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AGENDA

• This is the 2nd in a series of 5 
webinars for Retailers and Small 
Businesses.

• How to pay a Civil Money Penalty 
(CMP) using the online payment 
portal.
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AGENDA

Other webinar topics:

• Introduction to Civil Money Penalty (CMP) 
and No-Tobacco-Sale Order (NTSO) 
Complaints

• How to File an Answer and Consequences 
for Not Filing an Answer

• The Settlement Process

• The Hearing Process
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OVERVIEW

• All 5 webinars available on the FDA 
Tobacco Compliance Webinars webpage.

• Enter key words “Tobacco Compliance 
Webinars” in the search bar on the main 
FDA homepage, www.fda.gov, and follow 
the FDA Tobacco Compliance Webinars 
link in search results.

• Webinars are organized by year.

https://www.fda.gov/
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AGENDA

How to pay a CMP using the online 
payment portal:

• Accessing portal using FDA Docket 
Number and Retailer Case Number

• Submitting an online acknowledgment

• Submitting an online payment through 
the US Department of Treasury’s Pay.gov 
website
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ACCESSING THE PAYMENT PORTAL

https://userfees.fda.gov/ctpcmp

https://userfees.fda.gov/ctpcmp
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ACCESSING THE PAYMENT PORTAL

• If there is a message that the system is not available due to 
scheduled maintenance, please try again after 24 hours.

• For immediate assistance, contact the FDA/CTP at:

– 1-877-287-1373, extension 6, or 

– By email CTP-CMP@fda.hhs.gov

mailto:CTP-CMP@fda.hhs.gov
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ACCESSING THE PAYMENT PORTAL

• Review system terms of notice

• Click radio button next to ‘I understand’ to proceed
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COVER LETTER: DOCKET NUMBERS AND 
RETAILER CASE NUMBER

• Docket Numbers

• Retailer Case Number
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FINDING YOUR CASE IN THE SYSTEM

• Enter FDA Docket Number and Retailer Case Number

• Click ‘Search’
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ONLINE ACKNOWLEDGMENT FORM

• Check that the correct case has been pulled up in the system.

• If there are errors, contact the FDA/CTP:

• 1-877-287-1373, extension 6 or CTP-CMP@fda.hhs.gov 

mailto:CTP-CMP@fda.hhs.gov
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ONLINE ACKNOWLEDGMENT FORM

• Complete all required fields notated with asterisks (*)
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ONLINE ACKNOWLEDGMENT FORM

• Read and accept each of the following statements.

• Acknowledge statements by checking the box next to each 
statement.
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ONLINE ACKNOWLEDGMENT FORM

• Enter full name in the ‘First Name’ and ‘Last Name’ fields.

• This is your electronic signature.

• Equivalent to a binding legal signature.
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ONLINE ACKNOWLEDGMENT FORM

• Select a title from the ‘Title’ dropdown list.

• If title is not in the dropdown list, contact the FDA/CTP.

• 1-877-287-1373, extension 6 or CTP-CMP@fda.hhs.gov 

mailto:CTP-CMP@fda.hhs.gov


2018 |  Introduction to CMP and NTSO Complaints CENTER FOR TOBACCO PRODUCTS15

ONLINE ACKNOWLEDGMENT FORM

• Enter a phone number.

• Extension field is optional.
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ONLINE ACKNOWLEDGMENT FORM

• Enter an email address (optional).
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ONLINE ACKNOWLEDGMENT FORM

• Enter an address if mailing address is different from retail 
establishment address noted at top of the page (optional).
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ONLINE ACKNOWLEDGMENT FORM

• Click ‘I Agree’ after completing all required information.
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CASE SUMMARY PAGE

• Displays after the acknowledgment form is submitted.
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CASE SUMMARY PAGE – PRINT FORM

• Click ‘Print Form’ to view, save, or print a copy of the 
acknowledgement form.
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CASE SUMMARY PAGE – PRINT FORM

• A new window will open with a printable version of the 
acknowledgment form.
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CASE SUMMARY PAGE – PAY PENALTY

• ‘Pay Penalty’ button takes you to the payment page, where you 
can pay the CMP in full.
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PAY PENALTY BUTTON

• When you click the ‘Pay Penalty’ button, a warning will appear:

• If the penalty amount in the warning is incorrect, click ‘Cancel’ 
and contact the FDA/CTP at 1-877-287-1373, extension 6 or 
CTP-CMP@fda.hhs.gov.

• To proceed to payment, click ‘OK’.

mailto:CTP-CMP@fda.hhs.gov
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PRINT INVOICE

• Click ‘Print Invoice’ button to view, save, or print a copy of the 
invoice.
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SUBMITTING PAYMENT ONLINE

• Click ‘Pay Now’ button to make online 
payment.

• Available online payment methods:

• Electronic check (Automated Clearing 
House, ACH), also known as eCheck

• Credit Card
- Discover

- Visa

- Master Card

- American Express
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IF ONLINE PAYMENT OPTION NOT 
AVAILABLE

• If the ‘Pay Now’ button does not display, contact FDA/CTP.

• 1-877-287-1373, extension 6

• CTP-CMP@fda.hhs.gov

mailto:CTP-CMP@fda.hhs.gov
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SUBMITTING PAYMENT

• A new window will open automatically for the U.S. Department of 
the Treasury’s Pay.gov website.

• Follow the instructions to submit an online payment.
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PAY.GOV TRACKING ID NUMBER

• Tracking ID number is generated once the payment process is 
completed through Pay.gov.

• Keep the tracking ID number for your records.

• Tracking ID number is not a confirmation that FDA has received 
and processed the payment.

• Can take up to two business days for the payment to process 
AFTER the Pay.gov tracking ID is generated.
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FDA/CTP CONTACT INFORMATION

• Phone: 1-877-287-1373, extension 6

• Email: CTP-CMP@fda.hhs.gov

mailto:CTP-CMP@fda.hhs.gov
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SUMMARY

• Accessing the Payment Portal

• Submitting an Acknowledgment Form

• Paying the Penalty

• Printing the Invoice
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WHAT’S NEXT?

Additional webinars:

• Introduction to CMP and NTSO Complaints

• How to File an Answer and Consequences for Not Filing an 
Answer

• The Settlement Process

• The Hearing Process



2018 |  Introduction to CMP and NTSO Complaints CENTER FOR TOBACCO PRODUCTS32

HOW TO FIND THE WEBINARS

• All 5 webinars available on the FDA Tobacco Compliance 
Webinars webpage.

• Enter key words “Tobacco Compliance Webinars” in the search 
bar on the main FDA homepage, www.fda.gov, and follow the 
FDA Tobacco Compliance Webinars link in search results.

• Webinars are organized by year.

http://www.fda.gov/
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