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INTRODUCTION

These revised guiddines are issued by the Centra Bank of Nigeria [hereinafter referred
to as“the CBN or the Bank”] in exercise of the powers conferred on it by the Central Bank
of NigeriaAct No 24 of 1991 [as amended] [hereinafter referred to as the CBN Act] and
the Banks and Other Financia Indtitutions Act No. 25 of 1991 [as amended] [hereinafter
referred to as“the BOFIA™].

A Bureau De Change [BDC] shdl be consirued as any company that is licensed to carry out
amd| scaeforeign exchange sarvice in Nigeria and whose sole object is the carrying on of
such business on astand aone basis.

Smdl scae foreign exchange sarvice shdl be limited to
[a] dedling in bank notes, coins, buying and sdling of Traveller's cheques and
[b] Such other businesses asthe CBN may approve from timeto time.

The licence of aBureau De Change in Nigeria shdl confer on the holder the rights and
privileges of an gpproved buyer of foreign exchange in kegping with the sandard of the
financid servicesindugtry and in order to generate and maintain public confidence in the sub-
Sector.

For the avoidance of douldt, al independent micro foreign exchange outposts engaged in
Bureau De Change Service are required to apply for licence under the provisons of the
BOFIA No. 25 of 1991 [as amended].

APPLICATION FOR LICENCE

Any organisation seeking alicence for the operation of a Bureau de Change businessin
Nigeriashdl apply in writing to the Governor of the Central Bank of Nigeriain compliance
with the CBN Act, the BOHRA and the Foreign Exchange [Monitoring and Miscdllaneous
Provisons] Act No. 17 of 1995.

Theapplication shall be accompanied with the following:

Note: All Bureaux de Change shall be “stand alone” companies

A non-refundable gpplication fee of N10,000.00 [five thousand Naira only] or such other
amount as may be determined by the Bank from time to time in bank draft payable to the
Central Bank of Nigeria

Payment by the proposed shareholders for the shares subscribed to shdl be by bank drafts
only; cash payment will not be accepted.

Deposit of the prescribed minimum paid-up capita with the CBN until licenceisissued.



3 A copy of detailed feasibility report containing information thet will indlude

[i]
[ii]

The ams and objectives of the proposed Bureau de change

The need for the services of the Bureau de change

[iii] The branch expanson programme [if any] within the first 5 years.

[iv]  Theproposed training programme for staff and management

V]

successon plan.

A five year financid projection for the operation of the proposed Bureau De Change,
indicating expected growth and profitability.

[vi] Detalls of the assumptions which form the basis of the financid projection.

[vil  Theorganisationa structure of the proposed Bureau De Change indicating the

functions and respongihilities of the top management team.

[vii]  Thecompaostion of the Board of Directors and the curriculum vitae of each member,

indluding other directorships held [if any].

[iX]  Theconclusions based on the assumptions made in the feesibility report.

4 A

copy of the draft Memorandum and Articles of Association.

A |etter of intent to subscribe to the shares of the proposed Bureau De Change signed by

each subscriber.

6 A copy of the lig of the proposed shareholdersiin tabular form showing their business, and
resdentid addresses and the names and addresses of their respective bankers.

7. The promoters shal reserve the proposed company’s name for 120 days & the Corporate
Affairs Commission (CAC).

8 No proposed Bureau De Change shdl incorporateregister its name with the Corporate
Affairs Commission until an gpprova in principle [AlP] has been obtained from the CBN, a
copy of which shal be presented to the Corporate Affairs Commission.

9. In
fd

[i
[ii]

congdering an goplication for alicence, the Bank shdl require to be satisfied asto the
lowing:

The quality of the management of the proposed Bureau De Change

The adequacy of the capital and earning prospects of the proposed Bureau De
Change



]

[iV]

V]

The objects of the proposed Bureau De Change as disclosed in its Memorandum and
Artidles of Association which should agree with the services listed in the provisions of

section [1] of these Revised Guiddines and circulars issued by the Bank from time
to time.

The “fit and proper” person test of the shareholders, members of the board of
directors and the top managemen.

That the payment for the shares by the shareholders meets the requirements in terms
of mode (draft only dlowed), properly receipted and documented:

10. If stisfied with the promoters= submission, the Bank may cal upon the promoters to:

[i]
[ii]
]

[iV]

Submit the names of the proposed members of the top management.
Require the promoters to incorporate the company.

