account area on the portal.

5. Once Login is successful, you will be redirected to your account dashboard

(see figure 5 below)

w N

Ajibola & ~

. Abola & : DASHBOARD

Dashboard
Import Export Vessel Arrival
Applications Applications Notifications tic

Latest Messages

e 0

Applications

Permits.

E

Vessel Notifications.

Product Cerification

Request Support

Eoniasiog Message Event

Select Category

F & 8 O

Account Confirmation

My Account

— Select Request Category — =
New Account 3170572017
Enter Message

How i Works [Disciaimer [Seneral informaton [Privacy Policy | FAGE | ContaciUs

Figure 5
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Ajibola & ~

User
Profile

DASHBOARD

g 0

1 0 0 0

m

Import Export Vessel Amival Permits Expiring
Applications Applications Notifications in 30 days hic

Latest Messages
Request Support
Message Event Date Received

Select Cat
lect ategory Account Confirmation 310s2017

(0]
=
-]
[

elect Request Category — -
New Account
Enter Message

Figure 6
3.2 Navigating the Account Area
Menu Item Description
A Dashboard This menu item is used to display the dashboard icons as shown
above in figure 5. This is the default landing page of the
application.

B | Import Applications This menu is used for creating a new import application on the
portal. During application generation, the type of application
can be a new application of renewal or inclusion to an existing
permit.

C Permits This displays the list (s) of permits issued to the importer over
time.

D Vessel Notifications  This displays the list of active vessel arrival notifications and a
button to submit notice of arrival  for valid permits .

E  Product Certification  This is displays the list of pending product recertification
submitted to DPR by the importers.

Companies are expected to initiate the product certification
process from this menu item .

F | Export Applications This displays the list(s) of export application(s) that is been
processed. Companies can also initiate new export application
on the portal.

G My Account Provides the importer with submenu items as listed below

1. Company Profile, 2. Company documents, 3. Invoices,
4. Payment History, 5. My Messages

H Request Support This option is used to send any inquiry to the support team via
email. This can be any challenges encountered during the use
of the application.

I Latest Messages This displays the list of current emails sent to the bank by the
portal

Figure 7
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3.3 Notable symbols

Symbols Meaning

v

Continue to next step

Detail view

Edit button

Delete button

=
i
View button

Upload documents onto the portal

3.4 Log Out

To log out of the system at any time, click on your user profile button located at the topmost
right corner of the portal, as shown navigational bar in figure 4.  Click on Log Out command
button to either log out or Settings command button to manage your password .

Note that the portal automatically logs you out after fifteen (15) minutes of inactivity

4.  Applying for Import Permit

Any company that meets regulatory requirements (see Guidelines on Petroleum Products
Import/Export Applicationon t he DPRO®s pcanfsubmit apdlicatiorefdr petrdleam
products import permit after creating account on the  IMPEXportal.

The process is pretty straight forward as defined below:

1. Login to your account on the IMPEXportal
2. Click Application on the main navigation bar

Constant Petroleum +

. Consintperoieun MY APPLICATIONS Search for application
by reference Click to create new -

Dashboara application DN

Items per Page Search:
Applications 10 v (® Create Application

. Payment
Femis SN~ Reference(RRR) Total Quantity(MT) Total Amount(H) Date Applied Status Action

749780785 30,000 285,000.00 25/06/2015 Pending

Vessel Nofifications

123224553 18,000 285,000.00 27/08/2016 Paid

Product Certification

1 Pay Nowss
2 s <>l Update Documents
3 X123037687 34,000 360,000.00 27082016 Paid " . .

Wy Account : View application
4 Z123037971 12,000 285,000.00 27/082016 Approved detaﬂs
5

U49808051 30,000 285,000.00 25/06/2015 Approved

Figure 8

3. Click the create application button located towards the top  right hand side of the
window to display the application form.

