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Introduction

Importer Self-Assessment (ISA) is a program for companies that have documented internal controls and are certified partners in Customs-Trade Partnership Against Terrorism (C-TPAT).  

The ISA questionnaire is designed to help us determine whether the applicant is indeed ISA ready.  The questions and attachments will also provide the ISA team with the information necessary to prepare them for the Application Review Meeting (ARM).  This will ensure that they use the minimum amount of the applicant’s time in conducting the meeting and approving the application so the applicant can begin receiving benefits as soon as possible. 

The ISA questionnaire can also be used as a tool to help the ISA applicant determine whether they are actually ready to apply for the ISA program.  Applicants who are able to answer “Yes” to all of the questions on the ISA questionnaire; are able to support the “Yes” responses; can provide the information required in the attachment to the ISA Questionnaire, would be deemed ready to apply to the ISA program.

An ISA applicant must have established internal controls over CBP activities that are both implemented and documented.

The ISA team will use the ISA Questionnaire along with the attachment information to gain an understanding of the company’s import operations and internal control structure.  If at all possible, please submit the ISA application package with attachments electronically via email box tppb-isa@dhs.gov or on compact disc.

Scope of the Review

The following steps briefly summarize the initial process prior to the ARM and what to expect at the ARM:

· When the applicant responds to the ISA questionnaire completely, the ISA team can start planning for the ARM.  Once the ISA team receives the completed application package, the ISA team (auditor, national account manager, and computer audit specialist) reviews and analyses the questionnaire responses and attachments, written policies and procedures, self-testing plan, and other documents provided.

· Next the ISA team contacts the applicant to schedule a mutually acceptable date for the ARM.  The agenda for the ARM will be sent to the applicant a few weeks prior to the ARM along with selected entry numbers so the applicant can walk the ISA team through the entire flow from import to payment during the on-site visit.

· During the ARM, the ISA applicant will demonstrate and support each question on the ISA questionnaire.  The “Yes” responses answered initially by the applicant on the ISA questionnaire will need to be demonstrated in detail to the team.  The team will verify that the company maintains a system of business records that demonstrates the accuracy of import transactions. 

Answering the ISA questionnaire allows the applicant the opportunity to evaluate its own internal controls and operations pertaining to customs activities.

NOTE:  Applicants for the ISA program will complete the ISA Questionnaire. The following instructions are provided to help importers complete the ISA Questionnaire.
Company Name: 

Enter the name of the legal entity that is applying to the Importer Self-Assessment (ISA) program.

Importer of Record Number:

Enter the importer of record number of the legal entity that is applying to the ISA program. This identifies the entity that will receive the benefits of the ISA program. Multiple IOR numbers may be entered to include all applicable suffixes.

Business Year:

Enter the twelve-month reporting period that designates the fiscal year for the legal entity applying to the ISA program.

Signature of Company Contact:

The company contact that will be the designated representative for ISA must sign the ISA Questionnaire. 

Title of Company Contact:
The title is the corporate position of the company contact that signs the questionnaire.

Date:

This is the date the questionnaire is signed.

Phone Number:

This is the phone number of the contact person.

E-mail Address:

This is the e-mail address of the contact person, if available.

Business Address:

This is the physical mailing address of the contact person.  If different from the main office, include the address of the company headquarters.

Guide:
The questions under this column are designed as a guide to allow CBP to determine if the applicant is ready to assume the responsibilities of self-assessment. The questions are designed to determine if the importer has made a commitment to institute specific actions (internal controls) that will enhance compliance. 

Response (Yes or No):
Respond “Yes” or “No” in this column to indicate whether you have implemented internal control procedures in response to the question.  If the company has documented procedures and control mechanism in place for the respective area, answer, “Yes” to the question. If you do not have procedures, whether they are incomplete or need significant improvement, answer, “No” under this column. 