The bank will release 50% of the minimum paid-up capital at the grant of AlIP and
the balance at the grant of the operating licence.

Submit evidence of payment for shares proposed to be alotted to each prospective
shareholder.

11.  Thereafter, the Governor may grant alicence to the Bureau De Change.

12. The Bank may at anytime vary or review any condition of alicence or impose
additiond conditions

13. Wherealicenceis granted subject to the fulfillment of certain conditions, the Bureau
De Change shdl comply with those conditions to the satisfaction of the CBN within such
period as the CBN may specify.

3.0 EINANCIAL REQUIREMENTS

3.1  Thefinancid requirementswhichmay vary whenever the CBN consdersit necessary are as

follows
(&
[b]
[c]
[d]

Minimum paid-up share capital - NIOmillion
Non-refundable application fee - NI1000000
Non refundable licenang fee - N100,000.00
Non refundable annud licensing

renewd fee [payable within the
firgt quarter of subsequent year] - NI10,00000
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4.2

4.3

4.4

4.5

[€] Non-refundable change of name fee - A10,000.00
[f] Mandatory [caution money] Deposit - §:1,000,000.00

Thelicence shdl be renewable annudly subject to full compliance with these guiddines and
payment of annua renewa fee as Sipulated above.

Every Bureau De Change shall be required to be a member of the Association of Bureaux
De Change of Nigeria[ABCON].

Any Bureau De Change seeking renewd of its licence shdl be required to show evidence of
current membership of the Association of Bureaux De Change Operators of Nigeria
[ABCON].

Every licensed Bureau De Change shdl maintain amandatory deposit of N1,000, 000.00 [as
dipulated above] with the Central Bank of Nigeriaasa caution money for the purpose of
paying bonafide clamantsin the event of default or liquidation of the Bureau De Change.
Such fund shdl beinvested in Government securities by the CBN and any income accruing
thereon shal be paid to the Bureau De Change periodicdly.  If, for any reason, the principd,
i.e the mandatory deposit should fal below the N1,000,000.00 levd, the company [BDC] shdl
be required to make up the shortfal within fourteen [14] days.

The licensing fee and mandatory deposit shdl be paid within 3 months of the grant of
Approva-In-Principle, but before issuance of licence.

MANAGEMENT REQUIREMENTS

The number of directors on the board of a Bureau De Change shdl be aminimum of three
[3] and amaximum of five [5]. The gopointment of directors shdl be subject a dl timesto
the gpprovd of the CBN.

The following minimum qualifications and experience are mandatory for officers who
shdl accupy the key/top management positionsin BDC.

MANAGING DIRECTOR/CHIEF EXECUTIVE

A recognized Universty degree or its equivaent with aminimum of 5 years rlevant post
qudification experience.

SENIOR MANAGEMENT OFFICERS/MANAGERS

A recognized University degree or its equivalent with a minimum of 3 years rlevant post
qudification experience.

SUPPORT STAFF/CASHIER
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Any person with any other qualifications or experience that may be considered adequate by
the CBN can hold any of the positionsin [4.3], [4.4], [4.5] within the inditution.

Every BDC shdl be required to obtain the approva of the CBN for its organisationa
structure and top management staff and changes made therein.

DISQUALIFICATION AND EXCLUSION OF CERTAIN INDIVIDUALS
FROM THE MANAGEMENT OF BUREAUX DE CHANGE IN NIGERIA

In line with the BOFI Act No. 25 of 1991 [as amended], dl the conditions stipulating the

excduson of certain individuds from the management of banks, shal gpply to the management
of BDCs except with written permission of the Governor of the CBN.

CONDITIONSPRECEDENT TO THE COMMENCEMENT OF
OPERATIONS

The promoters of a BDC shdl submit the following documents to the CBN before such a
company is permitted to commence operations.

a A Caertified True Copy of the shareholders register in which the equity interest of
eech shareholder is properly reflected together with the origind for sghting.

o] A copy of the share certificate issued to each shareholder.

C. A cetified true copy of the Form CO2 [Return of Allotments] filed with the
Corporate Affairs Commission.

d. A certified true copy of the Form CO7 [particulars of directors] and written
confirmation that the Board of Directors approved by the CBN has been
ingalled.

e A catified true copy of the Memorandum and Articles of Association, filed with the
Corporate Affars Commission.

f. The opening statement of affairs audited by an approved firm of accountants
practisng in Nigeria

o] A certified true copy of the certificate of Incorporation of the company [together with
the origind for Sghting purposes only].

h. A Copy each of the letters of offer and acceptance of employment by the
management staff and a written confirmation that the management team approved
by the CBN has been ingdled.

