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When a prearranged visit by a Customs officer or agent occurs, plans must be made in advance by the XXX on all necessary actions.  There are normally two types of Customs site visits.  One is prearranged by appointment; the other is unannounced.  When an unannounced visit occurs, immediate oral notification must be given to the XXX; if contact cannot be made, then notify company in-house counsel. In-house counsel will notify XXX if deemed necessary. XXX is responsible for managing the visit.  Any questions concerning documents or information to be provided to Customs should be directed to the XXX.  All written documentation prepared and document exhibits to be provided to Customs must be approved orally or in writing by XXX.  The Customs/Government Agency Visit Memorandum form with copies of all documents provided to Customs, must be prepared by XXX on all such visits.

Memorandum 
	Company name

	CUSTOMS/GOVERNMENT AGENCY VISIT MEMORANDUM

	Date: 

	 

	Indicate the names, titles, and contact information of all Customs/Government agency visitors:                                                                                                                                                                                                                                                                                       

	 

	Describe in detail the stated purpose of the visit by Customs/Government Agency:                                                                                                               

	 

	List below any documents provided to the Company by Customs/Government Agency and attach the same:                                                                                   

	 

	List below any documents taken from the Company by Customs/Government Agency and attach photo copies of same if available:  

	 

	List all Company personnel that interacted with Customs/Government Agency and indicate their reason for the interaction:                              

	Print Name

	Signature:

	Title:



