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HYDERABAD CUSTOMS COMMISSIONERATE, L.B.STADIUM ROAD:

EASHEERBAGH: HYDERABAD-5OO OO4. TELEPHONET O4O.23220720 /2400A364
C.No. S/ 10/ CB/01/ 2022-Cus.Tech Date: 27 .O2.2O23

PUBLIC NOTICE NO. O3/2O23

SubJect :- Advlsory on addltlon of Other Pollcy Sectiotr detalls ln CB
Profile on Customs Btoker Llcense Managemeat System (CBLMSf - Reg.

Please refer to the Public Notice No. 02l2023 d.ated. 76.02.2023 issued

by this office.

2. Pursuant to the aforesaid Public Notice, attention of all the Customs

Brokers and other stakeholders working in Hyderabad Customs is invited to

the CB Pro{ile created by the customs brokers on the Customs Brokers

Licensing Management System (CBLMS) online portal (lrltBsrleblms.eov.in).

3. In this regard, it has been noticed that after validation of the CB profile

by the Parent Policy Section, Customs Brokers are inadvertentJy filing the
Application "lntimation under Form C" instead of "Add OPS Employee" details

in the CB Profrle with respect to details of Other Policy Sections where they
are already operating based on intimations given under Form C.

4. Therefore, it is hereby clarifred that once the CB profile has been

validated by the Parent Policy Section, Customs Brokers are required to add

details of employees of all the "other policy sections" where they are already

working under Form C intimation, in the "Add OPS Empioyee" tab in the CB

Profrle and refrain from frling "Intimation under Form C,, application for this
purpose. Further, it is hereby informed that "Intimation under Form C',

application is for giving new intimation under Regulation 7 (3) of CBLR, 2018

to operate in a jurisdiction where the customs broker wants to operate in the



near future and which falls under a policy section other than the Parent Policy

Section.

5. A snapshot of the

"lntimation under Form

immediate reference

difference between

C" functionalities is

"Add OPS Employee"

provided below for

and

your

Appltcable

to

Add OPS Employee Intimatlon under Forrn C

Customs Brokers who were
issued a license by a policy
section other Hyderabad
Customs and wa'rrt to operate
in Hyderabad Customs by
frtng intimation under Form C

How On successful login into the
portal, click on the "Application
Form" button and select
"Intimation under Form-C"
application from the drop-
down menu.

access

soP Detailed SOPs for both functionalities are available on the
CBLMS portal (copies enclosed)

As the addition of "Add OPS Employee" details and their validation in

the CBLMS portal is a pre-requisite for making other applications in

CBLMS, all the Customs Brokers working in Hyderabad Customs under

Form C intimation are requested to frll their "Other Policy Section" details

6

Customs Brokers who were
issued a license by a policy
section other than
Hyderabad Customs and are
already operating in
Hyderabad Customs based
on intimation under Form C

section separately
selecting the concerned
policy section from the
dropdown menu.

td On successful login into tht
portal, go to the
'' Existing-C B - Proflte'

lapplication and click on th!

] 
Action butto., "Add oPS 

I

Employee". lf a Customq
Broker is operaring in mor!
than one "Other Policy]

l Section", they are ."qr""t.!
]to hl aetaits of each polic5,]



in the CBLMS portal at the earliest. All the existing Customs Brokers who

have submitted their profile on the CBLMS portal successfully and the said

profile has been validated by the respective parent policy section will be

able to add OPS employee details.

7. Any diffrculties faced may be brought to the notice of CBLMS Taskforce,

Mumbai Zone - | on the email id cblms-helpdesk@qov.in.

Encl :

1) SOP on "Add OPS Employee"
2) SOP on "Intimation under Form C

'LA
/)

o
deep

Pr. Commissioner of Customs
Hyderabad Customs Commissionerate

CopyTo:

1) The Deputy/Assistant Commissioner(s) of Customs, ICD-Sanath
Nagar/ICD-Thimmapur/Air Cargo Complex, Hyderabad.

2) A11 the stakehoiders/Website.
3) Offrce Copy.
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Customs Brokers License Management System (CBLMS)

User Manual for Addins OPS lOther Policv Sectionl details on

CBLMS Portal

With the introduction of new functionalities in CBLMS, the Customs Broker

can add the details of the OPS (Other Policy Section) on CBLMS Portal. The

process of adding the OPS details on CBLMS, is explained below:

1: LOGIIY :

a. The applicant needs to login into the portal.

b. On clicking the login button on the homepage, the following page will be

displayed.

g c.nL.li€rc oa rndr (t Lr.i ard c.rt.mr * ,i",0 -{-

Username i.e PAN card of the Customs Broker

Password

Pres-s Log In button after entering the Username and Password to

1og into the account.
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c. After clicking on the 'Log In" button, an OTP will be sent via SMS to the

registered mobile number of the applicant ard the following OTP page

will be shown

1. Enter the 6-digit OTP as received on the registered mobile

number of the Customs Broker.