The BDC shdl inform the CBN of the location and address of its registered office or
business premises.
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The BDC shdl beinformed in writing by the CBN that it may commence business after the
physica ingpection of its premises, and after the Bank must have been satisfied that

necessary equipment have been put in place.
The BDC shdl inform the CBN in writing of the date of commencement of business.

SOURCESOF FUNDS

The sources of funds of aBDC shdl consst of the following:

Equity, thet is paid up capitdl and reserves

Acquired foreign exchange for the purpose of re-sdling. Whilea BDC may purchase forex
from autonomous sources, it shal not take or accept deposits as defined in Section 61 of
BOFI Act 25,1991 [as amended] or any other subsequent amendment.

OPERATIONS OF BUREAUX DE CHANGE

Every Bureau De Change in Nigeria shdl ded in bank notes, coins, buying and sdling of
Travelers cheques.

The foreign currencies dedlt in by a Bureau De Change shdl be derived from private sources
or such other sources, including the IFEM, as the Centra Bank of Nigeria shdl define from
time to time for the purpose of Business Travel Allowance [BTA] and Personal Travel
Allowance [PTA].

Bureaux De Change shdl acquire ther Travellers’ cheques for resale from gppropriate
travellers' cheques companies.

Any person wishing to sdll foreign currency to a Bureau De Change shdl not be required, and
if so required, shal not be obliged to disclose the source. The Bureau De Change should
however, ascertain the genuineness of the foreign currency. In the case of travellers
cheques, it should confirm the sdller’ sidentity in the conventiond way i.e. by Sghting the
sdler=s passport for relevant endorsement.

Transactions shdl beona cash and carry basis.  For the avoidance of doubt, forward
transactions by Bureaux De Change are not dlowed.

The maximum amount per transaction for aBDC shd| be determined from time to time by
the CBN with respect to business and persond travel dlowances.

Each licenced Bureau De Change shdl be free to quote its buying [bid] and sdling [ask] rates
subjed to a maximum spread of 2% between the buying and sdlling rates.

The maximum commission chargeable for banknotes and travellers' cheques shdl be 3 of
1% in locd currency.
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The exchange rates and commission at which each Bureau De Change is prepared to
transact business shdl be clearly diplayed and its business shdl be done at those rates and
commissons subject to the requirements of 8.5, 8.7 and 8.8.

Every Bureau De Change shall keep proper registers and other records of all its transactions
for the purpose of enhancing business efficiency. Furthermore, amechine list or receipts
showing how the amount paid to or by a customer was arrived at, should be issued by the
Bureau De Change.

Thereis no documentation required in respect of the sle or purchase of foreign exchange by
customers except for foreign exchange acquired from IFEM for the purposes of BTA and
PTA, such documents are as prescribed by the CBN.

Purchases of foreign currencies by intendng travders shdl be supported by a validly issued
and genuine ticket (duly completed Form A, a Current Passport with valid visa), and the
amount shdl be endorsad on the passport. 1n such cases a photocopy of the ticket and
relevant pages of the passport shdl be kept by the bureaux de change.

Every Bureau De Change shdl transact business only &t its registered office location or
premises specificaly approved by the CBN for that purpose and conspicuoudy located and
clearly designated. Any Bureau De Change that operates outsde its location or premises
without gppropriate approva from the CBN, upon a report by ABCON or and confirmation
by the CBN would have its licence revoked.

It shal be aground for the revocation of a bureau de change licence should any Street trader
involved in the sde of foreign currencies have any relationship with alicensed bureau de
change.

Every Bureau De Change shdll fix its hours of businesswhich shdl beclearly displayed.

Transactions between Bureaux De Change are dlowed but such transactions shl be

conducted at rates negotiated between themsalves. In the case of any digpute, such should be
reported to ABCON and the CBN.

It is mandatory for a Bureau De Change to open both foreign exchange domidliary account
and Naira accounts with authorised dedlersin Nigeriaand inform the CBN accordingly.

The foreign exchange and naira accounts so opened as provided in 8.16 above shdl be used
solely for day to day operations.

