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Summary of Main Points

This document details the steps involved in processing Import Declarations (N10) —

Post and includes:

How documents are received; and

Creating an Import Declaration (N10) — Postal within the Integrated Cargo

System (ICS).

This includes both electronically and manually lodged documents relating to Import

Declarations (N10) — Post only.

This Instruction and Guideline applies to staff in:

Client Services (All Regions)
Enforcement Operations (District Offices)
International Mail Gateways

Trade Policy

Document Version Control

Version No Date Author(s)

1.1

1.2 23.11.2010 |Alison Roberts
1.3 13.12.2010 |Alison Roberts

Donna Cummins

Brief Description of Change(s)

Addition of ‘Notice to Postal Importers’
pro forma as attachment B.
Replacement of Attachment E with
updated screen capture. Re-arranging
of Attachments.

Amendment to 3. Request Payment of
Duty, Taxes & Charges and 4. Receipt
Payment & Notify Australia Post to
incorporate changes relating to cheque
payments.
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Glossary of Terms

PPC means Parcel Post Card Number.

QSP means Quality Software Products.

Introduction

This Instruction and Guideline (1&G) covers the receipting and lodgement of Import
Declarations (N10) — Post (Form B374) into the ICS. This task is performed by postal
mailbox administrators and Client Services (or equivalent) officers.

Postal related correspondence or documentation can be lodged electronically via
published postal email boxes, by fax, by post or by a client manually presenting
documents at designated Client Services (or equivalent) counters.

At the point of receipt, the Customs and Border Protection officer must verify that the
documentation presented relates to goods imported by post into Australia with a
Customs value above the threshold amount ($1000 AUD).

Note: The Import Declaration (N10) — Post form can only be lodged by the owner or an
agent of the owner under s.181 of the Customs Act 1901. Brokers are not allowed to
submit an Import Declaration (N10) — Post (B374 Form), they must complete the Import
Declaration (N10) — Post (B650 Form) form when clearing goods on behalf of their
clients.

Evidence of invoices, receipts or other documentary proof of monies price paid is not a
mandatory requirement when a declaration is lodged. However Customs and Border
Protection retains the right to request other documents and information from the owner
when deemed necessary (i.e. If the goods are deemed a risk or where there is a
dispute, suspected undervaluation, incorrectly described goods, or where restricted or
prohibited imports have been detected).

Upon lodgement of a Import Declaration (N10) - Post, a Client Services officer will
ensure all mandatory fields are completed. In certain circumstances, such as those
where additional information or documentation is required, a Customs and Border
Protection officer may also initiate and create a Notice to Produce Documents (NPD),
telephone or email the client.

After an Import Declaration (N10) — Post has been entered into the ICS, the Client is
sent a Import Declaration Payment Authorisation Advice to complete the clearance by
paying any necessary duties, taxes and charges.

After payment is finalised, the Customs and Border Protection cashier officer, the
importer can fax or email the Authority To Deal (ATD) to the relevant mail Gateway.
Customs and Border Protection officers at the Gateway acquit the Reference Number
(Australia Post PPC number) and notify Australia Post that a valid ATD applies to the
consignment. The goods can be delivered into home consumption.
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Business Process Steps

ONONONG
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Document Lodgement

l

Creating an Import
Declaration (N10) -
Postal in the ICS

l

Request Payment of
Duty, Taxes and Charges

l

Finalise Payment &
Notify Australia Post
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Instructions and Guidelines

Document Lodgement

Section one covers the different communication streams available for clients to lodge
an Import Declaration (N10) — Post form and any supporting documentation requested
by Customs and Border Protection.

1.1 Emails Received by Client Services

Customs and Border Protection can only legally accept Import Declaration
(N10) — Post via email where:

The full name of the owner (importer) is included separately within the
email (i.e. either in the subject title or within the body of the email); OR

For an organisation, the name and Australian Business Number (ABN) of
the organisation is included separately within the email and the full name
of the person sending the email on behalf of the organisation.

1.1.1 Documents can be sent via email to the appropriate email boxes in each state
and territory.

State and territory email addresses are as follows:

postimportsnsw@customs.gov.au postimportsqld@customs.gov.au

postimportsvic@customs.qgov.au postimportswa@customs.gov.au

1.1.2 An automatic acknowledgment receipt will be sent to the sender of the email.

1.2 Faxes Received by Client Services

1.2.1 A Port/Date/Time stamp is to be placed on the top page or confirm the fax
machine automatically prints the date and time on the top page.

1.2.2 Where faxes are received on behalf of another state or territory the relevant
workgroup should be contacted and the documents forwarded. Relevant
workgroups can be identified by checking the PPC reference: V for Vic, W for
WA, N for NSW, Q for Qld.

State and territory fax numbers are as follows:
NSW: 02 8339 6708 WA: 089477 8680
VIC: 039339 1500 QLD: 07 3835 3337

1.3 Manual Documents Received at Client Services Count  ers or by Post
1.3.1 A Port/Date/Time stamp is required on the top page.

1.3.2 Where manual documents are received on behalf of another state or territory
the relevant workgroup should be contacted and the documents forwarded per
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email addresses listed at 1.1.1 or fax as listed at 1.2.2. Relevant workgroups
can be identified by checking the PPC reference: V for Vic, W for WA, N for
NSW and Q for Qld.

1.4 Document Receipt

Upon receipt, a document check will be conducted to ensure all mandatory
fields on the Import Declaration (N10) - Post are correct and complete and that
all other required documents (including permits) are present. If the information
supplied is in error or incomplete an officer will contact the importer by phone or
email to have the importer provide the correct information. Declarations will not
be processed until the required information is provided.

The service standard of lodging a documentary Postal Import Declaration (FID)
is five (5) working days from receipt of completed and accurate documents,
subject to any regulatory impediments. An additional three (3) days is allowed
for payments to be processed.

If false or misleading documents are lodged with Customs and Border
Protection with the intention to defraud the revenue, action may be taken to
pursue correct payment of duty and GST and to impose penalties.

15 Evidence of Identity

Refer to the Evidence of Identity (EOI) for Clients Lodging Cargo Documents
Manually 1&G which sets out the procedure to be followed for authenticating or
verifying clients transacting manually with Customs and Border Protection.

