
Instructions for Completion of Sanitary Certificate Request

To facilitate the timely and accurate processing of certification requests, we strongly encourage you to review all information contained in this instruction.  Please allow 5 business days for processing.


Start the Process

· Applicants requesting sanitary certificates must complete the Sanitary Certificate Worksheet found at: http://www.ams.usda.gov/services/imports-exports/dairy-sanitary-certificates   
· Completed requests may be submitted by one of the following methods:
· Email your .doc or .docx request to: DairySanitaryCerts@ams.usda.gov.
· Fax; Fax number 202-720-2643
· [bookmark: _GoBack]Courier; Courier address is:

	Export processing
USDA, Agricultural Marketing Service
Dairy Programs, Dairy Grading Branch
Room 2746-S
1400 Independence Avenue, SW
Washington, D.C. 20250-0230
	Phone Number:  202-720-3171



What to Expect

· Certificates are processed in the order they are received. Emailed requests receive priority.
· Sanitary certificates are issued in English. (Emailed requests can be requested in dual language; English and Spanish.)
· All completed documents are returned to the applicants by U.S. Mail unless an express mail return label is received with the request.  
· Sanitary certificates are billed at the rate of one hour at the published hourly rate. Certified copies are billed at the rate of ½ hour of the published hourly rate.  Additional services, such as faxes or special handling will result in additional charges.  Current hourly rates are published in the Federal Register.
· No alterations may be made to the certificate after the endorsement by AMS.





Applicant Responsibilities

· Sign your request.  For emailed requests, check the box stating “I acknowledge that by checking this box that the information provided is factual and accurate.”
· Submit only information that is accurate and supported with documentation.
· Maintain supporting documentation for one year following your certification request. 
· Maintain your account in good standing by remaining current on payment of bills associated with certification. 

Help Us Keep the Process Moving Efficiently

· When possible, submit requests electronically.  
· Provide only one airway bill when multiple requests are contained within the same email request.
· When providing return labels, do not indicate USDA as the sender.  The courier service will need to contact you if they encounter a problem.
· Allow 5 business days for processing.  

What Do We Mean By…?

· Applicant: 

An applicant is the entity, individual or company requesting the export certificate.  A broker, shipper, manufacturer or end product user may act as the applicant.  The applicant will be billed for the certification request.  The Applicant does not need to be the Consignor.

· Approved facility: 

An approved facility for the purposes of requesting a sanitary certificate is a facility that appears on one of three lists:  Interstate Milk Shippers List ; Dairy Plants Surveyed and Approved for USDA Grading Service and European Union Dairy Plant Reference List.  If the facility is not listed on one of these lists, we will not be able to issue a sanitary certificate for you.

· Sanitary Certificate: 

This certificate is for dairy and dairy based products for export from the United States.
This certificate may be used for countries other than the following countries: Algeria; Argentina; Brazil; Chile; China; Cuba; European Union; Peru; Tunisia and Uruguay.   These countries have negotiated bilateral export certificates with the United States.

Features of the Email Request System

· We give priority to Emailed requests over faxed or couriered requests.
· You will be notified by Email when your Email request is processed.
· You will be emailed an electronic invoice when your Email request is processd. 
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Instructions and explanations for filling out worksheet:

