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HOW TO APPLY TRADER REGISTRATION

[STEP 1] GO TO FOOD TRADER PORTAL (FTP) HOMEPAGE

1. Go to the FTP homepage (https://www.ftp.cfs.gov.hk).

For Food importers or distributors who need to apply for the trader registration, click the

link Not yet have FTP Account? on the homepage.

ANRBGAPIHEE
Food Trader Portal L =8

ramantn olE aw
ok i R |[O YA
Iz 9

Trader Registration

Importing / Exporting Food
e-Health Certificate Enquiry
Recording Food Arrival Information

@ Login to Food Trader Portal (FTP) Account
Not yet have FTP Account?
orgot Password?

Tutorial Videos for  Verification of ~ Useful Information
Novice Import Licence for
Meat and Poultry

@ Login to System for Small Volume Exemption (SSVE) Account

o
el
¥ , R fmmstms e
Disclaimer | Privacy Palicy | Copyright Notice | Accessibility | Privacy Enquiries WaC GMAEA ;Mw,b for Al il

2.  Answer a few questions to start new trader registration.

2.1. If your business does not have Trader Registration Number or Exemption Number,
click No button.

1. Do you have Trader Registration Number / Exemption Number?

N (Ve )|( )
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2.2. If your business is one of the licensees, permittees or certificated owner listed

below, click Yes button, otherwise click No button.

2. Are you one of the licensees, permittees or certificated owner listed below?
—y
1. The heolder of a permission under section 30 of the Food Business Regulation (Cap. 132X)

2. The licensee of a licence under Part IV of the Food Business Regulation (Cap. 132X

3. The licensee of a licence under Part Il of the Frozen Confections Regulation (Cap. 132AC)
4, The licensee of a licence under Part Il of the Hawker Regulation (Cap. 132Al)

5. The licensee of a licence under Part Il of the Milk Regulation (Cap. 132AQ)

6. The licensee of a licence under the Offensive Trades Regulation (Cap. 132AX)

7. The licensee of a licence under Part |l of the Slaughterhouses Regulation (Cap. 132BU)

8. The registered stockholder of a reserved commaodity under regulation 13 of the Reserved Commeadities (Control of Imports, Exports and
Reserve Stocks) Regulations (Cap. 2964)

9. The licensee of a licence under section 8 or the permittee of a permit under section 14 of the Marnne Fish Culture Ordinance (Cap. 353)

10. The certificated owner of a vessel licensed under the Merchant Shipping (Local Vessels) (Certification and Licensing) Regulation (Cap.

548D) in respect of a Class lll vessel
Yes ( No )

2.3. If you carry on any food importation business or any business that supplies food

in Hong Kong by wholesale, click Yes button.

food in Hong Kong by wholesale?

3. Do you carry on any food importation busi or any busi that

N G|

2.4. If you answered Yes in Question 2 (i.e. Point 2.2), please proceed to Point 2.6.
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2.5. Click Start button to begin new trader registration. Proceed to [STEP 2] PART A:
ENTER PARTICULARS OF YOUR BUSINESS in Point 3.

4. Please note:
-

You are required to register as food importer and / or distributor under the Food Safety Ordinance (Cap. 612), please

click start to begin your new trader registration.

< D

2.6. Enter your Licence / Permission Number and upload the copy of licence /

permission. Then click Next.

Screen for Exempted Trader Registration

4. Please provide information for any one of the licence / permission.
|

Fields marked with [*] are mandatory

Licence / Permission

Number *
Please upload the licence / Note: File should be in JPEG or PDF format, of
permission. * resolution at 600dpi or above. File size should be 2MB

WChoose file | O Pelow)

< CD

(Note: The uploaded file needs to meet the relevant specifications -
. File should be in JPEG or PDF format ;
. Resolution of file should be at 600dpi or above ;

. File size should be 2MB or below)
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2.7. Enter your business registration and contact information. Upload the

corresponding registration certificate image. Then click Submit.

Screen for Exempted Trader Registration

5. Please provide the following information.
—

Fields marked with (*] are mandatory

Important Note(s): Accept Hong Kong telephone number only

Business Registration

-000 No Business Registration Certificate
Number *
Please upload the certificate. * Note: File should be in JPEG or PDF format, of resolution at

600dpi or above. File size should be 2MB or below.)
B Choose file

Contact Person *
Telephone Number *

Email Address * Re-confirm

Re-confirm

2.8. Tick the declaration box and then click Confirm and Submit button.

Screen for Exempted Trader Registration

Declaration

I, Chan, Tai Man, am the Contact Person of the business under this application, hereby declare that:

| fully understand the "Personal Information Collection Statement".

Confirm and Submit
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Upon successful submission, you will receive an application number. If you have

any enquiries or need to contact our staff, please refer to this application number.

Screen for Exempted Trader Registration

‘6’ Acknowledgement

Application No. elUE-N-XX-00XXXX

Application Date 20XX-XX-XX 10:66:16

The information you provided has been received. We will contact you as soon as possible.
For any enguiries, please contact:

Food Importer / Distributor Registration and Import Licensing Office

Centre for Food Safety, Food and Environmental Hygiene Department

Room 119, 1/F, 258 Queen's Road East, Wan Chai, Hong Kong

Tel. No.: 2156 3017 / 2156 3034

Email: fso_enguiry@fehd.gov.hk

(Office hours: Monday to Friday 9:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:45 p.m.)
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2.10. You will receive an email for requesting supplementary information. In the

attachment, click the reply link to provide the required information.

Screen for Exempted Trader Registration

; G L e LET=PRTE b AT EL
R mWEE PG i HOE
ﬁﬁw Eﬂ'ﬁﬂw gug cantre for Food Safety AL Y BT TR O A R

Hyglens Deguriment Foud Importer | Distribulor Registration
and Impart Licensing Office

Food Import & Expor Section

Roam 113, 1/F, 258 Queen's Road East, Wan Chai, Hong Kong

MiETelephone : 2156 3017 /2156 3034 WWFax: 2156 1015

WEIE-mail : fso_enquiry@fehd.gov.hk

Our Ref.: = =

Dear Sir/Madam,

Food Safety Ordinance
Food Importer/Distributor Registration Scheme

Under Part 2 of the Food Safety Ordinance (Cap. 612) (the Ordinance), any
persons who carry on a food importation or distribution business in Hong
Kong are required to register as food importers / distributors with the Director
of Food and Environmental Hygiene (DFEH). As a trade facilitation measure,
food importers [ food distributors who have already obtained a licence or have
registered under other specified Ordinances (listed at Schedule 1 to the
Ordinance) are exempted from the registration requirement. You may visit the
website:https://www.fics.gov.hk/home/exemptionDetail/index.htm?locale=en

for details.

According to our record, you have already obtained a licence from or have
registered with the - ~ and are
therefore exempted from the registration requirement under Part 2 of the
Ordinance so long as your licence / permit [ registration / certification remains
valid.

However, please note that you are still required to provide supplementary
information upon request in writing by the DFEH under section 19 of the
Ordinance, if you are carrying on a food importation/distribution business.
Any persons who carry on a food importation or distribution business but fail
to provide the DFEH with the required supplementary information commit an
offence and are liable to a fine at level 3 and to imprisonment for 3 months.

