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Creating a Prior Notice is a 2 steps process.

e here if you want one
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Step 1:
Create your web entry:
submitter, importer and carrier 
information.
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Step 2: 
Create the Prior Notice: 
detailed product information 
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Step 1: Create your web entry

Go to: access.fda.gov

• Login with your account ID and Password
• Select the “Prior Notice interface” option
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• For a new Prior Notice 
submission, select "Create 
New Web Entry."

• Note: If you have already 
started a Web Entry or Prior 
Notice and want to go back to it, 
choose either "Find Existing 
Web Entry" or "Find Existing 
Prior Notice."
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https://www.access.fda.gov/
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1- Entry Information

• Entry type. Transportation and Exportation: Consumption, Express Courier

• Entry identifier: if not known, select the "Not Known" check box

• The number of prior notices: you will need to create 1 Prior notice (PN) per product 
type. If your shipment contains the same product but a different packaging you will 
need to create one PN by packaging type

i.e. if you ship 2 bottles of similar type of wine,1 of 1 liter and 1 of 2 liters you will need 
to create 2 PN.

2- Port of arrival information 

(if you ship with FedEx)

• State : Tennessee
• Port code. CODE 2095 
• Anticipated Arrival date: enter 

the ship date + 1 day 
• Arrival time: enter 20:00 by 

default
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3- Submitter information

• Enter submitter's Name, Business Name, Full Address, phone number and 
email address

Note: don’t check the box “add to 
my favorite list” if you do not have 

a “food facility registration 
number”
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4- Importer information

• Enter the name and full address of the importer. In case the Importer is 
the submitter make sure that you check the box “Importer same Facility 
as Submitter”

5- Carrier information
(if you ship with FedEx)

• Mode of Transportation: Express 
Courier Air

• IATA Code: FX

• Carrier Name: FedEx

• FedEx Airway bill or tracking Number
(12 digits)
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Your web entry is now completed, you can review the summary and Save 
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 Step 2: Create the Prior Notice - detailed product information

You can now create the PN by clicking on the “Create Prior Notice” button at the bottom 
of the page.
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 6- Product Information

• Country from which the product is shipped

• FDA Product Code: You can either ask the manufacturer of the product or use the 
search functionality: choose Class and Group, Type of industry, Product Identifiers 
information.

• Product name: Common or Usual Name/Market Name
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7- Quantity and packaging information

• Measure Unit / Is it a Bulk-Shipment?
• For all other products, enter the base unit as the size of the 

smallest package.
• Quantity of food from largest container to smallest. Example: if the shipment contains 

1,000 cases and each case 

contains 100 bags of candy 
weighting 5 grs each, you would 

enter 5 grs as the base unit 

measure. 

Then enter 1,000 as the "Number" 

and “cases” as "Package Type” on 

the first line. 

On the second line you would 

enter, 100 as the "Number" and 

bag as "Package Type.
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 8- Product refusal information

• If the Article has been refused entry by any country / countries.

Note: "Save Prior Notice" button at the top or bottom right.
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 The "Save Prior Notice" page will display all the Web Entry and Prior Notice information for 
review and verification. Your Prior Notice will NOT be submitted to FDA when you save it, you 
must complete your web entry in order for your Prior Notice to be submitted. 
Selecting “No” will allow you to go back and edit your Prior Notice/Web Entry
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At the bottom of the page you may choose "Yes" to save or "No" to continue editing the Prior 
Notice.
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 • Pay attention to the message in red. Your web entry must be complete in order for your Prior 
Notice to be submitted: manufacturer, shipper, owner, ultimate consignee information.
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 9- Manufacturer information or grower/consolidator information

• Select the Country where the manufacturer's business is located. Then, click on the Enter 
Manufacturer button.

• Food Facility Registration Number: If you don’t have it check the box “Manufacturer is not 
required to register or registration number is not known” and choose a “reason the 
registration number is not being provided”

• Name and Full Address of the manufacturer.
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10- Shipper information

• Select the Country where the Shipper's business is located. Then, click on the Enter 
Shipper button. 

• If the Shipper is the same as the Manufacturer, submitter or Importer you can use the 
field “Shipper same Facility as” and select the right option from the drop down list.

• If not, complete the name and full address and click on “Save”.

Follow the same process to complete the “Owner information” and the “Consignee 

Information”. 16
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11- Holding facility

• Enter the "Holding Facility" information only if US Customs and Border Protection has directed 
this article to a holding facility.

All steps have now been completed, you can review the summary with the PN number that 

you will need to report on your commercial invoice.

Print the summary on the button at the bottom of the page, you can include it with your 

shipment documentation.
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 When you print the summary, you 

will get the following document to 
include to your shipment 

documentation:

For more information you can refer 
to the FDA website.
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https://www.fda.gov/food/importing-food-products-united-states/quick-start-guide-prior-notice-food-articles-prior-notice-system-interface-pnsi
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Thank You
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