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[bookmark: _Toc315853695][bookmark: _Toc374097469][bookmark: _Toc383004458][bookmark: _Toc394319111][bookmark: _Toc358560374]INTRODUCTION
This guideline will assist clients and Authorised Officers (AO) to prepare a Notice of Intent (NOI) to export plants and plant products. Information on why a Notice of Intent to export is prepared is available in the Plant Export Operations Manual on the department’s website at:  https://www.agriculture.gov.au/biosecurity-trade/export/controlled-goods/plants-plant-products/plantexportsmanual   
[bookmark: _Toc315853696][bookmark: _Toc374097470][bookmark: _Toc383004459][bookmark: _Toc394319112]SCOPE
This guideline is for clients of the department who need to prepare a Notice of Intention (NOI) to export and for AO’s who issues NOIs. Client means the exporter, exporter’s representative or person responsible for the prescribed goods presented for inspection.
This user guide should be used in conjunction with the Completion of a Phytosanitary Certificate user guide that is available on the department’s website at: https://www.agriculture.gov.au/biosecurity-trade/export/controlled-goods/plants-plant-products/certificates-declarations-forms#phytosanitary-certificate
This guide references electronic phytosanitary certificates that are issued through EXDOC. Exporters are to adopt EXDOC standards for all Phytosanitary certificate completion. This will allow them to ensure that all parties involved in the clearance of the consignment are familiar with a consistent standard of certification. Further information on EXDOC standards are available through the regional office.  Regional office contacts are available on the department’s website at https://www.agriculture.gov.au/about/contact/our-offices
[bookmark: _Toc383004460][bookmark: _Toc394319113]COMPLETING THE MANUAL NOTICE OF INTENTION TO EXPORT
[bookmark: _Toc358560375]The manual Notice of Intention to export template is available on the department’s website at: https://www.agriculture.gov.au/biosecurity-trade/export/controlled-goods/plants-plant-products/certificates-declarations-forms#notice-of-intention-to-export-prescribed-goods
[bookmark: _Toc392247107][bookmark: _Toc394319114]
ROLES AND RESPONSIBILITIES
The NOI is prepared by the client and completed and verified then issued by the Authorised Officer. The table below outlines the responsibilities of the client and the AO.

	RESPONSIBILITY
	SECTION

	Client 
	To complete  Sections 1 – 15

	Authorised Officer 
	To verify information in Sections 1-15
To complete Sections 16-19  



[bookmark: _Toc394319115]NAME AND ADDRESS OF EXPORTER 
Enter the name and address of the exporter in full. The name and address refers to the details of the exporter (company) who is located in Australia.  This field may include an overseas company name, if the company has an office based in Australia, the Australian address must be used as the address details. The address of the exporter should be either a physical or a postal address.  The inclusion of both a physical and postal address is not permitted.

The inclusions of names of a person as the exporter is only permitted if the consignment being exported is for non-commercial purposes (eg: orchids in flasks). Non-commercial consignments will usually be small quantities. 
The exporter details are required in order to comply with the International Plant Protection Committee (IPPC) specifications for trace back purposes.  

Telephone numbers, facsimile numbers and/or ABNs are not permitted as part of the exporter details. 

The exporter details certified to on the phytosanitary certificate (and any other associated export certificates or forms) must be the same as the details that are on the Notice of Intention (NOI) form.

Certificates that are being issued electronically will have the name and address of the exporter printed on the certificate exactly as it has been registered with EXDOC. EXDOC exporter information can be registered through the EXDOC helpdesk area. Any changes to exporter details should also be sent to this area exdoc.helpdesk@agriculture.gov.au

Examples of completed Exporter details:

Postal address 
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VEG EXPORTS PTY LTD
PO BOX 459
BALDOW  3001  VIC
AUSTRALIA








Physical address
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VEG EXPORTS PTY LTD
UNIT 2/45 PEBBLE STREET
BALDOW  3001 VIC
AUSTRALIA


[bookmark: _Toc346190214][bookmark: _Toc346190341][bookmark: _Toc358560376][bookmark: _Toc394319116]CONSIGNEE'S NAME AND ADDRESS
Enter the name and address of the consignee. The consignee name should be the name of the company the consignee is being exported to. The inclusion of a name as the consignee is only permitted if the consignment being exported is for non-commercial purposes. (eg: orchids in flasks, research material). The address of the consignee should be either a physical or a postal address.

