1. Vendor

Enter your company name and address.

2. Date

Record the pickup date.

3. Other References

Fill in your shipper's reference code. Include purchaser’s order number.

4. Consignee 

Include the company name, name of recipient, department, address, and phone number or telex.

5. Purchaser’s Name and Address

Enter "SAME" if same as consignee.

6. Country of Transshipment

Enter "NA."

7. Country of Origin of Goods

Enter the country in which the goods were manufactured.

8. Transportation

List who is shipping your package and the origination and destination cities.

9. Conditions of Sale and Terms of Payment

State whether goods being shipped are sold and terms of payment.

10. Currency of Settlement

Enter the country name and its currency.

11. Number of Packages

State the number and type of packages (bundles, boxes, etc.).

12. Specification of Commodities

Describe the contents of your shipment. If you want to pay for the duties/taxes, type "Deliver Duty Paid" here in bold.

13. Quantity

State the number of units in each package.

14. Selling Price / Unit Price

Enter the price per unit.

15. Selling Price Total

Enter the total value of all units.

16. Total Weight

Enter the net and gross weight of your shipment.

17. Invoice Total

Enter the total price of all goods in your shipment.

18. Commercial Invoice Number 

If a commercial invoice also accompanies your shipment and contains any of the information found in steps 1-17, check the box and type in the number of the attached invoice.

19. Exporter’s Name and Address

Complete only if exporter is different from vendor.

20. Originator

Complete only if originator is different from vendor or exporter.

21. Departmental Ruling

Leave blank.

22. Charges Not Applicable

Check if charges (23), (24) and royalty payments (25a) and goods and/or services provided (25b) are not included in the invoice total (17).

23. Charges

Enter all charges for transportation, if not included in the selling price/total.

24. Charges

For each additional item listed on the commercial invoice, enter all charges, if not included in the selling price/total.

25. Checkboxes

Royalty Payments - check if royalty payments or subsequent payments are paid or payable to purchaser. 

Goods and/or Services Provided - check if the purchaser has supplied goods or services for use in the production of these goods.

