[image: ][image: ][image: ] IMPORTS to North America
INTERNATIONAL SHIPPING INSTRUCTIONS FOR SUPPLIERS

Issued: 2 January 2007
Revised: August 1, 2020

[bookmark: _GoBack]This document serves as the instruction letter to our suppliers to ship goods from points outside North America to destinations within the United States, Mexico and Canada.  If you have questions on the information contained within this document, please contact mclarkepalmer@masterbrand.com  or khuangwahl@masterbrand.com. 
To supply MasterBrand and its subsidiaries following these instructions is required.
Sections: 
Purchase Order Acknowledgement:  							Page 1
Booking Containers									Page 1
Loading Containers									Page 2 and Appendices 3C-3D
VGM Requriements									Page 3
Documentation Requirements								Page 4
Contact Information  - MBCI/Woodcrafters, Freight Forwarder, Customs Brokers  	Appendices 2 

Definitions: 
Purchase Order:  The instrument to purchase product from a supplier
Acknowledgement: Acceptance of the purchase order and the acceptance dates to deliver, pricing and terms and conditions of the sale.
MBCI Port Date:  The date the goods/products are to be delivered to the port/terminal at the port of departure. 
Port:  The terminal where containers are to be in-gated/delivered for loading onto a ship destined to the United States
Booking: A reservation to ship a container on the boat on particular date
Cut Date: The day a container must be within the port limits to be loaded on the ship
Blocking and Bracing: A safety measure to ensure weight is evenly distributed throughout the container
Desiccant Bags:  Packaged chemical product that absorbs moisture, required for container shipping

1. Purchase Order Receipt/Acknowledgement:
The Vendor/Shipper will acknowledge receipt and confirm acceptance of the PO in Expeditors Order Management Booking (OMB) tool within 24 hours of receipt.  Any suggested changes or issues should be entered into the discussion section of OMB for communication with MasterBrand Cabinets (MBCI) team.  
2. Booking Containers: 
Vendor/Shipper shall confirm the booking in Expeditors Order Management Booking System, (OMB), at least 3 weeks (21 days) prior to the required deliver to port date on the purchase order. Shipper must confirm cargo ready date in the system to Expeditors.  Booking status and exceptions will be monitored daily by MBCI.  Bookings requiring attention or follow-up by the Vendor/Shipper must be addressed within 24 hours.  Vendor/Shipper should use the discussion section to communicate any issues with the MBCI team.  

If cargo originates in China please follow the below:
China Advance Cargo Information Requirements: (EFFECTIVE JUNE 1, 2018)
In accordance with China Customs requirements, Expeditors will require the following information upon booking for cargo destined to the United States to ensure that shipments will not be delayed: 
· Shipper contact name and phone number 
· Shipper Tax ID or Unified Social Credit Code (USCI) 
· Consignee contact name and phone number 
· Consignee Tax ID – Expeditors has this on file.

The Container pickup and shipping instructions are detailed below: 

3. Loading Containers:
A. Call the forwarder on the shipping order (S/O) for Container pick up with Pre-Booking Advice number at least 5 business days prior to Ex-Factory date or at least 10 business days prior to MasterBrand’s Required Port Date. 

B. Containers will be delivered for loading according to the supplier’s requirements by the MBCI forwarder/carrier or the supplier’s forwarder/carrier. (Prior to initial shipment, supplier should reach out to form a standard operation procedure with MasterBrand’s forwarder.)

C. Prior to loading, containers should be inspected for damage or structural faults. 					(Use the Container Inspection Checklist Appendix 3C)   Sweep Container to ensure it is free of rubbish.


D. Containers’ contents should be evenly distributed by weight, properly blocked and braced. Guidelines are
provided in the following appendix and further information in these two publications: 
· S01-004 – Packing and Loading (Appendix 3D)
· “Code of Safe Practice for Cargo Stowage and Securing” (CSS) by IMO 
· “AAR pamphlet 45” for intermodal containers.

E. Desiccant Bags should be placed in the container based on the following parameters:
For a 40-ft container, the requirement is >=10 kilograms.
For a 20-ft container, the requirement is >= 5 kilograms.

F. After loading, tape an envelope containing the completed packing list to the pallet facing the tail of the container;
then seal the container according to the following:Process for Affixing Container Seals

	All seals used must meet or exceed current PAS/ISO 17712 standards for high security
In the passage of the 9/11 Act, Customs and Border Protection (CBP) mandates as of October 15th, 2008 that all inbound containers have seals placed on them, these seals must conform to ISO/PAS 17712.  ISO/PAS 17712 requirements are specific to the strength and durability during international transit and weather so that the seal may remain intact upon arrival to the United States Port of Entry.

MasterBrand Cabinets' supplier/shipper must provide the ISO/PAS 17712 seal number to the freight forwarder at least 72 hours before the container is loaded on the vessel to give the freight forwarder time to meet the 24-hour manifest rules.

Only designated, authorized employees must distribute and affix container seals for integrity purposes. Seals should be affixed to the right door of the container on the hasp that has the welded rivet

After the seal is affixed to the container, an authorized employee should make sure the seal is secure by pulling down on it.

Complete Shipping Notification Section 2 and email to the Forwarder, at least five days prior to vessel departure. 		





