
Customs Clearance Instructions 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

This letter serves as a guide for the customs clearance process for your air travel items arriving at 

[Airport/Port Name]. Please follow the instructions below to ensure a smooth clearance 

experience: 

1. Prepare all necessary documentation, including: 

- Airway Bill (AWB) 

- Invoice and Packing List 

- Certificate of Origin (if applicable) 

- Import Permits (if required)  

2. Ensure that all items comply with local customs regulations and restrictions. 

3. Contact our customs broker at [Broker's Contact Information] at least [Insert Timeframe] 

before arrival for pre-clearance assistance. 

4. Upon arrival, present all documents to the customs officer at [Customs Counter/Area]. 

5. Pay any applicable duties and taxes as assessed by customs personnel. 

6. Collect your items from the designated area post-clearance. 

If you have any questions or require further assistance, please do not hesitate to reach out to me 

at [Your Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


