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Applying for permits from MoLSD 

The Ministry of Labor and Skills Development (MoLSD) website 

(https://eservices.gov.et/services) is the starting place for expatriates permit services. The 

website provides a wide range of online services, including for example the issuance of new work 

permits, renewing work permits, cancelling work permits, issuance of diplomatic IDs, issuance of 

vehicle import permits etc. Check the website for the available services.  

Regarding work permits, all expatriates need to begin the process by registering to the MoLSD 

website. After you submit an online application, a MoLSD case handler will contact you by email 

or text message, and you will find further instructions on your MoLSD account (the follow-up 

tasks section). In case you need any further assistance, contact the Expatriates Work Permit Team 

Leader office (Mrs. Emebet Sisay, email: emebsisay@gmail.com). 

This document describes the application process for a new working permit and the renewal of a 

work permit, for expatriates working in COWASH (note: bi-lateral agreements are case specific). 

However, this document has applicable parts for all the MoLSD applications in general. 

The steps of the process 

1.1. The online application 

1. The application for a (find the link you need: “new work permit” or “renew work 

permit”) will be done online via this link: https://eservices.gov.et/services 

               

https://eservices.gov.et/services
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 When leaving the work assignment, remember to cancel your permit: 

 

 

2. You will need the following documents as attachments on your online application. So 

scan and prepare these PDF-files before applying: 

A. Letter of application of the employer (Niras Support letter) 

 

B. Letter of support from the immediate supervising government body (Supporting 

letter from MoWIE to MoLSD) 

o Although not demanded in the application, it is good to have a supporting 

letter from the MoF to the MoLSD 

 

C. An authenticated educational certificate, and work experience of expat 

o Authenticated = a LEGALIZED document, which means that the document 

needs to be stamped by the Digital and Population Data Services Agency, 

MFA/Finland, Ethiopian Embassy in Stockholm (This to be done before 

coming to the country) 

o In Ethiopia; Legalization is done by Ethiopian MoFA in Addis 

o In Finland, you can use legalization services like visumservices.fi 

 

D. Copy of the pages of the expat’s travel document that shows his/her travelling 

details: the date of entry and the type of visa 

o Include your first VISA and possible VISA extensions  

o Tourist VISA not accepted 
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E. Attachment of passport 

o The hard page of your passport: the page with your personal info, passport 

number, place of issue etc… 

 

F. Attachment of arrival date/dates 

o Scan of VISAs to show arrival dates (GV VISA) 

 

G. Valid investment or Business license or Certificate of registration (for NGOs and 

Religious organizations) as appropriate 

o For COWASH, this means the bi-lateral agreement 

 

H. Contract of employment of the expat 

o Attach the English translation of the employment contract 

 

I. Letter of delegation for the liaison organizing the expatriate’s work permit, 

accompanied with his/her valid IDs of the organization and kebele (i.e. resident 

ID); or Power of attorney as appropriate 

o Liaison = an Ethiopian person who is helping to sort things out at the 

MoLSD – this is for example a worker from your organization (does not 

need to be a government official) 

o Delegation letter from the CTA 

 

J. Attach TIN certificate of the organization you are working in 

 

K. Attach commercial registration certificate (this is not a mandatory attachment) 

o Not required for COWASH 
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3. Once you have submitted your application, wait to be contacted by the MoLSD case 

handlers (1-2 days). They will check your application and inform you, if there is something 

lacking or missing.  

 MoLSD case handlers will contact you by email or as a text message (contact 

information given to MoLSD website during registration)  

 

1.2. After the online application 

4. Go to the MoLSD office to: 

A. To get the supporting forms (annex 1 and 2) for your online application 

o You will need 3 pieces of the form “Information Sheet on Expatriate 

Workers” (annex 1) to support the bi-lateral agreement (step 2 G) 

5. Return to the MoWIE to: 

o To fill form(s): Information Sheet on Expatriate Workers (annex 1) and to 

get Dr. Negash’s signature and stamps from MoWIE 

 Attach your passport pictures (3 pictures) to the form 

o To fill form: Additional Information of the Expatriate (annex 2) 

6. Return to MoLSD offices: 

A. Return the forms (annex 1 & 2) 

o After MoLSD case handlers accept the forms, they will set the status of 

your application to be accepted after payment 

 

B. Then complete the payment 

o Complete the payment in the Commercial Bank of Ethiopia (2000 Birr, bank 

account info in the text message/email from MoLSD) 

o Take a photo of your payment slip and attach it to the online application 
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C. Have a 4th passport photo at hand to give to the MoLSD case hander, to add to 

your work permit ID 

 

D. The process is completed 

 

7. The work permit is given for a maximum of 1 year per time.  

A. On the first time you apply for “new work permit” 

 

B. The next time(s) you will apply for “renewal of work permit” 

o When applying for renewal of work permit, you will only need the “final 

letter from MoLSD to MoWIE” (annex 3) 

 

Getting your residence ID-card 

After receiving your work permit, you are ready to apply for your Ethiopian residence ID-card. 

You will receive a work permit document from MoLSD, which needs to be delivered to the 

immigration office in Addis Ababa. The immigration office will take the document and make the 

residence ID-card within 7 days.  

  Name of applicant 

May be difficult to find: the bank slip can be 

attached in this section, the bottom of the page 
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Annex 1. Information Sheet on Expatriate Workers 

 

3 pieces of this form, so 3 passport photos also 
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THIS IS FILLED BY THE MINISTRY OFFICIAL 

THIS WILL BE FILLED BY MoLSA 
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Annex 2. Additional information of the expatriate 

 

Local people who can verify 

your whereabouts, if you 

cannot be contacted personally 

e.g. work mates… 
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Annex 3. Final MoLSD letter 
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