All worksheets with incomplete, inaccurate, or illegible information will not be processed. (The number in parenthesis ( ) behind each label is the number of characters allowed by the system.)
FAXED COPIES/ADDITIONAL CERTIFIED COPIES
Check the faxed copies box if you wish to have a copy of the completed certificate faxed to the fax number provided in box 6.  If you need additional certified copies please indicate the number of copies needed in the box next to “ADDITIONAL CERTIFIED COPIES”.  There will be an additional charge for each of these services.
1. CONTACT NAME (75)
Who should AMS contact with questions regarding this certificate request?
2. AMS BILLING ACCT. (50)
This is the AMS applicant number from the Dairy Grading Branch billing system.  Applicant numbers can be obtained or verified from Bari Kinne at: 630-437-5073 or Bari.Kinne@ams.usda.gov .  This is a seven digit number.
3. BILLING REFERENCE (25)
This is an optional field for your internal reference information.  This information will appear on the monthly statement next to the charges for the export certificate.  The information you provide will help to identify this particular request.
4. E-MAIL ADDRESS (255)
Provide an e-mail address for notifications regarding the processing and billing of this request.
5. CONTACT PHONE (40)
Provide a telephone number us to contact you with questions.  Include area code and country code if applicable.
6. FAX (40)
Provide a fax number where information regarding the certificate request can be directed.
7. COMPANY (75)
Provide the name of company to which the certificate should be mailed.  If the request for the certificate is by a private individual, put NA (for not applicable) in this box. 
8. CONTACT (75)
Who should AMS mail the certificate to when completed?
9. STREET (75)
Provide the street address for the mailing address.
10. CITY (35)
Provide the city for the mailing address.
11. STATE (10)
Provide the state for the mailing address.
12. ZIP (35)
Provide the zip code for the mailing address.
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The information requested below will appear on the export certificate.  
CONSIGNOR 
13. NAME (75)
Enter the name of the consignor (entity in the U.S. exporting the product).
14. ADDRESS (150)
Enter the address of the consignor.
15. CITY/STATE (100)
Enter the city and state of the consignor.
CONSIGNEE 
16. NAME (75), 
Enter the full name of the consignee (entity receiving the product).
17. ADDRESS (225) 
Enter the address of the consignee (including city and state/country).
18. COUNTRY CODE (2) 
Enter the country code of the consignment destination.  Exhibit 1 contains a list of the country codes.
IDENTIFICATION OF DAIRY PRODUCTS 
19. DESCRIPTION OF COMMODITY (250)
Include a general description of the exported products, for example: dry milk powder; cheddar cheese.
20. KIND OF HEAT TREATMENT (HTST; PASTEURIZED) (255)
Describe the process used to provide safeguards that have been taken with the aim of avoiding public health hazards arising from pathogenic organisms associated with milk, for example: pasteurized; or aged 60 days.
21. TYPE OF PACKAGING (50)
Enter a brief description of the type of packaging, for example: 25 kg corrugated boxes; 25kg kraft bags with poly liners.
22. NUMBER OF PACKAGING UNITS (10)
Provide the total number of packages of dairy products that are being certified in the consignment.
23. NET WEIGHT (15)
Enter the net weight of the dairy products in the consignment.    Net weight is the weight of the materials shipped not including packaging.
24. REQUIRED TEMPERATURE DURING STORAGE AND TRANSPORTATION (150)
Enter the temperature requirements for transportation and storage of the product, for example: Ambient; chilled; Frozen; Frozen -20°C.
25. EXPIRATION DATE (120)
Enter the expected shelf life of the product. If an expiration date is printed on the label that is the date that should be used.
MANUFACTURER
26. PLANT NUMBER (20)
Enter the plant number for the approved facility(s) producing or packaging the finished product being exported. There are three blanks to allow for up to three different production facilities to be entered.   Enter one plant number per field.  If using the State assigned plant number, include the State identifying number.  (For example, 27-XXX; 06-XX; 55-XXX)  When the certificate is processed the plant name and location will appear on the final document.  If you enter a plant number that is not found on one of the lists mentioned on page two of these instructions, the certificate will not be processed.  Do not include any characters in the plant number field such as EU#123456, just put the number 123456.
SHIPMENT INFORMATION
27. DEPARTURE PORT (100)
Enter the port (city and state) of exit from the U.S. (place of loading on to the ship or plane).  In cases where the port of exit is not known, the location (city and state) of the warehouse from which the consignment is shipped to the port of exit may be used.
28. TRANSPORT TYPE (255)
Enter the method of transport.  If the country requires container and seal number(s) enter them here.
SIGNATURE (for faxed or couriered copies)

You must sign the request.   By signing the request you are acknowledging that you are responsible for the information being factual and accurate.  For e-mailed requests this requirement is satisfied by checking the box “I acknowledge that by checking this box that the information provided is factual and accurate”.
29. DATE
Right click on this field and select “Update Field”.  This will update the field to the current date.
REQUESTING THE CERTIFICATE

When you have completed the document, save a copy of it for your records (please use a unique name for each request).  You can then e-mail the request as a Word file attachment to DairySanitaryCerts@ams.usda.gov.  Attach the proper PDF return label to the document. If no return label is attached the certificate will be returned to you via US mail.  You can attach multiple requests to one e-mail. 