1.  Providing Supplementary Information

If you do carry on a food importation business or distribution business in
Hong Kong, as the person duly authorized by your business, you are required
to provide all the required supplementary information, including particulars of
your business, particulars of the Authorised Person(s) and / or Nominated
Person(s), food category invelved in i your
exemption status via the reply link: |http:// More
details can be found in the “Important Notes for Exempted Traders” after
you have clicked the link. An Exemption No. will be assigned to you upon
completion.
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2.11. If you are carrying on a food importation or food distribution business, click Yes,

then proceed to provide the particulars of your business.

Screen for Exempted Trader Registration

1. Are you/ Is your company carrying on a food importation or food distribution business?
—

[No‘ | am / My company is not carrying on a foodj ( Yes )

importation or food distribution business.

Version 2.6 (30 January 2024)
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[STEP 2] PART A: ENTER PARTICULARS OF YOUR BUSINESS

3. Choose the legal status of your business. Click Individual button.

Part A: Enter particulars
of your business

1. What is the status of your business?

Important Note(s): Please note that change of answer to this question is not allowed during the process of this application. You are advised to choose carefully
in accordance with the Business Registration Certificate.

Body Corporate Individual Partnership

4. Read the important notes carefully. After reading the important notes, tick the box |

have read the above important notes and click Next button to proceed to the next page.

Important Notes for Trader Registration

Important Notes for Trader Registration (Individual) under the Food Safety Ordinance (Cap.612) -

These Motes are provided for information only. They do not have the force of law and should not be interpreted in any manner which would override the provision of
Food Safety Ordinance (Cap. 612) (the Ordinance). Please refer to the provisions of the Ordinance for details. In case of any inconsistency, the statutory provisions will
prevail.

|. Registration requirement under the Food Safety Ordinance (Cap. 612)

The Ordinance requires any person who carries on a food importation or food distribution business to register with the Director of Food and Environmental
Hygiene (the Director). A person wha, without reasonable excuse, contravenes such a requirement commits an offence and is liable to a fine up to level 5 and to
imprisonment up to 6 months.

The Ordinance does not apply to any food that is not intended for human consumption nor live aguatic products which are kept in captivity for the purpose of
propagation or promation of growth.

Any person, body corporate or partnership that imports andfor distributes food should register their business with the Director in accordance with the Food Safety
Ordinance, except those listed in Schedule 1 to the Ordinance.

Business engaging in retail business as its principal business is not required to register with the Director as a food distributor,

The registration requirement does not apply if a person solely imports the food in the course of business of a food transport operator. Besides, a person is not
required to register as a food distributor if he has already been registered as a food importer in respect of the business. Therefore, if a person carries on both food
importation and distribution businesses, he only needs to be registered as a food importer.

The registration requirement is also not applicable to persons who import food solely for the purpose of expart where the food is air t
the period between import and export, the food remains in the vessel, vehicle or aircraft in which it was imported.

rga or during

You should have the following documents and information ready before preparing this application.

1- Animage of Business Registration Certificate/other registration certificate.

2 - Animage of Hong Kong Identity Card/other proof of identity for yourself and each Nominated Person (please refer to Part || of the Notes).

3 - For each Trader Registration Number/Exemption Number, every Authorised Person and Mominated Person must possess a unigue email address and local
mobile phone number different from each other.

The above documents should be stored as image file in JPEG or PDF format, with a resolution of 600dpi or above. The size of each file should not be more than 2
megabytes,

Section 20(1) of the Ordinance provides that a person commits an offence if in, or in relation to, an application for registration, the person-
(3) provides information or a document that the person knows is false in a material particular; or

(b) recklessly provides information or a document that is false in a material particular.

A person commits an offence under section 20{1) of the Ordinance is liable to a fine at level 3 and to imprisonment for 3 months.

I | have read the above important notes. I
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Screen for Exempted Trader Registration

Important Notes for Exempted Trader Registration

Important Notes for Exempted Traders (Individual)
Food Safety Ordinance (Cap.612)

These Notes are provided for information only. They do not have the ferce of law and should not be interpreted in any manner which would override the provision of
Food Safety Ordinance (Cap. 612) (the Ordinance). Please refer to the provisions of the Ordinance for details. In case of any inconsistency, the statutory provisions will
pravail.

I i i i under the Food Safety Ordi (Cap. 612)

The Ordinance requires any persens who carry on a food importation or distribution business in Hong Kong to register as food imperters / food distributors with
the Director of Foed and Environmental Hygiene (the Director).

As a trade facilitation measure, food importers / food distributors who have already obtained a licence or have registered under other specified Ordinances are
exempted from the registration requirement.

These exempted food importers / foed distributors include-
1. The holder of a permission under section 30 of the Food Business Regulation (Cap. 132X)
. The licensee of a licence under Part IV of the Food Business Regulation (Cap. 132X)
. The licensee of a licence under Part IIl of the Frozen Confections Regulation (Cap. 132AC)

. The licensee of a licence under Part Il of the Hawker Regulation (Cap. 132A1)

2

3.

4,

5. The licensee of a licence under Part |l of the Milk Regulation (Cap. 132AQ)

6. The licensee of a licence under the Offensive Trades Regulation (Cap. 1324X)

7. The licensee of a licence under Part |l of the Slaughterhouses Regulation (Cap. 132BU)
8,

. The registered stockholder of a reserved commodity under regulation 13 of the Reserved Commaodities (Control of Imports, Exports and Reserve Stocks)
Regulations (Cap. 296A)

w

. The licensee of a licence under section 8 or the permittes of a3 permit under section 14 of the Marine Fizh Culture Ordinance (Cap. 353)

.
o

. The certificated owner of a vessel licensed under the Merchant Shipping (Local Vessels) (Certification and Licensing) Regulation (Cap. 548D) in respect of a
Class Il vessel.

* If you are one of the persons listed above, you are exempted from the registration requirement under Part 2 of the Ordinance so leng as your licence / permit /
registration / certification remains valid. Information related to your license, permit, permission, or registration has been provided to this department by specified
Authorities (including DFEH; Director-General of Trade and Industry; Director of Agriculture, Fisheries and Conservation and Director of Maring) under section 18
of the Ordinance.

| have read the above important notes.

5. If the image files of the documents required for registration are ready, click Yes button

to go to next step.

Part A: Enter particulars PaRT
of your business

£

w
&)

.-
(o}

2. Do you have the following document(s) in either JPEG or PDF format of file size not more than 2MB?

An image of Business Registration Certificate / other registration certificate

An image of Hong Kong Identity Card / other proof of identity for yourself and each Nominated Person

10
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6. Input the name of business / corporation / branch.

(Note: You have to input the information accurately with reference to the business
registration certificate and upload its image file.)

