	CHECK-LIST FOR EXPORT PROCEDURE AND DOCUMENTATION 

	STEPS IN PROCESS
	TIPS AND CARE

	RECEIPT OF ORDER – We should first acknowledge the export order.
	1. Items 

2. Specifications

3. Pr-shipment inspection

4. Payment conditions

5. Special packaging

6. Libeling and marketing requirements.

7. Shipment and delivery date

8. Marine insurance

9. Documentation requirement, etc.

	OBTAIN EXPORT LICENSE IF REQUIRED.
	

	PROCESS AND FORWARD ORDER TO PRODUCTION.
	

	OBTAIN COPY OF LETTER OF CREDIT

	
	Letter of credit main details :

1. Contract Number

2. Country

3. Letter of credit number

4. Value of LC

5. Country of origin stated

6. Port of Shipment

7. Latest shipment date to meet LC validity.

8. Other details

Letter of credit checklist :

1. Is the payment date as expected?

2. Is payment payable to a bank in our country?

3. Is our quotation still valid?

4. Is the LC irrecoverable and confirmed?

5. Is our company name and that of the customer compiled and correctly spelt?

6. Can shipment be effected within the specified shipment date?
7. Can all the stated documents be compiled within the specified shipment date?

8. Does the LC allow 21 days for negotiation of documents from the date of shipment?

9.  Are the description, price and quantity of the goods the same as the customers order?
10. Are bank charges for the customers account?

11. Are part shipment allowed?
12. Is it correct that no part shipments are required?

13. Are transshipments allowed?

14. Is it correct that no transshipments are required?

15. Does the named destination agree with the order and LC?
16. Are the delivery terms stated the same as our quote?

17. Is the validity of the import, export or exchange licenses sufficient?

18. Can properly executed documents be obtained to confirm to the LC?

19. Is it correct that there are no restrictions to how the documents can be prepared?
20. Can insurance be obtained for the risks specified?

21. Are the goods described accurately to allow clear identification of them?

22. Is it correct that there are no contradictions in the LC?

23. Is it correct that there are no restrictions to how the documents can be prepared?

24. Can insurance be obtained for the risks specified?

25. Are the goods described accurately to allow clear identification of them?

26. Is it correct that there are no points or statements, which may lead to misinterpretation?

27. If any of the above questions in the checklist answered with ‘No’ then the LC should either be referred for amendment or re-qualified with our bank.

28. Are import, export or exchange licenses required?

	

	CAN WE MEET THE EXPIRTY DATE AND ALOS PRESENT DOCUMENTS WITHIN THE TRANSPORT DOCUMENTS TIME LIMIT?
	1. Production and packing.
2. Inspection, if required, and obtaining any inspection certificate or clean report findings.

3. Obtaining other certificates (e.g. certificate of origin)
4. Shipment against availability of transport.
5. Assembling and checking documents.

6. Presenting documents to the bank.



	PREPARATION OF B1 BOND
	1. In Annexure – 16
2. On 100 Rs stamp paper.

3. As per Proforma Invoice received from supplier of full amount.

4. Check-up excise duty rates.
5. Witness requires – 2 Nos. Witness must be outsider. Employee of company not acceptable.

6. Covering letter.

7. Copy of IEC certificate.

8. Copy of Manufacturers Proforma Invoice.

	IN HOUSE INSPECTION
	

	PROFORMA INVOICE FROM SUPPLIER FOR EXCISE PURPOSE.
	1. With Packing List

2. PO No.

3. Item Description

4. Qty x Rate x Value

5. Total of Invoice

6. Excide duty rate

7. Education cess

8. Total Invoice value

9. In words



	CUSTOM PACKING LIST 

      Required 6 Nos copies carry with truck.
      Given to shipper for booking containers

	1. Total Gross Weight

2. Total Net Weight

3. Container Number.

4. 

	CUSTOM INVOICE
      Required 6 Nos copies carry with truck.
      Given to shipper for booking containers.
	