This completes section one — Document Lodgement.

Creating an Import Declaration
(N10) - Postal in the ICS

Section two covers the input of Import Declaration (N10) - Post form details into the
ICS to be undertaken by Client Services officer (or equivalent). All Import Declaration
(N10) — Post forms regardless of what communication stream is used, must be entered
in the ICS.

Refer to ICS Manual Module 16.3 Lodging Express Import Declaration (N10).

Clients who complete an Import Declaration (N10) - Post do not have to complete a
Client Registration Form, as the required details are incorporated into the Import
Declaration (N10) - Post. Customs and Border Protection retain the right to request
registration details from the client when deemed necessary.

Prior to entering the Import Declaration (N10) - Post into the ICS, ensure both the
importer and the supplier are registered clients in the ICS (refer to the Client
Registration Instruction and Guideline for further details).
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2.1 Enter Documents Received into the ICS

2.1.1 From the Main Menu, click on Imports , then click Import Document Create

then Express N10 and then click Postal .

& Import Declaration N10 POSTAL Express Create - Windows Internet Explorer provided by Australian Customs Service

+ Reference
+ Client

Importer & Broker Details

Invoice Term Type

o ABNCeID il = Valuati — d
+ Exports I aluation Date EFT Payment In
s R"f"P""tE" N fBr“ker valuation Elements
+ Sea Arrivals gt e — Type Amount Currency
Contact/Broker Nominee Broker
+ Sea Cargo Report Phone No Licence No Invoice Total ’7 ’7 fin =
+ Cargo List =
i S— Parcel Post Card No(s) Qverseas Freight
=5 Loading Port Code find  First Arrival Port Code fin e
+ Vessel Summary - =
+ Sea Cargo Outtum Discharge Port Code find Destination Port Code find | packing Costs

+ Underband

+ Air Arrivals

+ Air Cargo Report
Waybill Qutturn

Arrival Date

First Arrival Date

Gross Weight Gross Weight Unit -

Delivery Address

Transport Lines

Free On Board

Cost, Insurance & Freight

=N

o

A| |LineNe  No of Packages Packing Unit Count  Marks & Numbers Description Visual Exam Ind
Retrieve 1 [ =
- Import Document 2 ’7 | 2
Create
Tariff Lines Line1 [ Line 2 Line 3 Line 4 [ Line s [
I Tariff ———— Stat[—— Tariff Class valuation . Treatment GST Exemption Y
Supp ID i Class No Code Rate No Basis Type
Goods - Origin - Preference Origin fing  Preference . Preference =
Desc ~ Country Code - © Country Code 00 gcheme Type Rule Type
Type Amount Currency
~ .|| Quantity Qty Unit Instrument Type Instr No
Price find 2 °
=1 |1 1st Treatment -
Transport And Insurance
B find @ Tariff Class -

Save Cancel

In the Branch ID field, enter your Client Services Branch ID (refer to
Attachment A).

Enter the Importer and/or Broker Details
Importer ABN/CCID; and
Importer Reference - is the reference number quoted on the FIRST NOTICE
distributed to the importer by Australia Post (This is the same number as the
PPC Number) and the Importer’'s name (if required).

Enter the Parcel Post Card (PPC) No(s) - Multiple PPC numbers can be
entered if relevant. The PPC number starts with a V (Victoria), N (New South
Wales), W (Western Australia) or Q (Queensland), denoting the International
Mail Gateway in which the goods are held for clearance.

section:

214

2.1.5 Enter the following:
Loading Port Code (international port of loading);
First Arrival Port Code (port goods arrived);
Discharge Port Code (port goods unloaded);
Destination Port Code;

Arrival Date and First Arrival Date — the date the consignment arrived in
Australia, usually located near the top of the PPC;

Gross Weight and Gross Weight Unit — as per the details on the PPC. If no
weight is stated on the PPC a default weight of 5kg is to be entered; and
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Delivery Address — as per the details on the PPC.
2.1.6 Enter the Transport Lines details:

No of Packages — as per the Number of Articles on the PPC. If the number
of packages is not stated on the PPC or the import declaration, a default of
1 article is to be entered; and

Marks and Numbers Description — Article Number(s) as stated on the PPC.
In the absence of an article number, importer name may be entered.

2.1.7 Enter the following details:

Invoice Term Type — select from the drop down list. Refer to ICS Manual
Module 16.3 Lodging Express Import Declarations (N10) for more details.
Mail articles are usually Free On Board (FOB);

Valuation Date — date of export/postage from originating country. If the date
of export is not on the PPC and is not provided on the import declaration by
the importer, Customs and Border Protection can input a default date of 3
days before the date of issue of the PPC,;

Invoice amount and currency;

Postage and Insurance amount and currency (this field is mandatory, values
are usually located on the PPC or invoice for goods); and

Complefte either the Free on Board, or Cost Insurance & Freight field as
appropriate.
2.1.8 Enter Tariff Line details (the following fields are mandatory):
Supp ID — CCID/ABN of supplier;
Tariff Class No;
Stat Code;

Valuation Basis Type - usually TV (Transaction Value) or DV (Declared
Value). Refer to Volume 8A of the Customs Manual for more details;

Goods Description - This should be specific description like silk dress, 8MP
digital camera, or laptop computer. Vague descriptions like gift, equipment,
gear, apparatus are not acceptable;

Origin Country Code - This should be where the goods were made, not
where they were exported from, unless the goods were exported from the
country where they were made. Where the importer has marked the N10
origin field as ‘Not Known’; officers should use discretion to select an origin
that fits the sender’s address, especially if it attracts a general rate of duty.
No concessions or Free Trade Agreements are applied where the importer
is unable to specify the origin.

Price - Amount and Currency - select from the drop down list; and
Qty and Unit.

2.1.9 Concessions and exemptions can be entered if the client has requested them,
and they are deemed to be applicable. This includes Free Trade Agreements
Customs & Border Protection may request further documentation if a claim
needs to be verified.
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Refer to ICS Manual Module 16.3 Lodging Express Import Declarations (N10)
for more details.