4. Provide VGM – Verified Gross Mass to Carrier
Shipper will provide a signed VGM to Forwarder after container has been sealed but before departing for Port. 
VGM consists of the sum of cargo weight, including packaging, dunnage materials used, and the tare weight of a container. The scale used for weighing has to be calibrating and certified in accordance with national requirements. 
A. VGM can be obtained by two methods of calculation: 
· Weigh the fully packed/laden container 
· Weigh and sum all the packages, packaging, and dunnage material and add the tare weight of the container. (Tare weight appears on the door of the container and inside the co


 


5. Required Documentation Prior to Arrival At Port

We prefer documents be created in the OMB Tool. (Expeditors will give you training on function.)
 		 
Upload the invoice and packing list and all other required documents, the following complete set, to MBCI Freight Forwarding office after container(s) is/are loaded: 
· Commercial invoice by Shipment, entered into Expeditors OMB tool
· Packing list by Container
· Lacey Declaration (For USA)- Plant & Wood Product Declaration Form (for shipments containing any items  of or including wood)
· MBCI Wood Form (For Mexico and Canada) See Appendices for Form
· Certificate of Origin – Statement of Processing
· TSCA Statement if required
· VGM Statement, Signed by Authorized Individual (or container will not be accepted)
· Signed and Dated Port Receipt/Pier Receiving Form (Effective Nov. 1, 2017)  Without receipt supplier may be considered late to their port delivery date.
               
              
              Documents must be emailed to freight forwarder office per the following deadlines:
	For shipments departing from Asia via Ocean within 3-5 days before vessel departure
 	
	For shipments departing from Asia via Air within 24 hours after freight receipt at origin



For Document Details please refer to Appendix 4F, 4G, 4H, 4I, 4J, 4K and 4L
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Appendix 2B:   	Contacts - MasterBrand
	MBCI or Mid Continent - US
	 
	 
	 

	
	Role
	Phone
	Email

	Mary Clarke-Palmer
	Director, International Trade
	812-634-0197
	mclarkepalmer@masterbrand.com


	
	
	
	

	
Kui Wahl
	Ocean Operations U.S.
	812-481-5417
	Khuang-wahl@masterbrand.com

	
	
	
	

	
	
	
	

	MBCI - Woodcrafters
	 
	 
	 

	
Cesar Cisneros
	Sr. Manager, International Trade
	956-246-9045
	
ccisneros@masterbrand.com


	
	
	
	

	
Daniella Acguire
	Ocean Operations – Mexico
	
	
daguirre@masterbrand.com


	
	
	
	

	
	
	
	

	Jose Fernando Perez
	Ocean Manager – Mexico
	956-650-5628
	jfperez@masterbrand.com


	
	
	
	



	MBCI - Asian Office
	 
	 

	
	Role
	Phone
	Email

	
	
	
	

	
	
	
	

	Thao Thanhhong
	Asia Product and Document Processing
	84 120 350 3305
	Thao.thanhhong@masterbrand.com

	
	
	
	

	
	
	
	








Appendix 2B(a)		Contacts – Freight Forwarder – Offices

	Expeditors 
	 Tianjin
	 
	 

	Rita Li
	Daily Contact
	(86) 22 8386 7000
	rita.li@expeditors.com

	Chichi Zhai
	Main Contact
	(86) 22 8386 7000
	chichi.zhai@expeditors.com

	
	
	
	

	Expeditors 
	 Dalian
	 
	 

	Amanda Liu
	OM Lead
	(86) 411 3985 1888
	amanda.liu@expeditors.com

	Brian Yuan
	Daily Contact
	(86) 411 3985 1888
	brian.yuan@expeditors.com

	
	
	
	

	Expeditors 
	 Shenzhen (Yantian)
	 
	 

	Mimi Cai
	Main contact
	(86) 0755-25833515
	mimi.cai@expeditors.com
 

	Barbara Huang
	Back up
	(86) 0755-25830058
	Barbara.Huang@expeditors.com

	Sammie Li
	Escalation
	(86) 0755-25838343
	Sammie.Li@expeditors.com 

	
	
	
	

	
	
	
	

	Expeditors 
	 Hong Kong
	 
	 

	Michelle Ip
	Assistant Manager
	(852) 21905150
	michelle.ip@expeditors.com

	Joyce Auyeung
	Daily Contact
	(852) 21905150
	Joyce.auyeung@expeditors.com

	
	
	
	

	Expeditors 
	 Xiamen
	 
	 

	Cindy Du
	Ocean Supervisor
	 86-592-2260789
	cindy.du@expeditors.com 

	Fanny Yang
	Ocean Operations Manager
	86-592-2260780 
	fanny.yang@expeditors.com

	
	
	
	

	Expeditors 
	 Qingdao
	 
	 

	Cherry Wang
	Supervisor
	(86) 532 85755017 
	cherry.wang@expeditors.com

	Ann Sun
	Bookings
	(86) 532 85755017
	ann.sun@expeditors.com

	John LV
	Daily Contact
	(86) 532 85755017
	john.lv@expeditors.com

	
	
	
	

	Expeditors 
	Taiwan (Kaoshiung)
	 
	 

	Katy Chen
	OM Supervisor
	(886) 2 2713 2145
	katy.chen@expeditors.com

	Joanna Wu
	OM Agent
	(886) 2 2713 2145
	joanna.wu@expeditors.com

	Angela Bee
	Daily Contact
	(886) 2 2713 2145
	angela.bee@expeditors.com

	
	
	
	

	
	
	
	

	
	
	
	

	Expeditors Vietnam  (Ho Chi Minh)
	 
