
HOW TO COMPLETE A UK CERTIFICATE OF ORIGIN 

The following lays out how to fill in a UK Certificate of Origin. 
If you have any conflicts with this, please contact the 
Chamber. 

Box 1 - Consignor 

The FULL name, address, and country of the Exporter in the 
United Kingdom.  No abbreviations of the company name are 
allowed unless they are recognised ones and United Kingdom 
(in full) must conclude the address.  There are EXCEPTIONS to 
this. Contact the Chamber if necessary.  

Box 2 - Consignee 

The FULL name, address, and country of the overseas receiver 
of the goods shipped (person, government office or company).  
This address is usually the deliver to address and should be for 
overseas however there are EXCEPTIONS to this. Contact the 
Chamber if necessary. 

Box3 – Country of Origin 

Put name of the country or countries where the goods were 
made.  Do not abbreviate UK show it in full as UNITED 
KINGDOM. If there are too many countries of origin to fit in this 
box, the term “As shown in box 6” may be used.  The 
appropriate origin must then be shown against each item in box 
6. However, it is preferable to try to fit them in this box.

Box 4 – Transport details (Optional) 

Method of transport, i.e.: Airfreight, Seafreight road or rail etc.  
It is preferable to fill this box in, although it is advised not to 
state specific vessel names unless specially requested to do so.  
The terms “Mixed Transport” or “Earliest Available Transport” 
may be used if appropriate, but as this box is optional it may be 
left blank. 

Box 5 – Remarks 

This box is deliberately left as a spare space and no entry is 
required. However, any additional information required may be 
shown here, such as Letter of Credit number or Invoice number, 
or when a Replacement Certificate of Origin is being raised… 

When this is the case the following declaration must be shown 
here: This Certificate cancels and replaces Certificate no. 
(FLxxxxxx) issued by the Hertfordshire Chamber of Commerce 
on (date of issue). 

Box 6 – Item number, marks, numbers and kind of packages, 
description of goods  

This box covers the goods being exported. 

ITEM NUMBER: Literally number of items, i.e.: Item 1, 2, 3, etc., 
not essential. 

MARKS: 
This means the actual markings or stencils on the packages.  
The terms "Addressed as Consignee”, “Unmarked”, “Unpacked”, 
“Loose” or “In Bulk” may be used where applicable. 

NUMBER AND KIND OF PACKAGES: 
Literally the quantity and type of package, i.e.: 3 cases, 1 pallet 
etc. 

DESCRIPTION OF GOODS: 
It is not essential to list every item  individually, a general 
heading describing the goods is sufficient provided it 
corresponds with the accompanying invoice.  Brand and Trade 
names are accepted provided that a general description of the 
product is also stated, i.e. 10 tins of Dulux (paint). It is not 
necessary either to list serial numbers etc., unless specifically 
requested by your customer or by the terms of a Letter of 
Credit.  A description of goods comprising of commercial or 
technical jargon, i.e. 10 x pvt 790’s is acceptable provided it is 
preceded by a general heading describing the goods, i.e. 
electrical resistors. The term STC (Said To Contain) must NOT be 
used. NB: If using a Letter of Credit (L/C) you must use the 
description exactly as described on the L/C. TIP! Make all your 
documents consistent with one-another. 

Box 7 – Quantity, weight 

Usually, should be the total gross weight in KG’s - the metric 
system must be used, if imperial measurements are required,  

then the metric must also be shown. Litres, metres, cubic 
dimensions, or a simple amount may be used where 
appropriate. 

Box 8 – I the undersigned (Application page only) 

APPLICATION PAGE: YOU MUST SIGN THIS PAGE 
Place and date, i.e.: Hatfield, Herts – today’s date 
Signature and print the name of applicant. It is this signature 
that is checked against the Formal Undertaking & Specimen 
Signature Records held on file from ALL companies that request 
Certificates of Origin and other certifications. 

Box 9 – Applicant (if not the consignor) (Application page only) 

If an AGENT is preparing the CofO then their name and address 
should be here. Or if the details in box 1 – Consignor, are 
different from the company submitting the application 
(different from the Formal Undertaking) or a different address 
to return the certificate to. 

Reverse – (Back of the Application page of the certificate only) 
VERY IMPORTANT. 

The name and address of the manufacturer MUST be shown.  
Tick the appropriate Box 1, 2 or 3, and enter the name and 
address of the manufacturer(s).  If it is you, then you may state 
"manufactured by ourselves". This will be sufficient. 

 Box 1 is for goods wholly of United Kingdom origin, such as 
fish, coal, and wool. TIP! Think animal vegetable or mineral.  
CAUTION: most manufactured goods will contain some 
component parts or materials manufactured overseas. Box 2 is 
deemed the appropriate box to tick for all manufactured 
goods of United Kingdom origin (goods made in the UK). 

 Box 2 is for all goods of United Kingdom origin (see above). 

 Box 3 is for goods not of United Kingdom origin; that is, made 
overseas. Proof of foreign origin is required (see additional 
requirements) 
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ADDITIONAL REQUIREMENTS: 
 
A copy of the Commercial invoice (or Export/Shipping invoice) 
in respect of the goods described in the Certificate of Origin 
must accompany the Certificate.  
 
Evidence of Foreign Origin: 
 
a. In cases where the goods are of foreign origin, i.e., 
not made in the United Kingdom, the applicant must produce 
documentary evidence to identify the foreign origin goods. This 
may be either: 
 
i.  a Certificate of Origin of a responsible body issued in 
the country of export, or  
ii.  a copy of the invoice from the manufacture (not 
pro-forma), or  
iii.  a declaration by the actual producer or 
manufacturer of the goods, or  
iv.  proof of origin as required by the issuing body 
 
The applicant must be able to provide any further information 
the issuing body deems necessary. If you have difficulty with 
EVIDENCE, please contact the Chamber. 
 
Photocopies are accepted for back-up documentation.  Any 
manual amendments or corrections (Errors) MUST be crossed 
out and initialled.  DO NOT USE TIPPEX!  If you require your 
documentation returned by post, give clear instructions what 
post you require and where to return the certificate to. 
 
EXCEPTIONS 
There may be times where you cannot fill in the details required 
for operational reasons. In these cases, there are some 
allowances that may help. Always contact the Chamber before 
you do this and if you have any other queries. 
 
 
For additional guidance please contact the Hertfordshire 
Chamber of Commerce - Export Department. 
 
Hatfield:  
Tel: 01707 502192 or 01707 502196 
E-mail: export@hertschamber.com  
 

 

 
Hertfordshire Chamber of Commerce 

York House 
8-12 Salisbury Square 

Old Hatfield, Hertfordshire 
AL9 5AD 
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