User Manual fotCARGO CLEARING AGENTS

Sri Lanka Customs Registration Website.

Introduction

Upon completing a successful sign up process, this user guide will provide a detailed guideline for the
Cargo Clearing Agents to complete the registrapoocess.
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1. Basic Tab

1.1 Basic Talg Business/Individual Details

Note: This is the basic information pertaining to Businesses/ Individidésase fill in the cages as
instructed in Table 1 below.

Business/Individual details O .

Name of ENTER COMPANY NAME
business/Individual name

[}

Type of business Sole Proprietorship M

If other, please specify

Principal Activities . . . .
Importer Exporter Cargo Clearing Agent Courier Service Vessel Agent UPB Clearing

Freight Forwarder/NVOCC BOI Permit One time Importer/Exporter Transporter Other

If other, please specify

Figurel: Basic Tab Business/Individual Details

Field Name ' Conditions &omments

Name of the Business and Individual 1 Avoid multiple spaces between words.

1 Avoid any spaces at the end of the nam

1 Avoid any special characters other than
parentheses (round brackets).

Enter the legal namef the entityor the full
name of the individual owner

Type of Business Choose one option which best descrilyesir
organization.

Ly &LISOAL fothed alegidRtbieSt S
details in the next input field.

Principal Activity SelectCargo Clearing Agent

Note: Carefully selectthe relevant principa
activity/activities. If the prcipal activities arg
incorrect, you may not be able to complete th

re-registration process.
Tablel: Basic Tab Business/Individual DetailsInput Fields
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1.2 Basic Talg TIN/VAT/Pernit Merchant Shipping License Information

TIN / VAT / Permit / Merchant Shipping License Information

Tax Identification number AX IDENTIFICATION

VAT details ENTER THE NUMBER

Permit number

Director merchant shipping license
number

Vat VAT NUMBER VAT Expiration date

number

Renewal / Termination ENTER THE DATE
date

Permit expiration date

Director merchant shipping license
expiration

Figure2: Basic Tab TIN/VAT/Permit/Merchant Shipping License Section

Based on the fieldselectedA y  Brio@pal éctivities

a S, té irf@nyation required to beyivenin

this section may vary. Please referthe tablebelowto identify the fieldsrelevant toyour organization.

Principal

Activity

Applicable Fields Conditions and Comments

Cargo Clearing
Agent

Tax Identification 09 or 12 digits only
Number
1. If the company is already registered with Customs, ple
use the existing VAT number.
2. If the company is a sole proprietorship, please follow th
guidelines,
i. If this is the first sole proprietorship beir
VATNumber registered with Customs, use the formdWVAT

NUMBERL)
€.91234567892525/12345678970061

ii. If this is the second sole proprietorship bei
registered with Customs, use the format (V
NUMBER)
€.91234567892525/1234567897002

VAT Expiration Datg 2

1. Not applicable to permanent VAT holders (VAdmbers
SYRAY3A AYy a1nnnéod

If a temporary VAT certificate contains an expiration dé
please enter that date.

Renewal
/Termination Date

Official use only

Table2: TIN/VAT/Permit Information Applicable Fields based on Principal Activity
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1.3 Basic Talg Business Registration Details

In this sectiorusers are supposed to provide the basic business registration details of their organization.

Business Registration Details

Business Registration
Number

Date of Establishment DATE OF ESTABLISHMEN

District Select your District

Grama Niladhari Division
Number

Divisional Secretariat Select a Divisional Secretaria

Grama Niladhari Division Select a Divisional Secretarial first

Figure3: Basic Tab Business Registration Details

Field Name Conditions & Comments

Business Registratiddumber

Enter theBusiness Registratiddumber

Date of Establishment

Select Date

District

Select District

Divisional Secretariat

District value should be selected prioto
selecting the Divisional Secretariat

Grama Niladhari Division

District value & Divisional Secretariatvalue
should be selected prioto selecting theGrama
Niladhari Division

Grama Niladhari Division Number

This will be autepicked by the system

Table3: Business Registration Detaildnput Fields

Once all the basic details dited out y' I @A I GS (2 G(KS yABdeedsTatEl 6 6 &
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2. Address Tab

' A SNA & K2 duidiessdabS enfektie premiseselated details of the organizatiofPremises
may include all the sites which are under th@nershipof the company.

