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BUREAU OF IMPORT SERVICES (BIS)



ACCREDITATION OF IMPORTERS OF TINPLATE (TP), HOT ROLLED (HR), AND/OR COLD ROLLED (CR) STEEL FROM JAPAN PURSUANT TO THE JAPAN-PHILIPPINES ECONOMIC PARTNERSHIP AGREEMENT – TARIFF RATE QUOTA (JPEPA-TRQ) UNDER DTI DEPARTMENT ADMINISTRATIVE ORDER (DAO) NO. 09-03 SERVICE DESCRIPTION Grants Accreditation Certificate to Importers to import tinplates, hot rolled and/or cold rolled steel from Japan to be exclusively used as direct raw materials in the manufacture of steel products



CLIENTS Steel Manufacturers/Importers



REQUIREMENTS 1. Accomplished and notarized Application Form, containing information including but not limited to: a. Products being manufactured b. Annual operating data for the past three (3) years immediately preceding the importer’s application for accreditation, or for the actual number of years in case of less than three (3) years of operation, which ever is applicable i. Annual rated capacity and corresponding annual requirement for TP, HR and/or CR steel; ii. Actual Annual Production Volume iii. Annual Sales Volume and Value iv. Annual TP, HR and/or CR steel purchases (local and imports, the latter with breakdown as to country of origin) v. Beginning and ending inventory of the following items, as of December for the year prior to application: - TP - HR and/or CR steel - Finished products 2. Certified true copy of the following: a. Valid DTI Certificate of Registration or Securities and Exchange Commission (SEC) Certificate of Registration, whichever applies; b. Articles of Incorporation/ Partnership and By-Laws; and c. Customs Accreditation Service (CAS) Registration; and d. In cases where the importer manufactures a finished product covered by Lists of Products under Mandatory Product Certification, he shall submit a certified true copy of the Philippine Standard (PS) Quality/ Safety Certification Mark license issued by the Bureau of Product Standards (BPS). 3. Certified true copy of importer’s latest Audited Financial Statements (AFS) and Income Tax Return (ITR) 4. Importer’s Notarized Board Secretary’s Certificate stating that the importing company’s Board of Directors authorizes its named officer to represent, act, and sign in behalf of the importer enterprise 5. Undertaking to be issued by the importer that it is not in arrears in the payment of outstanding national tax and duty obligations



SCHEDULE OF SERVICE AVAILABILITY Monday to Friday, 7:30a.m. to 6:00p.m.



ADDRESS AND CONTACT INFORMATION BUREAU OF IMPORT SERVICES Import Administration Division 3F Tara Bldg., 389 Sen. Gil Puyat Avenue Makati City Tel. No.: (+632) 986.7982; 403.1417 Fax No.: (+632) 896.4431 Email: [email protected]



FEES P1,500 per application



TOTAL PROCESSING TIME Three (3) working days if the documentary requirements are complete



HOW TO AVAIL OF THE SERVICE Step No.



Client’s Step



Agency’s Action



Person in Charge



Office Location



1



Submit application form and other documentary requirements.



Evaluate the completeness of the documents submitted.



Import Administration Division Technical staff



DTI-Bureau of Import Services (BIS) Tara Bldg.



2



Pay processing fee.



Receive payment and issue official receipt (OR).



DTI Cashier or BIS Special Collecting Officer



DTI- Head Office or DTI-BIS, Tara Bldg. PISI



Refer application to Philippine-Iron and Steel Institute (PISI). Prepare evaluation report.



Senior Trade and Industry Development Specialist (STIDS)



DTI-BIS, Tara Bldg.



Approve the issuance of Accreditation Certificate.



Division Chief/Director



-do-



Release the Accreditation Certificate to the importer.



Clerk



-do-



Recommend the approval/ disapproval of the application.



3



Claim the Accreditation Certificate.



END OF TRANSACTION



ACCREDITATION OF TRUCK REBUILDING CENTERS UNDER DEPARTMENT ADMINISTRATIVE ORDER (DAO) NO. 08 SERVICE DESCRIPTION Issues accreditation certificate to truck rebuilding centers



CLIENTS Truck Rebuilders



REQUIREMENTS 1. Accomplished Application Form with Notarized Affidavit of Undertaking 2. List of other requirements is attached to the application form.



