
Export Forms Overview 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Required Export Forms Overview 

Dear [Recipient's Name], 

This letter serves to provide an overview of the required export forms necessary for the 

successful processing of our shipments. Please find below the key forms and their respective 

purposes: 

• Commercial Invoice: Required for customs clearance, detailing the transaction between 

the buyer and seller. 

• Packing List: Outlines the contents of the shipment, including weights and dimensions. 

• Bill of Lading: A contract between the shipper and carrier providing details of the 

shipment. 

• Export Declaration: Required by customs to document the export of goods above a 

certain value. 

• Certificate of Origin: Certifies the country of origin of the goods being exported. 

Please ensure that these documents are prepared and submitted in advance to avoid any delays in 

processing. If you have any questions or require further details, feel free to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


