
Notice of arrival of 

ship and  

submission of 

advance manifest

Arrival, Boarding 

of ship and 

Reporting of cargo

Discharge and 

tallying of cargo by 

Port Authority and 

Agent

Package Type

LCL Container

Multiple 

Consignees

FCL Container

One Consignee

Container Storage 

Area
Cargo type

Break Bulk

Smaller shipments

Shed 2

Non Commercial

Shed 1

Commercial

Arrival of Aircraft 

and Reporting of 

cargo

Discharge and 

tallying of cargo by 

Port Authority and 

Agent

Air Cargo Shed

Storage of goods 

in marled areas for 

easy retrieval

Destination

Importer notified of arrival of cargo by ship or aircraft agent and commences arrangements for Clearance of consignments.

NEVIS

Transfer 

procedure initiated

SAINT KITTS

IMPORT PROCEDURES



Entry submitted 

with supporting 

documents and 

copies

Documents taken 

to Supply Office 

for Processing and 

Approval

Verification of 

Entry

Examination of 

Goods

Notification of 

import received

Formal declaration 

prepared

Sufficient 

Documentation

Necessary 

approvals recieved

Formal Declaration 

prepared

Verification 

Process

Entry with 

Discrepancies 

Returned with 

Query Form for 

Correction

Entry Finalized.

Assessment 

Notice Generated

Bill of Sight 

process initiated

Goods Examined, 

Classified, and 

Valued

Payments to 

Custom and Port 

Authority

Marking Off and 

Cargo Accounting 

process

Compliant

Non-Compliant

 Action taken and 

Importer given 

instructions

Compliant

Release order 

signed

Port Authority 

verifies Order and 

Charges payment 

and releases 

goods

Entry Processing, Inspection, 

and Release



Documents are 

taken to terminal 

office to book 

appointment for 

verification

Customs verifies 

documentation 

and releases FCL.

Gate Pass Issued.

Importer transfers 

FCL to place of 

inspection

Importer transports 

assigned Officer to 

location for agreed 

time

Compliant

Officer finalizes transaction, 

records findings on entry. 

Importer countersigns. 

Precondition

Customs Entry prepared and duties 

paid for FCL consignment

Container opened, 

de-stuffed and 

verified under 

Customs 

Supervision

Compliant

Non-Compliant

 Action taken and Importer 

given instructions

Containerised Cargo 

(FCL)



Documents 

submitted to Audit 

and Administration 

sections for  

approval and 

certification

Entry is lodged 

and processed in 

Long Room

Port Authority

Port charges paid 

and receipt issued

Entry is taken to 

warehouse office 

for marking off

Entry taken to 

relevant transit 

shed or  Terminal 

Office (FCL)

Customs Release 

Order issued and 

Port Authority 

Gate Pass sought

Consignment 

removed from 

shed or port and 

verified at gate by 

Port Authority 

Precondition

Appropriate Customs Entry (S7)  for 

consignment to be warehoused

Other actions

Beverages

Levy paid and 

receipt issued

Cargo type

FCL

Procedures for 

FCL Containers 

initiated

Entry taken to 

relevant transit 

shed or  Terminal 

Office (FCL)

Private Bond Consignments



Precondition

Exporter determines method of 
shipping and chooses carrier

Exporter or broker 
prepares export 

entry with 
supporting 
documents

Exporter obtains 
waybill from carrier 

agent 

Entry with supporting 
documents submitted 
to Customs at export 
office for processing

Documents and 
goods taken to Port 
Authority at Port of 

Export

Goods inspected 
and compared with 

documents by 
Customs Officer

If compliant 
Customs officer sign 

documents 
certifying shipment.

Outward manifest 
prepared before 
aircraft/vessel 

departs.