SCHEDULE OF SERVICE AVAILABILITY Monday to Friday, 7:30a.m. to 6:00p.m.



ADDRESS AND CONTACT INFORMATION BUREAU OF IMPORT SERVICES Import Administration Division 3F Tara Bldg., 389 Sen. Gil Puyat Avenue, Makati City Tel. No.: (+632) 403.1417 Fax No.: (+632) 896.4431 Email: [email protected]



FEES Application fee Assessment fee Reassessment fee Accreditation fee



P 300 P500/man-hour P500/man-hour P30,000



TOTAL PROCESSING TIME If the documentary requirements are complete, this transaction can normally be completed in 30 days.



HOW TO AVAIL OF THE SERVICE Step No.



Client’s Step



Agency’s Action



Person in Charge



Office Location



1



Submit application form and other documentary requirements.



Evaluate the completeness of the documents submitted.



Import Administration Division Technical staff



DTI-BIS, Tara Bldg.



2



Pay processing fee.



Receive payment and issue official receipt (OR).



DTI Cashier or BIS Special Collecting Officer



DTI-Head Office or DTI-BIS, Tara Bldg.



Set a schedule for plant/ factory visit



Senior Trade and Industry Development Specialist (STIDS)



DTI-BIS, Tara Bldg.



Conduct a factory/plant visit.



STIDS/Division Chief



Importer’s plant or factory



Prepare inspection report on the inspected facility/ site.



STIDS



DTI-BIS, Tara Bldg.



Recommend the approval/ disapproval of accreditation.



3



Claim the Accreditation Certificate.



Approve/award Certificate Division Chief/Director of Accreditation to the Truck Rebuilder.



-do-



Release the Accreditation Certificate to the importer/ rebuilder.



-do-



Clerk



END OF TRANSACTION



ISSUANCE OF AUTHORITY TO IMPORT USED MOTOR VEHICLES VEHICLES UNDER THE NO-DOLLAR IMPORTATION (NDI) PROGRAM EXECUTIVE ORDER (EO) NO. 156 DESCRIPTION OF SERVICE A special one-time privilege given to balikbayan or returning residents to import used motor vehicles



CLIENTS Returning residents or balikbayan, 13-A or 13-G visa holder, Special Resident Retirees’ Visa (SRRV) and 47A2 visa holder



REQUIREMENTS Importer 1. Filipino citizens who have resided abroad for at least one (1) year (accumulated within 3-years of his/her stay abroad immediately preceding the date of filing of the application) 2. Immigrants holding 13A or 13G visa only or Oath of Allegiance (dual citizenship) 3. A member of special government organization under the Philippine Retirement Authority (PRA)-SRR visa- and Balik-Scientist Program 47A2 visa Motor Vehicle 1. Left hand drive 2. Gross vehicle weight not exceeding 3 tons 3. Registered under the name of the importer for at least six (6) months prior to the filing of the application 4. Covered by a Certificate of Emission Compliance (CEC) issued in the country of origin duly authenticated by the Philippine Embassy/Consulate abroad For Filipino citizens 1.A properly filled-up and notarized application form 2. 1 copy of 2x2 photo with signature 3. Original or authenticated copy of complete pages of old and new passport 4. Original or authenticated copy of car title or registration 5. Processing fee of P1,500 for cars and P900 for motorcycles For aliens (13A, 13G, SRRV and 47A2 visa holders) 1. A properly filled-out and notarized application form 2. 1 copy of 2x2 picture with signature 3. Original or authenticated copy of passport, stamped with a valid 13A or 13G visa or an Oath of Allegiance, or SRRV or 47A2 visa 4. Original or authenticated copy of car title or registration 5. Processing of P1,500 for cars and P900 for motorcycles NOTE 1. Authentication is required only when original documents are not presented. 2. Non-original documents must be authenticated by the Philippine Consulate/Embassy abroad. 3. The motor vehicle is subject to taxes and duties. 4. Applicant shall be interviewed prior to the release of the motor vehicle (MV) at the port of arrival.



