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Cover Sheet for Export and Transaction Certificate Requests

STEP 1: Check your CCOF Client Profile to be sure that you have been granted approval for the product(s) you wish to export to the specific foreign market.  

STEP 2: Complete the information below, then sign and date.  

STEP 3: Complete the indicated request forms, available at www.ccof.org/documents.  Use the detailed instructions on page 2 of this document to guide you in properly completing the forms specific to each foreign market. 
STEP 4: Send the completed cover sheet (this page only) and indicated request form in an email to export@ccof.org. You will receive a confirmation email with an attached copy of the original completed export certificate once processed.

IMPORTANT NOTES:

· Do not send the same request multiple times. You will be charged multiple times. If you would like to inquire about a request made, do so by phone or via email without any attachments to the email.
· The processing time is generally two business days. During holidays or peak times, processing time may be slightly longer. 

· The fee for each export certificate is currently $75 (subject to change) and is billed to the CCOF certified client.
COMPLETE BELOW:  

	For which foreign market are you requesting a certificate?         See next page for specific instructions. 

	 FORMCHECKBOX 
 EU     FORMCHECKBOX 
 Switzerland     FORMCHECKBOX 
 Japan     FORMCHECKBOX 
 Taiwan     FORMCHECKBOX 
 Korea     FORMCHECKBOX 
 Other countries

	Operation Name:
	     
	Your Name:
	     

	Fax or E-mail:
	     
	Date:
	     

	Where do you want CCOF to send the original document?

	Contact Name:
	     


	Company Name:
	     

	Full Mailing Address:
	     

	Phone Number:
	     

	How would you like the original document delivered?        

	 FORMCHECKBOX 
 Fed Ex: Use my FedEx #
	     

	 FORMCHECKBOX 
 Fed Ex: Bill my Account (Shipping fees based on current courier rates plus a $5 service fee)

	
	Choose:  Standard Shipping  FORMCHECKBOX 
 or Priority Shipping  FORMCHECKBOX 


	 FORMCHECKBOX 
 USPS First Class Mail ($5, Note: delivery outside of the US must be via FedEx)

	By what date must the original arrive?
	     

	Note: A copy will always be provided via fax or e-mail to the number or address shown above.


NAME AND DATE
	Name/Signature:
	     
	Date:
	     


HOW TO COMPLETE THE EXPORT REQUEST FORMS:

	For export to the EU and Switzerland

	Switzerland: Use the Swiss Certificate of Import. Complete boxes 4-14 (different forms for air and sea)

	EU: Use the EU Export Certificate Request Form. Complete boxes 4-14 (different forms for air and sea)

	 Directions for each box: 

	Box 4
	To EU: leave blank. Authorization numbers not required.  To Switzerland: authorization number issued by the Swiss authorities to your operation (e.g. 2007/567), not your importer.

	Box 5
	Your operation’s name and address

	Box 7
	Usually your operation’s name and address, but should indicate your supplier in this box if you are a broker or a need to demonstrate compliance at the supplier level.

	Box 8 and 9
	Name the country of dispatch and country of destination

	Box 10 and 11
	Name and address of your importer

	Box 12
	Fill as directed, including a description of the product (e.g. organic green onions)

	Box 13
	CN code (a customs/tariff designation) of the product

	For export to Japan or Taiwan

	Japan: Use the Japan TM 11-Request Form 

	Taiwan: Use the Taiwan TM 11-Request Form

	Directions for each box:

	Exported by
	Your operation’s name and address

	Consigned to
	Name and address of your importer

	Product Exported from
	Name of the port of departure (e.g. Port of Oakland)

	Total Marked Net Weight
	Total mass of the product(s) being shipped

	Total Containers
	The number of shipping containers used

	Product Detail
	Indicate product (as labeled), lot numbers, the weight of each lot number, the number of packages in each lot, shipping marks (such as container number) and producer (usually your operation, unless there is a need to demonstrate compliance at the supplier level)

	For export to Korea

	Only Processed products are allowed to be exported. Raw or unprocessed products cannot be requested.

	Use the Korean Export Certificate Request Form

	Directions for each box:

	Box 4
	Your operation’s name and address

	Box 5 and 6
	Name and address of your importer

	Box 7
	 Always write USA and the name of the port of departure (e.g. Port of Oakland)

	Box 8
	Name the country of destination and the port

	Boxes 9-12
	Indicate product name, HS code, net weight of the shipment, and shipping marks (such as container number).

	Box 13
	Name and address of the final manufacturer. This will most often be your operation

	Box 14
	List CCOF Certification Services

	For export to other countries or to request a domestic Transaction Certificate

	Use the Transaction Certificate request Form (NOP)

	How to complete a Transaction Certificate:

	Product Details Table
	Indicate product(s) being shipped, including their status (e.g. 100% organic tomato paste) & describe quantity shipped, crop years, and lot numbers involved

	Buyer/Company
	Name and address of your buyer

	Country of Destination
	Name of the destination country

	Date of Transaction
	Date you sold the product

	Sold by
	Your operation’s name

	Certified under CCOF Certificate number
	Your CCOF client code (a 2 letter, 3 or 4 digit code found on your certificate, e.g. pr123)

	BOL #
	Bill of lading or purchase order number
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