Commercial Invoice Instructions
Section 1:   Fill in your name, department, address, and phone number.
Example:  Crystal S. Davis-MailTech


      2903 4th St.


      Box 45017


     Lubbock, TX 79409-5017


     (806) 742-2562 (w)  (806) 742-2007 (fax)

Section 2:  Consignee (recipient).  Fill in the company name, recipient’s name, department and complete address, including suite number and phone number or fax/telex number.  
Shipments to Europe:  If you know your consignee’s VAT number, add it to the invoice to help speed clearance.  If the consignee has contacted you by fax or letter, you may find their VAT number on their letterhead.

Section 3:  Fill in the country of export- USA
Section 4:  List the country of manufacture for each item listed.

Section 5:  Fill in the country you wish to ship to.

Section 6:  Under the section titled Mark/Nos. list any identifying marks the package has. Under the section titled No. of Pkgs. list the number of packages.  Under the section titled Type of Packaging indicate whether a tube, carton, etc.  is used.  Under the section titled Full Description of Goods-Complete a detailed description of the items you will ship, including serial numbers, what the items are made of, new or used, etc.  Under the section titled Qty. list the exact number of units for each item.  Under the section titled Weight list the weight of the item.  Under the section titled Unit Value list the unit value of each item.  Under the section titled Total Value multiple the unit value by the number of units.  

Total No. of Packages list the total number of packages in the shipment.  

Total Weight list the total weight (lbs) of all packages in the shipment

Total Invoice Value list the total value of the shipment in US dollars.  For shipments to Canada valued at CDN$1,200 or more, a Canada customs invoice must accompanied the shipment.  However, you can use a commercial invoice if it includes all the details from the Canada customs invoice.
For most international shipments over US$2,500 or containing validated licensed materials or destined for certain Eastern European countries, a Shipper’s Export Declaration (SED) is also required by U.S. Customs in addition to the commercial invoice.

Section 7:  Sign and date the commercial invoice. 

