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SAMPLE: Importation and Customs Clearance Process
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· Collate importation/transit requirements for Humanitarian Actors, to be published and disseminated.  See Figure 3 below. 
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· Negotiate facilitation measures with national and local Customs Authorities:

· Promoting the OCHA-WCO Model Agreement (See LOG, Customs/Customs General Process)
· Seeking the implementation of existing regional agreements or sectoral conventions applicable to the affected country
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Figure 4:   Business Process Analysis Flowchart SAMPLE 

Regional Office – Non-Food Imports for 2006

10 shipments (info source: Exemption Certificate Applications -Excel Sheet)
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-Officer in Charge:

Mary Njoroge (Procurement)
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Commodities Release


Entry Submission


PPWK collection



Notification of Arrival


Yes


Duties & Taxes Exemption



No


Request Submission


Exemption Approved


Inbound Process


Yes


No


Pre-arrival Clearance?


Check-in Counter


- Letter of application (see attached template)
- Packing List
- Invoice
- Copy of the Authorization for Operations in the Area for the Organization by the Resident Coordinator
- Airway bill



One Set of Documents to be submitted to the Relief Material Officer. Applications can be sent by email, by the focal point appointed in every organization, and be resolved  within 24 hours. That authorization email plus the Certificate and reference number will be presented for the Customs Clearance


Bonded Warehouse


Provide a guarantee for the value of the import duties & taxes?


- Letter of application (see attached template)
- Packing List
- Invoice: two copies translated into French
- Copy of the Authorization for Operations in the Area for the Organization by the Resident Coordinator
- Airway bill
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