2.1 Address Tab Details of the Premises

Electronic Registration of Traders & Logistics Operators

Basic Address Company Owner

Fremss

Details of Premises

Premises 3

Company
name

ENTER GOMPANY NAME

ENTER ADDRESS LINE 2

Tele number

Web site

ENTER TELEPHONE NUMI|

Wharf Attachment Declaration

Premises 4

Address line ENTER ADDRESS LINE 3
3
Address line ENTER ADDRESS LINE 4
4
Mobile ENTER MOBILE NUMBER Fax number  ENTER FAX NUMBER Email ENTER E-MAIL ADDRESS
number address
CEB LECO Account ENTER CEB/LECO ACCOUNT NUMBER
number

Figure4: Address Tab Details of the Premises

Field Name ' Conditions & Comments

Company Name

Name of your mmpany as the %' line of the
address

Address Line 2

Address Line 3

Split your addressnto Address Line 2, Addrey

Address Line 4

Line 3, Address Line 4

Tele number

Official telephone number

Mobile number

Official mobile mmber

Fax number Official fax mmber

Email address Official email address of the company

Website Official website of the company. If the website
not availableyou may use the URL of soc
media web pages.e. (FacebookLinkedIn)

CEO/LECCeountnumber Enter the account number andtick the

appropriate boxCEB account or LECO account

Table4: Address Tab Details of the Premises Input Fields
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2.2 AddingPremises Ownership details

Premises ownership details o ®
o Deed Deed ENTER DEED NUMBEF Land registry number ENTER LAND REGISTR Land registry office ENTER LAND REGISTR
number
Lease Lease agreement Lease agreement expiry
number
Sub Lease agreement Lease agreement expiry
lease number
Sub lease agreement Sub lease agreement
number expiry

Figure5: Add premises ownership details

Field Name ' Conditions & Comments

Deed If the address of your company is registered to your own |3
LX SFaS aStSOG a45SSRé |yR Sy
ydzYo SNJ FyR GKS t20FGA2y 27F |
Lease If the address of your company is registered to leased prem
LX SFrasS asStSod a[SlFrasSé FyR S
and its expiry date. Please make sure that the lease agreemg
NEIAAZGSNBR G GKS [IyR wS3IAa
Sub Lease If the address of your company is registered to -tedsed
premises, plel8 a St SOG G{dzo [ SI asS¢
Agreement Number and its expiry date. Then enter the sub I¢
Agreement Number and its expiry date. Please make sure
fSFAS FANBSYSyda NS NBIAAGS
Table5: Address &b - Add premises ownership details

2.3 Adding Multiple Premises

Lease agreement expiry EMTER LEASE AGREEMEMNT NMUMBER
Lease agreement expiry EMTER LEASE AGREEMEMNT NMUMBER
Sub lease agreement expiry EMNTER SUB LEASE AGREEMEMNT NUMBER

Deleve this address — Add another address 4

Figure6: Add premises ownership details
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If the business is located in several premisesers shoulaenter the details of multiple premisame by
2y S ! 4 SNE AddlAdothalzAdSress tibat tile bottom of the page to add new premiself
you click this button by mistake, you can delete it by clickibglete thisAddresg. However, prior to
deleting such address, please make sure that the rest of your data already entered are saved.

