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Unit D of Module 5
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About This Unit:

This unit explains office administration procedures that are either required of a TIR Carnet Holder, or are recommendations for the Holder to follow. The procedures mainly concern obtaining, handling and recording the use of TIR Carnets.

Before You Start: 

You should:

· Have a good understanding of the principles of the TIR System – as covered in the units of training module 1.

· Know the terms of the written undertaking given by the TIR Carnet Holder to the Issuing Association, i.e. the ‘Declaration of Engagement’. 
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The Aim of This Unit:

Is to: 

· Point to the general rules and instructions on administrative procedures for TIR Carnet Holders

· Remind of the personal liabilities of Holders under the TIR System

· Briefly describe the record keeping requirements and where to find details.

· Describe the process on obtaining TIR Carnets from the Issuing Association, including the quota allocation system and some security issues.
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Estimated Study Time:

This unit should take about 20 minutes to complete.

To Test Your Knowledge:

At page 3 you will find a short prior knowledge test. By answering these questions you can decide whether to go on with this unit or to return to look again at the topics recommended in the ‘Before You Start’ section, above.

At the end of this unit you will find a similar short test. This allows you to check the knowledge that you have gained and to see if you should revisit any sections before you move on to the next training unit or module in your course.
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Checking Your Prior Knowledge:

You can write your answer in the boxes under the questions, or you can place a tick in the check box ( for the options within the multiple-choice questions.

	
	Question 1: 

	
	List some reasons for suspension of a TIR Carnet Holder from the TIR system
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	Question 2:

	
	What is the objective of suspension of a TIR Carnet Holder from the TIR system?
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Answers To The Knowledge Test

	
	Answer to Question 1: (any of the following answers are correct)

	
	· Failure to return TIR Carnets

· When a TIR Carnet is made available to a third party

· Prohibited tobacco or alcohol products have been carried using TIR Carnets

·  Invoices made out by the Association in respect of the issue of TIR Carnets are not settled on the due date

· The Holder is unable to discharge his commitments and, in particular, in the event of judicial settlement, bankruptcy, liquidation etc.
· The validity of the TIR Carnet has been modified by the Holder
· Requirements set out in the Declaration of Engagement or notified by the Association have not been respected
· The Association has been informed that measures of exclusion from the TIR System have been taken against the Holder
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	Answer to Question 2:

	
	Provide a management tool for Associations against Holders who fail to comply with the rules of the TIR system
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General Rules And Administrative Procedures

In the Holder’s Declaration of Engagement the Holder undertakes to observe the rules contained therein.

When an applicant is admitted to the TIR system the Issuing Association gives them a copy of the TIR Carnet Holder’s Manual. (They are asked to sign a receipt acknowledging that they have received the Manual.)
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Many of the instructions in the Manual give procedural details that expand on the Rules contained within the Declaration of Engagement.

It is very important that Holders read and understand these instructions and follow the procedures.

Liabilities From The Use of TIR Carnets

A Reminder:

The person named on the TIR Carnet as the Holder is held liable by Customs Authorities for payment of any duties or taxes if the goods are not satisfactorily discharged at the Customs office of destination. This includes any related penalties or fines.

If a Holder does not pay a valid and justified claim, Customs Authorities have the right to obtain payment from the guarantor, up to the limit of the TIR Carnet guarantee. However, if the guarantor and/or the TIR System’s insurers make any payments, they will seek reimbursement from the Holder.

Irrespective of whether payment requests are made direct by the Customs Authorities to the Holder or through the guarantee chain, the responsibility for settling these debts always rests with the TIR Carnet Holder.  

Keeping Records of TIR Carnets

TIR Carnet Holders must keep a detailed record of all TIR Carnets issued to them and details of all journeys on which a TIR Carnet is used.

Section 2 of the TIR Carnet Holder’s Manual lists the minimum requirements for records to be kept by Holders.

In the case of transit to or through certain specified countries – as notified by the Association – Holders must also retain all documents (CMR’s, invoices, delivery notices and receipts, Customs stamped and signed documents) that prove that the goods were delivered to the Customs office of destination and properly imported, or placed under another Customs regime.

Obtaining TIR Carnets From The Issuing Association

The issue of TIR Carnets to Holders is firmly controlled by Issuing Associations. TIR Carnet operations by Holders are continuously monitored by Associations to ensure proper use of the TIR Carnet and that correct procedures are followed.

Allocation Quotas

TIR Carnet Holders may hold only a limited number of open TIR Carnets at any one time. The number of open TIR Carnets that may be held (i.e. the ‘quota’) is determined by the current policies of the national issuing Association.

Issued TIR Carnets are deducted from the Holder’s quota allocation.

When the transit is complete, and the Holder returns the used and correctly terminated TIR Carnets to the Association, the quantity of returned TIR Carnets reinstates the quantity available under the quota limit.  

