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TIME RELEASE STUDY 

Statement of Purpose 

The Mongolia Time Release Study for Import and Export will measure the average time taken 
to release import and export goods from customs control.   

It will provide objective information on the time taken to release goods at various stages of 
customs and other regulatory processes. That is, from arrival to customs clearance to release. 

It will measure the actual performance of agencies in the cargo clearance process.   

Scope and Design 

The Time Release Study will focus on cargo management, transit processing, specialized 
inspections and customs entry declaration (imports) and customs export declaration (exports) 
processing. Data will be collected on consignments arriving and leaving Mongolia and goods 
in domestic and international transit.   
Design of Time Release Study 

1. CGA selected the border ports and inland depots based on the importance of the ports, 
volume of traffic and type of commodity. 

2. The Time Release Study will cover automated and manual cargo clearance procedures 
3. Automated time stamps on CAIS will be captured. 
4. Process overview maps were developed to assist in understanding the moments to be 

captured in the survey. 
5. A standard detailed survey form which incorporates the WCO simplified questionnaire 

will be developed 
6. A Time Release Study Procedures Manual will be prepared detailing the methods of 

data collection to be used at each location.  
7. Training of field supervisors, field researchers and relevant Customs and regulatory 

agency staff will be conducted 

Date and Duration of Time Release Study: The data collection period for the Time Release 
Study is scheduled to be conducted during the first two weeks of October 2012. The Time 
Release Study will be conducted at selected locations for a period of seven (7) days.   

Consequently, the Time Release Study will focus on the following points:  

Land Border 
Port 

• Zamyn Uud Port -  south port of China 
• Altanbulag Port - north port with Russia 
• Tsagaannuur Port of Bayan-Olgii province- a small west port 

(Russia) 
• Bayankhoshuu Port of Dornod province - a small port (China), 

mainly for exporting oil 
• Gashuun Sukhait Port - south port for exporting minerals to 

China 
Airport • Chinggis Khan International Airport, Buayant Ukhaa Customs 

Inland Depot • Ulaanbaatar City Customs House 
• Sainshand/Choir Station - (main point for exporting minerals 

via railway) 
• Ulaanbaatar International Postal Service – Mongol Post/DHL 



Business Plus Initiative Project 

Page 2 Time Release Study: Procedure Manual 
 

Mode of Transport: Data will be collected on cargo delivered via rail, road and air. 

Rail Transport. Cargo enters and exits Mongolia via the Ulaanbaatar Railway which runs 
between Russian and China. It links the two recognized Mongolian border crossing points of 
Sukhbaatar in the north and Zamyn Uud in the south.  

Road. Lorries transport cargo to Mongolia from China or Russia respectively. The current 
road network between the border crossings and Ulaanbaatar is not conducive to transporting 
goods across Mongolia. Hence, transit cargo is delivered by lorry at the border and transferred 
to rail for onward shipment to China or Russia. Imports are transferred to railway cars for 
transport to Ulaanbaatar and the inland depots. A few lorries travel beyond the border port. 
The majority of lorries return to China or Russia empty after delivering cargo to customs 
control areas or consignee’s premises.  

Air. Cargo and parcels arrive in Mongolia on international and regional airlines via Chinggis 
Khaan International Airport.   

Types of Cargo: The types of cargo selected for this Time Release Study are as follows: 

• Rail Cargo  
• Truckload Freight 

o Containerized 
o Non-containerized cargo 

• Air cargo 
o General Cargo 
o Express Consignments 

Box 1: Time Release Study Scope 

Cargo Direction 1. Imports 
2. Exports 

Locations 1. Zamyn Uud Port  
2. Altanbulag Port  
3. Tsagaannuur Port of Bayan-Olgii province 
4. Bayankhoshuu Port of Dornod province 
5. Gashuun Sukhait Port 
6. Chinggis Khan International Airport, Buayant Ukhaa 

Customs 
7. Ulaanbaatar City Customs 
8. Sainshand/Choir Station 
9. Ulaanbaatar International Postal Service – Mongol Post; 

DHL 
Mode of 

Transport 
1. Road 
2. Rail 
3. Air  

Type of Cargo 1. Truckload Freight 
2. Rail Containerized (FCL) 
3. Air Cargo 
4. Non-containerized 

Personnel 
The personnel recommended for this Time Release Study is as follows: 
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 LOCATION Field 

Coordinator 
Field 

Supervisor 
Field Researchers/ 
Data Entry Clerks 

1 Zamyn Uud Port  2  
2 Altanbulag Port  1  
3 Choir Station    
4 Sukhbaatar Port    
4 UB Customs House – Inland 

Depot  
   

 - Customs House    
 - Abtema    
 - Inland Depot    
5 Chinggis Khaan International 

Airport 
   

 - Cargo Terminal    
 - DHL    
 - Mongol Post    
6 Tsagaannuur Port    
7 Bayankhoshuu Port    
8 Gashuun Sukhait Port    
9 CGA 1  2 
 Total 1 3  
 
 
 
 
 
 





 

 

STAKEHOLDERS 
 

 

Border Agencies: 
1. Border Troops 
2. Mongolian Immigration Agency 
3. General Agency for Special Inspections – Border Inspections Unit is responsible for 

specialized inspections – plant, animal, quarantine, food, health, technical standards 
4. Mongolian Customs – Customs State Inspectorate. 

 





 

 

PROCESS AND TIME MEASUREMENTS 

An overview of the processes involved in the import, export and transit process and various 
time measurements in the process are highlighted. The events and intervals are indicated for 
each process. Some or all of the following events will be captured in the Time Release Study. 
This is dependent on the circumstances of each location. 

Using a combination of data collection methods, the time intervals will be measured between 
the start and end of processes within the control of the border, customs and other agencies. The 
start and end time of each activity is recorded and the total time it takes to complete a process 
will be calculated. The time that has elapsed between the two processes will also be measured. 
The input, output and process might be the same but the procedure and timing might differ 
slightly. The procedures will be outlined in the Data Collection Procedures Manual for each 
location.  

A. Imports 

Time Release Study – Stages  
The following process or stages in the cargo clearance process will be measured: 

1. Arrival of Goods 
2. GASI Inspection 
3. Customs Clearance  
4. Unloading 
5. Temporary Storage 
6. Loading 
7. Release 

The sequence of the above-named stages may not occur in the order outlined above. 

Time Intervals  
The following are some examples of time measurement intervals expected from this Time 
Release Study. 

The time between arrival and release will be measured, that is, the total time between the 
arrival of goods at the border and their release by cargo direction, type of cargo and mode of 
transport. Time measurement results will also be obtained for various stages during the 
process. 

Key Processes and Events 
The following provides an overview of key import and export processes which are broken 
down into sub-processes with trigger events identified. The cycle times for the events and 
processes are measured as well as specific actions within the process is recorded.   

For the purpose of this Time Release Study, these processes were viewed mainly from 
Customs and other border agency perspectives and not necessarily from that of the importer or 
exporter. It is recommended that more detailed process analysis is conducted particularly from 
the customer’s perspective to complement the results from the Time Release Study in order to 
effectively improve the customer experience.   

Importer/Agent 
The following map provides an overview of the importer’s experience in the process.  
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CARGO CLEARENCE AT BORDER – ROAD  

1. Cargo Import Clearance at the Border – Transport by Road 
Process Overview 

Arrival
(1)

Customs 
Clearance 

(2)
Release

(3)

 
IMPORT – CLEARANCE AT THE BORDER - ROAD 
PROCESS DESCRIPTION 
1. Arrival  1. This process commences upon arrival of the lorry at the border crossing. 

Transport documents are submitted to Border troops and Customs.   
2. Immigration checks driver and passenger information on the system and 

issues passport control form to each person. 
3. Customs checks the paper manifest is checked against the electronic 

manifest submitted at the border port.   
4. Customs issues a Control Pass or Thing List to the driver. This control 

pass requires signatures from Border Troops, GASI and Customs to 
allow exit. 

5. Lorry is driven to Customs Weighing Station to be weighed and 
Customs Officer checks weight against that on transport documents. 

6. Lorry is then driven to Inspection Area and GASI process to clear goods 
for entry into Mongolia begins. 

7. GASI Process involves document checks, samples taken for lab 
analysis, physical checks and other specialized inspections such as 
quarantine etc. 

8. After obtaining GASI clearance, documents are handed to a customs 
broker to commence the customs clearance process. 

2. Customs 
Clearance 
(See Customs 
Clearance 
Process Maps) 

1. The importer may contract a customs broker to prepare the customs 
declaration which is submitted electronically using the CEPS Broker 
system.   

2. The supporting documents are physically lodged with Customs. 
Although scanned documents are accepted, the process usually 
commences when original documents are physically lodged. 

3. The customs declaration is processed using the CAIS system 
4. Valuation Officer conducts a declaration check, confirms valuation and 

assessment of taxes. Informs the declarant of acceptance or rejection.   
5. If rejected, the declarant amends and resubmits the declaration 

accordingly  
6. If accepted, the declarant goes to the bank to pay the taxes  
7. When paid, the declarant notifies Customs of payment. This is done by 

presentation of the tax payment receipt or a phone call. If it is via a 
phone call, the Document Auditor/Valuation Officer checks the system 
online to check whether payment was made. 

8. When payment is verified, the Document Auditor/Valuation Officer 
clicks the button in CAIS confirming payment is made. 

9. CAIS assigns the risk category and inspector to the declaration. Goods 
may fall into one of the following categories: green (no inspection); 
orange (document inspection); red (document and physical inspection).   
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10. If green, the customs release process begins immediately 
11. If an inspection is required, the inspector which review the documents 

for the orange and red categories/ 
12. If it is red, the inspector locates the goods and conducts the physical 

inspection in the presence of the declarant. 
13. After inspection, the inspector returns to the office to write comments in 

the CAIS system. When complete, the button is clicked sending the 
declaration to the Senior Inspector for review and approval 

14. The Senior Inspector reviews the documents and may order a physical 
inspection on goods categorized as green or orange, if not satisfied.   

15. If okay, the Senior Inspector prints the declaration 
16. The Inspector collects the printed declaration and supporting documents 
17. The Valuation Officer and the Inspector both stamp the documents and 

the Inspector signs signifying release of the goods 
18. The documents are collected by the declarant and taken to facilitate 

removal of the goods from the customs control area. 
Note: The senior inspector may decide to conduct Goods may be driven to 
special customs control areas for physical inspection such as E-Trans at 
Zamyn Uud where equipment is inspected or at temporary warehouses in 
Sukhbaatar where timber is inspected and temporarily stored. 

3. Release 1. After the customs release process is completed, the haulier shows the 
documents to the gate security.    

2. After security checks are conducted, the container/cargo may be 
transported to the importer’s premises or to a temporary warehouse to 
await loading onto a railcar or wagon for domestic or international 
transit.  

3. Empty lorries return to the border for clearance and exit out of Mongolia 

TRS Process and Events 

BORDER RELEASE

ARRIVAL   CUSTOMS CLEARANCE RELEASE

BORDER – ROAD
Events

ARRIVAL

1.  Lorry arrival 
2.  Border Troop Clearance
3.  Immigration
4.  Customs Weighing
5. GASI Inspection
6. Registration of Cargo

CLEARANCE

1. Lodgment  of customs Declaration
2. Presentation of Supporting 
    Documents at Customs
3. Declaration Check
4. Valuation
5. Payment of Duties
6. Inspector Assigned
7. Cargo Location
8. Unloading
9. Document/Physical examination 
10. Customs Release

RELEASE

 1.  Container/cargo loaded
 2.  Customs security checks
 3.  Gate Security Checks
 4.  Removal from Customs 
      Control Area

 

TRS Events: 
1. Arrival time of lorry 
2. Border entry clearance  
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3. Weighing 
4. GASI Clearance 
5. Registration of Cargo 
6. Cargo customs clearance 
7. Unloading  
8. Temporary Warehousing (if required) 
9. Loading 
10. Removal of Goods 
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2. Cargo Import Clearance at the Border – Transport by Train 
Process Overview 

Arrival
(1)

Customs 
Clearance 

(2)
Release

(3)

 
PROCESS DESCRIPTION 
1. Arrival  1. This process commences upon arrival of the train.   