	DETAILED PACKING LIST
      Required 6 Nos copies carry with 
Truck
	

	CT1

1. One Copy given to Supplier. One Xerox also to be given.

2. One Copy retain with us.

3. One Copy retain with excise dept as on office copy.
	1. Range, Division, Commissionerate

2. Complete address of Lars

3. Bond No. and date

4. Printouts – 3 copies (Front / Back)
5. Supplier Range, Division, Commissionerate
6. Details of goods to be procured

7. Registration no. of the factory

8. Name and address of the factory / Supplier.

9. Provisional debit figure

10. Bond register serial number

11. Balance in bond account.

12. Stamp and signature of Exporter (s) or His/their authorized agent.

13. Entry in B1 bond register



	FACTROY STUFFING PERMISSION 
	Take copy of factory stuffing permission from manufacturer.

	CONTAINER(S) BOOKIG AND SHIPPING DATE.
      Decides for requirement of 40 or 20 HC container. 
	1. Check-up rate
a. Ocean Freight.
b. IHC charges.
c. Fumigation charges.
d. Custom clearance & documentation charges.

2. Schedule for shipping

	EXCHANGE RATE
	

	INSPECTION
   Whenever the consignment requires the pre-shipment inspection, necessary application is to be made to the concerned inspection agency for conducting the inspection and issue of certificate thereof.
	1. Inspection required – Agency name.
2. Date of inspection to be finalized.
3. Commercial Invoice and Commercial Packing list send to inspection agency.
4. Copy of LC with all amendments.

5. After completion of Inspection format of inspection certificate to be send for final certificate.
6. Collection of Inspection Certificate.

	BOOKING OF CONTAINER(S)
	Mail to shipping agency for booking of containers and take confirmation from them.

	FOLLOW-UP WITH SHIPPER FOR REACHING OF CONTAINERS ON TIME.
	

	SEND CT1 WITH SIGNED ARE1 
	

	FINAL ARE1
	

	SHIPPING AND CUSTOM FORMALITIES.
	1. Submission of Documents : The exporter or his agent submits the necessary documents along with the shipping bill to the Custom House. The documents include :
2. ARE – 1 (Original and Duplicate)

3. Excise gate pass (Original and duplicate transporter’s copy)
4. Custom Invoice

5. Custom Packing List

6. GRI form (Original and duplicate)



	DOCUMENTS TO BE RETURN FROM SHIPPER

	BILL OF LADING (ORIGINAL 3 ) WITH NUMBER OF COPIES REQUIRED 
	1. Shipping company’s name and address
2. Consignee name and address

3. Port of loading and port of discharge

4. Shipping marks and particulars 

5. Number of packages.

6. Shipped on board stamp and date

7. Description of packages and the goods.

8. Gross Weight and Net Weight

9. Freight details and name of the vessel

10. Signature of the shipping co’s agent. 

	FUMIGATION CERTIFICATE
	

	CERTIFICATE OF ORIGIN 
	If we required from Shipper

	SHIPPING BILL
	

	SDF FORM
  To be completed in duplicate and appended to the Shipping bill for export declare to the custom offices notified by the Central Government which have introduced EDI system for processing shipping bill.
	

	DEPB DECLARATION – ANNEXURE D 
	

	DEPB DECLARATION – ANNEXURE F
	

	SDF FORM APPENDIX – 1
	

	INVOICE OF MANUFACTURE
	

	CUSTOM INVOICE AND PACKING LIST DULY SIGNED.
	

	SET OF ARE – 1
	

	GATE PASS AND CHALLANS OF MANUFACTURER.
	

	INVOICES OF SHIPPER.
	Check-up invoices as per quote by him before shipment.

	TRACK SHIPMENT.
	

	CONFIRMATION OF RECEIPT OF GOODS.
	

	FILE SHIPPING DOCUMENTS.
	If you maintain paper files, immediately file shipping documents for each shipment by buyer to avoid pile-up and/or 
misplacement of an important 
document, and for easy access 

for handling queries from 
buyers.

	DOCUMENTS PREPARE AFTER RECEIPT OF ORIGINAL B/L

	COMMERCIAL INVOICE
     Commercial Invoice is an important and 
basic export document. It is also known as a “Document of contents” as it contains all the information required for the preparation of other documents. It is actually a seller’s bill of merchandise. It is prepared by the exporter 
after the execution of export order giving details about the goods shipped. It is essential that the invoice is prepared in the name of the buyer or the consignee mentioned in the letter of credits. It is a prima facie evidence of the contract of sale or purchase and therefore, must be prepared strictly in accordance with the contract of sale.
	1. Name and address of the exporter.
2. Name and address of the consignee.

