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Export Documents, INCO-Terms and Shipping Tips

Common Export Documents
These documents are commonly used in exporting but requirements vary by destination and product. For country-specific requirements, call Trade Info Center at 1-800-USA-TRADE.
Electronic Export Information (EEI) (formerly Shipper’s Export Declaration SED) You can get the EEI from the Government Printing Office or commercial outlets and it can be e-filed using AESDirect.
Dual Use Export Controls and Licenses Licensing is required for "dual use" exports (commercial items which could have military applications), or exports to embargoed countries. 
Defense Trade Export Controls and Licenses for defense export transactions (defense articles such as munitions), anyone who intends to export such an article must first obtain approval from the U.S. Department of State Directorate of Defense Trade Controls (DDTC) prior to the export. The appropriate license form must be submitted to the DDTC for the purpose of seeking approval. In most cases, in order for a license to be considered, you must be registered with the DDTC.
Commercial Invoice A bill for goods from seller to buyer. Often used by governments to determine value of goods when assessing customs duties. Each country may specify their own form, content, number of copies, language to be used, and other characteristics (see Sample).
Certificate of Origin The Certificate of Origin is only required by some countries. In many cases, a statement of origin printed on company letterhead will suffice (download generic certificate or see Sample with explanation). Special certificates are needed for countries with which the US has special trade agreements- such as Mexico, Canada & Israel (see more info on Free Trade Agreements).
Bill of Lading A contract between the owner of the goods and the carrier (as with domestic shipments). For vessels, there are two types: a straight bill of lading which is non-negotiable and a negotiable or shipper's order bill of lading. The latter can be bought, sold, or traded while the goods are in transit. The customer usually needs an original as proof of ownership to take possession of the goods (see Sample Short Form Bill of Lading and Sample Liner Bill of Lading).
Insurance Certificate Used to assure the consignee that insurance will cover the loss of or damage to the cargo during transit (see Sample). These can be obtained from your freight forwarder.
Export Packing List considerably more detailed and informative than a standard domestic packing list, it itemizes the material in each individual package and indicates the type of package, such as a box, crate, drum, or carton. Both commercial stationers and freight forwarders carry packing list forms.
Import License Import licenses are the importers responsibility. Including a copy with the rest of your documentation, however, can sometimes help avoid problems with customs in the destination country.
Consular Invoice Required in some countries, it describes the shipment of goods and shows information such as the consignor, consignee, and value of the shipment. If required, copies are available from the destination country's Embassy or Consulate in the U.S.
Air Way Bills Air shipments require air waybills which can’t be made in negotiable form (see Sample).
Inspection Certification Required by some purchasers and countries to attest to the specs of the goods shipped. Usually done by a third party, often via independent testing organizations.
Dock Receipt & Warehouse Receipt Used to transfer accountability when the export item is moved by the domestic carrier to the port of embarkation and left with the ship line for export.                

Destination Control Statement Appears on the commercial invoice, and ocean/ air waybill of lading to notify the carrier and all foreign parties that the item can be exported only to certain destinations.
Shipping Terms-13 INCOTERMS 
· Not the same as Payment terms 

· Define payment of freight, cargo insurance, customs fees and risk transfer from seller to buyer.  

· E terms favor seller, D terms favor buyer. The Terms shift from sellers favor (E-terms) to buyers (D-terms) or share risks (F&C Terms). 
· FOB Factory is a domestic term. The international term is Ex-work- address, city, sate, USA 

· Some terms are “transport mode” specific 
· Consider risk and all costs associated with each INCO-term. Duties are usually calculated on FOB or CIF basis –so consider duties, taxes, port handling fees when calculating costs. 

