REQUIRED DOCS FOR
CUSTOMS CLEARANCE

1. FOR EXPATRIATE SHIPMENT(E)

2. FOR DIPLOMAT SHIPMENT(E)

3. FOR SOFA/DOD SHIPMENT(E)

4. FOR RETURNING KOREAN SHIPMENT(K)

5. FOR GREEN CARD HOLDER(KOREAN) SHIPMENT(K)

HIGH RELOCATION WORLDWIDE



Necessary Documents for Import Customs Clearance
(FOR EXPATRIATE)

We sincerely welcome you to Korea and truly hope that you will find your stay in this country
rewarding in both your business and personal life.

We'd like to explain what the process works once shipment arrives in Korea and what documents
need for customs clearance in advance.

When the shipment arrives at port of Korea, it will be carried to local customs office. It could take
3 days for Air shipment and 7 days for Sea shipment loaded in a container. After that, customs
clearance and delivery can be processed. Please kindly see the below note and attached files which

needs for customs procedure and prepare the mentioned documents.

Necessary Documents for Expatriate

1. Copy of you and your accompanied family's passport including photo, visa and Korea entry
stamped page

» Visa should be for legally long-term staying at least 1 year in Korea.

» Usually Visa and Alien registration card process takes at least 3 weeks after visa application.

2. Copy of your Alien Registration Card (ARC card) in Korea (front and back)
» If you do not have alien card yet, it can be substituted as employment contract with certificate of alien

registration paper.

3. Power of Attorney (attached)

» Please fill out only the article No 3, and sign at the bottom, same as your passport.

4. Moving and Forwarding Declaration & Statement of Major items (attached)
P Front page: Every article should be filled out by you except for Description Transportation part.
» Back page: Please write down the Description of Declared Items. (e.g.: TV, Golf club, Musical Instruments,

etc.)
5. Destination Contact Information (attached)

6. Car Documents : Title (Original) or De-Registration certificate of origin place
» If you have plan to drive as soon as the customs clearance is done, please get insured and have the
insurance certificate before customs clearance and send us copy paper.

» Insurance Certificate has 14 days left to drive from customs clearance date at least.

Once all the documents are prepared, please send us via e-mail, attaching clearly scanned files.

If you do not have e-mail access, please send it via Fax. (Fax No. 02-795-2807)



Necessary Documents for Import Customs Clearance
(FOR DIPLOMAT)

We sincerely welcome you to Korea and truly hope that you will find your stay in this country
rewarding in both your business and personal life.

We'd like to explain what the process works once shipment arrives in Korea and what documents
need for customs clearance in advance.

When the shipment arrives at port of Korea, it will be carried to local customs office. It could take
3 days for Air shipment and 7 days for Sea shipment loaded in a container. After that, customs
clearance and delivery can be processed. Please kindly see the below note and attached files which

needs for customs procedure and prepare the mentioned documents.

Necessary Documents for Diplomat

1. Copy of you and your accompanied family's passport including photo, visa and Korea entry

stamped page
2. Copy of your Diplomatic Identification Card (ID Card) (front and back)

3. Power of Attorney (attached)

P Please fill out only the article No 3, and sign at the bottom, same as your passport.

4. Moving and Forwarding Declaration & Statement of Major items (attached)
P Front page: Every article should be filled out by you except for Description Transportation part.
» Back page: Please write down the Description of Declared Items. (e.g.: TV, Golf club, Musical Instruments,

etc.)

5. Application for Customs Duties Exemption from MOFA (Ministry of Foreign Affairs)

* For your information, it takes approx. 2 weeks, so please prepare it in advance.

6. Destination Contact Information (attached)
7. Commercial Invoice, Bill of Lading, and Inventory List (will be provided)

8. Recommendation of Alcoholic Beverage(If any alcoholic beverage is included in shipment)

9. Car Documents : Title (Original) or De-Registration certificate of origin place
» If you have plan to drive as soon as the customs clearance is done, please get insured and have the
insurance certificate before customs clearance and send us copy paper.

» Insurance Certificate has 14 days left to drive from customs clearance date at least.

Once all the documents are prepared, please send us via e-mail, attaching clearly scanned files.

If you do not have e-mail access, please send it via Fax. (Fax No. 02-795-2807)



Necessary Documents for Import Customs Clearance
(FOR SOFA/DOD)

We sincerely welcome you to Korea and truly hope that you will find your stay in this country
rewarding in both your business and personal life.

We'd like to explain what the process works once shipment arrives in Korea and what documents
need for customs clearance in advance.

When the shipment arrives at port of Korea, it will be carried to local customs office. It could take
3 days for Air shipment and 7 days for Sea shipment loaded in a container. After that, customs
clearance and delivery can be processed. Please kindly see the below note and attached files which

needs for customs procedure and prepare the mentioned documents.

Necessary Documents for SOFA/DOD

1. Copy of you and your accompanied family's passport including photo, visa and Korea entry
stamped page

2. Power of Attorney (attached)

» Please fill out only the article No 3, and sign at the bottom, same as your passport.

3. Moving and Forwarding Declaration & Statement of Major items (attached)

» Front page: Every article should be filled out by you except for Description Transportation part.

P Back page: Please write down the Description of Declared Items. (e.g.: TV, Golf club, Musical Instruments,

etc.)
4. Import Declaration Certification USFK, ROK-US SOFA
6. Destination Contact Information (attached)

7. Commercial Invoice, Bill of Lading, and Inventory List(will be provided)

X Additional Required Documents

1. ID Card (Original) : Please forward a copy of ID card to High Relocation.

2. In case of Military : PCS orders representing unit assignment with first arrival date.

3. In case of DOD Civilian : Letter of Employment

4. In case of Invited Contractor/Technical Representative : USFK Form 700-19A & US Passport

8. Car Documents : Title (Original) or De-Registration certificate of origin place
» If you have plan to drive as soon as the customs clearance is done, please get insured and have the insurance
certificate before customs clearance and send us copy paper.

» Insurance Certificate has 14 days left to drive from customs clearance date at least.

Once all the documents are prepared, please send us via e-mail, attaching clearly scanned files. If

you do not have e-mail access, please send it via Fax. (Fax No. 02-795-2807)
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