	 

	Hai Pham
	Daily Contact
	84-8-3962-1968
	hai.pham@expeditors.com

	Phuong Thai
	Booking
	84-8-3962-1968
	Phuong.thai@expeditors.com

	Hoang Tuan Manh
	Escalation
	84-8-3962-1968
	Hoang.tuan@expeditors.com

	
	
	
	

	Expeditors 
	Italy (Verona)
	
	

	Anna Valentini
	Export Supervisor
	
	Anna.Valentini@expeditors.com

	Riccardo Marcanti
	Daily Contact
	
	Riccard.Marcanti@expeditors.com

	
	
	
	

	Expeditors
	Italy (Florence)
	
	

	Tonia Stella
	OEX – Supervisor
	39-055-4649154
	Tonia.stella@expeditors.com

	
	
	
	

	Expeditors
	Turkey (Istanbul)
	
	

	Arif Baydogan
	Main Contact
	90-212-4137761
	Arif.baydogan@expeditors.com

	Aykut Akyazi
	Backup
	90-212-4137731
	Aykut.akyazi@expeditors.com



	Expeditors
	Lithuania
	
	

	Justinas Viesunas
	Forwarding Agent - Vilnius
	Direct   +370 52075802
Office   +370 5 2075802 
Mobile: +370 65945132
	Justinas.Viesunas@expeditors.com

	
	
	
	

	Expeditors
	Maylaysia
	 
	 

	Angelia Lou
	Supervisor - Ocean Export (Ops & CS)  
	Office:  JHB:  60 7 333 4155
	  Angelia.Lou@expeditors.com 

	WeeChin Lai
	Supervisor - Ocean Export 
	
	weechin.lai@expeditors.com 

	Wilson Lau 
	Supervisor - Order Management 
	wilson.lau@expeditors.com

	Expeditors
	Germany
	 
	 

	
Patrick Nunn
	Ocean Export (Ops & CS)  
	Office FRA: 06142-8351-326
	  Patrick.nunn@expeditors.com
 

	
	
	
	

	Jacqueline Motyka 
	Supervisor - Order Management 
	Jacqueline.motyka@expeditors.com

	Expeditors
	Mexico (Monterrey)
	 
	 

	Miroslava Casillas
	OM Customer Service – Woodcrafters
	Office:  MTY:  52 (81)5000-6700
	Miroslava.casillas@expeditors.com


	Edna Rivera
	Supervisor - Ocean 
	
	 Edna.rivera@expeditors com





Appendix 2B(b)		Contacts – Customs Brokers – USA / Canada
	United States
	Expeditors International
3881 Business Park Dr
Louisville, KY  40213
	
	

	
	
	
	

	Greg Schulz
	Brokerage Manager / ISF
	502.367.6700
	Greg.schulz@expeditors.com

	Alexandria Ackerman
	Operations Supervisor
	502.367.6700
	alexandria.ackerman@expeditors.com

	
	
	
	

	Canada
	George H Young & Co
809-167 Lombard Ave
Winnipeg, MB  R3B 3H8
	
	

	
	
	
	

	Scott Sturby
	Customs Clearance / Primary Account Contact
	204.947.6700 ext 296
	scott@ghy.com

	
	General Contact
	204.947.6700
	Unit8@ghy.com


	Woodward
	Valdez & Woodward
Torre Multimodal
Avenida, Río Tamesí KM 0 700 
Altamira, Tamaulipas, México C.P 89600
	+52 833 260 9416
	savila@valdezwoodward.com.mx, bcruz@valdezwoodward.com.mx       


	
	
	
	












Appendix 3C:  	Container Inspection Checklist 
All ocean shipments destined for MasterBrand should go through the following 7-point CTPAT inspection.
7–Point  CTPAT inspection conducted using the following checklist:  (USE A FLASHLIGHT)
1) Undercarriage:	
a. Inspect
b. Support beams should be visible
2) Outside/Inside Doors:
a. Secure and reliable locking mechanisms
b. Look for different color bonding material
c. Loose bolts
d. Plates and repairs
3) Right Sides: (same as left sides)
4) Left Sides:
a. Unusual repairs to structural beams
b. Repairs to the walls on the inside of container must be visible on the outside
c. Use tool to tap side walls; listen and feel for hollow sounds
5) Front Wall:
a. [image: ][image: ]Blocks and vents are visible
b. Use tool to tap front wall; listen and feel for hollow sounds
c. Range finder, measuring tape or/string can be utilized to determine height of container
6) Ceiling/Roof:
a. Ceiling is a certain height from floor; blocks and vents are visible
b. Holes, rust spots, or damage that will allow weather to damage materials
c. Repairs to the ceiling on the inside of the container should be visible on the outside
d. Use tool to tap ceiling; listen for hollow sounds
7) Floor:
a. Floor should be a certain height from the ceiling
b. Floor should be flat
c. Different floor heights
	If the supplier finds any problems with the container, notify the freight forwarder immediately and request a replacement container, email issue found and container number to MBCI contact list. 
The supplier will be responsible for any and all charges for ocean container cleaning, repairing (unless the damage is clearly caused during ocean transport) or eliminating the odors of the container and/or merchandise. 


d.  Unusual repairs









Appendix 3D: 	MBCI Corporate Loading/Packing Specifications
	
	
	
	
	

	
	
	
	 
	
	 
	
	

	Subject：
	
	 
	
	 
	

