[image: image1.emf]Clearing Checklist 

Waybill Number: Y N Comment

Invoice Date not Older Than 3 Months

Exporter & Consignee details reflecting

Clear Description of Commodity 

Unit Value Provided

Item Value Not Less Than R1

Invoice Value Not Less Than R50

Total Value Reflecting

All Invoice Pages Accounted For

Invoice Not Previously Declared

Import & Export Invoices Provided ( Repair & Return)

Import Clearance documents (Repair & Return)

Extension Letter Attached ( Late Aquittal)

Permit Attached & Date Verified

Exemption Letter Attached ( Embassy Consignment) 

Delivery Notes Corresponding With Invoice 

SA CI Legible &  Corresponds With Invoice (Exporter & Consignee) 

NAM CI Corresponds With Invoice (Importer Details)

Export & Import Details Corresponds With CI's & Invoices

Letter & ID Copy Attached ( If No Stamp On NAM CI)

Coastal not to be loaded over weekend with temporary/re-exports 

exports or permit consignments

Export Process-SAD 500

Job Aid

Owner/ Department: ZAF – OPS - Clearing                                     
Export Process-SAD 500

Job Aid

Owner/ Department: ZAF – OPS - Clearing                                     

Purpose:

To Ensure compliance on all customs documents submitted to customs.
1. Waybills received from the capturing team and clients.
2. Clearing clerks are to ensure that the following information is correct:
· Exporter & Importer details on waybill corresponds with invoice received.
· Invoice Date not older than 3 months.
· Invoice value and currency reflecting on the invoice.

· Unit value and total value reflecting 

· Invoice value not less than R50 and line items not less than R1
· All invoice pages accounted for

· Invoice not previously declared.
· Extension letter provided in a case of a Late Acquittal. 

· Permits attached and validity date verified.

· Exemption letter provided for embassy consignments.

· Delivery notes corresponding with invoice.

· SA CI legible and corresponds with invoice (exporter & Consignee)

· NAM CI corresponds with invoice (Namibian Importer details)

· Export and Import details correspond with CIs and Invoices.
· Letter and ID copy supplied for clients that do not have company stamp.

· Coastal not to be loaded over weekend with temporary/re-exports exports or permit consignments. Load on confirmation that documents are in order( Confirmation from clearing agent)
· Permit requirements -confirmed 
· In a case of a repair and return, the following documents are needed: 

· Export / Repair Invoice
· Import Invoice

· Import South African SAD500

· Import Release Notification (Release or Entry Exit Notification)

· Import stamped Namibian SAD500
Once all the above has been verified, a loading copy can be signed with the date and time of issue.
The check-sheet as illustrated below must be completed in full of the following information:
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· After the above check, the loading copy should be signed by the clearing clerk who completed the checklist with date and time signed.

· Operation representative must sign the same set of loading copies with date and time received.

Framing of entries:
1. Exporter and Consignee details:
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· Agent File Name must either be invoice or waybill number (Client dependant)
· Ensure Exporter and Consignee details are entered correctly on the screen above when framing an entry.
2. Registration And transport details:
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· Truck/Trailer information must always be NAMLOG.

· Master Carrier code and Cargo Carrier code must always be 20864375.

· Shipment date must be the current date.
· Enter correct manifest number as per allocated vehicle which the consignment will be loaded on 

· Road Note number must always be the same as the Agent File number, unless stated otherwise on the clearing instructions
3. Destination details:
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· Place of issue must always be entered as Johannesburg.
· Enter Destination 1 as per the destination indicated on the invoice.
· Port of Discharge will be the same as Destination 1 details
· Customs Port of entry and Port of Exit are operation and destination dependant, this must be confirmed when framing is done.
4. Package details:
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· Package type can be as indicated on the waybill and can be selected on the drop-down icon. 

· Enter number of parcels as on the waybill and not on invoice.

· Enter correct gross mass as indicated on the waybill.
· Description must always be GENERAL.
· All the other fields can be left blank.

5. Invoice details:
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· Transaction type must always be invoice and if the consignment is a re-export, then the following must be done
· An additional transaction must be added selecting transaction type warranty/guarantee charges. 
· Add the value of the export / repair invoice
· Under Customs Chargers, selected CIF Non-Dutiable Charge
· The import invoice is the invoice to be declared to SARS
· Supplier details must always reflect same as the exporter.
· Invoice number same as on the provided invoice
· Invoice date not older than 3 months
· Calculate all item values and enter their total value, making sure it corresponds with the invoice.
· Enter currency as indicated on the invoice making sure the ROE is calculated if foreign currency is being used.
[image: image7.png]ik charge

Costing

Office of Entry

Delivery Terms

Currency

ROE

Freight

Insurance

Other.

Transport Details
Country





6.Framing:
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· Use the correct CPC based on the nature of transaction indicated on the clearing instructions. E.g.
· Temporary Export – CPC 2100: I7600
· Re-Export – CPC 3052: H6612 
· Permanent Export – CPC 1000: H6100, etc.
· Use the Country of Origin as indicated on the Clearing Instruction or Invoice
· Use the correct Tariff Heading based on the description of the product as it is indicated on the invoice. 
· Enter correct statistical quantity and units as provided on the invoice.

