NEW REGISTRATION and RENEWAL
of Customs House Agent (CHA) — “Declarant” — Sri Lanka Customs

General Instructions and Points of Attention:

1.

Registration of Customs House Agents (CHA) is mandatory in terms of Section 115 of
the Customs Ordinance (Chapter 235) and Customs CHA Unit administer the registration

process.

Prior to the submission of application forms and documents to the counters at CHA
Unit for registration, fulfilling the registration requirement as specified in the Sri Lanka
Customs - Company Registration Portal (Customs E-Reg):

https://ereg.customs.gov.lk/registrations/login, is Mandatory.

As the signatory of the application, Proprietor / Partner / Chairman / Managing Director

of the CHA Company is obliged to ensure that all the forms are duly filled.

All forms must be filled in English Language.

Information provided in the application forms must be in accordance with the proof
documents submitted for authentication. Changes to the information must be duly

notified.

CHA Personnel/Applicants that are required to be Registered/Renewed (as declared in
the CUS/CHA (02)) must; be present at the counters of CHA unit and, bring along the

Documents specified in the next page.


https://ereg.customs.gov.lk/registrations/login

NEW REGISTRATION and RENEWAL
of Customs House Agent (CHA) — “Declarant” — Sri Lanka Customs

Documents to be submitted to the Counter on the date of Registration or Renewal:

1.

Request Letter requesting the Registration or Renewal of CHA and personnel, addressed
to the Director General of Customs (From the Proprietor/ Partner/ Chairman/ Managing
Director of the Company).

Duly filled CHA Application forms (Formats available at; https://www.customs.gov.lk);
a. CUS/CHA (01) — One Copy. (Refer the given “Instructions to fill )
b. CUS/CHA (02) — Two Sets of Copies. (Refer the given “Instructions to fill ")

Originals with Photocopies of following Documents;
a. Grama Sewaka Certificate for the Company (GS 02*) (obtained within six (06)
months).
Business Registration Certificate.
Taxpayer Identification Number (TIN) Certificate.
Cash Deposit Receipt issued by Customs at the initial registration of the company.
Only for Private Limited (PVT) & Public Limited (PLC) Companies;
i. Registrar of Companies (RoC) Form 01/40/45/46 — Initial Registration (Applicable one).
ii. RoC Form 03 — Name Change (Only if Applicable).
iii. RoC Form 13 — Address Change (Only if Applicable).
iv. RoC Form 20/48 — Director(s)/ Secretary Change (Only if Applicable).

® o0 o

Letter of Certification issued by the Bank(s) certifying that a current account is in
operation under the name of company (obtained within two (02) months).

Billing Proof of Company Address (an Electricity/ Water Bill received within last two
(02) months).

3” Inch Box File (13.5”H x 11”W x 3”’D) (Applicable only for First-time Registrations).

Following documents for EACH CHA APPLICANT (as declared in the CUS/CHA (02)),

along with Originals & photocopies;

a. Grama Sewaka Certificate (GS 01*) (obtained within six (06) months).

b. National Identity Card (NIC) or Valid Passport.

c. Latest CHA pass (Not Applicable for First-time Registrations).

d. Certificate of Competence (Certificate issued by Sri Lanka Customs — Human
Resources Development Directorate upon passing the Examination for CHA & Wharf
Assistants).

e. CIU (Sri Lanka Customs - Central Intelligence Directorate) Report.

f. Police Report (obtained within two (02) years).

*Formats of GS 01 & GS 02 Forms can be obtained online, by logging-in to your account at “Sri Lanka Customs
- Company Registration Portal” (Customs E-Reg) website.


https://www.customs.gov.lk/
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CUS/CHA (01)
APPLICATION FOR NEW REGISTRATION / RENEWAL OF

CUSTOMS HOUSE AGENCY FOR THE YEAR 20.......
(TO BE COMPLETED IN BLOCK LETTERS)

(1) Company Name

(2) Company Address

(3) TIN Number . (4) Business Reg. Number :

Year :

(5) Company Nature (6) Company Type :

(7) Cash Guarantee
Receipt No. & Date :

(8) No. of New CHA (9) No. of CHA Passes (10) No. of CHA Passes
Passes Requested Surrendered for  : to be Renewed
Cancellation

(11) Copies of following documents are attached hereto (with originals for perusal & return) for each person as
declared in “CUS/CHA (02)”:

a. Number of Certificates of Competence

b. Number of Police Reports

¢. Number of Grama Niladhari Certificates

d. Number of National Identity Cards

On behalf of the company, | have declared the details of the person(s) for whom I need to obtain CHA pass(es) in
the “CUS/CHA (02)” attached hereto. Also, | hereby confirm that the information provided herein are accurate,
correct and complete to the best of my knowledge and, that the documents submitted along with this application
form are genuine.