MAXFRONT TECHNOLOGIES LTD IMPEX3IMPORTERS OWNERSSER MANUAL
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APPLICATION FORM

mport Type* Port Category*
0
New ’ Coastal fransfer H @ Add Product
1 S
~—~——

Run InstructionSelect Import type and Import Category. Finally add product to the af

Figure 9

Note that this is the same process for also renewing an expired permit or filing for inclusion
on an active permit with exhausted quantity.

The category refers to Coastal transfer, Import or Trucking. Trucking refers to
products delivered by land ,ei t her from nei ghboring Africa
refineries.

4. Add as many products to the application as required but note that requirements for
each product must be met for your application to be processed.
(See the Petroleum products import permit guidelines for details )

Add Product
Application Form
Product * Storage Provision*

. Chemigals — CHU v — Select Storage Option — v
Application Type*
Estimated Quantity(MT) * Estimated Value($) *

$

Products Country of Origin * Discharge Depot*

Product Code Est. — Select Country of Origin — - — Select Discharge Depot-—
Quantity(MT)

LPFO 44,455 to Nigeria Ltd E m

charge Depot Action

Sponsoring Bank*

Payment Options

Figure 10

5. Select the sponsoring bankand your preferred payment option. Then click on
continue to display the application summary window in figure 11.

6. Depending on your payment type, you might need to proceed to make payment for
your application using any of the payment channels available

a. Online using your Debit Card (verve card, MasterCardor visa card) via ELPS
payment portal using REMITAor

b. Off -line through any branch of a commercial or microfinance bank in  Nigeria.

Note that an applicant can apply for multiple products in one application. However only single
product notification is allowed during Notification process.

MAXFRONT TECHNOLOGIES LTD IMPEX3IMPORTERS OWNERSSER MANUAL
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Import Type* Import Category*
New B Import
Details
Product Code Est. Quantity (MT) Est. Value($)
PM3 1,000 1,000.00 Brazil

Pay with Remita

Payment Type*

- Select Payment Type — |z|

B (# Add Product

Country/Countries of Discharge

Sponsoring Bank(s) Action

Guaranty Trust Bank

Continue >>

Figure 11

7. On confirmation of payment:

a. The selected sponsoring bank(s) have the opportunity to

upload its bank 6 s

reference letter and any other financial document to support the application
b. If the storage provider is a third party, then the depot owner is required to login
to upload the required throughput agreement or Local Purchase Order if a Supply

Agreement arrangement.
c. The 6continueo [

con b

ecomes avail abl e

information to the application or review submitted documents by any of the

supporting organizations.

8. If all requirements have being met then the company can submit the application

for

processing. Should the portal raises alert when trying to submit an application, it is
important to contact the relevant organization as appropriate.

Application Information

Company Petroleum Energy Lt

Total Guantity Applied For(MT) 84,485
statutory Fee W75,000.00
Processing Fee 4210,000.00
 855,000.00

status Paid

Total Amount Paid

Details

ProductCode  Est.Quantity(MT) Est Value(S)  PSF Number

44,455 5343.00

Hot Appiicable

Uploaded Documents)

NONE

Required Document(s) to be uploaded by marketer:

Througnput agreement

Other required Document(s) to be uploaded by others(eg. Bank)

+ Bank Reference Letter

85.484.00 Mot Applicable Mot

Application will anly be

To be uploaded by applicant

Submil Appiication >

Figure 12

9. Voila you are done, the portal will contact you using the details on file w
application is approved, denied or rejected .

MAXFRONT TECHNOLOGIES LTD
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4.1. View Permit
1. Login to your account
2. Click Permit from the main menu
3. Click view button beside the permit to be viewed. A window will be displayed
from which you can view a permit that has been approved. For hardcopy visit any

of the DPROSs Zonal of fices Nationwi de.
Ghost Importers -
MY PERMITS
Items per Page Search:
10 E|
- SN~ PermitNo Company Status Issue Date Expiry Date Action

1 DPR/PPIPS/1122334455 Ghast Importers Active 08/0%/18 071218

‘Vessel Notifications ’? 12016000008

Produdt Certification

— View permit details

Figure 13

5.0 Vessel Arrival Notification

Companies with valid import permits or letter of comfort can submit notification for vessel
arrival online. The process for submitting notification is similar to application submission
except that different data se ts are required for either task . Select Vessel notification from
the main menu options to start this task.

