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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. 

 

 

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. 

 

  

 

https://www.ftp.cfs.gov.hk/
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2.2. If your business is not one of the licensees, permittees or certificated owner listed 

below, click No button. 

 

 

2.3. If your company carries on any food importation business or any business that 

supplies food in Hong Kong by wholesale, click Yes button. 

 

 

2.4. Click Start button to begin new trader registration. 
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[STEP 2]  PART A: ENTER PARTICULARS OF YOUR BUSINESS 

3. Choose the legal status of your business.  Click Body Corporate button. 

 

 

4. Read the important notes carefully.  Click the link sample to view a sample of the 

authorisation letter. 
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5. After reading the important notes, tick the box I have read the above important notes 

and click Next button to proceed to the next page. 

 

 

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

to go to next step.  

 

  



Training Manual ς Trader Registration  
(For Body Corporate) 

6 

Version 2.3  (8 November 2022) 

7. 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.) 

 

 

8. If your company 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. 
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9. Click Choose file button to select image file. 

(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) 

 

 

10. Click Upload file button to complete uploading the file.   
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11. 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.  Then click Next button.  

 

 

12. Enter the registered office address accurately with reference to the business registration 

certificate.  Click Next button.  
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13. 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.  

 

 

14. Enter the business telephone number(s), email address(es) and fax number.   

15. 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. 
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[STEP 3]  PART B: ASSIGN THE FIRST AUTHORISED PERSON (AP)  

16. Enter your name and Hong Kong identity card number.  If you do not have Hong Kong 

identity card, tick the box I do not have Hong Kong Identity Card and 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.  Click Next button.  
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18. As an AP, all rights have been preset by the system and cannot be removed.   

The rights of AP include: 

· Trader Registration - Renewal, Updates and Cancellation ; 

· Open User Accounts ; 

· Import Licence (Preparation and Submission of applications) ; 

· Import Permission (Preparation and Submission of applications) ;  

· Recording Arrival Information ; 

· Food Export Business (Health Certificate for Foods of Animal Origin and Food 

Inspection Certificate) 

19. An authorisation letter is required to be uploaded to the system stating clearly that each 

AP has been duly authorised by the company.   

20. Click Choose file button to select image file and then click Upload file button to upload. 

21. Click Next button. 
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22. 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, each account user will receive an email notifying them to activate the 

account and set up a password. 

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

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

22.5. For each Trader Registration Number or Exemption Number, the mobile phone 

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

22.6. Click Next button to proceed to the next page. 
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23. Preview the information on the AP.  Click Amend button to amend the information, if 

necessary. 

24. If adding more APs is required, click Yes button.  If not, click No button.  

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

you can choose to save your application information as draft.   

 

 

26. 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.  
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[STEP 4]  PART B: ASSIGN THE FIRST NOMINATED PERSON (NP) 

27. Depending on the operational needs of the business, an AP 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.  

 

 

28. If you chose to assign an NP, you should enter his/her name and Hong Kong identity card 

number.  If the NP does not have a Hong Kong identity card, tick the box I 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.  
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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.  Click Next button to proceed to 

the next page. 

 

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:  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. 

33. If it is required to add more NPs, click Yes button.  If not, click No button.  

 

 

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.  

 

  