SCHEDULE OF SERVICE AVAILABILITY Monday to Friday, 7:30a.m. to 6:00p.m.



ADDRESS AND CONTACT INFORMATION BUREAU OF IMPORT SERVICES Import Administration Division 3F Tara Bldg., 389 Sen. Gil Puyat Avenue, Makati City Tel. No.: (+632) 403.1417 Fax No.: (+632) 896.4431 Email: [email protected]



FEES P1,500 for used cars P900 for used motorcycles



TOTAL PROCESSING TIME If the documentary requirements are complete, this transaction can normally be completed in one and a half (1.5) days.



HOW TO AVAIL OF THE SERVICE Step No.



Client’s Step



1



Inquire on how to avail of the NDI program.



2



Pay processing fee.



3



Agency’s Action



Provide client a detailed explanation of the program, the requirements, and the procedures.



Receive payment and issue OR. Submit application form Evaluate the completeness and other documentary of the documents submitted. requirements. Prepare evaluation report and recommend the approval/disapproval of the application. Approve the issuance of Certificate of Authority to Import (CAI). Release the CAI to the importer.



Person in Charge



Import Administration Division Technical staff



Senior Trade and Industry Development Specialist (STIDS) Division Chief/Director



Clerk



Proceed with the shipment of the motor vehicle (MV).



Importer/Broker



5



Come to the office for an interview.



STIDS



6 7



8



DTI-BIS, Tara Bldg.



DTI-Head Office DTI Cashier or BIS Special Collecting Officer or DTI-BIS, Tara Bldg. Import Administration DTI-BIS, Tara Bldg. Division Technical staff



4



Confirm with the importer some important information about his/her stay abroad. Request for the release of Issue release certificate. the motor vehicle from the Bureau of Customs (BOC). Payment of taxes and duties and release of the motor vehicle from the BOC premises Request for the Issue LTO endorsement to registration of MV the importer. at the Land and Transportation Office (LTO).



Office Location



STIDS/Division Chief/ Director



BOC



STIDS/Division Chief/ Director



DTI-BIS, Tara Bldg.



END OF TRANSACTION



ISSUANCE OF AUTHORITY TO IMPORT FOR ALL GOVERNMENT IMPORTATIONS UNDER LETTER OF INSTRUCTION (LOI) NO. 1307 SERVICE DESCRIPTION Issues Authority to Import goods by all government agencies and other instrumentalities



CLIENTS All government agencies including government-owned and controlled corporations (GOCCs)



REQUIREMENTS 1. 2. 3. 4.



Accomplished Application Form with Notarized Affidavit of Undertaking Pro forma Invoice with date and number (original and photo copy) Liquidation of previous Authority to Import, if any or Certificate of First Importation Board Resolution (original and certified true copy with dry seal) for local government units (LGUs) only, indicating all items to be imported 5. Notice of Award, Abstract of Bids, if through Bidding 6. Sole Distributorship/Manufacturer Certificate, Certificate of Non-Public Bidding 7. Brochure and other documents, if needed



SCHEDULE OF SERVICE AVAILABILITY Monday to Friday, 7:30a.m. to 6:00p.m.



ADDRESS AND CONTACT INFORMATION BUREAU OF IMPORT SERVICES Import Administration Division 3F Tara Bldg., 389 Sen. Gil Puyat Avenue, Makati City Tel. No.: (+632) 403.1417 Fax No.: (+632) 896.4431 Email: [email protected]



FEES P300 per application



TOTAL PROCESSING TIME If the documentary requirements are complete, this transaction can normally be completed in one and a half (1.5) days.



HOW TO AVAIL OF THE SERVICE Step No.



Client’s Step



Agency’s Action



Person in Charge



Office Location



1



Submit application form and other documentary requirements.



Evaluate the completeness of the documents submitted.



Import Administration Division Technical staff



DTI-BIS, Tara Bldg.



2



Pay processing fee.



Receive payment and issue OR.



DTI Cashier or BIS Special Collecting Officer



DTI-Head Office or DTI-BIS Tara Bldg.



Prepare evaluation report and recommend the approval/disapproval of the application.



STIDS



DTI-BIS, Tara Bldg.



Approve the issuance of CAI.