	Owner：
	 
	
	
	Last Date Revised: 5/31/19
	
	

	Originator：
	
	
	
	
	No.：
	
	

	Dir. Quality Sys.：
	
	
	Rev. No.：
	
	

	Control：
	
	
	Gov. Policy：
	
	

	 
	 
	 
	 
	 
	 
	 
	 


Description:	Packing and Container Loading-Apply to Sea Transportation/Air Freight by MBCI Asia Suppliers 
Stack: 	All face components should be packed face to face and back to back. Each layer need to use EPE foam for separation. 
Small pack: 	The wood drawer sides are hand wrapped in 4" shrink wrap on both ends of the sides in quantities of 10，11，20 or 22 pcs based. about the size and weight, (11 pcs for 15mm and 15.8mm thickness, 11 pcs or 22 pcs are acceptable for 85.7mm width parts. 10 pcs for 17.5mm thickness, 10 pcs or 20 pcs are acceptable for 85.7mm width parts. When drawer front are packed in the carton box, the gross weight shall be less than 25 pounds/box（11.5KG）. Corbel 16pcs/box，FFM component/lineal every 5 layer need carton stave between parts if these parts are in white wood status. For finish parts, EPE foam needs to be added between each layer. For filler, refer to Filler Packing SOS.
                             Door and DF should be face to face / back to back when packed in small cartons .EPE foam need to be added between each layer. If these small Door/DFs carton boxes are not placed inside of FFM, the carton needs to be wrapped with shrinkable film to prevent the damage of the cartons.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Moisture Proof: Need to use PE film wrapping products after stack on the skids. The carton box skids also need to be wrapped by PE film for moisture proof and protection. Loose loading products cannot be wrapped by PE film.
Protect:	Finish parts need to be packed by EPE foam film before PE film wrapping. The top and edge need corner protection.Ref.to Face Components Packing SOS. Do not use the wood corner for top edge protection to avoid damaging the top skid's bottom strip. Above 5.5mm thickness and 50mm width paper corner protect need to be added to protect the top edges and 4 vertical side edges before banding. Refer to the following photo A, the left 3.76mm thickness corner protection is not acceptable and the right 5.5mm thickness is acceptable. For loose loading carton boxes, the corrugate carton panel needs to be placed on anywhere if the carton box can touch container or skid.
This is to protect the color labels and cartons which are for sale. Refer to picture D when closing the door. The packed belt is used to stop the loaded goods from backwards or tilted to reduce the danger when open the door.
Banding：	Only PET bands can be used, plastic and steel bands are not acceptable. The band button needs to be PET.
Banding QTY：	At least 4 straps, 2 for length side and 2 for width side. If there are 4 support blocks in the length direction of the skid, the number of packing straps in the length direction shall be not less than 3. Do not contain support blocks when banding the pallet load. Refer to picture J. To prevent skid tray above, require two skids must beat together with packing tape (Graphic E), but must be able to ensure two skid height after packaging can be put in door of the container. Banding position need proper protection to avoid damage or deform the products. 
Carton Box：	All corrugated cardboard for packing, except for NHB products, are all required to use double layer corrugated cardboard. NHB can use single corrugated cardboard. All face components packing do not need cardboard shell. Only keep cardboard for the top and bottom and keep corner protection for top and side edges. PE shrinkable film need to wrap outside for protection. Refer to picture K.
Labeling： 	Each skid at least need labels on two side faces. Normal label for mass production use white paper with black print. Label for FAIR or TRIAL RUN should use yellow paper with black print, and need added one more label show FAIR or TRAIL RUN; The label need showing Customer name/Attend. To/ Ship to/ PO#/ SKID#/ Total SKIDS QTY. / Finish or Unfinished/ Packing Date/Parts Name/ Original/ Supplier/ Part#/ Size/ Vol. and who verify before packing etc.(Refer to Picture I). Guarantee no tape be attached to strap banding. If labeling after strap banding, do not tape over any of the strap banding.  When put white placards on or tape them on, guarantee no placard or tape on top of the straps. If labeling before strap banding, guarantee the barcode and other critical information on placard are visible and not hid by the banding.
Height of Skid:	Single pallet height not more than 1060mm, except special requirement.
Slip Sheet:	For the RTA/KITS carton packing, one above 9mm plywood panel need to be placed on the top of bottom pallet to protect the contact carton boxes.
Material Store:	All packaging materials must be placed indoors and cannot be placed in the open air to prevent from moisture. 
Pre-Loading 
[bookmark: OLE_LINK3][bookmark: OLE_LINK4][bookmark: OLE_LINK5]Container inspection: Before loading skids, need to go into the container with a flashlight and close the door check if have holes in the walls, floor, ceiling, and doors Then check to make sure there are no knives, straps, nails, or other debris that should not be in it. There are penalties for containers that have foreign material like knives, seeds, dirt, bugs, etc. or are damaged and leaking water onto our product, Suppliers shall make sure that containers are inspected in good lighting, preferably with a strong flashlight or portable light. Also, the supplier must inspect containers when they arrive to the factory; Supplier shall NOT wait to do the container pre-loading inspection until the time when ready to load the container. If a container has a hole, bad deal, or a leak and suppliers find it only at the time of container loading, suppliers shall incur a late shipment penalty or bad container penalty, if do not have it replaced.
[bookmark: OLE_LINK6][bookmark: OLE_LINK7]Loading Location: Keep loading inside, forbid to place the pallets in the puddles, the mud, the snow, the sun, and the places that can be stained or polluted.
Loading Requirements:	Need loading skids as the loading plan request. Loading plan shall calculate the weight and the weight of the products should be evenly distributed around the containers. The loading plan, packing list and inspection report need to be placed in the container. The products and cartons cannot be directly placed on container floor，except Vanity Comb and THD Vanity. NHB accessories can be loose loading on the top of the upper skid and fixed with the skid load. Vanity Combo can be placed directly on container floor. But the contact floor, the walls and the top must pre-place the cardboard (Refer to picture G/H); Vanity only VSDB24+VSDB30+VB18+VM2534+VM3034 can be loose loaded. VSDB24+VSDB30+VB18 KD can be loose loaded between skids space or on the top of the upper skid space. VM2534, VM3034 can only be loose loaded on the top of the upper skid space, not between the skids. Face components can only be loose loaded only on the top of the upper skid and fixed with the skid load together.
Protected against 
[bookmark: OLE_LINK8][bookmark: OLE_LINK9][bookmark: OLE_LINK10][bookmark: OLE_LINK11][bookmark: OLE_LINK12][bookmark: OLE_LINK13][bookmark: OLE_LINK14]Moisture:         All containers must contain desiccant（Picture F）， Brand：Designated by the supplier (Reference: SUD-CHEMIE, Type：Container DRI Ⅱ,  Specification: 4 pack/string, 140 grams per pack.) 20 feet container, one container at least 5kg (Reference：Place 6 strips of 4 consecutive bags, with 3 strips on each side, evenly distributed.) 40 feet container, one container at least 10kg (Reference：Place 12 strips of 4 consecutive bags, with 6 strips on each side, evenly distributed.) The main components of desiccant is calcium carbonate.
Entry: 		Forklift should enter pallet/skid as graphic B exhibits; Graphic C is wrong
[bookmark: OLE_LINK15][bookmark: OLE_LINK16][bookmark: OLE_LINK17][bookmark: OLE_LINK18]Fill Gap:	If the gap between skids or between skids and container doors is more than 150mm,the gap need to be filled with air bag or foam block. The wood rack, easy damage or small piece cannot be used to fill gap. One air bag can be used when the gap is less than 300 mm .When gap is between 300 mm and 500 mm, the skids need to be placed in the middle, fill air bags in left and right sides (Refer to picture E).If the gap is wider than 500 mm, supplier shall communicate with responsible people to change the order using more skids. After order adjustment, then guarantee the gap is less than 500 mm. After loading if the gap between the skid and the container door is greater than 150 mm, the last row of the skid shall be moved to close the door. Insure gap is less than 150 mm, and fill airbags between last row skid and the second last row skid. Forbidden to put the airbags between the skid and the door. This will be too dangerous for people who open container door, because skids may move when shipment and airbags may be compressed.
Pictures:	Take photos when before and after close the container doors, empty container, loading half, and full loading. The photos shall be kept at least 6 month.
[image: ]