CdzZNIKSNY2NB:Z dzaSNAR OFy Yyl @gA3Il S oPseinsssls Preiizest T SNB Y

2¢ T~ Prgmitses8 0 dziespecyivaly

Electronic Registration of Traders & Logistics Operators
Basic Address Company ‘Owner Wharf Attachment Declaration
Details of Premises o .
Company ENTER COMPANY NAME Address line ENTER ADDRESS LINE 3
name 3
Addressline  ENTER ADDRESS LINE 2 Addressline  ENTER ADDRESS LINE 4
2 4
Tele number ENTER TELEPHONE NUM Mobile ENTER MOBILE NUMBER Fax number ENTER FAX NUMBER Email ENTER E-MAIL ADDRESS
number address
Web site ENTER WEB SITE CEB LECO Account ENTER CEB/LECO ACCOUNT NUMBER
number

Figure7: Navigate between premises

Once all thedetails related to premises are addednavigate to the next tab by clicking on the
oCompany tab.
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3. Company Tab

3.1 Company Talg Auditor Details

Electronic Registration of Traders & Logistics Operators

Basic Address Company Owner Wharf Attachment Declaration

Auditor details ® -

Auditor's ENTER AUDITOR'S NAME Address line ENTER ADDRESS LINE 3
name 3

Address line ENTER ADDRESS LINE 2 Address line ENTER ADDRESS LINE 4
2 4

Tele number ENTER TELEPHONE NUMBET Mobile ENTER MOBILE NUMBER Fax number ENTER FAX NUMBER
number

Web site ENTER WEB SITE Email ENTER E-MAIL ADDRESS

address

Figure8: Company Tab Auditor's Details

AAAAAA

Ly (GKS I dZRAG2BBDENRSYVESRAGASONRIY RS | f € 0§KS NE
external auditors.

Company Name I dzR A (ath&ldR the Hine of the address.
Address Line 2 {LX A0 GKS I dai® AddeedsD e 2
Address Line 3 Address Line 3, Address Line 4

Address Line 4

Tele number Official telephone number of the auditor

Mobile number Official mobile nmber of the auditor

Fax number Official ixnumber of the auditor

Email address Official email address of the auditor

Website Official welsite of the auditor

Table6: Company Tab Auditor's Details Input Fields

3.2 Company Talg Bank Account Details

In this sectionusers need to provide details of all the Bank Accounts thatused by the
organizationfor financial transactionsAfter supplying all detailglickthe 6Addé¢ o6 dzi G2y G2 |
the record.
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Bank account details

Bank code Bank name

Branch

9999 - Other Bank v Select

Branch code

abe

A/C number A/C type A/C holder's name Open date Add
X A/C NUMBER CUR v A/C HOLDER'S N m
Branch name A/C number A/C type AJ/C holder's name Open date Delete

Field Name

Figure9: Company TabBank Account Details

Conditions & Comments

Bank Select the relevantédnkwherethe accounts
held

Branch Select the relevanibankbranch
RelevantBank should be selected prior t
selecting the branch.

A/C rumber Enterthe relevant account number

A/C ype Select the relevant account type. Selé
thert 2y feé& AF GKS NFB
not available.

l k/ K2dmRSNDa y Enteri KS | O02dzyi K2t RS

Dateof opening Select the dateon which the account i
opened

Table7: Company Bank Account DetailsInput Fields

3.3 Company Talg Tax Details

Mention the amount ofincometax paidby the companyn the last financial yeaif applicable.

Tax details

© Yes

Income tax payer ?

No

Last paid financial year ENTER THE YEAR

Tax amount for last ENTER THE TAX AMOL
financial year (LKR)

Figure101l: Company Tax Details

3.4 Company Talg Previous Offenses

Provide the details about the previouGustoms cases opened

have now been finalized.

againgour company, which
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Previous offenses o .

Has this company ever been penalized under the provisions of Customs Ordinance ? o Yes

No

Case number Case year Offense committed Amount paid as penalty (LKR) Add

Case number Case year Offense committed Amount paid as penalty (LKR) Delete

Figure21: Company Tab Previous Offenses

LISyt AT SR o0& [/ dzaid2y

Field Name  Conditions & Comments
L¥ &2dz KIS 06SSy
leave the resblank

Case number| Please enter the Customs Case Number under which you or
company has been penalized. Please enter this detail in CA|
LETTERS only.