Click on the 'Confirm" button to confirm the login.11.
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2, APPLICATION:

a. On successful login into the portal, the following screen w'ill appear. In
respect ofthe Application Form \pe "Existing_CB-Profile", click on

the "Add OPS Employees" button as highlighted below for initiating
the uploading process.

$=:::::r:"::::! drh tD- ,- -{- o g

b. On clicking the "Add OPS Employees', the following application will
open within CBLMS portal.
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C The CB is required to Iill the following data fields for each of rhe Other
Policy Section as submitted by the CB during the time of registration:
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ii)

Policy Section :- This is the Policy Section under which the CB

currently has permission to work under regulation 7(3) of CBLR, 2018

or its erstwhile corresponding regulations. The CB needs to select the

Other Policy Section from the drop down list.

Policy Section EDI License No. :- This license no. is in the format

<PAN of CB>CHOO2 and so on. Customs Brokers can find this number

in their ICEGATE account.

ni) Policy Section Reference No. :- This is the license number provided

by the Customs Broker Section of that Policy Section. For Example :-

11/ 1111.

iv) Membership of Association :- As per CBLR, 20 18 Customs Broker

must be a member of the Customs Brokers' Association, if there is one

registered in the Customs Station and recognised by the Principal

Commissioner of Customs or Commissioner of Customs. CB should

select the narne of his Customs Brokers' Association in this fie1d.

v) Upload Membership of Association : CB should upload the scanned

copy of the certificate of his membership with the Customs Brokers'

Association (al1 pages) which he selected in the above fie1d "Membership

ofAssociation". File should be in PDF format and its size should be less

thar 1 MB.

d) After filing the primary details of the other Policy Section, the CB has

to inform whether they have any employee (Customs Pass Holder other

than Authorized Person / Partner / Director) in the said Other Policy

Section

If the ansrer to the above question is "NO'then check the radio button

"I/ We herebg solemnly $firm that th.e particulars prouided bg me/ us are

tnte and carrect and I/ ute haue not suppressed or misrepresentelT any

facts. I/ We furtlrcr ffirm that I/ ute haue read. tte Customs Broker

,)

6
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Licensing Regulations, 2O18 ond agree to abide bg them" and then click

"SAVE" Button.

ED

@

After clicking on the'SA\8" Button. If the CB is operating in any more

"Other Policy Section", the above procedure may be repeated for that policy

section. After filling all the details of the other policy section, the CB has to

click Final Submit button and proceed further.

n) Ifthe answer to the above question at point 'd'above is "YES" then the

CB has to Iill the following details of the said empioyee :

/

EI
L Full ![arne : Full name of the person.

IL Father's lYame : Father's name of the person.



III. [obile ltto. : Mobile number of the person.

ry. Email ID : Email Id of the person.

V. Date of Blrth : Date of Birth of the person.

\/I. Gender: Gender (ma1e / Female / other) of person

\,II. PAII : Permarrent Account Number (PAN) of person

VIII. Upload PAII Scan Copy : In this field CB should upload the scanned

copy of the PAN card (both sides) of the employee in PDF format. Its size

should be less than 1 MB.

IX. Upload Photograph : In this field CB should upload the scanned copy

of the photograph of the person in JPG/JPEG format. Its size should be less

than 50O KB.

X. Upload Slgnature : In this field CB should upload the scanned copy of

the signature of Proprietor in JPG/JPEG format. Its size should be less than

100 KB.

XI. Date of Appointment : This is the date of appointment of this person

in the CB concern.

XII. Permanent Address : Details of this field are the same as mentioned in

the ea.rter part of this user manual.

A. Address Line I

B. Address Line 2

C. District

D. State

E. Pin Code

F. Upload Permanent Address Proof

XIII. Sarrre as Permanent Address : Details of this field are the same as

mentioned in the earlier part of this user manual.



XIV. Prerent Address : Details of this lield are the same as mentioned in the

earlier part of this user manual.

A. Address Line 1

B. Address Line 2

C. Dstrict

D. State

E. Pin Code

F. Upload Permanent Address Proof

XV. Custotns Pass Category :

a) 'F'Category:

1. Crutours Pass IYo. : This is the Customs Pass number of the person as

printed on his Customs pass.

2. Date of Issuance of Custorns Pars : This is the date ofissuance ofthe
Customs pass of tl:e person as printed on his Customs pass.