Appendix 4F:	Commercial Invoice Requirements
COMMERCIAL INVOICE
The Commercial Invoice is a document provided to the international forwarder prior to or at the time of shipment.  It must include actual and correct information in accordance with all 19CFR part 141 US import regulations.  The commercial invoice (in English) is to include the following:

· The complete name and address of the seller
· The complete name and address of actual manufacturer if different than vendor/supplier
· The complete name and address of the Buyer/Consignee: (exactly as below depending on Purchase Order)

	MasterBrand Cabinets, Inc.
	Woodcrafters Cabinetry

	One MasterBrand Cabinets Drive
	1701 Haggar Avenue

	Jasper, IN 47546 
USA
	Weslaco, TX 78596-1266
USA

	
	

	Mid Continent Cabinetry 
	 Kitchen Craft of Canada

	831 South Columbus, 
	1180 Springfield Rd.

	Newton KS 67114
USA
	Winnipeg, MB  R2C 2Z2
Canada




· The complete ship to address, the address of MBCI’s manufacturing facility where the container is destined
· The complete name and address of the U.S. or Canada Customs broker notify party
· US – Expeditors International
· Canada – George H. Young & Co
· The country of Origin (Where the item was manufactured)
· The currency of the transaction  (In U.S. Dollars)
· The US port of entry
· The terms of sale (International Incoterm 2010)
· Wood Packaging Material Statement (or attach fumigation Certificate)
· Container number(s) (if shipping by ocean)
· Seal number(s) (if shipping by ocean)
· General Commodity Description –“ Wooden cabinets for permanent installation”, "cabinet parts and accessories”, etc
· Total gross weight and net weight 
· Total “Accurate” Cubic Measurement (CBM)
· The  purchase order number(s)
· Signature
· Complete commodity description: ie. Wooden Cabinets and parts of Wooden Cabinets
    





 For each line item shipped, the invoice is to include:
· MasterBrand Cabinets/Mid Con part number(s) and a full English general commodity description of the article without abbreviations or acronyms, as well as the description from purchase order.  
· Quantity shipped
· Unit price 
· Total/extended price
· Country of manufacture or country of origin of the product(s)

If a “No charge” item is included with the shipment, a value must still be declared for Customs purposes (current and true market value of the good or, at minimum, the complete cost).
Mark the invoice value: “For Customs Purposes Only – No Charge”



Template for Commercial Invoice


[image: ] 



























Appendix 4G: 	Packing List Requirements

PACKING LIST
· Packing Lists are to be in ENGLISH, issued by container and include the following:
· MasterBrand Part Number
· Unit Quantity
· Net Weight of each commodity
· Gross Weight of container
· Cubic Measurement of items in container
· Supplier’s name and ID (if applicable)
· Purchase Order number
· Container Number (if shipping via ocean transport)
· Container’s Seal Number (if shipping via ocean transport) 


	Complete packing list(s) must be:
     >> Enclosed in an envelope;
     >> Marked “PACKING LIST”;
     >> Affixed to the pallet facing the doors of the   container so that it is easily seen when the doors of the container are opened at destination.











