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Customs Importing Guidelines- Procure to Pay Services
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Fees
All goods imported into Canada may be subject to Brokerage Fees, Customs Duty and HST, depending on

the type of goods, end use, location of manufacture and mode of delivery (including samples and free

items). Generally, all courier deliveries (i.e.: UPS, FedEx, DHL, etc.) are cleared through the University’s

customs broker and subject to brokerage fees. There is a standard brokerage clearance fee, regardless

of the value of the shipment.

Shipments delivered via Canada Post and valued at under $2,500 do not require a broker. Canada Post

automatically applies a handling fee to process goods imported as mail that are subject to Duty and/or

tax. Items worth CAN$20 or less, are not subject to Duty or taxes. Items that do not qualify for the

CAN$20 exemption include the following: tobacco, books; periodicals, magazines, alcoholic beverages,

and goods ordered through a Canadian post office box or a Canadian intermediary. The shipment will

be subject to HST on the “value of the goods”. This includes free gifts, samples or unsolicited goods and

items returning from repair that are not under warranty.

The Shipping to Canada Instructions document outlines the minimum information required from a

supplier to export goods into Canada and can be given to the supplier at the time of order to assist with

a smooth clearance through Customs and help avoid clearance error fees. There will be a brokerage fee

to correct a clearance error due to incorrect information on the suppliers Commercial or Customs

Invoice. The department that initiated the order will be subject to the correction fee.
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What is Duty?
All goods are assigned a Customs Tariff Classification number. Some goods are listed in the Customs

Tariff as Duty free and others may have a percent of Duty assigned to them.

If the goods have Duty assigned to them in the Customs Tariff and qualify for NAFTA -North American

Free Trade Agreement (i.e.: manufactured in the US, Canada or Mexico), the goods may be eligible for

Duty relief. If the goods have Duty assigned and are manufactured in another country not covered by

NAFTA, the goods will be subject to the applicable Duty based on the value of the goods and subject to

GST on the amount of Duty.

Import Requirements: Permits, Licenses & Certificates
Required import permits, licenses or certificates MUST be obtained PRIOR to import of animal or plant

commodities and before the departure of the shipment from country of origin. Otherwise, there can be

serious financial consequences for the University.

Goods containing foreign soil arriving at the Canadian border will be restricted to a CBSA-controlled

area. Under certain conditions, were approved facilities exist, the goods will be washed prior to import,

or allowed to move in-land to either a stationary or mobile CFIA approved treatment facility provided

certain conditions were met, i.e. there is no risk of soil dislodgement during transport. If conditions are

not met, the contaminated goods will be refused entry into Canada under the authority of the Plant

Protection Act and Health of Animals Act. The cost associated with cleaning or removal from Canada

will be paid for by the importer. Customs Notice: http://cbsa-asfc.gc.ca/publications/cn-ad/cn10-001-

eng.html

Importers are to obtain and maintain current licenses, permits and other specified documentation as

evidence of compliance with commodity specific regulatory requirements for any applicable goods.

Copies should be forwarded to Kim Fleet – Procurement Services.

Goods that may require Import Permits, Licenses and Special Release (not an exhaustive list):

Food

Forestry Products

Used gardening/horticultural tools

Animal Feeds

Seeds for propagation

Animal Fodder

Nursery Stock

Live or deceased animals for lab research

Live Animals or Animal products Animal or human tissue samples for lab research

Fertilizers & Supplements

Soil & Growing Media

Hazardous chemicals or products

Certain dairy & chocolate products

Certain bacterial, fungal or viral cultures

Infectious substances of any kind

Human Pathogens

Radioactive Substances Isotopes
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If in doubt whether a product requires an import permit, license or special release, contact Kim Fleet,

Procurement Services at 491-6369 or kim.fleet@smu.ca.

Penalties
CBSA has implemented an Administrative Monetary Penalty System (AMPS) to motivate compliance

through the application of monetary penalties.

Failure to comply may result in clearance delays, destroyed shipments and monetary fines for the

University, as well as, additional Broker Fees for clearance corrections.

To ensure compliance, please instruct suppliers to submit accurate and complete documents to

Livingston International, as described in the Shipping to Canada Instructions document, PRIOR to the

goods arriving at Customs.

Personal Shipments
Personal shipments imported into Canada and addressed to the University are NOT permissible and will

not be cleared by the University’s customs broker.

Exception: Personal shipments are allowed for Students in residence, but there should be no mention of

“Saint Mary’s University” in the delivery address. Shipments should be addressed to the specific

residence instead. i.e.: Student Name, Loyola Residence, Room #, 923 Robie Street, Halifax, Nova Scotia

B3H 3C3.

Receiving Imported Goods
End user departments should follow regular receiving procedures for imported goods. See 4-1026

Procurement – Receiving Procedures at: http://www.smu.ca/policy/documents/4-

1018_ReceivingProcess.pdf.

In the event that there is a discrepancy between the information contained on the customs

documentation and the actual receipt of the goods, (i.e., a difference in the unit price, the quantity

received or description of the goods) the University is responsible to file a correcting entry with CBSA.

