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REQUIRED DOCUMENTS GUIDE 

 
 
Following is a guide to all of shipping documents to be presented to the nominated Freight Forwarder (and 
documentary phrases) required by Designer Brands INC.  
Updates of this guide will be provided as they occur. 
 

 
Please also note that this guide contains a list of our Nominated Freight Forwarders/Consolidators. If you have 
any questions, please do not hesitate to contact Designer Brands INC. – (Lynda Berg), email: 
lyndaberg@dswinc.com 

 

 1) COMMERCIAL INVOICE - BASIC 

A signed Commercial Invoice in English that references the PO number, country of origin, 

manufacturer name and address, shipping terms, quantity, price per individual unit (in US dollars), 

SKU number(s), HTS # full 10 digit and a full description of the merchandise. All discounts must be 

stated separately from the per-unit cost of merchandise. All rebates, drawbacks and bounties granted 

upon the exportation of merchandise must be itemized separately. Items considered ‘free of charge’ 

must have a commercial value listed for Customs purposes. 
 

 
 
 
 
 
 

INVOICE PHRASES 
 
 
 
1B) INVOICE – BUYING AGENT’S COMMISSION (if applicable) 
Said Commercial Invoice must contain the statement: 

‘A Buying Agent’s commission was invoiced separately and paid to (insert Agent’s name) under a 
separate invoice.’ 
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 2) PACKING LIST 
A signed, detailed Packing List in English, referencing the PO number(s) against which the merchandise was 
shipped. All PO numbers, quantities, weights, measurements, and item numbers must match those on the 
Commercial Invoice. 
  

  
 3) MANUFACTURER’S LETTER OF GUARANTEE 
An original signed Letter of Guarantee on official factory letterhead from the manufacturer that produced goods 
stating: 
 
‘I (Individuals Name), a duly authorized representative of (Factory Name) located at (Address including 
Country) do hereby  verify that the following information pertains to the merchandise on invoice number 
(Invoice Number) for PO Number (PO Number).  Said Letter of Guarantee must contain the following 
information: Name of producing factory, contact person, e-mail address, address where the goods were 
produced (including city, state or province, postal code and country), and the style numbers produced at this 
factory. Said Letter of Guarantee must also contain either the above information about any subcontractors that 
were used, or the phrase ‘No subcontractors were used’.   
 
 
4.) INTERIM FOOTWEAR INVOICE 
An Interim Footwear Invoice signed by the manufacturer of the goods, stated in English and referencing the 
PO number of this transaction.   Must also include U.S. 10 digit tariff that is associated with each PO if more 
than one. 
 
 
5) INSPECTION CERTIFICATE 
A copy of an Inspection Certificate issued by an authorized representative of the buyer’s agent (or if no agent, 
then beneficiary or an authorized representative) certifying that the merchandise covered under this transaction 
has been inspected and approved for quality. 
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 6) BENEFICIARY’S CERTIFICATE – BASIC (A-F) 
A certificate, signed by an authorized officer of the beneficiary and referencing the PO number(s) of this 
transaction, stating that: 
 
 

A. One complete set of documents has been delivered to the nominated freight forwarder. 
 
 

B. Each carton is clearly marked as to contents as per instructions on the PO 
 
 

C. A signed statement that all shoes, boxes and outside cartons are marked ‘Made in _____’ and all 
countries of origin markings are stamped or sewn in sock liner of all shoes. 

 
 

D. All labels required by U.S. Customs and/or other government regulatory agencies have been 
affixed to the merchandise in the location and manner prescribed and are worded in accordance 
with all applicable laws and/or regulations. 

 
 

E. The merchandise contained in this shipment was not manufactured by use of convict, child, forced 
or indentured labor. 

 
 

F. All information provided for U.S. Customs manifest purposes was accurate and provided on a 
timely basis. The documents presented in this packet are identical to those provided to the freight 
forwarder, and no information on any document differs from the manifest information provided. 

 

ADDITIONAL BENEFICIARY’S CERTIFICATE PHRASES 

 
  



 
DBI                                                             DSW.com                              Affiliated Business Group 

Revised:   January 2022                                                                         Page | 4                                                         
                                                                  
 

Classification: DBI Confidential 

 

7) BENEFICIARY’S LETTER – ASSISTS  (if applicable) 
An letter from the beneficiary on his letterhead referencing the PO number of this transaction stating either A. 
or B., whichever applies, but not both statements: 

A. ‘I hereby certify that no materials or components (other than price tickets as declared on the 
invoice) were supplied by or on behalf of the importer free of charge or at a reduced cost to the 
manufacturer/supplier.’ 

OR 

B. ‘The following materials or components were supplied by or on behalf of the importer free of charge 
or at a reduced cost to the manufacturer/supplier (include list of said materials or components).’ 

 
 
 
 
8) TRADEMARK/COPYRIGHT LETTER (if applicable) 
A letter from the valid holder of the trademark/copyright(s) and/or trade names which appear on the 
merchandise in this transaction attesting that applicant is authorized to import such trademarked/copyrighted 
merchandise into the United States and further attesting that the retail sale of such merchandise by applicant 
in the United States does not violate any trademark/copyright law and is not prohibited by, or in violation of any 
licensing and/or royalty agreement(s) between the trademark/copyright holder, his licensee(s) and/or any other 
entities. If said letter as an expiration date, it must be no less than 60 days after the actual shipment date of 
the merchandise.  
 
 
9) CITES CERTIFICATE (if applicable) 
An Original Certificate issued by Agriculture and Fisheries Department, China/Hong Kong, for any 
confirmation/orders indicating snakeskin and/or eel skin. 
 