Appendix 4H:	Wood Packaging Materials Statement
The term “solid packing material” used in previous USDA import regulations has been changed to “Wood Packaging Material” as of September 15, 2005.


Suppliers are not to use solid wood packaging material in MasterBrand/Mid Continent/Woodcrafters shipments to the United States, Canada or Mexico. 
[bookmark: 2]What is wood packaging material? Wood packaging material or WPM is also called Non-Manufactured Wood Packing (NMWP) or Solid Wood Packing Material (SWPM) defined as "hardwood and softwood packaging. Examples of WPM includes but not limited to pallets, skids, pallet collars, containers, crating/crates, boxes, cases, bins, reels, drums, load boards, and dunnage. 
Acceptable packaging material:   plywood, particle board, oriented strand board, veneer, wood wool, etc., which has been created using glue, heat, and pressure or a combination thereof used in supporting, protecting or carrying a commodity (includes dunnage).
Other acceptable packaging material: plastic, metal paperboard 

All suppliers must get pallets approved by MBCI quality prior to use.

[bookmark: 3]
Appendix 4I:	ISF Requirements - Importer Security Filing for US Imports
The following information must be provided to U.S. Customs no later than 24 hours before cargo is laden aboard a vessel - Supplier must provide this information according to the Shipping Instructions (5 days prior to vessel scheduled sailing). 
1. Manufacturer name and address 
Actual Manufacturer if different than vendor named on purchase order   
a. Name and address of the entity that last manufacturers, assembles, produces, or grows the commodity or name and address of the supplier of the finished goods in the country from which the goods are leaving.
2. Seller name and address
Vendor
a. Name and address of the last known entity by which the goods are sold or agreed to be sold.
b. If non-purchase, report the name and address of the owner of the goods.
3. Buyer name and address
MasterBrand Cabinets, Inc, One MasterBrand Cabinets Drive, Jasper, IN 47546 
or 
Mid Continent Cabinetry, 831 South Columbus, Newton, KS 67114
a. Name and address of the last known entity to which the goods are sold or agreed to be sold.   If non-purchase, report the name and address of the owner of the goods.
4. Ship to name and address
From MBCI or Mid Continent Purchase Order
a. Name and address of the first deliver-to party scheduled to physically receive the goods after they have been released from customs custody.
5. Container stuffing location  
a. Name and address(es) of the physical location(s) where the goods were stuffed into the container
6. Consolidator (stuffer) name and address - 
a. Name and address of the party who stuffed the container or made “ship ready”; or who arranged for the stuffing or for the goods to be made “ship ready”
7. Importer of Record Number 
MasterBrand Cabinets, Inc, One MasterBrand Cabinets Drive, Jasper, IN 47546 
or 
Mid Continent Cabinetry, 831 South Columbus, Newton, KS 67114
8. Consignee number(s)
MasterBrand Cabinets, Inc, 
or 
Mid Continent Cabinetry
9. Country of Origin
From MBCI’s Supplier
a. Country of manufacture, production, or growth of the article based upon the import laws, rules and regulations of the US
10. Commodity HTSUS number – 
a. Tariff number under which the article is classified in the HTSUS