· List of Preferred Terms by Market: www.export911.com/e911/export/quote.htm#xPenetrate
E- terms- origin (1) from sellers factory address
· Sellers favor All delivery costs/risks borne by buyer


EXW ex-works
F- terms-pre-main carriage terms (3) to named Port/Airport USA
·  Risks shared


FCA Free carriage to airport
            FAS free carriage along-side vessel 
            FOB free on board vessel
C-terms- main carriage terms(4) to named Port/Airport Overseas
· Risks shared


CFR cost & freight

CIF cost & insurance & freight

CPT Air Carriage paid to

CIP Air Carriage & Insurance Paid to  
D-Terms destination terms (5) to buyers named destination 
· Buyers favor All delivery costs/risks borne by seller  


DAF delivered at frontier

DES delivered ex Ship

DEQ delivered Ex-Quay

DDU delivered duties unpaid
            DDP  delivered duty paid
CIF quotation: Unless demanded by importer, quote CIF to nearest seaport or airport. The importer can then easily ascertain charges within their own country, such as unloading charges, customs duty, and internal freight or cartage. That gives importer a duty-paid, delivered-to-the-warehouse price.
Insurance : There can be real danger in quoting C&F vs CIF.  C&F implies the importer will get insurance on the shipment.  But, if importer fails to properly insure the goods even though they bear the risk of loss once the goods clear the ship's rails there is risk to the exporter. If a non-insured claim arises, the exporter might face payment issues due to damaged merchandise even though the title has passed to importer. Even a letter of credit (L/C) may not protect the exporter unless a clean bill of lading is obtained to negotiate the L/C. In this case consider contingency insurance or an FOB sales endorsement on exporter's marine insurance if the importer's coverage is missing or inadequate. The freight forwarder may be able to provide this if exporter does not have marine insurance.

Ambiguous words:  Ton, FOB, and dollar often lead to misunderstandings and bad cost calculations. The ton could mean a short ton- 2000 lbs, a metric ton- 2204 lbs, a long ton-2200 lbs or 4000 lbs of salt. Never use "ton" without qualifying it.  FOB requires specification of what and where such as "FOB ocean vessel at New York City." Finally, specify country and dollar. A quotation for an importer in Hong Kong such as "500 dollars per order" might be perceived as Hong Kong dollars. However, if the exporter intends to quote in U.S. dollars, a huge difference in value would result from this ambiguity. 
Sources http://www.iccwbo.org/  http://www.export911.com/e911/export/quote.htm#xPenetrate  http://www.escapeartist.com/ftz/ftz_index.html   http://www.wto.org/english/tratop_e/region_e/region_e.htm
http://globaledge.msu.edu/academy/HpgdtmLH/24/00_legal_aspects_of_exporting/ie5/index.html?dhtmlActivation=inplace
Shipping Tips

Export Packing
Exporters should be aware of the demands that international shipping puts on packaged goods. Exporters should keep four potential problems in mind when designing an export shipping crate: breakage, moisture, pilferage and excess weight.

Generally, cargo is carried in containers, but may be shipped as break-bulk cargo. Besides normal handling encountered in domestic transportation, a break-bulk shipment transported by ocean freight may be loaded aboard vessels in a net or by a sling, conveyor, or chute that puts an added strain on the package. During the voyage, goods may be stacked on top of or come into violent contact with other goods. Overseas, handling facilities may be less sophisticated than in the US and the cargo could be dragged, pushed, rolled, or dropped during unloading, while moving through customs, or in transit to the final destination.

Moisture is a constant concern because condensation may develop in the hold of a ship even if it is equipped with air conditioning and a dehumidifier. Another aspect of this problem is that cargo may also be unloaded in precipitation, or the foreign port may not have covered storage facilities. Theft and pilferage are added risks.

Buyers are often familiar with the port systems overseas, so they will often specify packaging requirements. If not, be sure the goods are prepared using these guidelines:
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	Pack in strong containers, adequately sealed and filled when possible. 
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	To provide proper bracing in container, regardless of size, make sure weight is evenly distributed. 
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	Goods should be palletized and when possible containerized. 
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	Packages and packing filler should be made of moisture-resistant material. 
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	To avoid pilferage, avoid writing contents or brand names on packages. Other safeguards include using straps, seals, and shrink wrapping. 
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	Observe any product-specific hazardous materials packing requirements.


Many exporters use containers obtained from carriers or private leasing companies. These containers vary in size, material, and construction and accommodate most cargo, but are best suited for standard package sizes and shapes. Also, refrigerated and liquid bulk containers are usually readily available. Containers are often semi-truck trailers lifted off wheels, placed on vessel at port of export then placed on new wheels at the port of import.
Normally, air shipments require less heavy packing than ocean shipments, though they should still be adequately protected, especially if they are highly pilferable. In many instances, standard domestic packing is acceptable, especially if the product is durable and there is no concern for display packaging. In other instances, high-test (at least 250 pounds per square inch) cardboard or tri-wall construction boxes are more than adequate.
Finally, because transportation costs are determined by volume and weight, specially reinforced and lightweight packing materials have been developed for exporting. Packing goods to minimize volume and weight while reinforcing them may save money, as well as ensure that the goods are properly packed. It is recommended that a professional firm be hired to pack the products if the supplier is not equipped to do so. This service is usually provided at a moderate cost.

