International Shipping and eShipGlobal
**University personnel shipping anything internationally (materials, documents, equipment, specimens, etc.) should utilize eShipGlobal.**  
The University's preferred on-line shipping service is eShipGlobal. Using eShipGlobal as your source for all shipments, domestic and international, will ensure the best discounted pricing available from FedEx, UPS, Lone Star Overnight, and DHL (international only), as well as 100% HUB credit. From eShipGlobal's site, the user can choose the preferred carrier and service, print shipping labels from their computer, and track packages in transit. Payments will be made utilizing the university ProCard.  Using eShipGlobal also provides the user with an added layer of security and minimized liability through its built-in compliance verification checks.  Some high technology goods, and other less assuming goods are export controlled depending on their classification and destination.  When processing the user’s shipment eShipGlobal will flag any export compliance concerns and/or Dangerous Goods/HAZMAT concerns which will then require approval from UTA’s Office of Regulatory Services (ORS) and/or Environmental Health and Safety (EH&S) respectively.  These required approvals help to minimize the user’s liability.  In addition, eShipGlobal creates and maintains documentation of shipments helping to comply with federal recordkeeping requirements.
Please visit https://resources.uta.edu/business-affairs/procurement/campus-wide-contracts/preferred-supplier-agreements.php and review the Express Shipping section for more information, and to learn how to set up an account!  
eShipGlobal training videos
For assistance with international shipments in eShipGlobal, contact regulatoryservices@uta.edu. 

INSTRUCTIONS: Processing a shipment in eShipGlobal

Once you have an account, please review the following instructions and guidance to ship internationally.
*When creating your shipment, it is imperative that all information is entered honestly and accurately.  eShipGlobal’s system of checks and verifications serves to ensure the user’s and UTA’s compliance with all applicable regulations, including but not limited to the Export Administration Regulations, International Traffic in Arms Regulations,  Foreign Trade Regulations, Office of Foreign Assets Controls regulations, Customs & Border Patrol regulations, Dangerous Goods regulations, and HAZMAT regulations.  Providing incorrect information could result in shipping violations for both the user and UTA.  Proceeding with a shipment knowing that a violation has occurred, or will occur, is prohibited and would be considered a violation against UTA.  See “General Prohibition Ten”: https://www.ecfr.gov/current/title-15/subtitle-B/chapter-VII/subchapter-C/part-736. 



How to create an international shipment and related guidance
Start a shipment:
[image: ]
1) Answer “yes” or “no” regarding the contents of your shipment.  Answering “yes” will provide additional questions to determine if your shipment is Dangerous Goods/HAZMAT.  Answering “no” will allow you to continue processing your shipment without Dangerous Goods/HAZMAT concerns.  Select “International” for the shipment type.
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2) If you selected “yes” you will see the following screen.  If you selected “no”, go to next step.  Once you have made your selection, eShipGlobal will continue to ask questions to determine your shipment’s Dangerous Goods/HAZMAT applicability.  If determined that your shipment requires Dangerous Goods/HAZMAT certification/documentation, you will receive the notification below regarding “Training Verification” (2nd image).  Continue to process your shipment and once completed, EH&S will review your shipment and provide the required certification/documentation and related instructions.  If it is determined that your shipment does not require Dangerous Goods/HAZMAT certification, you will continue processing your shipment, and EH&S review and approval will not be required.
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3) Select the type(s) of item(s) you are sending.  You can hover over each selection for the definitions provided by eShipGlobal.  In this context, “technical data” (or “technology”) refers to information necessary for the development, production, use, operation, installation, maintenance, repair, overhaul, refurbishing, or modification of an item. This may be in any tangible or intangible form, such as written or oral communications, blueprints, drawings, photographs, plans, diagrams, models, formulae, tables, instructions, engineering designs and specifications, computer-aided design files, manuals, documentation, or electronic media.
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4) You will then be directed to the next step based on your choice.  You will see one of the 3 following options:
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5) Regardless of your choice, your next step will be to enter the required details related to the item you are shipping.  You will either see a shortened version for document shipments, or a longer version for Technical Data or Tangible Item/Product shipments.  Please see additional information below each image.
Shortened version for document shipments
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Item Name - please include a description of the type of documents you are shipping, for example “DS2019 documents.”
Net Value in USD - you must enter a value other than “0.”  Entering a value of “1” is acceptable for document shipments having no commercial value.  Typically, providing a commercial invoice for document shipments is not required and there are generally no import duties to consider at the foreign destination.
Purpose of Shipping - Select the option which best describes your shipment. 









