
 
/  

Checklist of Supporting Documents/Information – 
Application for Manufacturer’s or Warehouse Licence 

/  ( )

Please upload the following documents/information (bearing company chop) in support of your 
application for licence(s): 

(A) (A) For All Applicants
For Applicant’s 

Use 
For Official 
Use Only 

1.#  1.# A valid Business Registration 
Certificate 

  

2.# ( ) 2.# Full set of Tenancy Agreement 
(Stamp Duty paid) 

  

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

  

4.
( )

4. Detailed layout plan of the warehouse
/factory (with indication of dimensions)

  

5.
( )

5. Photos of warehouse/factory
(showing the exterior construction,

  
( ) company name and interior setup)

(can be submitted after
renovation/modification)

6. 6. A statement of the proposed opening
hours of the warehouse/factory

  

7. 7. Detailed operation procedures of the
factory/warehouse

  

8. 8. Narrative descriptions / flowchart of the
record system, the means, format, basis

  
and frequency of such record
maintenance and updating relating to the

 ( books of accounts and other documents
kept or proposed to be kept in relation to

) the manufacturing process /
warehousing of dutiable goods (with
photocopies / specimen of all forms and
records used or proposed to be used for
such purposes)

9. 9. Description of the content (i.e. the type
of data) of the books of account and

  
other documents kept or proposed to be

( ) kept in respect of dutiable goods stored
in the warehouse/factory

10. 10. Description of stock coding system,
storage location identification system
and labelling system of physical stock
stored in the warehouse/factory

  



 

(A)  (A) For All Applicants  
For Applicant’s 

Use 

For Official 
Use Only 

 

11*. 
 

11*. Particulars and specimen signatures of 
the persons authorized to receive/release 

  
   dutiable goods into/from the proposed   

   licensed premises   

 
12. 

 

 

 
12. 

 
Description on the control measures 
adopted or to be adopted for 

  

   safe guarding storage of dutiable goods   

 (   and to prevent unauthorized person from   

 )  entering into the factory/ warehouse   

   (e.g. installation of security devices at   

   entrances/exits)   

13. 
 

13. System description, explanatory notes, 
system/procedural manual of the 

  
   warehouse’s/manufacturer’s stock   

 (   operation system / inventory   

   management system / inventory control   

   system (including checking of permits,   

 )  destruction of dutiable goods,   

   reconciliation of discrepancy and   

   investigation of exceptions /   

   irregularities)   

14*.  3  
(  2 

14*. Certified true copies (by two directors/ 
chief executive of a limited company, 

  
   the sole proprietor or all partners of a   

   partnership company) of bank   

 )  statements showing the transactions of   

   the latest 3 months   

 
(B) 

 
 

 
(B) 

 
For Limited Company 

  

1.  1. Certificate of Incorporation   
2.# (  

NNC1  NNC1G)
 

2.# Registration of Directorship (Annual 
Return/Form NNC1/Form NNC1G) 
with receipt 

  

3*. 
 

 
3*. Authorization letter(s) from Board of 

Directors to appoint the Responsible 
  

   Personnel and the Second Responsible   

   Personnel   

 
4*. 

 

 

 
4*. 

 
Acceptance letter(s) signed by the 
Responsible Personnel and the Second 

  

   Responsible Personnel confirming   

   acceptance of the appointment   



(B) (B) For Limited Company  
For Applicant’s 

Use 

For Official 
Use Only 

5*.  3 
 

5*. Original or certified true copy (by   
auditor) of audited financial statements 
for the latest 3 financial years. 

 3 
Informal/management accounts up to a 
period not earlier than 3 months before 

  
 the date of submitting the application if 

 that has not been covered by the latest 
audited accounts 

(C) (C) For Sole Proprietorship/
Partnership Company

1.
(Form 1(a)  Form 1(c))

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

  

2*. 2*. Authorization letter(s) from 
Proprietor/Partner to appoint the 

  
Responsible Personnel and the Second 
Responsible Personnel 

3*. 
 

3*. Acceptance letter(s) signed by the 
Responsible Personnel and the Second 

  

Responsible Personnel confirming 
acceptance of the appointment 

4*.  1 
 

4*. Original /certified true copy (by auditor) 
of audited financial statements for the 

  

 latest financial year or original /certified 
 true copy of report by a Professional 

 Accountant on going concern status. 

 
Unaudited account / management 
account certified by the sole proprietor, 

  

( or all partners of the company or any 
 certified public accountant for the 2 

) financial years preceding the latest 
financial year prior to submission of 
application 

 3 
Informal/management accounts up to a 
period not earlier than 3 months before 

  

 the date of submitting the application if 
 that has not been covered by the latest 

audited financial statements 



(D) ( ) (D) Others (if applicable)  
For Applicant’s 

Use 

For Official 
Use Only 

1.* 

 

1.* For a newly formed company where 
available, forecasted Profit & Loss 
Account, Balance Sheet and Cash Flow 
Statement certified by directors, chief 
executive, sole proprietor or all the 
partners of the company are required. 

  

2.  2. Procedures and schedules of
stock count

  

3.# /
(

( )) 

3.# Valid and appropriate licence/ 
certificate for dangerous goods 
(storage and manufacture of hard 
liquors, methyl alcohol or hydrocarbon 
oil, etc. where applicable) 

  

4.# 

/ 
 

4.# If the tenant as indicated in the Tenancy 
Agreement is not the applicant company, 
then a letter from the landlord granting 
permission to the principal tenant to 
sublet/share the premises, or permit the 
applicant company to use the premises is 
also required 

  

5.# 
109A << >>
27

 5.# For applicant who has furnished security bond 
to the Commissioner under Regulation 27 of 
the Dutiable Commodities Regulations, Cap. 
109A, Laws of Hong Kong, shall provide 
document to prove that such security bond is 
still valid 

  

  PLEASE PAY ATTENTION TO THE FOLLOWING 

(*) / 222  3

  (#) /

 ( )  3759 2395  customsenquiry@customs.gov.hk  

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