Part A: Enter particulars PART

PART PART
of your business B C D
Flelds marked with (] are mandatory o e e P 0OOGE
38 Please provide your business details.
—~-y

Important Note(s): You are advised to input carefully in accordance with the Business Registration Certificate.

i Name of Business / Corporation *

(In English) (In Chinese)
i) Business / Branch Name

(In English) (In Chinese)
iii) Business Registration No, * -000

No Business Registration Certificate

Please upload the certificate. *

& Choose file
[Note: File should be in JPEG or PDF format, of
resolution at 600dpi or above. File size should be
2MB or below.)

Screen for Exempted Trader Registration

Part A: Enter

particulars of your e =
business B D I
Fields marked with %] are mandatary 000 BH6E
3. Please provide your business details.
—
Important Note(s): You are advised to input carefully in accordance with the Business Registration Certificate.
i) Name of Business / Corporation *
(In English) (In Chinese)
i) Business / Branch Name
(In English) (In Chinese)
iii) Business Registration No. * -000 No Business Registration Certificate
Please upload the certificate. *
WChoose file
{Note: File should be in JPEG or PDF fermat, of
resolution at 600dpi or above. File size should be
2MB or below.)
iv) Statement of Consent (Publishing I being exempted from

as a food importeridistributor under the Food Safety Ordinance (Cap/612), hereby consent and
authorize the Centre for Fod Safety, Food and Environmental Hygiene Department (CFS) to disclose and publish information about my

importation/distribution business, including the business name, exemption number, business address, telephane number, main food
category and food classification, an the CFS website for public inspection.

Q e No

Exempted Trader’s Information)

o

11
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7. If your business does not have business registration certificate, tick the box No Business
Registration Certificate, then select other registration type, input the registration

number and upload the corresponding certificate image.

Part A: Enter particulars PART PART PART
of your business B ) = ) D )

Fields marked with [7] are mandatory 000 eE

=h Please provide your business details.
—

Important Note(s): You are advised to input carefully in accordance with the Business Registration Certificate.

i Name of Business / Corporation *
(In English)

(In Chinese)

i) Business / Branch Name

(In English) (In Chinese)

iii) Other Registration Type Certificate of Incorporation - No Business Registration Certificate

Registration No. *

Please upload the certificate. *
W Choose file

\——————
[Note: File should be in JPEG or PDF format, of
resolution at 600dpi or above. File size should be
2MB or below.)

Screen for Exempted Trader Registration

Pa : A'IEnter' @ 6? 2
e 8) <) 5)
® . &

Fields marked with [*] are mandatory 0 0 e 46 6«
3. Please provide your business details.
—
Important Note(s): You are advised to input carefully in accordance with the Business Registration Certificate.
il Name of Business / Corporation *
(In English) {In Chinese)
i) Business / Branch Name
(In English) (In Chinese)
iii) Other Registration Type Certificate of Incorporation v No Business Registration Certificate
Registration No. *
Please upload the certificate. *
WChoose file
Note: File should be in JPEG or PDF format, of
resolution at 600dpi or above. File size should be
2MB or below)
iv) Statement of Consent (Publishing

| being exempted from registration as a food importerdistributor under the Food Safety Ordinance (Cap.612), hereby consent and
autherize the Centre for Food Safety, Food and Environmental Hygiene Department (CFS) to disclose and publish information about my
importation/distribution business, including the business name, exemption number, business address, telephone number, main food
category and food classification, on the CFS website for public inspection.

Q Yes No

Exempted Trader's Information)

12
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8. Click Choose file button to select image file.
(Note: The uploaded file needs to meet the relevant specifications -
o File should be in JPEG or PDF format ;
o Resolution of file should be at 600dpi or above ;
. File size should be 2MB or below)
Z::uﬁcr E::r: Ep:srtmulars FABm (pf(\:m , me
Filelds marked with [*] are mandatory 0 e e 9P006¢
= Please provide your business details.
.
Important Note(s): You are advised to input carefully in accordance with the Business Registration Certificate.
i) Name of Business / Corporation *
(In English) (In Chinese)
ii) Business / Branch Name
(In English) (In Chinese)
i) Business Registration No. * -000 No Business Registration Certificate
Please upload the certificate. *
M Choose file
(Note: File should be in JPEG or P oSpem—
resclution at 600dpi or above. File size should be
2MB or below.)
Screen for Exempted Trader Registration
Part A: Enter T -
zi:.n::irs of your f) P)
: : )
Fields marked with [*] are mandatory 0 0 9 DO 6 e
3.  Please provide your business details.
|

Important Note(s): You are advised to input carefully in accordance with the Business Registration Certificate.

i) Name of Business / Corporation *
(In English) (In Chinese)
i) Business / Branch Name
{In English) (In Chinese)
iii) Business Registration No. * -000 Mo Business Registration Certificate
Please upload the certificate. ]
'®rChoose file
Note: File should be in JPEG or' "
resolution at 600dpi or above. File size should be
2MB or below.)
iv) Statement of Consent (Publishing

| being exempted from registration as a food importeridistributar under the Food Safety Ordinance (Cap.612), hereby consent and
authorize the Centre for Food Safety, Food and Environmental Hygiene Department (CFS) to disclose and publish information about
my importation/distribution business, including the business name, exemption number, business address, telephone number, main
food category and food classification, on the CFS website for public inspection.

0O ves No

Exempted Trader's Information)

13
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9. Click Upload file button to complete uploading the file.

Part A: Enter

particulars of your e e
E B D

Fields marked with [%] are mandatory

3. Please provide your business details.

|
Important Note(s): You are advised to input carefully in accordance with the Business Registration Certificate.
i) Name of Business / Corporation *
{In English) (In Chinese)
i) Business / Branch Name

(In English) (In Chinese)

iii) Business Registration No. * -000 No Business Registration Certificate
Please upload the certificate. *

BR_888001XX.pdf W Choose file

Note: File should be in JPEG or PDF format, of
resolution at 600dpi or above. File size should be
2MB or below.)

Screen for Exempted Trader Registration

Part A: Enter

particulars of your
business

Fields marked with [*] are mandatory

3. Please provide your business details.

—
Important Note(s): You are advised to input carefully in accordance with the Business Registration Certificate.
i} Name of Business / Corporation *
(In English) {In Chinese)
i) Business / Branch Name
(In English) (In Chinese)
iii) Business Registration No_ * -000 Mo Business Registration Certificate
Please upload the certificate. *
pdf WrChoose file
Upload file
(Note: File should be in JPEG or PDF format, of
resolution at 600dpi or above. File size should be
2MB or below.)
iv) Statement of Consent (Publishing

| being exempted from registration as a food importer/distributar under the Food Safety Ordinance {Cap.612), hereby consent and
authorize the Centre for Food Safety, Food and Environmental Hyaiene Department (CFS) to disclose and publish information about

my importationdistribution business, including the business name, exemptien number, business address, telephone number, main
food category and food classification, an the CFS website for public inspection

O ves No

Exempted Trader's Information)

L=

Version 2.6 (30 January 2024)

14




- EWB 55 APl
" Food Trader Portal

Training Manual — Trader Registration
(For Individual)

10. After uploading the files, you can click the magnifying glass on the right hand side and

check whether the uploaded file is correct and clear.

For Exempted Trader Registration, proceed to Point 11, otherwise, go to Point 12.

