TITLE: 	Transporting equipment by Hand Carrying 

PURPOSE:  This procedure will provide the basic requirements for exporting COMPANY materials, equipment, or software in accordance with federal regulations and DOE requirements.

CONTACTS:  International Trade Compliance (ITC) group:
	



POLICY: 
It is COMPANY policy to conduct business in compliance with all applicable laws and regulations, including, but not limited to Title 15 of the Code of Federal Regulations Parts 730-774, (Export Administration Regulations). Title 10 of the Code of Federal Regulations Part 110 (Import and Export of Nuclear Equipment and Material) MORE.  

Employees must obtain approval from the International Trade Compliance group prior to hand- carrying commodities (materials and equipment) and software/computer code to a foreign country. Laptops are not considered within the scope of this policy to be a ‘hand-carried’ item. Foreign countries include Canada and Mexico.  The International Trade Compliance group is responsible for export classification, licensing, and approving all exports of hand-carried commodities and software/computer code.  

COMPANY does not recommend hand carrying products or tools.  All shipments should be shipped commercially with COMPANY as the exporter of record (USPPI).  It is understood that on occasion there may be no other choice.  In this case, the procedure below must be followed.

It is NEVER acceptable to hand carry any kind of hazardous material or dangerous goods in any quantity.


DEFINITIONS:








PROCEDURE:

1. Employee (Traveler):
· Upon the decision to hand-carry a piece of equipment, commodity or technical data to a foreign country, the Employee must notify the International Trade Compliance group 48 hours prior to departure.  The employee must have the following information readily available:
· Full name, address and telephone number of the consignee’s location or facility you will be visiting.  If the export is temporary, please advise of the approximate date the item(s) will be returned.
· Complete description of the item(s) to be exported including the manufacturer, make, model number, serial number, quantity of each item, value of each item and country of origin (where the item was manufactured).
· Airport or city of departure and arrival and the departure date.
· The reason and end-use of the export.
· Re-export information (if the item(s) will be shipped to one foreign country and then shipped from that location to a third country).

2. International Trade Compliance group:
· Upon notice that an employee is going to hand-carry an item to a foreign country and receipt of the aforementioned information, the International Trade Compliance group will:
· Determine if time permits to secure a Carnet for temporary exports (usually 24 hours).  If there is sufficient time, arrange for a Carnet to be secured and send Carnet use instructions to the traveler.
· If the hand carry will be a permanent export or if there is insufficient time to obtain a Carnet, advise the appropriate logistics department to prepare an invoice to be carried by the traveler. 
· Advise the logistics department of the proper Harmonized Tariff Schedule (HTS), ECCN and licensing information, and the proper value of the item being hand carried.
· Advise the traveler of the necessity to carry the Carnet or invoice with them for presentation to the proper Customs authorities.
· Advise the traveler that he will be responsible for payment of duties in the local currency when he passes through Customs at the foreign port.
· [bookmark: _GoBack]If necessary, arrange for a local Customshouse broker to meet the traveler and assist the entry of the hand carry.

3. Local Logistics Department:
· Prepare the invoice for the traveler as directed by the International trade Compliance group.
· Submit the invoice for review to the International Trade Compliance group and to the traveler.
· Contact a freight forwarder with Power of Attorney from COMPANY and request they complete the Automated Export System (AES) filing in compliance with export regulations of the U.S.
· Provide the original invoice and two copies to the traveler. 
· If the item requires a license, provide a copy of the AES filing to the traveler to carry with the invoice and item.  


4.  Employee (Traveler)
· If using a Carnet:
· The Carnet should be considered as a passport for the hand-carry item.  Treat it with the same consideration you would give your own personal passport.  Keep it in a safe location and know where it is at all times.
· Before you leave your home country, you must locate the Customs office at the airport and present the Carnet along with the hand-carry item to the local Customs officials.  They will stamp the document as evidence that they approve the export of this item from the country.
· When you go through Customs at the foreign port, you must present the Carnet along with your hand-carry item to the foreign Customs officials.  It is your responsibility to present it to them and ensure that they stamp your Carnet as evidence that they acknowledge the import of this item into the country.
· Secure the Carnet in a safe location while you are in the foreign country.
· At the airport as you depart the foreign country, locate the Customs office at the airport and present the Carnet along with the hand-carry item to the local Customs officials. They will stamp the Carnet as evidence that they acknowledge the hand-carry item is being exported from their country.
· When you arrive back in your home country and go through Customs, you must present the Carnet to the Customs officials so they can stamp it to acknowledge the arrival of the hand-carry item back into your home country.
· After you arrive back at work, arrange the Carnet to be returned to the Logistics Department who originally provided it to you.  
· If not using a Carnet:
· Carry the invoice (original and copies) and the AES filing with you at all times while traveling with the hand carry.
· If the ITC group has arranged for a broker to meet you at the foreign port, contact the broker before proceeding through Customs.
· Present the invoice and/or all other applicable documents to the local Customs officials as you enter the country.
· Pay the duty and Value Added Tax (VAT) as applicable in the local currency and obtain a receipt.  If a broker is meeting you, they will assist you with local documentation requirements and payments.
· Be aware that Customs may still seize your item temporarily.  If Customs does seize the item, make sure you get a receipt and notify the International Trade Compliance group as soon as possible.  