If you intend to fax or mail this request print out only the worksheet page and fax or mail it to the address above. Please include a return label with your request.  E-mailed in requests are given priority over faxed or mailed requests. 
REQUESTING AN AMENDMENT
Original certificate requested via Email

Make the changes you are requesting to the original file.  Save the modified document to a new file name.  .  Email the file and a PDF return label to the address above. In the email subject box put “AMENDMENT request for certificate DX-XXXXXXX”, include only one amendment per email unless it is clear which file is amending which certificate (such as using the original certificate number for the file name).  

Original requested by Courier or Fax

Make a copy of the original certificate. Make the changes needed on this copy.  Fax the marked up copy to the Dairy Grading Branch with a return label. 
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	Country Name
	ISO Code

	UNITED STATES MILITARY
	US

	AFGHANISTAN
	AF

	ALBANIA
	AL

	AMERICAN SAMOA
	AS

	ANDORRA
	AD

	ANGOLA
	AO

	ANGUILLA
	AI

	ANTARCTICA
	AQ

	ANTIGUA AND BARBUDA
	AG

	ARMENIA
	AM

	ARUBA
	AW

	AUSTRALIA
	AU

	AZERBAIJAN
	AZ

	BAHAMAS
	BS

	BAHRAIN
	BH

	BANGLADESH
	BD

	BARBADOS
	BB

	BELARUS
	BY

	BELIZE
	BZ

	BENIN
	BJ

	BERMUDA
	BM

	BHUTAN
	BT

	BOLIVIA
	BO

	BOSNIA AND HERZEGOWINA
	BA

	BOTSWANA
	BW

	BOUVET ISLAND
	BV

	BRITISH INDIAN OCEAN TERRITORY
	IO

	BRUNEI DARUSSALAM
	BN

	BURKINA FASO
	BF

	BURUNDI
	BI

	CAMBODIA
	KH

	CAMEROON
	CM

	CANADA
	CA

	CAPE VERDE
	CV

	CAYMAN ISLANDS
	KY

	CENTRAL AFRICAN REPUBLIC
	CF

	CHAD
	TD

	CHRISTMAS ISLAND
	CX

	COCOS (KEELING) ISLANDS
	CC

	COLOMBIA
	CO

	COMOROS
	KM

	CONGO, Democratic Republic of (was Zaire)
	CD

	CONGO, People's Republic of
	CG

	COOK ISLANDS
	CK

	COSTA RICA
	CR

	COTE D'IVOIRE
	CI

	DJIBOUTI
	DJ

	DOMINICA
	DM

	DOMINICAN REPUBLIC
	DO

	EAST TIMOR
	TL

	ECUADOR
	EC

	EGYPT
	EG

	EL SALVADOR
	SV

	EQUATORIAL GUINEA
	GQ

	ERITREA
	ER

	ETHIOPIA
	ET

	FALKLAND ISLANDS (MALVINAS)
	FK

	FAROE ISLANDS
	FO

	FIJI
	FJ

	FRANCE, METROPOLITAN
	FX

	FRENCH GUIANA
	GF

	FRENCH POLYNESIA
	PF

	FRENCH SOUTHERN TERRITORIES
	TF

	GABON
	GA

	GAMBIA
	GM

	GEORGIA
	GE

	GHANA
	GH

	GIBRALTAR
	GI

	GREENLAND
	GL

	GRENADA
	GD

	GUADELOUPE
	GP

	GUAM
	GU

	GUATEMALA
	GT

	GUINEA
	GN

	GUINEA-BISSAU
	GW

	GUYANA
	GY

	HAITI
	HT

	HEARD AND MC DONALD ISLANDS
	HM

	HONDURAS