Part A: Enter 3 .
particulars of your F"‘Bm' Pz:n'r T:;T
business

Fields marked with [*] are mandatory o o o P00 0

3.  Please provide your business details.
.

Important Note(s): You are advised te input carefully in accordance with the Business Registration Certificate.
i) Mame of Business / Corporation *

(In English) {In Chinese)
i) Business / Branch Name

(In English) {In Chinese)
fii) Business Registration No. * -0oo

No Business Registration Certificate

Flease upload the certificate. * D

BR_888001XX pdf

The file is successfully uploaded

{Note: File should be in JPEG or PDF format, of
resolution at 600dpi or above. File size should be
2MB or below.)

Screen for Exempted Trader Registration

Part A Enter’
particulars of your "E’“ "‘6’
business !
Fields marked with [*] are mandatory 000dBeC
38 Please provide your business details.
-
Important Note(s): You are advised to input carefully in i with the Busii Regi: ion Certificate.
i) Name of Business / Corporation *
(In English) {In Chinese)
ii) Business / Branch Name
(In English) (In Chinese}
iii) Business Registration No. * -000 No Business Registration Certificate
Please upload the certificate. * D
BR_888001XX pdf
The file is successfully uploaded
Note: File should be in JPEG or PDF format, of
resolution at 600dpi or above. File size should be
2MB or below)
-
iv) Statement of Consent (Fublishing | being exempted from registration as a food importer/distributor under the Foed Safety Ordinance (Cap.612), hereby consent and
Exempted Trader's Information) authorize the Centre for Food Safety, Food and Environmental Hygiene Department (CFS) to disclose and publish information about
my importation/distribution business, including the business name, exemption number, business address, telephone number, main
food category and food classification, on the CFS website for public inspection.
O ves No

15
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11. To give consent and authorise the Centre for Food Safety, Food and Environmental
Hygiene Department (CFS) to disclose and publish information about your importation /
distribution business, including the business name, exemption number, business address,
telephone number, main food category and food classification, on the CFS website for

public inspection, choose Yes, else select No.

Screen for Exempted Trader Registration

Part A: Enter
PaRT PART PART
particulars of your B C D
business E
Fields marked with [*] are mandatory o o e 2906
3.  Please provide your business details.
-
Important Note(s): You are advised to input carefully in accordance with the Business Registration Certificate.
i) Mame of Business / Corporation *
(In English) (In Chinese)
i) Business / Branch Name
(In English) (In Chinese)
iii) Business Registration No. * -000 No Business Registration Certificate
LY
Please upload the certificate. *
BR_888001XX pdf
The file is successfully uploaded.
MNote: File should be in JPEG or PDF format, of
resolution at 600dpi or above. File size should be
2M8 or below
-
iv) Statement of Consent (Publishing | being exempted from registration as a food importer/distributor under the Food Safety Ordinance (Cap.612), hereby consent and
Exempted Trader's Information) autherize the Centre for Food Safety, Food and Environmental Hygiene Department [CFS) to disclose and publish information about
my importation/distribution business, including the business name, exemption number, business address, telephone number, main
food category and food classification, on the CFS website for public inspection.
[« CH No

12. Click Next button.

16
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13. Enterthe registered office address accurately with reference to the business registration

certificate. Click Next button.

PART Part A: Enter particulars PART PART
A of your business B ) = )
’ ‘ ‘ @

Fields marked with [*] are mandatory 0 e e o &

@

6 7

4. Please provide the registered office address. *
|

Important Note(s): You are advised to input carefully in accordance with the Business Registration Certificate.

(In English)

(In Chinese)

14. Enter the correspondence address. Tick the box Same as the registered office address
if the correspondence address is the same as the registered office address entered in the

last step. Click Next button.

Part A: Enter particulars PART PART
of your business B ) C )

Fields marked with %] are mandatory 000006

5.  Please provide the corr d dd G

1
- o3

| Important Note(s): Accept Hong Kong address only ‘

I Same as the registered office address I

(In English)

(In Chinese)

17
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15. Enter the business telephone number(s), email address(es) and fax number. Click Next

button.
@ R ":Bm) E’“) ET)
5 5 2 (oo )
Fields marked with [*] are mandatory o e 9 ° o Q z
6. Please provide the business telephone number(s), email address(es) and fax number.
o Important Note(s): Accept Hong Kong telephone number only ‘
i) Telephone Number(Primary) *
Telephone Number(Secondary)
ii) Email Address(Primary) Re-confirm Re-confirm
Email Address(Secondary) Re-confirm Re-confirm
ii) Fax Number
Next
16. For a business established in the form of individual, there should be only one Authorised
Person (AP), and you (Business Owner) are the only AP of your company. Enter your
name and Hong Kong identity card number. If you do not have Hong Kong identity card,
tick the box | do not have Hong Kong Identity Card, then input the identity type and
number.
17. Click Choose file button to choose the image file of identity document and then click
Upload file button.
18. Preview the input of the whole Part A by clicking Preview Part A button. If there is no

problem, click Proceed to Part B button.

ii)

>

Part A: Enter particulars PART PART PART
of your business ‘ B ) ‘ \9) D )

: @

Fields marked with [*] are mandatory o e e o e o 0

Please provide your name and proof of identity.

Name *

Surname (In English) Given Name (In English)

Surname (In Chinese) Given Name (In Chinese)

Hong Kong Identity Card No. * ( ) | do not have Hong Kong Identity Card

Please upload the proof of identity *
& Choose file

N———
(Mote: File should be in JPEG or PDF format, of
resolution at 600dpi or above. File size should
be 2MB or below.)
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19. Asan AP, all of your rights have been preset by the system and cannot be removed.
The rights of AP includes:
. Trader Registration - Renewal, Updates and Cancellation ;
o Open User Accounts;
. Import Licence (Preparation and Submission of applications) ;
Import Permission (Preparation and Submission of applications) ;

J Recording Arrival Information ;

Food Export Business : (i) Health Certificate for Foods of Animal Origin; (ii) Food

Inspection Certificate; and (iii) Application for Recommendation on Food
Manufacturer Registration

20. You may choose to authorise the “Trade Single Window” (TSW) link up by ticking the box

Authorise the Trade Single Window Link Up.  You may download the related Terms and

Conditions for reference.

Your Details

@

a. Asthe Authorised Person, your responsibilities are as follows:

~ Trader Registration - Renewal, Updates and Cancellation

+~* Open User Accounts

Food Import Business Food Export Business

+ Licence Application + Health Certificate for Foods of Animal Origin

+~ Preparation +~  Submission + Food Inspection Certificate

~ Permission Application + Application for Recommendation on Food Manufacturer Registration

+~ Preparation +~  Submission

+ Recording Arrival Information

I Authorise the Trade Single Window Link Up I

Terms and Conditions for establishment of a link between a “Food Trader Portal” user account and a Registered Account of the “Trade Single Window” System

o

21. Click Next button to proceed.
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Input your contact information.

22.1. For certain tasks, such as login to FTP, a one-time password will be automatically

sent by the system to the mobile phone of this phone number.
22.2. Select the language for receiving SMS messages.

