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Managing your Customs Process

Ensure smoother customs clearance as an NRI

Documentation required for  
customs release
In addition to a copy of the commercial invoice, a completed 

Canada Customs Invoice (CCI) is required if the shipment 

is valued at $2,500 CAD or more. When you complete the 

commercial invoices and/or CCI, be sure your imported 

goods are described clearly. This enables Customs to 

determine the correct selling price and any inclusions 

(customs duties, GST/HST, customs brokerage and freight 

charges).

Additional documentation (permits/certificates/licenses, bills 

of lading) may be required depending on the type of goods 

you’re shipping and their associated import requirements. 

A sample of a CCI with tips on how to properly complete it 

follows.

The right documents can prevent 
costly border delays.

The paperwork that Non-Resident Importers (NRIs) complete is different from that which you currently fill out. Nonetheless, there’s 

no more documentation than what you manage right now (and having NRI status is worth it in the long run). A good customs 

broker can help you understand the differences and ensure you have the correct paperwork for every shipment.



How to complete the Canada Customs Invoice
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Instructions to complete the Canada 
Customs Invoice

1 Vendor (Name and Address)
Have you indicated the full legal name, address and 

country of the seller?

2 Date of Direct Shipment to Canada
Have you shown the date on which the goods began 

their continuous journey to Canada?

3 Other References (include Purchaser’s  
Order No.)

Do you know the purchaser’s order number, or the vendor’s 

commercial invoice number? (This information is not 

mandatory but may be helpful in referencing the shipment.)

4 Consignee (Name and Address)
Have you indicated the full name and address of the 

consignee? (This is the person or company in Canada to 

whom the goods are being shipped.)

5 Purchaser’s Name and Address (if other  
than Consignee)

Have you sold the good to a party that is different from the 

consignee? (If YES, provide the complete name and address 

of the person or company in Canada to whom the goods 

are being sold.) NOTE: This field refers to the “Importer of 

Record”. For a non-resident importer the shipper is normally 

both the purchaser and the vendor.

6 Country of Transhipment
Have the goods been transhipped? If so, record the 

country through which the goods were shipped in transit to 

Canada, if applicable.

7 Country of Origin of Goods
Are all the items the same? (If YES, indicate the 

Country of Origin. If NO, mark “Various” in field 7 and 

indicate the country of origin for each item along with its 

corresponding product description in field 12.)

8 Transportation
Have you specified the complete shipment routing 

details? (Including carrier, mode of transport and place from 

which the goods began their continuous journey to Canada?) 

NOTE: If this is a PARS shipment, the carrier’s bar

code label may be placed here.

9 Conditions of Sale and Terms of Payment
Have you specified the terms of sale? (It is extremely 

important that you fully describe the terms and conditions 

agreed upon by the vendor and the purchaser. Be sure to 

indicate any applicable discounts for early payment, etc.)

10 Currency of Settlement
Has the currency of settlement been shown? (Always 

remember to indicate the currency in which the vendor’s 

demand for payment is made.)

11 No of Pkgs
Have you indicated the type of packaging and 

number of packages?

12 Specifications of Commodities
Have you provided a detailed description of each 

item? (This information is most important. In addition to a 

proper identifying description in commercial terms, include 

such details as the function of the item, the material of 

which it’s made and the condition – whether new, used, 

etc.) Packages are to be legibly marked and numbered on 

the outsidepect a response within a few hours. For more 

urgent matters, like shipment delays, the response should 

be immediate. Your broker should be flexible enough to 

solve problems on the spot as they occur. for identification of 

the contents and invoice descriptions. NOTE: If the invoice 

total in field 17 includes amounts for duty, GST/HST, customs 

brokerage or freight, a break-down of these amounts 

should be indicated here (show the total in field 23). This 

often applies to NRIs where goods are sold to customers in 

Canada on a “landed” basis inclusive of all import costs.

13 Quantity
Have you indicated the quantity of each item in field 

12 in the appropriate unit of measure? (Number, weights, 

volume, etc.)