 
10) FISH & WILDLIFE INFORMATION FORM (if applicable) 
A form required by DSW INC. to provide detailed information of products covered under the U.S. Fish & Wildlife 
Service.  
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FORWARDER’S CARGO RECEIPT / AIRWAY BILL  
A Freight Forwarder’s Cargo Receipt / AIRWAY BILL issued by the nominated freight/air forwarder showing 
that the merchandise is consigned to:  DESIGNER BRANDS INC. 
 
and marked ‘Notify: 
EXPEDITORS INTERNATIONAL OF WASHINGTON 
6054 Shook Rd., Suite 100 
Lockbourne, Ohio 43137 
PH: 614.492.9840 
FAX: 614.492.9855 
and marked ‘Notify: 
Designer Brands INC, 810 DSW Dr., Columbus, Ohio 43219 attn: Lynda Berg. Freight is marked COLLECT. 
The date of the receipt of the cargo shown on the Freight /AIR Forwarders Cargo Receipt shall be considered 
‘the date of shipment’ for this particular transaction. 
 
 
 

 
 
 
 

 

NOMINATED FREIGHT / AIR FORWARDERS 
 

The goods and a full set of documents should be delivered to the appropriate Forwarder listed below, who will 
then issue the Forwarder’s Cargo Receipt / Airway Bill. Please contact DSW INC., lyndaberg@dswinc.com 
 (Lynda Berg) if the port you need does not appear in this list. 

 

AIR FORWARDER: 

 

To be determined at time of booking 

 

 

OCEAN FORWARDERS: 
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HK / YANTIAN  

TUNGYA LOGISTICS CO., LTD. 

SUITE 2809-10, TOWER 2, THE GATEWAY 25 CANTON RD. 

TSIM SHA TSUI KOWLOON HONG KONG 

MAIN LINE: 852 22612 0063 

DIRECT LINE: 852 2629 0007 

CONTACT: WANDA LUI 

 

 

SHANGHAI/ QINGDAO / NINGBO / DALIAN  

TUNGYA LOGISTICS CO., LTD. 

RM 1308, LOFT 10, HI SHANG HAI NEW CITY 

NO. 990 DALIAN RD., SHANGHAI CHINA 200092 

MAIN LINE: 86 21 55967733 EXT 328 

DIRECT LINE: 86 21 3377 0707 

CONTACT: IRIS CHEN 

 

INDIA  

TUNGYA LOGISTICS CO., LTD 

C/O PHOENIX LOGISTICS 

NO 152, 1ST FLOOR 

BALAAJI BHAVAN 

PLOT NO, 42A SECTOR 11, 

C.B.D. BELAPUR, NAVI MUMBAI 400614 

 

CONTACT: 

ARUN PRASAD 

TEL: 91 44 22 41230263 

FAX: 91-44 22 41230264 

EMAIL: OPS@PHOENIXLOGISTICS.IN 

ARUN@PHOENIXLOGISTICS.IN 

 

 

mailto:OPS@PHOENIXLOGISTICS.IN
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TAIWAN OFFICE 

TUNGYA LOGISTICS CO., LTD. 

NO. 338, SEC. 3, DA TUNG RD. 

SHIJR, TAIPEI HSIEN, TAIWAN 

PH: 886 2 8648 2111 EXT 323 

CONTACT: MS. YI HSIN CHEN 

 

XIAMEN  

TUNGYA LOGISTICS CO., LTD. 

2F NO. 9 JIAN GANG RD. 

XIAMEN PENAVICO TUNGYA BUILDING 

WAREHOUSE AREA OF HAICANG PORT 

XIAMEN 361026, PRC 

PHONE: 86 592 608 9828 

 

 

BANGLADESH  

ACCESS GLOBAL LOGISTICS 

290/2 SONARGAON  ROAD, 2ND FLOOR 

DHAKA - 1025, BANGLADESH  

PH: 880 2 9661263, 8629240 

FAX: 880 2 9661264 

ATTN:  Mahadi Azad 

 

SPAIN: 
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BRAZIL: 
Av. Carlos Strassburguer Filho, 5796, Sala 23 
Campo Bom, RS 93700-000 BR 
Tel: +55 51 3038-3333 (branch line 1319) Cell: +55 51 99999-1543    
Julie Ebert 
jebert@eurocargo.com 

 

ETHIOPIA 

ALBINI AND PITIGLIANI SPA 

VIALE MARCONI NO 46 

59100 PRATO 

Phone +39 0574 573756 

Fax    +39 0574 571791 

 

EUROPE 

ALBINI AND PITIGLIANI SPA 

VIALE MARCONI NO 46 

59100 PRATO 

Phone +39 0574 573756 

Fax    +39 0574 571791 

 

 

GERMANY 
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MOROCCO 

TRANSIT JALAL 

201 BOULEVARD IBNOU TACHFINE 

CASABLANCA MOROCCO 20003 

PH: 212 22249562 OR 66 OR 77 

FAX: 212 22249585 

CONTACT: MRS. JAMILA LACHGAR 

 

PORTUGAL 

ALPI PORTUGAL LDA. 

AV. COMENDADOR FERREIRA DE MATOS, 756  4450 MATOSINHOS, 

PORTUGAL  TEL: 351-2-938-2750, 938-2754, 928-2888 FAX: 

351-2-938-3126 

CONTACT: RUFINO SA' 

 

KOREA 

G LINK EXPRESS LOGISTICS (KOREA) LTD. 

TEL: (82) 2-3142-0725 

FAX: (82) 2-3142-2083 

CONTACT: MS. JONGEUN 

 

 

 

 

 

 


