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Operational Requirements – Commercial Invoices

· All values declared on commercial invoices must be true and accurate at time of shipment.
· Samples must be valued as though they were to be sold.    Documentary justification of valuation must be retained for 5 years.   Shipments for which transaction value is not applicable must contact the Compliance Manager prior to import to determine the valuation methodology to be used. 
· Any commercial invoice provided for customs clearance must match valuation on the invoice submitted to X.   
· If for some reason the valuation should change after clearance, a revised invoice must be submitted to the Procurement buyer, who will escalate to the Compliance Manager. 
· Invoices must list:
· Shipper, Buyer, Consignee
· Description of the item in layman’s terms (ie, flavor, corrugated box) etc, along with the relevant SAP item number.
· X PO number
· Invoice number
· Date of invoice
· Quantity of item
· Unit of Measure
· Value per Unit
· Total Value
· Currency
· Country of Origin
· Harmonized tariff number applicable to the country of import. X’s compliance team may be contacted prior to shipment for assistance. USHTS: http://hts.usitc.gov/  CA HTS: http://www.cbsa-asfc.gc.ca/trade-commerce/tariff-tarif/menu-eng.html
· The value of any assist provided by X (product input – cylinders, molds, ingredients; down payment, etc).  
· Incoterms
· If the commodity shipped is FDA regulated when exported to the US:
· FDA registration number of shipper (register for free online at: https://www.access.fda.gov/oaa/
· FDA registration number of manufacturer 
· Full name and address of manufacturer
· FDA product code (available at: http://www.accessdata.fda.gov/scripts/ora/pcb/pcb.cfm)
· Commodity breakout from smallest to largest
· OR
· FDA Prior Notice number upon completion of a valid PN
· X will not serve as a supplier’s US agent for FDA registration purposes.  
· Importer Security Filing – applicable for all ocean shipments to the US:
· If terms are DDP, the supplier is accountable for filing ISF in a timely manner. 
· If terms are other than DDP, X will submit the ISF Filing.
· Suppliers who do not return the  ISF data elements in a timely manner will be held accountable for any liquidated damages (customs fines/penalties) incurred by X as a result of  the Vendor’s failure to provide the required information.  
· If X’s freight forwarder is utilized, the forwarder will provide the relevant loading details
· If the supplier ships using their own forwarder/carrier, the supplier must provide the ISF template, listing:
· vessel name
· voyage number
· bill of lading number
· origin port
· destination port
· commodity
· and any other required details
·  no less than 5 days prior to vessel sailing, to the compliance manager 
· A template and separate work instruction regarding ISF will be provided at the time of PO submission from the buyer to the supplier. 

· Required Documentation
· Commercial Invoice
· Packing List
· If applicable, and due diligence has been completed, NAFTA or other free trade agreement origin certificate. 
· Bill of Lading
· Certificate of composition (as required)
· Other documents as required by X QA
· Copies of all required documentation must be sent by email to the compliance manager prior to importation. 

· Wood Packaging
· Any wood pallets or dunnage used to ship goods to the US, CA, or MX, must be ISPM15 marked and heat treated.  Fumigated treatment is not allowed for X items.  Additional details may be found here:  http://www.ispm15.com/start.htm
· All packaging for ocean freight must be secure and sufficient to withstand the nature of ocean transit.   Suppliers will be held accountable for all loss due to packaging inadequate for the mode of transport. 

· Marking
· All imported items must be appropriately marked per the customs requirements of the importing country.  At minimum, all items must be legibly marked with:
· Net/gross weight
· Item number
· Item description
· Country of origin
 
· Attachments:
· ISF Template
· ISF Job Aid
· ISF Supplier Letter




