14 Unit Price
Did you show the unit price of each item using the 

currency of settlement? (If the goods were not sold, show the 

amount per article for which they would otherwise be sold.)

15 Total
Have you indicated the total price of each item? 

(Indicate the total price for each item in the currency of 

settlement for the number of items recorded in the  

quantity field.)



16 Total Weight
Did you indicate both the total net and gross weight 

of the goods? (Net weight excludes packaging materials.)

17 Invoice Total
Have you shown the total invoice price? (Indicate the 

total price paid or payable in the currency of settlement for 

the goods described on the invoice.)

18 Commercial Invoice No.
Is there an attached commercial invoice? (If YES, 

check the box in field 18 and indicate the commercial invoice 

number.)

19 Exporter’s Name and Address
Is the exporter different from the vendor shown in 

field 1? (If YES, indicate the full legal name, address and 

country of the exporter.)

20 Originator (Name and Address)
Have you indicated the name, address, and phone 

number of the person/company completing the invoice? 

(This should be a responsible individual in the vendor’s 

organization who has knowledge of the transaction.)

21 Department Ruling (If applicable)
Have you shown the numberand date of any Canada 

Border Services Agency ruling relating to the shipment?

22 Are fields 23 to 25 applicable to your 
situation?

If YES, leave unchecked and complete the applicable field 

23-25. If NO, check the box in field 22.

23  -   25 NOTE 

The completion of these fields is self-explanatory with the 

exception of export packing. The amount of “export packing” 

must be indicated if additional packaging was required 

solely for the international transportation of goods (i.e., 

other than what would normally be required for domestic 

transport). For non-resident importers, these fields may be 

used to indicate any duty, GST/HST, brokerage and freight 

that has been included in field 17.

Customs release options
There are two options when it comes to customs release:

 ● Release on Minimum Documentation (RMD): RMD allows 

importers who have posted the required security to 

obtain release of their goods by presenting data for 

interim accounting. Full accounting data and payment are 

not required at the time of release, but they are required 

within certain time frames.

 ● Pre-arrival Review System (PARS): PARS allows 

importers and brokers to submit RMD information to 

the Canada Border Services Agency (CBSA) for review 

and processing before the goods arrive in Canada. 

This speeds up the release or referral for examination 

process.



www.livingstonintl.com

Contact Livingston  

Have questions or need help with your 

shipments? Contact your account executive,

write to us at: simplify@livingstonintl.com

or give us a call at 1-800-837-1063

Advance Commercial Information  
(ACI) program
If you’re already shipping goods to Canada, you’re most 

likely aware of the ACI program. It provides CBSA with 

electronic pre-arrival cargo information in order to identify 

health, safety and security threats related to commercial 

goods, before the goods arrive in Canada. As an NRI, you 

are still required to meet all the program requirements.

The ACI program requires the following:

 ● Marine carriers to electronically transmit marine cargo 

data to CBSA 24 hours prior to loading cargo at a foreign 

port. This includes marine shipments loaded in the United 

States.

 ● Air carriers and freight forwarders to electronically 

transmit conveyance, cargo and supplementary cargo 

data to CBSA four hours prior to arrival in Canada (where 

applicable).

 ● As of 2011, the “eManifest” component of ACI requires 

the electronic transmission of advance cargo and 

conveyance information from carriers for all highway and 

rail shipments. In addition, the electronic transmission 

of advance secondary data will be required from freight 

forwarders, and the electronic transmission of advance 

importer data will be required from importers or their 

brokers.

The ACI program creates border efficiencies by:

 ● Identifying high risk shipments before they arrive using 

automated risk assessment tools.

 ● Tightening supply chain security at a global level.

 ● Strengthening customs/business co-operation.

For anyone who imports goods across the border, 

paperwork is a fact of life. If you happen to be an NRI, there’s 

still the same amount of paperwork required, however there 

are a few differences.

The key to ensuring a faster, smoother clearing process is to 

take a page from the Boy Scouts – “always be prepared”.

If you want to learn more about the documentation required 

for NRIs, talk to your customs provider.


