Explanatory notes to Flow Chart for moving goods to the United States.
Color Code of Responsibility:   
Yellow:  University Team Member Placing International Order
Green:  Vendor Abroad or Vendor Freight Forwarder
Red:	   Baker Logistics

October 3, 2024
When purchasing items to be imported from abroad please follow the guideline below or refer to the attached flow chart. Also attached is a sample of an ISF Form.  The ISF form provides information required by U.S. Customs for security screening of all ocean freight coming to the United States.
Definitions: These Definitions are included to assist with identifying acronyms or industry jargon which may be found on documents and in miscellaneous correspondence.
ISF means International Security Form; FF means Freight Forwarder, AWB means Airway Bill, HAWB means House Airway Bill, MOBL Means Master Ocean Bill of Lading, SWB means Seaway Bill, HOBL means House Ocean Bill of Lading, BOL means Bill of Lading, CHB means Customs House Broker,  CFS means Container Freight Station and is used for LCL, less-than-container, arrival location in the U.S.,  ETD means Estimated Date of Departure, ETA means Estimated Time of Arrival. 

Steps to a successful international transit:
1. Select the vendor from which the needed items will be ordered.
2. Determine if freight will be shipped by the vendor’s freight forwarder or a U of I selected FF.
3. Advise the U of I’s customs broker, Baker Logistics, of the Items to be purchased to confirm any required licenses or approvals prior to export.

4. Baker will reply with any Questions or Required Approvals.

5. Determine whether the goods will move via Air Freight or Sea Freight and note the proper Incoterm required for each type of transit.
A. Air Freight:  Advise Freight Forwarder:  "Carriage Paid To" O’Hare. Under CPT Incoterms, the seller arranges all export requirements & carriage to O’Hare or other Named U.S. Airport.
B. Sea  Freight:  Advise Freight Forwarder:  “Cost and Freight” Under CFR Incoterms, the seller arranges all export requirements & carriage via sea freight to Chicago Container Freight Station (CFS). 

6. For Sea Freight: FF will also be required to complete the ISF form and submit to Baker LCS at least three (3) days prior to shipment.  

7. Baker LCS must transmit approval of ISF acceptance prior to departure of vessel from abroad.  Failure to have ISF on file may result in significant fines being levied by U.S. Customs. Baker will confirm ISF Acceptance by Customs.

8. Confirm if Transport Insurance is to be provided by Baker prior to export.


9. Request FF to do the following: 
a. List Baker as Notify Party on all Transport Documents.
b. 72 hours prior to departure, e-mail Baker:
i. a copy of commercial invoice and packing list to ensure documents include proper information to clear U.S. Customs.  Baker will also ask any questions and seek information on proper HSTUS numbers.
ii. copies of any licenses (or originals if required) and any further information Baker may request.
iii. copies of all AWB’s or SWB’s so that Baker is able to prepare the customs entry prior to the arrival of the goods.


10. FF should send copies of documents requested to Baker as soon as available:
a. List Baker as Notify Party on all Transport Documents.
b. 72 hours prior to departure, e-mail Baker:
i. a copy of commercial invoice and packing list to ensure documents include proper information to clear U.S. Customs.  Baker will also ask any questions and seek information on proper HSTUS numbers.
ii. copies of any licenses (or originals if required) and any further information Baker may request.
iii. copies of all AWB’s or SWB’s so that Baker is able to prepare the customs entry prior to the arrival of the goods.


11. Cargo begins to move to the U.S.

12. Freight Forwarder supplies Arrival Notice as cargo arrives into the first port of Arrival.

13. Baker begins customs clearance as soon as allowed.
14. Baker updates U of I on shipment status and advises of any required information for other government agencies like Food & Drug Administration (FDA), Federal Communications Commission (FCC), or United States Department of Agriculture (USDA).
15. Baker advises of any exams or holds which may be placed on cargo and provides updated ETA

16. Uof I confirms consignee details including, final delivery address, telephone numbers and emails of recipients.

17. Baker will confirm delivery requirements including hours of operation, lift gate requirements, inside delivery requirements, location of any docks available in the building.
18. Upon arrival and customs clearance, Baker will notify consignee of details, issue invoice and send to all parties advised by the Procurement Department.

19. Invoice payment will be accepted and Baker supplied with UofI payment card and in accordance with any other standard payment procedures requested by the University.

20. Baker confirms payment to Uof I

21. Goods are delivered and Proof of Delivery is provided to all parties.