2. Border Troops/Immigration clears the driver and train at the border 
3. Customs and Rail Agents collect transport documents from the train 

operator 
4. GASI conducts inspection and clears goods for entry into Mongolia. This 

involves document inspections and depending on the type of goods, a 
sample might be taken for laboratory analysis or physical inspection 
carried out. 

5. Cargo is registered 
6. Chinese/Russian agents hand over cargo to Mongolian Agent. Transfer 

statement is completed. 
7. Rail Agents conduct physical checks and manage movement of 

railcars/wagon to different branch lines leading to various customs 
control areas (some owned by freight-forwarders) 

8. Goods are temporarily warehoused by freight-forwarder pending customs 
clearance 

2. Customs 
Clearance 
(See Customs 
Clearance 
Process Maps) 
 

1. The importer may contract a customs broker to prepare the customs 
declaration which is submitted electronically using the CEPS Broker 
system.   

2. The supporting documents are physically lodged with Customs. Although 
scanned documents are accepted, the process usually commences when 
original documents are physically lodged. 

3. The customs declaration is processed using the CAIS system 
4. Customs Officers conducts a declaration check, confirms valuation and 

assessment of taxes and informs the declarant of acceptance or rejection 
of declaration.   

5. If rejected, the declarant amends and resubmits the declaration 
accordingly  

6. If accepted, the declarant goes to the bank to pay the taxes  
7. When paid, the declarant notifies Customs of payment. This is done by 

presentation of the tax payment receipt or a phone call. If it is via a phone 
call, the Document Auditor/Valuation Officer checks the system online to 
check whether payment was made. 

8. When payment is verified, the Document Auditor/Valuation Officer 
clicks the button in CAIS confirming payment is made. 

9. CAIS assigns the risk category and inspector to the declaration. Goods 
may fall into one of the following categories: green (no inspection); 
orange (document inspection); red (document and physical inspection).   

10. If green, the customs release process begins immediately 
11. If an inspection is required, the inspector which review the documents for 

the orange and red categories/ 
12. If it is red, the inspector locates the goods and conducts the physical 
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inspection in the presence of the declarant. 
13. After inspection, the inspector returns to the office to write comments in 

the CAIS system. When complete, the button is clicked sending the 
declaration to the Senior Inspector for review and approval 

14. The Senior Inspector reviews the documents and may order a physical 
inspection on goods categorized as green or orange, if not satisfied.   

15. If okay, the Senior Inspector prints the declaration 
16. The Inspector collects the printed declaration and supporting documents 
17. The Valuation Officer and the Inspector both stamp the documents and 

the Inspector signs signifying release of the goods 
18. The documents are collected by the declarant and taken to facilitate 

removal of the goods from the customs control area. 
Note: The senior inspector may decide to conduct Goods may be driven to 
special customs control areas for physical inspection such as E-Trans at Zamyn 
Uud where equipment is inspected or at temporary warehouses in Sukhbaatar 
where timber is inspected and temporarily stored. 

3. Release  1. After the customs release process is completed, the haulier shows the 
documents to the gate security.    

2. After security checks are conducted, the container/cargo may be 
transported to the importer’s premises or to a temporary warehouse to 
await loading onto a railcar or wagon for domestic or international 
transit.  

3. Empty lorries return to the border for clearance and exit out of Mongolia. 

TRS Events 

BORDER RELEASE

ARRIVAL    CUSTOMS CLEARANCE RELEASE

BORDER – RAIL
Events

Arrival

1. Train arrival 
2. Border Troop/Immigration
3. Collection of documentations
4. Registration of Cargo
5.. Railcar/Container Inspection
6. GASI Inspection
7. Cargo Manifest
8. Unload railcars/container
9. Temporary Warehousing 
     (if necessary)

           Customs Clearance

1. Lodgment of Customs Declaration
2. Presentation of Supporting 
    Documents at Customs
3. Declaration Check
4. Valuation
5. Payment of Duties
6. Inspector Assigned
7. Cargo Location
8. Unloading if required
9. Document/Physical Examination
10.Customs Release

Release

1. Security Checks 
2. Container/cargo loaded
3. Removal of Goods from 
Customs Control Area

 

TRS Events: 
1. Arrival time of lorry 
2. Border entry clearance  
3. GASI Clearance 
4. Registration of Cargo 
5. Cargo customs clearance 
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6. Unloading (if required) 
7. Temporary Warehousing (if unloaded) 
8. Loading (if unloaded) 
9. Removal of Goods 
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3. Cargo to Inland Depot – Road to Train 
Process Overview 

Domestic Transit
(2)

Arrival at the 
Border

(1)

Arrival at 
Inland Depot

(3)

Customs 
Clearance

(4)
Release

(5)

 

PROCESS DESCRIPTION 

1. Arrival at 
border 

1. This process commences upon arrival of the train.   
2. Border Troops/Immigration clears the driver and train at the border 
3. Customs and Rail Agents collect transport documents from the train 

operator 
4. GASI conducts inspection (usually document inspection) and clears 

goods for entry into Mongolia.   
5. Cargo is registered 
6. Chinese/Russian agents hand over cargo to Mongolian Agent. Transfer 

statement is completed. 
7. Rail Agents conduct physical checks and manage movement of 

railcars/wagon to different branch lines leading to various customs 
control areas (some owned by freight-forwarders. 

8. Goods are temporarily warehoused until railcar/wagon becomes 
available for domestic transit to inland depots 

2. Transit 1. The goods are transported by UB Railway to the various inland depots in 
Ulaanbaatar, Sainshand and other provinces on the rail network. 

3. Arrival at 
Inland Depot
  

1. The cargo arrives at the inland depot (customs control area).   
2. Train operator hands transport documents in sealed envelope to rail 

agent  
3. Envelop is handed to freight forwarder 
4. Freight-forwarder takes sealed envelope to Customs 
5. Customs opens envelope and goes to container area to conduct physical 

checks on the container or railcar to ensure seals are intact.   
6. The paper manifest is checked against the electronic manifest submitted 

at the border port.   
7. Customs registers cargo and returns documents to freight forwarder. 

4. Customs 
Clearance 

1. The importer may contract a customs broker to prepare the customs 
declaration which is submitted electronically using the CEPS Broker 
system.   

2. The supporting documents are physically lodged with Customs. 
Although scanned documents are accepted, the process usually 
commences when original documents are physically lodged. 

3. The customs declaration is processed using the CAIS system 
4. Customs Officers conducts a declaration check, confirms valuation and 

assessment of taxes and informs the declarant of acceptance or rejection 
of declaration.   

5. If rejected, the declarant amends and resubmits the declaration 
accordingly  

6. If accepted, the declarant goes to the bank to pay the taxes  
7. When paid, the declarant notifies Customs of payment. This is done by 

presentation of the tax payment receipt or a phone call. If it is via a 
phone call, the Document Auditor/Valuation Officer checks the system 
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online to check whether payment was made. 
8. When payment is verified, the Document Auditor/Valuation Officer 

clicks the button in CAIS confirming payment is made. 
9. CAIS assigns the risk category and inspector to the declaration. Goods 

may fall into one of the following categories: green (no inspection); 
orange (document inspection); red (document and physical inspection).   

10. If green, the customs release process begins immediately 
11. If an inspection is required, the inspector which review the documents 

for the orange and red categories/ 
12. If it is red, the inspector locates the goods and conducts the physical 

inspection in the presence of the declarant. 
13. After inspection, the inspector returns to the office to write comments in 

the CAIS system. When complete, the button is clicked sending the 
declaration to the Senior Inspector for review and approval 

14. The Senior Inspector reviews the documents and may order a physical 
inspection on goods categorized as green or orange, if not satisfied.   

15. If okay, the Senior Inspector prints the declaration 
16. The Inspector collects the printed declaration and supporting documents 
17. The Valuation Officer and the Inspector both stamp the documents and 

the Inspector signs signifying release of the goods 
18. The documents are collected by the declarant and taken to facilitate 

removal of the goods from the customs control area. 
5. Release
  

1. After the customs release process is completed, the haulier collects the 
container from the depot and transports it to the importer’s premises.  

2. If it is a container, the haulier picks up the empty container from the 
consignee’s premises and returns it to the inland depot. 

TRS Events 

INLAND DEPOT RELEASE

ARRIVAL AT 
INLAND DEPOT

CUSTOMS 
CLEARANCE RELEASE

Arrival at Inland Depot

• Train arrival 
• Collection of transport 

document
• Container/Railcar checks
• Registration of cargo

           Customs Clearance

1. Lodgment of Customs 
Declaration
2. Presentation of Supporting 
    Documents at Customs
3. Declaration Check
4. Valuation
5. Payment of Duties
6. Inspector Assigned
7. Cargo Location
8. Unloading if required
9. Document/Physical 
Examination
10.Customs Release

Release

• Security Checks 
• Container/cargo loaded
• Gate Security Checks
• Haulage
• Receipt by Consignee 

ARRIVAL AT  
BORDER TRANSIT

CARGO TO INLAND DEPOT – TRAIN
Events

Arrival at the Border

• Train arrival 
• Border Troop/Immigration
• Collection of transport 

documents
• Railcar/Container 

Inspection
• Registration of cargo
• GASI Inspection
• Domestic Cargo Manifest
• Customs Clearance

Transit

• Security Checks 
• Container/cargo unloaded (if 

from China)
• Temporary Warehousing (if 

necessary)
• Loading on to railcars/wagons 

(if unloaded)
• Transfer Manifest
• Customs clearance
• Train departs

BORDER RELEASE

 
TRS Processes and Events: 

1. Arrival time of lorry 
2. Border entry clearance  
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3. GASI Clearance 
4. Registration of Cargo 
5. Domestic Cargo Manifest 
6. Customs Clearance 
7. Unloading 
8. Loading on to railcar/wagon 
9. Domestic Transit 
10. Arrival time of train at inland depot 
11. Unloading  
12. Temporary Warehousing  
13. Cargo customs clearance 
14. Loading (if unloaded) 
15. Removal of Goods 
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4. Air Cargo 
Process Overview 

Arrival of Plane Customs 
Clearance Release

 
PROCESS DESCRIPTION 
1. Arrival 1. Plane arrives 

2. Documents are collected from pilot/steward by Customs and Airline 
ground staff 

3. Baggage and cargo is unloaded 
4. Baggage is taken to baggage hall 
5. General cargo and international parcel post are taken to the cargo 

terminal 
6. DHL collects parcels and takes them to DHL office 
7. Cargo is registered 
8. Freight forwarders and other international couriers select their cargo 

at the cargo terminal 
9. Parcels destined for Mongol Post are bagged and transported to 

Mongol Post in Ulaanbaatar City 
2. Customs 
Clearance 

1. The importer may contract a customs broker to prepare the customs 
declaration which is submitted electronically using the CEPS 
Broker system.   

2. The supporting documents are physically lodged with Customs. 
Although scanned documents are accepted, the process usually 
commences when original documents are physically lodged. 

3. The customs declaration is processed using the CAIS system 
4. Customs Officers conducts a declaration check, confirms valuation 

and assessment of taxes and informs the declarant of acceptance or 
rejection of declaration.   

5. If rejected, the declarant amends and resubmits the declaration 
accordingly  

6. If accepted, the declarant goes to the bank to pay the taxes  
7. When paid, the declarant notifies Customs of payment. This is done 

by presentation of the tax payment receipt or a phone call. If it is via 
a phone call, the Document Auditor/Valuation Officer checks the 
system online to check whether payment was made. 

8. When payment is verified, the Document Auditor/Valuation Officer 
clicks the button in CAIS confirming payment is made. 

9. CAIS assigns the risk category and inspector to the declaration. 
Goods may fall into one of the following categories: green (no 
inspection); orange (document inspection); red (document and 
physical inspection).   