22.3. Email address is very important. When completing the trader registration
process, you will receive an email notifying you to activate the account and set up

a password.

22.4. In view of the importance of mobile phone numbers and email address, you are

required to enter them twice to ensure that they are accurate.

22.5. Click Next button to proceed to the next page.

=

i)

Your Details @

Fields marked with [*] are mandatory ° 0

Please provide your contact details.

Important Note(s): Accept Hong Kong telephone number only |

Mobile Phone No. * (+B52) Re-confirm (+852) | Re-confirm
(For receiving SMS notification and one-time password (OTP) for authentication)

Preferred Language in receiving SMS English -
Telephone No. (Primary)
Telephone No. (Secondary)

Email Address (Primary) * Re-confirm Re-confirm
(For receiving email notification and one-time password (OTP) for authentication)

Email Address (Secondary) Re-confirm Re-confirm

ay
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23. Preview your information. Click Amend button to amend the information, if necessary.

24. During the whole registration application process, if the Save as Draft button is available,

you can choose to save your application information as draft.

Part B: Add Authorised
P"Af" P"B” Eersun and Nominated P’E:RT me
erson
» » £ v @
oee
al, Please check your details. *
—~-y
Item No.  Authorised Person Proof of Identity Mobile Phone Responsibility
No.
1 Chan, Tai Man HONG KONG IDENTITY CARD 912345XX Trader Registration - Renewal, Updates and
Er s A12345X(X) : Cancellation, Open User Accounts, Licence

Application Preparation, Licence Application
Submission, Permission Application
Preparation, Permission Application
Submission, Recording Arrival Information,
Health Certificate for Foods of Animal
Origin, Food Inspection Certificate,
Application for Recommendation on Food
Manufacturer Registration

v Authorise the Trade Single Window Link Up

25. After clicking Save as Draft button, you can choose to click Continue Application button
to return to the previous page. If you choose Back to Homepage button, the system
will send you an email containing a Temporary Login URL to your registered email

address so that you can retrieve and continue the draft application at a later time.

Draft saved successfully.

An email will be sent to you shortly with the Temporary Login URL for further
updates and submission. Please kindly note that the draft will be discarded if
no updates / submission are made in 45 days.

Continue Application Back to Homepage

26. Click Next button.

21

Version 2.6 (30 January 2024)



e 2] ==
E%E%ﬁ}\ﬁﬂﬁﬂﬁ Training Manual — Trader Registration

Food Trader Portal (For Individual)

[STEP 3] PART B: ASSIGN THE FIRST NOMINATED PERSON (NP)

27. Depending on the operational needs of the business, you can delegate some of the
responsibilities to other people known as Nominated Persons (NPs). There is no
restriction on the number of NPs.  If you need to assign an NP, click Yes button. If not,
click No button.

- Part B: Add Authorised
Person and Nominated B A
B Pe
erson
‘ ¢ @

@
@

00a
2. Do you want to delegate authorities to a Nominated Person in operating the Food Trader Portal?
|
Yes No
Item No. Nominated Person Proof of Identity Mobile Phone No.  Responsibility
Na record found

28. If you choose to assign an NP, you should enter his / her name and Hong Kong identity
card number. If the NP does not have Hong Kong identity card, tick the box | do not

have Hong Kong Identity Card and then input the identity type and number.

29. Click Choose file button to choose the image file of identity document of the NP and then
click Upload file button to upload. Click Next button to proceed to the next page.

Details of 1st Nominated Person @

Fields marked with [*] are mandatory ° g
a. Please provide his / her name and proof of identity.
i) Name *

Surname (In English) Given Name (In English)

Surname (In Chinese) Given Name (In Chinese)

ii) Hong Kong Identity Card Ne. * ( ) I do not have Hong Kong Identity Card

Please upload the prggfafidentit

& Choose file

Note: File should be in JPEG or PD
format, of resolution at 600dpi or
above. File size should be 2MB or

below.)
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30. Tick the box(es) to assign responsibilities to the NP. The rights of an NP include
preparation and submission of applications for import licences / import permissions,
recording of food arrival information as well as applications for Health Certificate for
Foods of Animal Origin / Food Inspection Certificate / Recommendation on Food

Manufacturer Registration. Click Next button to proceed to the next page.

b. Please select the responsibility he / she will take up.

Important Note(s): If no resp, ibility is igned, the person can still read the Food Import Related Information under FTF.
Food Import Business Food Export Business
Licence Application Health Certificate for Foods of Animal Origin
Preparation Submission Food Inspection Certificate

Permission Application Application for Recommendation on Food Manufacturer Registration
Preparation Submission All of the above
Recording Arrival Information

All of the above

31. Enter the contact information of the NP, including his / her mobile phone number,
preferred language in receiving SMS, telephone number and email address.  Click Next
button.

(Note: For each Trader Registration Number or Exemption Number, the mobile phone

number and email address of each account user cannot be the same.)

c.  Please provide his [ her contact details.
~y
Important Note(s): Accept Hong Kong telephone number only
i) Mobile Phone No. * (+852) Re-confirm (+852) Re-confirm
(For receiving SMS netification and one-time password (OTP) for authentication)
Preferred Language in receiving SMS English v
i) Telephone No. (Primary)
Telephone No. (Secondary)
iii)  Email Address (Primary) * Re-confirm Re-confirm
(For receiving email notification and one-time password [OTP) for authentication)
Email Address (Secondary) Re-confirm Re-confirm
D

(Note: Mobile Phone No. and Email Address are required to be entered twice to ensure its

correctness.)
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32. Preview the information of the NP. Click Amend button to amend the information or

click Delete button to cancel the appointment of NP, if necessary.

Part B: Add Authorised

33. Ifitis required to add more NPs, click Yes button. If not, click No button.
EZE;: and Nominated E:m) ig’)

® ©
, g 5 ®

2. Do you want to delegate authorities to other Nominated Person in operating the Food Trader Portal?

008

Yes No
Item No. Nominated Person Proof of Identity Mobile Phone No. Responsibility
1 Chan, Siu Ming HONG KONG IDENTITY CARD 512345XX Licence Application Preparation, Licence
FhER B12345X(X) Application Submission, Permission Application

Preparation, Permission Application Submission,
Recording Arrival Information, Health Certificate
for Foods of Animal Crigin, Food Inspection

Certificate, Application for Recommendation on
Food Manufacturer Registration

34. After the appointment of all NPs, tick the box(es) to assign AP or NP as emergency
contact person(s). Each business operator has to assign at least one AP or NP as

emergency contact person.

35. Preview the input of the whole Part B by clicking Preview Part B button. If there is no

problem, please click Proceed to Part C button.

