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ROLES FOR THE WAREHOUSE DECLARATION

1. Clearing and Forwarding Agents (C&F Agents)
The Authorized Clearing and Forwarding Agents play a critical role in facilitating the movement of
goods under the warehousing procedure. Their responsibilities include:

o

Filing the warehouse declaration at the point of entry when the goods arrive in the country and
are intended to be stored in a bonded warehouse under suspension of duties and taxes.

When creating a warehouse declaration, the CFA needs to enter the Importer TPN as vehicle
dealer who is allowed to import the TPN.

The CFA should select and enter the Warehouse TPN in the field where the CFA needs to enter
the TPN of the warehouse operator which is registered as the warehouse operator in the eCMS.
Subsequently, upon sale or removal of the goods from the warehouse, they are responsible for
filing the ex-warehouse declaration, which is a mandatory step to account for the goods and
ensure duty and tax payments, if applicable. The CFA shall declare the ex-warehouse and enter
the TPN of importer as the vehicle dealers TPN.

Both the warehouse and ex-warehouse declarations must be submitted in a timely and accurate
manner, and preferably in a simultaneous or coordinated process, especially in the case of
direct sales from the warehouse.

2. Customs (Bhutan Customs)
Bhutan Customs is the regulatory authority responsible for overseeing and facilitating lawful trade while
ensuring compliance with national laws. Their key roles with respect to the warehouse declaration
process include:

o

o

Verifying and processing the warehouse declaration filed by the C&F Agents at the time of
import and entry of goods into the bonded warehouse.

Conducting risk assessments, inspections, and validations as necessary before approving the
storage of goods under the warehousing regime.

Upon the sale or removal of goods from the warehouse, Customs shall also review, assess, and
approve the ex-warehouse declaration to ensure that all applicable customs duties, taxes, and
regulatory requirements are fulfilled before goods are released for domestic consumption.
Maintaining proper records and audit trails of warehouse movements for compliance and post-
clearance control.

3. Warehouse Operator
The Warehouse Operator is the registered and licensed entity responsible for the management and
operation of the bonded warehouse facility. Upon registration, user credentials are issued to authorized
personnel for system access. The responsibilities include:

o

Admitting goods into the warehouse only after the warehouse declaration has been duly
approved by Customs.

Ensuring that the physical stock in the warehouse matches the declarations and inventory
records at all times.

Releasing goods only upon receipt of an approved ex-warehouse declaration, indicating that
the necessary customs formalities have been completed.

Maintaining proper inventory control systems and cooperating with Customs for inspections,
audits, and reconciliations.

Promptly reporting any discrepancies, damages, or loss of goods stored under bond to the
concerned authorities.




A. WAREHOUSE DECLARATION.
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Log in to Clearing Agent User in eCMS
Go to Declaration menu and click on “Create Declaration”.

Fill in all the mandatory fields.
Click “Save>>" button.

General Information Tab
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Exporter/Consignor Details

(Fig.1. General Information)

Clicking “Save ” button will save the information entered. Whereas,
Clicking “>>Save next” button will Save the information entered as well as take

you to next step.
Clicking “Reset” button will allow the user to reset and input new data.
In the warehouse field, we should enter the warehouse operators TPN and in the

Importer TPN, the CFA should enter the TPN of the importer/vehicle dealer.




Bill of lading Tab

= Click on the “add” button available on the top right corner of the dashboard to add bill
of lading, below screen will be displayed.

= [fyou have no manifest, tick on “No Manifest” and continue entering all other mandatory
field and Click “Save>>" button to save and go to next tab
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Invoice and Consigner Tab
= Fill in all the mandatory field and Click “Save>>" button
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(Fig.3. Invoice and Consigner, invoice details)




= Click on commodity details.

= Add commodity details with all the relevant details and click “Save and compute
tax” button.

= Following screen on “Duties and Taxes” will be shown.

= Forthe vehicles, enter the details of vehicles such as engine number, chassis
number, make and model etc...
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Supporting Document Tab

= Go to “Supporting Document” tab.

= To add upload your supporting document, click on the “required” documents or click
on the three-dot available on extreme right of the invoice and choose and upload the
document format in PDF/jpg/jpeg.