Appendix 4J:       Lacey Plant and Wood Declaration Requirements – USA ONLY

The Plant and Plant Product Declaration Form must be completed for each shipment containing wood or wood products.  As per Section 3(f) of the Lacey Act, 16 U.S.C § 3372(f), inaccurate information on the declaration form may result in seizure and forfeiture of the goods pursuant to Section 5 of the Act, 16 U.S.C § 3374.  Failure to comply with the requirements of the Lacey Act can result in civil fines and criminal prosecution of the importer.  Additionally, violations can result in the suspension or revocation of any licenses/permits authorizing the import of plant/wood products.  Form on attached page.  If you need the original pdf format to complete, please email mclarkepalmer@masterbrand.com or awood@masterbrand.com 
Instructions for form completion:
1. Estimated Date of Arrival: Enter the date (MM/DD/YYYY) that the product is expected to enter the United States of America. 
2. Entry Number: Enter the U. S. Customs entry number assigned to this shipment. (Format: xxx-xxxxxxx-x) 
3. Container Number: Enter the number of the shipping container in which the product is being shipped - available from your shipping company. If there is no container number, please leave this section blank. 
4. Bill of Lading: Enter the Bill of Lading (BOL) number assigned to this shipment - available from the shipping company. If there is no Bill of Lading number, please leave this section blank. 
5. MID: Manufacturer Identification Code - available from the manufacturer or customs broker (19 CFR Appendix to Part 102). 
6. Importer Name: Enter the name of the import company or individual for the product. 
7. Importer Address: Enter the address of the import company or individual in #6. 
8. Consignee Name: Name of the individual or company who ordered and will ultimately receive the shipment. 
9. Consignee Address: Enter the address of the individual or company in #8. 
10. Description of the Merchandise: Enter the name of the plant or plant product, and its use (example: wooden spoons for kitchenware). If the use is unknown, enter only the name of the product (example: lumber). 
11. HTSUS Number: Enter the Harmonized Tariff Code for the merchandise described in #10 - available at http://www.usitc.gov/tata/hts/. 
12. Entered Value (in U.S. Dollars): Write the entered value of the imported merchandise described in #10 in U.S. Dollars. 
13. Article/Component of Article: Enter a brief description of each article, or component of an article, that is manufactured from plants or plant parts. (Example: A decorative item including a wood frame and 100 % recycled paperboard - enter the frame as a line item, and record the percent recycled material in the paperboard in section #13.) 
14. Plant Scientific Name: For each article/component in #14 enter the scientific name (example: See next page). If the species of plant used to produce the product varies, and the species used to produce the product is unknown, enter each species that may have been used to produce the product.
15. Country of Harvest: Enter the country of origin (where the plant was harvested) (example: See below). If the country of harvest varies, and is unknown, enter all countries from which the plant material in the product may have been harvested. 
16. Quantity of Material: How much product/merchandise is in the shipment (example: See below). 
17. Unit of Measure: Use the drop down box on the form to enter the units for #17. (example: See below). 
doz – dozen; kg – kilograms; m – meter; m2 - square meters; m3 - cubic meters 
18. % Recycled Material: If the product is paper or paperboard, enter the percentage of recycled material it contains (0 - 100%). If the percentage of recycled material varies, enter the average percentage of recycled material used in the product (example: If the percentage of recycled material used is between 25% and 45%, enter 35%). 
19. Submission of Paper Declaration: Importers should have the form available for Customs and Border Protection (CBP) to review at the port of entry. After CBP clears the shipment, the importer must mail the form to the USDA at the following address: 
The Lacey Act c/o U.S. Department of Agriculture Box 10 4700 River Road Riverdale, MD 20737 
Note: Sign and Print your name, and write the date on both sections of the form. 
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Wood Form for all Wood Products coming into MasterBrand/Woodcrafters/Mid Continent/KitchenCraft facilities 
Outside the United States.  This form is required. It should be submitted with your other documentation to the 
Forwarder at the time of Export. 

Wood Verification Form
	Directions: 
The MBCI Wood Verification Form is Required for all purchases of Wood coming into any 
	

	MasterBrand's facility, including all subsidiary facilities or 3PL facilities.
	
	
	

	Any shipment received without this form will be quarantined and rejected.  
	
	

	A copy of the form should be attached to the Pack Slip and Invoice for payment.
	
	

	This wood form must be faxed to our International team at the addresses below.
	
	
	

	MasterBrand and all its affiliates follows all U.S. Laws and Regulations.  
	
	
	

	This form is part of our ongoing Sourcing Compliance program related to the Lacey Act. 
	

	
Please review the sample form on tab 3 for examples on form completion
	
	
	
	
	
	
	
	

	If you have questions, please reach out to the MBCI Sourcing Compliance Team.
	
	

	mclarkepalmer@masterbrand.com or awinkler@masterbrand.com
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	

	Definitions
	
	

	MBCI -
	    All MasterBrand operations and its subsidiaries
	
	
	
	
	
	

	Shipper
	Seller of the Merchandise to MBCI
	
	
	
	
	
	
	

	Knowledgable Contact -
	A party working for the Shipper who knows about the wood
	
	
	
	
	
	
	

	
	being supplied

	Special Note
	
	
	
	

	 
	
	
	
	
	

	Ship Date
	The date the goods leave the Shipper's facility
	
	

	
	
	
	

	Delivery Location
	(City,  State & Country) where goods  deliver               
	
	
	
	
	
	

	Product Description
	Material being purchased by MBCI
	
	
	

	Wood Description
	Type of Wood, Maple, Oak, 
	
	
	

	TSCA Required
	This answer should be Yes or No based on product description. If  
	
	
	

	
	answer is yes, all additional TSCA requirements must also be met.
	

	Country of Harvest
	The country  where the log, making up the good, was felled.
	
	
	
	

	
	(The Tree was cut and fell)
	
	
	
	
	

	Email this form to 
	With Invoice and Packing Slip
	

	
	
	

	For Import in USA
	MSMccullough@masterbrand.com
	
	

	For Import in USA
	MClarkePalmer@masterbrand.com
	
	
	
	
	

	For Import in Mexico
	cesar.cisnerors@woodcrafters-tx.com
	
	
	
	
	

	For Import into Canada
	kkostecky@masterbrand.com
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	This is a REQUIRED Form for all shipments of wood or wooden components to MBCI/Woodcrafters not imported directly into the United States

	All fields are Required
	
	

	
	
	
	

	Shipper
	 
	

	Factory Address
	 
	Today's DATE
	 

	City
	 
	State
	 

	 
	
	Postal Code
	 

	Persons who can answer questions about this document and the wood sold to MBCI

	Knowledgeable Shipper Contact
	 
	
	

	Phone for Contact
	 
	Email Address
	 

	Shipment and Order Delivery Details

	Ship Date
	 
	Purchase Order
	 

	Trailer/Container Number
	 
	Invoice Number
	 

	Truck Carrier Delivering to Plant
	 
	Buyer -  MBCI/Norcraft/WC
	 

	Delivery Location 
	 

	Product Details

	Product Description
	 
	
	

	Wood Description
	 
	TSCA Required
	 

	Amount Shipped/QTY
	 
	Bundles/Ctns/Pcs
	 

	Shipment KGS
	 
	Shipment CBM
	 

	
	
	
	

	
	
	
	

	All possible genus/species combinations must be listed below.
	