3. Validity of Customl Pass : This is the date of issuance ofthe Customs

pass of the person as printed on his Customs pass. It can be either Life time

or a specific date.

4. Validity Date of Curtoms Pass : In this freld CB should enter the date

of validity of the Customs pass of the person.

5. Scanned Copy of Customs Pate: In this field CB should upload the

scanned copy ofthe Customs Pass of person in PDF format. Its size should be

less than 1 MR.

6. Year of Passing of Regulation 6 Exarn : This is the year in which the
person passed tlle Regulation 6, CBLR, 2018 examination i.e. F Category

examination.

7. Education Quallfication : In this field CB should select the education

qualification of the person.

9



8. Upload Educational Certificate : In this field CB should upload the

certificate i.r.o. of the education qualification selected in the 'Education

Qualification" fie1d. File format should be PDF and it size should be less than

1MB.

9. Add Education Certifrcate Button : CB can add multiple Educational

qualiEcations using this button. After pressing this button new fields for

Educational Qualification wiLl come where in CB can 1i11 more Education

Qualifications.

b. 'F-PA'Category :

1. Customs Paas l[o : This is the Customs Pass number ofthe person as

printed on his Customs pass.

2. Date of Issuance of Customs Pass : This is the Customs Pass number

of the person as printed on his Customs pass.

3. Validity of Customs Pass : This is the date of issuance ofthe Customs

pass of the person as printed on his Customs pass. It can be either Life time

or a specific date.

4. Validity Date of Custom,s Pass : validity Date of Customs Pass: In this

Iield CB should enter the date of validity of the Customs pass of the person.

5. Scanned Copy of Customs Pass : In this field CB should upload the

scanned copy of the Customs Pass of person in PDF format. Its size should be

less than 1 MB,

6. Date of Issuance of Power of Attorney : It is the date on which the

Power of Attorney was issued to 'F' category person.

7. Valtdity of Power of Attorney : This fie1d indicates the validiqr of the

Power of Attorney issued to'F'category person. It can either be Life time or a

specific date.

8. Validity Date of Power of Attorney : In this lield CB should enter the

validity date i.e. til1 what date the Power of Attorney is valid.

t0



9. Scanned of Power of Attorney : In this lield CB should upload the

scanned copy of the Power of Attorney in PDF format. Its size should be less

than 10 MB.

10. Year of Pa:sing of Regulation 6 Exam : In this field, CB should enter

the year in which this 'F' category person of passed the Regulation 6 of CBLR,

2018 examination i.e. 'G' category examination.

11. Education Qualilication : In this field CB should select the education

qualilication of the person.

L2. Upload Educationd Certificate : In this field CB should upload tJ:e

certificate i.r.o of the education qualification selected in the "Education

Qualification" field. File format should be PDF and its size should be less than

1MB.

13. Add Education Certilicate Button : CB can add multiple Educational

qualifications using this button. After pressing this button new frelds for
Educational Qualification will come where in CB can fiI1 more Education

Qualifications.

c) 'G'Category:

1. Customs Pase No : This is the Customs Pass number of the person as

printed on his Cusloms pass-

2. Date of Issuance of Customs Pars : This is the date of issuance of the

Customs pa.ss of tJ:e person as printed on his Customs pass.

3. Validity of Customs Pass : This is the date ofissuance of the Customs

pass of the person as printed on his Customs pass. It can be either Life time

or a specific date.

4. Validlty Date of Customs Pass : In this field CB should enter the date

of validity of the Customs pass of the person.

5. Scanned Copy of Customc Pasa : In this field CB should upload the
scanned copy ofthe Customs Pass ofperson in PDF format. Its size should be

less than 1 MB.

11



6. Year of Passing of Regulation 6 Exam: It is the date on which the

Power of Attorney was issued to 'G' category person.

7. Education Qualification : In this field CB should select the education

qualification of the person.

8. Upload Educational Certificate: In this field CB should upload the

certificate i.r.o of the education qualification selected in the 'Education

Quali{ication" field. File format should be PDF arld its size should be less than

1MB.

9. Add Education C€rtificate Button: CB can add multiple Educational

qualifications using tJlis button. After pressing this button new fields for

Educational Qualification will come where in CB can fill more Education

Qualifications.

d). 'CI"PA' Category:

1. Curtoms Pars No: This is the Customs Pass number of the person as

printed on his Customs pass.

2. Date of Issuance of Cuatomr Pass: This is the Customs Pass number

of the person as printed on his Customs pass.

3. Vdidity of Customs Pass: This is the date of issuance of the Customs

pass ofthe person as printed on his Customs pass. It can be either Life tirne

or a specific date.