Case year Year in which the case is opened

Offence The reason why Customs hgvenalized you or your company
committed

Amount paid| Please enter the amount of penalty imposed.

as penalty

G! 55¢ LT GKSNB Aa Y2NB GKIFy 2yS Ol a|

Table8: Company- Bank Account DetailsInput Fields
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4. Owner Tab

' A SNA & K2 @vner talzdo Bddth&dStailsrelatedto ownersof the business.

4.1 Owner Tabg Personal Details

Electronic Registration of Traders & Logistics Operators

ENTER REGISTER NUMBEI!

Address line
1

ENTER ADDRESS LINE 1

Address line
2

ENTER ADDRESS LINE 2

Is mobile registered to your NIC 2

© Yes No

ENTER REGISTER YEAR

Address line
3

ENTER ADDRESS LINE 3

Address line
4

ENTER ADDRESS LINE 4

Mobile
number

ENTER MOBILE NUMBER Tele number ENTER TELEPHONE NUMI

Email
address

Basic Address Company Owner Wharf Attachment Declaration
Personal details @ -
Name of () Chairman Director Partner ENTER FULL NAME
Proprietor
Qld NIC ENTER OLD NIC NUMBER New NIC ENTER NEW NIC NUMBER Passpeort ENTER PASSPORT NUMBE Voter list register number & year

ENTER E-MAIL ADDRESS

Figure32: Owner Tab Personal Details

4.2 Owner Tabc Bank AccounDetails

Usershave to enterall the bank accountthat are used by the owner®r financial transactions.
After enteringall the details clickhe 6Addé o dzi G2y G2 | RR

Bank account details

Bank Branch A/C number A/C type A/C holder's name Open date Add
9995 - Other Bank A 4 Selectab ¥ AIC 1BER cu v A/C HOLDER A/C OPEN DATE m
Bank code Bank name Branch code Branch name A/C number A/C type A/C holder's name Open date Delete

Figure13: OwnerTab- Bank Account Details
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Bank Select therelevant lank

Branch Select the relevant tanch where the accountis maintained. The
relevantBankshould be selected prior to selecting the branch.

A/C rumber Enterthe relevant account number

A/C Type { St SOG GKS NXBft SGI yiherd ODRda (A T

account type is not available.

l K/ K2dmRSNEnteri KS | 002dzyi K2t RSND&a ylI YS

Dateof Opering Select the daten which theaccountwasopened

Table9: Owner- Bank Account Details Input Fields

4.3 Owner Tabcg Previous Offenses

This sectionis for the details about the previous Customaggés which the specific ownés
involved in

Previous offenses 0 .

Have you ever been penalized under the provisions of Customs Ordinance ? Yes No

Case number Case year Offense committed Amount paid as penalty (LKR) Add

Case number Case year Offense committed Amount paid as penalty (LKR) Delete

Figure44: Owner- Previous Offences

4.4 Owner Tabg Other Company Details

If the owner of the company @lsoan Owner/Partner/Director of any other company enter all
the relevant details of the other companies in this sectidgiiter fillingin the details click the
GAddé odziG2y G2 O2YLX SGS GKS NBO2NRAaAO®D

13| Page



Other company details (if the applicant is an owner of another company)

Are you a Chairman/Director/Partner/Proprietor of any other business registered with Sri Lanka

Customs ? Yes No

Company name Address TIN number

Company name Address TIN number Delete

Figurel5: Owner Other Company Details

4.5 Owner Talx File Attachments

A list of file attachments that should be uploaded to the system will be displayed here. Against
each file namehe user can clickChooseC A bufta@n to select the file to be uploadeand click
G ! LJ #dttdh do upload the relevant file.