10. If green, the customs release process begins immediately 
11. If an inspection is required, the inspector which review the 

documents for the orange and red categories/ 
12. If it is red, the inspector locates the goods and conducts the physical 

inspection in the presence of the declarant. 
13. After inspection, the inspector returns to the office to write 
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comments in the CAIS system. When complete, the button is 
clicked sending the declaration to the Senior Inspector for review 
and approval 

14. The Senior Inspector reviews the documents and may order a 
physical inspection on goods categorized as green or orange, if not 
satisfied.   

15. If okay, the Senior Inspector prints the declaration 
16. The Inspector collects the printed declaration and supporting 

documents 
17. The Valuation Officer and the Inspector both stamp the documents 

and the Inspector signs signifying release of the goods 
18. The documents are collected by the declarant and taken to facilitate 

removal of the goods from the customs control area. 
3. Release 1. Consignment is collected by consignee and removed from Customs 

Control. 

TRS Events 

BORDER RELEASE

ARRIVAL   CUSTOMS CLEARANCE RELEASE

AIRPORT CARGO
Events

ARRIVAL

1.  Arrival of Plane
2.  Collection of documents 
3.  Unloading of Cargo
4.  Registration of Cargo
7. Temporary Storage

CLEARANCE

1. Lodgment  of customs Declaration
2. Presentation of Supporting 
    Documents at Customs
3. Declaration Check
4. Valuation
5. Payment of Duties
6. Inspector Assigned
7. Cargo Location
8. Unloading
9. Document/Physical examination 
10. Customs Release

RELEASE

 1.  Consignment collected
 2.  Security Checks
 4.  Removal from Cargo Terminal,
      DHL Office Mongol Post or
      other Customs Control Area

 
 
TRS Events: 

1. Start of Unloading 
2. Arrival of Cargo at Cargo Terminal 
3. Registration of Cargo 
4. Temporary Storage 
5. Customs Clearance 
6. Release 
7. Collection of consignment 
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A. Passengers 
Passenger Clearance – Border Control Port 
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Arrival at the 
Border

Enter Mongolia 
- Border 

Control Area

Exit Mongolia 
Border Control 

Area

Inspect vehicle and 
documents

Check documents
Issue Control Pass

Vehicle Cleared 
to Enter

Register vehicle

Checks Documents 

Inspection

Scannned
 Bags Checked

Check vehicle and 
documents
Open Gate

Tax payment form

Control PassIm
m

ig
ra

tio
n

Clears 
Immigration

Passport Control

Register vehicle 
at Customs 

(Driver)

Pay tax and 
fees 

Inspect Vehicle

Clear 
Immigration

Customs 
Clearance

Payment Slip
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Time Intervals – General 
The intervals to be measured include: 

1. Arrival to Release by Customs - The average time between arrival and release of 
goods by Customs at the border and inland depots 

a. Arrival to online submission of Customs Declaration 
b. Arrival to presentation of documents of Customs documents  
c. Arrival to Valuation/Assessment  
d. Arrival to confirmation of Payment (on CAIS) 
e. Arrival to Inspection (Red and Orange Categories) - The average time taken for 

release of goods according to the risk category – red, orange or green channel 
f. Assessment to Inspection (Locating Goods) 
g. Inspection to Release (Declaration stamped and signed) 

2. Arrival to Checkpoint – The average waiting time on the queue. Time is measured 
between arrival at the end of the queue to the border gate. 

3. Arrival to Customs Clearance/Weighing – The average time taken between arrival at 
the border and completing the process of weighing and obtaining clearance from 
Customs before moving to the next stage, GASI. 

4. Arrival to Clearance by GASI – The average time between arrival and clearance by 
GASI.  This includes: Arrival to Checkpoint; Arrival to Customs Clearance/Weighing 
and the average time taken to complete inspection and clearance by GASI.  

5. GASI Inspection to Customs Clearance - 
6. Customs Clearance to Removal from Control Area 
7. Customs Clearance to Release 
8. Arrival to Loading of Rail Cars for domestic transit 
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Import – Customs Clearance Process 
1.0 Customs Clearance Process Overview 

 
2.0 Declaration Check  
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3.0 Customs Inspection 
 

 
 

 
 
TRS Events: 

1. Submission of online declaration 
2. Presentation of documents 
3. Declaration check  
4. Valuation/Assessment complete 
5. Payment of taxes, duties and fees 
6. Inspection – Document/Physical Inspection 
7. Observation of Loading (if required) 
8. Release 
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B. Exports 

Process Overview 
(i) Export to Russia 

The following provides a general process overview for the export process to Russia from 
Mongolia. However, procedures may vary according to location and type of cargo, for 
example, minerals 

Arrival
(1)

Customs 
Clearance

(2)
Export

(3)

 
PROCESS DESCRIPTION 
1. Export 
Preparation 

1. Goods are prepared for export 
2. Relevant export permissions are obtained. This may require samples 

being taken for lab analysis.  
3. If lab tests are conducted, results are sent electronically to the Customs 

office and paper copy sent later.  
4. Rail car/container or lorry booked for transport 
5. Cargo Manifest prepared 
6. Declaration is prepared by Customs broker 

2. Customs 
Clearance 
 

1. Declaration is submitted electronically via the CEPS system 
2. Other export documents such as certificate of origin and quality 

certificate are submitted to Customs 
3. Customs Valuation Officer/Declaration Auditor conducts declaration 

check and ensures all documentation is in order 
4. Relevant fees are paid at the bank by the exporter 
5. Tax payment is confirmed in CAIS and inspector is assigned 
6. Customs Inspector conducts physical inspection of goods at exporter’s 

premises or at customs 
7. Customs Inspector observes loading of goods on to  mode of transport 
8. If container, seals are placed on container 
9. Customs Officer returns to office and inputs information on inspection 

in CAIS and clicks button  
10. Declaration is transmitted to Senior Customs Inspector for review and 

approval 
11. If okay, Senior Inspector clicks confirmation key on CAIS and prints 

declaration 
12. Customs Inspector collects printed declaration 
13. Declaration is stamped by inspector and valuation officer and signed 
14. Cargo manifest stamped by Customs 
15. Goods are released 

3. Export 
 

1. Container/goods are released for export 
2. Goods transported to border where border clearance is obtained 
3. If TIR, only the seals are checked by border troops 
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EXPORT 
PREPARATION

CUSTOMS 
CLEARANCE

General Export To Russia
Events

EXPORT PREPARATION

• Export Contract
• Export Permits
• Export Document 

Preparation
• Delivery to customs control 

area depending on goods
• Receipt at Control Area
• Railcar/Container booking

CLEARANCE

• GASI Clearance
• Lab test (if necessary)
• Lodgment of declaration
• Presentation of export 

documentation
• Physical inspection if required
• Observation of loading
• Seals placed on container
• Cargo Manifest
• Goods Release

EXPORT

• Border clearance
• Transport to Russia

EXPORT

BORDER RELEASE

 
 
TRS Events: 

1. Arrival of cargo at customs control area (if loading is not done at exporter’s premises) 
2. GASI Clearance 
3. Customs Clearance 
4. Release of goods 
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(ii) Export to China 

Process Overview 

Arrival
(1)

Customs 
Clearance

(2)
Transit

(3)
Export

(4)

 

PROCESS DESCRIPTION 
1. Export 
Preparation
  

1. Goods are prepared for export 
2. Relevant export permissions are obtained. This may require samples 

being taken for lab analysis. 
3. If lab tests are conducted, results are sent electronically to the Customs 

office and paper copy sent later.  
4. Rail car/container or booked for transport 
5. Cargo Manifest prepared 
6. Declaration is prepared by Customs broker 

2. Customs 
Clearance 

1. Declaration is submitted electronically via the CEPS system. Other 
export documents such as certificate of origin and quality certificate are 
submitted to Customs 

2. Customs Valuation Officer/Declaration Auditor conducts declaration 
check and ensures all documentation is in order 

3. Relevant fees are paid at the bank by the exporter 
4. Tax payment is confirmed in CAIS and inspector is assigned 
5. Customs Inspector conducts physical inspection of goods at exporter’s 

premises or at customs 
6. Customs Inspector observes loading of goods on to  mode of transport 
7. If container, seals are placed on container 
8. Customs Officer returns to office and inputs information on inspection 

in CAIS and clicks button  
9. Declaration is transmitted to Senior Customs Inspector for review and 

approval 
10. If okay, Senior Inspector clicks confirmation key on CAIS and prints 

declaration 
11. Customs Inspector collects printed declaration 
12. Declaration is stamped by inspector and valuation officer and signed 
13. Cargo manifest stamped by Customs 
14. Goods are released  
15. Goods transported to Chinese border (Zamyn Uud)   

3. Transit  
(if exported 
from inland 
depots) 
 

1. Cargo registered  
2. Goods offloaded from Mongolian railcars/wagons 
3. Temporarily stored if no rail cars available 
4. Rail cars booked 
5. Customs observes loading on to Chinese railcars/wagon 

4. Export 1. Container/goods are released for transport 
2. Border clearance  
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EXPORT 
PREPARATION

CUSTOMS
CLEARANCE

TRANSIT
(if from inland depots)

General  Export To China
Events

EXPORT PREPARATION

• Export Contract
• Export Permits
• Export Document 

Preparation
• Delivery to customs control 

area depending on goods
• Receipt at Control Area
• Railcar/Container booking

CLEARANCE

• GASI Clearance
• Lab test (if necessary)
• Lodgment of declaration
• Presentation of export 

documentation
• Physical inspection if required
• Observation of loading
• Seals placed on container
• Cargo Manifest
• Goods Release
• Train Dispatch to Zamyn Uud

TRANSIT

• Arrival at Zamyn Uud 
• Rail Checks
• Cargo Registration
• Unloading
• Temporary Warehousing
• Railcar/wagon arrival
• Railcar/wagon loaded
• Customs Clearance 
• Transfer Manifest 

EXPORT

BORDER RELEASE

EXPORT

• Transfer to Chinese Train 
at Zamyn Uud

• Border Clearance
• Chinese Train Dispatch to 

China

 
TRS Events: 

1. Arrival of cargo at customs control area (if loading is not done at exporter’s premises) 
2. GASI clearance 
3. Customs Clearance 
4. Departure of train to Chinese border 
5. Arrival at Zamyn Uud 
6. Mongolian to Chinese transfer 
7. Unloading 
8. Temporary Warehousing 
9. Loading 
10. Transfer Manifest 
11. Customs Clearance 
12. Release of goods 
13. Departure of Train 
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C. Train Processing 
Process Overview 

Arrival of Train
(1)

Train 
processing

(2)

Departure of 
Train
(3)

Arrival and Departure of Train

 
 

PROCESS DESCRIPTION 
1. Arrival of 
Train 

1. This process commences upon arrival of the train.   
2. Border Troops/Immigration clears the driver and train at the border 
3. Customs and Rail Agents collect transport documents from the train 

operator 
2. Train 
Processing 

1. GASI conducts inspection and clears goods for entry into Mongolia. 
This involves document inspections and depending on the type of 
goods, a sample might be taken for laboratory analysis or physical 
inspection carried out. 

2. Rail cars/wagons inspected.   
3. Rail cars/wagons moved to different branch lines according to 

destination and freight-forwarder 
4. Rejected cars set aside and returned 

3. Departure of 
train 

1. Sealed envelope with transport documents handed to train operator 
2. Railway clears train for departure 
3. Train departs 

 
TRS Events 

1. Arrival time of train 
2. Departure time of train 
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WCO Definitions 
 

RELEASE is 
‘the action by Customs to 
permit goods undergoing 

clearance to be placed at the 
disposal of the person 

concerned’. 
 

CLEARANCE is 
‘the accomplishment of all 

formalities necessary to allow 
goods to enter home use, to be 

exporter to be placed under 
another Customs procedure’. 

END-TO-END PROCESS OVERVIEWS 

The following presents the end-to-end processes for import, export and transit goods via transport by lorry 
or train or both.  The goods are cleared at the border or at inland depots. Goods arriving by lorry from China 
and Russia are transferred to UB Railway trains for onward transport to inland depot or other border points.  
Goods arriving by train from China are transferred to UB Railway at Zamyn Uud at the Trans-shipment 
Facility while goods arriving by train from Russia are taken directly to the various inland depots for 
clearance if requested by the consignee. 

