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CHANGE OF INFORMATION 

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

MAINTENANCE 

1. Login to FTP homepage and click on Trader Registration Maintenance.  

 

 

[STEP 2] SELECT CHANGE OF INFORMATION 

2. Click on Change of Information under My Trader Registration Maintenance.  
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3. Press Change of Information button. 

 

[STEP 3] IMPORTANT NOTES ON NOTIFICATION FOR CHANGE OF INFORMATION 

4. Read the important notes on notification for change of information, tick the checkbox I 

have read the above important notes.  Then press Next. 

 

Screen for Exempted Trader 
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[STEP 4] CHANGE OF INFORMATION 

5. Change of Information consists of three major parts: 

 Part A is related to particulars of business 

 Part B concerns the information of Authorised Person (AP) and Nominated Person 

(NP) 

 Part C is about food type information 

For example, if you want to change the correspondence address of your company in Part 

A, simply press Amend at the section on correspondence address.  

  



Training Manual - Trader Registration Maintenance 
(Change of Information and Renewal of Registration) 

5 

Version 2.6  (30 January 2024) 

Screen for Exempted Trader 
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6. Input your new Correspondence Address, select the effective date.   
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Screen for Exempted Trader 
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7. If you are not Exempted Trader, please press Next to Part B.   

For Exempted Trader, if you wish to change the status of Statement of Consent 

(Publishing Exempted Trader’s information) from No to Yes, please follow step in Point 8, 

else press Next to Part B.  

8. Press Amend at the section on Statement of Consent (Publishing Exempted Trader’s 

information). 

Screen for Exempted Trader 
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9. To give consent and authorise the Centre for Food Safety, Food and Environmental 

Hygiene Department (CFS) to disclose and publish information about the 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, tick the checkbox Yes.   

 

Account with the business status of “Body Corporate” or “Partnership” are required to 

upload a copy of Statement of Consent.  While it is not necessary for account with the 

business status of “Individual”.  You may download the sample Statement of Consent 

for reference. 

 

Then press Next to Part B.    

 

Screen for Exempted Trader - Body Corporate / Partnership 

 

 

Screen for Exempted Trader - Individual 
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10. In Part B, if you want to change the information on an AP or NP, including adding, deleting 

or amending the information, press the corresponding buttons to make the amendments. 

Otherwise, press Next to Part C. 
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11. You can make change to information on food category and food classification.  

Otherwise, press Next. 

 

Screen for Exempted Trader 

 

  



Training Manual - Trader Registration Maintenance 
(Change of Information and Renewal of Registration) 

12 

Version 2.6  (30 January 2024) 

[STEP 5] DECLARATION 

12. Complete the declaration part and press Confirm and Submit. 

 

 

[STEP 6] ACKNOWLEDGEMENT 

13. Upon submission, you will receive an application number.  If you have any enquiries or 

need to contact our staff, please provide this application number to help us follow up 

your case. 
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[STEP 7] COMPLETION AND NOTIFICATION 

14. The system will send a notice to your registered email address after your request for 

change of information has been processed. 

 

 

15. You can also browse the notices under Notification. 
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RENEW REGISTRATION 

[STEP 1] LOGIN TO FTP TRADER REGISTRATION MAINTENANCE 

1. Login to FTP and click on Trader Registration Maintenance. 

 

 

[STEP 2] SELECT RENEW REGISTRATION 

2. Click on Renew Registration under My Trader Registration Maintenance. 

  



Training Manual - Trader Registration Maintenance 
(Change of Information and Renewal of Registration) 

15 

Version 2.6  (30 January 2024) 

3. You are advised to take the opportunity of renewing registration to review your business 

information to see if any updating is required.  If no updating of business information 

is required, please press Renew Registration Only button.  In case you need to change 

information, please refer to “Change of Information” of this user manual and follow the 

instructions. 

 

(Note:  You can also review and update your business information during renewal of 

registration.)  
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[STEP 3] IMPORTANT NOTES FOR RENEWAL OF TRADER REGISTRATION 

4. Read the Important Notes, tick the checkbox I have read the above important notes and 

then press Next. 

 

[STEP 4] DECLARATION 

5. Complete the declaration part and press Confirm and Submit. 
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[STEP 5] SELECT PAYMENT METHOD 

6. Choose your payment method.  If you select payment by Demand Note, our staff will 

process your request and send the Demand Note to you.  Other than Demand Note, 

you can also select Online Payment.  

 

[STEP 6] ONLINE PAYMENT 

7. If you select online payment, please choose one of the payment methods below and click 

Pay. 
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[STEP 7] SUCCESSFUL PAYMENT 

8. Once completion of payment, you will receive an acknowledgement and a Transaction 

Reference Number for record. 
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CANCEL REGISTRATION 

[STEP 1] LOGIN TO FTP TRADER REGISTRATION MAINTENANCE 

1. Login to FTP and click on Trader Registration Maintenance. 

 

[STEP 2] SELECT CANCEL REGISTRATION 

2. Click on Cancel Registration under My Trader Registration Maintenance. 
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[STEP 3] REASON OF CANCELLATION AND DECLARATION 

3. Provide the reason of cancellation and complete the declaration part, and then press 

Confirm and Submit. 

 

 

[STEP 4] CONFIRMATION OF CANCELLATION 

4. Confirm the cancellation of Trader Registration. 
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5. Once you have clicked YES to confirm the cancellation, all the FTP user account function 

under this Trader Registration Number (TRN) will be terminated immediately.  You still 

can login to FTP in a read-only mode. 
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