Every licensed BDC shdl render monthly returns to the CBN and ABCON onits
sources and utilisation of forex.

ECOWASTRAVELLERSCHEQUESI[ETC]
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For the purpose of foreign exchange needed for ECOWAS Traveers Cheques [ETC]
operations, aBDC shdl obtain its supply from the interbank foreign exchange market
[IFEM] at the ruling market rate.

BDCswill be required to channd their demand for forex through designated banks
with whom arrangements have been made by ABCON.

For the purpose of trangparency, each BDC will liaise directly with the authorised deders or
desgnated banks to confirm the rates of transaction.

The designated banks shdl debit directly the account of BDCs that require forex for
ETC purpose.

Returns of the tota transactions per week will be compiled by ABCON and the designated
banks

BDCswill be required to obtain from each customer gppropriate documentetion for the sdle
of forex acquired from IFEM viz Form A, photocopy of passport, air ticket, for BTA.

The CBN shdl conduct an examinetion to verify the utilization of forex acquired through
IFEM and its documentation at ABCON secretariat and the designated bank[s]. For the
avoidance of doubt, funds acquired from IFEM shall be used mainly for the purpose of ETC
operations. Thisisto promote trade in the West Africa sub-region.

TRANSACTIONSNOT ALLOWED

Engaging in off-shore business or maintaining foreign correspondence relationship.
Egtablishment of letters of credit or engaging in any import related activities.

Engaging directly or indirectly in any form of outward and inward foreign currency transfer
activities and credit card services.

No Bureau De Change shdl maintain aforeign account in whatever form including
domidiliary account, in any bank, except those Stipulated in 8.16.

Round-tripping of foreign exchange [currency] acquired from IFEM is prohibited.

Street trading of Forex.

SUPERVISION AND MONITORING OF BUREAUX DE CHANGE

The Centrd Bank of Nigeriashdl supervise and monitor the operations of the Bureaux De

Change to ensure the orderly conduct and development of this segment of the Autonomous
Foreign Exchange Market.

Thefull lig of licensed Bureaux De Change and their registered places of business shdl be

9
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published periodicaly by the CBN for the information and benefit of members of the public.

In compliance with the provisons of Section 58 [2] [b] of BOFH A, every Bureau De Change
shdl render monthly returns to the Central Bank of Nigerianot later than 14 days after the
end of the month to which the returnsrelate. The returns shal be rendered on the prescribed
format dipulated by the CBN.

The records of the Bureaux De Change shdl be made reedily available to the CBN
examinersfor examination as and when requested.

Every operator of Bureaux De Change shdl be required to sign the Code of Conduct for
BDCs and shdl ensure gtrict adherence to the code by the company and its staff.

DISPLAY OF LICENCE

Each Bureau De Change shdl display acopy of itslicence in a conspicuous pogtion &t its
head office aswdl asin dl itsbranches. In contravention, the BDC shdl be pendised in line
with section 60[1] of BOFIA, as amended.

BRANCH EXPANSION/CLOSURE AND RELOCATION.

No Bureau De Change shdl open, close or relocate a branch without the prior gpprova in
writing of the Bank.

Every application for the opening of anew branch shdl be accompanied with the following
documents:

[i] A copy of the Board resolution in support of the proposed branch.
[ii] A detailed feaghility report on the proposad branch showing:
a Therationde for the proposed branch.
b Initid capitd outlay for the propased branch.
C. Projected income and expenditures for 3 years.
d. The proposad organisationd sructure of the proposed branch.
e The gtaffing requirements.
f. The underlying assumptions for the financid projectionsin the report.
[iii] A Bureau De Change seeking approva for the opening of anew branch must have a

track record of good financid performance, regularity in the rendition of dl required
returns, compliance with the laws, rules and guiddines and circulars.

10
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[iv] Every gpplication for the dosure of abranch or business operation of aBDC shdll be
accompanied with acopy of the Board resolution authorising the closure.

INTERNAL CONTROLS

Every Bureau De Change shdl have an Internd Audit Unit which shdl ensure that the
operaions of the company conform with the law, guiddines, directives and circulars issued by
the Bank aswdll astoitsinternd rules and regulations. Every fraud or attempted fraud
must be promptly reported to the Director, Other Financid Indtitutions Department of the
CBN.