Furthermore, | undertake to inform the Director General of Customs in writing of any changes to the information
provided herein and, to Surrender the respective CHA pass(es) in the event of any person for whom the CHA
pass had been issued at my request, happen to resign/leave the employment of this company, within 03
working days of such a change/event.

D Signaure & Nams of Propieor | Pater
Chairman / Mng. Director and Company Seal
FOR OFFICE USE ONLY
CHARGES Rs. Shroff
New Reg. or Renewal Fee for the Year Please recover the following Charges.
Fee for Certificate Holder(s) (1) Rs.
Fee for Trainee(s) (2) Rs.
Processing Fees (3) Rs.
TOTAL
Inspection Fees OIC/DSC/ASC
Other Shroff (CHA Unit)




CUS/CHA (02)

Declaration made by the Proprietor / Partner / Chairman / Managing Director
of Customs House Agency for obtaining CHA pass from Sri Lanka Customs
in terms of Section 115 of the Customs Ordinance (Chapter 235)

(To be completed in block letters)

(1) Company Name

(2) Company Address :

(3) TIN Number (4) First Registered : Year Month
with Customs
(5) Contact Telephone Office Mobile E-Mail
Number(s) and E-mail
(6) CHA Registration Number : Validup to:
(for office use only)
(7) Details of Pass Holders (Continue on “Additional Page” if necessary)
1. (i). Full Name . . CHA for
S/N 1. (ii). Preferred name to be Designation NIC No. Residential Ac!dress and or Office
. Personal Mobile Number | Trainee use
printed on CHA pass (T) only
i
1)
ii
+94
i
(2)
ii
+94
S/N (1) Photo S/N (2) Photo S/N (1) Signature (8) Payment Reference of Copy
CHA Pass (Card) Printing | Received
Account No. : (Office use only)
S/N (2) Signature Bank :
. Date of
Branch : Paymeat
(DDIMM/
YYYY)

The Director General of Customs
I do hereby declare that the details
furnished herein above are true and
correct and, request to issue the CHA
pass(es) to above named person(s).

I do hereby undertake to return/
surrender the CHA pass in the event of
any person mentioned above, resign/
leave the employment of this company.

Signature & Name of Proprietor / Partner /
Chairman / Managing Director
Company Seal and Date

SDDC/DDC (CHA)

This is to certify that the documents
furnished along with this application
were checked and found that the
particulars indicated there-in are
satisfactory. | further certify that the
applicable fees have been recovered by
the Shroff.

OIC (DSC/ASC) (CHA Unit)

Manager (Pass Printing Agency)
Please print and deliver CHA pass(es)
to Customs CHA Unit, for the above
declared person(s) under the number(s)
indicated against the name(s) after
confirming the recovery of your
charges.

SDDC/DDC (CHA)




Additional Page for “CUS/CHA (02)”

Add. Pg. No.

(7) Details of Pass Holders

1. (i). Full Name
1.(ii). Preferred name to be
printed on CHA pass

S/N

Designation NIC No.

Residential Address and
Personal Mobile Number

CHA or | Office
Trainee use
(T) only

()

ii

+94

()

ii

+94

()

ii

+94

()

ii

+94

()

ii

+94

s/N(...) Photo & Sign.

s/N(...) Photo & Sign.

s/N(...) Photo & Sign.

s/N(...) Photo & Sign.

s/N(...) Photo & Sign.

The Director General of Customs
I do hereby declare that the details
furnished herein above are true and
correct and, request to issue the CHA
pass(es) to above named person(s).

I do hereby undertake to return/
surrender the CHA pass in the event of
any person mentioned above, resign/
leave the employment of this company.

Signature & Name of Proprietor / Partner /
Chairman / Managing Director
Company Seal and Date

SDDC/DDC (CHA)

This is to certify that the documents
furnished along with this application
were checked and found that the
particulars indicated there-in are
satisfactory. | further certify that the
applicable fees have been recovered by
the Shroff.

