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	1. Purpose
To guide Grupo Galvan’s Customs  staff on how to apply for  Registration in the General Register of Importers, the request of Power of Attorney to the licenses with which the Group works, formalities carried out electronically sending the importer’s electronic signature to the Customs General Administration

2. Scope
It applies to all of Grupo Aduanal Galvan´s staff, from the moment in which a customer wishes to register in the Importers’ Registry and until he starts importing.

3. Reference
3.1 Quality Guidebook (MC-01)
3.2 Quality Management Guidebook (MAC-03)
3.3 Customs Logistics Guidebook (MLA-04)

3.4 Website Mexico’s Customs  www.aduanas.sat.gob.mx
4. Contents
4.1 Attached Documents 
4.2 Introduction
4.3 Policies
4.4 General Register of Importers 
4.5 Power of Attorney 
4.6 Exclusive Search of Results by RFC 
4.7 Search of rejected customs licenses 
4.1 Attached Documents 
Requirements related to Registration in the Importers’ Registry, Power of Attorney and Exclusive Search of Results by RFC
Control

Name of Document

Comments
IT- ____ TGO
Free Style
Free Style
Registration in the Importers’ Registry, Power of Attorney and Exclusive Search of Results by RFC

Application for Registration in the Register of Importers
Power of Attorney to Customs Broker to carry out foreign trade operations
Other  Documents

N/A

4.2 Introduction 

Application to  the Register of Importers is a requirement for persons who wish to import, and is done over the internet with  the Importer’s Advanced Electronic Signature (FIEL), entering the following requirements:


1. Federal Taxpayer’s Registry (RFC)

2. Advanced Electronic Signature (FIEL)

3. Personal Password given at the moment of receiving the signature
4. Personal Password (´.key)
5. Certificate (´.cer)

Once the importer is registered in the Importers’ Registry, the Power of Attorney is given to the Customs Brokers with whom he wishes to carry out foreign trade operations:

License                    Customs Broker
3055                       Rodolfo León Galván Rivas

3320                       Manuel Cárdenas Garza

3342                       Rodolfo Marrufo Cantu

Said procedure is done at the Customs General Administration in order to be registered in SAAI and thus validate the pedimentos. 

The application procedure in the Importers’ Registry as well as the Power of Attorney is sent over internet in the Aduana México website with the Advanced Electronic Signature of the Importer (FIEL). 

The maximum number of customs licenses that individual persons are allowed in the Register of Importers is 10 licenses and in the case of legal entities, 30 patents.  
The following are not subject to the maximum number of patents: Companies that have an authorization in the registry of Certified Companies; the companies that use the procedure of revision of origin; the Federal Government Agencies; the Congress and Judicial Branch and the entities that comprise the Federal, State and Municipal Public Administrations.


The qualification of the Customs Brokers is done in a two working day period, as from the following day of having received the duly filled out format. It will be understood  that the authority recognizes the Power of Attorney when available at the website of Aduana Mexico in the SOIA section. 
Should the patent for which the Power of Attorney not appear, the reason for such denial should be researched in the SAAI website or in INFOSAT to correct the mistake and again produce a new application of Conferred Order.
4.3 Policy
The time of response for the application to the General Register of Importers is of nine working days after application was submitted and time of response for the Power of Attorney 24 to 48 hours.

4.4  Importers’ Registry 
Name
Task
Activities
1. Application to the Importers’ Registry 
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1. The Importer has to have his Advanced Electronic Signature (FIEL), private password given at the moment of receipt of the FIEL and downloaded the .key and .cer. files.
2. Enter website  www.aduanas.sat.gob.mx, on the left side appears a menu, click on box Padrones y Encargos Conferidos (Registries and  Powers of Attorney)
3. On the left side is a sub menu in gray color, click box of Inscripcion al Padron de Importadores (Registration to the Importers’ Registry)
4. Click on link Inscripcion al Padron de Importadores con FIEL (Registration to the Importers’ Registry with FIEL)
5. A window should open that reads Acceso al Sistema Integral de Padron de Importadores (Access to the Comprehensive System of the Importers’ Registry); should a new window not open, the JAVA program will have to be installed in the user´s computer, once installed, the window opens, in which the RFC  and private password of Importer has to be entered. 

Next get from the FIEL the private password (´.key) and the Certificate (´.cer), same that may be downloaded to a 3 ½ floppy, Flash Memory, CD or in My Documents; the download is done b y pressing the Buscar (Search) box, and the files will open and automatically will be downloaded in the window of Acceso al Sistema Integral de Padron de Importadores (Access to the Importers’ Registry Comprehensive System).