2.1.10 Check all details are correct, click Save.
2.1.11 The screen will now be headed Incomplete

P@ Import Declaration (N10) Navigation Options Create - Windows Internet Explorer provided by Australian Customs Service - @Eéj

Incomplete
Declaration Details
Temporary Declaration ID AANTEH3NA
Importer Reference Q205520 Broker Reference (209520
Navigation Options
All Mandatory
Information Section

Provided?
Header

Transport Details

Transport Line Mass Update
Line Defaults

Tariff/AQIS Lines

Tariff Line Mass Update

Submit I { Return to Home Page

2.1.12 Identify and record the Temporary Declaration ID as you will need this later in
the process.

2.1.13 Click Submit . A warning message will appear to advise that the Import
Declaration has been submitted. Click OK.

3 b
Windows Internet Explorer [ﬁ

This record has now been submitted, Use the Retrieval screen to access

l % yourImport Declaration to correct any errors and/or answer
Community Protection and Lodgement questions. Note: You require
the Temporary ID for the Import Decument Retrieval screen.,

2.2 How to Retrieve an Import Declaration
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221

From the Main Menu, click Import Document, Import Declaration Retrieve

| & Import Document Retrieval - Windows Internet Explorer provided by Australian Customs Service ‘:'_Hl

Australi

Border Pr!\u.-\::lun Service Temporary ID

HOME

+ Reference
+ Client
- Reports

+ Exports

- Imports
+ Sea Amivals
+ Sea Cargo
+ Cargo List
+ Progressive
Discharge

+ Vessel Summary

+ Sea Cargo

+ Underbond

+ Air Amivals

+ Air Cargo Report
+ Air Waybil

+ Import Document

Create

+ Payments & Refunds

+ Securities

s > oo
T Import Document Retrieval =3

oms and
HELP

Search Cancel

Report

Outturn

Il Qutturn N

2.2.2
2.2.3

Note:

-2 Import Declaration (N10) Community Protection Questions - Microsoft Internet Explorer

Declaration Details
’7 Temporary Declaration ID AARANCGMT

Enter the Temporary Declaration ID . Click Search.

If Community Protection question/s display, you will need to either email or fax
all pages to the client, where a response is required. Any applicable Community
Protection questions will need to be answered in writing and each page signed
by the client or authorised agent before the Import Declaration (N10) - Post is
lodged in ICS.

You can save the questions as a PDF file, by clicking on the print icon and then
selecting Cute PDF as the printer from the drop down menu. This must be
completed for each screen of questions displayed.

Import Declaration (N10) Community Protection Questions

Importer Reference BOOKS Broker Reference

In order to

lodge this Import Declaration the following questions MUST be answered:

cPID Agency Name Question
218 OFFICE OF FILM DO ANY OF THESE GOODS CONTAIN OBIECTIONABLE MATERIAL AS DESCRIBED BY REGULATION 44 OF THE CUSTOMS =]
& LITERA CLASS (PROHIBITED IMFORTS) REGLLATIONS? E
Tariff
Line No Class/stat Goods Description Response PERMISSION
1 49019990/31  BOOKS - =

Prev | gue

stions _Mext
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2.2.4 Once community protection questions are answered by the client in writing,
enter all responses into the ICS.

Note: Further questions can be accessed via the Next button.
Click Save. Click Lodge . Click OK.

OR

2.2.5 If no Community Protections questions display, select the Response Tick Box
beside the Lodgement Declaration statement.

/3 Import Declaration {N10) Lodgement Questions / Declarations - Microsoft Internet Explorer
HELP Import Declaration (N10) Lodgement Questions / Declarations
Declaration Details
Temporary Declaration ID AAAANCGMT
Importer Reference BOOKS Broker Reference
—Questions
In order to lodge this Import Declaration the following questions MUST be answered:
ID Question Response
~ Declarations
In order to lodge this Import Declaration you MUST make the following declarations. Please complete the check boxes.
ID Declaration Response
1 I ACKNOWLEDGE THE SIGNATURE OF AN OWNER/ALUTHORISED AGENT (CUSTOMS BROKER) MUST BE APPLIED TO THIS ELECTRON ;I
COMMUNICATION IN ACCORDANCE WITH THE REQUIREMENTS DETERMINED UNDER THE CUSTOMS ACT.
Save | Lodge: | CP Questions

2.2.6 Click Lodge .
A Pop-Up Box will appear stating;

This record has now been lodged. Use the Generic screen to access your
record for duty, taxes and charges payable.

Click OK.

2.3 How to Search for an Import Document

Once all relevant Community Protection questions have been answered and the
Lodgement Declaration statement has been acknowledged, confirm the status
of the Declaration is CLEAR.
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2.3.1 From the Main Menu, click Import Document Search .

vernment

Customs and
Border Protection Service

HOME HELP
+ Reference
+ Client

+ Sea Arrivals

+ Sea Cargo Report
+ Cargo List

+ Prograssive
Discharge

+ Vessel Summary

+ Sea Cargo Outturn
+ Underbond

+ Air Amivals

2 Cargo Kegort
+ Air Waybill Outtim

Transfer

- Import Document
Retrieve

Declaration

+ Import Document
[

+ Payments & Refunds
+ Securities

+ Camats

+ Drawback Claims

+ S71E Movement
Applications

+ Diagnostics

ICS_A

. .
@ Import Document Search - Wifigows Intemet Bxplorer provided by Australian Customs Service

=[=] € |
_ e
INT_TEST Import Document Search é
Customs Document ID
OR
Customs Document Type - Nature Type
Select Combination
Search Criteria
Document Owner Id ,7 Document Owner Name |
Use Customs ABN [/ Demand Ind [~
Importer ABN/CCID ,7 Importer Name |
SAC Communicater 1D [ SAC Communicator Name |
UPE/SAC Importer Name |
Nominee Broker Licence No ,— Broker Reference ,7
Branchto [
Discharge Port Code ’7 Mode of Transport [l

Destination Port Code

Master House
Air Waybill No [ -
Vessel 1D [ Vessel Name |
Voyage No ’7 Container No ,7
Ocean House
Bill of Lading ‘
From To

Original Lodgement Date Range ‘

[
([ search | [clear

2.3.2 Enter the Temporary Import Declaration

Number into the Custom Document

ID field. Click Search. The Import Declaration (N10) Navigation Options View
screen will display.

