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Enroling your business in My CFIA

Service Experience Section





My CFIA: www.inspection.gc.ca/mycfia, includes online resources such as links to 

GCKey, the Profile Authority Form, FAQs, glossaries and other resources to help you 

with getting these support documents ready.

Before enroling in My CFIA, complete or have the following items ready

In addition to determining your profile model and 
accountabilities, you will also require a few other 
documents/items.  

These include:
❑ Government of Canada Business Number (GC BN)

You will need a GC BN as part of the Proof of 
Business step in enrolment. This is a 9-digit number 
issued by the Canada Revenue Agency for business 
identification purposes. For more information or to 
obtain a GC BN, go to http://www.canada.ca/

❑ Proof of Authority Form (PoA)

This form is needed to authorize an individual to 
oversee and manage your company’s My CFIA 
account. You will need a completed/signed POAs 
to administer your business’s profile on My CFIA. 
Download the form at: 
www.inspection.gc.ca/mycfia-signup

❑ a GCKEY or approved sign-in partner service to 
sign in to the system securely. 

Enrol | Get supporting documents ready

http://www.inspection.gc.ca/mycfia
http://www.canada.ca/
http://www.inspection.gc.ca/mycfia-signup


Before enroling in My CFIA, complete or have the following items ready

❑ If you do not have a Government of Canada Business Number (GC BN) you will need a Proof of Business 
document

The Proof of Business document must meet the following criteria:
• Be issued by a Federal or Provincial body,
• Contain the FULL legal name of the business,

The following examples ARE accepted:
A printout from a Federal or Provincial Business Registry Online- such as from the Registraire des entreprises du Quebec
A Corporation Profile Report (Ontario)
Articles of Incorporation
Articles or Certificates of Incorporation;
Provincial Master Business Licenses;
Tax Receipts;
Certificate Details from a given State Department of Revenue

The following examples are NOT accepted:
• W9 forms (USA) / Tax forms filled by the client or their CPA;
• Municipal Business Licenses;
• Mail correspondence which may state the operating name, and not the LN;
• Expired Documents or Licenses
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Enrol | Determine your Business Model

Multiple Party Model

Episode 1: Multiple My CFIA profiles

• Duration: 1:21

• Multiple My CFIA profiles are most suited to businesses 

that have multiple establishments, organizational units or 

business divisions that want to interact with CFIA 

independently.

Single Party Model

The Business Model relates to the Profile structure within My CFIA, not necessarily how you operate or view 
your business. Your profile model can have regulatory and financial implications. You can always change your 

Business/Profile Model but it’s not a trivial exercise, so it’s good to understand and select the model most 
suited to your needs

Episode 2: Single My CFIA profiles

• Duration: 0:42

• A single My CFIA profile is most suited to businesses 

that want to manage all business interactions with CFIA 

through a head office or a single location.

https://inspection.canada.ca/about-cfia/my-cfia/user-guidance/my-cfia-multiple-profiles/eng/1544551278407/1544551373807
https://inspection.canada.ca/about-cfia/my-cfia/user-guidance/my-cfia-single-profile/eng/1544552461751/1544552528230
https://inspection.canada.ca/about-cfia/my-cfia/user-guidance/my-cfia-multiple-profiles/eng/1544551278407/1544551373807
https://inspection.canada.ca/about-cfia/my-cfia/user-guidance/my-cfia-single-profile/eng/1544552461751/1544552528230


Enrol | Determine Roles and Responsibilities

Assigning contacts in My CFIA
When creating a party profile, you will be required to designate one or more individuals in the 
roles described below. You may need to consult within your company before deciding which 
individuals to assign to these roles.

•Profile authority: Accountable for all information, records, requests, and users assigned to a 
party profile. The profile authority may be accountable for more than one party profile (for 
example, a broker) and may also act as profile manager. This contact will need to sign up for My 
CFIA.
•Profile manager: Authorized by the profile authority to create and manage the profile, invite 
other users, and to conduct business online with the CFIA on behalf of the business. This contact 
will need to sign up for My CFIA.
•Party contact(s): Can submit service requests on behalf of the business but cannot edit party 
profile information. Party contacts can be added at any point in time by the profile authority or 
profile manager and are not necessary when you sign up. This contact will need to sign up for My 
CFIA.
•Emergency contact: The individual that the CFIA should call first if something requires 
attention outside of normal business hours. This contact does not need to be signed up with My 
CFIA.
•Regulatory contact: An individual whom the CFIA may contact to arrange inspection activities, 
provide inspection findings or work with on inspection-related issues during regular business 
hours. This contact does not need to be signed up with My CFIA.
The same individual can be designated in more than one role. For example, the profile manager 
can also be the profile authority and the emergency contact.



Roles and responsibilities
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Yes Yes Yes Yes Yes Yes Yes Yes Yes

Profile Manager(s) is the profile 
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Yes Yes Yes Yes Yes Yes Yes No Yes

Party Contact- are the other 

persons on the signing authority 

list

Yes Yes Yes No Yes No No No No

Regulatory Contact Yes No No No No No No No No

Emergency Contact Yes No No No No No No No No
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▪ When CFIA issues a decision regarding an 
approval or registration, it will be addressed to the 
validated legal name for the company

▪ For approvals/registrations, company name must 
match information on the label

▪ Correspondence will be addressed to the Party 
Contact for that company that requested the 
permission

▪ Profile Manager and Profile Authority, can see 
correspondence via the portal

▪ Important consideration if company already has a 
valid My CFIA Account

• Currently have a signing authority list with the 
Animal Feed Program

– The individuals on the list can become at a 
minimum Party Contacts so that they can make a 
request for a permission on behalf of the company.  
This includes consultants.

▪ International companies with no Canadian address

▪ Canadian agent is required

▪ Information is not captured at enrolment in 
My CFIA,  nor is it during the online 
application

▪ PASO may contact the applicant to request 
any needed information during the pre-
screening process

▪ Guidance on the Canadian agent 
requirements is in chapter  1.2.2 Resident 
Canadian Agent

▪ Proof of business is required   

▪ If documents are sent in other languages (other than 
English or French), the following is required: 

o A complete translation of the information 
submitted

o A certificate of translation or attestation 
regarding the accuracy of the translation 

Industry considerations for MyCFIA enrolment

https://inspection.canada.ca/animal-health/livestock-feeds/regulatory-guidance/rg-1/chapter-1/eng/1329291099314/1329291708583?chap=2#s2c2


Questions?

http://www.inspection.gc.ca/mycfia

For over-the-phone support to enroll in My CFIA, 
call 1-800-442-2342

http://www.inspection.gc.ca/mycfia