APPROVAL OF AUDITED ACCOUNTS

Every licensed BDC shdl submit its audited financia statements to the CBN for approval,
not later than 3 months after the end of its accounting year.

No Bureau De Change shdl publish its Audited Accounts in the Newspaper without the
approval inwriting of the CBN.

GENERAL SELF REGULATORY INFORMATION

Every licensed BDC shdl be required to be a member of ABCON and shdl comply with all
the rules and regulations of the association.

REVOCATION OF LICENCE

The Centrad Bank d Nigeriamay at any time, revoke the licence of a Bureau De Change if
it has reason to believe thet it is not in the nationd interest for it to continue to operatein line
with the provisons of CBN Act No. 24, 1991 [as amended] and the Foreign Exchange
[Monitoring and Miscdllaneous Provison Act] No 17 of 1995.

The grounds for revoking alicence granted to a Bureau De Change shdl be any or dl of the
followings

Wherethe BDC or any of its officers:

With intent to defraud, forge, mutilate, dter or deface any foreign currency, traveler=s
cheques or other ingruments of exchange in the foreign exchange markets.

Obtains foreign currency from any indligible source or from an digible source but
in a fraudulent manner.

Fails to maintain the mandatory deposit of x 1,00,000.00 as required by the CBN for
up to Sx months within a period of twelve months..

Has been found guilty by a court of competent jurisdiction of fraudulent or dishonest
practices.

11



15.25 Falsto operate within Six [6] months after the grant of alicence.
15.2.6 Falsto render returnsfor six [6] consecutive months.
15.2.7 |Isasociated with street trading in foreign exchange.
15.2.8 Submitsfase information/data during and &fter the processing
of the gpplicaion for licence.

1529 Persgently failsto comply with any guidelines directives or circulars of the CBN or
provisons of BOFl Act for aperiod of Sx [6] months.

15.2.10 Engages in functiong/activities outsde the scope of its licence.

15.2.11 Falure to renew the licence within the first quarter of the year following the end of
each calender year ending December 31.

15.2.12 Engages in any other act or acts which in the opinion of the Centrd Bank of Nigeria
condtitutes aviolation or breach of these guidelines, the BOFIA Act No 25 of 1991 [as
amended] circulars and other regulations by the Centrd Bank of Nigeria

16.0 Inlinewith the provision of BOFI Act No 25, 1991 [as amended] section 14 [2], where the
Bank proposes to revoke the licence of any BDC pursuant to Section 15 of these guiddines,
the bank shdl give natice of itsintention to the BDC and the BDC may within 30 days make
representation [if any] to the Bank in respect thereof.

170 CHANGEIN THE OWNERSHIP STRUCTURE

Except with the prior consent of the Bank, no Bureau De Change shdl enter into an
agreement or arrangement:

a Which results in achange in the control or ownership of the BDC.

b For sde, disposd or trandfer of the whole, or any part of the business of the BDC or
its licence issued for the business of BDC thereof.

C. For the andgamation or merger of the BDC with any other  person.

d For the reconstruction/restructuring of the BDC

e To employ amanagement agent or to transfer its businessto any such agent. For
the avoidance of doubt, any BDC wishing to go into a merger or and
acquisition shdl apply inwriting to the Central Bank of Nigeriafor gpprovd.

18.0 RENEWAL OF LICENCE




19.0

191

20.0

201

21.0

211

Every BDC licence shall expire on 31st December of each year and shal, be renewed within
thefirg quarter of the subsequent year a a nonrefundable fee of N-10,000.00 [ Ten thousand
Naraonly] or a such afee as may be stipulated by the Bank from time to time, subject to its
operations being satisfactory to the Bank. Failure to renew the operating licence would
attract severe sanctions.

COMPLIANCE WITH LAWS, RULESAND REGULATIONS

Every Bureau De Change shal comply with the requirements of the monetary policy
guiddines, the provisons of BOFl Act 25, 1991 [as amended], dl rulesand regulations
aswdl asdrcularsissued by the Bank on foreign exchange activities/business from

timetotime

OFFENCESAND PENALTIES

Any Bureau De Change which contravenes the provisons of these guiddines shdl be lidde
to pendties as may be stipulated by the Bank in addition to prosecution in a court of
competent jurisdiction.

AMENDMENT

The Bank reserves the right to amend or revise the guiddines from time to time.

CENTRAL BANK OF NIGERIA
ABUJA
MAY, 2002
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