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HOW TO APPLY TRADFGISTRATION

TrainingManualg Trader Registration

[STEP LGO TOFOOD TRADER PORTARLP)HOMEPAGE

1. Go to theFTPhomepageghtips://www.ftp.cfs.gov.hh.

For Food importersr distributors who need to apply for theeader registration, clickhe
link Not yet have FTP Accouran thehomepage
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Trader Registration

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

® Login to Food Trader Portal (FTP) Account
I Not yet have FTP Account? I

Forgot Password?

® B

Tutorial Videos for  Verification of ~ Useful Information
Novice Import Licence for

Meat and Poultry

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

-
Py
N
Disclaimer | Privacy Policy | Copyright Notice | Accessibility | Privacy Enquiries Wi AT E{ fird v« BN ,,@gﬁg
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2. Answera fewquestions tostart new trader registration

2.1. If yourbusinesgloes nothave Trader Registration Number Exemption Number,

clickNo button.

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

- Cre= T )
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2.2. If yourbusinesssnot one of the licensees, permittees or certificated owtisted
below, clickNo button.

2. Are you one of the licensees, permittees or certificated owner listed below?
-0
1. The holder 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 |l of the Frozen Confections Regulation (Cap. 132AC)
4, The licensee of a licence under Part || 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 || of the Slaughterhouses Regulation (Cap. 132BU)

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

9. The licensee of a licence under section 8 or the permittee of a permit under section 14 of the Marine 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 Il vessel
( Yes ) ( No )

2.3. If your company carries on any food importation business or any business that
supplies food in Hong Kong by wholesal&k Y esbutton.

3. Do you carry on any food importation business or any business that supplies food in Hong Kong by wholesale?

) o

2.4. dickSart button to begin newtrader registration.

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.
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[STER2] PART AENTER PARTICULARSYORJR BUSINESS

3. Choosdhe legal status of your business Qick Body Corporate button.

Part A: Enter particulars - - -
of your business B ) C ) D )

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 notescarefully Clickthe link sample to view a sample of the
authorisation letter.

Important Notes for Trader Registration

Important Notes for Trader Registration (Body Corporate) under the Food Safety Ordinance (Cap.612) A

These Notes 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.

I. 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 who, 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 aquatic preducts which are kept in captivity for the purpose of
propagation or promotion of growth.

s Any person, body corporate or partnership that imports and/or 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.

s The registration requirement does not apply if a person solely imports the food in the course of business of a fp_qd 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 busine: erefore, erson 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 export where the food is air transhipment cargo or during
the period between import and export, the food remains in the vessel, vehicle or aircraft in which it was imported.

e« 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 each Authorised Person and Nominated Person (please refer to Pa
3 - Animage of the authorisation letter for every Authorised Person which states clearly the due authorisation from the body corporats
4 The authorisation letter should be signed by a director appointed by the Board of Directors with company chop affixed.
4 - For each Trader Registration Number / Exemption Number, every Authorised Person and Nominated Person must possess a unique email address and local

mobile phone number different from each other.
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5. After reading the important notes, tick the boxiave read the above important notes
andclickNextbutton to proceed to the next page.

Important Notes for Trader Registration

Il. Operation of the Food Trader Portal (FTP) A

If you choose to apply for registration through the FTP, you are deemed to agree that in future, you are going to update your registration
information and apply for renewal of registration through the FTP but not by paper mode.

Being the person to lodge this application for trader registration, you are deemed to have been duly authorised by the body corporate to do so on its
behalf. You will be referred to as the "Authorised Person” in the FTP, who is responsible for the maintenance of trader registration information and the
online user account(s) in the FTP, and can perform a wide range of functions as well.

Being the Authorised Person, you may further delegate some of the responsibilities to other person(s), who are referred to as "Mominated Person(s)”.
Details of the rights of Authorised Person and Nominated Person are summarised below:

Awuthorised Person(s) (AP) Nominated Person(s) (NP}
Mo. of person | At least OME, suggest|Allow multiple but not
Functions: multiple mandatory
< Mew trader registration, renewal and update of business information W x
under the Food Safety Ordinance (Cap.612)
< Create FTP user account(s) ' *
< Delegate responsibilities to NP W Default x
4 Impaort licence application N4 Ny
4 Import permission application J <
4 Record food arrival information W v
< Application for Health Certificate for Foods of Animal Origin ' v
< Application for Food Inspection Certificate W v

Please be reminded that there could be changes on functions of the FTP in future. Food traders may not be informed of such changes separately.
They should check the prevailing functions of the FTP from time to time. Should they find a particular Authorised Person no longer suitable for
operating the new function(s), they should consider revoking the appeintment of that Authorised Person through the FTP.

More Authorised Persen(s) and/or Nominated Person(s) can be added in the course of this application or at any time after the completion of trader
registration.

Food traders should review the appeintment of Authorised Person(s) and Mominated Person(s) regularly. In case of staff change, please add or delete
the appointments immediately through the FTP.

