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User Guide:  Commercial Invoice

Purpose:

The definition of a commercial invoice is a priced list of goods shipped, identifying seller and buyer and includes sales and payment terms.  It represents the agreement between the seller and the buyer.  This document is used for many purposes and by several entities in the process of the international transaction.

For customers that request a Proforma invoice NOT for payment purposes – a copy can be obtained by doing the following:


* Click “Form”

* Select “Open”


* Enter in “PCB Proforma Invoice” in box titled “all containing”


* Enter in applicable information


* Select Preview (and print from this screen)
For orders that require an invoice to pay upon, prior to shipment – follow the above steps.

* Enter an Object Note on the Customer Order to Accounting- “SM-INV-Do Not Mail Invoice – proforma
  invoice processed”.
 
* Retain copy of Proforma invoice with the original CO.

Basic Information on a Commercial Invoice:

1. Customer Account Number: the seller assigns this number to the customer.  It identifies the customer in the PCB accounting and sales system.

2. Sold to addressee:  The buyer.  The party responsible for remitting the invoice total and any duties.

3. Ship to:  This is the name and address of the consignee so that the freight forwarder or carrier can properly consign the shipping documents.

4. Exporter or US Principal Party In Interest (USPPI): The name and address of the party who expects to be paid for the goods covered by the invoice.  It is usually the party responsible for exporting the goods from the United States.  It is otherwise know as the exporter of record or USPPI – U.S. Principal Party in Interest.

5. Invoice Date: Date PCB invoiced the customer.  PCB invoices same day as shipment, but prints, mails or faxes invoices the next date. 

6. Invoice Number:  Reference number that Accounting uses to identify the payment when it is made.  This number prints after the invoicing processing is complete.

7. Customer Purchase Order Number:  Reference number assigned by the buyer.

8. Date Shipped:  Date order left the factory dock.

9. Ship Via:  Method/name of the designated carrier that will take responsibility for the transportation of the goods up to the designated ship to address named on the commercial invoice.

10. INCO Terms: Internationally recognized terms of sale used to define cost responsibility and transfer fo risk of loss of goods shipped. 
11. Terms:  Method of payment – The payment terms that have been agreed upon between the buyer and seller.  

12. PCB Order Number:  This number is assigned by the exporter or seller and is used for PCB accounting purposes to identify the order.

13. Item:  Defines line items on a given order in ascending numerical fashion.

14. Quantity shipped:  The total number of units of the described goods.

15. Model Number: Product or service model or part number.

16. Description:  The description of the goods shipped should match the description on the purchase order, import license and/or proforma invoice according to model numbers and product name.

17. Unit Price:  Price per unit of goods being sold.  

18. Amount:  Ex works value.   Total of the unit price times the quantity of units sold.  The value of the goods, packaging and other costs incurred to place the goods at the disposal of the buyer on the seller’s dock.   This amount will be the basis of valuing the goods for duty purposes.

19. Initials of sales personnel responsible for accepting and processing the order.

20. Three-digit code designating the order to a distributor or territory.

21. Certification statement that defines products are made in USA.  A note to buyer indicating to remit in U.S. funds.

22. Destination control statement confirms that the goods are exported in accordance with U.S. export law. 

23. Freight:  Cost of prepaid freight.

24. Miscellaneous charge:  Any charge added to the cost of goods relative to the processing of the order.  These costs are negotiated between the buyer and the seller.  

25. Total Invoice Value:  The total value of all costs that are to remitted to party that expects to be paid for the goods or services covered by the invoice.

At least (1) Signed original and (3) copies of commercial invoice must accompany each shipped order, unless otherwise specified by buyer.  Commercial invoice and copies are printed by Logistics at the time order is complete.  
Unusual Conditions:  

· Order text should contain bank information for payment remittance, if necessary.

· If country of final destination is not evident in the billing and shipping addresses, the commercial invoice must contain a note to that effect, e.g.: Country of final destination: Mexico.

·  A commercial invoice can be used when a proforma invoice is requested.  The paperwork must be identified as proforma invoice.
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