Constant Petroleum -~

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

MY NOTIFICATIONS

Items per Page Search:

" (&) New Notification

o O

Payment
SN Reference(RRR) Permit No. Product Discharge Qty(MT) Amount Due/Paid(H) Vessel Expected Arrival Period

)

o Search for previous New Notification
VesselNotificati on notifications

B BB

Figure 14
The steps below outline the procedure for notification submission

1. Click Vessel Notification on the central menu to display the list of active notification.
2. Click the New Notification button to display the vessel notification form

Notification Form
l Enter Valid Permit number

Permit Number*

Figure 14

MAXFRONT TECHNOLOGIES LTD IMPEX3IMPORTERS OWNERSSER MANUAL
NOTE: The online User manual could be more up-to-date than the printed version. Pagell| 20



Department of Petroleum Resources - DPR

Note that Notification can only be submitted on a valid permit with unused quantity.

3. Enter the permit number or c¢cl i ck on the o0Select permit
field to view list of valid permits  upon which the notification will be processed , then
click continue. The system will display the notification form if the permit number
provided is valid .

4. Fill the form with valid data .

VESSEL ARRIVAL NOTIFICATION FORM

Permit Number® Matification Category”
DPR/IMPEX/121231231232017000037 - mport
Product' Discharge Depot*

Quantity On Vessel* Guantity To Discharge*

Vessel Expected Arrival Period Cargo Type*

Country* Port®

Payment Options

Pay with Remita

Payment Type*

Continue >>

Figure 15

5. Sel ect the desired payment channel s under
Clickthe 6 C o n t ibuttonetd@review your application and proceed for payment online
orsel ect o0Pay a tgendratasRRR(BamialRétrievaloReference) Code with
which you can pay at any of designated bank branches, upon which a payment slip is
issued, which the applicant can also uploaded on the portal

6. Upload all required documents through the bank as required to support your appli cation
before submission. (See the petroleum products import guideline for details ).

7. From the Notification summary form displayed, ¢ lick o Conf i r mé button t
application to DPR for appropriate actions , clickon the 6 Mo d ibdttgndéto view/modify
any of the data filled out against this application.

It is important for applicant to make payment and submit vesse | notification at least
seven (3) days before vessel arrival to preven tthe payment reference from expiring
and a subsequent surcharge expeditionary fee.

MAXFRONT TECHNOLOGIES LTD IMPEX3IMPORTERS OWNERSSER MANUAL
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6.0. Product Certification

The Product Certification menu item provides the company with the ability to submit
application for product certification. The process is pretty straight forward;

Ghost Importers ~

. Ghost Importers PRODUCT CERTIFICATION

Dashboard
Items per Page Search

Applications 10 E|

SM - Reference Code Date Applied Status Action

1 20378 SIB/2016 9:40:12 AM Frocessing [ view @]

Parmits

Vessel Notifications

Product Certification Menu .
Figure 16

1. Login to the portal via the same URL while using your login credentials

2. Click Product Certification menu option from the main menu , t his list all products
that have not being certified based on past notifications

3. Select Recertify from the button to the right on the displayed window.

4. Select the product to be certified and click continue below the dropdown menu  the
below window is displayed (Figure 17).