3. Name and number of Vessel or Flight.

4. Name of the port of loading.

5. Name of the port of discharge and final destination.

6. Invoice number and date.

7. Exporter’s reference number.

8. Buyer’s reference number and date.
9. Name of the country of origin of goods.

10. Name of the country of final destination.

11. Terms of delivery and payment.

12. Marks and container number.

13. Number and packing description.

14. Description of goods giving details of quantity, rate and total amount in terms of internationally accepted price quotation.

15. Signature of the exporter with date.

	COMMERCIAL PACKING LIST
	

	CERTIFICATE OR ORIGIN.
      The importers in several countries require a certificate 


	Documents to be enclosed with covering letter :
1. Buyer order

2. Invoice

3. IEC Certificate

4. Bill of Lading.

5. Take company’s seal at the time of submission of documents to Chamber of Commerce. Chamber of commerce also prepared COO as per our request and payment.

6. Fees.

Contents of Certificate of Origin.

1. Name and logo of Chamber of Commerce.

2. Name and address of the exporter.

3. Name and address of the consignee.

4. Name and the number of Vessel of Flight.

5. Name of the port of loading.

6. Name of the port of discharge and place of delivery.

7. Marks and container number.
8. Packing and container description.

9. Total number of containers and packages.

10. Description of goods in terms of quantity.

11. Signature and initials of the concerned officer of the issuing authority.

12. Seal of the issuing authority.



	XEROX SET – As per requirement.
	1. Bill of Lading
2. Certificate of Origin

3. Certificate of Inspection

4. SDF Form



	BILL OF EXCHANGE
A bill of exchange is drawn by the exporter on the importer, to make payment on demand at sight or after a certain period of time.
  B/E is a means to collect payment.

  B/E is a means to demand payment.

  B/E is a means to extent the credit.

  B/E is a means to promise the payment.

  B/E is an official acknowledgment of receipt   

    of payment.

   
	1. Prepare 2 sets. Each one bears reference 
to the other part A&B. When any one of the draft is paid, the second draft becomes null and void.
2. Mentioned details as per documents available with us.



	DOCUMENTS SUBMITED TO BANK (In Original and Copies)

	PRESENTING DOCUMENTS TO BANK.
* Discounting of bills: The bank may discount or negotiate the bills drawn against LC, and make immediate payment to the exporter, if so required.
	1. The presentation of documents must be completed within 21 days of the date of shipment evidenced by the transport document, unless the credit curtails or extends the period – a credit will more frequently curtail the period. 

2. The expiry date stipulated in the credit must be adhered to – it is not overridden by the 21- day rule.

3. It might be in your interest to ask for an extension on the 21 days – provided it falls within the validity of the contract.

4. Covering Letter. – Give address in covering letter where we have to send the documents.
5. Commercial Invoice duly signed and stamped.

6. Packing List duly signed and stamped.
7. Full set of Bill of Lading

8. Certificate of Origin

9. Certificate of Inspection

10. Certificate of Insurance

11. Set of copies of original documents

12. Bill of Exchange

13. SDF Form – Original submit to bank. Don’t send to client.

14. Exchange control copy – Original submit to bank. Don’t send to client.

15. Other relevant document.


	Common Document Discrepancies
	1. Credit expired

2. Late Shipment

3. Presented after permitted time from date of issue of shipping documents.

4. Short shipment.
5. Credit Amount Exceeded

6. Underinsured

7. Description of goods on invoice differs from that of credit.

8. Mark and numbers differ between documents

9. Bill of lading, Insurance documents, bill of exchange not endorsed correctly.

10. Absence of Documents called for under credit.

11. Insurance certificate submitted instead of policy.

12. Weight in different documents differs.

13. Class of Bill of lading no acceptable charter party or House B/L.

14. Insurance cover expressed in currency other than that of credit.
15. Absence of signature, where required on documents.

16. Bill of exchange not drawn as per tenor stated in credit.

17. Bill of exchange drawn on wrong party.

18. Insurance risk covered not being those specified in credit.
19. Absence of freight paid statement on B/L in CFR of CIF shipment.

20. Bill of Lading does not carry shipped on board stamp.
21. Amount shown on invoice and bill of exchange differ.

22. Shipment not make to port specified.
23. Transshipment/part shipment undertaken where expressly forbidden.
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