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	                  Required Shipping Documents Policy
                       Owner/Department: SMSA Service Center (SSC)



	Brief
	SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."  required specific documentation for shipments based on customs and regulatory requirements for the origin and destination locations. 

	Purpose
	Failure in providing the Required Shipping Documents may cause shipments’ hold at customs. Providing those documents speedup customs clearance.

	Responsibilities
	The SSC Executive XE "Retail Executive (RE): SMSA Express employee who serves its customers at the Front Counter (Retails)"  is responsible to ask the shipper to provide the required shipping documents, if needed, at the time of shipment(s) acceptance.

The Area SSC Supervisor XE "Retail Supervisor (RS): SMSA Express employee who directly supervise Retail Executives in number of retails"  is responsible to ensure that the SSC Executive XE "Retail Executive (RE): SMSA Express employee who serves its customers at the Front Counter (Retails)"  are following this procedure and well trained to do so.


	How to Complete a Commercial Invoice

The seller/exporter provides this document to describe the parties involved in the shipping transaction and the goods being transported. It is the primary document used by Customs. The Commercial Invoice should be prepared in the official language of the country to which the goods are being exported when possible. 

The Commercial Invoice should include a detailed breakdown of all items in the shipment. For each commodity you must include: 

1. Any generic or scientific name 

2. Grade and quantity 

3. Composition and/or construction 

4. Country of manufacture 

5. Price or cost 

6. Currency used 

7. Harmonized System number 

8. Terms of delivery 

The sample shown is a suggested format. 

Blank Commercial Invoice [PDF format- Adobe Acrobat Reader first before use the link] 

The Commercial Invoice should include the following information: 

1. Shipper/Exporter:
Provide the contact name, company name, full address, and Value-Added Tax (VAT) number. 
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2. Country of Manufacture:
Country where the commodity was produced. 
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3. Importer:
If the shipment will be handled by an importer who is not the recipient, add the full name and address here. 

[image: image3.png]Recipnt (complte mama and address)
Jane Varwood

Computer Latels Inc.

1465 Onkland Avenue
Itersate Industial Park
Memphis, USA TN 38200
mporar—oer i racpion
(campletsmame ad sdres)

Asabove





4. ® International Air Waybill number:
Include the  International Air Waybill number. This is our main reference for your shipment. 
5. Commodity List:
For each commodity you must include: 

1. Full description 

2. Harmonized code 

3. Reason for export/intended use 

4. Any part or serial numbers 

5. Country of manufacture 
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6. Required Signature
Sign and date the Commercial Invoice certifying that the details provided are true and correct representations of the contents covered by the Commercial Invoice. Ensure that all the information is consistent with the Air Waybill or your shipment could be delayed in Customs. 

We need one original Commercial Invoice with five copies, all individually signed. We also recommend that you put a copy inside one package. 

Certain commodities may need extra documentation or export licenses. 
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