· VAT indicator must be N.
· Select the correct option on “To Be Coded” based on the CPC being used. E.g., Temp EXP (2), Re-Exports (2), Permanent Exp (1), etc. 
· Save and click next to begin the EDI Submission process.

· Types of rebate codes to be verified 

7.Calculating Worksheet:
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· To calculate worksheet, double click on Customs Worksheet as indicated on the picture above.
· Verify that the FOB is correct and as per the total value on the invoice. Refer to the block indicated with red dot on the picture below:
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8. Creating SAD500 and Submitting EDI

· Close worksheet and continue to the SAD500.
· Double click the SAD500 as indicated on the picture below.
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· On the screen below make sure the UCR and Credit Terms are as per instructed on the clearing instructions and invoice. Then save
· Click print
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· Once the SAD500 has been populated check all information on mandatory blocks and make sure it is as per the invoice and clearing instructions. 

· Once verification has been done create an EDI link to submit to SARS as shown on the picture below, by double clicking on the EDI Modernization as indicated below. Then click the OK
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· Then on then click SYNC as indicated on the picture below.
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· When the EDI status of your declaration is Code 08/Proceed to Border this means the declaration has been permitted by customs to proceed to the border for processing and release. 

9. Handling a SARS Query and uploading supporting documents.
· In an instance where status of a declaration is Code 33/QUERY as indicated on the pic below, supporting documents must be submitted.
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· The following documents must be uploaded electronically to the entry

· Invoice

· SAD500

· Worksheet

· Phase 3 Manifest
· System Clearing Instructions which consists of (Delivery Instructions and Export Instructions), please see the example below. The 2 documents below must be completed and submitted as a single document.
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· Upload each file separately selecting the correct category as indicated with red on the picture above. Make sure your documents are successfully uploaded as indicated with an X on the picture below.
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· A query must be monitored frequently, if 4 hours have passed and no response has been received on the query, escalate your case to C&E-Escalations@sars.gov.za copying  the following people Alcand@namlog.co.za; Nonhlanhlav@namlog.co.za ;Pinkyw@namlog.co.zaand Trishaj@namlog.co.za .    
· Use the LRN number of your declaration as a subject heading and state your case number in the body of the email when escalating.

· If after an hour there is no update report to your supervisor or manager who will further escalate the query via text and phone call to customs. 
· Make sure all information is inclusive to avoid delays.

· Follow up on the case until it has been resolved and status is “proceed to border”. 
10. Manifests
· Make sure all the information as indicated on the picture below is accurate, request the correct driver and registration details from operation manager on duty.
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· A 3-point check on the manifest must be done before submitting to customs. 
· EDI vs LMS report must be done, then LMS vs signed loading copies.

· Once all has been done and the EDI manifest is corresponding with LMS and loading copies save and submit manifest to customs. 

· Physical count must be done before all the original waybills and invoices are packed and handed over to the driver, making sure they correspond with the manifest. 

· All SAD500s for each vehicle must be printed, counted according to the original waybills, and packed in separate bag and handed over to the driver.

11. Handover
· Detailed information that is understandable and informative must be sent via email to the next shift.
· List of queries that needs urgent attention and resolutions must be stated.

· In an instance that there is an open query/missing invoice or any incomplete entry or manifest in-transit, send a text message via SMS or WhatsApp as well alerting the next shift.

· Waybill number and manifest number where the query entry is loaded must be in detail.

· Email all documents for re-export to Trisha and Jo-Ann.
· All late acquittal documents and the DA70 to be emailed to Trisha / Pinky or Nonhlanhla.
· Written confirmation must be sent and received from clearing agents’ over-border that all documents were received in good order. 

· Release notifications for vehicles that have been released the previous night must be emailed to EDI-Releases@namlog.co.za  

· Send a detailed update to the clearance@namlog.co.za of releases emailed and releases still to be emailed to SLI.
12.Stock on Floor Report
· Information why the consignment has been left behind must be in detail, reasons must be understandable and precise.
· Complete a stop note with all the above reasons for each waybill and attach to the corresponding waybill. The stop date must be endorsed .
· A Stock on floor report must be completed on a spread sheet and submitted upon closing on a shift.
· Night shift stock on floor report must be standard and completed on the same format as provided below and handed over to day shift team and operations managers. 
· The person responsible for stock on floor report on from the day shift team will hand over to the next shift.
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13. General IT Queries

· All general IT related problems must be emailed to ITsupport@namlog.co.za addressing Nitesh (082 886 8258) and Donovan (072 655 5459). 
· All LMS related problems must be emailed to ITsupport@namlog.co.za addressing Alex
· All EASYCLEAR related queries must be forwarded to support@easyclear.co.za;  and follow-up with a phone call on 011 043 1400 and (After-hours, Weekends & Holidays) contact 076 972 7661.
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