Longer version for Technical Data or Tangible Item/Product shipments
 [image: ]
 Item Name - provide a specific item description, rather than a general one.  For example, “Copper Cysteamine nanoparticles sample, powder form” vs. “nanoparticles sample”.  For items which are not being sold, and will not be sold in the foreign destination, it is recommended to add “-NOT FOR SALE” at the end of your specific description.  So, the full description in this example would be “Copper Cysteamine nanoparticles sample, powder form-NOT FOR SALE.”  This may help foreign customs to consider the shipment as non-dutiable/lower duty when there is an applicable exception allowable.
Quantity - this is meant to accurately represent the contents of your shipment.  Choose a quantity, and quantity measurement/description which allows an accurate representation.  
Net Value in USD - If the product were being sold as part of the international shipment transaction, this would be the sale price.  Otherwise, the value should be the cost of procuring the goods, the cost to create the goods including labor costs, the estimated value if the goods were to be sold, or another accurate representation of value.  In this case, it is NOT appropriate to enter a value of “1.” 
Country of Origin - this should be the country where the item was manufactured, and/or became the final item/product that it is currently.  This does not refer to the country where the shipment is originating. 
Schedule B Number - this is the export classification(s) of the item(s) in your shipment.  For shipments valued at $2,500.00 or less per Schedule B Number this information is not required to be entered to most destinations.  It can be helpful to include this information if known, as it can help to ensure that the import process at the destination is completed accurately.  Information on determining this classification can be found utilizing the following links:
· http://uscensus.prod.3ceonline.com/#/p=0
· https://www.census.gov/foreign-trade/schedules/b/index.html
· https://rulings.cbp.gov/
· https://hts.usitc.gov/ 
Do you have an ECCN? - If you have this information from the manufacturer or supplier, enter the ECCN.  Please provide documentation of ECCN information to regulatoryservices@uta.edu to be reviewed in conjunction with your shipment.  If you do not have this information, and are unable to obtain it from the manufacturer/supplier, enter “No.”  You will then be prompted to complete additional fields (see image below).  Regulatory Services will receive an automatic notification to review your ECCN designation prior to shipment approval.
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Purpose of Shipping - Select the option which best describes your shipment.  If you are shipping material in support of a research project, it is recommended that “Other” is selected and “FOR RESEARCH PURPOSES ONLY” is entered into the additional field populated.
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6) Next you will be taken to the “Shipment Creation and Documentation” screen to enter recipient and customs information.  
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Customs Value - This is automatically populated from the information already entered.
Declared Value - By inserting a declared value, your shipment will be insured up to the value; leave blank if insurance is not necessary.  For more information on declared value, visit the corresponding carrier website as follows:
UPS - https://www.ups.com/us/en/support/glossary-of-terms.page?msockid=2a4eefbdb9b5665e00d5fb2cb8fc6755
FedEx - https://www.fedex.com/en-us/shipping/declared-value.html 
DHL - https://mydhl.express.dhl/gd/en/shipment/shipment-protection-options.html 
Terms of Sale - Given that most of UTA’s shipments are usually low value, “DDP” is usually the most effective choice.  “Delivered Duty Paid” has the carrier pay the customs charges at the foreign destination on the shipper’s behalf.  This usually helps to ensure that the package is cleared through customs and delivered quickly.  The potential downside is that if the shipment is cleared incorrectly, it can be very difficult to correct that clearance and reduce the charges.  This is one reason for clearly indicating the type of shipment  utilizing the strategies described previously, such as adding “NOT FOR SALE” to the item description, selecting “Other” for “Purpose of Shipping” and adding “FOR RESEARCH PURPOSES ONLY.”  These are just examples; be sure not to misrepresent any information and only use these designations if they truly fit for your shipment.  Such descriptions may help to show customs the true nature of the shipment and utilize any duty/tax import exceptions that may be available.  
If you have a high value shipment, it is recommended that you contact the planned recipient to discuss the best strategies/information to include in the shipment and/or commercial invoice so that customs duties exceptions (when available) will be utilized for clearance.  In some destinations, such as EU countries, there is a 21% Value Added Tax (VAT) charge, plus the product tariff rate.  This can result in a customs charge of 25-30% of the item’s value.  A shipment valued at $2,000 could incur customs charges of $500 to $600 in this scenario which the shipper pays automatically under DDP terms.  There may be no exception available.   
Another option is to use Delivered Duty Unpaid (DDU) terms.  In this case, the carrier will not pay the customs charges at the foreign destination  on the shipper’s behalf.  Instead, the recipient will be charged the import duties and taxes for the customs clearance to take place.  The carrier should automatically contact the recipient, which should ensure a proper clearance takes place according to the importer’s instruction and any available exceptions to duties and taxes.  It should be known that utilizing DDU terms could delay the delivery of the shipment as it will not deliver until the customs process is complete, and the recipient has paid the customs charges.  If utilizing DDU terms it would be best to also change the “Bill Duties/Taxes To” selection to “Recipient” and list their account number.  
Certificate of Origin - This is a document which is usually only required when a product is imported utilizing a free trade agreement between two countries.  Leave selection as “Not Required.”
SED Method - If your shipment is valued at $2,500.00 or less (per Schedule B classification) and your product is ECCN EAR99, the selection should be left as “Not Required.”  If your shipment does not fit these parameters, leave as “Not Required” and continue processing your shipment.  The Office of Regulatory services will receive an automatic notification to review your shipment.
7) Once all information is complete, select “Ship” at the bottom of the page (or first select “Quote” if you still need to compare rates and services, this requires leaving the service option unchosen).  The following box will appear.  Select “cancel” if you would like to review/edit your shipment.  Select “ok” to proceed.
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8) eShipGlobal will review your shipment for export compliance concerns and the result will either be a green check meaning your shipment has been approved, or a red “x” meaning that your shipment requires review and approval from the Office of Regulatory Services.  