Where discrepancies occur, contact Kim Fleet –Procurement Services, as soon as possible, to initiate the

correction process.

Similarly, the University is obliged to report the receipt of free gifts, samples or unsolicited goods of any

nature shipped into Canada. If not accompanied by proper customs documentation, the University is

required to self-disclose. Contact Kim Fleet - Procurement Services, as soon as possible, to initiate this

process.

Repairs and Replacements: Warranty and Non-Warranty
When goods are shipped out of Canada for repair or replacement, the goods will be inspected by

Canada Border Services Agency (CBSA) upon return to Canada as an Import and may be subject to

brokerage fees, Duty and GST. For the return of goods, instruct the supplier to use Livingston

International as the University’s Customs Broker.
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Repairs under warranty are not subject to Duty (if applicable) or GST, if the supplier’s Commercial

Invoice clearly states it was repaired under warranty and includes the cost of the repair on the

Commercial Invoice.

Replacement under warranty are subject to Duty (if applicable), but are not subject to GST, if the

supplier’s Commercial Invoice clearly states that it is a replacement under warranty and the Commercial

Invoice includes the value of the replacement.

Repairs not under warranty are not subject to Duty (if applicable), but are subject to GST on the cost of

repair.

The goods repaired must be accompanied by a Commercial Invoice from the supplier indicating

that the goods were repaired and are not under warranty.

For goods repaired in the United States, the supplier must list the Country of Origin as “Canada”

and include the “State” in which the repair was done, on the Commercial Invoice, regardless of

where the item was manufactured.

The cost of the repair must be stated on the Commercial Invoice

Repairs under warranty returning to Canada do not require a Proof of Export.

Repairs not under warranty require a Proof of Export from the supplier to be sent along with the

Customs Invoice for Customs Clearance in the case of goods returning to Canada ( i.e.: outward

Bills of Lading, Export Documents, Foreign Consumption Entries, etc.)

IMPORTANT: If the information on the supplier’s Commercial Invoice is deemed incorrect and requires

an amendment to the clearance with CBSA, a fee for the correction may apply.

Samples & Free Goods
The supplier must identify and assign a value for Customs purposes on the Commercial Invoice, even if

the samples or goods were sent at no charge. The value is then used when calculating GST and Duty, if

applicable.

Shipping to Canada Instructions for Suppliers
Suppliers are required to complete a Commercial Invoice or Customs Invoice and forwarded copies to

the University’s customs broker.

The Shipping to Canada Instructions document outlines the minimum information required from a

supplier to export goods into Canada and can be given to your supplier to assist with a smooth clearance

through Customs.

Credit Card Orders
When placing International credit card orders to the US or outside of North America using a Saint Mary’s

University Purchasing Card, please instruct the supplier to use the following as the PO# on the

Commercial Invoice: SMU + 4 digit ORG# from your department FOAP (Example: SMU5740)
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This will allow the University’s customs broker, Livingston International, to identify the shipment as a

valid Saint Mary’s University order, giving them authority to clear the shipment for the University

through Canadian Customs and avoid potential delays.

Software
The supplier must list the selling price on the Commercial Invoice, even if the software was sent at no

charge.

Ensure that the U.S. supplier is aware that CD’s & DVD’s are valued at the selling price (different from

U.S. rules).

Temporary Imports
Some goods may qualify for Duty-Free entry under tariff classification 9993.00.00. There are also some

circumstances where temporarily imported goods are entitled to full or partial relief of the goods and

services tax/harmonized sales tax (GST/HST).

The procedure for a Temporary Import is:

1. Obtain an E29B Temporary Import form from Livingston International “if” the goods meet the

criteria listed in the Canada Border Services Agency’s (CBSA) Memorandum D-1-1 http://cbsa-

asfc.gc.ca/publications/dm-md/d8/d8-1-1-eng.pdf

2. If your circumstance meets the criteria for Temporary Imports as listed in the D-1-1 Memorandum,

contact Kim Fleet, Procurement services at Kim.Fleet@smu.ca or 491-6369 at least 2 weeks prior to

importation to assist in the process.

3. There is a fee for the completion of E29B form and Bond that will be posted by Livingston

International, on the University’s behalf.

4. Livingston International requires approximately 2 weeks to complete the form “prior to

importation”, so that they can obtain the Bond and have the paperwork on hand at the port of entry

for clearance.

5. Livingston International holds the Bond for the time that the goods will remain in Canada, based on

the date entered on the E29B form.

6. If the goods will remain in Canada longer than the date on the E29B form, an extension MUST be

submitted or the University may face significant fines or penalties from CBSA.

7. Prior to the goods being exported back to the originating country, Livingston International must be

contacted, so that they can arrange the cancellation of the E29B and Bond.

8. If Livingston International is not notified and the Bond expires, the University would be responsible

for the amount of the Bond, which can be up to 110% of the value of the goods. Example: Goods

value = $8,000, Bond value= $8,800 (amount owed by the University).

9. When the goods are returned, the Importer (or Broker on behalf of the Importer) must present to

CBSA for examination and validation, any goods, which were granted temporary importation (along

with their copies of Form E29B) at the CBSA office at the point of exit.