= |f you have more than one supporting document, you can add the by clicking on button
available on the top right corner of the Dashboard.
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Summary Tab

= Click “Update>>" button.
= Click on “Summary”

= Tick on the DISCLAIMER ch e ¢ k box and click “validate” button to validate your
input data.
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(Fig. 7. Validate and Submit Declaration)

= (Click “Submit” Button, a successful Declaration Submission Message pops up with the
Declaration Number.
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B. APPROVE WAREHOUSE DECLARATION.

The roles of approving the declaration are for Customs. The customs will complete the clearance
formalities and then clear the warehouse declaration respectively.

C. ADMIT GOODS - WAREHOUSE OPERATOR

Process:

= Log inas: Warehouse Operator, you will get the following dashboard.
= Go to Bonded Warehouse (FE) in the menu

= Click onadmit goods.
= The list of declarations cleared for the particular warehouse will be displayed and shall admit the

particular declaration to the warehouse.
= The following screen will be displayed.
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Click on the list to view the detail as given below.
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Admission of particular declaration item.
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In th

D.

Process:

The

e Status Field;
Select one given options (Fully Admitted) from the dropdown list.
Fill in the “Quantity to Admit” Note- Fully Admit in the warehouse to get the items into the
warehouse”
Click update button.
Once the item is updated and fully admitted, the list of items will be available in the
inventory list.
Similarly, when the item is removed from the warehouse, the inventory gets updated.

CREATE IMPORT DECLARATION AFTER WAREHOUSING PROCEDURE

ex-warehouse declaration is done by the Authorized clearing and forwarding agent.

= Login to CFA user.

= (Create import declaration by selecting the regime as “Import” and the declaration
type as “Warehousing procedure for the Declaration type ‘Entry for home use/Ex-
Warehousing after warehousing Procedure”

= Enter the Previous Declaration Number as the “warehouse declaration number
created during the warehouse declaration™.

= Enter the TPN of the Importer (Vehicle Dealer) under the importer TPN.
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(Fig. 12. Create Declaration)




= Inthe bill of lading; The details in the BoL will be auto-populated as below as it is linked
to the previous declaration.

= The gross weight and the gty. shall be entered as per actual goods to be released/sold from
the warehouse.
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(Fig. 13. Update Bill of Lading)

Under invoice and consigner tab:

=  Click on “previous Commodity Details” and tick onthe item listed
= Click “Add Item” button
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Under Commodity Details;

= Click on the items, which will be shown as per the warehouse declaration.

= The Qty and the value in the item shall be entered as per the actual goods
released/sold from the warehouse

= Click Update
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(Fig.15. update commodity)

Details Under Summary;

Click the Disclaimer check box and click “Validate” button.

Below successful message will be displayed upon the submission and the
ifthere are discrepancies in the data entry, it will pop up the
message if invalid details.

/We declare that information given on this declaration and attached documents are true and correct.uWe shall also ensure that we fully comply with all the applicable provisions of the relevant laws of the country.
In case the declaration s found to be untrue and Incorrect or in breach of any laws of the country, UWe shall be heid accountable/liable for fines, penalties, taxes and prosecution as per the laws of this country.




(Fig.16. VValidate Declaration)
= After validating, click the Disclaimer test box again and click “Submit” button to submit
for approval.
= The unique reference number will be generated on the submission.
= Subsequent screen with Declaration number will be displayed.
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(Fig.17. Submit Declaration)

E. APPROVE EX-WAREHOUSE AFTER WAREHOUSING PROCEDURE

The approval of the ex-warehouse declaration processes is done by the customs after the
payment of applicable taxes and duties and the declaration is “released” from the customs.

F. RELEASE GOODS - WAREHOSUE OPERATOR

After Approval of the warehouse declaration and completion of customs formalities, the
Warehouse Operator will Release Good from the Warehouse.

Process:

»= Log in the Warehouse operator’s user.

» Go to Bonded Warehouse and select “Release Goods™ from the drop-down
menu.

= The list of ex-warehoused goods will be displayed in the release goods list as
“pending warehouse release™
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(Fig.18. Release Goods)

Release Item:
= Click on the Declaration list to view OR you can view the declaration by clicking
on the three dots available on the right end of each list and click view.
= Subsequent screen is displayed.
= Click on the item Details tab, and select the declaration, “Release Item” update will pop up
as given below.
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= Inthe status field, change the status as Cleared.

= Click update
Once the update status as cleared is done, the inventory will automatically be updated

and subtracted from the inventory for the goods which is released/cleared by the
warehouse operator.
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