The maps provide a high-level view of end-to-end process containerized and non-containerized cargo 
imports and exports and trans-shipment. 

1. Imports – Border Clearance 

Imports arriving in Mongolia on lorries via road border crossings may be cleared at the border.  

Document Audit 
Assessment

(6)

Inspection
(8)

Arrival Customs Clearance

1.0 Border Clearance – Transport by Lorry

Release of GoodsPayment of 
Taxes

(7)

Arrival at 
Checkpoint

(1)

Lodgment of 
Declaration and 

Documents
(5)

Border Control
(2)

Weighing
(3)

GASI 
Inspection

(4)

Release

 
  



Business Plus Initiative Project 

Page 32 Time Release Study: Procedure Manual 
 

2. Imports – Inland Customs Clearance 

Goods arriving at the border by lorry may be transported to inland depot for clearance. These goods must be transferred to UB Railway for 
domestic transit to inland depots.   
 

Border Control
(2)

GASI 
Inspection

(4)

Arrival

Weighing
(3)

2.0 Inland Customs Clearance – Lorry to Train

Cargo 
Registration

(5)
Domestic Transit
Lorry to Customs 

Control Area

Unloading
(8)Cargo Manifest

(6)
Loading onto 

Mongolian Train
(9)

Domestic Transit
Train

Border Clearance

Arrival at 
Checkpoint

(1)

Temporary 
Storage

(7)

2.1 Inland Customs Clearance – Train

Registration of 
Cargo
(11)

Inland Depot Customs Clearance

Document 
Check
(15)

Inspection
(Document Check/

Examination)
(17)

Customs Clearance

Lodgment of Goods 
Declaration and 

Document
(14)Customs

 Broker
Payment of 

Taxes and fees
(16)

Release 
Of Goods

(18)
Train arrives at 
Inland Depot

(10)

Temporary 
Storage

(13)

Unloading
(12)
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3. Transit Goods 
3.1 Goods from China via train – Domestic Transit 

Goods arrive from China on Trans-Siberian Railway and are transferred to Mongolian UB Railway at the Zamyn Uud Trans-shipment Facility 
for onward transit to inland depots where goods are cleared by consignee. 

Train arrival at 
border

Border 
Clearance

(Immigration & 
Customs)

(1)

GASI 
Inspection

(5)
Unloading

(7)
Arrival at Trans-
shipment Facility

(2)

Railway 
Checks

(Security & 
Maintenance)

(3)

Chinese to 
Mongolian 
Transfer

(4)

Cargo 
Registration

(6) Temporary Storage 
(if no cars 
available)

Loading

Customs 
Clearance

(8)Domestic Manifest 
(Freight forwarder)

Loading to 
Mongolian Cars

(9)
Domestic 

Transit

3.1b Inland Customs Clearance – Train

Transit

Cargo
Registration

(10)

Inland Depot Customs Clearance

Document Audit 
Assessment

(12)

Inspection
(Document Check/

Examination)
(14)

Lodgment of 
Goods 

Declaration and 
Document

(11)Customs
 Broker

Payment of 
Taxes and fees

(13)

Release 
Of Goods

(15)

3.1a Arrival at the Border - Zamyn Uud – Trans-shipment Facility

Train arrives at 
Inland Depot

Temporary 
Storage

  



Business Plus Initiative Project 

Page 34 Time Release Study: Procedure Manual 
 

3.2 Goods arriving at Altanbulag Port from Russia – Domestic Transit 

Goods arriving by lorry will be transferred to UB Railway if inland customs clearance is requested. 
 

Train arrival at 
border

Border Clearance
(Immigration & 

Customs)
(1)

GASI Inspection
(5)

Arrival at Trans-
shipment Facility

(2)

Railway Checks
(Security & 

Maintenance)
(3)

Chinese to Mongolian 
Transfer

(4)
Customs Clearance

(6)
Cargo Declaration/
Domestic Manifest 
(Freight forwarder)

Domestic 
Transit

3.2b Inland Customs Clearance – Train

Transit

Registration of Cargo
(7)

Inland Depot Customs Clearance

Document Audit 
Assessment

(9)

Inspection
(Document Check/

Examination)
(11)

Lodgment of Goods 
Declaration and 

Document
(8)Customs

 Broker
Payment of Taxes 

and fees
(10)

Release 
Of Goods

(12)

3.2a Arrival at Russian Border – Altanbulag Port

Train arrives at 
Inland Depot

Temporary Storage
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3.3 Transit Goods 
 

Arrival at Border 
1

Border 
Clearance

(1)

GASI 
Inspection

(2)

Cargo 
Registration

(3)
Unloading

(4)
Loading

(6)
Cargo Manifest

(5)
Temporary Storage

(if no cars 
available)

3.3.1 Trans-shipment - Train

Domestic Transit
To Border 2 

Registration of 
Outbound 

Transit
Release

Arrival at 
Border 2

Border 1 Border 2
 

Border Control
(2)

GASI 
Inspection

(4)

Arrival

Weighing
(3)

3.3.2 Trans-shipment – Lorry to Train

Cargo 
Registration

(5)
Domestic Transit

Lorry

Unloading
(6)

Transit

Arrival at 
Checkpoint

(1)

Temporary 
Storage

Loading
(8)

Cargo Manifest
(7)

Domestic Transit
To Border 2 

Registration of 
Outbound 

Transit
Release

Arrival at 
Border 2

Border ClearanceBorder Clearance

Border 1 Border 2   
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4. Exports 

Exports may be delivered to the inland depots or the border for customs clearance.   
 

Goods arrive at 
Customs Area

GASI Clearance Customs 
Clearance

(1)

Cargo
Manifest

(3)
Loading

(4)

Payment of 
Duties and 

Fees
(2)

 Goods 
Declaration

(7)

4.1b  Russian Border: Altanbulag Border Port 

Customs 
Release 

(8)

4.1a  Inland Depot

Cargo 
Declaration

Release of 
Goods

4.1c  Chinese Border: Zamyn Uud – Station 2

Load to Chinese 
Train
(12)

Transit to
 China

Temporary 
Storage (if no 
cars available)

Mongolian 
Border 

Clearance 
Customs 
Clearance

Release of 
Goods

China

Mongolian 
Border 

Clearance
Arrival at the 

Border

Domestic Transit

Train 
processing

(5)

Mongolian to 
Russian 
Transfer

(6)

Arrival at the 
Border

Cargo 
Registration

(10)

Mongolian to 
Chinese 
Transfer

(11)

Collection of 
Documents

(9)

Permits

Export 
Preparation

4.1 Export – Inland Depot Clearance
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4.2 Export – Border Clearance 
 

Goods arrive at 
Customs Area

GASI Clearance
Registration of 

Cargo
(Manifest)

(1)

Customs 
Clearance

(3)
Loading

(4)

Payment of 
Duties and 

Fees
(2)Cargo 

Declaration

Permits

Export 
Preparation

4.2a Border Clearance

Release of 
Goods

Mongolian 
Border 

Clearance
Exit Mongolia

 
 

Goods arrive at 
Customs Area

GASI Clearance
Registration of 

Cargo
(Manifest)

(1)

Customs 
Clearance

(3)
Loading

(4)

Payment of 
Duties and 

Fees
(2)Cargo 

Declaration

Permits

Export 
Preparation

4.2b Export – TIRs Lorries 

Release of 
Goods

Mongolian 
Border Seal 

Checks
Lorries exit 

border crossing
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5. Airport – Air Cargo 

Air cargo arrives at Chinggis Khaan International Airport on various airlines. This cargo is distributed between the cargo terminal and DHL 
Office. Some cargo is transported to Mongol Post Office in Ulaanbaatar City for distribution and clearance by consignees. 

Air Cargo - Parcels - Arrival 
 

Plane Arrives

Documents 
Collected from 

pilot
Baggage 
Offloaded

DHL Packages 
identified Cargo offloaded

Cargo Terminal
(General Cargo & 

Parcels)

DHL 
Building

Transported

Manifest 
Information 

entered in CAIS
(Freight forwarder)

Manifest Approved 
and Documents 

Stamped by 
Customs 

Documents 
Returned to 

Freight forwarder
Customs 

Clearance
(Broker)

 
 
Air Cargo Distribution 

 

Plane arrives

Air Cargo 
Arrival

(1)

Unloading
(Airplane)

(2)

Cargo Terminal
(3)

DHL
(4)

General Cargo
(Airport)

International 
Parcel Service

(Airport)

Mongol Post 
Office

(Airport)
5

Document Audit 
Assessment

(8)
Inspection

(10)

Customs Clearance

Release of GoodsPayment of 
Taxes

(9)

Lodgment of 
Declaration and 

Documents
(7)

Parcels Distributed

Principal contacted
(6)



 

 

1. ZAMYN UUD PORT





 

 

1. ZAMYN UUD BORDER PORT 

1.1 Border Crossing – Inbound Vehicles – Black Box Method 
Zamyn Uud Border Agencies and Processes 

Enter Zamyn Uud 
Border Port

1.Border Troop
Inspection

2. Weighing - 
Customs

3.GASI
Inspection

4. Passport 
Control

(Immigration)
5. Customs 
Clearance

Lorries Entering Mongolia

Enter Zamyn Uud 
Border Port

1. Border Troop
Inspection 2. GASI

3. Vehicle 
Registration - 

Customs
4. Passport 

Control

Passenger Vehicles Entering and Exiting Mongolia

5. Customs 
Clearance

Enter Zamyn Uud 
Border Port

1. Border Troop 
Inspection

2. Weighing 
Customs 3. Scanner 4. GASI 5. Passport 

Control
6. Customs 
Clearance

Border Troop 
Clearance

Border Troop 
Clearance

7. Border Troop 
Clearance

Exit Zamyn Uud 
Border Port

Exit Zamyn Uud 
Border Port

Exit Zamyn Uud 
Border Port

Lorries Exiting Mongolia

 
1.1.1 Objective 

To measure the time it takes for vehicles arriving at the Zamyn Uud Border Crossing from 
China to complete all border formalities and exit.  

The time between the arrival at the end of the queue at the border crossing (Chinese side) and 
departure from the border crossing (that is, unregulated road on Mongolian side) 

1.1.2 Methodology 

Data Collection Method: Black Box Observations 

The Black Box is the entire border crossing for inbound traffic. There is one entrance to the 
black box and one exit for passenger vehicles and lorries.    

Field Researchers will record data on each vehicle entering and exiting the Black Box 
standing: 

i. At the end of entry queue observing traffic from China and, 
ii. At the exit gate of the border crossing observing traffic leaving into Mongolia.  The 

moment the vehicle leaves the border crossing is the time of exit. 
 

1.1.3 Shifts to be covered 

The Zamyn Uud Border Crossing opens from 9:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

1.1.4 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 1 – located at the checkpoint (Entry Gate) on Chinese side 
• Field Researcher 2 at the checkpoint (Exit Gate)  

1.1.5 Procedure for data collection 

1. Entrance to Black Box - Field Researcher 1 
2. Exit from Black Box - Field Researcher 2 
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A. Entrance to Black Box – Field Researcher 1 
 

1. The end of the queue is always at a specified point during the data collection period.   
2. Field Researcher will: 

a. Collect data from that specified point towards the checkpoint gate.  
b. Record data as vehicles reach the end of the queue at that specified point. 
c. At every 15-minute interval, observe the entire inbound queue. The Field 

Researcher may need to walk to the front of the queue 
d. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
e. Use as many copies of data collection forms as needed 
f. Number each page of each form type sequentially 
g. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

h. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 
 

3. Data Collection Form A: Zamyn Uud Border Crossing - Inbound Vehicles: Black Box 
Observation – Entrance to Black Box 
As each vehicle joins the end of the inbound queue, the Field Researcher records the 
following information: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Time vehicle enters the inbound queue (to the nearest minute if possible) 
c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 

TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Destination - Ask the driver, his/her destination in Mongolia or whether in 
transit through Mongolia. Enter Mongolia or Transit as appropriate on the form. 

e. Time documents are handed to Border Guards (to the nearest minute) 
f. Time documents to Customs Officer (to the nearest minute) 
g. Time of start of physical check (to the nearest minute). If no physical check is 

made, enter N/A (not applicable) 
h. Time the vehicle leaves the checkpoint and moves into the border crossing 
i. Comments if any. Record any noteworthy observations – the more the better.  