File attachment

GS Form 01
Passport Size Photo :
Specimen Signature :
NIC Front Side :

NIC Back Side :

From Service Provider

s
]

Mobile Number Ownership Confirmation

Figure B: OwnerFile Attachments

File Attachment Name ' Conditions & Comments

GS Form 01 Grama Niladhari Certification andounter signature of the
Divisional Secretary for Proprietor/Partner (s)/Director/Wh
Representative (s)

Passport size photo

Specimersignature

Scanned copy of the signature.

NIC front side

NIC back side

Mobile number

provider

confirmation from the service

ownershig A letter from the service provider.e. (Dialog Mobitel,
Hutch, Airtel, etc.) confirming user details of the mokl

numbers provided to SL Customs.

Table10: Owner File Attachments Input Fields
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5. Wharf Tab

5.1Wharf Tabc¢ Personal Details

In this sectionusers need taenter the details of theCustoms House Agentgho work in their

organization.

Electronic Registration of Traders & Lagistics Operators

Basic Address Company Owner Wharf Attachment

Personal details

Full name ENTER THE NAME OF CHA PASS HOLDER
YEAR
Old NIC ENTER OLD NIG NUMBER
Address line ENTER ADDRESS LINE 1
1
Address line ENTER ADDRESS LINE 2
2
Is mobile registered to your NIC ? Mobile
© Yes No number

Declaration

Voters' list reg. number ENTER VOTERS Voters' list reg. year
New NIC ENTER NEW NIC NUMBER Passport ENTER PASSPORT NUMBER

Address line ENTER ADDRESS LINE 3
3

Address line ENTER ADDRESS LINE 4
4

ENTER MOBILE NUMBER Tele number ENTER TELEPHONE NU) Email ENTER E-MAIL ADDRESS
address

Figurel7: Customs House AgenPersonal Details

Field Name

' Conditions & Comments

Full Name Full name of th&ustoms House Agent

Old NIC Old NIC No. of th€ustoms House Agent

New NIC New NIC No. of th€ustoms House Agent (If any)
Passport Passpornumber

Voters(List Registration No. & Year

Enterthe latest Votes List Registrationumber & year

Addresdine 1

Addressihe 2

Addressihe 3

Addressihe 4

Split the personal address accordingly to display
Address Line 1, Address Line 2, Address Line 3, Ad
Line 4

Tele number

Official telephone number of th€ustoms House Agent

Mobile number

Official Mobile mmber of theCustoms House Agent

Email address

Official email address of th€ustoms House Agent

Table11: Customs House Ageiersonal Details Input Tab
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5.2 Wharf Tabg Previous Employment Details

In this sectionpleaseenter all the companiesvhere aspecificCustoms House Agewtorked previously.
i.e. (Company Name, Aliless & the relevant TIN Number)

Previous company details (if the applicant is an ex-employee of any other company)

Company name Address TIN number Add

COMDANY:NARME ADDRESS TIN NUMBER
COMPANY NAME DDRESS N NUMBE

Figure18: CustomsHouse Agent Previous Employment Details

Additionally,provide theimmediate @st three CHA pass numberseachCustoms House Age(it any)
in descending order.

Previous CHA pass numbers (Last F\E.;.:.ES_ CHA PASS BEFORE NEAREST CHA PASS THIRD CHA PASS
three companies)

Figure19: Customs House Agent.ast 3 CHA passes

5.3 Wharf Tab¢ CHA Examination Details

Enterthe examination results adfachCustoms House Agent

CHA Examination details ® e
CHA Examination ENTER EXAM NUMBE! CHA examination date ENTER EXAM DATE Results for CHA ENTER RESULTS OF T¢
number examination

Figure20: CHA Examination Results

5.4 Wharf Tabg Bank Account Details

In this sectionUsershave to enterall the bank accountthat are used byeach custom house
agentfor financial transactionsAfter enteringall the details clickhe 6Addé o6 dzi G 2y G 2
record.