	HN

	HONG KONG
	HK

	ICELAND
	IS

	INDIA
	IN

	INDONESIA
	ID

	IRAN (ISLAMIC REPUBLIC OF)
	IR

	IRAQ
	IQ

	ISRAEL
	IL

	JAMAICA
	JM

	JAPAN
	JP

	JORDAN
	JO

	KAZAKHSTAN
	KZ

	KENYA
	KE

	KIRIBATI
	KI

	KOREA, DEMOCRATIC PEOPLE'S REPUBLIC OF
	KP

	KOREA, REPUBLIC OF
	KR

	KUWAIT
	KW

	KYRGYZSTAN
	KG

	LAO PEOPLE'S DEMOCRATIC REPUBLIC
	LA

	LEBANON
	LB

	LESOTHO
	LS

	LIBERIA
	LR

	LIBYAN ARAB JAMAHIRIYA
	LY

	LIECHTENSTEIN
	LI

	MACAU
	MO

	MACEDONIA, THE FORMER YUGOSLAV REPUBLIC OF
	MK

	MADAGASCAR
	MG

	MALAWI
	MW

	MALAYSIA
	MY

	MALDIVES
	MV

	MALI
	ML

	MARSHALL ISLANDS
	MH

	MARTINIQUE
	MQ

	MAURITANIA
	MR

	MAURITIUS
	MU

	MAYOTTE
	YT

	MEXICO
	MX

	MICRONESIA, FEDERATED STATES OF
	FM

	MOLDOVA, REPUBLIC OF
	MD

	MONACO
	MC

	MONGOLIA
	MN

	MONTSERRAT
	MS

	MOROCCO
	MA

	MOZAMBIQUE
	MZ

	MYANMAR
	MM

	NAMIBIA
	NA

	NAURU
	NR

	NEPAL
	NP

	NETHERLANDS ANTILLES
	AN

	NEW CALEDONIA
	NC

	NEW ZEALAND
	NZ

	NICARAGUA
	NI

	NIGER
	NE

	NIGERIA
	NG

	NIUE
	NU

	NORFOLK ISLAND
	NF

	NORTHERN MARIANA ISLANDS
	MP

	NORWAY
	NO

	OMAN
	OM

	PAKISTAN
	PK

	PALAU
	PW

	PALESTINIAN TERRITORY, Occupied
	PS

	PANAMA
	PA

	PAPUA NEW GUINEA
	PG

	PARAGUAY
	PY

	PHILIPPINES
	PH

	PITCAIRN
	PN

	PUERTO RICO
	PR

	QATAR
	QA

	REUNION
	RE

	RUSSIAN FEDERATION
	RU

	RWANDA
	RW

	SAINT KITTS AND NEVIS
	KN

	SAINT LUCIA
	LC

	SAINT VINCENT AND THE GRENADINES
	VC

	SAMOA
	WS

	SAN MARINO
	SM

	SAO TOME AND PRINCIPE
	ST

	SAUDI ARABIA
	SA

	SENEGAL
	SN

	SEYCHELLES
	SC

	SIERRA LEONE
	SL

	SINGAPORE
	SG

	SOLOMON ISLANDS
	SB

	SOMALIA
	SO

	SOUTH AFRICA
	ZA

	SOUTH GEORGIA AND THE SOUTH SANDWICH ISLANDS
	GS

	SRI LANKA
	LK

	ST. HELENA
	SH

	ST. PIERRE AND MIQUELON
	PM

	SUDAN
	SD

	SURINAME
	SR

	SVALBARD AND JAN MAYEN ISLANDS
	SJ

	SWAZILAND
	SZ

	SWITZERLAND
	CH

	SYRIAN ARAB REPUBLIC
	SY

	TAIWAN
	TW

	TAJIKISTAN
	TJ

	TANZANIA, UNITED REPUBLIC OF
	TZ

	THAILAND
	TH

	TOGO
	TG

	TOKELAU
	TK

	TONGA
	TO

	TRINIDAD AND TOBAGO
	TT

	TURKEY
	TR

	TURKMENISTAN
	TM

	TURKS AND CAICOS ISLANDS
	TC

	TUVALU
	TV

	UGANDA
	UG

	UKRAINE
	UA

	UNITED ARAB EMIRATES
	AE

	UNITED STATES MINOR OUTLYING ISLANDS
	UM

	UZBEKISTAN
	UZ

	VANUATU
	VU

	VATICAN CITY STATE (HOLY SEE)
	VA

	VENEZUELA
	VE

	VIET NAM
	VN

	VIRGIN ISLANDS (BRITISH)
	VG

	VIRGIN ISLANDS (U.S.)
	VI

	WALLIS AND FUTUNA ISLANDS
	WF

	WESTERN SAHARA
	EH

	YEMEN
	YE

	YUGOSLAVIA
	YU

	ZAMBIA
	ZM

	ZIMBABWE
	ZW
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