Cross-Border Shipment Procedures

Date: [Insert Date]

To: [Recipient Name]

Company: [Recipient Company Name]

Address: [Recipient Address]

Dear [Recipient Name],

We are pleased to provide you with the procedures for managing cross-border shipments for our

e-commerce business. Please follow the steps outlined below to ensure a smooth shipping
process:

1. Order Confirmation

Once an order is placed, confirm the shipping details with the customer, including delivery
address and contact information.

2. Customs Documentation

Ensure that all necessary customs documentation is prepared, including invoices, packing lists,
and any other required forms.

3. Shipping Carrier Selection

Select a reliable shipping carrier that offers cross-border services and confirm delivery timelines
and rates.

4. Packaging Requirements

Package the items securely to withstand transit, and label each package clearly with the
destination address and any customs information.

5. Tracking and Communication

Provide customers with tracking information and maintain communication throughout the
shipping process to keep them informed of their order status.

6. Post-Shipment Procedures



After shipment, monitor delivery status and address any issues with customs or the shipping
provider as needed.

We appreciate your cooperation in following these procedures. Should you have any questions or
need further assistance, please do not hesitate to reach out.

Best regards,

[Your Name]

[Your Position]

[Your Company Name]

[Your Contact Information]