 
4. Data Collection Form B: Zamyn Uud Border Crossing - Inbound Vehicles: Black Box 

Observation – Entrance to Queue Length 
a. At every 15-minute interval, that is  on the hour and 15, 30, 45 minutes after the 

hour, observe the entire inbound queue 
b. Record the following: 

i. Actual time of observation (to the nearest minute) 
ii. License plate number of the vehicle at the front of the inbound queue. 

This is the vehicle that will next pass into the border crossing) 
iii. The number and types of vehicle in the inbound queue. Enter the 

numbers and types of vehicles) 
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FORM A   Page……………………… 
 

DATA COLLECTION FORM 
Zamyn Uud Border Crossing – Inbound Vehicles 
Black Box Observation – Entrance to Black Box 

LOCATION: DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

   

 

(a) Complete number as shown on licence plate with no spaces.   
(b) Must be Passenger Car, Bus, TIR Truck or Other (if Other, explain in Comments 
(c) Destination of vehicle – Mongolia or other country (Transit) 
(d) To nearest minute if possible 
(e) To nearest minute if possible 

  

LINE 
# 

LICENCE 
PLATE # 

(a) 

TYPE OF 
VEHICLE 

(b) 
 

TRANSIT OR 
MONGOLIA 

DESTINATION 
(c) 

TIME 
ENTERS 
INBOUND 
QUEUE 

(d) 

Time (e) 

COMMENTS DOCUMENTS 
GIVEN TO 
BORDER 
GUARD 

DOCUMENTS 
GIVEN TO 
CUSTOMS 

START OF 
PHYSICAL 

CHECK 

LEAVES 
CHECKPOINT 
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FORM B    Page……………………… 
 

DATA COLLECTION FORM 
Zamyn Uud Border Crossing 

Inbound Vehicles 
Black Box Observation - Entrance Queue Length 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

   

LINE # SCHEDULED 
TIME 

TIME ENTERS 
INBOUND 
QUEUE 

(a) 

PLATE NO. OF 
FRONT VEHICLE 

(b) 

NO.OF VEHICLES IN QUEUE (c) 

COMMENTS PASS-
ENGERS BUSES TIRS ORDINARY 

TRUCKS 

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

(a) Time should be on the hour and 15, 30 and 45 minutes after the hour. Show actual time data is collected 
(b) Vehicle at front of inbound queue; next vehicle enter border crossing. Complete number as shown on 

license plate with no spaces. 
(c) Count number of each type of vehicle 
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B. Exit from Black Box – Field Researcher 2 
 
1. The Field Researcher is located at the Exit Gate (checkpoint) of the border crossing 

leading to un-regulated road of Mongolia. S/he is positioned at a point best able to see 
vehicles as they leave the border crossing. 
 

2. The Field Researcher will collect data on vehicles as they leave the border crossing 
and enter the un-regulated road. 

 
3. Field Researcher will: 

a. Collect data from that specified point towards the checkpoint gate.  
b. Record data as vehicles reaches the end of the queue at that specified point. 
c. At every 15-minute interval, observe the entire inbound queue and may need 

to walk to the front of the queue 
d. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
e. Use as many copies of data collection forms as needed 
f. Number each page of each form type sequentially 
g. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

h. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 

 
4. Data Collection Form C: Zamyn Uud Border Crossing - Inbound Vehicles: Black Box 

Observation – Exit from Black Box 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. License plate number of each vehicle – Enter the license plate number 
exactly as it appears on the number plate without spaces. Enter the number of 
vehicle and not the trailer if any. 

b. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

c. Time documents are handed to Border Guards (to the nearest minute) 
d. Time documents to Customs Officer (to the nearest minute) 
e. Time of start of physical check (to the nearest minute). If no physical check 

is made, enter N/A (not applicable) 
f. Time the vehicle leaves the checkpoint and moves into the border crossing 
g. Comments if any. Record any noteworthy observations – the more the better. 
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FORM C  Page………………………... 
 

DATA COLLECTION FORM 
Zamyn Uud Border Crossing 

Inbound Vehicles 
Black Box Observation - Exit From Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

LINE 
# 

LICENCE 
PLATE # 

(a) 

TYPE OF 
VEHICLE 

(b) 

TIME (c)  

COMMENTS 
DOCUMENTS 

GIVEN TO 
BORDER 
GUARD 

DOCUMENTS 
GIVEN TO 
CUSTOMS 

START OF 
PHYSICAL 

CHECK 

LEAVES 
CHECKPOINT 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

(a) Complete number as shown on licence plate with no spaces.  
(b) Must be Passenger Car, Bus, TIR Truck, Ordinary Truck or Other (explain other in Comments column) 
(c) To nearest minute if possible 
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1.2 Border Crossing – Outbound Vehicles – Black Box Method 

1.2.1 Objective 

To measure the time it takes for vehicles arriving at the Zamyn Uud Border Crossing in 
Mongolia to complete all border formalities and exit at gate on Chinese side. That is, the time 
between the arrival at the end of the queue at the border crossing and departure at exit gate 

1.2.2 Methodology 

Data Collection Method: Black Box Observations 

The Black Box is the entire border crossing for inbound traffic. There is one entrance to the 
black box and one exit for passenger vehicles and lorries.    

Field Researchers will record data on each vehicle entering and exiting the Black Box 
standing: 

i. At the end of entry queue observing traffic on Mongolian side and, 
ii. At the exit gate of the border crossing observing traffic leaving to China. The moment 

the vehicle leaves the border crossing is the time of exit. 

1.2.3 Work shifts 

The Zamyn Uud Border Crossing opens from 9:00am to 6:00pm per day.  Data will be 
collected over one shift per day for seven (7) days. 

1.2.4 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 3 – located Checkpoint (Entry Gate) on Mongolian side of border 
• Field Researcher 4 – at Checkpoint (Entry Gate)  

1.2.5 Procedure for data collection 

1. Entrance to Black Box  - Field Researcher 3 
2. Exit from Black Box  - Field Researcher 4 

 
A. Entrance to Black Box – Field Researcher 3 

 
1. The end of the queue is always at a specified point during the data collection period.  

This is to be determined. 
 

2. Field Researcher will: 
a. Collect data from that specified point at the checkpoint gate.  
b. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
c. Use as many copies of data collection forms as needed 
d. Number each page of each form type sequentially 
e. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….  

f. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 
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3. Data Collection Form D: Zamyn Uud Border Crossing - Outbound Vehicles: Black 
Box Observation – Entrance to Black Box 
As each vehicle joins the end of the inbound queue, the Field Researcher records the 
following information: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Time vehicle enters the inbound queue (to the nearest minute if possible) 
c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 

TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Destination - Ask the driver, his/her destination in Mongolia or whether in 
transit through Mongolia. Enter Mongolia or Transit as appropriate on the form. 

e. Time documents are handed to Border Guards (to the nearest minute) 
f. Time documents to Customs Officer (to the nearest minute) 
g. Time of start of physical check (to the nearest minute). If no physical check is 

made, enter N/A (not applicable) 
h. Time the vehicle leaves the checkpoint and moves into the border crossing 
i. Comments if any. Record any noteworthy observations – the more the better.  

 
4. Data Collection Form E: Zamyn Uud Border Crossing - Outbound Vehicles: Black 

Box Observation – Entrance to Queue Length 
a. At every 15-minute interval, that is  on the hour and 15, 30, 45 minutes after the 

hour, observe the entire inbound  
b. Record the following: 

i. Actual time of observation (to the nearest minute) 
ii. License plate number of the vehicle at the front of the inbound queue. 

This is the vehicle that will next pass into the border crossing) 
iii. The number and types of vehicle in the inbound queue. Enter the 

numbers and types of vehicles) 
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FORM D    Page……………………… 
 

DATA COLLECTION FORM 
Zamyn Uud Border Crossing 

Outbound Vehicles 
Black Box Observation – Entrance to Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
(a) Complete number as shown on licence plate with no spaces.   
(b) To nearest minute if possible 
(c) Must be Passenger Car, Bus, TIR Truck or Other (if Other, explain in Comments 
(d) Two letter Country Code for country where vehicle is registered. Visible on licence plate  
(e) Destination of vehicle – Mongolia or other country (Transit) 

  

LINE # LICENCE PLATE # 
(a) 

TIME ENTERS 
OUTBOUND 

QUEUE 
(b) 

TYPE OF 
VEHICLE 

(c) 

COUNTRY OF 
REGISTRATION 

(d) 

TRANSIT OR 
MONGOLIAN 

DESTINATION 
(e) 

COMMENTS 
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FORM E    Page……………………… 
 

DATA COLLECTION FORM 
Zamyn Uud Border Crossing 

Outbound Vehicles 
Black Box Observation - Entrance Queue Length 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE 
# 

SCHEDULED 
TIME 

TIME ENTERS 
INBOUND QUEUE 

(a) 

PLATE NO. OF 
FRONT VEHICLE 

(b) 

NO.OF VEHICLES IN QUEUE (c) 

COMMENTS PASS-
ENGERS BUSES TIRS ORDINARY 

TRUCKS 

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

(a) Time should be on the hour and 15, 30 and 45 minutes after the hour. Show actual time data is collected 
(b) Vehicle at front of inbound queue; next vehicle enter border crossing. Complete number as shown on 

license plate with no spaces.  
(c) Count number of each type of vehicle 
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B. Exit from Black Box – Field Researcher 2 
 

1. The Field Researcher is located at the Exit Gate (Checkpoint) of the border crossing 
leading to China. S/he is positioned at a point best able to see vehicles as they leave 
the border crossing. 
 

2. The Field Researcher will collect data on vehicles as they leave the border crossing 
and enters un-regulated road. 

 
3. Field Researcher will: 

a. Collect data from the specified point towards the checkpoint gate.  
b. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
c. Use as many copies of data collection forms as needed 
d. Number each page of each form type sequentially 
e. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

f. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 

 
4. Data Collection Form F: Zamyn Uud Border Crossing - Outbound Vehicles: Black 

Box Observation – Exit from Black Box 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

c. Time documents are handed to Border Guards (to the nearest minute) 
d. Time documents to Customs Officer (to the nearest minute) 
e. Time of start of physical check (to the nearest minute). If no physical check 

is made, enter N/A (not applicable) 
f. Time the vehicle leaves the checkpoint and moves into the border crossing 
g. Comments if any. Record any noteworthy observations – the more the better. 
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FORM F  Page……………………… 
 

DATA COLLECTION FORM 
Zamyn Uud Border Crossing 

Outbound Vehicles 
Black Box Observation - Exit From Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # LICENCE PLATE # 
(a) 

TIME VEHICLE LEAVES 
BORDER CROSSING 

(b) 
 

TYPE OF VEHICLE 
(c) COMMENTS 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

(a) Complete number as shown on licence plate with no spaces.  
(b) To nearest minute if possible 
(c) Must be Passenger Car, Bus, TIR Truck, Ordinary Truck or Other (explain other in Comments column) 
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1.3 Border Crossing Inspection Area – Inbound and Outbound Vehicles – Black Box 

1.3.1 Objective 

To measure the time it takes for vehicles arriving at the Inspection Area at Zamyn Uud Border 
Crossing to complete inspections by GASI and Customs authorities.  

The time between arrival at the Inspection Area and exit will be measured including time for 
completion of inspection by each agency.  

