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ANNEX C 799 

Procedure in the Submission of Renewal LTO Application 800 

 801 

A. Procedure outline 802 

 803 

1. Accessing and navigating the FDA eServices Portal System 804 

2. Filing an application 805 

a. Page 1: Declaration & Undertaking 806 

b. Page 2: License to Operate 807 

c. Page 3: Contact Information 808 

d. Page 4: Self-Assessment Review 809 

 810 

B. Step-by-step procedure 811 

Follow the steps outlined below in order to submit a renewal cosmetic LTO application. 812 

 813 

1. Accessing and navigating the FDA eServices Portal System 814 

a. Access the online portal through (https://eservices.fda.gov.ph/) and click 815 

“Applications” found on the upper right corner of the eServices landing page. 816 

 817 

 818 

 819 

 820 

 821 

 822 

 823 

 824 

 825 

 826 

 827 

 828 

 829 

 830 

 831 

b.  Click the License to Operate for Cosmetic and Type of Establishment (Distributor, 832 

Trader, Manufacturer, Packer or Repacker) 833 

 834 

 835 

 836 

 837 

 838 

 839 

 840 

 841 

 842 

 843 

 844 

 845 

 846 

 847 

 848 

 849 
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 850 

 851 

 852 

 853 

 854 

 855 

 856 

 857 

 858 

 859 

 860 

 861 

 862 

 863 

 864 

 865 

 866 

 867 

 868 

 869 

 870 

 871 

 872 

 873 

 874 

 875 

 876 

 877 

 878 

 879 

 880 

 881 

 882 

 883 

 884 

 885 

 886 

i.  Select the primary activity the applicant intends to engage in which may be one of 887 

the following: 888 

 889 

• Manufacturer- An establishment that is engaged in any and all operations 890 

involved in the production of cosmetic products including preparation, 891 

processing, formulating, filling, packaging, repacking, altering, ornamenting, 892 

finishing and labeling with the end in view of its storage, sale or distribution. 893 

• Packer- An establishment that packages bulk cosmetic product into its 894 

immediate container with the end view of storage, distribution, or sale of the 895 

product. 896 

• Repacker- An establishment that repacks a finished product into smaller 897 

quantities in a separate container and/or into secondary packaging, including but 898 

not limited to relabeling, stickering, and bundling for promo packs with the end 899 

view of storage, distribution, or sale of the product. 900 
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• Trader- An establishment which is a registered owner of a cosmetic product 901 

and procures the raw materials and packing components, and provides the 902 

production monographs, quality control standards and procedures, but 903 

subcontracts the manufacture of such product to a licensed manufacturer. 904 

• Distributor- Any establishment that imports/exports raw materials, active 905 

ingredients and/or cosmetic products for its own use or for wholesale 906 

distribution to other establishments or outlets. If the distributor sell to the general 907 

public, it shall be considered a retailer. 908 

 909 

c.  Click the Renewal Application. 910 

 911 

 912 

 913 

 914 

 915 

 916 

 917 

 918 

 919 

 920 

 921 

 922 

 923 

 924 

 925 

2. Filing an application 926 

a. Page 1: Declaration & Undertaking 927 

To start the application, read carefully and agree to the declaration & undertaking 928 

form. Make sure to check the box found below and click on “Start Application”. 929 

 930 

 931 

 932 

 933 

 934 

 935 

 936 

 937 

 938 

 939 

 940 

 941 

 942 

 943 

 944 

 945 

 946 

 947 

 948 

 949 

 950 

 951 
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b. Page 2: License to Operate 952 

 Provide the existing LTO Number, Validity Date, and Security Code (by scanning 953 

the QR Code from the given document). Please ensure the correctness of the data 954 

given to proceed with the change in licensing authorization. Tick “I’m not a robot” 955 

then click “Next” to proceed. 956 

 957 

 958 

 959 

 960 

 961 

 962 

 963 

 964 

 965 

 966 

 967 

 968 

 969 

 970 

 971 

 972 

 973 

 974 

 975 

 976 

 977 

c. Page 3: Contact Information 978 

Provide an updated contact information if applicable. Click “Next” to proceed. 979 

 980 

 981 

 982 

 983 

  984 

 985 

 986 

 987 

 988 

 989 

 990 

 991 

 992 

 993 

 994 

 995 

 996 

 997 

 998 

 999 

 1000 

 1001 

 1002 
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d. Page 4: Self-Assessment Review 1003 

i.  A Self-Assessment Review summary will appear that reflects all the declared 1004 

information. 1005 

ii.  After the self-assessment review, the applicant shall confirm the correctness of 1006 

the data and uploaded documents. Tick “I’m not a robot”, Data Privacy Act 1007 

declaration and click the “Confirm” submit the application. 1008 

iii.  Auto-generated electronic email will be sent containing the Application 1009 

Summary 1010 

 1011 
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1012 
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1013 