Bank account details 0 .
Bank Branch A/C number A/C type A/C holder's name Open date Add
9999 - Other Bank v Selectab ¥ A/C NUMBER CUF v A/C HOLDER'S P A/C OPEN DATE m
Bank code Bank name Branch code Branch name A/C number A/C type A/C holder's name Open date Delete

Figure21: Customs House AgenBank Accounts

16| Page

puj



Field Name | Conditions & Comments

Bank Select the relevantdnk

Branch Select the relevant tanch where the accountis maintained. The
relevantBankshould be selected prior to selecting the branch.

A/C number Enterthe relevant account number

A/C Type {StSOG GKS NBf SOl yiuOthertOO 2 ¢z @

relevant account type is not available.

' k/ K2dmRSNJEnteri KS | OO02dzyi K2f RSNR&a& VyI YS
Dateof Opering Select the dat®n which theaccountwasopened

Table12: Bank Account Input Fields

5.5 Wharf Tabg Tax Details

In this sectionusers have to entethe amount of tax paid in the last financial yedrthe
customs house agerns a tax payer.

Tax details 0 =

Income tax payer ? Yes Last paid financial year ENTER THE YEAR Tax amount for last ENTER THE TAX AMO
o No financial year

Figure22: Customs House Agefax Details

5.6 Wharf Tabg Previous Offenses

This sectionis for the details about the previous Customaggés which the specifiowner is
involved in

After enteringall the details clickhedAddé o0 dzi G2y G2 FTRR GKS NBO2NRO®

Previous offenses o .

Have you ever been penalized under the provisions of Customs Ordinance ? Yes o No

Case number Case year Offense committed Amount paid as penalty (LKR) Add

Case number Case year Offense committed Amount paid as penalty (LKR) Delete

Figure53: Customs House AgeRtrevious Offenses
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5.7 Wharf Tabg Other Company Details

If the owner of the company @lsoan Owner/Partner/Director of any other company enter all
the relevant details of the other companies in this sectiditer fillingin the details click the
GAddé odzilzy G2 O2YLIX SGS (GKS NBO2NRAOD

Other company details (if the applicant is an Owner of another company) 0 .

Are you a Chairman/Director/Partner/Proprietor of any other business registered with Sri Lanka

Customs ? Yes @ No

Company name Address TIN number Add

Company name Address TIN number Delete

Figure24: Other Company Details

5.8 Wharf Tabcg File Attachments

A list of file attachments that should be uploaded to the system will be displayed here. Against
each file namehe user can clickChooseC A buft@n to select the file to be uploadeand click

4

G ! LJ Buttdddo upload the relevant file.

File atfachment LA
Passport Size Photo : Choose File | No file chosen
Specimen Signature : Choose File | No file chosen
NIC Front Side : Choose File | No file chosen
NIC Back Side : Choose File | No file chosen

Mobile Number Ownership Confirmation From Service Provider Choose File | No file chosen

Cancellation of previous CHA passes : Choosa File | No file chosen
Certificate of Competence : Chooss File | No file chosen
GSForm 01 Choose File | No file chosen

OO0 86806
D00 68060

e T

Figure 5&: Customs House Agefmab-File Attachments
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File Attachment Name ' Conditions & Comments

GS Form 01

Grama Niladhari Certification andounter signature of the
Divisional Secretary for Proprietor/Partner (s)/Director/Wh
Representative (s)

Passport sizphoto

Specimen signature

Scanned copy of the signature.

NIC front side

NIC back side

Mobile number ownershif
confirmation from the servicg
provider

A letter from the service providere. (Dialog Mobitel, Hutch,
Airtel, etc.) confirming user datls of the mobile number
provided to SL Customs.

Certificate of Competence

Certificate awardedto CHAs aftersuccessfully completin
CHA examinatian

Cancellation of previous CH
Passes

Most recentlycancelled CHA pass

Table23: Wharf TabFile Attachmentsinput Fields
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6. Attachment Tab Field Description

%

a! Gdr OK YWiydisplag & listof attachments that should be uploaded to the system.

