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IMPORTER SELF-ASSESSMENT ANNUAL NOTIFICATION REQUIREMENTS
The purpose of this document is to provide instructions for preparing the Importer Self-Assessment (ISA) Annual Notification Letter (ANL). All approved ISA companies must follow these instructions.
The purpose of the ANL is to ensure that the participant continues to meet the requirements of the ISA Program and informs U.S. Customs and Border Protection (CBP) of any business modifications that may have a potential impact on the company's CBP operations. Examples of such modifications are significant changes to the company organization, personnel, commodities, brokers, or trade programs. Additionally, CBP requests that the ANL include summaries of the participant's ISA risk assessment and self-testing, as well as corrective actions taken when deficiencies are identified.
The ISA participant must submit its first written ANL to the Chief, Partnership Programs Branch (with a copy to its CBP Account Manager) 13 months after its ISA Program acceptance date, which is the date that the Assistant Commissioner, Office of International Trade signs the ISA Memorandum of Understanding (MOU). The ANL is due every 12 months thereafter. The company representative that signed the MOU submitted to CBP, or an equivalent, should sign the ANL.
The ANL should confirm that the participant continues to meet the requirements of the Customs-Trade Partnership Against Terrorism and ISA programs, as well as, inform CBP of any business modifications that have an impact upon the participant's CBP operations.
Below is information that is required to be included in the ANL. Please note that this list is not all-inclusive and represents the minimum requirements.
· Summary of organization changes* (e.g., mergers/divestitures, additions/deletions of importer of record numbers from the ISA Program)
· Summary of personnel changes
· Summary of import activity changes (e.g., changes in commodities imported, CBP trade programs, country of origin, brokers, compliance department organizational structure, etc.)
· Summary of internal control policy or procedure adjustments and changes
· Summary of risk assessment results
· Summary of periodic testing results
· Summary of post-entry amendments and/or disclosures made to CBP
(*An amended MOU must be prepared and attached to the ANL if additional importer of record numbers and/or merged/acquired entities with its own unique importer of record number will be added to an ISA approved business unit/division.)
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The ANL should be sent to the Chief, Partnership Programs Branch via email tppb-isa@dhs.gov or to the following address.
U.S. Customs and Border Protection Office of International Trade Chief, Partnership Programs Branch 1400 L Street, N.W. Washington, D.C. 20229-1143
Attached is an example ANL demonstrating how the minimally required information could be incorporated. If there are any questions regarding the ANL requirements, please contact the company's national account manager or email your questions to the Chief, Partnership Programs Branch tppb-isa@dhs.gov 
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(DATE)
(Name of Chief)
Chief, Partnership Programs Branch U.S. Customs and Border Protection Office of International Trade 1400 L Street, N.W. Washington, D.C. 20229-1143
Dear Mr./Ms.
:
In accordance with the requirements outlined in the Importer Self-Assessment (ISA) Program Handbook, (Company Name) is hereby submitting its annual notification letter. (Company Name) was formally approved for participation in the ISA Program on (date).
During the past year, (Company Name) has complied with all applicable U.S. Customs and Border Protection (CBP) laws and regulations, Customs-Trade Partnership Against Terrorism, and ISA Program requirements. We have, and continue to maintain, a system of business records that demonstrates the accuracy of CBP transactions as described in the ISA Handbook.
(Company Name) has performed a review of its CBP internal control policies and procedures and made appropriate adjustments and/or changes to its internal control systems when necessary. (Company Name) has also performed periodic transactional testing based on its risk assessment and corrective action has been taken, where necessary, to ensure that internal control is implemented. Test results will be maintained for three years at (location) and are available for review upon request.
In compliance with ISA reporting requirements, (Company Name) has summarized (below or attached) changes to its organization, personnel, and import activity along with the results of internal control adjustments/changes and transactional testing as follows:
(Note: The six key elements listed below are the minimum reporting areas but are not all inclusive. The key elements can be included in the body of the letter or as an attachment.)
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Organizational and/or Personnel Changes
(Note: If a company elects to add/delete business unit(s) or organization changes due to mergers and/or divestitures, an amended Memorandum of Understanding is required. Additionally, if a company has an official name change and/or importer of record number change due to a merger or divestiture, a new Memorandum of Understanding is required.)
Import Activity Changes
(Note: Report any changes in commodities imported, CBP trade programs utilized, brokers, etc.)
Internal Control Adjustments and Changes
(Note: Summarize adjustments and/or changes (additions or deletions) to the documented internal control policies and procedures.)
Risk Assessment Results
(Note: Summarize the areas identified as potential risks as a result of the company's risk assessment along with tests performed to review the potential areas of risk.)
Periodic Testing Results
(Note: Explain the methodology used for transactional/internal control testing. Summarize the test results and list them on a separate spreadsheet or a written summarization of the number of transactions tested, number of errors (identified by type), cause of error(s), and whether corrective action was taken.)
Post Entry Amendments and/or Disclosures
(Note: Include submission dates, summary of issue(s), monies tendered, and CBP acceptance date. If this element is not applicable for the reporting period, state "Not Applicable")
(Company Name) will continue to meet the requirements of the ISA Program as specifically listed in the ISA Handbook and Memorandum of Understanding. If you have any questions, our company contact for the ISA program is (Name, Title). You can contact him/her at (Telephone Number, e-mail address).
Sincerely,
(Signature-should be the same individual who signed ISA MOU or company officer equivalent)
(Your Name)    (Your Title) (Company Name)
cc: CBP National Account Manager
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