[image: ]
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If approval is required, select “Submit for Export Control Review”.  An automatic notification will be sent by eShipGlobal to regulatoryservices@uta.edu to review and approve the shipment.  ORS will contact you by e-mail for more information if necessary.  Once ORS approves your shipment you will receive an automated e-mail to finalize your shipment.



















9) Once approved, select “Complete Shipment”.  If you were waiting for approval, you will need to log in to eShipGlobal and select your shipment to get to this step.
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10) Follow the instructions/review the information presented in the ”Compliance Checklist” prompt.  Check the certification at the bottom and select to “continue” once you have verified this information.
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11) Print your shipping labels utilizing the “Print Airwaybill” button, apply them to your package.  Print 3 copies of the commercial invoice utilizing the “Print Required Documents” button, sign each one, and include them in a pouch on the outside of your package.  A commercial invoice is not normally required for shipments of documents.  Drop your package off with the selected carrier.
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12) Keep all records to be retained related to your shipment for a minimum of 5 years.  For additional specific requirements see comprehensive EAR and ITAR recordkeeping requirements as follows:
EAR - https://www.bis.doc.gov/index.php/documents/regulations-docs/429-part-762-recordkeeping/file 
ITAR - https://www.ecfr.gov/current/title-22/chapter-I/subchapter-M/part-122/section-122.5 
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Notice to users

We, at eShipGlobal, hope this message finds you well. Effective January 1st 2022, eShipGlobal is making changes to our payment policy and payment processing fees to better reflect
changes in our business. eShipGlobal will apply a 5% payment processing fee on the total shipment amount for credit card payments. Additionally, for credit card failures at the time of post
paid payment processing, eShipGlobal will apply a $5.00 fee to reprocess the payment each time. Please contact support@eshipglobal.com if you have any questions.
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RESEARCH MATERIAL SHIPPING

Step 1 : Material Classification and Training Verification
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Ship International
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- Include or disclose confidential, sensitive, or export-controlled information?
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TECHNICAL DATA

Dolcan the technical data in your shipment:

Yes No
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Be used in the development of military or terrorist weapons?
Contain confidential, sensitive, or export-controlled information?

Have application in the development., use, or production of high-tech equipment or processes involving nuclear
materials, chemicals, microorganisms and toxins, electronics, computers, telecommunications, information
security sensors and lasers, navigation and avionics, marine, or aefospace and propuision?