1.3.2 Methodology 

Data Collection Method: Black Box Observations using Data Collection Form G and Data 
Collection Form H 

1.3.3 Field researchers 

Four (4) Field Researchers: 
• Field Researcher 5 - Positioned at the white line before the Inspection Area - Inbound 
• Field Researcher 6 – Positioned at the exit of the Inspection Area - Inbound 
• Field Researcher 7 – Positioned at entrance of Inspection Area - Outbound 
• Field Researcher 8 – Positioned at exit of Inspection Area - Outbound 

1.3.4 Work shift  

The Zamyn Uud Border Crossing opens from 9:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

1.3.5 Procedure for data collection 

A. Entrance to Inspection Area – White Line 
 

1. One Field Researcher stands at the white line and will move along that line to observe 
vehicles that stop at that white line for inspection after leaving the weighing 
station/border gate.  
 

2. The Field Researcher will collect data on vehicles as they stop at the white line before 
the Inspection Area. 

 
3. The Field Researcher will: 

a. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 
d. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

e. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 

 
4. Data Collection Form G: Zamyn Uud Border Crossing – Inspection Area - Entrance: 

Black Box Observations 
As each vehicle reaches the Inspection Area, the Field Researcher records the 
following information on the form: 
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a. Location – Indicate whether Outbound (from Mongolia) or Inbound (Into 
Mongolia) 

b. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Time of arrival of the vehicle at the white line before the inspection area 
e. Comments – Any noteworthy observations in terms of reason for delay if any 

etc 

B. Exit Inspection Area  

1. The Field Researcher stands at the end of the Inspection Area (or shed) and will move 
along the length of the shed to observe vehicles that stop at that white line for 
inspection after leaving the weighing station/border gate.  
 

2. The Field Researcher will collect data on vehicles as they exit from the Inspection 
Area. 

 
3. The Field Researcher: 

a. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 
d. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

e. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 
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FORM G                     Page……………………… 
 

DATA COLLECTION FORM 
Zamyn Uud Border Crossing - INSPECTION AREA 

Entrance of Inspection Area - Black Box Method 
LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # License Plate # Type of Vehicle 

Time 
(to the nearest minute) 

COMMENTS Arrival at 
Inspection Shed 

Exit Inspection 
Shed 
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FORM H                     Page……………………… 
 

DATA COLLECTION FORM 
Zamyn Uud Border Crossing - INSPECTION AREA 

Exit from Inspection Area - Black Box Method 
LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # License Plate # Type of Vehicle 

Time 
(to the nearest minute) 

COMMENTS Arrival at 
Inspection Shed 

Exit Inspection 
Shed 
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1.4 Border Crossing Weighing Station – Inbound and Outbound Vehicles – Black Box 

1.4.1 Objective 

To measure the time between arrival at the Weighing Station and completion of weighing and 
formalities by Customs. 

1.4.2 Methodology 

Data Collection Method: Black Box Observations using Data Collection Form I. 

1.4.3 Field researchers 

One (1) Field Researchers: 
• Field Researcher 9 - Positioned at the Weighing Station 

1.4.4 Work shift  

The Zamyn Uud Border Crossing opens from 9:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

1.4.5 Procedure for data collection 

1. One Field Researcher stands at the Weighing Station to observe vehicles as they reach 
the Weighing Station and are weighed and signed off by Customs before moving to 
the Inspection Area.  
 

2. The Field Researcher will collect data on vehicles as they stop at the Weighing 
Station, the time the lorry was weighed and time it leaves to move to the Inspection 
Area.  

 
3. The Field Researcher: 

a. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 
d. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

e. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 

 
4. Data Collection Form I: Zamyn Uud Border Crossing - Weighing Station: Black Box 

Observations 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. Location – Indicate whether Outbound (from Mongolia) or Inbound (Into 
Mongolia) 

b. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column. 
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d. Time of Arrival – Enter the time the vehicle reaches the Weighing Station - at 
the end of the queue. 

e. Time of weighing – Enter the time the vehicle moves onto the scale 
f. Time of completion – Enter the time Customs hands the driver the vehicle and 

moves to the Inspection Area 
g. Comments – Any noteworthy observations in terms of reason for delay if any 

etc. 
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FORM I    Page……………………… 
 

DATA COLLECTION FORM 
Zamyn Uud Border Crossing – Weighing Station 

Black Box Observation 
LOCATION: 

Inbound Outbound  
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # License 
Plate # 

Type of 
Vehicle 

Time 

COMMENTS Arrival at 
Weighing 
Station 

Weighed 
Departure from 

Weighing 
Station 
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1.5 Border Crossing Scanning Area – Inbound and Outbound Vehicles – Black Box 

1.5.1 Objective 

To measure the time between arrival at the Scanner, scanning, formalities by Customs to exit 
of the lorry from Scanning Area. 

1.5.2 Methodology 

Data Collection Method: Black Box Observations using Data Collection Form J and Data 
Collection Form K. 

1.5.3 Field researchers 

Four (4) Field Researchers: 
• Field Researcher 10 – Entrance to Scanning Area 1 
• Field Researcher 11 – Scanner, Scanning Area 1 
• Field Researcher 12 – Entrance to Scanning Area 2 
• Field Researcher 13 – Scanner, Scanning Area 2 

1.5.4 Work shift  

The Zamyn Uud Border Crossing opens from 9:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

1.5.5 Procedure for data collection 

A. Entrance to Scanning Area 1  
 
1. There is only one access to the Scanning Area so the Field Researcher 10 stands at 

that point to observe the entry and exit of vehicles for scanning.   
 

2. The Field Researcher will collect data using Data Collection Form J on entry and exit 
times of vehicles as they enter and exit the Scanning Area.  

 
3. The Field Researcher: 

a. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 
d. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

e. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 

 
4. Data Collection Form J: Zamyn Uud Border Crossing - Scanner – Entry and Exit 

Black Box Observations 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. Location – Indicate whether Outbound (from Mongolia) or Inbound (Into 
Mongolia) 
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b. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Time of Entry into Scanning Area - Enter the time the vehicle enters the 
Scanning Area 

e. Time of Exit – Enter the time the vehicle exits the Scanning Area 
f. Comments – Any noteworthy observations in terms of reason for delay if any 

etc. 

B. Entrance to Scanning Area 2 

1. There is only one entrance and exit of the Scanning Area so the Field Researcher 12 
stands at that point to observe the entry and exit of vehicles for scanning.   
 

2. The Field Researcher will collect data using Data Collection Form J on entry and exit 
times of vehicles as they enter and exit the Scanning Area.  

 
3. The Field Researcher: 

a. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 
d. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

e. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 

 
4. Data Collection Form J: Zamyn Uud Border Crossing - Scanner – Entry and Exit 

Black Box Observations 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. Location – Indicate whether Outbound (from Mongolia) or Inbound (Into 
Mongolia) 

b. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Time of Entry into Scanning Area - Enter the time the vehicle enters the 
Scanning Area 

e. Time of Exit – Enter the time the vehicle exits the Scanning Area 
f. Comments – Any noteworthy observations in terms of reason for delay if any 
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C. Scanner – Scanning Area 2 

1. Field Researcher 13 stands outside the office next to the Scanner. Field Researcher 
should not stand too close due to radiation effects and observes the entry of vehicles 
into the scanner.   
 

2. The Field Researcher will collect data using Data Collection Form K on entry time of 
vehicles into the Scanner.  

 
3. The Field Researcher: 

a. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 
d. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

e. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 

 
4. Data Collection Form K: Zamyn Uud Border Crossing - Scanner – Entry into 

Scanner: Black Box Observations 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. Location – Indicate whether Outbound (from Mongolia) or Inbound (Into 
Mongolia) 

b. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Time of Entry into Scanner - Enter the time the vehicle enters the Scanning 
Area 

e. Comments – Any noteworthy observations in terms of reason for delay if any 
etc 
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FORM J                     Page……………………… 
 

DATA COLLECTION FORM 
Zamyn Uud Border Crossing - Scanner 

Entry and Exit – Scanning Area: Black Box Observations 
LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # License 
Plate # 

Type of 
Vehicle 

Time 
COMMENTS Arrival at 

Scanning Area Scanned Exit from 
Scanning Area 
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FORM J  Page……………………… 
 

DATA COLLECTION FORM 
Zamyn Uud Border Crossing - Scanner 

Scan – Scanning Area: Black Box Observations 
LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # License 
Plate # 

Type of 
Vehicle 

Time 
COMMENTS Arrival at 

Scanning Area Scanned Exit from 
Scanning Area 
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1.6 Survey Form 

1.6.1 Objective 

To measure the time taken from arrival of goods until their release from Customs control. 

1.6.2 Methodology 

Data Collection Method: Survey Form B completed by border port officials involved in the 
cargo clearance process and the Customs Control Area Manager. 

The persons involved in data collection process for the Survey Form are: 
a. Field Researcher 
b. Border Troop 
c. Customs 

i. Customs Officer at the Gate 
ii. Customs Officer – Weighing Station 

iii. Customs Officer – Document Control: Declaration check, Assessment, Payment 
iv. Customs State Inspector – inspection and release  
v. Senior Customs State Inspector – approval 

d. GASI Border Control Unit 
i. GASI  officer in office 

ii. GASI – Inspector 
e. Customs broker 

1.6.3 Work shift 

The Zamyn Uud Border Crossing opens from 9:00am to 6:00pm per day. Data will be 
collected during working hours in one shift per day for seven (7) days. 

1.6.4 Field researchers 

Eight (8) Field Researchers: 
• Two (2) Field Researchers for outbound traffic – Field Researcher 24; Field Researcher 

25; Field Researcher 26 
• Two (2) Field Researchers  for inbound traffic – Field Researcher 27; Field Researcher 

28; Field Researcher 29 
• Four (4) Data Entry Clerks to input data from survey forms in Excel spreadsheet 

1.6.5 Procedure for data collection 

1. Field Researchers will move through the bordering crossing ensuring that the survey 
forms are completed accurately and all relevant sections are filled out. They will collect 
the survey forms from the Customs Inspector and take them to the Data Entry Clerks 
 

2. The Data Entry Clerks will extract the data from the survey forms and input them into a 
Microsoft Excel spreadsheet. At the end of the shift, they will email the results 
to…………………………………………. 
 

3. The Field Supervisor will provide survey forms to the Customs Officer at the Border 
Gates – Entry and Exit and will ensure that there is a sufficient supply throughout the 
day. 
 

4. The Customs Officer will staple the Survey Form to the Control Pass and give one to 
each driver who is registered in the CAIS system. This form is given to drivers 
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transporting cargo into Mongolia for import or transit. This control pass is signed by 
Border Troop, Customs and GASI officers and submitted to the Border Guard at the 
exit gate. 
 

5. Since the Customs Inspector is the last person in the clearance process, s/he will detach 
the form from the Control Pass and put it in a file for collection. 
 

6. At the 12 noon, 4pm and 8pm, the Field Supervisor will collect the forms and hand 
them to the Data Entry Clerks to input in the Excel Spreadsheet. The Field Supervisor 
will use his/her discretion in collecting forms for example, if the file is full, the Field 
Researcher will clear the file. 
 

7. Survey Form B is colour-coded to help officers to identify sections that they must 
complete. This is further detailed in the table below.  

Key: 

Customs GASI Customs Control 
Area Manager Customs Broker 

    
 

 
 
 
 
 
 

8. Border port officials must complete the questionnaire as accurately as possible and 
carry on business as usual 
 

9. The sequencing of steps on the survey form may vary. The times should be recorded as 
and when the process starts and ends.  
 

10. Field Researchers should remain inconspicuous and not disrupt the process flow.   
 
The following is an example of the document flow from arrival to clearance of goods at the 
border.    