& Import Declaration {(N10) Navigation Options View - Windows Internet Explorer provided by Australian Customs Service

A

HELP Import Declaration (N10) Navigation Options View

ICS_
TINT_PROD

Declaration Details
Declaration ID AAXAHFXHS
Importer Name WAYNE ROGERS
Importer Reference WAYNE ROGERS
Destination Port AUFRE FREMANTLE

Navigation Options

Section

Lodgement/Community Protection Questions
Dutv, Taxes & Charges

Change Reason Information

Customs Actions/Updates

Version Ii[ 2

Lodged Date 16 SEF 2010
Licensed Broker Name

Broker Referencg
Document Sta
Customs Box Nd

Additional Links
Event tory

Outbound Msg

Evaluation Log

View Summary Details
Message Advice(s)
Importer & Supplier History

Declaration Amend Withdraw Print ATD H Print Advice || Print Document
BCS CLASSIFICATION: Trade Facilitation & Compliance -  Procedures
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2.3.3 Check the Import Declaration status to ensure a CLEAR status.

This completes section two — Creating an Import Declaration (N10) - Postal in the ICS.

Request Payment of
Duty, Taxes & Charges

This section covers notifying the client of the applicable duty, taxes and charges
payable. It also explains the payment options available to clients.

3.1 Creating a Payment Advice for the Client

3.1.1 From the Import Declarations (N10) Navigation Option View , click Import
Declaration (N10) Duty, Taxes & Charges

& Import Declaration (N10) Duty, Taves & Charges - Windows Internet Explorer provided by Australian Customs Service = | E i

Declaration Details

Declaration ID AAXLL43LM Lodged Date 27 OCT 2010 Version 1
Importer Reference V521545 Broker Reference

Header Amounts

Total Customs Value 3028.00 Total Customs Duty 0.00 Total Duty Payable 0.00
Total Security Concession 0.00 Total Dumping Duty 0.00 Total GST Payable 324.80
Invoice Total 3028.00 Total c""'"ter“'agmg 0.00 Total LCT Payable 0.00
Total Transport & Insurance 220.00 AQIS Processing Charge 0.00 Total WET Payable 0.00
Total Customs Duty 0.00 AQIS Container Charge 0.00 Declaration Processing 48.85
Deferred Charge !
Total GST Deferred 0.00 Administrative Charge 0.00 Total Charges 0.00 3
Total Wood Levy 0.00 Admin Charge Deferred 0.00 Total Payable 373.65
Line Summary
Lines 1 to 1 of 1 Go To Line | Page
Line
No Tariff Class No Stat Code Origin Country Code Customs Value (§) Duty ($) GST (%)
1 4501599390 32 CA 3028.00 0.00 324.80 *

3.1.2 Using the details displayed on the Import Declaration (N10) Duty, Taxes &
Charges screen complete the Information section of the Import Declaration
Payment Authorisation Advice (refer to Attachment E).

3.1.3 Open the Import Declaration Payment Authorisation Advice template for your
region located as per your local associated documents. The Security Warning
message box that will display. Click Enable Macros to ensure the form opens
correctly. Enter the Client Name, Import Declaration ID, Reference Number
(Australia Post PPC number) and Duty, Taxes and Charges Payable in the
Information section of the Import Declaration Payment Authorisation Advice.
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Note:

3.14

3.1.5

3.2

3.21

3.2.2

3.3

Note:
3.3.1

The total amount payable will be automatically calculated as you move through
the advice fields.

Only the advice fields in the Information section of the document need to be
completed. The information provided in these fields will automatically filter into
the payment option sections of the document as you move to the next field.

The letter at the beginning of the Reference Number (N, V, Q or W) will
determine the fax number, email address and mail address that will
automatically populate throughout the document once you move out of the
Reference Number field.

Using the File menu select Print. From the drop down list of printers select
CutePDF writer to create a PDF copy of the file. Save the file using the
Reference Number (Australia Post PPC number e.g. N499967.pdf) as per your
local associated documents.

You will need to notify the Client of the total amount payable on the Import
Declaration Payment Authorisation Advice. This can be completed by emailing
(preferred), faxing or mailing the document to the Client depending on the
contact details provided.

Sending the Payment Advice to the Client

To email the Client, open the Import Declaration Payment Authorisation Advice
email template (refer to Attachment E) for your region located as per your local
associated documents.

This will open up a new email message in Outlook. Ensure any additional
signature block that may automatically insert itself into the end of the email is
replaced with the appropriate signature block for your region.

Insert the reference number where indicated and attach the saved PDF of the
Import Declaration Payment Authorisation Advice that was created in step 3.1.

Send the email to the Client.
When faxing or mailing the Import Declaration Payment Authorisation Advice to

the Client, a cover sheet is not required as all necessary details are provided on
the document.

Payment Options

Customs and Border Protection offers several payment options for Clients.
Unfortunately Import Declarations (N10) — Post transactions originating in the
ICS have limited payment options. These include:

Credit/Debit Card Payment;

Bank Cheque or Money Order; or

In person at a designated Cashiers counter.
Personal Cheques are not acceptable.
Credit/Debit Card Payment (refer to Attachment E)

This is Customs and Border Protection preferred method of payment.
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3.3.2

3.3.3

Note:

Currently the ICS does not have a facility to generate an invoice. Customs and
Border Protection facilitate the release of cargo by accepting a faxed or
scanned and emailed Import Declaration Payment Authorisation Advice. All
details must be completed, including the signature block.

Cheque or Money Order

Clients can post a bank cheque or money order to Customs and Border
Protection with the Import Declaration Payment Authorisation Advice or details
of the relevant Customs Import Declaration. The bank cheque or money order
must be for the exact amount payable. This is made payable to Australian
Customs and Border Protection and can be mailed to the address shown on the
Import Declaration Payment Authorisation Advice.

The Client will receive a receipt by return mail.

In person at a designated cashier counter

Clients can pay at designated cashiers counter with their Import Declaration
Payment Authorisation Advice, during normal business hours.

No counter service is provided at any International Mail Gateway, so Clients
should never be directed to lodge documents, make payments or attend in
person to pick up goods at any International Mail Gateway Facility.