For enquiries, please call our hotline at 2156 3017 or 2156 3034 or send an email to fso_enquiry@fehd.gov.hk. v

| have read the above important notes.

Cancel

If the image files of the documents required for registratiare ready, clickYesbutton
to go to nextstep.

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

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

An image of Busin jon Certificate / other regfstratiorn certificat

An immage of Hong Kong Identity Card / other proof of identity for each Authorised Person and Nominated Person

An image of the authorisation letter for every Authorised Persan which states clearly the due authorisation from the body corporate

No
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7. Inputthe name of business/corporatidnranch.

(Note: Youhave to input the information accurately with reference to the business
registration certificate and upload its image fle.

Part A: Enter particulars ( PART ( PART PART
of your business B c D
» : Z Y

Fields marked with [%] are mandatory 0 e 9 46 €

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)
ii) Business / Branch Name

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

No Business Registration Certificate

Please upload the certificate. *

W Choose file
Nre—-
Note: File should be in JPEG or PDF format, of

resolution at 600dpi or above. File size should be
2MB or below.)

8. If your company does not havrisinesgegistration ertificate, tick the boxNo Business

Registration Certificaighenselect other registration typenput the registration number
and upload the corresponding certificateage.

PART Part A: Enter particulars PART PART PART
A of your business y y y

Fields marked with [*] are mandatory 0 0 e 2O 6
=k 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 v

No Business Registration Certificate

Registration No. *

Please upload the certificate. *

'@ Choose file

N r————r

(Note: 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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9. ClickChoose fildutton to select image file

(Note: The uploaded file needs to meet the relevant specifications
Fle should be inIPEG or PDF format
Resolutionof file should beat 600dpi or above
Fle size should be 2MB or belpw

arr W Part A Enter particulars ParT PurT FarT
A of your business B ) (] ) D )

Flelds marked with [*] are mandatory o e e 996

= 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. *

'&rChoose file

Nate: File should be in JPEG or POFTOIMAG C
resolution at 600dpi or above. File size should be
2MB or below.)

Next

10. ClickUpload filebutton to completeuploadingthe file.

PART Part A: Enter particulars PART PART PART
A of your business \BJ E) ‘[_))

Flelds marked with [*] are mandatory 0 0 e 206

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)

i) Business Registration No. * -000 No Business Registration Certificate

Please upload the certificate. *

BR 888001 pdlf Pl |
Upload file

(Note: 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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11. After uploading the files, you can click theagnifying glasen the righthand sideand
check whether the upladed file is correct and clear.Then dick Nextbutton.

Part A: Enter particulars

of your business P:BRT) ( P:CRT) F:ST)
. & 6 ¢ ®

Fields marked with [*] are mandatory 0 o e PO 6

3. 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)

ii) Business / Branch Name

{In English) (In Chinese)

i) Business Registration No. * -000 No Business Registration Certificate

Please upload the certificate. *
BR_888001)XX pdf

The file is successfully uploaded

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

12. Enterthe registered office addressccurately with reference tthe businesgegistration
certificate. Qick Nextbutton.

PART Part A: Enter particulars

, s < & (i7)

Fields marked with [*] are mandatory 0 9 9 o s @&
4. Please ide the regi: d office add *
—-y

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

{In English)

(In Chinese)
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13. Enterthe correspondenceddress Tickthe boxSame as the registered office address

if the correspondenceaddress is the same as the registered office addeessredin the
last step. Qick Nextbutton.

Part A: Enter particulars

PART PART
A of your business B )
) *

Fields marked with [*] are mandatory

00000¢

5. Please provide the correspondence address. *

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

Same as the registered office address
n Enghs!

{In Chinese)

14. Enterthe business telephone number(s), email address(es) andiarber.

15. Preview theinput of thewhole Part A by clicking~review Part Autton.
problem, click’roceed to Part button.

If there is no

PART Part A: Enter particulars PART PART PART
A of your business B ) (4 ) D )
A ‘ ‘ ‘ 28%
Fields marked with [*] are mandatory 0 e e o e e
6. Please provide the busi leph ber(s), email address(es) and fax number.
—-
Important Note(s): Accept Hong Kong telephone number only ‘
i) Telephone Number(Primary) *
Telephone Number(Secondary)
i) Email Address(Primary) Re-confirm Re-confirm
Email Address(Secondary) Re-confirm Re-confirm
i) Fax Number
Preview Part A Proceed to Part B )
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[STER] PART BASSIGN THE FIRSUTHORISED PERSNP)

16. Enteryour nameandHong Kong identity card mber.

If you donot have Hong Kong
identity card,tick the box!| do not have Hong Kong Identity Cand then input the
identity type and number.

17. ClickChoose filebutton to choosethe image file ofidentity documentand then click

Upload filebutton. Qick Nextbutton.

ii)

Your Details

Fields marked with [*] are mandatory

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 identi

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

below.)