 Colour Responsibility 
1 Yellow Customs Officers 
2 Green GASI 
3 Blue Customs Control Area Manager 
4 Lilac Customs Broker 
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Survey Form B: Zamyn Uud Border Port 

Section 
 

Quest
ion 

Numb
er 

 Officer responsible for 
completing question 

Location of 
Activity Explanation 

A 1 Name of Transporter Customs Officer Customs Border 
Gate 

Name of Transporter of goods 

 2 Mode of Transport Customs Officer Customs Border 
Gate 

Mode of Transport – Air, Rail or Road 

 3 Type of Cargo Customs Officer Customs Border 
Gate 

Indicate type of cargo – FCL or Non-containerized or Express 
Consignment 

 4 General Commodity Customs Officer Customs Border 
Gate 

Give a description of the general commodity.  If many times, state 
the majority type (s) 

 5 TIR System  Customs Officer Customs Border 
Gate 

Check Yes box if the lorry is under the TIR Carnet system. If not, 
check  No 

 6 Transport Documents Customs Officer Customs Border 
Gate 

Indicate the transport documents presented by checking the relevant 
boxes 

 7 Name and ID Number of 
Importer/ Exporter Customs Officer Customs- OSS Name and ID Number of Importer/ Exporter 

 8 Declaration Code Customs Officer Customs - OSS Declaration Code – Indicate who is clearing the goods – Customs 
Broker, clearing agent or the importer. 

 9 Name and ID Number of 
Declarant Customs Officer Customs - OSS Name and ID Number of Declarant 

 10 Classification of Goods Customs Officer Customs - OSS Classification of Goods - Tariff Heading; Value; Origin; Weight 

B 11 Arrival of Goods Customs Officer Customs - OSS Record the date and time of arrival of goods at the border – day, 
month, hour and minute.   

 12 Border Registration Border Troop Customs Border 
Gate 

Time the Border Troop complete its registration process 

 13 Customs Registration Customs Officer Customs Border 
Gate 

Time Customs completes its registration process. Record CAIS time 
stamp. 

 14 Weighing Customs Officer Weighing Station 
The time or arrival of the vehicle at the weighing station and the 
completion of the process i.e. when the driver is handed the printed 
results and informed the process is complete 

 15 GASI Disinfectant GASI Inspector GASI Office Indicate whether GASI inspected the vehicle 
 16 Specialized Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 

 17 Joint Inspection (with 
Customs) GASI Inspector GASI Office Indicate whether it was a separate inspection or a joint inspection 

with Customs 

 18 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant 
boxes 

 19 Lab Analysis GASI Inspector GASI Office Indicate whether lab analysis was done 

 20 Lab Analysis GASI Inspector GASI Office If a lab test is required - The start of the lab analysis process begins 
with taking the sample for the lab test.  The end time is when it was 
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ready to be taken to the lab.  If none is required write n/a  or draw a 
line through. 

 21 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the 
border office, If none is required write n/a  or draw a line through. 

 22 Cargo Located GASI Inspector Inspection Area 
If GASI must inspect cargo which must be unloading record the time 
it was located in the ‘finish’ section.  If not, indicate n/a or draw a line 
through it 

 23 Cargo Unloaded GASI Inspector Inspection Area Record the start and finish times of the  

 24 GASI Physical  Inspection GASI Inspector Inspection Area 
Record the start and finish times.  The finish time is the time that the 
“Notice of Professional of Animal, Plant, Substance and 
Commodities” is issued.  

 25 Cargo Loaded GASI Inspector Inspection Area Record the start and finish time for loading the cargo. 

 26 Documents Received   Customs Broker  Record the time that the importer/driver/freight-forwarder hands the 
documents for preparation of the customs declaration 

 27 Submitted by: Customs Broker  Indicate who submitted the documents – freight-forwarder, importer 
or other.  Explain other. 

 28 Preparation of declaration Customs Broker  
Record the time when preparation of the customs declaration starts 
and the time it is completed.  The finish is the time on the CEPS 
when the customs declaration is submitted. 

C 29 Submission of Electronic 
Declaration* 

Customs Officer - 
Valuation Customs - OSS Record the time (month, day, hour, minute) of submission of 

customs declaration as recorded by the CAIS system 

 30 Presentation of Supporting 
Documents 

Customs Officer - 
Valuation Customs - OSS Record the date and time (month, day, hour, min) that the customs 

broker or other presents the original documents to Customs. 

 31 Number of line items Customs Officer - 
Valuation Customs - OSS Record the number of line items as per declaration 

 32 Declaration Check Customs Officer - 
Valuation Customs - OSS State the date and time when the declaration check starts and the 

time it ends.   

 33 Declarant Notified* Customs Officer - 
Valuation Customs - OSS State time the customs broker or other was informed that the 

declaration was accepted or rejected 

 34 Method of Payment Customs Officer - 
Valuation Customs - OSS Indicate the method of payment – electronic or via the bank 

 35 
Payment Slip 
Submitted/Notification of 
payment 

Customs Officer - 
Valuation Customs - OSS 

Record the date and time (month, day, hour, minute) 

 36 Tax payment confirmed in 
CAIS* 

Customs Officer - 
Valuation Customs - OSS Record the date and time (month, day, hour, minute) as stamped in 

the CAIS confirming payment was made by the declarant 

 37 Risk Category Customs Officer - 
Inspector Customs - OSS Indicate the risk category as assigned by CAIS.  Tick red, orange or 

green box. 

 38 Document Inspection Customs Officer - 
Inspector Customs - OSS Indicate whether a document inspection was carried out 

 39 Document Inspection Customs Officer - 
Inspector Customs - OSS If a document inspection was carried out, indicate the start and finish 

times of this process. 
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 40 Physical Inspection Customs Officer  - 
Inspector Customs - OSS 

Indicate whether a physical inspection was carried out.  Check the 
appropriate box Yes or No.  Also indicate whether the inspection is 
to be carried out at the  

 41 Cargo Located Customs Officer - 
Inspector Inspection Area At border crossing - If a physical examination of the goods is 

needed, state the time the cargo is located  

 42 Cargo Unloaded Customs Officer - 
Inspector Inspection Area If cargo is unloaded, record the start and finish date and times.  If 

not, indicate n/a or draw a line through the box 

 43 Physical Examination Customs Officer –
Inspector Inspection Area If cargo is physically inspected, record the start and finish date and 

times.  If not, indicate n/a or draw a line through the box 

 44  
Scan 

Customs Officer - 
Inspector Scanner Indicate whether goods are to be scanned. 

 45 Entry into Scanning Section Customs Officer - 
Inspector Scanner Record the entry date and time in scanner if inspector is 

accompanying the vehicle. 

 46 Scan Customs Officer - 
Inspector Scanner The start and finish times of the actual scanning process.  

 47 Exit Scanning Section Customs Officer - 
Inspector Scanner The time the truck exits the scanner. 

 48 Customs Control Area Customs Officer - 
Inspector 

Customs Control 
Area 

If goods are inspected at a customs control area, state the location 

 49 Arrival of Cargo Customs 
Control Area   CCA Manager/Designee Customs Control 

Area 
State the time of arrival of the vehicle at the customs control area 

 50 Arrival of Customs State 
Inspector 

Customs Officer - 
Inspector 

Customs Control 
Area 

State the date and time of the arrival for physical inspection 

 51 Cargo/Container Located CCA Manager/Designee Customs Control 
Area 

State the start and finish times for locating the container or the cargo 

 52 Cargo Unloaded CCA Manager/Designee Customs Control 
Area 

State the start and finish times for unloading the cargo 

 53 Physical Examination Customs Officer - 
Inspector Customs - OSS State the start and finish time of the actual physical inspection 

 54 Physical Examination 
Confirmed in CAIS* 

Customs Officer – 
Inspector Customs - OSS 

State the time that the inspection was confirmed in the CAIS system, 
that is the time stamp on CAIS 

 55 Approval for Release* Customs Officer –  Snr 
Inspector Customs - OSS Record the time the  Senior Inspector approves the release of the 

goods. Record the date captured in CAIS 

 55 Release (declaration stamped) Customs Officer – 
Inspector Customs - OSS Record the time the declaration is stamped and signed by the 

inspector. 
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FORM B   
MONGOLIA TIME RELEASE STUDY -SURVEY FORM 

ZAMYN UUD BORDER PORT 
Cargo Clearance 

 
Location: ……………………………………………………………………… 

 

 
The order of questions may not follow the sequence of the process workflow in practice. Complete the question at 
the start and end of each process step or when it occurs. If an activity is not performed, draw a line through the 
question. Questions will be answered by respondents according to the colours indicated below: 
 

Customs GASI Customs Control Area 
Manager 

Customs Broker 

    
 

Vehicle Number  
Transport Document Number  
Control Pass Number  
Declaration Number  
Manifest Number  
GASI Certificate Number  

Section A 

1 Name of Transporter  

2 Mode of Transport Road 

3 Type of Cargo 
 

4 General Commodity  

5 TIR System  
 

6 Transport Documents  

 

7 Name and ID Number of Importer/ 
Exporter  

8 Declaration Code 
  

9 Name and ID Number of Declarant  

10 Classification of Goods 
Tariff Heading Value 

Origin Weight 

Section B:    

11 Arrival of Goods at Checkpoint Mth……………… Day…………………  Hr……………….. Min………..……… 

12 Border Registration Mth……..….……. Day…………………. Hr……………...… Min………..……… 

13 Customs Registration Mth………………. Day…………...……. Hr…………..……. Min……..………… 

Customs 
 
 
 

FCL Non-containerized Express Consignment

Yes No

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent Importer 
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  Start Finish Weight: Comments Date Time Date Time 

14 Weighing   
      

General Agency for Specialized Inspections (GASI) 

15 Specialized Inspection 
 

16 Joint Inspection (with Customs) 
 

17 Type of Specialized Inspection 

 
18 Lab Analysis 

 

  
 

Start Finish Initials/ 
Locatio
n 

Comments Date Time Date Time 

19 Lab Analysis       
 

20 Analysis Received       
 

21 Cargo Located n/a n/a     
 

22 Cargo Unloaded       
 

23 GASI Physical  Inspection       
 

24 Cargo Loaded       
 

Customs Declaration Preparation  

25 Documents Received   Mth……………… Day………………  Hr…………..…. Min………..…………. 

26 Submitted by: 
Freight-forwarder Importer

Other........................  

27 Preparation of declaration 

Start Finish  
Date Time Date Time Comments 

     

Section C: Customs Clearance 

 

Lodgment of Customs 
Declaration 
(* Automated Data Capture from 
CAIS) 

 

28 Submission of Electronic 
Declaration* Mth……………… Day………………  Hr…………..…. Min………..…………. 

29 Presentation of Supporting 
Documents Mth……………… Day………………  Hr…………..…. Min………..…………. 

30 Number of line items  
 

Document Audit/Assessment  Start Finish Comments Date Time Date Time 

31 Declaration Check     
 

 
 

32 Declarant Notified* Mth……………… Day………………  Hr…………..…. Min………..…………. 

Yes No

Yes No

Quarantine Food Plant Technical 
S d d

Health Other

Yes No
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Payment of Duties, Taxes and Fees 

33 Method of Payment  
 

34 
Payment Slip 
Submitted/Notification of payment 
 

Mth……………… Day………………  Hr…………..…. Min………..…………. 

