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DEFINITIONS

For purposes of this document the following abbreviations will be used:

1.) Site TCC: Trade Compliance Coordinator at the [Business Name]  site to where cargo is consigned.  The TCC is responsible for providing CHB with all entry documentation, information regarding tariff classification, and all other compliance issues. See Appendix I.
2.) [Name]: [Business Name].  The specific business unit within [Business Name] shall be indicated with its unique importer identification number. See Appendix II.
3.) CHB: Customs House Broker filing entries on behalf of [Business Name]. CHB for this SOP is [CHB Name]. 
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[bookmark: _Toc95040763]DOCUMENT FLOW AND HANDLING

CHB will be shown as the notify party on all bills of lading or air waybills in order for the carrier to send notices of arrival and turn over shipping documents to the local CHB office in a timely manner.

CHB will review the documents received from [Business Name] foreign suppliers and contact the Site TCC for any additional information, documents needed, or to inform us of any problems.

The shipping documents should indicate the [Business Name] reference number (commercial invoice number and purchase order number). This reference number MUST APPEAR on all bills, entries, delivery orders, communications, etc. which are generated by CHB.

All shipments will be entered on the “Transaction Value” basis, unless otherwise indicated by [Business Name], and will be cleared as consumption entries.

If in doubt about any entry instructions, please contact the Site TCC.
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CHB is to contact the TCC or his/her designee at the [Business Name] site (ultimate consignee) immediately whenever required entry documents are missing or if questions are raised by Customs and Border Protection (Customs) regarding the entries. The Site TCC will work with CHB to ensure that all required documents and information are provided.

In the event that proper documentation for making an entry cannot be obtained, CHB will notify the Site TCC at least two days prior to remanding to General Order for instructions. CHB will either return the shipment to the shipper or allow the shipment to enter General Order, based on instructions from the Site TCC.

The Site TCC will provide CHB with access to the database of all part numbers and corresponding HTS classifications.  As the additions are made to the database frequently, CHB should consult this database often and make entry solely in accordance with the most current data.

In the case of a part number appearing on the commercial invoice that is not in the database or, no part number appears, CHB will immediately notify the TCC at the [Business Name] site where the cargo is destined.  CHB will be notified in writing (e-mail) of the correct classification.  This is to be strictly adhered to without regard for storage charges or notice of general order.

CHB will process the Customs entries at the [Business Name] part number level into their system. In case the import part is not a regular stock item, CHB will enter the ID part number or model that appears on the invoice.

CHB will report the country of origin and export that appears on the commercial invoice.  Any discrepancies and/or conflicts with commercial invoices and the database are to be reported immediately to the TCC at the concerned site. 

If merchandise is subject to EPA (TSCA) or APHIS (SWPM) requirements the shipper/exporter will provide CHB with the necessary information and/or documentation to properly enter the shipment.  For Other Government Agency (OGA) requirements such as FCC or FDA, CHB will refer to the database for the required information.  CHB will notify the TCC if it appears that OGA requirements are not being met.  In addition, CHB shall not release any shipment regulated by other government agencies for delivery until a release from that agency is secured.

The Site TCC will provide CHB with a list of related party suppliers for reporting on the CF7501.
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CHB will examine each foreign supplier invoice to determine those additional charges that are identified separately and may/may not be added/deducted to the price actually paid or payable.

CHB will add the following charges to the price actually paid or payable to the extent that these costs are not otherwise included within said price:
· Packing costs incurred by the buyer;
· Selling commissions incurred by the buyer;
· The value of any assist (contact Site TCC to determine the method of apportionment);
· Any royalty or license fee the buyer is required to pay as a condition of the sale; and
· The proceeds of any subsequent resale, disposal or use of the imported merchandise that accrue to the seller.

CHB will deduct/exclude international freight and insurance charges from the price actually paid or payable ONLY under the following conditions:
· The actual (versus estimated) costs are identified separately and known at the time of entry; and
· The actual costs can be substantiated by such commercial documents as the carrier’s invoice, written contract separately listing freight/insurance costs or proof of payment of these charges.
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At this time, [Business Name] is participating in special trade programs (e.g., NAFTA, GSP, and CBI). However, CHB should not make claims for duty preference under any special trade program without prior authorization from the Site TCC.  The database indicates preference programs and this may be considered authorization for CHB to make claims.

[Business Name] is currently not (but may in the future) operating within the conditions of other reduced-duty programs (e.g., 9801, 9802). Should CHB encounter a commercial invoice declaring the products as being of U.S. origin, CHB should either contact Site TCC for authorization prior to utilizing such programs or solely apply the corresponding classifications for the goods as found within Chapters 1-97 of the tariff.
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Immediately upon release of shipment, but no later than three (3) working days, CHB will scan and send via e-mail a complete entry package to the Site TCC or his designee.  The package will consist of the commercial invoice, the packing list, the CF3461, the CF7501, the ocean bill of lading or air waybill, copies of any OGA forms, special tariff treatment certifications, and any other document used within the entry process.  The Site TCC will audit the package against its own internal checklist.  Any errors will be communicated to CHB immediately so that changes can be made prior to final submission of CF7501 to Customs.  CHB will be informed of whether a broker error or an importer error occurred.
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In the event that an error is discovered after entry summary has been rendered to Customs or additional information must be supplied, the Site TCC will request that CHB submit a post entry amendment on its behalf (and will provide a copy to the Site TCC).  This process can be avoided in most cases by sending the entry packages to the Site TCC in a timely manner as described above.
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Should at any time CHB receive any official communication from Customs (CF28, CF29, penalty or liquidated damage notices, etc.) they are to be directed to the Site TCC immediately.  The Site TCC, in coordination with the [Business Name]Trade Compliance team will respond to Customs and CHB will be notified if any additional information is needed.
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Where merchandise is to be cleared in a port of entry where CHB is not licensed, CHB should request authorization from the Site TCC to issue a limited Customs power of attorney (limited by specific entry or limited in time period) to the broker in the relevant port.  The subagent should abide by all the procedures contained in this document (of particular concern are the procedures for classification and usage of special trade programs).  CHB must agree to act as liaison with the subcontracted broker and enforce our stated procedures.
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All CHB invoices for [Business Unit Name] (only for importer id numbers listed in Appendix II) are to be submitted in duplicate with a copy of the ocean bill of lading or air waybill only (entry documents are not required) to:  [Payment address]
		
APPENDIX I - Key Contacts – [Business Unit Name]


Trade Compliance Contact/ [Business Unit Site]

Name
Tel.: 
Fax: 
E-Mail: 

TCC Designee (First Point of Contact)/[Business Unit Site]

Name
Tel.: 
Fax: 
E-Mail: 
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APPENDIX II – [BUSINESS UNIT NAME] and Importer ID Numbers


Importer of Record

[Business Unit Name] [Importer ID Number]
[Address]


Ultimate Consignee Addresses and Importer ID Numbers (For Box 9 on CF7501 if different than above)

[Ultimate Consignee Address] [Importer ID Number]
[Address]

[Ultimate Consignee Address] [Importer ID Number]
[Address]

[Ultimate Consignee Address] [Importer ID Number]
[Address]
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