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Introduction: 
 
This document shall be used to describe to the manufacturers the procedure for shipping 
product to the BTL Laboratory in India.  Please note that this document describes the 
procedure for shipment only.  Please do not ship the product to the Laboratory until 
notified by the BTL Manager to do so. 
 
Shipments may be made in one of two ways.  For shipments with commercial value less 
than $500 US, the best method to ship is to use the Duty Paid method.  For shipments of 
value greater than $500 US, the most economical method is to use the Duty Free method 
of shipment.   
 

Duty Paid Shipment: 
 
Duty paid shipment method should be used if the product value is less than $500 US.  
This method is easier to complete and takes approximately three business days to get the 
product through customs.  This method charges the manufacturer the duties to import 
(and export) the product into (and out of) India.  The costs are based on a 20% - 28% 
customs duty charge, a 15% counter charge, and a 4% OCTROI or city tax charge for 
imports.  For products less than $500 US, the charge should be less than $220 US. 
 
To ship using this method, fill out the proforma invoice included at the end of this 
document, sign the document and include with the shipment.  Then ship the package 
through a courier company such as Fed-Ex or DHL.  Do NOT ship the device using an 
Air Cargo or freight shipper.  These methods require significantly more documentation 
about the equipment in order to clear customs.  Send the tracking number of the shipment 
and a copy of the proforma invoice to the BTL Laboratory in India via email or fax (see 
proforma section below), so that they can track the product on their end. Sending the 
proforma invoice in advance helps the BTL laboratory in India plan their activities and to 
take necessary steps when there are unforeseen problems. 
 

Duty Free Shipment: 
 
This method of shipment should be used if the product exceeds $500 US in commercial 
value in India.  This method requires prior approval before shipment can occur.  This 
method also takes approximately 10 business days to complete and therefore with 
shipping time could take up to 3 weeks transit time.  The cost to ship a product Duty Free 
is approximately $220 US. 
 
To ship using this method, fill out the proforma invoice and sign it.  Then submit it to the 
BTL Laboratory by fax or email (see proforma section below).  When the shipment has 
been approved, the laboratory will notify the BTL Manager.  The manager will then 
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notify the manufacturer when it is time to ship the product.  The manufacturer should 
include a copy of the proforma invoice with the product shipment.  Ship the product 
through a freight forwarder or courier company.  Send the tracking information to the 
BTL Laboratory via email or fax, so that they can track the incoming product. 
 

Proforma Invoice: 
 
This document is to be used when shipping product to India for testing.  When filled out, 
this document must not contain any crossed out corrections on the document.  You 
should fill in the invoice with the products and other materials that you will send to the 
BTL lab in India, as well as company information.  If your company's policy requires that 
you use a particular form for a proforma invoice, please ensure that the proforma invoice 
contains all of the information requested in the attached document.  One very important 
statement that the proforma invoice must contain is that the equipment should be returned 
to you following the completion of testing. 
 
The completed proforma invoice should be faxed or emailed to SoftDEL Systems Ltd.   
 
 SoftDEL Systems Pvt. Ltd. 
 Attn: Kishore Venkitachalam 
 Fax: +91 (20) 6701 0008 
 Email: kishore.venkitachalam@softdel.com 
 
If this is for a Duty Free Import, SoftDEL will submit the proforma invoice to the Indian 
authorities for "pre-approval" of the shipment, which is expected to take about 5 business 
days.  Once the product arrives in customs it will take an additional 5 days to get through 
customs and to the SoftDEL facility.   
 
If this is for a Duty Paid Import, SoftDEL will assume the product is on the way and 
track using the included tracking numbers.  When the product arrives in customs, it will 
take approximately 3 days to clear customs and arrive at the SoftDEL facility. 
 
Due to the excessive time to import an item duty free, it is recommended that the duty 
paid option be considered and therefore, the product to be shipped should be valued 
appropriately. 
 

General Information: 
 
When you ship the product to SoftDEL, be sure to include product documentation that 
will allow SoftDEL to configure and safely use the product.  It is not necessary for you to 
send a 24 VAC transformer. 
 
Please do not hesitate to contact the BTL Manager 
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(btl-manager@bacnetinternational.org) if you have any questions.  Your questions will 
help us to develop a better description of the submission process. 
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USE YOUR COMPANY LETTER HEAD 

WITH ADDRESS  

I N V O I C E 
 Invoice No. 

 
Invoice Date 
 

CONSIGNOR:- 
 

CONSIGNEE:- 
SoftDEL Systems Pvt. Ltd. 
3rd floor, Pentagon-P4, 
Magarpatta  City, Pune - 411028 
Maharashtra, 
India 
 
Tel  : + 91 20 6701 0003 
Fax : + 91 20 6701 0008 

Shippers Security Endorsement: 
I certify that this shipment does not contain any unauthorized explosive, destructive devices or 
hazardous materials.  I consent to a search of this shipment.  I am aware that this endorsement and 
original signature will be retained on file until the shipment along with other shipping documents are 
delivered to the consignee. 
 

      
No. of 
Packages     

               

Description of Goods 

 
Weight 
(KGS) 

 
Qty 
(Nos) 

 
Rate 

 
Value  
(USD) 

  
 

    

 
TOTAL 

   

This material is being sent for developing and testing software in India on a loan basis to SoftDEL Systems Pvt. Limited and 
should be returned after completion of project. 
 

These commodities, technology or software were exported from the United States in accordance with 
the Export Administration Regulations, Diversion, contrary of United States law is prohibited. 
                                                                                                    
 
 
 
Signature of Shipper/Exporter                                          Date: 
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Version Date Author Change 
5.0.1 3-Nov-2008 Lori Tribble • Added revision history table 

• Removed footers on all pages except page 1. 
• Updated version from 4.0.2 to 5.0.1 

5.0.2 3-Feb-2009 Lori Tribble • Updated address in Proforma Invoice 
5.0.3 8-Jun-2008 Lori Tribble • Removed the term 'assessable' from the Proforma 

Invoice per Kishore's comments. 
5.0.4 13-Jul-2009 Lori Tribble • Updated phone numbers. 

 