"o\ Part B: Add Authorised T T
B Person and Nominated C E)
Person )
! : 2 2 @

Fields marked writh (7] are mandatory 0 e e
= Please assign one or more person(s) for emergency contact purpose, e.g. during food incident.
—_

Item No. Name Type Mobile Phone No. Telephone No. Email Address Emergency Contact *

1 Chan, Tai Man Authorised 912345XX 234567XX ftpl234@cfs.tr
AT Person

2 Chan, Siu Ming Nominated 512346XX 234567XX ftpb678@cfs.tr
B/ Person

Preview Part B Proceed to Part C )
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[STEP 4] PART C: ADD FOOD TYPE

36. Click Add button to select the food categories to be imported or distributed.

PART
B
> >

Fields marked with (7] are mandatory o

Part C: Add Food PART
Type D )

1. Please provide the food type(s) to be imported / distributed. *
|

The main food categories and food classifications listed in Part C of this application form serve to facilitate data collection and)|
analysis. It is by no means an indication of approval of import or sale of the food type(s) intended by a food importer/distributor.

Main Food Category Food Classification Business Status

No record found

Preview Part C Proceed to Part D )

37. Select the appropriate category from the drop-down menu of the Main Food Category,
then choose the Food Classification in the selected category and indicate whether you
are an importer or distributor. You may tick both importer and distributor boxes at the

same time. Click Add button after selection.

Food ltem Q

Important Note(s): Please add the Main Food Category one by one. |

Main Food Category 1. Cereal and grain products (other than bakery products a.. =

Food Classification Importer Distributor
(a) Cereals, rice, wheat B3 - 7% - /3 2

(b) Pasta, noodles S #m - HE -

(c) Flour, starch, substitute flour 3#3 - B - EREES =

(d) Breakfast cereal and other cereal products FEREEREENRERS v

Close
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38. You can select other Main Food Categories and Food Classifications from the drop-down
menu, if necessary. You are reminded to click Add button after completing the

selection of each Main Food Category and its corresponding Food Classification.

39. Upon completion of all selections, click Close button.

Food ltem @

Important Note(s): Please add the Main Food Category one by one. ‘

Main Food Category 1. Cereal and grain products (other than bakery products a.. -
Food Classification Importer Distributor
(a) Cereals, rice, wheat 238 - 70K ~ /& ~
(b} Pasta, noodles FEES, - M .
(c) Flour, starch, substitute flour ##3 - ##f - ER{tES v
(d) Breakfast cereal and other cereal products FERFESREMNZERS -
26
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40. Check whether all the Main Food Categories and Food Classifications to be imported or
distributed have been selected. Click Amend button to amend selection(s) or click
Delete button to delete the selected item(s), or click Add button to add other food

type(s), if necessary.

41. Preview the input of part C by clicking Preview Part C button. If there is no problem,

please click Proceed to Part D button.

PART
B

Fields marked with [*] are mandatory 0
1.  Please provide the food type(s) to be imported / distributed. *

Part C: Add Food Type

+@

The main food categories and food classifications listed in Part C of this application form serve to facilitate data collection and analysis. It is by no means an
indlication of approval of import or sale of the food type(s) intended by a food imp. istribute

Main Food Category Food Classification Business Status
1. Cereal and grain products (other than bakery products and {2) Cereals, rice, wheat T3 » 73 + & Importer & Distributor
snack food) RERRMER(HERRRIERERESN)
(b) Pasta, noodles EEES - HIE Importer @
(c) Flour, starch, substitute flour %7 * ®#  EHHER Importer
(d) Breakfast cereal and other cereal products SESBERSEE  Distributor
HEERE
2. Fruit and vegetables (other than snack food, juices and (a) Fruit k2 Importer & Distributor
Chinese herbs) *2BREZ(NEES - ETHEZTTRTEE . ) .
2T (c) Vegetables, including mushrooms, fungi and seaweed #X +  Importer
wEE BEREE gk
(d) Veegetable products, including mushroom, fungi and seaweed  Importer
products HERSR  FE  EEREERS
f;z:;him\,sushi and ready-to-eat raw oysters |5 - S EE (a) Sashimi 15 Importer
(b) Sushi 553 Importer & Distributor @
c) Ready-to-eat raw oysters mporter
Read, EBRER I

Preview Part C Proceed to PartD |
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[STEP 5] PART D: COMPLETE SURVEY

42. This part is a survey about the operation of your company comprising multiple-choice

guestions only. Select the appropriate answer of each question.

Question 1

PART PART FarT §  Part D: Complete
A B D Survey
006 meé

1 Are you an online trader?
|

Yes, | am an online trader and Yes, | am an online trader but |

No, | t line trader.
have physical store(s). do not have any physical store. 0. 1 am notan online tracer.

Question 2

PART PART PART Part D: Complete
A B D Survey
; ; ; ; &

00D BEO®DE

2. Is the i shown on Busi Regi: ion Certificate a tary or acc ing firm?

Question 3

PART PART PART Part D: Complete
A B D Survey
> > > >

0002 @DE

3. Is there any local contact of your company?
——y
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Question 4

PART PART Ty  Part D: Complete
A B D Survey
, , , , e

0000 ®DE

4. Is your company selling both food and non-food products?
—-

Question 5

EaRT PART FART
A B D
> B > >

58 Do you hold any valid licence or permit issued by the Food and Environmental Hygiene Department?
—~-

Part D: Complete
Survey

0000068

Screen for Exempted Trader Registration

PART Part D: Complete
B Survey
: : , : o

00000 E

5. Do you hold any valid licence or permit issued by the Food and Environmental Hygiene Department?
B |

Question 6

PART PART PART
A B D
> > > >

6. How many staff are there in your company?
—~-—

Part D: Complete
Survey

Below 100 100 or above
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Question 7

PaRT parT parT | Part D: Complete
A B D Survey
2 > > t

7. Please choose the best description for the food record keeping system of your company.
—y

_ - N With food record keeping system
No food record keeping system With food record keeping system and auditing

Question 8

43. After completing the survey, preview the input of the whole Part D by clicking Preview

Part D button. If there is no problem, please click Preview and Submit Application
button to preview the whole application.

PART PART PART Part D: Complete
A B D Survey
> > > > @
8. Is there any i staff ible for acc ing or food record keeping in your company?
—
Yes No
Preview Part D | Preview and Submit Application I
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[STEP 6] FINAL PREVIEW AND SUBMIT APPLICATION

44. Preview the application and carefully check the accuracy of the information provided.

45. If you need to amend the information in certain part, click Amend button in that

particular part and revise the information accordingly.

Preview Application

** Information highlighted in beige will be included in the Register for public inspection. **

Part A: Enter particulars of your business

1. What is the status of your business?

Individual

2. Do you have the following document(s) in either JPEG or PDF format of file size not more than 2ZMB?

An image of Business Registration Certfificate / other registration certificate
An image of Hong Kong Identity Card / other proof of identity for yourself and each Nominated Person

Yes

3. Please provide your business details.

i Mame of Business / Corporation *
(In English) Chan Tai Man {In Chinese) [EEFoT
ii) Business / Branch Name

(In English) XXX Company {In Chinese) KHHAT]
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Screen for Exempted Trader Registration

Preview Application

1. What is the status of your business?

Individual

2. Do you have the following document(s) in either JPEG or PDF format of file size not more than 2MB?

An image of Business Registration Certificate / other registration certificate
An image of Hong Kong Identity Card / other proof of identity for yourself and each Nominated Person

Yes

3. Please provide your business details.

i) Name of Business / Corporation *
{In English) Chan Tai Man (In Chinese) 74
i) Business f Branch Name

{In English) XXX Company (In Chinese) XHXRT]

46. Click Submit button after completing the preceding process.
Preview Application
~
1. Areyou an online trader?
Yes, | am an online trader and have physical store(s).
2. Is the business address shown on Business Registration Certificate a secretary company or accounting firm?
Yes
3. Is there any local contact of your company?
Yes
4. Is your company selling both food and non-food products?
Yes
5. Do you hold any valid licence or permit issued by the Food and Environmental Hygiene Department?
No
6. How many staff are there in your company?
Below 100
7. Please choose the best description for the food record keeping system of your company.
No food record keeping system
8. Is there any dedicated staff responsible for accounting or food record keeping in your company?
Yes
v
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Screen for Exempted Trader Registration

Preview Application

1. Are you an online trader?

Yes, | am an online trader and have physical store(s).

