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• Previous Checklist implemented in 2014

Companies provided feedback: 
• Long checklist with many required supporting documents
• Some criteria in the TradeFIRST checklist were not clear 

or easy to understand
• Lack clear information on the TradeFIRST criteria 

pertinent to each scheme/licence
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Reduce number of supporting documents required for 
submission

Provide easy access to clearer information

Review the criteria in the Checklist
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• From 5 categories to 6 categories

Previous Checklist New Checklist

Company Profile Company Profile

Inventory Management & Controls Inventory Management

Procedures and Processes Procedures & Processes 

Security Security

Compliance Compliance

Other Scheme-Specific
Requirements
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• Streamlining of Criteria

Employee 
Identification

Do the staff identification cards include photographs?

Does the ID card show the identity of your company and 
employee?
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• Streamlining of Criteria

Criteria Sub-Criteria Explanatory Notes

C. Security

11. Premises Security & Access Control

K. Employee 
Identification

1) Does your company positively identify 
employees for access control purposes 
and while in restricted areas?

The employee passes 
should be worn at all times 
and should minimally 
display the photo and 
name of the employee. 
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• Streamlining of Criteria

Business Continuity 
Plan

(a) Does your company have a documented business continuity 
plan?

(b)(i) Recovery plans for post terrorist attack

(ii) Recovery of IT system

(iii) Outbreak of communicable disease
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• Streamlining of Criteria

Criteria Sub-Criteria Explanatory Notes

C. Security

7. Security Risk Assessment and Incident Management

D. Business 
Continuity
Plan (BCP)

1) Does your 
company have a 
documented BCP?

An effective BCP ensures that critical business 
functions can continue during and after a crisis 
or disaster affecting the company or segments 
of the supply chains.

Examples of scenarios may include but not 
limited to the following:
- Recovery plans for post terrorist attack
- Recovery of IT system and data 
- Outbreak of communicable disease
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• Removed redundant or obsolete criteria

Video Surveillance Cameras 

• (e) Is the footage monitored real time?

Segregation of Duties

• (a) Does your company have documented SOP on the 
handing over of duties between employees?

System capability to flag out discrepancies

• (b) Does IT manager receives any alerts if there is any 
attempted improper access?
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• New Criteria for Excise Factory Schemes

Manufacturing and Reporting

• 1) Does your company have documented 
procedures to manufacture dutiable 
goods?

• 2) Does your company have documented 
procedures to demonstrate proper 
reporting to Customs? 
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◊ Submissions
 Schedule date
 Agenda 

◊ On-Site Assessment
 SOPs
 Evidence

◊ Post On-Site Assessment
 Submit outstanding documents 
 Reply to follow-up queries



WeMake Trade Easy, Fair & Secure

On-Site Assessment

34

Ask

Provide 
necessary 

documents 

Listen

What are they 
asking? 

What is required? 

Which criteria are 
they asking about?

Is this the same as the 
system/ SOP/ 

document/program I 
have?
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Premises Walkabout
• Premises Security
• CCTV Inspection
• Fence Check

Surprise Interview for 
Staff 

• Prepare all staff 
before on-site 

assessment
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Concluding Remarks

• New checklist is effective from 31 Jan 2017

• Old checklist with all supporting documents 
must be submitted to your Account Manager 
by 31 May 2017 for assessment

• Companies will be assessed based on 
whichever checklist is submitted
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