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Checklist of Supporting Documents/Information

Application for Import and Export/Special Import Licence
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Please upload the following documents/information (bearing company chop) in support of your
application for licence(s):
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For all applicants

A valid Business Registration
Certificate

Full set of Tenancy Agreement
(Stamp Duty paid) (Please also
refer to Section E of this checklist)

Proof of Landlord (i.e. Land Registry
records)

Photos of premises (showing the

exterior construction, company name
and interior setup)

For Limited Company

Certificate of Incorporation

Registration of Directorship (Annual
Return/Form NNC1/Form NNC1G)

Authorization letter(s) from Board of
Directors to appoint the Responsible
Personnel and the Second Responsible
Personnel

Acceptance letter(s) signed by

the Responsible Personnel and the
Second Responsible Personnel
confirming acceptance of the
Appointment
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For Sole Proprietorship/ HLEREE At
Partnership Company For Applicant’s
Use

H

Proof of Proprietorship/Partnership
(Form 1(a) or Form 1(c))

Authorization letter(s) from A
Proprietor/partner to appoint the

Responsible Personnel and the Second

Responsible Personnel

Acceptance letter(s) signed by the
Responsible Personnel and the Second
Responsible Personnel confirming
acceptance of the appointment

Applicable to Special Import Licence

Proof of storage capacity of not H
less than 500 kilolitres of

hydrocarbon oil of applicant’s

licensed warehouse

Letter of application for authorization

from the Commissioner to issue passes H
and / or vouchers for the removal of

hydrocarbon oil

Others (if applicable)

Letter from the landlord granting O
permission to the principal tenant

to sublet/share/by other means to

obtain the use of the said

premises to the applicant

company
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Applicants shall submit the original copy of the document/information with (*) in person or by post to: Licence
Unit, Office of the Dutiable Commodities Administration, Customs and Excise Department, 3/F Customs
Headquarters Building, 222 Java Road, North Point, Hong Kong. For enquiries, please contact 3759 2395 or
by email to customsenquiry @customs.gov.hk.