PRODUCT CERTIFICATION

Select application to recertify

Product to Recertify*

Premium Motor Spirit—11/06/2017-Ref No(310007635719) |z|

Pay with Remita

Payment Type*

~SeteetFaTment Type —

— Select Payment Type —

MasterCard
Visa

Verve
PocketMoni

POS
Pay at your Bank
Internet Banking
| Remita Account Transfer | How it Works |Disclaimer [General information |Privacy Policy | FAQs | Contact Us

Figure 17

5. Select the channel of payment from the list of available channels (via the dropdown

list). Click on oContinued6 button to cont.
6. Click on oConfirmé button from the Recert.i
task and proceed to the péaonmogoback®the een or
previous screen. Click on the oPay via Rem
payment

7. Upload all additional documents r equi r ed and click on the

button in order to submit this application on the portal
8. Await notification from DPR on the status of your application

MAXFRONT TECHNOLOGIES LTD IMPEX3IMPORTERS OWNERSSER MANUAL
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7.0. My Account

This menu item displays company related information allowing the company ranging from
company profile update, company documents, view all invoices and payment history. Select
My Account menu option from the main menu options to run.

Ghost Importers -

Permits du
Expiring = o n:
in 30 days

Latest Messages

DASHEBOARD

. Ghost Importers

Dashboard

2 0 2

Applications

Vessel
Arrival
Notifications

Permits

Import
Applications

Export
Applications

‘Vessel Notifications

Product Certification

My Account t

‘Company PmmEE
Select Category :

o Dox s
‘Cempany Document iy - Select Request Category —

Enter Messa

y Account 6 Sub
menu items

Message Event

New Appiication

New Permit

Application Submission

New Appiication

Date Received

14/08/2016

08/08/2016

03/08/2016

08/09/2016

‘Account Confirmation 08/08/2016

My Messages B3

Figure 18

Select the appropriate menu item from the drop down sub-menu options depending on your
desired task.

7.1 Company Profile
To view/edit any of the details contained in the company profile page, select the
Profile 6 menu from the sub-menu displayed in figure 18.

The bel
details.

0 Gmpany

ow form is displayed from which the

Click on the submit button to save changes or select another menu options to discard
changes made without clicking on the submit button.

COMPANY PROFILE

General Information

Registered Company Name-

e imanman

CAC Registrstion NumBsr* ™
e

BusInsss TR+ Busines: Commencamant Dte
P 7] oo =

‘Company Operational Address

aporsss Lins 1+ agaress Ling 2
12IKOTA VILLA ESTATE, IKOTA M

country oty

B B

‘submit

Figure 19
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7.2 Company Documents

To view/ upload any of the company documents ascontained in the company document page,
select the Company document menu from the sub-menu displayed in figure 18.

The below form is displayed from which the company documents can be viewed/uploaded.

Ghost Importers ~

. Sp— _ COMPANY DOCUMENTS
Dashboard ]
Items per Page Search:
Applications [+] 10 IZI
o SM ~ Document Title Document Type Date Obtained Expiry Date
Sermits
1 Current Tax Clearance Certificate Current Tax Clearance Certificate 2016/09/07 2017/09/29
Vessel Notifications
2 Certificate of Incorporation Certificate of Incorporation 2016/09/08
Product Certification P 3 cac 02 CAC 02 2016/09/08 V| ew %K m
o 4 Article and Memerandum Of Assosciation Article and Memorandum Of 2016/09/08 Deta”s & m
Assosciation
Co file [£) 5 CAC 07 CAC 07 2016/09/08 &
Gompany Documents il >
- First  Previous ' * b= -

Click on the submit button to save changes or select another menu options to discard changes
made without clicking on the submit button.

To edit/view click on the view details icon, while to delete any record from the list of
displayed documents click on the delete icon.

7.3 Company Documentsd Add Requirement
This option is used to required documents to the portal by the company.  Click on the Add

requirement button from the above window to display the window for adding new
requirement for the company.

