
Export Documentation Requirements 

Checklist 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Export Documentation Requirements Checklist for [Insert Shipment Details] 

Checklist of Required Documents 

• Commercial Invoice 

• Packing List 

• Bill of Lading 

• Certificate of Origin 

• Export License 

• Insurance Certificate 

• Import Permit (if required) 

• Other Regulatory Documents 

Additional Notes 

Please ensure that all documents comply with the regulations of the importing country and are 

prepared in a timely manner to avoid delays in shipment. 

If you have any questions or need further clarification, feel free to contact me at [Insert Your 

Contact Information]. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


