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ANNEX A 

 

Procedure on the Use of the FDA eServices Portal System for Sales Promotions Permit 

Initial Application 

 

1. Access the online portal through eservices.fda.gov.ph and click “Applications” found on 

the upper right corner of the eServices landing page. 

 

2. Click on the “Sales and Promotions Permit” icon. 

 

 

 

 

 

 

 

 

 

 

 

 

Ensure correctness of the icon to be 

clicked.  
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3. Click on the “Initial” icon to apply for initial SPP application. 

 

4. Read carefully the “Declaration and Undertaking” before proceeding with the 

application process. Make sure to check the box below and click on “Start Application”. 

 

 

 

 

 

 

 

The Declaration 

and Undertaking 

shall serve as a 

binding 

agreement 

between the 

applicant and the 

FDA. The 

applicant shall 

ensure 

consistency with 

the information 

being provided. 
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5. The applicant shall choose the type of establishment subject to sales promotions permit 

issuance from the drop-down menu.   

 

If the establishment is regulated by the FDA, the applicant shall provide its LTO number 

and corresponding validity date under Step 5 (Participating Products) of the online 

application form. 

 

 
 

Otherwise, if the establishment choose the “Advertising Agency/Sponsor, the following 

details shall be provided: 

 

a. Advertising/Promo Agency Name 

b. Advertising/Promo Agency Address 
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6. The applicant is also requested to provide the contact information of the authorized person. 

By answering “Yes” to the “Requesting Party/Applicant” field, the contact person shall be 

responsible in transacting with the FDA pertaining to regulatory filings of all documents 

under the sales promotion permit application.  

 

The name of the requesting party/applicant shall be the same name reflected in the 

approved sales promotion permit. 
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There shall only be one authorized person who shall receive communications with the 

FDA. However, additional contact information may be provided by clicking on the “Add 

Contact” button. Additional contact information shall choose “No” in the drop-down button 

of “Requesting Party/Applicant” to proceed with the application.   
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7. The applicant shall fill-in the details of establishment’s promotion details including the 

following: 

 

a. Promotion Title 

b. Promo Duration 

c. Promo Coverage 

d. Geographical Outlet/Coverage 

e. Media/Collateral Materials Utilized 
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The “Amount of Prizes” ranges from and to the following amount:  

  

a. ₱50,000 and below  

b. ₱50,001 to ₱150,000  

c. ₱150,001 to ₱300,000  

d. ₱300,001 to ₱500,000  

e. ₱500,001 to ₱1,000,000  

f. ₱1,000,000 and above  

  

The “Media/Collateral Materials Utilized” shall be provided in order to proceed with the 

application. If the media is not available in the list of collaterals, the applicant is expected to 

tick on “Others” to provide the specific media promotion appropriate to the establishment’s 

promo application.  

 

8. For Advertising Agency/Third-Party Marketing Agencies, the list of participating products 

shall be limited to only twenty-five (25) five products per application. Each participating 

product shall include the following details: 

 

a. Registration/Notification Number 

b. Product Name 

c. Brand Name 
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d. Product Validity 

e. Product Category 

 

 
 

9. For FDA-Licensed Establishment, there shall be another field for LTO Number and LTO 

Validity. The same product details as stipulated under item number 8 in this procedure shall 

also be provided. 

 

 
 

 

 

 

 

Note: If the 

registration/n

otification 

number does 

not reflect 

after clicking 

on the search 

button, the 

applicant may 

manually 

input the 

required 

details under 

each 

participating 

product. 

Note: If the 

license to 

operate 

number 

does not 

reflect 

after 

clicking on 

the search 

button, the 

applicant 

may 

manually 

input the 

required 

details 

under each 

participati

ng 

product. 
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10. For FDA-Licensed Establishment, it is the discretion of the applicant which Establishment 

Name and Address shall be reflected in the issued Sales Promotion Permit. 

 

 
 

11. For the uploading of documentary requirements, the applicant shall be provided with 

written instructions to guide the applicant of the formatting type and inclusion of required 

and relevant information. The FDA eServices Portal System shall allow a maximum of 

4mb size per file. 
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12. Review the duly filled-out online application form under the Self-Assessment Review. If 

everything is in order, click on “Next” to proceed with the submission of application. 

 

 
 

 

 

 

• Establishment Information 

• Contact Information 

• Promotion Details 

• Participating Products 

• Documentary Requirements 

• Lay-Out Promo Materials 


