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1.0 Scope:  To define the XXX policy and procedure when being contacted by any Government Official, by any of the following means from any of the following agencies:

1.1 Method of Contact

1.1.1 Telephone

1.1.2 Personal Visit to Premises

1.1.3 Fax

1.1.4 Email

1.1.5 Regular Mail
1.2 Government Agency

1.2.1 U.S. Customs and Border Protection (CBP)

1.2.2 U.S. Department of Agriculture (USDA)

1.2.3 U.S. Food & Drug Administration (FDA)

1.2.4 US Bureau of Census (Census)

1.2.5 U.S. Environmental Protection Agency (EPA)
1.2.6 U.S. Office of Export Enforcement (OEE)

1.2.7 Bureau of Industry Standards (BIS)

1.2.8 U.S. Federal Bureau of Investigation (FBI)

1.2.9 U.S. Customs Immigration and Customs Enforcement (ICE)

1.2.10 Any other business-critical regulatory agency

NOTE: Recipient of routine business contact should handle and respond as appropriate to meet business needs.

2.0 Procedure/Work Instruction:
2.1 All non-routine contact by a Government Official can be logged (See Non-Routine Government Action Log,  Trade Compliance Official Government Contact Log) as follows:

2.1.1 Date of Contact

2.1.2 Government Agency Identity (name and location)

2.1.3 Government Official Identity (name and title)

2.1.4 Fisher Scientific Staff Identity (name and title)

2.1.5 Method of Contact

2.1.6 Contact Details including Attachments (correspondence, search warrants, etc.)
2.2 All inquiries from a Government Agency must be considered confidential.
2.3 Contact by Telephone

2.3.1 From CBP: All calls from CBP should be deemed non-routine and should be referred to Director, Trade Compliance (DTC).  In the event that DTC is not available, it is preferred that the caller by passed to the DTC’s voice mail.  If this is not acceptable, refer the caller to the Corporate General Counsel or Company President.

2.3.2 All other agencies to follow same. 
2.4 Contact by Personal Visit

2.4.1 From All Agencies: All unscheduled, unannounced Personal Visits should be deemed non-routine. 

2.4.1.1 Government Official WITHOUT search warrant: contact DTC immediately.  Firmly yet cordially restrict the Official’s access to the business offices until the DTC arrives to escort him/her.  In the event that the DTC is not available, politely ask the Official to return when the DTC is available, giving the Official appropriate contact information for DTC.  

2.4.1.2 Government Official WITH a search warrant: contact DTC immediately.  If DTC is unavailable, contact General Counsel and/or President, or delegated authority.  Suggest to the Government Official that he/she wait in the reception area until his/her escort arrives.
2.5 Contact by Fax

2.5.1 From CBP: Fax retriever to route fax to named recipient.  If no name is designated on the fax, pass to the DTC for further routing or handling.  Non-routine faxes include CF28’s and CF29’s.

2.5.2 From USDA and/or FDA: Fax retriever to route fax to named recipient.  If no name is designated on the fax, pass to the DTC for further routing or handling. 
2.6 Contact by Email
2.6.1 From All Agencies:  The recipient should log in the contact information as noted above and forward the email to the DTC for handling. The DTC will involve staff as appropriate to bring the matter to resolution.
2.7 Contact by Regular Mail 

2.7.1 From All Agencies:

2.7.1.1 If mail is directed to an individual, deliver the mail to the noted party.  If recipient determines it is a non-routine matter, he/she should log in the contact information as noted above and forward the mail to DTC for handling. DTC will involve staff as appropriate to bring the matter to resolution.

2.7.1.2 If mail is not directed to an individual, deliver the mail to DTC for handling.
3.0 Accountability: DTC is responsible for XXX staff awareness of this procedure. 

























	
	
	