Cashiers must retain all credit card authorities in a secure cabinet. This is to
rectify any errors detected afterwards (ie. debiting the incorrect credit card,
incorrect debit card amount, etc) as importers are reluctant to provide their
details again once they have their goods. All credit card authorisations must be
kept for 7 years in accordance with Customs and Border Protection Record
Keeping Policy.

This completes section three — Request Payment of Duty, Taxes & Charges.

Receipt Payment &
Notify Australia Post

This section covers receipt of duty and notification to Australia Post that the goods can
be released into home consumption.

4.1

4.2

4.3

When a payment has been submitted, it should be receipted in the Cash
Receipting module of QSP against the invoice. The invoice number will be the
Postal FIDs Consolidation ID.

Cash Receipting will produce a printed receipt that should be handed or mailed
to the Client.

Once the payment has been receipted, the status of the Import Declaration in
the ICS will automatically change to FINALISED.

When a payment is received on behalf of another region, Customs and Border
Protection Cashier Officers must notify the relevant International Mail Gateway
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4.4

4.5

4.6

Note:

that an Import Declaration has been finalised. The PPC number and the Import
Declaration number can be faxed or emailed within the subject line with ‘May Be
Delivered’ to the relevant mail Gateway where the goods are located. This can

be determined by reference to the PPC number (V, W, Q, N included). Refer to
1.1.1 for the relevant email addresses.

Importers or Brokers must notify the relevant Internal Mail Gateway that an
Import Declaration has been finalised by faxing or emailing the ATD to the
relevant International Mail Gateway.

Where consignments are held locally, the PPC1 form is stamped ‘May Be
Delivered’ along with a brief explanation for release. ie. Import Dec ID/Goods
under $1000 — money price paid sighted etc. PPCL1 form is then returned to the
International Mail Gateway within your state or the PPC number and the Import
Declaration number can be faxed or emailed within the subject line with ‘May Be
Delivered'.

Customs and Border Protection officers at the relevant International Mall
Gateway will acquit the PPC and will notify Australia Post that a valid ATD
applies to the consignment. The goods can be released into home
consumption.

The ICS does not link to the Australia Post computer to trigger delivery. All
Australia Post enquires about delivery of mail articles should be directed to
131318.

This completes section four — Receipt Payment and Notify Australia Post.
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Related Policies and References

Practice Statements:
PS2009/01 Valuation;
PS2009/13 Rules of Origin;
PS2008/09 Intervention in Post; and

PS2009/15 Customs and Border Protection Client Service Standards.
Other Instructions & Guidelines

Exchange Rates;

Revenue Collection;

Evidence of Identity;

Client Registration; and

Manual Import Declaration Processing.
Legislation

Customs Act 1901,

Section 68 — Entry of Imported Goods;
Section 71A — Making an Import Declaration;

Section 71C — Authority to deal with goods in respect of which an Import
Declaration has been made; and

Section 181 — Authorised Agents.

References
Completed Postal Import Declaration (N10) - Post Form B374;
Import Declaration (N10) for multiple line consignments Form B650;
Client Registration Form B319;

Importing Goods Intranet and Internet;

EOI for Documentary (paper) Transactions Fact Sheet;

Buying off the Internet Fact Sheet;

Internal ICS Manuals: Import Cargo Clearance , Import Declaration Overview ,

Import Declaration N10; and

External ICS Manuals, Lodging Express Import Declarations.
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Key Roles and Responsibilities

National Manager — Client Engagement and Cargo Syst ems (responsible for)

Ensuring Instructions and Guidelines are developed.

Ensuring the implementation and application of these Instructions and Guidelines.
Liaison with other National Managers where there is shared or overlapping
responsibility.

Director Client & Cargo Services (responsible for)
Leading the co-ordination, development, revision and maintenance of these
Instructions and Guidelines.
Liaison with other Directors where there is shared or overlapping responsibility.

Manager Client Services (CO) (responsible for)
Undertaking the co-ordination, development, revision and maintenance of these
Instructions and Guidelines.
Co-ordinating feedback from staff on the effectiveness of these Instructions and
Guidelines.
Co-ordinating regular reviews of these Instructions and Guidelines.
Providing nationally consistent reference material using the Client Services
Intranet site and/or SharePoint sites.
Ensuring errors or potential improvements identified in these Instructions and
Guidelines are reported to the appropriate person/s or included as updates
during the Instructions and Guidelines review cycle.

Client Services/Enforcement Operations/Trade & Comp  liance Managers/
Supervisors (where appropriate are responsible for)
Ensuring officers are trained and have a sound understanding of these
Instructions and Guidelines.
Assisting in the development and maintenance of these Instructions and
Guidelines.
Ensuring that these Instructions and Guidelines are complied with and national
consistency is achieved.
Reporting errors, issues and/or inconsistencies to their line Manager.

Officers (responsible for)
Ensuring that they are familiar with, understand and follow these Instructions
and Guidelines and undertake appropriate training.
Report errors, issues and/or inconsistencies to their Manager/Supervisor.

BCS CLASSIFICATION: Trade Facilitation & Compliance -  Procedures
FILE NUMBER: 2010/041411-02

PS200923-ig-Processing_of_Postal_Import_Declarations

19 of 28



Consultation
Internal

The following internal stakeholders have been consulted in the development of these
Instructions and Guidelines.

Client Services (All Regions)
Enforcement Operations (District Offices)

International Mail Gateways

Trade Policy
Approval
APPROVED
ON 17 DECEMBER 2010
BY RAELENE VIVIAN
NATIONAL DIRECTOR CARGO
Review
Period Annually
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Attachment A — Branch ID

AC39RT ACT REGIONAL OFFICE
AC39NF ADELAIDE - POSTAL COMPLIANCE
AC39PL ADELAIDE AIRPORT

AC39CM ALBANY

AE39XT BOWEN

AC39TC BRISBANE

AC39WJ BRISBANE - EAGLE FARM
AC94NC BRISBANE GATEWAY FACILITY
AC39FE BROOME

AC39EW BUNBURY

AC39XP BUNDABERG

AC43LJ BURNIE

AC39YY CAIRNS

AC39GK CARNARVON

AC43PG COFFS HABOUR

AC39HR DAMPIER

AC43JT DARWIN

AC39KH ESPERANCE

AC39JA GERALDTON

AC43AA GLADSTONE

AC43KC HOBART

AC43MP LAUNCESTON

AC43CH MACKAY

AC43GFE MELBOURNE GATEWAY FACILITY
AC43HL MELBOURNE AIRPORT
AC73FK MELBOURNE POSTAL OPERATIONS
AC39AG PERTH AIRPORT

AC39MX PORT ADELAIDE

AC39LN PORT HEDLAND

AC43RM RICHMOND RAAF BASE
AC43NY SYDNEY

AC43TW SYDNEY GATEWAY FACILITY
AC43EN THURSDAY ISLAND

AC43EX TOWNSVILLE
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Attachment B - Notice to Postal Importers Pro forma

Victoria example. Region specific details are used at each Gateway facility.