@

Version2.3 (8 November2022
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18. As an AP, lerightshave been presdby the system and cannot be removed.
The rights of AP include:
Trader RegistrationRenewal, Updates and Cancellation
Open User Accounts
Import Licence (Preparation and Submissidrapplication$;
Import Permission (Preparation and Submissidmpplication3;
Recording Arrival Information ;

Food Export Busines$i€alth Certificate for Foods of Animal Origind Food
Inspection Certificate)

19. An authorisation letter is required to be uploaded to the systatingclearly that each
AP has been duly authorised by the company.

20. ClickChoose fildutton to select image filandthen clickUploadfile button to upload

21. dick Nextbutton.

Your Details @

O0E

b. As the Authorised Person, your responsibilities are as follows:

+ Trader Registration - Renewal, Updates and Cancellation

+  Open User Accounts

Food Import Business Food Export Business

+ Licence Application v Health Certificate for Foods of Animal Origin
+  Preparation +  Submission ~ Food Inspection Certificate

+~ Permission Application
~  Preparation +  Submission

+ Recording Arrival Information

Please upload the authorisation letter
' Choose file

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

_ .

11
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Input your contact information.

22.1. For certain tasks, such as login to FTP, atione 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 iwery important. When completing thetrader 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 addrgss, are
required toenter them twice to ensure that they are accurate.

22.5. For each Trader Registration Number Exemption Number, the mobile phone
number and email address of each account user cannot be the same.

22.6. ClickNextbutton to proceedto the nextpage

ii)

Your Details @

Fields marked with [*] are mandatory o o Q

Please provide your contact details.

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

Mobile Phone No. * (+852) 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

12
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23.

24.

25.

Preview theinformation on the AP. ClickAmendbutton to amend the informationif
necessary.

If adding more APs is requiredickYesbutton. If not, clickNo button.

During the whole registration application procegshe Save as Drabutton is available,
you can choose to save your application information as draft.

1.

Part B: Add Authorised
N = Person and Nominated e e
A B € ) D )
Person
, , P e : (5o

—~y

onoe
Do you want to add other Authorised Person in operating the Food Trader Portal? *
Yes No
Item No. Authorised Person Proof of Identity Mobile Phone No. Responsibility
1 Chan, Tai Man HONG KONG IDENTITY CARD 912345XX Trader Registration - Renewal, Updates and
AT A12345X([X) Cancellation, Open User Accounts, Licence

1 Prep , Licence Aj
Submission, Permission Application Preparation,
Permission Application Submission, Recording
Arrival Information, Health Certificate for Foods of
Animal Origin, Food Inspection Certificate

26.

After clickingSave as Drabutton, you can choose talick ContinueApplicationbutton

to return to the previous page If youchooseBack to Homepadiutton, the system will
sendyou an email containing Temporary Login URL to your registered email addm@ss
that you can retrieveaind continuethe draft applicatiorat alater 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

13
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[STERY] PART BASSIGN THE FIRSDMINATED PERSONRN

27. Depending on the operational needs of the businemsAPcan delegate some dhe
responsibilities to otherpeople known asNominated Persons (NPs).There is no
restriction on the number of NPs Ifyou need to assign an N&lickYesbutton. If not,
clickNo button.

Part B: Add Authorised
Person and Neminated
Person

PART PART

00s¢
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
No record found

28. If you chose to assign an N@u shouldenter his/hername and Hong Kong identity card
number. Iithe NP does not hava Hong Kong identity cardick the box! do not have
Hong Kong Identity Caand theninput the identitytype and number.

29. ClickChoose fildutton to choose the image file of identity documeaftthe NPand then
clickUpload filebutton to upload ClickNextbutton to proceedto the nextpage

Details of 1st Nominated Person @

Fields marked with [*] are mandatory ° B €
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)

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

Please upload the pr, i L
"B Choose file
Mm—
MNote: File should be or
format, of resolution at 600dpi or

above. File size should be 2MB or
belowv.}

Cance' @

14
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30. Tickthe box(es)to assignresponsibilitiesto 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 Certificat€lick Next button to proceedto
the next page.

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

Important Note(s): If no r

72 ibility is igned, the i d 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 All of the above
Preparation Submission
Recording Arrival Information

All of the above

31. Enter the contact information ofthe NP, includinghis/her mobile phone number,

preferred language in receiving SM&8ephone number and email addressClickNext
button.

c.  Please provide his / her contact details.
|

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

i) Mobile Phone No. * (+852}) Re-confirm (+852) Re-confirm

(For receiving SMS notification and one-time password {OTP) for authentication)

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

i)  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

(Note: Mobile Phone Noand Email Addresare required to be entered twice to ensure its
correctness.

15
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32. Preview the information ofhe NP. ClickAmendbutton to amend the informatioror
clickDeletebutton to cancel the appointment dfiR, if necessary.

33. Ifitis requiredto add more NPsclickYesbutton. If not, click\o button.

34. After the appointment ohll NPstickthe box(es) to assign AP or Bi’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 wholéPart B by clicking’review Part button. If there is no
problem, please clickroceed to Part button.

16
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