Why use the metric system?
Metric is the international standard of measurement, and most of our trading partners require, or will soon require, metric units for measurements. Many non-metric U.S. products are not readily exportable to certain markets. More importantly, customers in other nations have lifelong experience with the metric system, and expect products made to metric measures. They are neither familiar nor comfortable with U.S. pints, ounces, inches and pounds. On the shelves of shops in other nations, inch_pound products are at a disadvantage. In today's highly competitive world markets, any disadvantage quickly translates to lost sales and fewer exports.  Using harmonized global product standards can also help companies that trade in multiple markets maintain smaller inventories and streamline production.
What is the SI?
The International System of Units, universally abbreviated SI, is the modern metric system of measurement. The General Conference on Weights and Measures (CGPM) established the SI in 1960 and is the international authority that ensures SI dissemination and modification to reflect the latest advances in science and technology.  The CGPM is an intergovernmental treaty organization which boasts 49 member states, including the United States and all the major industrialized countries, and remains the basis of all international agreements on units of measurement.  Suggested modifications to the SI are made by committees composed of delegates from national metrology institutes such as the U.S. National Institute of Standards and Technology (NIST), specialized institutes, other international organizations, and individual members. NIST Special Publications reflecting changes incorporated by the committees are available online. 
What are the metric labeling requirements for exports?
Every industrialized nation in the world, except the US, prefers the metric system for weights and measures. Thus, US trading partners require at least dual labeling (U.S. units and metric units), if not metric-only measurement units on product labels. For example, the long-standing European Union (EU) Metric Directive mandated that after January 1, 2000, all products sold in the EU needed to specify and label in metric measurements only. Prior to implementation, the European Commission recommended a 10-year deferral of the metric-only directive, allowing companies to use dual labeling through 2009. The delay allows US companies to prepare for a metric-only EU market as of January 1, 2010. 
After the EU Directive takes effect, member and associated countries will no longer permit dual indications of measurement. U.S. exporters can no longer label or print inches, pounds, or any other non-metric measurement on shipments. This affects labels, packaging, advertising, catalogs, technical manuals, and instructions. Legal units of measurement will now be referred to as SI units (International System), and enforcement mechanisms are already in place. Until 2010, U.S. companies selling in Europe will be able to continue to label their products in both metric and inch-pound measurements, as is required by the Fair Packaging and Labeling Act in the United States. 
In Asia, Korea is changing from the older versions of the metric system to the SI. The revised Korean Metrology Law prescribes strict new guidelines effective July 1, 2001, mandating that measurements be expressed only in SI units. Both manufacturers and importers are required to adhere to metrification rules, which include technical requirements for weighing and measuring devices. Strict punishment for non-compliance may include fines and a prison term. 

