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1. Purpose:  

Purpose of this document is to describe the procedure for issuing import licences.  

2. Scope: 

This procedure applies for issuing of import licences annually, for pharmaceutical products with 

valid certificates of registration for the relevant period. 

3. Responsibility: 

It is the responsibility of the Chief Pharmacist to ensure timely issuing of licence. 
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4. Procedure 

4.1 Applicant submits request letter/Application [Annexure 1; Schedule V, Form A] along with 

the copies of registration certificate and wholesale licence to the receiving point.  

4.2 Applications are date-stamped and forwarded to Health Management Assistant (1). 

4.3 Health Management Assistant (1) issues Payment Letter [Annexure 2: Fees].    

4.4 Applicant makes the payment to the shroff counter of the Ministry of Health. The importer 

will receive a yellow receipt from the shroff.   

4.5 Applicant submits date stamped Yellow Receipt within 14 days to the receiving point. The 

application is entered in a register and forwarded to the Health Management Assistant (1). 

4.6 Health Management Assistant (1) cancels the yellow receipt, attach the licence to be typed 

[Annexure 3; Schedule V, Form B] to the application and indicates the relevant licence 

number & date in the yellow receipt. 
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4.7 Health Management Assistant (1) forwards the licence along with the other documents to 

the typist for typing. 

4.8  Typist submits the typed sample licence with two copies to pharmacist (1) for checking.  

4.9 Pharmacist checks the licence. (If any corrections are noted, send back to the Health 

Management Assistant to send to typist.)  

4.10  Pharmacist (1) signs in a copy (green) of the licence after checking and forwards to Health 

Management Assistant (1). 

4.11  Health Management Assistant (1) minute and forward the licence with two copies to 

D/MT& S for signature. 

4.12 D/MT& S signs and forwards to Health Management Assistant (2). Health Management 

Assistant (2) issues the Sample Import Licence to applicant. 

Note 

 Import Licences are not issued for Narcotics. 

 For cycotropic drugs, annual quantity to be imported is mentioned in the Import licence. 
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ANNEXURE “1” 

 

 

 

ANNEXURE “2” 

The fee for the issue of a licence to import a registered drug is Rs. 2,000/=. 

The fee for the issue of amendment of import licence is Rs. 1,000/=. 
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ANNEXURE “3” 
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