Australion Customs and
Border Protection Service

INFORMATION FOR POSTAL IMPORTERS
OF DUTIABLE GOODS

Australia Post has been advised by Customs and Border Protection to withhaold delivery of a mail
article addressed to you. You are required to provide further information about the goods so your mail
article can be properly assessed. Goods valued over A$1,000 may require duty / GST to be paid.

IT IS AN OFFENCE TO PROVIDE FALSE OR MISLEADING INFORMATION, PEMALTIES /
PROSECUTION MAY APPLY

In all comrespondence you must quote the V Reference Mumbser listed at the top of the Australia Post
First Notice, e.g. V1234567,

IF YOUR GOODS ARE VALUED AT OR BELOW A$1000

You must fax, email or post your invoice / receipt for payment to Customs and Border Protection as
avidence of the value of the goods. Fax, post and email details are listed on the bottom of this Notica.
It Customs accepts your invoice you will not be required to pay Customs Duty or GST. Your mail
article will be deliverad to you by Australia Post.

IF YOUR GOODS ARE VALUED OVER A$1000:
An Import declaration must be submitied to Customs and Border Protection,
and any relevant duty / GST must be pald to get delivery of your goods.
(1) You may contact a Customs Broker in the yellow pages / internet to submit an import
declaration on your behalf; OR
(2) You may complete and submit an Import Declaration (N10) - Post (Form B374) yourself.
This is a manual process, and a fee of $48.85 applies. Processing takes up to 5 working days
from recsipt of your corractly complated Import Declaration (N10) — Post (Form Ba74).

If you elect to submit an Import Declaration (M10) — Post (Form B374):

» Disregard the reference on the Australia Post First Motice to attached forms. The form is on
our internet web site. (if you can't access intemet, contact Customs and Border Protection to
request an Import Declaration (N10) — Post (Form B374) by post ! fa)

« Goto www.customs.gov.au. From “Quick Links®, select 'Importing goods by post™.

« Select 'Import Declarations (N10) — Post (Form B374)" and complete the form.

»  Email the form to postimpotsvic@customs.gov.au  Emails must include your signature block
and (where relevant) company name and ABM. You may prefer to print then post or fax the
form to the address at the bottom of this notice. Incomplete documents will delay clearance of
goods. Customns and Border Protection may require evidence of the price paid for your goods.

To complete your Import Declaration (N10) — Post (Form B374) you must complete the Tariff
Classification field, to classify what type of goods you are importing. A short tariff is provided on the
reverse of this notice, covering commonly imported goods.

If your goods are not listad in the short tariff:
Go to the Customs website, selact imports exports’, ‘customs tariff', ‘working tariff pages’. Scroll
down to the list of Schedule 3 Chapters, select the one that describes your goods. Select the 8 digit
tariff classification and 2 di?it Stats Code appropriate to your goods. Customs cannot classify your
goods for you, however it you require assistance in classifying your goods call the Customs
Information & Support Centre 1300 363 263,

Customns will inform you by email or phone of the amount of duty, GST and Customs processing fee
that you are required to pay, and available payment options. Payment processing may take up to 3
working days. Once payment has been processed a receipt will be mailed and Australia Post will
deliver the parcel to you. For details on delivery times contact Australia Poston 13 13 18

To Submit Import Declarations (N 10j— Post ( Form BA74) For genzral enquirizs and assistance contact
Fax (033 9339 1500 Customs Information & Support Centre
Email postimportsvic@ customs. gov.an Phome: 1300 367 263

Post to: Client Services, Customs & Border Protection, PO

Email: information i@ customs. gov.au
Box 1361, Tullamarine Business Centre, ¥ic 3043 - =

Website: warw, customs.gov.an
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Short Tarlff — for quick classification of commonly Imported goods

Goods Goods Tarlff ltem Statistical Codes
Amplifiars 85185000 86
Antiques (over 100 years ald) 97080000 o7
Bed Linen B3023100 01
Bicycle Wheels 87149200 o7
Bicycle Frames ! Forks 87149100 44 - Frames
45 - Forks
Bicycle parts other &7 149900 58
Books 49019990 31
Camera - Digital 85258010 19
Camera— Lans 20021100 54
Camera—Video 85258090 29
Clothing —men’s shirts B2058000 o1
Clothing — ladies blousas B2082000 56
Computers — Personal Computer 84714100 21 — Personal Computer
Computars — Laptaps /| Notebooks 84713000 20- Laptops/ Notebooks
Computer Game Consoles 4714100 91 - other
Crystal / Glassware 70132200 37 — lead crystal
Dental fittings 20212900 18
Dinngraara/China 69111000 36
DVD's ! CDs/ software 85234000 o9
Golf clubs 95083100 24
Guitar - Acoustic 92029000 38 - Acoustic guitars including
acoustic-electric
Guitar — Elactric 92079000 48 — Electric bass guitars
49 — Electric guitar
GPS/ navigational equipment 85285100 30
Handbags 42022100 13- Leather
Jowellery 71131900 12
Jawellery, imitation 71178000 40
Makeup ! Beauty 33049900 23
Mabile Phongs 85171200 10
Model Trains ! Cars 95030060 23 — Trains
24 — Cars ! other
Matoreyele parts — exhaust systems 7141910 34
Motorcycle parts — other 87141990 35
MP3 Player 85198900 95
Musical instruments - brass 92051000 41
Musical instruments - wind 92059000 a7
Musical instruments — stringed with bow 92021000 o7
{ wiolin/ vicla ! callo)
Optical - frames 90031100 56
Paintings 97011000 01
Saddlery 42010000 01 - Saddles
Sculptures 97030000 04
Sunglasses 20041000 01
Watchas 91012900 41

Customns Cfficers cannot classify goods for you.