Involve an agreement imposing publication restrictions, non-disclosure, or confidentiality?
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PRODUCTS.

Does/can the product or article in your shipment:

Yes No

1 Don't Know

Be used in the development of military or terrorist weapons?
Contain confidential, sensitive, or export-controlled information?

Have application in the development., use, or production of high-tech equipment or processes involving nuclear
materials, chemicals, microorganisms and toxins, electronics, computers, telecommunications, information
security sensors and lasers, navigation and avionics, marine, or aefospace and propuision?

Involve an agreement imposing publication restrictions, non-disclosure, or confidentiality?
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Step 1 : Item Classification and Export Control Verification
ITEM SELECTION
Identify the item that you pian to ship. Then click Continue button to proceed to Shipment details. Required fields are indicated by an asterisk
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“Item Name:
“Gross Weight:
*Quantity:

*Net Value in USD:
*Country of Origin:

1Schedule B Number:

*Do you have an ECCN?
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https://rulings.cbp.gov/
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ONo (If this is a commercial item, please contact the vendor/manufacturer to obtain the ECCN)
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Ship International
Step 3 : Shipment Creation and Documentation

Not
Carriers in several countries now require an email address to contact for KYC documentation to faciltate customs clearance. Please enter
your receiver's email address on the recipient Information section to avoid clearance delays.

Sender Information

(Shipper Information)

UT Arlington, Andrew Harris v Edit Add Sender Shipping Date: _
[u g I I R =

Recipient Information

(Please enter recipient information or choose from saved recipient addresses by ciicking on the Load from Address Book button)
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Customs Information
(Additional ields for customs information)

Customs Value: [5. (100X USD) Terms of Sale: 2
Declared Value: D (000X USD) Certificate Of Origin: | NotRequired v

By inserting a declared value, your shipment will be insured up to the value, leave biank ifinsurance is not required.

Shipment Information

(This section is required for shipments with product net value over $2500.)

SED Method: —Choose Me: v 4 |TN/FTSR Number: [Not Required 2

Email Notifications

(Email notiications will be sent free of charge)

(] Notify Shipper on Order (] Notify Recipient on Order () Notify Shipper on Delivery (] Notify Others on Delivery
[J Notify Shipper on Exceptions

Help

" Additional charges may apply for PICKUP, and you must either contact the carrier directly or schedule a pickup from the My Shipments panel,
“Required fields.
“Enter ITN for SED included (or) FTSR when SED is exempted.
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enterprise.eshipglobal.com says

Attention:

Shipment information cannot be edited after it is confirmed. Please
verify all of the entered information and then click on OK below to
confirm this shipment.

Otherwise, click on CANCEL below to go back to the ship form to
review or edit this shipment.

Cancel
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Compliance Checker

Please wait while we check this shipment for compliance ...

Validating company, name, and address with RPS database...
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~ Compliance Checker

Please wait while we check this shipment for compliance

I Validating company, name, and address with RPS database. b 3

| Compliance check failed. Please click on the Submit for approval ~
button below for Export Control review to continue.

The information entered matched one or more entries in the RPS database

as shown below:

CHENGDU FINE OPTICAL ENGINEERING RESEARCH CENTER
No 3 Keyuan, 1st Road, Chengdu Hi-Tech Zone
Chengdu
China
[ Start Date:5/25/2020
End Date:12/30/12099
Alert Type: R
Other Note:

Serve/85ir34495-03.paf RISK_COUNTRY

‘Submit for Export Control Review
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Order #: 110437449

Tracking #: 273379407718
[shipment information

Origin Destination 1package Information Scan Activity Amount
UTArlington UTA FedEx. No information at this time. $70.01
Andrew Harris UTA
112 Garvin Way 1234 Main St 5/20/2022
Midiothian TX 76065 Chennai 600018 FedEXx International Economy
United States India CUSTOM 5 Ibs
Sent By: Andrew Harris PKC
Product Name Product Classification
Steel columns-NOT FOR SALE Products Gross Weight: 5 L8
Net Value: 100 USD

Quantity: 5 PCS
ECCN#: EAR99
ECCN Check: N/A

Total for this shipment

Cancel shipment Compiete Shipment | SR | T |





image19.png
‘@ Shipment Confirmation - Google Chrome: = o X

@ basetsteshipglobal.com/services/interational/shipments/confirm_checkasp?orderno=101099,

»

Checklist for Export Control Issues Related to International Shipments.