2. Is the business address shown on Business Registration Certificate a secretary company or accounting firm?

Yes

3. Is there any local contact of your company?

Yes

4. Is your company selling both food and non-food products?

Yes

5. Do you hold any valid licence or permit issued by the Food and Environmental Hygiene Department?

Yes

6. How many staff are there in your company?
Below 100
7. Please choose the best description for the food record keeping system of your company.
No food record keeping system
8. Is there any dedicated staff responsible for accounting or food record keeping in your company?

Yes

D ©)|

Amend

Amend

Amend

Amend

Amend

Amend

Amend

Amend
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47. Tick all declaration boxes and then click Confirm and Submit button.

Declaration

I, Chan, Tai Man / BEA3, HONG KONG IDENTITY CARD NO. A12345X(X), hereby declare that:

| make this application for opening "Food Trader Portal” user account(s) and apply for registration as importer & distributor of the selected food categories in Part C.

| fully understand the "Personal Information Collection Statement".

The information provided under this application is, to the best of my knowledge and belief, true and complete.

Screen for Exempted Trader Registration

Declaration

|, Chan, Tai Man / 737, HONG KONG IDENTITY CARD NO. A12345X(X), hereby declare that:

| make this application for opening "Food Trader Portal” user account(s) and provide supplementary information under section 19 of
the Food Safety Ordinance (Cap. 612).

| fully understand the "Personal Information Collection Statement”.

The information provided under this application is, to the best of my knowledge and belief, true and complete.

Confirm and Submit
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48. Upon successful submission, you will receive an application number, please jot down this
number. If you have any enquiries or need to contact our staff, please refer to this

application number.

‘@ Acknowledgement

Application No. T R-MN-XE-00 I

Application Date 200XX-¥X-XX 10:06:39

Thank you and the information provided has been submitted successfully. Upon approval, each of the APs / NPs filled in Part B will receive an
email for Account Activation,

For any enquiries, please contact:

Food Importer / Distributor Registration and Import Licensing Office

Centre for Food Safety, Food and Environmental Hygiene Department

Room 119, 1/F, 258 Queen's Road East, Wan Chai, Hong Kong

Tel. No.: 2156 3017/ 2156 3034

Email: fso_enquiry@fehd.gov.hk

(Office hours: Monday to Friday 9:00 a.m. to 1.00 p.m. and 2:00 p.m. to 5:45 p.m.)

49. At the same time, you will immediately receive an email acknowledging receipt of your
application. You can check the status of your application through the link provided by

clicking here in the email.

Dear Sir/ Madam,

Your application for new trader registration has been received. Please o view the details and progress of your application.

Food Trader Portal
Food and Environmental Hygiene Department

(This is a system-generated email. Please do not reply.)
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50. Input the business / other registration number and your mobile phone number.

(Note: You will receive the one-time password via SMS on your mobile phone when

you login to the system.)

51. Moreover, you can choose to have the one-time password sent to the registered email
address. Ticking the box Please send the one-time password via email as well enables
you to receive the one-time password via email and your mobile phone at the same time.
Click Next button.

o
Hyglens Department

- G N R R
% WE2HD BWEBE AP
ﬁ femAL R g“e)gumr::wusnmu Food Trader Portol Q G o=

Application In Progress

Business Registration Number = Business Registration Number

Mobile Phone Number Mobile Phone Number

(for receiving one-time pas iz SMc)
Please send the one-time password via email as well.

M HONG
Disclaimer | Privacy Policy | Copyright Notice | Accessibility | Privacy Enquiries Wil m"“‘ | “/v!vﬂ?fﬁ N KDNEg.

52. Input the one-time password sent to your mobile phone or email. Click Confirm button.

Application In Progress

Please enter the one-time password sent to your mobile phone or email.

C Resend one-time password

36

Version 2.6 (30 January 2024)



i i
E%E%ﬁ/\ﬁﬂﬁﬁ Training Manual — Trader Registration

Food Trader Portal (For Individual)

53. Click View button to view the submitted application or click Withdraw button to

withdraw the application, if necessary.

El Application In Progress

Submission Date Application No. Status

200020620 10:06 e TR -M-pOC- 200000 In progress

[STEP 7] MAKE PAYMENT

54. After the application is approved, you will receive a Notice of Approval of Application by

email.

For Exempted Trader Registration, no registration fee is required. Please proceed to

Point 62 for account activation.

i
f«w' ftpnotify@fehd.gov.hk

ENESE AFIAS =81 /E8EHE Food Trader Portal: Notice of Approval of Application

FE EEWRNAR (FREIH) - Main Food Category (Restricted).pdf (90 KB) SHE#MEE - Notice of Approval of Application.pdf (169 KB)

i Vgl o
EEEFEI—(HEEEERT e ESEE « IFTRERILEEH

B S M
BMEREEE

Dear Sir/ Madam,

This email attaches a computer generated document which contains no signature. Please do not reply this email.

Food Trader Portal

Food and Environmental Hygiene Department
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G EemTRSE ummg

; & Py =

ﬁwﬁm o REERLE swacn smanesiTanies
Hyyhenie Deguartoscnt Frood Importer | Distributor Regsiration

and Inport Leens
Food impon & Export
Foom 110, 1/F, 258 Queen's Road East, Wan Chai. Hong Kong
Wi Telephone : 2156 3017 / 2156 3034 MRFax: 2156 1015
WEE-mail - fso_enquiry@fehd gov_hk

XXX 20XX

Dear Sir/Madam,

Application for Registration as Food Importer/Distributor
Notice of Approval of Application

Approval has been given to your application for registration as food
importer/distributor (application no.: eTR-N-XX-0000(¢). You will be

registered as a_food importer/distributor upon settling of the registration
fee. Please clic or the payment.

If you fail to settle the payment within 30 days from the issue date of this
email®, the above approval will be regarded as abandoned without further
notice.

In case of enquiry, please call our hotline at 2156 3017 or 2156 3034,
Please quote your application no. when making your enquiry.

Food and Environmental Hygiene Department

This is a computer generated document and no signature is required.

! If you choose to settle the registration fee by demand note, you must settle the payment
on or before the due date listed on the demand note.

Offee
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56. Input the business / other registration number and your mobile phone number. Click

Next button.