For example:

The Holder has 10 trucks involved in TIR activity and the national association allows a quota of 2 TIR Carnets per truck, or 20 TIR Carnets to that Holder.

Situation A: The Holder has 20 open TIR Carnets, (issued and not yet returned.)

· The Association will issue no more TIR Carnets until some are returned.

Situation B:  The Holder has 15 open TIR Carnets so the available quota is 5.

· The Holder returns 5 TIR Carnets

· The Association checks the returned TIR Carnets and finds all TIR operations properly terminated.

· The Association reinstates the 5 to the available quota allocation. The Holder’s available quota is now 10 TIR Carnets.

To obtain a TIR Carnet from a foreign Association, see the instructions in Section 7 of the Manual or see training unit 5F: ‘Handling Special Cases’.

Security Measures In Collecting TIR Carnets

Collection of TIR Carnets

As a security measure, Associations will insist that persons collecting TIR Carnets have valid personal identification (such as a passport) and original written authorization from the Holder. This applies whether the person is collecting on behalf of the Holder (transport company) or an employee of the Holder.

Filling in the Holder’s Identification on the TIR Carnet
To minimise the opportunities for fraudulent misuse if TIR Carnets are lost or stolen, Holders should immediately on issue fill in their identifying details (name, address, country, unique identification number) in box 4 of all of the vouchers within the TIR Carnet, and box 5 of the Certified report.

TIR Carnet Holders are encouraged to have a stamp to use as a quick way of filling in these details.

Summary

· TIR Carnet Holders give a written undertaking that they will observe the rules established for the control of the TIR System.

· The Rules and Association’s instructions for TIR Carnet Holders are contained within the Declaration of Engagement and the TIR Carnet Holder’s Manual.

· TIR Carnet Holders must keep detailed records of all TIR Carnets issued to them and of all journeys where they use a TIR Carnet. 

· Associations impose security measures as a means of minimising opportunities for fraudulent misuse of TIR Carnets. These include quota limitations on allocations of TIR Carnets to Holders and positive identification of persons who collect TIR Carnets from the Association.
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Knowledge Test 

To test your knowledge of the content of this unit, please answer the following questions.

You can write your answer in the boxes under the questions, or you can place a tick in the check box ( for the options within the multiple-choice questions.

	
	Question 1: List in the box below as many as possible of the minimum requirements of records to be retained by a TIR Carnet Holder for a TIR transport

	
	

	
	

	
	Question 2: Who are the persons directly liable in the event of a claim by Customs for duties and taxes in connection with an irregularity concerning a TIR operation?

	
	

	
	


Answers To The Knowledge Test

	
	Answer to Question 1: (any of the following answers are correct)

	
	· The serial number of the TIR Carnet(s);

· The date the TIR Carnet was received;

· The vehicle registration number;

· The name of the driver(s);

· The date(s) and place(s) where loading took place;

· The route;

· The goods transported;

· The name(s) and address(s) of the Customs office(s) of destination where the certificate(s) of termination of the TIR operation(s) was (were) obtained;

· The date(s) of termination;

· The name and address of the consignee(s);

· The date on which the TIR Carnet was returned to the Association and the method used

	
	

	
	Answer to Question 2:

	
	· The consignee 
· The TIR Carnet Holder

	
	


After Completing the Knowledge Test: 

If you are confident that you understand the content of this unit, you can move on to the next unit or module in your course.

However, if you are unsure of any points, before moving on you should take some time to go back and look again at those sections or topics in this unit where you are unsure.
(((Back to the overview of all Modules(((
(((On to the next unit(((



This module is one in a series of modules which form a complete training course for users of the TIR transit System. The course is designed by the IRU to provide transport Associations, Customs Authorities, transport operators or others who are new to TIR, with the knowledge, information and skills to effectively fulfil their responsibilities under the TIR System.
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Related Training Modules:  


Module 1. 


See �HYPERLINK "M1%20General%20Overview%20of%20TIR%20System.doc" \o "Unit M1"��General Overview of the TIR System� for details on the contents of training module 1.


Module 5. For TIR Carnet Holders


�HYPERLINK "M5E%20Procedures%20prior%20to%20opening%20a%20TIR%20Carnet.doc" \o "Unit M5E"��Procedures Prior to Opening a TIR Carnet�


�HYPERLINK "M5C%20Suspension%20or%20Exclusion%20from%20TIR.doc" \o "Unit M5C"��Grounds for Suspension or Exclusion�





  � References: 


�HYPERLINK "../Reference/Declaration%20of%20engagement_06112002_1%20colonne-A.doc" \o "Declaration of Engagement"��Declaration of Engagement�


�HYPERLINK "../Reference/Holder_Manual_1%20colonne_01082004.htm" \o "Holder's Manual"��TIR Carnet Holder's Manual�
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