Division Chief/Director



-do-



Release the CAI to the importer.



Clerk



-do-



3



Claim the Certificate of Authority to Import CAI.



4



Proceed with the shipment of the imported goods.



Importer/Broker



END OF TRANSACTION



ISSUANCE OF AUTHORITY TO IMPORT USED MOTOR VEHICLES BY LOCAL GOVERNMENT UNITS (LGUs) THROUGH DONATION EXECUTIVE ORDER (EO) NO. 443 SERVICE DESCRIPTION Issues Authority to Import used motor vehicles donated to LGUs



CLIENTS LGUs



REQUIREMENTS 1. 2. 3. 4.



Accomplished Application Form with Notarized Affidavit of Undertaking Letter request for importation Duly notarized deed of acceptance (original and photocopy) Sangguniang Panlalawigan/Sangguniang Panglungsod or Sangguniang Bayan Resolution (original and certified true copy with dry seal of the city/municipality or province) 5. Authenticated deed of donation by the nearest Philippine Consulate abroad (original and photocopy)



SCHEDULE OF SERVICE AVAILABILITY Monday to Friday, 7:30a.m. to 6:00p.m.



ADDRESS AND CONTACT INFORMATION BUREAU OF IMPORT SERVICES Import Administration Division 3F Tara Bldg., 389 Sen. Gil Puyat Avenue, Makati City Tel. No.: (+632) 403.1417 Fax No.: (+632) 896.4431 Email: [email protected]



FEES P300 per application



TOTAL PROCESSING TIME If the documentary requirements are complete, this transaction can normally be completed in one and a half (1.5) days.



HOW TO AVAIL OF THE SERVICE Step No.



Client’s Step



Agency’s Action



Person in Charge



Office Location



1



Submit application form and other documentary requirements.



Evaluate the completeness of the documents submitted.



Import Administration Division Technical staff



DTI-BIS, Tara Bldg.



2



Pay processing fee.



Receive payment and issue OR.



DTI Cashier or BIS Special Collecting Officer



DTI- Head Office or DTI-BIS, Tara Bldg.



Prepare evaluation report and recommend the approval/disapproval of the application.



Senior Trade and Industry Development Specialist (STIDS)



DTI-BIS, Tara Bldg.



Approve the issuance of Certificate of Authority to Import (CAI).



Division Chief/Director



Release the CAI to the importer.



Clerk



3



Claim the CAI.



4



Proceed with the shipment of the imported goods.



Importer/Broker



END OF TRANSACTION



ISSUANCE OF AUTHORITY TO IMPORT USED TRUCKS AND BUSES UNDER EXECUTIVE ORDER (EO) NO. 156 SERVICE DESCRIPTION Issues Authority to Import Used Trucks and Buses specifically described as follows: Used Trucks



excluding pick-up trucks - with gross vehicle weight (GVW) of 2.5 to 6 tons - Left-hand Drive



Used Buses



-



with GVW of 6 to 12 tons Left-hand Drive



CLIENTS Trucks and bus importers



REQUIREMENTS 1. 2. 3. 4.



Accomplished Application Form with Notarized Affidavit of Undertaking Pro forma Invoice with date and number (original and photo copy) Business Name (BN) or SEC Registration (for first importation) Certificate of Roadworthiness and Emission Compliance upon arrival of the units.



SCHEDULE OF SERVICE AVAILABILITY Monday to Friday, 7:30a.m. to 6:00p.m.



ADDRESS AND CONTACT INFORMATION BUREAU OF IMPORT SERVICES Import Administration Division 3F Tara Bldg., 389 Sen. Gil Puyat Avenue, Makati City Tel. No.: (+632) 403.1417 Fax No.: (+632) 896.4431 Email: [email protected]



FEES P600 per unit



TOTAL PROCESSING TIME If the documentary requirements are complete, this transaction can normally be completed in one and a half (1.5) days.



HOW TO AVAIL OF THE SERVICE Step No.



Client’s Step



Agency’s Action



Person in Charge



Office Location



1



Submit application form and other documentary requirements.



Evaluate the completeness of the documents submitted.



Technical staff from the Import Administration Division



DTI-BIS, Tara Bldg.



2



Pay processing fee.