File attachment

G5 Form 02: Mo file chosen

Business Registration Certificate : Mo file chosen

TIN Certificate : Mo file chosen

VAT Certificate : Mo file chasen

Form 1/ Form 40 : Mo file chosen

Form 44 : Mo file chosen
Form 45 : Mo file chosen
Form 46 : Mo file chasen
Deed : Mo file chosen

Consent from the absolute owner : Mo file chosen

Lease/ Sub Lease Agreement: Mo file chosen

Copy of Initial Lease Agreement (If a sublease is submitted) : Mo file chosen

Form 13: Mo file chosen
Form 20/ Form 45 : Mo file chosen
Form 03 : Mo file chosen

List of 5taff members with EPF numbers : Mo file chosen

CEBILECO Electricity Bill (Company) : Mo file chosen
Front Elevation of the premiges using Google Street View : Mo file chosen

Location Map- Geogle map route up to the premises from nearest city :

Mo file chosen

List of electronic devices with serial numbers used in the office : Mao file chosen

Sketch of office setup plan : Mo file chosen

Cash Guarantee Receipt : Mo file chosen

Figure &: File Attachments
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File Attachment Name \ Conditions &omments

GSForm 02

Grama Niladhari and Division&kcretariatCertification for Importer/
Exporter/ Shipping Ageffreight Forwarder/ BOI VentufeTransport
Agent/ Courier Service / Unaccompanied Passenger Baggage
Warehouse Operator and Customs ldeuAgency

Business Registration Certificate

TIN Certifica

VAT Certificate

Form 1/Form 40

Obtained fromthe Registrar of Companies for Limited/Public Liabi
Companies

Form 44 For companies incorporated outsidgri Lanka and having mincipal
place of business established in Sri Lanka (Obtained tinerRRegistrar
of Companies)

Form 45 For companies incorporated outside Sri Lanka and having a prin
place of business established in Sri Lanka (Obtained from the Reg
of Companies)

Form 46 For companies incorporated outside Sri Lanka and having a prin
place of business established in Sri Lanka (Obtained from the Reg
of Companies)

Deed Registered with LandeRistry

Consent from the absolute owner

In case theproperty is owned by a family member, an affidavit frg
the absolute owner has to be submitted giving his/her consent to
his/her premises.

Lease/ ab leaseagreement

Registered with Land &istry

Copy of initialéaseagreement

In case a Sub Leasgreement is submitted, a certified copy of tf
initial Lease Agreement has to be submitted

Form 13 For address change$any
Form 20/ Form 48 For Directorchangesif any
Form 03 For Business nantshangesif any

List of ¢aff members and their EPF
numbers

CEB/LECE@ectricity bill (Company)

Bill for thepreviousmonth

Front devation of the premisedy Google
Street View

Screen shot of the street view not exceeding B i size

Locationmap - Google map route up to th¢
premises fronthe nearest city

Screen sbt of the map not exceeding 1 MB size

List of electronic devices with serie
numbersused in the office :

In PDF format

Sketch of office setup plan

Floor plan in PDF Format

Cash Guarantee Receipt

Receipt for Cash Guarantee bKR. 50,000/deposited in Sri Lank
Customs. Already issued deposit slip is valid).

Table34: Attachment TabFile Attachmentsinput Fields
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7. Declaration Tab Field Description

A contact person should be assigned by the comparmmpordinate the registration process with Sri
[FY1llYy /dAaG2Yad CAfft Ay GKS ObgtlarhtioniTablRSGF Af a 2F (K

Figure276: Declaration Tab Input Fields

Field Name ' Conditions and Comments

SMS Alert

Mobile number Mobile Number which the SMS should be sent
Name of the user Name

Designation of the user Designation

Service provider Name of the service provider.

EMail Alert

Name of the user Name

Designation of the User Designation

Email Enter the official mail address

Table45: Declaration Tab Input Fields
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