Exhibit – 3

PROCEDURAL GUIDELINES

For issuing Certificate of Origin or Attestation of Invoices/ Packing List/ Declaration/ any other export related documents/Certificates etc. (Attestation of Agency Agreement & Visa Recommendation Letter will be issued to Member of the Chamber), Every Exporter has to register with IMC by following procedure.

1. PERMANENT REGISTRATION: Exporters are required to obtain IMC CODE NUMBER by furnishing INDEMNITY BOND on Rs.100/- Stamp Paper (Exhibit-2)

2. After Registration of company, Exporters has to collect stationery of Certificate of Origin from counter and submit alongwith Invoice and Packing list copy after dully filled.
3. The Invoice should be duly filled in with the following details:

a) Invoice Number & Date.

b) Exporters Name & Address with Telephone & Fax No.

c) Consignees Name & Address with Telephone & Fax No.

d) Country of Origin – Goods are of INDIAN ORIGIN
e) Mode of Shipment – By Sea / By Air / By Road 
f) Port of Loading and Port of Discharge (Final Destination).

g) Description of Goods, Quantity, Gross Weight, Net Weight, Shipping Marks/ Container No. Etc.

One Copy of Commercial Invoice, Packing List copy should be submitted for Chamber’s record.

Please mention your IMC Code No. in the Certificate of Origin’s column.

ATTESTATION / CERTIFICATION CHARGES

With effect from Wednesday 1st August 2007 (Payment only in CASH)

	Description

(Up to 4 Copies = 1 Copy 

for IMC record)
	IMC Members

(Annual Subscriber & Indemnity Bond holder)
	IMC Register Members

(i.e. only Indemnity Bond holder)

	Certificate of Origin
	Rs. 80.00
	Rs. 100.00

	Exporter’s Invoices
	Rs. 80.00
	Rs. 100.00

	Packing List
	Rs. 80.00
	Rs. 100.00

	Any other Declaration
	Rs. 80.00
	Rs. 100.00

	Additional Copies of above 
	Rs. 80.00
	Rs. 100.00

	Typing of Certificate 
	Rs. 50.00
	Rs. 50.00

	Amendments 
	Rs. 50.00
	Rs. 50.00

	Supply of 10 Sets of C.O.
	Rs. 70.00
	Rs. 70.00

	Visa Recommendation Letter
(only for IMC Members)
	Rs. 200.00
	Not Applicable

	Agency Agreement / Power of Attorney / Contracts per copy 
(only for IMC Members) 
	Rs. 200.00
	

	Attestation Charges per Copy
	Rs. 200.00
	

	Saudi Arabian Consulate’s Legalisation
	Rs. 500/- Per Page(Rs.420/-Saudi Charges+80/-IMC Service


Office Timings: Mon to Fri. : Cash Counter: 10:00 am to 6:30 pm : Delivery up to 7:00 pm
    Sat. : Cash Counter: 10:00 am to 2:30 pm : Delivery up to 3:00 pm
    (Lunch Time 1:30 to 2:00 pm)





  P.T.O.
Legalisation from Saudi Arabian Consulate

IMC undertakes documents for Legalisation from Saudi Arabian Consulate
Acceptance Timings
:
Monday to Friday
:
10:00 am to 3:00 pm





Saturday

:
10:00 am to 12:00 pm

(Note: Saudi Consulate accepts documents from Monday to Friday and delivers the same day after 4 pm)

Delivery Schedule for Legalised Documents

	Exporters submits to IMC
	IMC submits to Consulate
	Delivery from Consulate

	Monday to Thursday
	Tuesday to Friday
	Tuesday to Friday

	Friday to Saturday
	Monday
	Monday


SPECIAL CLAUSES

The following Clause should be typed on the Invoice, if the goods are meant for export to following countries and legalized from their Consulate/Embassy-

· For GULF COUNTRIES: (i.e. Abu Dhabi, Aden, Bahrain, Basrah, Dammam, Doha, Dubai, Hodeidah, Jeddah, Kuwait, Muscat, Tripoli (Libiya), Ummsaid, Oman)

In Invoice & Certificate of Origin: -

“It is further declared that above Goods are not of Israeli Origin/Manufacture nor do they contain any Israeli material.”

· For MAURITIUS: In Invoice & Certificate of Origin:


“Goods were produced entirely in India.”

· For LEBANON: In Invoice:

“We declare that this Invoice is Original and Authentic. It is the only one issued by us for the goods described herein and that the value in this invoice is the correct value of this Consignment without deduction of any discount or payment in advance. Furthermore the origin of the goods is exclusively Indian and has been Manufactured in our own Factory and It is further declared that above goods are not of Israeli Origin/manufacturer nor do they contain any Israeli materials.”

In Certificate of Origin :


“ I, the undersigned (……………………………..) of the Chamber of Commerce, do hereby certify that the Goods specified herein and in the accompanying Invoice No…………... Dated……………… are of Indian manufacture and origin. Further, they do not contain any material or ingredients from Israel. They are not of Israeli Origin, are not manufactured by it and they not exported from it either.”

· For ARGENTINA: should mention in Invoice and in Certificate of Origin as under.

· Invoice Number and Invoice Date

· Letter of Credit Number

· Container Number

If any further enquiry, please contact 
Mr. SANJAY A. WAKKAR, Deputy Secretary – Certificate of Origin Department 

Tel. No. 2204 6633 Extension – 135,154 and 160
Fax No.: 2284 4380 / 2204 8508 / 2283 8281.  Email : sanjay@imcnet.org
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