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SUB-TOPIC

PURCHASES OF | TEM5 FROM OVERSEAS

Shi pnents from overseas occur infrequently; however, when they do, exacting
coordi nation is required anong the Purchasi ng Departnent, requisitioner and
Cust omhouse Broker to ensure no unnecessary costs are incurred due to inproper
handl i ng of the conpl ex paperwork.

Ai r Shi pnents:

Paperwork nornmally arrives attached to the air waybill which is non-negotiable. The
Cust omhouse Broker (agent acting for UTD) can clear these shipnents imediately if the
invoice is in English showing a unit value, packing list if there is nore than one
carton, and a Special Customlnvoice (SCI) if the total shipment value is in excess of
$500.

It is vital that on the UTD Purchase Order, the Custonmhouse Broker's name and |icense
nunber (currently using Sekin and Conpany, |icense #75-1305566-00; contact is Sam
Cervantes 214-456-4201) be clearly stated so the overseas vendor can include these
items on the waybill. If this is not done, the shipnent nay be placed in storage
after clearing custons until proper personnel are notified. A mninumof one nonth's
storage charges may assessed and charged agai nst the requisitioner's purchase order

Ccean Cargo

Ccean bills of lading are negotiable and the hol der of the original properly-endorsed

bill of lading, in the eyes of the steanship line, is the owner of the nerchandi se.
In this case, the "owner" would be the Custonhouse Broker acting in place of the
requisitioner. It is the responsibility of both the requisitioner and Purchasing

Department to ensure the Customhouse Broker receives all necessary paperwork in
sufficient time to prevent storage charges being incurred.
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A brief explanation of the origin and flow of ocean cargo bill of lading is necessary

to explain how critical the tineliness of the paperwork processing is:

1. The bill of lading is originated in the foreign country port of origin when the
cargo is | oaded onto the ship.

2. Copies are mailed to UTD Purchasing for distribution of the original to the

Cust omhouse Broker. The requisitioner is advised of the status of the delivery
at this tine.

3. The Cust onhouse Broker nust forward the original bill of lading to its office at
the port of entry.
4. Once the ship arrives in port, five days nmaxi mum are available by law to consign

the cargo to the Custonhouse Broker before it is placed in storage by U S

Cust ons.

(1) Custonms takes one (1) to two (2) days to inspect and pass the cargo.

(2) This leaves only three (3) days for the Custonhouse Broker to endorse the
bill of Iading.

(3) Once the bill of lading is endorsed, it is turned over the steanship |ine
who, in turn, issues a Carriers Rel ease.

(4) The Carriers Rel ease secures the release of cargo fromU. S. Custons.

5. The cargo is then forwarded to UTD by t he Customhouse Broker

The requisitioner, on the purchase requisition, nust state that the shipment will be
from overseas and should periodically check with the Purchasi ng Departnent to ensure
all paperwork is being processed in a tinmely and proper nanner.

Pur chasi ng nust ensure the nane of the Customhouse Broker is on the purchase order
being forwarded to the forei gn vendor.

Wth Purchasing and the requisitioner working together, a system of internal checks
and bal ances is created to ensure the shipment will not incur any unusual costly
del ays.
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