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1. Account Overview
________ Corp. is a global leader in the design, manufacture and service of technology-based solutions for the upstream energy industry with a dynamic team of more than 2,000 ________ employees located in 23 countries around the world delivering solutions that add real value by reducing the cost of drilling for and producing oil and gas. ________ has been the leader in research, development and commercialization of innovative products and services to reduce drilling costs, improve safety and efficiency, and improve bottom line. With a commitment to quality, health, safety and the environment, ________’s Quality, Health, Safety & Environment Policies manual provides a reference for all ________ employees as well as customers and sub-contractors that operate ________ equipment.

2. Scope of Business
2.1 Customs Entries for non-border shipments coming into the US
2.2 Primary destination ________ 

3. Contacts and Client Information

3.1 ________ internal client reference number (GCI)
3.2 ________ Corp. contact list




	Name/Title
	Office phone number
	Email
	Location

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



		








3.3 ________ contact list

	Name/Title
	Office phone number
	Email
	Location

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





4. Billing Instructions
4.1 	Billing Instructions (Location) AP contact – 
4.2 	Need to list PO # (ex. ), CI # (ex.), SO # (6 digits)
[bookmark: _GoBack]4.3 	Send monthly CD of entry packets to the Global Trade Compliance Manager – May setup weekly FTP in the future
4.4 	________ Corp. will wire payments on Friday’s
4.5 Any email correspondence should include the Customs entry number as a reference in the subject line
     5. 	Classification
5.1 ________ Corp. will provide HTS parts database to ________ on a monthly basis. ________ will upload the parts database into our system and use the HTS numbers referenced on the parts database during preparation of the Customs entries

    6.  Operational Procedures
6.1 ISF Filings – ISF will be filed by ________ origin office minimum 24 hours prior to vessel departure
	     6.1.1 ISF data will be provided by shipper utilizing ________ ISF SLI
6.1.2 Any missing data will be communicated to ________ Corp. Houston for assistance in   completing the filing
6.2	Customs Declaration Preparation (________ Houston) – Customs entries will be prepared based on commercial documents provided by the shipper. If commercial documents are not available, ________ Houston will reach out to the shipper. If the shipper cannot provide commercial documents, ________ Corp. will be required to provide commercial documents
6.2.1 	Entries will be keyed into the 7501 at the part number level. 
6.2.2 	________ will not utilize any chapter 98 tariff without written authorization from ________ Corp. This includes temporary import bonds and US goods returned. 
6.2.3	Related parties will be flagged on the Customs entries, utilizing related parties document provided by ________ Corp.
6.2.4	Country of origin should be referenced on the commercial documents. If C/O is not available on the documents, contact ________ Corp. for confirmation.
6.2.5	________ will notify ________ Corp. upon any article flagging for mill certificate or steel license. ________ Corp. will advise how to proceed with the entry.
6.2.6 	Customs Declaration (________ US Northern Border) - Customs entries will be prepared based on the commercial documents provided by the Canadian exporter, and forwarded by the carrier transporting the freight.  If commercial documents are not available, ________ US Northern Border will contact the carrier to determine if all of the documents were presented to us.  If not, ________ will contact ________ Corp. for the missing information.  The carrier will not be allowed to enter the USA.


6.3 	Issues during Customs entry process
6.3.1 Classification – If any HTS numbers are missing, or parts are not listed in the parts database, ________ will reach out to ________ Corp. for confirmation of correct HTS prior to filing the entry. 
6.3.1.1 If the HTS numbers are missing, or parts are not listed in the parts database, ________ US Northern Border will contact ________ Corp. for confirmation of the correct HTS during regular business hours.  If after-hours, the carrier will be placed on hold and the shipment will not be allowed to be imported until the information can be secured from ________ Corp.
6.3.2 OGA’s – if any tariff numbers flag for OGA information, ________ will reach out to               ________ Corp to obtain the necessary guidance on the OGA filing
6.3.2.1 – If the OGA information is needed to release the goods into the US and they are not available when the carrier reaches the US Northern Border, the carrier will be placed on hold and will not be imported until the missing information can be secured from ________ Corp.
6.3.3 ADD/CVD – Any shipments that flag as potential anti-dumping, ________ will provide necessary ADD/CVD case information in stationary email, and have ________ Corp. confirm or disclaim anti-dumping. ________ will not make any ADD determinations on ________ Corp.’s behalf. 
6.3.4 Duty Reduction Programs – ________ does not claim any duty reductions for non-border entries. If anything flags for potential duty reduction, contact Lila Rose and Sylvia Reyes.
6.3.5 US Goods Returned (9801) – ________ Corp requires ________ to contact them prior to filing the entry summary.  This is to confirm whether 9801. Will be utilized and to obtain the Manufacture Affidavit.
	7.	Post Entry Requirements – 
7.1 Any post entry requirements will be communicated to ________ Corp. for approval prior to submitting post entry. 
7.2 CF28, CF29 – Any communication from Customs regarding requests for information/notice of action will be communicated to ________ Corp. for guidance on response. ________ Corp. will respond directly to Customs. ________ will not respond to any CF28 or CF29 on behalf of ________ without ________ Corp.’s written approval.
8.	Communication Protocol	
8.1 All correspondence with ________ Corp. should reference the Entry number in the subject line if the entry number has been assigned.
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