6. Once having entered the information, password and certificate, click Continuar (Continue), which will open an application  called Solicitud de Inscripcion al Padron de Importadores (Application for Registration to the Importers’ Registry), in which automatically will appear: 

1) Fecha en la que se genera la solicitud (The date on which the request is generated) 
2) Clave del Registro Federal de Contribuyentes del Importador (Importer’s Federal Taxpayers’ Registry) 
7. The information data indicated in the application will have to be filled out, and once done at the  bottom of the application, a box that says Enviar Solicitud (Send Application) appears, click so that it may be processed in the Mexico´s Customs System.

8. Print the application, below the date a series of letters and numbers appear, it is the file number given and that will be used to track the status of procedure. 
2. Obtaining the Registration in the Importers’ Registry 
Once the registration is obtained, the importer may carry out operations, provided the Power of Attorney  is for

the license with which they will conduct their operations.
4.5  Power of Attorney
Power of Attorney 
Task
Activities
1.  Power of Attorney to Customs Broker to carry out foreign Trade operations
1.   The importer must have his Advanced Electronic Signature (FIEL), the private password given when receiving FIEL and downloading .key and .cer. files.
2. Enter website  www.aduanas.sat.gob.mx, on left side appears a menu, click in box of Padrones y Encargos Conferidos (Registries and Powers of Attorney)
3.       On the left side is a sub menu in gray color, click box of Inscripción al Padrón de Importadores (Registration to the Importers’ Registry)
        4.       Click on link Encargo Conferido con FIEL (Power of Attorney with FIEL)
         5.      A window should open that reads Acceso al Sistema Integral de Padrón de Importadores (Access to the Comprehensive System of the Importers’ Registry);  should a new window not open, the JAVA program will have to be installed in the user´s computer, once installed, the window opens, in which the RFC  and private password of Importer has to be entered. 

Next get from the FIEL the private password (´.key) and the Certificate (´.cer), same that may be downloaded to a 3 ½ floppy, Flash Memory, CD or in My Documents; the download is done by pressing the Buscar (Search) box, and the files will open and automatically will be downloaded in the Acceso al Sistema Integral de Padrón de Importadores (Access to the Importers’ Registry Comprehensive System)
6.   Once having entered the information, password and certificate, click Continuar (Continue), which will open an application called Solicitud de Adición o Revocación de Encargo Conferido a (Application for Addition or Power Attorney Revoked to)
Automatically will appear:
1)  Date in which Conferred Order is generated
2)  Federal Taxpayer’s registry  
Fill out the required information such as: 

3)   Address of importer (as it appears in the SAT database), e-mail address of the Legal Representative.

4)  Type of Notice (Cross Adicion de Patente Autorizada -Addition of authorized license-)
5)   Power of Attorney  (Full name of Customs Broker, license and time span of assignment. It is suggested to give an indefinite period).
7.  Once having filled out the information requirements of the application, a box will appear that says Enviar Solicitud (Send Application), click so that Mexico´s Customs System can process it.
8. Print the application, below the date a series of letters and numbers appear, it is the file number given and that will be used to track the status of procedure 
4.6  Exclusive Search of Results by RFC
Exclusive Search of Results by RFC 
Tasks
Activities
1. Check the status of the licenses authorized by the General Administration of Customs for each importer.
1. Time of response by authorities once the application for addition or Power of Attorney  revoked has been sent is 24 to 48 hours, the result is searched in website SAAI  www.aduanas.gob.mx ,  click in consulta rapida SOIA (quick search SOIA)
      2. Click in Consulta de Patente Exclusiva por RFC (Search of exclusive license by RFC)
     3. Type importer´s RFC and the system will show the approved licenses and time span of each one; should the license not appear, search the link Consulta de Patentes Rechazadas (search of rejected licenses)
4.7  Search for Rejected Patents 
Search of Results Exclusive by RFC
Tasks
Activities

1. Search for reasons to reject Power of Attorney done  by  importer.

1. Time of response by authorities once the application for addition or Conferred Order revoked has been sent is of 24 to 48 hours, the result is searched for in website SAAI  www.aduanas.gob.mx ,  click in consulta rapida SOIA (quick search SOIA).

      2. Click in Consulta de Patentes Rechazadas (Search of Rejected licenses)
3 Type importer´s RFC and the system will show date of rejection and reason, with which importer may amend mistake and send a new application for Power of Attorney
End of Procedure
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