4. Validity Date of Customs Pass: Validity Date of Customs Pass: In this

field CB should enter the date of validity of the Customs pass of the person.

5. Scanned Copy of Customs Pass: In this field CB should upload the

scanned copy ofthe Customs Pass ofperson in PDF format. Its size should be

less than 1 MB.

6. Date of Lssuance of Porrer of Attorney : It is the date on which the

Power of Attorney was issued to 'G' category person.

12



7. Validity of Power of Attorney : This field indicates the validiff of the

Power of Attorney issued to'G'category person. It can either be Life time or a

specific date.

8. Vdidity Date of Power of Attorney : In this field CB should enter the

validity date i.e. til1 what date the Power of Attorney is valid.

9. Scanned Copy of Power of Attorney : In tJlis fie1d CB should upload

the scanned copy of the Power of Attomey in PDF format. Its size should be

less than 10 MB.

lO. Year of Passing of Regulation 13Exam: In this field, CB should enter

the year in which this 'c-PA'category person of passed the Regulation 13 of

CBLR, 2018 examination i.e. 'G'category examination.

11. Education Qualification : In this freld CB shouid select the education

qu alification of the person.

12. Upload Educational Certilicate : In this field CB should upload the

certificate i.r.o of the education qualification selected in the "Education

Qualification" field. File format should be PDF and its size should be less than
1MB.

13. Add Education Certificate Button: CB cal add multiple Educational

qualifications using this button. After pressing this button new fields lbr
Educational Qualification will come where in CB can fiIl more Education

Qualifications.

E. 'H'Category

1. Customs Pass IYo: This is the Customs Pass number ofthe person as

printed on his Customs pass.

2. Date of Issuance of Customs Pass: This is the date of issuance of the
Customs pass of the person as printed on his Customs pass.

3. Validity of Custorra Pass: This is the date of issuance ofthe Customs

pass of the person as printed on his Customs pass. It can be either Life time

or a specilic date.

li



4. Validity Date of Customs Pass: In this lield CB should enter the date

of validity of the Customs pass of the person.

5. Scanned Copy of Custom,s Pa.s*: In this field CB should upload the

scanned copy ofthe Customs Pass of person in PDF format. Its size should be

less than 1 MB.

6. Education Qualilication: In this freld CB should select the education

qualification of the Person.

7. Upload Educational Certificate; In this field CB should upload the

certificate i.r.o of the education qualification selected in the "Education

Qualifrcation" field. File format should be PDF and its size should be less than

1MB.

* After filing all the details of each employee, the CB is required to click

on "Add Employeeo Button before proceeding to the next employee or section.

EEI
After the detajls of all the employees are tilled for each policy section,

the CB is requted to check the radio button "I/ We lerebg solemnly alfirm that

the partictiars prouided bg me/us are true and correct arul l/ue haue not

suppressed or misrepresented ang facts. I/We further alfirm that l/ue haue

read the Customs Broker Licensing Regulations, 2018 and ogree to abide by

them" and ther: click "FINAL SUBMIt Button.

8. Add Education C€rtificate Button: CB can add multiple Educational

qualifications using this button, After pressing this button new fields for

Educational Qualification wiLl come where in CB can fiIl more Education

Qualifications.

l.i
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3. CB Prolile Conlirmation Page

After filling all details of CB Profrle CB will see the following screen which

will give him the application no.

^l€isl.l.dpl.nenuhb.lsoscs
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USER MANUAL FOR INTIMATION UNDER FORM-C ON

CBLMS PORTAL
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Sr No. Topic Pg. No.

1 Login 3-4

2 Application 5

2(c)(i) Other Policy Section 6

2(c)(iii) Correspondence Address Details 6-8

2(c)(l) Add Contact Person Detail Page 9

2(c)(n) Confirmation Page 10

INDEX
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Customs Brokets License Management System (CBLMS|

User Manual for Intimation Under Form-C on CBLMS Portal

With the introduction of new functionalities in CBLMS, the Custom

Broker can submit intimation under Form-C on CBLMS Portal. The process

of submitting the intimation through CBLMS, is explained below.

The following module is only for fresh application for Intimation under

Form-C for CBs, who are also starting to work in other policy section under

reg 7(3) of CBLR 2018. For the CBs who already working under reg 7(3) of

CBLR 2018 and its corresponding erstwhile regulations, they can add the

details of employees of such ollices in Add OPS detail' section.

1: LOGIN:

a. The applicant needs to login into the portal for submitting intimation

under Form -C.

b. On clicking the login button on the homepage, the following page will be

displayed.

gCrrd a{rd 6f l.dr.&t T.r.r .n., cultom.

