CUSTOMS BROKER INSTRUCTIONS

The following instructions and guidelines are to be used when entering merchandise on behalf of Best Buy and its affiliates and divisions.  Please contact Aasha B. Desloge, Best Buy’s Customs Compliance Manager at (612) 291-6814 or at Aasha.Desloge@bestbuy.com with any questions or requests for additional information or authorization. 
Types of Entry
· Unless otherwise instructed, all shipments shall be cleared as consumption entries.  

· All other types of entries, such as temporary import under bond, entry for warehouse under bond, entry for trade show under bond, exemptions from entry, non-entry, etc., shall be made only upon written instruction from Best Buy’s Customs Compliance Manager.

Tariff Classification

· Classification shall be made in accordance with Best Buy’s tariff classification database, a copy of which is attached.    

· Products not specifically identified on the attached spreadsheet shall be referred to the Best Buy Customs Compliance Manager for tariff classification determination.  

· Tariff classifications provided by Best Buy’s foreign vendors on the commercial invoice should not be relied on.  

· Discrepancies between Best Buy’s tariff classification and any tariff classification provided by Best Buy’s foreign vendors shall be reported to Best Buy’s Customs Compliance Manager.

Preferential Duty Treatment

· No entry for preferential duty treatment pursuant to unilateral or multilateral trade agreements (e.g., NAFTA, GSP, HTSUS heading 9801, HTSUS heading 9802) shall be made without written authorization prior to clearance from Best Buy.

· Declarations of preferential duty treatment eligibility drafted and signed by Best Buy’s Customs Compliance Manager shall serve as authorization to make entry for such preferential duty treatment.

· Best Buy may occasionally provide a blanket certification of eligibility for a specific vendor and product.

· Declarations of preferential duty treatment eligibility drafted and signed by other parties (vendors, agents, etc.) shall not be used without prior written authorization from Best Buy and resolved prior to clearance.

Valuation

· Merchandise imported by Best Buy shall be appraised using the transaction value method of appraisement unless otherwise instructed by Best Buy. 

· The total value declared on the commercial invoice shall be used for appraisement of the merchandise unless otherwise directed by Best Buy.

· Any additions to or deductions from the price actually paid or payable must be substantiated (e.g., freight deductions must be based on actual rather than estimated amounts and be consistent with the stated terms of sale).

· Where separately noted or identified on the commercial invoice, or otherwise provided by Best Buy in writing, dutiable assists are to be appropriately declared with the first entry of the corresponding merchandise.

Country of Origin
· Country of origin declarations shall be limited to information provided by the vendor on the commercial invoice.  

· Invoices lacking country of origin information shall be referred to Best Buy’s Customs Compliance Manager for determination prior to clearance.  

· All invoices claiming domestic-made goods being returned shall be verified with Best Buy’s Customs Compliance Manager prior to clearance unless written instructions have been provided as previously described. 

Related Party Declarations
· Related party declarations on Customs Form 7501 Entry Summary shall be made consistent with the related party listing provided by Best Buy.  A copy of Best Buy’s current related party listing is attached.

Power of Attorney Authorization
· All Best Buy customs brokers are granted limited authority to represent Best Buy as specified in the properly executed customs power of attorney.

· Each customs broker is authorized to:

· make declarations and attest to validity of documents and declarations for purposes of obtaining release from Customs;

· make declarations and attest to validity of documents and declarations for purposes of making Customs entry summary or similar international document;

· answer questions of fact pertaining to entry filings presented by Customs;

· make entry in the name of Best Buy as determined by the “sold to” party on the commercial invoice documentation, and as directed by Best Buy’s Customs Compliance Manager.

· Best Buy’s customs brokers are NOT authorized to perform the following unless specific prior written consent is given by Best Buy.

· make entry for purposes of filing drawback;

· obtain liquidation advice and billing information by submitting Customs Form 4811;

· make or sign protests pursuant to 19 U.S.C. § 1514;

· make or sign petitions for the correction of clerical errors or mistakes of fact pursuant to 19 U.S.C. § 1520(c);

· submit supplemental tenders of duty; 

· make or sign responses to formal Customs requests and challenges, including, but not limited to, Customs Form 28 Request for Information, Customs Form 29 Notice of Action, and Customs Form 4647 Notice of Redelivery.

· submit prior disclosure pursuant to 19 U.S.C. § 1592(c)(4);

· complete, sign, or submit Importer ID Input Records (Customs Form 5106); or

· sign powers of attorney for purposes of designating a third party to operate as a true and lawful agent of the grantee.
Identification of Importer of Record
· Under no circumstances shall any customs broker clear a Best Buy import with an incorrect Importer of Record number.  Unless otherwise instructed in writing, all Best Buy imports shall be entered under its primary importer identification number _______________;

Timeliness
· Shipments shall be entered for clearance in a timely manner, but not before all information required for such entry has been obtained and verified.

· A copy of each transaction will be forwarded to Best Buy’s Customs Compliance Manager via email or fax within _______ business days of the date of entry (release) in order to enable Best Buy to review the entry prior to the submission of the entry summary (ABI statement date).

· Documents to be sent to Best Buy’s Customs Compliance Manager include but are not limited to:  

· commercial invoice, packing list, air waybill or bill of lading, and a copy of Customs entry summary (CF 7501); 

· other agency required documents and declarations, bill of lading, request for Customs’ release or immediate delivery application (CF 3461); and 

· other documents supporting the declarations made to Customs.

· Best Buy will review all entries for accuracy.  Best Buy will provide the customs broker in writing within ________ business days of the date of entry (release) with any changes that must be made to the entry prior to the 10-day filing deadline.  If no corrections are necessary, the customs broker will timely submit the entry.

· Duties must be paid to Customs in a timely manner as required by Customs and as directed by Best Buy.  

Entry Summary Corrections
· Any corrections made on the original entry summary document by the customs broker will be maintained and copied to Best Buy.

· Corrections to entry documentation are to be made prior to the ABI statement date provided they are discovered and communicated prior to such.

· If the correction is the result of customs broker error, the broker is required to respond in writing with, at minimum, a summary of the corrective action taken and procedures implemented to avoid future errors of the same nature.

Challenges by Customs
· All formal and informal requests, challenges, and questions posed by Customs are to be immediately referred to Best Buy’s Customs Compliance Manager for action.  This includes, but is not limited to:

· demands to redeliver merchandise to Customs custody;

· notice of intent to change any element of a Customs entry;

· informal queries such as rejection of entry or calls for additional information not available to the broker; and

· formal requests for additional information to substantiate any claim made on an entry.

Paperwork Routing

· Subsequent to final entry summary filing, a copy of the customs broker invoice, Customs Entry Form 7501, foreign supplier invoices, bills of lading/air waybills, packing lists, and related documentation on all imports shall be forwarded to Best Buy’s Customs Compliance Manager.
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