Receive payment and issue OR.



DTI Cashier or BIS Special Collecting Officer



DTI-Head Office or DTI-BIS, Tara Bldg.



Prepare evaluation report and recommend the approval/disapproval of the application.



STIDS



DTI-BIS, Tara Bldg.



Approve the issuance of CAI.



Division Chief/Director



Release the CAI to the importer.



Clerk



3



Claim the CAI.



4



Proceed with the shipment of the imported trucks and buses.



Importer/Broker



END OF TRANSACTION



ISSUANCE OF AUTHORITY TO IMPORT BRAND-NEW/USED AUTOMOTIVE REPLACEMENT PARTS AND BRAND-NEW MOTORCYCLE REPLACEMENT PARTS (CB CIRCULAR 1389) SERVICE DESCRIPTION Issuance of Authority to Import brand-new/used automotive replacement parts and brand-new motorcycle replacements parts (please refer to attached list)



CLIENTS Replacement parts importers



REQUIREMENTS 1. Properly filled up notarized application form (1 copy) 2. Original Pro forma Invoice 3. In appropriate cases, applicant may be required to submit brochure or any pertinent literature to describe the replacement parts to be imported.



SCHEDULE OF SERVICE AVAILABILITY Monday to Friday, 7:30a.m. to 6:00p.m.



ADDRESS AND CONTACT INFORMATION BUREAU OF IMPORT SERVICES Import Administration Division 3F Tara Bldg., 389 Sen. Gil Puyat Avenue, Makati City Tel. No.: (+632) 403.1417 Fax No.: (+632) 896.4431 Email: [email protected]



FEES P300 per application



TOTAL PROCESSING TIME If the documentary requirements are complete, this transaction can normally be completed in one and a half (1.5) days.



HOW TO AVAIL OF THE SERVICE Step No.



Client’s Step



Agency’s Action



Person in Charge



Office Location



1



Submit application form and other documentary requirements.



Evaluate the completeness of the documents submitted.



Technical staff from the Import Administration Division



DTI-BIS, Tara Bldg.



2



Pay processing fee.



Receive payment and issue OR.



DTI Cashier or BIS Special Collecting Officer



DTI-Head Office or DTI-BIS, Tara Bldg.



Prepare evaluation report and recommend the approval/disapproval of the application.



STIDS



DTI-BIS, Tara Bldg.



Approve the issuance of CAI.



Division Chief/Director



Release the CAI to the importer.



Clerk



3



Claim the CAI.



4



Proceed with the shipment of the imported replacement parts.



Importer/Broker



END OF TRANSACTION



ISSUANCE OF AUTHORITY TO IMPORT PARTS AND COMPONENTS FOR REBUILDING UNDER DEPARTMENT ADMINISTRATIVE ORDER (DAO) NO. 08 SERVICE DESCRIPTION Issues Authority to Import set of chassis, engine, body/cabin, or cowl for rebuilding trucks



CLIENTS Accredited truck rebuilders



REQUIREMENTS 1. Accomplished Application Form 2. Copy of Accreditation Certification 3. Original Pro forma Invoice



SCHEDULE OF SERVICE AVAILABILITY Monday to Friday, 7:30a.m. to 6:00p.m.



ADDRESS AND CONTACT INFORMATION BUREAU OF IMPORT SERVICES Import Administration Division 3F Tara Bldg., 389 Sen. Gil Puyat Avenue, Makati City Tel. No.: (+632) 403.1417 Fax No.: (+632) 896.4431 Email: [email protected]



FEES P300 per application



TOTAL PROCESSING TIME If the documentary requirements are complete, this transaction can normally be completed in one and a half (1.5) days.



HOW TO AVAIL OF THE SERVICE Step No.



Client’s Step



Agency’s Action



Person in Charge



Office Location



1



Submit application form and other documentary requirements.



Evaluate the completeness of the documents submitted.



Import Administration Division Technical staff



DTI-BIS, Tara Bldg.



2



Pay processing fee.



Receive payment and issue OR.



DTI Cashier or BIS Special Collecting Officer



DTI-Head Office or DTI-BIS, Tara Bldg.



Prepare evaluation report and recommend the approval/disapproval of the application.