This is an abbreviated form of the Customs tariff. For items not on this list, or if you require assistance
in classifying your goods please call the Customs Information & Support Centre 1300 383 263,

Failure to classify your goods may result in delays.

To Submit Import Declarations (M 100 — Post { Form B374)
Fax (033 9339 1500

Email postimporisyvic@ cusioms. sov.ay

Post o Client Services, Customs & Border Protection, PO
Box 1361, Tullamarine Business Centre, ¥Wic 3043

For genzril enquirizs and assistance contact the
Customs Information & Support Cantre
Phaone:1300 363 263

Email: information & customs. gov.au

Website: waw, customs, gov,au
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Attachment C - Import Declaration (N10) — Post

* Australian Government Import Declaration
5% Anstralian Customs and

Barder Protection Service (N 1 0] - POS T
AFPROVED FORM SECTION 71K AND AFPROVED STATEMENT SECTION T1L OF THE CUSTOLE ACT 1901

Import Declaration 1D
[Cumkaron wsd Bordar Prowcien e ool |

FRIVACY NOTICE: The Privacy Ao 1000 says we must 2l you why a= are colleciing is infomation, how s will use it and 1 yos hae o ghee It b ws. Wee require this informaion
underthe Cosioms Ao 1807, 50 we can ensure that your goods are property cliearssd for dellsery inlo home T you provdde will be gheen o the Ausiralan
‘Gusranine and Inspecion Sendre, the AusTalian Bureay of Siadslics. and e Australian Tacabion Tce. IF you ane recuined o hold a permit o import thesse goods, 1ne pemek detals
sadll also be phven to the releeant permil issuing agency.

HOW TO FILL IN THES FORAL Instruchons on how i complete this form are avallable from warscustoms. gov.auy. Flease Bppe your anssers or print fhem in BLOCHE lebers.
PLEASE NOTE! Fhay st By mail or fax, the deciamdion mos be sipned in Me box onowoes i secton 4. Wnen sent By amal, foiow the reguismeans ar ihe bolom of this fom.

(J3EEERL L LIS IR R R LA LIS ST EE R AR LIS ST EEERE R RIS SRR R RIS SRR R L LYYy Y]

OWHNER / RECIPIENT DETAILS rease provige at lsast cne prene, smail or fax contact — you must supply 8l (sxcept fa) F svalanie

Fiet Lasd =ares [or Cigansalin]
LET o
Wzbin

Stk Poatzccda Fax

Chant ity ieferarce [AEN § GAC of Carlenn Chant 1D 1F KMOWH)
Ernal (¥ apsbeatie]

LEL LA L L LS Rt LA I L R ARl I Tl Rl L bl iRl il il il sl sl yllll)

SENDER ! SUPPLIER DETAILS reass provige tne cetals of the persen o hat sentor tre goods
Hent i Laxl =arre o Cgan salin]
EEL e
L E

Supeihal ey ieferencs (Cursirs Chant 10 IF ENOWH)

Fax

LR L L L L R L L L R A A LI LI A LT R R LRIl LS R L LY LY Yy ]
PARCEL(S) INFORMATION eiase srovide the cetails about the mail rafersrce numbss, county of origin, daes of sxport o Ivvoice, e waight and

Rumier of parets
Wl et [As por 150 Acalsata Posl MoSon pou iecatesd. Referacce WUST BEGIN wih M, ¥, Do W) Tetal umter of Sarcelis|
i gt o aiewlia) IF EHOWR
Consly of snigin [IF KNOWR) o

D of dinpea® &4 iriskin

PARCEL(S) CONTEMNTS Fleaze provide a description of the goods, value of the goods, post and Insurance costs and he taril
claszsification for the goods.

Description of the goods Tariff classification Stat Value Concession
|one fype of gooos per ling) of the goods code  Quantity  of goods [optional)
Value of postage Eﬁ: . Total value Ez: .
and iNSUrance  otner $ of the goods  Cosper $
[T ] phaw ey

" There |s acdiional space aver the page If you have mare Man thres dizrent typas of goods to decans.
DECLARATION |am 18 years of age or clder and | declare the information provided above and en any attached pages is
It 15 an ofence underihe  TUe and comest, to the best of my knowledge.

Cosloms Ad 1007 10 make  yure

o faise deciaradion i the

Aarstralian Customs and

Border Protecticn Senvice.

Sgratsie £

tan aubining Fue fasn By Taa, ol of by baesd pou mast o gn Sin des eaan
Mo WriTien SIGRatire is required when this declaranion is sent by email:
As an individual you mUST Include your full name sapararaly In tha email; or

For an orgamnisanon you MUst inclde the Name and ABN of the arganisazion saparately in the smail and the full nams of the
indivigual sending tihe smal.
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PARCEL(S) CONTEMNTS Fiaase provice a descriplion of the goods, value of the gooss, and ihe tareT classication for the goods

Description of the goods Tariff classification Stat Walue Concession
{one fype of goods per line) of the goods code  Quantity  of goods [aptional)

[ EEERERL LIS SIS TR R ERL LTSNS ST EREE L LA TSNS REERER LSS ST R ERREL LTSS RE R LAYy YY)

YOU MAY PROVIDE ADDITIONAL INFORMATION HERE

CUSTOMS AND BORDER PROTECTION USE DMLY

IRE 2 IBETAALY 12
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Attachment D - Import Declaration (N10) — Post Inst  ructions

Instructions
How to fill in the form Import Declaration (N10) — Post

he Cassorms Infommation and Support Cenfre — 1300 363 253 —or online ol wavw ousioms.goyss

Pleass print in BLOCK latiars or type — make your contact detalls claar to avoid DRIGHE  fll e cn e Firar fears soes meeshias ey eatiats Fony

CWNER/RECIPIENT DETAILS

MAME — 'fou must b=l us the Fist Mame and the Last Name (or the Crganisation Name) of the caner or Importer of the goods — that Is — the
DEr5ON, COMPaNy of arganisaton 1o wnom e parcels 8/are anoressed.