Instructions:

Please review this checklist for allinternational shipments. The questions are intended as 3 guidance
100l to determine if there may be any restrictions or laws applicable to your shipment. Ifthe answeris

"yes" to any question below, please halt your shipment and immediately contact the

Qffice of Regulatory Services to perform an assessment for export control. Based on country-specific sanctions.
‘and export control regulations, certain shipments may be prohibited or may require 3 license under law.

1. Does your shipment involve encryption software? - =
IFyes, please describe: N

2. Does your shipment incude anyitem(s) elated to the prolferation of nuclear chemical, or
biological weapons or missile technology? -
Ifyes, please describe:

3. Are there any sanctions associated with the destination and/or recipient of your shipment?
*Office of Regulatory Services can assist you with this assessment.
Search the Consolidated Screening List by the Department of Treasury, Department of
Commerce, and Department of State: hutps.//wwwirade gov/consolidated-screening:list; . -
If yes, please describe:

4. Does your shipment involve any materials, technology, or services listed on the
Department of Commerce’s EAR/Commerce Control List?
“Office of Regulatory Services can assist you with this assessment.
Search the Commerce Control List (CCL):
hitos://wwwsbis.doc. gow/index,pho/regulations/export-administration-regulations-ear
Ifyes, please describe:
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[ T certify that T understand and will comply with all applicable export control laws and regulations.
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Order #: 110437405

Tracking #: 1Z376F4A0491856244

hipment Information

origin Destination 1Package Information Scan Activity ‘Amount
UTArlington uTA No information at this time $19.92
Andrew Harris UTA
112 Garvin Way 1234 Main St —
B ¥z Cleo0ua TR
o T nda UPS Woridwide Saver
SRERCETETOND LETTER 0.5 Ibs
PKC

Product Name Product Classification
DS2019 docs Documents Gross Weight: 0.5 L8

Net Value: 1 USD

Quantity: 1 PCS

ECCN#: EAR99
ECCN Check: N/A
Total for this shipment N 7Y

Cancel Shipment Print Airwaybill Print Required Documents Export Checkiist

( Schedule Pickup ](__Supporting Documents | Shipment History’ |
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o
o 05LBSLTR 10F1
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ik DATE: 20 MAY 2022
S|
A
68123456789
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CHENNAI 600018
INDIA

IND 012 9-00

UPS SAVER

TRACKING #: 1Z 376 F4A 04 9185 6244

Mihee  EDI-DOC | EDI-DOC
= =M
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Print Documents Print 3 copies of these documents

PAGE 1 OF 1
COMMERCIAL INVOICE
Date Shipped: 52012022 [Air Waybill No: 1Z376F4A0491856244
Shipper Tax ID/EIN:
SHIPPER NAME AND ADDRESS CONSIGNEE NAME AND ADDRESS
Andrew Harris UTA
UT Ariington UTA
112 Garvin Way. 1234 Main St
Midiothian, TX, 76065 Chennai, , 600018
United States India
Phone:8172723723 Phone:68123456789
Email-andrew.harris@uta.edu Email-andrew.harris@uta.edu
Reference Reference

Complete Description of Goods

Units (Harmonized Code and License Info) Country Of Origin|  Unit Value | Commodity Value
TPCS Documents ( DS2019 docs ) Us $1.00 510
Harmonized Code
ECCN: EAR99

Purpose of Shipment: Commercial

[Fre s a7 conrled 5y T U S Goverment and SURooed Tor exper oy T couny o i dosmaion o use b e Wit | Total PGS 1
onsignee or end-users) heren entied. They may nol b resad. ransered.ofGihersise diSposec of o any iner county orfo any person
o ihan ine suinored e consinee o Snc-user 5. aiher i her angina for o sner beig incorporetednto amer fems wihout 15t | Total Weight (LBS) | 0.50

aining approval from the U.S. government or as ofherwise authorized by U-S. law and regulations.

IGNATURE:
DATE:

Freight Charge 50.00

Terms of Sale DDP

Total Value in USD  [$1.00