STIDS



DTI-BIS, Tara Bldg.



Approve the issuance of CAI.



Division Chief/Director



Release the CAI to the importer.



Clerk



3



Claim the CAI.



4



Proceed with the shipment of parts for rebuilding.



Importer/Broker



END OF TRANSACTION



ISSUANCE OF AUTHORITY TO IMPORT TINPLATE (TP), HOT ROLLED (HR) AND/OR COLD ROLLED (CR) STEEL FROM JAPAN PURSUANT TO THE JAPAN-PHILIPPINES ECONOMIC PARTNERSHIP AGREEMENT – TARIFF RATE QUOTA (JPEPA-TRQ) UNDER DTI-DEPARTMENT ADMINISTRATIVE ORDER (DAO) NO. 09-03 SERVICE DESCRIPTION Issuance of Authority to Import for tinplates, hot rolled and/or cold rolled steel from Japan to accredited steel importers



CLIENTS Accredited Steel Importers



REQUIREMENTS 1.Photocopy of the DTI letter notifying the approval of the importer’s application for accreditation under the Scheme 2.Importer’s Notarized Affidavit of Intent as final user indicating end-usage and application, among other things (DTI Form TRQ-03) 3.Photocopy of sales contract, sales/purchase order, pro forma invoice, or like documents, covering the importation, issued in the name of the importer as consignee to whom the shipment will be released by the BOC; provided further that the applicable Japanese Industrial Standards (JIS) to which the TP, HR and CR steel being imported conform to (as specified by the importer) is indicted in the said sales contract, sales/purchase order, pro forma invoice, or like documents, covering the importation 4.A written explanation by the importer substantiating his case in the event of a controversy



SCHEDULE OF SERVICE AVAILABILITY Monday to Friday, 7:30a.m. to 6:00p.m.



ADDRESS AND CONTACT INFORMATION BUREAU OF IMPORT SERVICES Import Administration Division 3F Tara Bldg., 389 Sen. Gil Puyat Avenue, Makati City Tel. No.: (+632) 403.1417 Fax No.: (+632) 896.4431 Email: [email protected]



FEES P1,500 per application



TOTAL PROCESSING TIME Three (3) days (if the product to be imported is not locally available) 10 days (if the product to be imported is locally available)



HOW TO AVAIL OF THE SERVICE Step No.



Client’s Step



Agency’s Action



Person in Charge



1



Submit application form and other documentary requirements.



Evaluate the completeness of the documents submitted.



Import Administration Division Technical staff



DTI-BIS, Tara Bldg.



2



Pay processing fee.



Receive payment and issue OR.



DTI Cashier or BIS Special Collecting Officer



DTI- Head Office or DTI-BIS, Tara Bldg.



Refer application to PISI and local manufacturers. Prepare evaluation report. BIS will determine if local products is comparable in price, quality, quantity and delivery terms to the products proposed to be imported from Japan.



PISI or local steel manufacturer STIDS



Recommend the approval/ disapproval of the application.



3



Claim the ATI.



4



Proceed with the shipment of steel.



Office Location



Approve the issuance of certificate of Authority to Import (ATI).



Division Chief/Director



Release the ATI to the importer.



Clerk Importer/Broker



END OF TRANSACTION



DTI-BIS, Tara Bldg.



LIST OF REGULATED BRAND NEW/USED REPLACEMENT PARTS OF MOTOR VEHICLES UNDER CENTRAL BANK CIRCULAR NO. 1389 A. 784.32-09 TH8708.2910 8709.2990



Other parts and accessories, n.e.s. of bodies (including cabs) of the vehicles of group 781 only: dashboards doors fenders floorboards grille hood luggage compartments luggage racks (exterior)



plate brackets running boards radiator cowling trunk/trunk lids visors wings mudguards floor mats



784.21-0 TH8707.1000



Bodies (including cabs and body shell), for the motor vehicles group 781 only (not allowed for importation)



Ex.784.10-09 TH8706.0090



Chassis fitted with engines, for the motor vehicles of group 781 only (not allowed for importation)



