CORRECT COMPLETION OF THE EUROPEAN COMMUNITY CERTIFICATE OF ORIGIN

These instructions are a generalisation of the rules.  If in doubt please contact the Essex Chambers of Commerce International Department on 01206 765277 (Colchester) or 01702 560100 (Southend).
All three parts of the certificate must be completed identically.  These documents can be submitted electronically.  For further details please see ‘E-cert / A–cert, how to register’, on our website or contact your nearest office of Essex Chambers.
The appropriate boxes on the Certificate should be completed as follows:

BOX 1 – CONSIGNOR

Insert the name and address of the Exporter, i.e. the company in the UK who will invoice the goods overseas.  If the Invoice is from an overseas company the full name and address of the applicant of the Certificate (UK Company) must go down in this box as “on behalf of” or “acting as agents for” and then put the full name and address of the overseas company.  This should also be reflected on the Invoice.

BOX 2 – CONSIGNEE

This box should show the name and address of the overseas receiver of the goods shipped.  If the goods are invoiced to a UK address, then after the UK address “To Order” – and the full address of the final destination should be inserted.  Also acceptable is “Final destination” and then the country the shipment is going to.  The final destination address should also appear on the Invoice.

BOX 3 – COUNTRY OF ORIGIN
For goods manufactured in the UK “European Community – United Kingdom” must be inserted – this cannot be abbreviated.  For goods manufactured in the European Community but not in the United Kingdom this box must state “European Community – followed by the country where the goods are manufactured”.  In this case “European Community” is also acceptable on its own.  For goods manufactured outside the European Community the full name of the Country must be quoted.

BOX 4 – TRANSPORT DETAILS

Completion of this box is strongly recommended.  The most common wording used in this box are Airfreight, Seafreight, By Road etc, which are all accepted.  If the means of transport is unknown at the time of completing the Certificate then the term “Earliest available transport” is accepted.  It is also advisable that vessel details are not added in case of there being a change.

BOX 5 – REMARKS

Information outside the Chambers knowledge such as Order Number, Letter of Credit Number etc may be included.

BOX 6 – ITEM NUMBERS, MARKS, NUMBERS, PACKAGES AND DESCRIPTION OF GOODS

An adequate commercial description must be given.  Care must also be taken to ensure that any special description of the goods on the Letter of Credit is accurately stated on the Certificate of Origin.

Please ensure the shipping mark is shown in Box 6.  If the packages are merely addressed to the Consignee, the CofO should show the words “Fully Addressed” or “As Addressed Consignee.”

If the goods shipped are without marks then the wording shown here would be “No Marks”.

Type and Number of packages should also be indicated – this relates to cartons, crates, boxes, pallets, bales, roles etc.  A container number and seal number may also be indicated in box 6 where applicable.

BOX 7 – QUANTITY

This should show gross and net weight in Kilos.

Once details are fully completed in Box 6 and 7 a horizontal line should be drawn immediately below the last entry.  This will be automatically done if being processed through the E-Cert system.
BOX 8
This box is for the issuing Chamber and not to be touched by the applicant.

PINK APPLICATION COPY

The pink application of the Certificate is the Chambers copy of the Certificate which they will keep along with the supporting signed copy of the export invoice (which must always be presented with the Certificate).  In the case of E-Cert Express, you are required to keep the copy of the pink application form with the relevant invoice and back up paperwork attached.  These have to be kept for 2 years as you could be inspected at any time.

The reverse of the pink application copy

One of the three boxes on the reverse of the pink Certificate must be ticked.  Box 1 is normally only used for raw materials wholly produced in the United Kingdom.  Box 2 should be ticked where goods are of United Kingdom Origin by virtue of the processing that the goods have been subjected to in the United Kingdom.  Box 3 will be used where goods are not of United Kingdom Origin.  The name of the manufacturer/s must ALWAYS be given in the space provided.  If the goods are of foreign origin back up evidence must accompany the Certificate, i.e. Manufacturers Invoice or declaration.


Signing Certificates of Origin

When signing a Certificate of Origin this should be made on the bottom right hand side of the Pink Application copy.  The date, place and name of the person signing should be written here in block capitals.

Before a Certificate can be Certified by the Chamber a Formal Undertaking must be completed by the Director/Partner/Proprietor of the applicant Company.  If the person signing the Formal Undertaking does not wish to sign the Certificate of Origin he can authorise  employees of the Company.

If the Certificate is completed by an agent, Box 9 must also be completed, showing the full name and address of the agent.

POINTS TO NOTE:

An error must not be corrected with Tipp-ex it must be crossed out using ‘X’s.

STC or Said to Contain must not appear anywhere on the Certificate.

If you do not have enough room on one Certificate of Origin for the description you may continue on a second Certificate.  The Second Certificate number should be crossed out and the Original Certificate Number inserted underneath.  At the top of each Certificate the wording “Page 1 of …”, “Page 2 of…” etc should be added.

If a Letter of Credit asks for more than one ‘Original’ Certificate.  The Second Certificate number should be crossed out and the Original Certificate Number inserted underneath.  At the top of each Certificate the wording 1st Original of …”, “2nd Original of…” etc should be added.

Remember Letters of Credit should be followed to the letter!

Negative statements should not be used anywhere on the Certificate.