Guidance for Questions:

Guidance on the program requirements, responses to the ISA Questionnaire, and tips on completing the ISA application package can be found in Appendix B.  Please refer to Appendices F and G for guidance on developing a system of internal control and using the suggested management and evaluation tool.  If you have additional questions, submit them to the CBP via the general email box tppb-isa@dhs.gov
ISA QUESTIONNAIRE

Date Prepared: ______________________

Company Name: ________________________________________________________

Company Address: ______________________________________________________

Importer of Record No (s): _________________________________________________

Business Year End: ______________________________________________________

Name of Company Contact: _______________________________________________

Title of Company Contact: ________________________________________________

Phone No: _____________________________________________________________

E-mail Address: _________________________________________________________

Business Address: _______________________________________________________

Company Website: _______________________________________________________

Note:  If the Importer of Record (IOR) number included in the ISA application is also used for Drawback and/or FTZ activities, those activities will be included in the ISA application review process. If the Drawback or FTZ activity IOR number is different, please indicate below.
Include Drawback in review:   Y or N_______________________________________

If ‘Y’, List the offices you file drawback with: _________________________________

Include FTZ in review: Y or N______________________________________________

Identify zones by FTZ/Subzone Number ______________________________________

	Guide
	Response (Yes or No)

	1. Does your company have documented internal controls?

· Do the documented internal controls include individual                                                                                                      desktop procedures?
	

	2. Does your company maintain an internal CBP department           dedicated to maintaining and updating regulations, laws, and procedures that will affect your CBP operations?     

     
	

	3.  If not in house, do you have a contract with a CBP brokerage house or consulting service to provide this advisory assistance?


	

	3. Do you have other business units/subsidiaries/IOR numbers that may apply for participation in the ISA program at a later date?
	

	4a. Do all of your company’s business units/subsidiaries, OIR numbers operate under a centralized CBP compliance policy?


	

	5. Do you have a system in place to ensure that all elements of costs associated with imported products are declared to Customs?  Also, do you have an audit trail to verify this?


	

	6. Are your CBP internal control processes consistent with the five interrelated components of internal control as defined by COSO’s published report entitled “Internal Control-Integrated Framework”:

· Control environment

· Risk assessment

· Control activities

· Information and communication

· Monitoring
	

	7. Are the CBP internal control procedures implemented in the divisions that participate in or effect importation of merchandise? 
	

	8. Do you have documented compliance requirements in place for suppliers and Customs brokers?
	

	9. Have you identified CBP risks related to your company’s import operations?
	

	10. Does your company have procedures to monitor and correct compliance deficiencies?
	

	11. Has your organization set up a plan to perform self-testing (at least an annual review of significant risk areas) in the company’s divisions that have an effect on imported merchandise?
	

	12. Do you have meetings to discuss and coordinate changes to your CBP internal control system when tests or other information show a need for compliance improvement?
	

	13. Do you have an assigned officer who will initiate appropriate disclosures to CBP when indicated through system testing?
	

	14. Do you have a recordkeeping program in place and are you able to submit documents in a timely manner to CBP upon request?
	

	15. Is your internal control documentation, including tests and test results, maintained for three years and available for CBP review? 
	


ATTACHMENT TO ISA QUESTIONNAIRE

1. How many employees are there in the internal compliance department and how long has the office been in place?

2. What customs broker(s) and/or consulting service do you have contracts with?

3. Provide a copy of the company’s organizational chart and related department descriptions.

· Include the detail to show the location of the import department identified and any structure descriptions that are relevant, for example, if subsidiaries are not all operating under a centralized (or the same) customs compliance policy.

· Identify the key individuals in each office responsible for CBP compliance.

4. Provide the names and addresses of any related foreign and/or domestic companies, such as the company’s parent, sister, subsidiaries, or joint ventures.  

5. Provide an electronic copy of the company’s internal control manual and all desktop procedures for CBP related individuals. 

· Include approval of the internal control manual. 

· Include how long your documented policies and procedures have been in place.

6. Provide compliance requirements for suppliers and customs brokers (i.e., contracts, agreements, etc.).

7. Describe the training program in place with regards to the internal compliance office and other departments that are involved with CBP related activities.

· Include evidence of the training program, such as a training log that describes course taken and attendees.

8. Provide a copy of your company’s self-testing plan. 

9. Explain briefly the procedures that are in place to ensure all elements of costs associated with the imported products have been declared to CBP.
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