B. Motorcycle



All used parts except engine are not allowed for importation



785.35-01 TH8714.1100



Saddles of motorcyles



785.35-09 TH8714.1900



Other parts of motorcycles (not including rubber tires, engines, electrical parts, completely knock-down parts, and storage batteries): Brakes of all kind, handles bars, handle bar grips clutches, kick starter, levers, forks and parts thereof, luggage rack, fuel tanks, mud guards, gearing, gear boxes, shock absorbers, stands, transmission and parts thereof wheels and parts thereof (hubs, rims, spokes, etc.) chassis and frames (not allowed for importation) and parts



785.37-07 TH8714.9900



Side car parts



PROVISION OF STATISTICAL DATA TO VARIOUS STAKEHOLDERS SERVICE DESCRIPTION Provide import data such as value and volume of imports, list of suppliers/importers, country sources, among others. of various imported products



CLIENTS Government agencies, private entities, banks, academe, importers, businesspeople, researchers



REQUIREMENTS Letter/email, fax, or verbal requests specifying the details of the requested information



SCHEDULE OF SERVICE AVAILABILITY Monday to Friday, 8:30a.m. to 4:30p.m.



ADDRESS AND CONTACT INFORMATION BUREAU OF IMPORT SERVICES Import Information and Management Division 3F Tara Bldg., 389 Sen. Gil Puyat Avenue, Makati City Tel. No.: (+632) 986.8974 Fax No.: (+632) 896.4431 Email: [email protected]



FEES Free of charge (The requesting client will only provide a diskette, compact disk (CD) or flash drive where data files will be saved/stored or an email address where the required information will be sent)



TOTAL PROCESSING TIME The data can be provided within four (4) working days and sent to the importer’s email address or stored in CD or flash drive, except when data requested requires further processing.



HOW TO AVAIL OF THE SERVICE Step No.



1



Client’s Step



Agency’s Action



Person in Charge



Submit request either Receive and analyze client’s Import Information by phone, letter, fax, request. Management Division email, or walk-in. Technical staff Evaluate details of the information needed by client. Work on the request.



Office Location



DTI-BIS, Tara Bldg.



Technical staff



DTI-Head Office or DTI-BIS, Tara Bldg.



Technical staff



DTI-BIS, Tara Bldg.



Provide client with the requested information. 2



Provide diskette, CD or flash drive or email address



Release of the information either saved or stored in CDs or flash drives or emailed to the client.



END OF TRANSACTION



PROVISION OF INFORMATION ON GENERAL IMPORT PROCEDURES AND OTHER GOVERNMENT AGENCIES’ IMPORT REGULATIONS SERVICE DESCRIPTION Provide assistance and advice to importers and businesspeople on import regulations and/or restrictions on various imported products/commodities.



CLIENTS Government agencies, students/researchers, importers, and businesspeople



REQUIREMENTS Letter/email or verbal requests specifying the details of the required information



SCHEDULE OF SERVICE AVAILABILITY Monday to Friday, 7:30a.m. to 6:00p.m.



ADDRESS AND CONTACT INFORMATION BUREAU OF IMPORT SERVICES Trade Facilitation Division 3F Tara Bldg., 389 Sen. Gil Puyat Avenue, Makati City Tel. No.: (+632) 986.7982; 403.1420 Fax No.: (+632) 896.4431 Email: [email protected]



FEES None (The requesting client will only provide a diskette, CD or flash drive, where data files will be saved/stored.)



TOTAL PROCESSING TIME The data can be provided within the day and sent to the importer’s email address or stored in CD or flash drive except when information requested requires further inquiry and research from other government bodies.



HOW TO AVAIL OF THE SERVICE Step No.



1



Client’s Step



Submit request either by phone, letter, email, or walk-in.



Agency’s Action



Person in Charge



Office Location



Receive and analyze client’s request.



Trade Facilitation Division Technical staff



DTI-BIS, Tara Bldg.



Technical staff



DTI-Head Office or DTI-BIS, Tara Bldg.



Release of the informaTechnical staff tion either saved or stored in CDs or flash drives or emailed to the clients. END OF TRANSACTION



DTI-BIS, Tara Bldg.



Evaluate details of the information needed by client. Work on the request. Provide client with the requested information. 2



Provide diskette, CD or flash drive, or email address.
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