The Japanese market strongly prefers metric labeling and their Measurement Law requires that all imported products and shipping documents show SI units. In the Philippines, only SI units can be used to measure any product, commodity, material and utility. SI is also the only system that can be used in any commercial transaction, contract and other legal instrument, or other official documents. The Philippine government prohibits importation of non-metric measuring devices, instrumentation and apparatus without prior clearance from their Bureau of Product Standards.
In Latin America and the Caribbean, standards are becoming increasingly metric. While Jamaica generally follows U.S. standards in most cases, their Bureau of Standards has recently become more vigilant in monitoring products sold on the local market. In 1995, an amendment to the Weights and Measures Act was passed to enforce compliance with the metric system of measurement; thus, imported goods should conform to the metric system. Chile requires that all labels must contain, in Spanish, size and weight converted to the metric system. Goods not complying with these measurements may be imported, but not sold to consumers until the conversion is made. Costa Rican law requires the exclusive use of the metric system, but in practice accepts U.S. and European commercial and product standards. In Brazil, product labels should have a Portugese translation and use metric units or show a metric equivalent.
Countries in Africa have similar metric requirements. Mauritius and Eritrea require metric weights and measures. Cameroon recommends French and English labeling, with all measurements in the metric system. Cote d’Ivoire also prefers French labeling and requires imported equipment adapted to run according to European electrical and metric standards. South Africa requires metric weights and measures on the bill of lading. All items entering Nigeria must be labeled in metric terms exclusively, and products with dual or multi-markings will be confiscated or refused entry.
How do I learn about metric requirements & other changes in standardized labeling?
NIST Inquiries Office at 301 975_NIST, or by email at inquiries@nist.gov. NIST recently launched Export Alert!, a free Internet-based service that automatically notifies interested businesses when foreign governments propose changes to labeling, metric, and other standards that might influence the treatment of U.S. exports. It gathers, organizes and disseminates by e-mail the proposed regulatory changes issued by WTO members. It monitors dozens of fields of activity, and subscribers can specify the issues and regions they wish to track. Organizations and individuals interested in subscribing can contact NIST at (301) 975-4040. The Trade Info Center (TIC) also provides info about country labeling requirements. Call TIC at 1-800-USA-TRADE 
Who administers the U.S. Metric Program?
The NIST Metric Program, within the USDOC handles metric issues. NIST helps implement the national policy to establish metric as the preferred system of weights and measures for US trade and commerce. It provides leadership and assistance on metric use and conversion to federal agencies, state and local governments, businesses, trade associations, standards organizations, and the educational community. Current Metric Program initiatives focus on education and public awareness to gain broad based public support for national metrication. 
For More Information: 
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	Direct general inquiries for information on the metric system to the NIST Metric Program at 301_975_3690 or The Metric Program website provides a variety of general information on the metric system and features links to other sources of metric information.
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	The U.S. Metric Association is the major American private sector organization supporting the work of the Metric Program. Their website, provides a variety of resources, including a source listing of metric products and suppliers.


Shipping Insurance
Damaging weather conditions, rough handling by carriers, and other common hazards to cargo make insurance an important protection for U.S. exporters. If the terms of sale make the exporter responsible for insurance, the exporter should either obtain its own policy or insure the cargo under a freight forwarder's policy for a fee. If the terms of sale make the foreign buyer responsible, the exporter should not assume (or even take the buyer's word) that adequate insurance has been obtained. If the buyer neglects to obtain adequate coverage, damage to the cargo may cause a major financial loss to the exporter.
Shipments by sea are covered by marine cargo insurance (see a sample).Air shipments may also be covered by marine cargo insurance or insurance may be purchased from the air carrier. Export shipments are usually insured against loss, damage, and delay in transit by cargo insurance. Carrier liability is frequently limited by international agreements. Additionally, the coverage is substantially different from domestic coverage. Arrangements for insurance may be made by either the buyer or the seller, in accordance with the terms of sale. Exporters are advised to consult with international insurance carriers or freight forwarders for more information. 
Although sellers and buyers can agree to different components, coverage is usually placed at 110 % of the CIF (cost, insurance, freight) or CIP (carriage and insurance paid to) value.

	Glossary of Shipping Terms

	A B C D E F G H I J K L M N O P Q R S T U V W XYZ

	 Maritime Administration Home Page  http://www.marad.dot.gov/index.html


 FedEx 
FedEx and U.S. Commercial Service (CS) operate a public-private initiative to boost exports from small and medium-size businesses. It provides a unified framework of exporting services –specifically information and tools that address the complex facets of international trade to small and medium-size businesses. FedEx provides access to a growing global marketplace through a network of supply chain, transportation, business and information services serving more than 220 countries and territories. The CS has global trade specialists across the U.S. and in more than 80 countries. Together, our efforts are leading to dynamic changes in export assistance.

 UPS
UPS and the U.S. Commercial Service have teamed up to help U.S. companies grow their exports. UPS offers a proven global track record that enables businesses to benefit from its international resources and export tools to streamline the export process and turn international trade into a competitive advantage. UPS, which is celebrating its 100th birthday in 2007, is the world's largest package delivery company and a global leader in supply chain services, offering an extensive range of options for synchronizing the movement of goods, information and funds. Headquartered in Atlanta, Ga., UPS serves more than 200 countries and territories worldwide.
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