	Genus
	Species
	Country of Harvest
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	 
	 
	 
	

	I certify the above it true and correct to the best of my knowledge and belief.
	
	Signature of Knowledgeable Party:
	

	
	
	
	

















Appendix 4K:	Certificate of Origin/Statement of Processing 
A certificate of origin must be provided by the supplier on all shipments for MasterBrand / Mid-Continent /Norcraft /Woodcrafters, effective May 22, 2013.
	Owner/Seller
	Supplier Name

	Address of Shipper
	Address of Shipper

	Consignee
	The person or company who receives the goods for end use 

	Marks  & Numbers
	Any special marks, codes, numbers on the cartons

	Total Number of Packages
	Enter total number of cartons for this shipment

	Weight
	Enter the shipping weight 

	Description
	Include purchase order number and part numbers for each commodity being shipped/exported.  
Include what the commodity is made of and what it will be used for (similar to commercial invoice).

	Bill of Lading /Airway Bill
	The Bill of Lading number or Airway bill number for the shipment

	Date and Signature
	The date the document was created.
Must be signed by a knowledgeable party.  Someone who can verify the product or part’s origin.




















Appendix 4L:	TSCA Statement (USA Only)
As part of compliance requirements the following statement must be signed by a knowledgeable on Toxic Control Substance Act and appear on documentation and shipping labels  as well as accompany all documents to the forwarder.

TSCA Title 6 Compliant





















Appendix 5A:	Additional Compliance
As part of our commitment to full compliance with all U.S. Customs regulations, MasterBrand Cabinets, Inc. requires that our suppliers meet and exceed the requirements of all U.S. Government agencies when exporting products to MasterBrand Cabinets, Mid Continent Cabinetry or Woodcrafters Home Products.  If requested, you must also provide the International Trade & Customs Compliance Department (in a timely manner), any additional information required for U.S. Customs or other U.S. government agency for import clearance or delivery.
Goods supplied to MBCI must be marked with the country of origin (single country of manufacture or last country where substantial transformation took place if the manufacturing takes place in more than one country).  
Shipping Marks for each carton must contain the following: 
P.O. Number
Carton Number  (1 of ___)
MBCI Part Number
Country of Origin
MasterBrand Cabinets
Supplier Name

This information should be listed on the outer most carton within the shipping container as well as the product if a finished good and not a component.
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Commercial Invoice  Template - A.xlsx


Commercial Invoice Template - A.xlsx
Invoice Template

		Example:  Customs Commercial Invoice  must be typed in 10 point font



														Invoice Number

		Seller:												Date

														MBCI P.O. Number



												Ship To: 		MasterBrand Cabinets

												Deliver To:		Final Delivery Destination

		Buyer/Consignee:		MasterBrand Cabinets, Inc.
One MasterBrand Cabinets Dr.
Jasper, IN 47546



												U.S. Customs Broker

												Notify Party: 		Expeditors International

														Contact: Teresa Burkhardt

		Manufacturer :												3881 Business Park Dr

														Louisville, KY  40213

														Tel: 502.367.6700

														Email: teresa.burkhardt@expeditors.com

		US Port of Entry		Container No.		Seal No.		Carrier Bill of Lading Number						Terms of Sale / Incoterm 2010		Country of Origin

														FOB   

		Total Gross Weight		Total Net Weight		Total Cubic Amt		Commodity:

								Cabinets for Permanent Installation, Component Cabinet Parts and Accessories										USD

		PO Number		MBCI Part Number		Country of Origin/Mfg		Item No.		Description						Quantity Shipped		Unit Price		Ext. Price

										Cabinet, PO Description

07013309: This should be a complete commodity description as well as the MBCI description


										Cabinet part, door, PO Description

										Accessory, PO Description

										Vanity Cabinet, PO Description

										Hardware - Hinges, PO Description

										Screws, PO Description

										Cabinet, PO Description

														Total

		Signature of Knowledgable Party

																		Date
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Certificate of Origin/Statement of Deep Processing 


 


Shipper:  xxxxxxxxxxxxxx 


  xxxxxxxxx Road 


  xxxxxxx, China 


 


Consignee:  MasterBrand Cabinets 


  One MasterBrand Cabinets Drive 


  Jasper, IN 47546 


  


The products described below shipped on bill of lading number, ____________________, 


dated, __________were produced in __________________.  


 


Purchase Order: 


Product Description:  


Marks: 


Packages: 


Weight: 


 


The following statement should be used for all wooden products. 


We, the undersigned, hereby confirm that the wooden products of the above mentioned 


shipment are thru deep processing.  Processing Techniques are as listed as follows:  


1. Preparing materials  


2. Wood treatment process, including cutting, heating, drying    


3. Pressing Process  


4. Formation Process  


5. Painting Process 


6. Assembly Process 


7. Packing Process 


 


These Products are completely produced in XXXXXXX (country name) and will not be further 


processed in China. 


Authorized signatory  


```````````````````````````````````````````````````` 


Name of Signatory  


Title of the signatory  


Name of the manufactory  
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