Goods inspected, 
particulars recorded  
by Customs Officer 

and Temporary Export 
Form prepared

Package handed 
over to carrier agent  

for payment of 
charges and 

shipment

Type of export

For Repairs

by

Courier or Parcel 

Post

Small Shipments

Outright Exports

by
Courier or Parcel 

Post

For Repairs

by
Ship or Aircraft

Outright Exports

by
Ship or Aircraft

Smaller Shi

Larger 
Shipments

Goods inspected, 
particulars recorded  
by Customs Officer 

and Temporary Export 
Form prepared

Port Authority

Port charges paid 

and receipt issued

For Repairs

Master/Captain 
receive goods on 

board ship or 
aircraft sign 
documents.

Export Procedures



Importer is notified about 

arrival of goods by Courier 

agent or Postal Authority

Goods examined and 

particulars noted on 

Parcel Post Notice 

and passed to Postal 

Officer for Payment

After payment, 

parcel is released

Carrier

Parcel Post

Importer/Broker 

collects documents

Courier

Importer/Broker 

collects documents 

and pays charges

Status

Commercial

Importer/Broker 

prepares formal 

Customs Entry

Status

Non-Commercial

Importer/Broker 

attends examination 

by  Customs

Non-Commercial

Importer/Broker 

attends examination 

by  Customs

Entry submitted as 

per normal import 

entry processing 

and duties paid

Paid entry 

submitted to 

import station for 

clearance

Goods examined and  

duty liability 

assessed and paid

After payment, 

parcel is released

Paid entry submitted to import station for 

clearance

Goods may be subject to examination.

If compliant release authorised

Importer/Broker acknowledges transaction by signing the 

“Receipt for the Released Goods Form” Which is retained by Customs

Courier/Parcel Post 

Procedures



Duty Concessions Returning Natiols Pre-Releases
Perfect/Certified 

Entry
Provisional/Deposit 

Entry

Used to facilitate 
clearance of goods 
in the absence of 

proper 
documentation, late 
arrival of invoices, 

complexity of entry 
preparation, or 
speedy release.

Supervisor 
Warehouses reviews 

request and 
approves

Provisional entry 
and supporting 

documents 
submitted and duty 

liability assessed and 
paid on A-Form

Deposit amount 
usually exceeds 

liability to secure 
discrepancies

Deposit entry 
processed and taken 
to import station to 
facilitate release of 

goods

Perfect entry to be 
submitted within (3) 

months

Used to bring 
closure to a Deposit 

Entry transaction 
and is required to be 
submitted within (3) 

months or such 
other period as 

allowed of the initial 
transaction.

Proper entry 
prepared and 
submitted to 

account for all goods 
received.

Overages and 
shortages are to be 

explained.

Duty re calculated 
and any excess 

refunded.

Refers to 
exemptions from 
normal duties and 
taxes as granted by 

Cabinet

Concession entry 
submitted along 

with Application for 
Relief of Duty and 

taxes (C101) Form to 
the Administration 

Section for 
verification of claim 

and approval

Entry is submitted to 
Long Room for 
processing and 

subsequent 
payment if any 

Paid entry is taken 
to import station for 

release of goods 
which may include 

examination for 
compliance with 

claim

Refers to 
exemptions 
afforded to 

returning nationals 
on specified goods 

under certain 
conditions .

Eligibility 
ascertained by 

interview and other 
processes.

Application for 
benefit reviewed by 

Administration 
Section and 

examination of 
goods allowed.

Values and 
quantities recorded

Import entry is 
finalised and any 

duties paid

Paid entry it taken 
to landing station to 

effect release of 
goods after port 
charges are paid.

Used in special 
circumstances to 

facilitate release of 
perishables, 

precious goods, 
inventory for 
factories, and 

imports by 
government

Application utilises 
the Pre- Release 

Form (C104) and is 
approved by 

Supervisor of the 
relevant station

In other special 
cases the 

Administration 
Section may allow 
use of the process

Values and 
quantities are 

recorded

The formal entry for  
goods delivered 

under this 
procedure must be 
submitted within 
one week of the 

initial release

Special regimes
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