ADDRESS — 'You must 1l us ihe address to where the parcels) Is/are being sent |oel vered).

PHCAME, MOSILE, FAX — H you have 3 phons numser (|land ling), 3 matle pnone number andion an emal address you muet provioe Nioes
contact petals — I we cannot confact you that may creats oelays In cieanng your poods. A7 18357 ONE CONtact phons numiner muat be suppilen
CLIENT IDENTITY REFERENCE (Oplonal) — I you have an Ausiadan Business Mumber use thal &5 your Cent ldentily Raference Mumber and
Inclucs your Cllant Actvity Cendre nUMBer a6 wel, [Example: 00 123 455 769/ 004); or

H you aireagy have a Cusoms Clent 10 (DCID) umber jrefer to 3 previous receip whare you have pald duly andiar Goods and Senvices Tax [G57)
1o Custams ard Baorder Protection) you miay us2 inat numbar. H known, you must provide your ASK or CCID atheralss you may leave his S
Blank ¥ you do ot know your number of nave ot received 3 CCID previausy.

SENDER./ SUPPLIERS DETAILS

¥ou muet fell us Tie name and address of the person ar company wiho sent e parcel o yow IF you purchased goods from an inbemet auctian she
and you do nat know e selier's address mark The address section with seller Information—for example — Shay Seller LS or ‘Soay Seller Japam' -
00 naf Bave s Secion Bank. IT known, you must provide your suppliers Cusiomes Client iD (CCIDL

PARCEL(S) INFORMATION

&I REFERENCE — ou must record the mall reference numbsr here. vou will Sind this referencs numbser on fhe Ausirsia Post First Nodice at the
fop right of the page near the bar code. The rferenca numiser baging with M, @, W or W,

COUNTRY OF ORIGIN — Finoan, you must tell us ihe couniry of orgin of the goods. Country of origin means e county where e goods were
made, grown, produced, mined efe. which may not be the same counTTy from where the goods were exparted to Ausiralla. If you do not Knaw the
couniry of origin Mark 35 ‘ot known” - 35 po!leave Mis section dank (& reduction In 1he duty payabie apples to certaln counties of ongin no
reduction wil be applied I you rave marked this secion as ot imower)

DATE OF EXPORT — You must 121 us the dale the parcel's wasiwane posied from ovarceas (T may be shown on he Ausirala Post First Notice), If
you oo not know ine date of export pleass record the date shawn an your Invaice — 4o not [eave Tis section biEnt.

WEIGHT OF PARCEL{S) — You must tell us ihe weight of the parcelis) (E may be shiwn an the Ausirada Post First Motce). I you do not know the
wedght then mark this seclion ‘ot known' — oo no! k2gve s saqiion bank.

FARCEL(S) CONTENTS

DESCRIPTION OF GOO0S — You must b= speoific and deserte the goods In & dear manner. For example, an 3MP digital camera, a §3cm
digial ielevision, @ notebook compuler, a sk and lace weodng dress. It s not acceptable fo use t=ms (ke git, present, goods, equipment, gear, ki
doration and apparatus - f you use such fems there will be a delay In clearing your goods (522 example below).

CLASSIFICATION OF THE GOODS — You must classiy your goods In accordance wil ihe Cusfoms TanT Ao 1605 (ine TarT). You may use the
Bnom TartT {commonty Imponad Heme) Incuted a6 part of the Motice o Imporfers provided by Customes and Border Prateclion. That notice alsa ells
wau wnat o 0 should O FEQUIre asEEtance to ciassiy your goocs. You must provide the B digh Tanft number plus the 2 digit statisfical cods
numbsr. The Tan number detamines Mz duty rate that appiles io your goods (52 example below)

QUANTITY — You must 228 us how many or how much of each Rem thane [s Tor each lem you have lisbed (see example balow) 2., for wine 2,51

WRALUE OF GOODS — You muet el us the tnue and comect vaiue of the goods (ihat |5 the amount you paid for the goods) Tor each type of goods
stz {528 example Delow — 2 dightal cameras UES700 ea). Customes and Border Protecdon can demand bo 522 your Inwoices or other evidence that
snows what you pald. Do not provide values you know o be Incomect (even when hose values are provided by the suppler). Undenvaluing goods Is
an ofente under the Cusoms Ad 1807 Duly |s caiculated an this value.

Examplg
Description of the goods Tariff classification Stat Value Concession
[one type of goods per line) of the goods code | Quantity  of goods {optional)
DIGITAL CAMERA B|&5|2|5|&(0|1|0] 1|8 2 1,400

TOTAL WALUE OF GOODS — You must teil us the total valuz of 3l the goods and In ail c3s26; you miust Indicabe In what cumency M2 amount was
pakd, for exampie — §1,400 In LS doliars.

COMCESZION [Cpfional) — You may includz infematian that wil help determing the comest duty, GST ard other fees and charges. i you know 3
GET exemplion code or an Ilem numibsr 5 Scheouie 4 of the Tar jor 3 by-aw) that appiles, you shouid record that Infamiatian here. IF you Intend b
dialm Mat & Fres Trade Agresment appiles, you nead o state sk here and you must racord Tz ‘couniry of orgin' In e Paroeys) Infomation szclon
afthe Import Decamation. Custons and Border Profacton may raquine vou 10 provids gualiifying evidencs for any concesskan that vou oiain.

WALLUE OF POSTAGE AND INSURANCE — You must el us the rue and comect amaunt paid for posing ihe goods i you and the amount paid fo
nEure e goods for camlage by post. GST s caloulat=d by Incuding the postage and Insuranca changss with the vale and the duy.

DECLARATION

DECLARATION — You must sign ihe deciarabion H you Intend to s2nd It by fax or mal to Custons and Border Protaction or delbver & by hand. Mo
Writen Eignaturs |5 required B you send the compisten deciarabon by emal but ine foilzwing nsomatian must be ncuded saparately In the same
emall,

* A5 an Inghidual, wou must Include: your full name: or
» For an organisation, you must indude the Mame and e ASK of the organisation and the full name of T2 Individual sending the emall.
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Attachment E - Import Declaration Payment Authorisa tion Advice
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Attachment F - Payment Authorisation Advice Email
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