[bookmark: Text16]     



TITLE:


 


 


Transporting equipment by Hand 


Carrying 


 


 


PURPOSE:


  


This procedure


 


will provide the basic requirements for exporting 


COMPANY


 


materials, equipment, or software in accordance with federal regulations and DOE 


requirements.


 


 


CONTACTS


:


  


International 


T


rade Compliance


 


(ITC)


 


group:


 


 


 


 


 


 


POLICY


: 


 


It is 


COMPANY


 


policy to conduct business in compliance with all applicable laws and 


regulations, including, but not limited to 


Title 


15 of the Code of Federal Regulations Parts 730


-


774, 


(


Export Administration Regulations


).


 


Title 10 of the Code of Federal Regulations Pa


rt 110 


(Import and Export of Nuclear Equipment and Material) 


MORE


.  


 


 


Employees 


must obtain approval from the International Trade Compliance group 


prior to hand


-


 


carrying commodities (materials and equipment) and software/computer code to a foreign 


country. 


Laptops are not considered within the scope of this policy to be a ‘hand


-


carried’ item.


 


Foreign countries include Canada and Mexico.  The International Trade Co


mpliance group is 


responsible for export classification, licensing


, and approving all exports of hand


-


carried 


commodities and software/computer code.


  


 


 


COMPANY


 


does not recommend hand carrying products or tools.  All shipments should be 


shipped commercial


ly with 


COMPANY


 


as the exporter of record (USPPI).  It


 


is understood that 


on occasion there may be no other choice. 


 


In this case, 


the procedure below must be followed.


 


 


It is NEVER acceptable to hand carry any kind of hazardous material or dangerous goods


 


in any quantity


.


 


 


 


DEFINITIONS:


 


 


 


 


 


 


 


 


 


PROCEDURE:


 


 


1. Employee


 


(Traveler):


 


·


 


Upon the decision to hand


-


carry a


 


piece of equipment, 


commodity 


or technical data 


to a 


foreign country, the Employee


 


must notify


 


the International Trade Compliance group


 


48 


hours


 


prior to departure


.  The employee must have the following information readily 


available:


 




TITLE:     Transporting equipment by Hand  Carrying      PURPOSE:    This procedure   will provide the basic requirements for exporting  COMPANY   materials, equipment, or software in accordance with federal regulations and DOE  requirements.     CONTACTS :    International  T rade Compliance   (ITC)   group:             POLICY :    It is  COMPANY   policy to conduct business in compliance with all applicable laws and  regulations, including, but not limited to  Title  15 of the Code of Federal Regulations Parts 730 - 774,  ( Export Administration Regulations ).   Title 10 of the Code of Federal Regulations Pa rt 110  (Import and Export of Nuclear Equipment and Material)  MORE .       Employees  must obtain approval from the International Trade Compliance group  prior to hand -   carrying commodities (materials and equipment) and software/computer code to a foreign  country.  Laptops are not considered within the scope of this policy to be a ‘hand - carried’ item.   Foreign countries include Canada and Mexico.  The International Trade Co mpliance group is  responsible for export classification, licensing , and approving all exports of hand - carried  commodities and software/computer code.        COMPANY   does not recommend hand carrying products or tools.  All shipments should be  shipped commercial ly with  COMPANY   as the exporter of record (USPPI).  It   is understood that  on occasion there may be no other choice.    In this case,  the procedure below must be followed.     It is NEVER acceptable to hand carry any kind of hazardous material or dangerous goods   in any quantity .       DEFINITIONS:                   PROCEDURE:     1. Employee   (Traveler):      Upon the decision to hand - carry a   piece of equipment,  commodity  or technical data  to a  foreign country, the Employee   must notify   the International Trade Compliance group   48  hours   prior to departure .  The employee must have the following information readily  available:  

