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1. When this book is first issued for use, columns | to 4 ongpage 4 are to be completed by
the issuing olficer, and the receiving officer is to give his certificate in columns 5 and 6.

Any subsequent issue or transfer must be similarly recorded, the officer to whom the book
is issued or transferred giving his certificate in columns 5 and 6 for the unused receipts and
duplicates remaining in the book when it is handed to him. Where the book is issued on &
personal basis the officer should also check to ensure that no receipt forms are missing on each
occasion when the book is returned to him, having left his possession e.p. for weekly check or
for pay-in procedure. The date and result of the check for completeness are to be recorded on
the rear fly leaf.

The officer who transfers the book is to inform the issuing officer of the fact {see column
4 of page 4).

2. An officially supplied ball point pen or indelible pencil and double-sided carbon paper
are ALWAYS to be used in making out receipts. No erasure is to be made in a duty slip, nor
any alterations except as allowed in paragraph 12 below.

3. All gquantities other than liguid or avoirdupois fractions are to be written in words. e.2.,
One and § Ib. Cavendish tobacco, Two silk dresses, % gallon perfumed spirits.

4. Receipts are to show for cach separate class of article the guantity or weight, value and
a description sufficient to identify the article with the tariff heading and purchase tax group.
For cigars and cigarettes the number, as well as the weight, must be shown. In the case of
articles which are liable to substantial amounts of duty andfor purchase tax and which are
readily saleable, particular care should be exercised in recording the identifying details, e.g.:-

(i) Watches. The dial markings or make, serial number {where practicable) and type of
case (gold, rolled gold, chrome, etc.) should be recorded.

(ii}) Cameras and optical goods. The make and, where marked, the serial numbers of
the body and lens should be recorded. ) '



as ﬁwﬂkrj' and fur garments, ete, A full description includ-
ature which would assist in subsequent identification should

e ﬁl_ur@-than one of the above articles is being imported at the time by a passenger, each
~ item is to be recorded, described and assessed separately on the duty slip and the articles
'. should not be grouped together under one general description,

Articles detained must be similarly described and if examination of an article to be
detained reveals any damage or defect, this isto be recorded briefly on the receipt.

5. Where the combined rates for ad valorem duty and purchase tax are not applied and
duty and/or purchase tax are assessed separately, a separate line of the duty slip is to be used
for cach and marked “D for duty or “*P, T." for purchase tax. In such cases the value for duty
purposes is to be inserted in the value column against “D", the value for purchase tax against
“P. T.”, and the duty and purchase tax chargeable inserted in the final column against the
respective values.

6. Section A of the form is to be used as a receipt for cash, Section B as a receipt for goods
detuinllnlzd. Only one of these Sections on any one form may be used, the unused Section being
cancelled.

7. When Section A of the form is used, the appropriate deletion is to be made to indicate
whether duty has been paid outright or on deposit.

8. In the duty receipt portion at A, the pounds and the shillings must be entered in words
but the pence may be entered in figures.
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9. Receipts are to be signed by the officer receiving the money or the goods and counter-
signed by the owner/payer/agent. If the owner/payer/agent’s signature cannot be obtained the
issuing officer is to enter the name of the owner/payer/agent in the space provided—thus
“owner/payer/agent—MTr, ], Brown—signature (refused) (omitted)” or as the case may be. In
such cases the Chief Preventive Officer or, in his absence, the senior available officer is
immediately to countersign the receipt.

10. The duplicate slip is to be detached and handed to the owner/payer/agent, the original
being retained in the book.

11. If an error is made in preparing a receipt, and is discovered before the owner/payer/
agent has left the premises, the form and the duplicate are to be marked “Cancelled”, and a
fresh receipt is to be made out. Cancelled forms are not to be detached from the book and
are to be countersigned by a supervising officer.

12. If the owner/payer/agent, in possession of the duplicate receipt, has left the premises
and an incorrect entry in a duty slip is discovered which does not affect the amount of duty or
tax charged and collected, the Preventive Officer may adjust the error in the original slip by
striking through the word or figure wrongly entered, so as to leave it legible, and by placing
the correction immediately above. He is then to attest the amendment by adding his initials
and the date. The Chief Preventive Officer is to be informed as early as possible, and if he
is satisfied that the error does not affect the amount charged and collected he is to initial the
correction.

13. When money is paid in, the officer receiving the money is to give a receipt for the total
amount either by stamping, dating and initialling the duty slip or in a separate book or document
with brief identifying particulars. Where money is remitted by Money Order, its date and
number and the date of despatch are at once to be noted on the duty slip. Where a Money
Order covers duty on two or more duty slips these particulars, together with the serial numbers
of the duty slips, are to be noted on the last duty slip. In the case of remittance by Money
Order the official receipt, when received, is to be attached to the duty slip, or alternatively, to
the appropriate counterfoil of Book C. & E. 20.
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1. Customs duty and purchase tax cannot be refunded except to overseas visitors whose stay

does not exceed 12 months and who have been allowed to pay them on deposit.

To obtain repayment of a deposit an overseas visitor must

(a) leave the United Kingdom finally within twelve months of arrival, taking the articles
with him ;

(h) at least a week before leaving, notily the Collector of Customs and Excise at the
port or airport where the deposit was paid, stating the number of this receipt, the
place and date of departure and the ship's name or aireralt's flight number ;

(¢) complete Part | of Fogm C.4 (issued with this receipt) indicating how he wants the
deposit repaid:-and ¢ o \1

t:ﬂ'_al the Jime of gmbarkation, have the articles ready to ‘hand and produce them
prump_ﬂ‘y'.logct_i_},c;..m:h this receipt to the Customs Officer in aftendance at the
exporting shipor airport. Vo e

1 Articles temporarily defained by the Customs for later payment of the Customs charges,
for valuation. ctc. will be transferred to the Queen’s Warchouse (see B overleaf). When
Customs requirements have been met. the articles may be collected on surrender of this
receipt by the importer or an agent appoinied by him (see (i) below). The Queen's
Warehouse is open daily from 9 am. to 4 p.m. (9 am. 10 12 noon on Saturdays) but is
closed on Sundays and Public Holidays.

If delivery by post to an address in the United Kingdom is desired. (ii) below should
be completed. A charge of 3s. 0d. is made to cover packing, postage and registration for
onc package only (there may be [urther charges for additional packages). H.M. Customs
and Excise will not be liable for any loss

ra

To the Queen’s Warehousekeeper, Custom House, ............... R e e P U e

* Insent (Y1 hereby atithorise® 0. e iimaveres R ey TR Shetiet ot ST,
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agont (i) I request that the articles listed on this form be posted to me at myzown risk at
BLOCK
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plus 5s. 0d. for postage, etc.
ST L R et S R e A e R e e SR D BRI L A e e o BT R
Articles cannot be left indefinitely in Queen’s Warehouse, and unless cleared within three

months (or up to 12 months for overseas visitors who on arrival stated their intention of
leaving finaily within 12 months) they may be disposed of. '
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