 This field must not be left blank and should contain sufficient detail to enable the importing National Plant Protection Office (NPPO) to confirm the identity of the consignee.  

Any variations to the consignee details are to be emailed to the Canberra Office at exdocplantprograms@agriculture.gov.au before certification is accepted and issued.

The words ’to order’ can be included as the consignee name, if the consignee is a bank entity. The use of ‘to order’ is not preferred and clients should avoid including this where possible. 

Some countries (eg: United Kingdom) have prohibited the application of To Order or Bank details as consignee details on the Phytosanitary Certificate. 

The inclusions of the following details are not permitted in this field:

· Telephone numbers
· both a physical and postal address
· Facsimile numbers
· ABNs
· Multiple addresses
· the words head office or factory (or derivative of)
· the word ‘consignee’ as the consignee name 







Example of completed Consignee details:
Postal address
TOP ONE IMPORT EMPORIUM PTY LTD
BOX 12593
GRANITE COUNTY 12348
UNITED ARAB EMIRATES
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Physical address
TOP ONE IMPORT EMPORIUM PTY LTD
156 GRAVEL AVENUE
GRANITE COUNTY 12348
UNITED ARAB EMIRATES
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[bookmark: _Toc358560377][bookmark: _Toc394319117]PLACE WHERE GOODS MAY BE INSPECTED (INCLUDE EST. NO. IF APPLICABLE)
Enter the inspection establishment name. The inspection establishment location and the registered establishment number issued by the department may also be included.
All inspection locations must be a current, Department of Agriculture export registered premise and must be registered for the type of inspection to be undertaken at that premise.

Information on registering establishments with the department is available on the department’s website at: https://www.agriculture.gov.au/biosecurity-trade/export/from-australia/documentation-registration-licensing/establishment-registration-fact-sheet 









Example of completed field:
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[bookmark: _Toc358560378][bookmark: _Toc394319118]DECLARATION OF EXPORTER/AGENT, PRINTED NAME, SIGNATURE AND DATE
The exporter or their agent must record their name (printed), signature and date that the declaration is being made. This declaration must only be completed by the exporter or their agent. 

This declaration makes the exporter or their agent legally responsible for:
· complying with all export legislative requirements and/or restrictions
· complying with all importing country requirements

The exporter/agent declaration must be made prior to the EX28 being presented to the Department of Agriculture Authorised Officer, before the inspection of the consignment commences, or in sufficient time to issue an Export Permit prior to the consignment being loaded on the vessel.
[bookmark: _Toc358560379][bookmark: _Toc394319119]DATE INSPECTION REQUESTED
Enter the expected date of inspection. This date should coincide with the appointment date (if applicable).

Example of completed Inspection Date field:

[image: ]1.4.2013

[bookmark: _Toc394319120][bookmark: _Toc358560380]FIELDS NOT APPLICABLE TO PLANT EXPORTS
The following fields on the Notice of Intention form are not applicable to plant exports:
· Place of issue of additional certificate required
· Local vessel or conveyance 
· Final destination (if on carriage) 
· Handling/processing est. no(s)
· Packing/processing dates 
[bookmark: _Toc358560382]These fields must be ruled through and no information is to be entered. 
[bookmark: _Toc394319121]PORT OF LOADING
Enter the intended port of loading. 

Example of completed field:
[bookmark: _Toc358560383][image: Table
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[bookmark: _Toc394319122]SHIP OR AIRCRAFT
Enter the declared means of conveyance for the consignment. This field refers to the transport mode and is the ship name and voyage number or aircraft and flight number. The ship or aircraft is to be the international carrier.

If details are unknown - ‘SEA’, ‘AIR’, or ‘MAIL’ may be entered. 
Example of completed field:
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[bookmark: _Toc358560384][bookmark: _Toc394319123]DATE OF DEPARTURE
Enter the expected date of departure.  The date must be entered in full. 

Example of completed field:
[image: Table
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[bookmark: _Toc358560385]
[bookmark: _Toc394319124]PORT OF DISCHARGE
The ‘Port of discharge’ is the first port of call of the vessel/aircraft, but this is not necessarily where the consignment will be discharged. Consignments can be discharged at ports that the vessel goes to after the first port of call. 

 If the ‘Port of Discharge’ is where the consignment is to be discharged and the consignment is to be discharged at several ports, the first known port of discharge is to be entered.