Username i.e PAN card of the Customs Broker

Password
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111 Press l,og In button after entering the Username and Password to

1og into the account.

c. After clicking on the "Log In" button, an OTP will be sent via SMS to the

registered mobile number of the applicant and the following OTP page

will be shown

I Enter the 6-digit OTP as received on the registered mobile

number oI the Customs Broker.

Click on the Confirm button to confirm the login.l1

4
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2. APPLICATION:

On successful login into the portal, the following screen will appear.

Click on the "Application Form" button as highlighted below for

initiating the uploading process.

o * Ti'l

On clicking the "Application Form", various option will show up in the

drop down list. From the drop down list, the applicant has to select

"lntimation under Form-C" button as highlighted below for initiating

the intimation process.

i.,
(lt16 _..t_r,

b

o
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C On clicking the "Intimation under Form-C", the application page is

displayed wherein the applicant needs to populate the form with the

following details.
i:: -- J-o

Or.r MuErr foi l'tirltion u!d.r Eoa.c on cEI-Ms P.n.l

ED



i. Other Policy Section: The applicant needs to select their Other

Policy Section from the drop down list.

{} .- J-o

EI

ii. After selecting the Other Policy Section from the drop down 1ist, CB

needs to enter the correspondance address details for their respective

selected policy section:

o

rEt

r

6u:.r Mdtul foi l!tlr.ti.. ud.r rm-c 6tr cBLMs Pd.t

iii. Correspondance Address Detail: Once CB Details get auto
populated from their respective CB Profile. The following details will be

required to be filled:

a. Address Liue 1: Enter the lirst line ofthe address olthe
applicant.



b Address Liue 2: Enter the second line of the address of the

applicant.

District: Enter the district of the correspondence of the

applicant.

State: Select the state of the correspondence address of the

applicant from the drop-down menu.

Email Id: Enter the E-mail Id on the correspondence address of

the applicant.

Pincode: Enter the pincode ofthe correspondence address of

the applicant.

Cotrtact No.: Enter the contact no. on the correspondence

address of the applicant.

Upload Address Proot Upload the scanned copy ofthe address

proof of the correspondence address of the applicant. The list of

acceptable documents is available in the i-button of the head of

the column. (Format: pdf; Max. size: 1O MB)

Click on the "Add Address" button to add the address details in

the table given below.

C
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Once the address details are populated in the address table at

the bottom ofthe page, click on the "Add Coatact Person

Details" button appearing in the Action column of the table, as

displayed in the screenshot below.

$:::-:.'.:-:-- ! !i* ' J-.

IEI

aa

k On clicking "Add Contact Person" button, a form named "Add

Contact Person Details" is displayed on the screen

overshadowing the correspondence address details page as

displayed below

8
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l. Add Contact Person Details oase:

m

. Name: Enter the name of the contact person at the

correspondence address (C,ontact Person)

o Fathers Name: Enter the father's name of the Contact

Person

o Date oJ Blrth: Enter the date of birth of the Contact person

. Uploqd Photograph: Upload the photograph of the Contoct

Person (Formnt: jpg/ jpeg; Mox. size: SOO KB)
. Upload Slgnature: Upload the scanned copg of the

signature of the Contact Person (Fonnat: jpg/jpeg; Max. size:
1Oo KB)

o Pan Card.: Enter the PAN number of the Contact person

. Upload Pan Card: Upload the scanned copg ofthe pan card.

of the Contact Person (Format: pdf; Max. size: 1 MB)
. Moblle No: Enter the mobile number of the Contact person

o Emall ld.: Enter the Emoil id of the Contact person

. Personal Ad.dress: Enter the personal ad.d.ress of the

Contact Person

. Upload present address proof: tlpload the scanned. copg

of the proof of present personal ad.dress of the Contact

Person. (Fomrnt: pdf; Max- size: 1O MB)

. Click on " Sa oe" button to saue the details and go back to the

correspondence address details page.

Once all the above mentioned details have been populated, the
applicant will have to tick the check-box ',1/ We herebg solemnlg
afirm that the particulars prouided bg me/us are true and. coffect
and I/ ute haue not suppressed or misrepresented ang facts. I/ We

furlher affirrn that I/ we haue read the Custom.s Broker Licensing
Regulations, 2O18 and ogree to abide by them-,' and then click on
Submit button to submit the details.

)l,16r Mulnl for r.tto.ttor u&r F6m-c or cALMs pdd
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After filling all details of Intimation under Form-C, CB will see the

following screen which will give him the application no.
():::=;::-:.::! alm -.1'- o ts
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