This information should assist U.S. exporters when shipping their goods to Poland. It is important to remember that the Polish Customs Office requires documents prepared in a way, which agrees with what is an obligation in the European Union (EU). U.S. exporters to Poland must comply with these requirements in every detail. It is possible that some EU countries treat these requirements in a more liberal way, but Poland can be expected to apply them strictly. This could create inconveniences, but compliance saves time and money. Storing shipments at Customs requires additional payments. 
The following is general information on how parts of the invoice should be filled out. Please read carefully.

A. Address on the invoice should be clearly specified:

“Sold to”: ABC, Inc. (Name of company)

ul. Kwiatowa 23

00-123 Warszawa (Address of the Polish company that purchased the products)

“Ship to”: In most cases this is the same address as the “Sold to”. However, in cases when the buyer’s address is different from the place where the product should be delivered, it is important to specify this address.

B. Country of Origin/Currency

It is important to specify on the invoice the country of origin:

a. "Country of Origin: USA" or "Goods made in the USA”. 

b. If different then the U.S., please specify the name of the country.

    c. Currency: USD

The sign "Country of Origin: USA" allows for the goods be cleared under a preferential tariff, according to the agreement signed between Poland and the U.S.

It is important to specify currency of the value of goods. If dollars, so note USD ($ sign is not official U.S. currency marking). There are U.S. firms which issue their invoices in Euro. When no currency is specified, the Customs Office will stop the shipmen clearance procedures..

C. CIF

If the buyer pays the U.S. seller for the transportation and insurance of the shipment, then it should be specified “CIF Warsaw”, and the FOB field should be left blank. 

D. Products, included in the shipment, specified on the invoice, that have zero value (i.e. demo versions, small quantities of marketing materials, etc.) must have some value specified "For Customs purpose only". It should be given at the bottom of the invoice as an additional statement of the shipping party. 

E. An original invoice must be attached to the shipment. It must not be a photocopy. Shipping agents like Fedex, DHL often keep originals. To avoid further problems or additional costs, an original document must also be sent by a courier, and an additional set of original invoices should be included inside the shipment. 

F. Content of the shipment must agree with what is specified on the invoice. Customs officers often check contents of the shipment. 

H. The invoice must be sent to the buyer by email (scanned invoice sent as an attachment) or by fax.  Please note that faxes sent as VOIP (voice over Internet) often come garbled.  

I. Attached to this information, please find a sample copy of a properly filled out invoice (in pdf.). 