Some countries have specific Ports of Discharge where imported consignments may be off loaded from the vessel / aircraft, For example, India, Indonesia, Russia. 

Example of completed field:
[bookmark: _Toc358560387][bookmark: _Toc394319125][image: ]
ABU DHABI

COUNTRY OF ORIGIN (IF NOT AUSTRALIA)
Imported consignment
If the entire consignment was imported into Australia, enter the country of origin. 

Example of completed field:

[image: ]









Imported product and Australian product 
If the consignment consists of Australian and imported product, the country of origin is to be entered against the imported product(s) and the ‘Country of origin (if not Australian)’ field ruled through.

Example of completed field
[image: ]

[bookmark: _Toc394319126][bookmark: _Toc358560388]COUNTRY OF FINAL DESTINATION
Enter the country of final destination. This field refers to the internationally accepted name of the country for which the consignment is to be inspected and certified to.

Example of completed field:
[image: ]MALAYSIA

[bookmark: _Toc358560391][bookmark: _Toc394319127]MARKS, CONTAINER AND DEPARTMENTAL SEAL NUMBERS
Enter the distinguishing marks and container numbers. 
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Distinguishing marks are an indicator that identifies a line of product from other lines in the shipment. Distinguishing marks can include lot numbers, grower numbers, pack house numbers or container and seal numbers. This information must be verifiable by the AO at the time of inspection and recorded on the inspection record. Consignee details, excessive details or other irrelevant details (eg: AS ADD) are not permitted in this field. 

[bookmark: _Toc392247122][bookmark: _Toc394319128]EXDOC has a specific field for the inclusion of lot numbers.

Container Numbers 
Enter the container numbers under the Marks, container and seal numbers heading. Entering container numbers across the Phytosanitary certificate is not permitted.
If consignment is being loaded into Full Container Loads, enter the container numbers.

[bookmark: _Toc392247123][bookmark: _Toc394319129]If consignments are being loaded into Less than a Container Load, container numbers do not need to be entered.

Seal Numbers 
Enter the seal numbers underneath or next to the relevant container number (with separating symbol). Seal numbers must not be entered on the phytosanitary certificate without container numbers (sea and air transport mode). Seal numbers are not verified by AOs unless it is a protocol agreement with the importing NPPO. 

Examples of completed Marks, Container and Seal details:
Marks only:
[image: Text

Description automatically generated with low confidence]CLOVERS COFFEE


Container and Seal:
[image: ]PACKHOUSE NO:  1234
MWCU6845823/AU 123458


Container only:
[image: Text
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GESU3515961
MAEU6773469


[bookmark: _Toc358560392]

[bookmark: _Toc394319130]NUMBER AND KIND OF PACKAGES SUBMITTED
Enter the number and type of packages to be inspected and certified for export. It is important to use the term which is most appropriate to describe the packaging type to the importing NPPO.
Examples of descriptions are:

Bulk – used where product is loaded directly into a ships holds, the tonnage is also stated.

[image: ]BULK – 22000 TNE


Containers – used where product is bulk loaded directly into containers (FCL only), the number of containers is also stated.

[image: Text
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Bags, cartons, bales, trays, etc – used where product is packaged.
The number of packages is also stated; for example, 640 BAGS, 590 CARTONS. 

[image: ]1235 CARTONS 




Alternatively, if loaded into Full Container Load containers, the number of containers may be stated, but the number and type of packages must be included as part of the ‘Description of goods’.

[image: ]ORANGES x 2400 CARTONS  
2 CONTAINERS


Nursery stock / cut flowers & foliage - Including plants, cuttings, tissue culture, bulbs, tubers, etc – insert the total number of plants, cuttings, flasks, bulbs, tubers, etc.  For Cut flowers/foliage – insert the total number of packages or the total number of stems.
[image: ]12 PLANTS


[bookmark: _Toc358560393][bookmark: _Toc394319131]DESCRIPTION OF GOODS
Enter the description of the goods.  The description of goods is the primary descriptor of the product and should be a basic commodity name (eg: apple, orange, sorghum). It should have sufficient detail to allow the consignment to be readily identified.

If the consignment is nursery stock, the scientific name must be used to describe the product due to differing common names between the East and West coast of Australia.  The scientific name can also be used for products without a common name. 

Individuals are liable to prosecution for applying a false trade description - Part VIII of the Export Control Act.
	