" ! ) z2d BN
}6 pamantd GOEEAIE © Aiterrore @ @ siw

Haglene Depar

Application In Progress

Business Registration Number Business Registration Number
Mobile Phone Number Mobile Phone Number
(for receiving one-time password via SMS)

Please send the one-time password via email as well.

R - HoNEE
Disclaimer | Privacy Policy | Copyright Notice | Accessibility | Privacy Enquiries WAL A o Web For Al > oo
= -

]

57. Input the one-time password sent to your mobile phone or email. Click Confirm button.

Application In Progress

Please enter the one-time Eassword sent to your mobile Ehone or email.

+) Confirm C Resend one-time password

58. Click Pay button to proceed to payment.

Eﬂ Application In Progress

Submission Date Application No. Status

20K XK XX 10:08 TR-N -2 3OO In progress m m Pay
—d
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59. Select the payment method. Apart from the Demand Note, FTP also provides online

payment service. Click Online Payment button.

&5 Select a Payment Method

Disclaimer
Please record the transaction reference number which will be generated by the system after you have successfully made the online payment. Or you may print this
page for enquiring about the payment status if necessary.

Please DO NOT leave this e-service after clicking the "Pay" button until you have received the acknowledgement page. Otherwise, your online payment may not be
completed.

Merchant Name is applicable to credit card payment methed only.

Application No.: ETR-N-CK- GO

Please choose a payment method.

Demand Note

{By Post) Online Payment

Schedule of temporary suspension of
different banks' online payment services

60. Select the payment method, then click Pay button.

&> Select a Payment Method

Merchant Name: FEHD - Trader Registration
Type: New Trader Registration
Application No.: ETR-N-XX-XXXXXX
Transaction Reference No.: 20XXHOKHXKK XXX KK
Payment Amount: . HKS 195.00

Please choose a payment method

52 @ visa

= D
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61. Upon the completion of online payment, you will immediately receive a Transaction

Reference Number and receive an email containing a Notice of Registration.

i’ Acknowledgement

I Transaction Reference No.: 2030000 I
Transaction Date & Time: 20X0¢-XX-XX 14:40:45
Payment Amount: HKS$ 195.00
Payment Method: Mastercard

Successful Payment
For any enquiries, please contact:

Food Importer / Distri Regi: ion and Import Li ing Office
Centre for Foed Safety, Food and Environmental Hygiene Department
Room 1189, 1/F, 258 Queen's Road East, Wan Chai, Hong Kong

Tel. No. : 2156 3017 / 2156 3034

Email: fso_enquiry@fehd.gov.hk

(Office hours: Monday to Friday 9:00 a.m. to 1:00 p.m. and 2:00 p.m. to 5:45 p.m.)

D

ftpnotify@fehd.gov.hk

EMESEAFIEL: #IELBEANE Food Trader Portal: Notice of Registration

Hil=] TE=9ER FEEH) - Main Food Category (Restricted).pdf (30 KB) BB EHE - Notice of Registration.pdf (234 KB)

baric U
HEEEA —FEHEERE ARSI XS HEE © BT EERILES -

S B A P

EMERREEE

Deear Sirf Madam,

Thiz email attaches a computer generated document which containg no signature. Fleaze do not reply this email.

Food Trader Portal

Food and Environmental Hygiene Department
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[STEP 8] ACCOUNT ACTIVATION

62. Each account user (AP and NPs) will receive an email notifying them to activate the

account and set up a password. Click the link here provided in the Notice of

Registration to activate the FTP user account.

: G lﬂiﬁlﬁxulzs‘s.mam;

: A L AW 40
ﬁmg mnﬁ gu@ Elllif f[ﬁfuud safety EREOE  FENBEREONMMES
Hyglene Department Food Importer / Distributor Registration

Food Import & Export Section
Room 110, 1/F, 258 Queen’s Road East, Wan Chai, Hong Kong

WiETelephone : 2156 3017/ 2156 3034 fMMFax: 2156 1015
RBE-mail : fso_enquiry@fehd.gov.hk

XXXX/20XX
Dear Sir/Madam,

Application for Registration as Food Importer/Distributor
Notice of Registration

Trader Registration Number @ TR-XX-XXXXXX

| am pleased to inform you that you have been registered as a food
importer/distributor. The registration is valid for 3 years until XX/XX/20XX. To
enjoy the convenience of performing wide range of functions online, please
clicor activation of your account as the “Authorised Person™ in the
Food Trader Portal no later than XX/XX/20XX. Separate notice(s) will be sent
to other Authorised Person(s) and Nominated Person(s) for account
activation,
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63. Enter the Trader Registration Number or Exemption Number and the registered mobile

phone number of the account user (AP or NP).

(Note: Account user will receive a one-time password via SMS on his/her mobile phone

when he / she logins to the system.)

64. Moreover, account user can choose to have the one-time password sent to the
registered email address. Ticking the box Please send the one-time password via email
as well enables account user to receive the one-time password via email and the mobile

phone at the same time. Click Next button.

Hyplane Dopartment

o B amezan ENRBEA P
fo mmen aprrzaiy @ RIS Q@ xis

Account Activation

As the Authorised Person who applied for opening the FTP account on behalf of your
company, please provide the following information.

Trader Registration Number /

. Trader Registration Number / Exemption Numbe
Exemption Number

Mobile Phone Number Mobile Phone Number

{for receiving one-time password via SMS)

Please send the one-time password via email as well.

@
“ 7 HONGS
Disclaimer | Privacy Policy | Copyright Notice | Accessibility | Privacy Enquiries W3C “Lzm \:/agﬁrhﬁ \,@g@gﬁ

(<]

65. Input the one-time password sent to the mobile phone or email of account user. Click

Confirm button.

Account Activation

Please enter the one-time password sent to your mobile phone or email.

43

Version 2.6 (30 January 2024)



EWB 55 APl
Food Trader Portal

66. Create new password.

Training Manual — Trader Registration
(For Individual)

(Note: The password has to fulfill the specific combination requirements. The

password should contain -
o At least 8 characters ;
o At least 1 letter ;

. At least 1 number)

67. Click the eye icons to view the entered passwords. Click Confirm button to complete

the procedures for activating account.

New Password

Confirm New Password

Account Activation

New Password

Confirm New Password

Please create your own password which should contain:
x At least 8 characters
x At least 1 letter
x Atleast 1 number

68. Go to the FTP homepage (https://www.ftp.cfs.gov.hk). Now you can login to the FTP

and use the various online services.

smansn B RNz EED AR AP
s “J ‘canwe for food safety Food Trader Portal

it

Disclaimer | Privacy Policy | Copyright Notice | Accessibility | Privacy Enquiries

\H o= s

Trader Registration

Importing / Exporting Food
e-Health Certificate Enquiry
Recording Food Arrival Information

@ Login to Food Trader Portal (FTP) Account

Not yet have FTP Account?

Forgot Password?

® B Q

Tuterial Videos for  Verification of  Useful Information
Novice Import Licence for
Meat and Poultry

@ Login to System for Small Volume Exemption (SSVE) Account

H

a8,

) L iy

v offEREen oS
®
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