OIC (DSC/ASC) (CHA Unit)

Manager (Pass Printing Agency)
Please print and deliver CHA pass(es)
to Customs CHA Unit, for the above
declared person(s) under the number(s)
indicated against the name(s) after
confirming the recovery of your
charges.

SDDC/DDC (CHA)




Instructions to fill “CUS/CHA 01”

Number Section Requirement

(1) Company Name According to the Business Registration.

(2) Company Address According to the Business Registration.
Taxpayer ldentification Number

(3) TIN Number obtained from Inland Revenue
Department (IRD).

(4) Business Reg. Number and Year | According to the Business Registration.
Summary of the General Nature of
operations according to the Business

(5) Company Nature Registration. Ex: Cargo Clearing /
Importation of Goods / Exportation of
Goods / Trading / BOI etc.

Type of Business: Sole Proprietorship,
Partnership, Private Limited Company,

(6) Company Type Public Limited Company, Government
Agency, Defense Forces,
Embassy/High Commission etc.

Details of VVoucher/Slip issued by

) Cash Guarantee Receipt No. & Shroff for the Cash Guarantee
Date deposited at the initial registration of

the CHA company.

(8) Elo. of New CHA Passes Indicate the number of new applicants.

equested
No. of CHA Passes Surrendered | Indicate the number of passes cancelled
for Cancellation or revoked.

9) *Signatory of the Forms are obliged to Surrender the respective CHA
pass(es) in the event of any person for whom the CHA pass had been issued
previously under the authorization of company, happened to resign or leave
the employment of the company.

(10) Elo. of CHA Passes to be Indicate the number of renewed passes.

enewed
Copies of following documents
are attached hereto (with :
(11) | originals for perusal( & return) for Indicate the number of documents

each person as declared in
“CUS/CHA (02)”

submitted under a. b. c. d.
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®) No. of New CHA Passes Requested LW elewrenTiILmigerer  eTemiendenasulane
GBIUIL b
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eTeuitemibenduiienet GBIULIL 6y
) | *Poeasdar omssmsHar S waesta CHA DIDIDHN IS SHHenenL
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Gouemeoulel(hbd  BHSLILLLT6L  Ligaumiseied  emasQuimiudl e @pBlss CHA
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(11) | perusal & return) for each person as Spelamimisee  crewienilsamauilame
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Instructions to fill “CUS/CHA 02”

Number Section Requirement
(1) Company Name According to the Business Registration.
(2) Company Address According to the Business Registration.
Taxpayer ldentification Number
(3) TIN Number obtained from Inland Revenue
Department (IRD).
. : : Indicate the Year and Month of initial

(4) First Registered with Customs registration of CHA company.

Indicate the Official Contact Details;

(5) ;:r?dnté_cr;;ellephone Number(s) Telephone Numbers — Fixed-line,

Mobile and E-Mail address.
Number issued by the CHA unit at the

(6) CHA Registration Number initial registration. (Only Applicable at

Renewal)
Details of the Individuals/Personnel
expected to be Registered or Renewed
Details of Pass Holders by this form.
To be completed with regard to each
individual/person.
SIN Serial or Index Number.
(i). Full Name Full Name of the Pass Holder.
(ii). Preferred name to be printed | Desired name to be printed on the pass
on CHA pass (card).
Designation Designation or Official Title.

(7) | NIC No. National Identity Card number.
Residential Address and Personal | Address details must be according to
Mobile Number the GS 01.

Indicate the status of Pass Holder.

CHA — CHA Certificate Holder.
CHA or Trainee (T) Trainee (T) / TRA — Non-Certificate

Holder applying to be trained under

CHA.

A recent photograph (taken within 03
S/N(....) Photo months) to be printed in the pass.
S/N (...) Signature Usual (Wet) signature.

Details of payment, paid to the Pass
Payment Reference of CHA Pass | Printing Agency/Company. A printed

(®) (Card) Printing copy of proof (invoice/ bank deposit/

transfer slip) must be submitted.

*This payment must be done concurrently with or right after, the payment
of fees indicated under CUS/CHA (01).
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Details of Pass Holders
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S/N (...) Photo
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S/N (...) Signature
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Payment Reference of CHA Pass
(Card) Printing
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Payment Reference of CHA Pass
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