False trade description is deemed to be applied if:

· it is applied to the goods
· it is applied to any covering, label, reel or thing used in connection with the goods
· it is applied to, or stated in, any document relating to the goods or used in any other manner likely to lead to the belief that it describes or designates the goods.

Trade description guidelines:
· Variety names for horticulture products (eg Jonathan apples, Roma tomatoes, Sugar plums) is not permitted except where there is a specific negotiated protocol or import permit requirement
· Additional descriptions, which include variety names, shall be placed after or underneath the primary descriptor
· Additional descriptors may require verification as to accuracy of this information
· Quality based descriptions (eg. South Australian Franklin Malting Barley, Australian) are limited to the issuance of a Certificate as to Condition (EX46A) and will not be accepted on the NOI.

The following information is not permitted to be used to describe the product: 

· Quality descriptors such as milling, hard type, etc are not permitted to form part of the primary descriptor
· Carton type (eg C33, C6, etc), fruit class and grade are not permitted

Any additional description must be supported by documentation from the exporter attesting to the description. 

Examples of descriptions are:
Packaged product 

[image: ]WHEAT
2 CONTAINERS 


[image: ]1325 CARTONS 
GRAPES 
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GRAPES 


[image: ]ORANGES x 2400 CARTONS  
2 CONTAINERS









Cut flowers and foliage – number of stems of each line
[image: ]10 CARTONS
BANKSIA COCCINEA CUT FLOWERS X 1350 STEMS


Nursery stock (Tissue culture example)
[image: ]12 FLASKS
CYMBIDIUM SPP PLANTS


[bookmark: _Toc358560394][bookmark: _Toc394319132]PASSED FOR EXPORT
Enter the amount of product that has been passed for export and for which export certification may be issued. This field must only be completed by the AO. 

To include both the number of packages (in total) and the total net weight of the consignment.

[image: ]12600 KGM
1260


[bookmark: _Toc358560395][bookmark: _Toc394319133]

OTHER RELEVANT INFORMATION OR COMMENTS
Enter any other relevant information or comments that relate to the consignment or the importing country’s requirements.

Example of completed field:

[image: Shape, rectangle
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For horticulture commodities not requiring an inspection, the AO must enter the words ‘NO INSPECTION REQUIRED’ or apply the ‘NO INSPECTION REQUIRED’ stamp.

Example of completed field:

[image: Shape, rectangle
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If no information entered, the blank space must be ruled through.

Example of completed field:

[image: Shape, rectangle
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The issued certificate number is often entered into this field.

Example of completed field:
[image: ]2C3010001


[bookmark: _Toc358560396][bookmark: _Toc394319134]DECLARATION OF AUTHORISED OFFICER, NAME, SIGNATURE AND DATE
The AO who inspected the consignment  must enter their name, signature and date to indicate that the consignment has been inspected and passed for export.

Example of completed field:
I,        John Smith                                            certify that I have reasonable grounds to believe that conditions and requirements of the Export Control Act that apply to the prescribed goods described in this notice as having been passed for export, have been complied with.

……..John Smith ............ 
Signature of authorised officer
Date:              1    / 5  / 13       






















If the goods do not require inspection, this declaration is left uncompleted and is to be ruled through.

Example of completed field:I,                                                        certify 
that I have reasonable grounds to believe that conditions and requirements of the Export Control Act that apply to the prescribed goods described in this notice as having been passed for export, have been complied with.

........................................................................ 
Signature of authorised officer
Date:                  /         /      













EXPORT PERMIT
If the product being exported is prescribed or government certification is being issued, the export permit declaration must be completed by a Department of Agriculture AO. 

The export permit declaration is completed after the consignment has been inspected and found compliant with export legislation and importing country requirements. This declaration must also be completed before the consignment is exported. 

Example of completed field:
              
Department of Agriculture, Fisheries and Forestry
               EXPORT PERMIT

In pursuance of the Export Control Act, I      John Smith                     the undersigned authorised officer grant this permit in respect of the prescribed goods described in the Notice of Intention above that have been passed for export.
                                     Signature of Officer
 ............................................................................................     .....1..../....4...../...13.....
                                              Signature                                                      Date










Issued certificate number
Following the completion of the Export Permit declaration, the issued certificate number is the export permit number, being denoted by the prefix of either PIG (for grain exports) or PIH (for horticulture exports).
The export permit must be issued prior to the consignment being exported.

Example of completed field:
2C3010001
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