Constant Petroleum ~

e —

COMPANY DOCUMENTS

Add Standard Requirement

Items per Page Document Title * Document Type *
10 — Select Document Type — v @MdRequiremem ’
SIN Documef Date Obtained* Expiry Date Expiry Date Kot
2013/12/30

A
i

Current I?IM
Certifica Document* Em
CAC 02 Choose file | No file chosen Em
4 Aticle ar Add Zm
CAC 07 CAC 07 2015/06/25 Em
— 1
Figure 21

Once you are done with filing the required f ields, click on the add button to save and
continue.
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7.4 Company Documentsd Edit Requirement

To edit or update any of the previously uploaded on the portal, click on the edit button as
indicated in figure 22 above. This will display the below window form from which you can
either re -upload the document or change the values in any of the fields previously entered.

Click on the update button when done with changes to save and continue.

Ghost Importers +

. EmrED . COMPANY DOCUMENTS
Update Standard Requirement
Hems per Page Document Title * Document Type *
10 Current Tax Clearance Certificate Current Tax Clearance Certificate
SN Document Ti Date Obtained* Expiry Date Expiry Date Action
; P 2016/09/07 = 2017/09/29 = [ —— Em
Certificate of I Document* Em
3 CAC 02 Browse... | Mo file selected. Em
4 Article and Me Update m
5 CAC 07 CAC 07 2016/09/08 fm
— T —
‘ ‘Company Documents Jj} > Ed't
~— fret B e [ 2] wext
Figure 22

7.5 My Account- Invoices

This menu option is used to view list of invoices generated by the system and the status of
such invoices. Click on the Invoice menu from the drop down on My Account main menu
option. The below window is displayed.

Ghost Importers -

Search by payment
Ghost Importers. INVOICES
reference number

p— o Invoice Status
Items per Page Searcly
Applications. a 10

Payment
Permits SiN Payment Reference Date Generated Amount Due/Paid(4) Option Service View

Vessel Nofifications ® 1 350126441939 14/08/2016 285,000.00 Bank Impart Permit Application Fee Paid
Preduct Certification 2 2 5125528039 08/09/2016 220,000.00 Bank Vessel Arrival Notification Fee Paid
Wy Account

3 1125466611 0810972016 360,000.00 Bank Import Permit Application Fee Paid

First Previous 1 Next Last

How it Works |Discieimer [General information |Privacy Policy | FAQs | Contact Us

© 2018 Depariment of Petroleum Resources

Figure 23

From the window above to view any of the details or re -print any invoice, click on the view
button for the desired invoice and click on the Print button found in the view window.
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7.6 My Account d Payment History

This menu option is used to view history of previous payments made by the company.

Click on the Payment History menu from the drop down on My Account main menu option.

The below window is displayed.

.';i?PPIPS Constant Petroleum -
Search by reference
Constant Petroleum MY PAYMENT HISTORY y
: number
Dashboard
Items per Page Search:
Applications ﬁ 10 H
o SN~ Payment Reference Date Generated Amount Paid(#) Payment Option Service View
ermits
1 U45308051 2510612015 285,000 00 Bank Import Permit Application Fee View @|

‘Vessel Notifications

@
Product Certification L ¢

First  Previous | 1 i
P View

Company F-mmEE

How it Works |Discisimer [Genaral information |Privacy Policy | FAQs | Contct Us

© 2018 Department of Petroleum Resources

Figure 24

To view any of the receipt for previous payment, click on the View button as show above.

Clicking on the icon displays the window below from which the user could print  on view app

approved permit. For hard copy of sametheyarer equi red to visit any
offices Nationwide .

Dashboard

Constant Petroleum -

g ogm

Applications

Permits

Payment Receipt

‘Vessel Notifications

Department of Petroleum Resources (DPR)
Product Certification Receipt No: 2160000004

(Vald only for licenses fees paid to Federal Government of Nigeria through the Department of Petroleum Resources)

Received from: Constant Petroleumn Limited

The sum of Two Hundred and Eighty Five Thousand Naira only
Mode of Payment: Bank

Date: 25.06-2015

In Respect of: Import Permit Application Fee

Revenue Budget Head:

For Dept. of Pet Resources Signature & Date

Figure 25
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