35 Tax payment confirmed in CAIS* Mth……………… Day………………  Hr…………..…. Min………..…………. 

Inspection: Physical inspections are carried for goods in the red category.  Inspections may be carried out at the border 
inspection area or the scanner or at a customs control area 

36 Risk Category Red Orange Green  

37 Document Inspection 
 

  Start Finish Comments Date Time Date Time 

38 Document Inspection      
 

39 Physical Inspection 
 

 - At Border Crossing 
Inspection Area  

 - At Customs Control Area 
 

 - Scanner 
 

 Border Crossing Inspection Area: 

 
 
 
 

40 Cargo Located Mth……………… Day………………Hr…………….…. Min………..…………. 

  
Start Finish 

Initials Comments Date Time Date Time 

41 Cargo Unloaded 
 
 
 

     

42  Physical Examination 
 
 
 

     

43 Scan 
 

44 Entry into Scanning Section Mth……………… Day………………  Hr……………..…. Min………..……… 

  Start Finish Initials Comments Date Time Date Time 

45 Scan      
 
 
 

46 Exit Scanning Section Mth……………… Day………………  Hr……………..…. Min………..…………. 

47 Customs Control Area 
Location………………………………………………………………………………
………………………………………………………………………………………
…………… 

48 Arrival of Cargo Customs Control 
Area   Mth……………… Day………………  Hr…………..…. Min………..…………. 

49 Arrival of Customs State Inspector Mth……………… Day………………  Hr…………..…. Min………..…………. 

50 Cargo/Container Located Mth……………… Day………………  Hr…………..…. Min………..…………. 

Bank Electronic

Yes No

Yes No

Yes No

Yes No

Yes No

Yes No
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Start Finish 

Initials Comments 
Date Time Date  Time 

51 Cargo Unloaded  
  

   
 
 
 

52 Physical Examination 
  

   
 
 
 

53 Physical Examination Confirmed in 
CAIS* n/a n/a     

54 Approval for Release*       

55 Release (Declaration stamped) Mth……………… Day………………  Hr…………..…. Min………..…………. 
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1.7 Railway Station 2: Inbound and Outbound Trains – Black Box Observations 

1.7.1 Objective 

To measure: 
• The time between arrival and departure of trains entering Station 2 at Zamyn Uud 

Station 
• The processing times for freight trains by UB Railway, Customs and GASI 

1.7.2 Methodology 

Black box Observations 

1.7.3 Work shift 

The Zamyn Uud Railway opens from 9:00am to 6:00pm per day. Data will be collected over 
one shift per day for seven (7) days. 

1.7.4 Field researchers 

One (1) Field Researcher (14) located at a point on the platform to clearly observe the train 
arriving and departing the station. 

1.7.5 Procedure for data collection 

1. The Field Researcher observes the movement of documents from the train operator to 
the rail authority and customs officials to GASI, the freight-forwarder etc and back to 
the train operator.   
 

2. The Field Researcher will collect data on trains arriving and leaving Station 2. 
 

3. Field Researcher will: 
a. Follow observe the arrival and departure of the train and follow the documents 

as the pass through Customs, UB Railway and GASI  
b. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
c. Use as many copies of data collection forms as needed 
d. Number each page of each form type sequentially 
e. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….  Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 

 
4. Data Collection Form M: Zamyn Uud Railway Station - Inbound and Outbound 

Freight Trains: Black Box Observation 
As each train arrives and departs the Field Researcher records the following 
information: 

a. Train number – Enter the official number of the train 
b. Direction of Travel of the train – Enter To Mongolia or To Russia or To China 
c. Type of train – Observe the predominant type e.g. 90% plus of wagons and 

enter the following: Empty Tanker Cars. Full Tanker Cars. Empty Railcars, Full 
Railcars. Container on Flat Cars or other.  Explain Other in Comments column. 

d. Scheduled and actual arrival at Zamyn Uud Station – Enter the times to the 
nearest minute. If there is no scheduled arrival time, enter ‘Unscheduled’. 
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e. Time train conductor gives documents to Rail Authority and GASI (to the 
nearest minute) 

f. Time Customs/Rail Authority gives documents to Chinese/Mongolian Agent. 
Complete the relevant sections. 

g. Time documents given to GASI 
h. Time GASI returns documents to Rail Authority 
i. Time Rail Authority hands documents to Customs 
j. Time Customs hands documents to freight forwarder 
k. Time freight forwarder returns documents to Customs 
l. Time train operator receives documents 
m. Scheduled and actual departure time from Station 2 - Enter the times to the 

nearest minute. If there is no scheduled arrival time, enter ‘Unscheduled’. 
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FORM M       Page……………………… 
DATA COLLECTION FORM 

ZAMYN UUD RAILWAY STATION 
Inbound and Outbound Freight Trans 

Black Box Observations 
LOCATION: 
 
 

DATE: SHIFT HOURS:  

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
a) Mongolia to China or Mongolia to Russia; Russia to China or China to Russia                                                        
b) Empty Tanker Cars, Full Tanker Cars, Empty Wagons, Container on Flat Cars, Other Rail Cars (Explain other is comments) 
c) Record time to the nearest minute.                                                                                                             
d) Record times when train documents are physically passed from one person to another.  

LINE 
# 
 

TRAIN 
# 

DIRECTIO
N OF 

TRAVEL 
(a) 

TYPE OF 
TRAIN 

(b) 

NUMBER OF 
WAGONS/ 
RAIL CARS 

ARRIVAL TIME (c) 
MOVEMENTS OF DOCUMENTS (d) 

DEPARTURE 

COMMENTS 
SCHEDU 

LED ACTUAL SCHEDU 
LED ACTUAL FROM TRAIN 

OPERATOR TO 
CUSTOMS/RAIL 

AUTHORTY 

FROM 
RAIL/CUSTOMS 

TO CHINESE RAIL 
AGENT FOR 

TRANSLATION 

FROM 
CHINESE RAIL 

AGENT TO 
RAILWAY 

AUTHORITY 
FOR 

PROCESSING 

FROM RAIL 
AUTHORITY TO 

GASI 

FROM GASI TO 
RAIL 

AUTHORUTY 

FROM RAIL 
AUTHORITY TO 

CUSTOMS 

FROM 
CUSTOMS TO 

FREIGHT 
FORWARDERS 

FROM 
FREIGHT 

FORWARDERS 
TO CUSTOMS 

TRAIN 
OPERATOR 
RECEIVES 

DOCUMENTS 
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1.8 Trans-shipment Facility - Inbound and Outbound Trains – Black Box Observations 

1.8.1 Objective 

To measure: 
• The time between arrival and departure of Mongolian Trains at the Trans-shipment 

Facility  at Zamyn Uud  
• To time between arrival and departure of Chinese Trains at the Trans-shipment 

Facility at Zamyn Uud 
• The time it takes to process freight trains by UB Railway, Customs and GASI from the 

time the train arrives to the time it departs 

1.8.2 Methodology 

Data Collection Method: Observations on Data Collection Form L, Data Collection Form N 
and Data Collection Form P. 

1.8.3 Field researchers 

Eight (8) Field Researchers are required.  
 Wider Gauge Line (Mongolian): 

o Shift 1:  Field Researcher 15; Field Researcher 16 
o Shift 2: Field Researcher 17; Field Researcher 18 

 Narrow Gauge Line (Chinese): 
o Shift 1:  Field Researcher 19; Field Researcher 20 
o Shift 2:  Field Researcher 21; Field Researcher 22 

1.8.4 Work shift 

The Zamyn Uud Trans-shipment Facility is opened 24 hours a day. Data will be collected two 
shifts per day totaling fourteen (14) shifts over the seven (7) day period.  

Shift Time 
Shift 1: 8:00am – 8:00pm 
Shift 2: 8:00pm – 8:00am 

1.8.5 Procedure for data collection 

1. The Field Researcher observes the arrival of the train, collection of documents from 
the train operator, processing of the train by UB Railway, Customs and GASI, 
unloading and loading of the train and time of departure.     

 
2. The Field Researcher will collect and record data on trains arriving and leaving and 

processing of train on Data Collection Form L for Inbound Freight and Data 
Collection Form N for Outbound Freight. 

 
3. At the beginning of each shift and starting time of new data taken, record the times of 

any breaks taken 
 
4. Use as many copies of data collection forms as needed. Number each page of each 

form type sequentially 
 
5. At the end of the shift, on a daily basis, enter the data collected into the Excel data 

entry form (identical to the data collection form. Email the file to ……………….  
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Continue adding new data to the bottom of the previous day’s work sheet until the end 
of the data collection period 

A. Narrow Gauge Line (Chinese) 

The Field Researcher is located on the side of the platform where the Mongolian Wider Gauge 
Line is located. 

1. The Field Researcher on the shift will: 
a. Follow observe the arrival and departure of the train and follow the documents as 

the pass through Customs, UB Railway and GASI  
b. Use the digital watch provided to the start and finish times of processes as indicated 

on the form. Times are recorded in the standard time format using a 24 hour clock 
(hh:mm). For example, time should be recorded as 08:45 or 15.35) 

c. Not record times if a step is not performed. This should be explained in the 
Comments column.   

d. If there is an extra step, record on back of data collection form 
e. The Field Researcher will obtain the train arrival schedule for the following day. If 

there is none, this information should be obtained from UB Railway Agent. 
f. Complete Data Collection Form P – Container List. 

 
2. Data Collection Form L: Zamyn Uud Trans-shipment Facility – Inbound Freight From 

China: Observation 
As each train arrives, processes start and finish and departs the Field Researcher records the 
following information: 

a. Train number – Enter the official number of the train 
b. Number of Wagons/Railcars 
c. Scheduled and actual arrival at Zamyn Uud Trans-shipment Facility– Enter the 

times to the nearest minute. If there is no scheduled arrival time, enter 
‘Unscheduled’. 

d. Time train operator gives documents to Rail Authority and GASI (to the nearest 
minute) 

e. Start and finish times of physical checks of the train by the Rail Authority  
f. Start and finish times of GASI inspection - Enter the times to the nearest 

minute.   
g. Start and finish times of Customs Clearance - Enter the times to the nearest 

minute.   
h. Start and finish times of Unloading of the train. If there is no unloading of train 

state n/a in that section - Enter the times to the nearest minute.   
i. Time Manifest cleared by customs - Enter the times to the nearest minute.   
j. Start and finish time of loading on to train - Enter the times to the nearest 

minute.   
k. Time train receives clearance to depart - Enter the times to the nearest minute.   
l. Actual departure time - Enter the times to the nearest minute.  

B. Narrow Gauge Line (Chinese) 

The Field Researcher is located on the side of the platform where the Chinese Narrow Gauge 
Line is located. 

1. The Field Researcher on the shift will: 
a. Follow observe the arrival and departure of the train and follow the documents as 

the pass through Customs, UB Railway and GASI  
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b. Use the digital watch provided to the start and finish times of processes as indicated 
on the form. Times are recorded in the standard time format using a 24 hour clock 
(hh:mm). For example, time should be recorded as 08:45 or 15.35) 

c. Not record times if a step is not performed. This should be explained in the 
Comments column.   

d. If there is an extra step, record on back of data collection form 
e. The Field Researcher will obtain the train arrival schedule for the following day.  If 

there is none, this information should be obtained from UB Railway Agent. 
f. If a legible list of inbound containers and rail cars cannot be obtained from UB 

Railway, use Data Collection Form P. 
 
2. Data Collection Form N: Zamyn Uud Trans-shipment Facility – Outbound Freight To 

China: Observation 
As each train arrives, processes start and finish and departs the Field Researcher records the 
following information: 

a. Train number – Enter the official number of the train 
b. Number of Wagons/Railcars 
c. Scheduled and actual arrival at Zamyn Uud Trans-shipment Facility– Enter the 

times to the nearest minute. If there is no scheduled arrival time, enter 
‘Unscheduled’. 

d. Time train operator gives documents to Rail Authority and GASI (to the nearest 
minute) 

e. Start and finish times of physical checks of the train by the Rail Authority  
f. Start and finish times of GASI inspection, if any - Enter the times to the nearest 

minute.   
g. Start and finish times of Customs Clearance - Enter the times to the nearest minute.   
h. Start and finish times of Unloading of the train. If there is no unloading of train 

state N/A in that section - Enter the times to the nearest minute.   
i. Time Manifest cleared by customs - Enter the times to the nearest minute.   
j. Start and finish time of loading on to train - Enter the times to the nearest minute.   
k. Time train receives clearance to depart - Enter the times to the nearest minute.   
l. Actual departure time - Enter the times to the nearest minute.   

C. Container List 

The Field Researcher will obtain the container list from UB Railway for each train if available. 

The Field Researcher shall record the following information: 
a. Container Number – Enter number as it appears on the container or list 
b. Domestic or Transit – Indicate whether the container is international transit or 

domestic transit 
c. Arrival time – Time of arrival of train 
d. Start and finish of offloading from the Wider Gauge/Narrow Gauge train 
e. Start time of temporary storage, if stored 
f. Start and finish time of loading on to the Wider Gauge/Narrow Gauge Train 
g. Container Out – Time train departs 
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FORM L      Page……………………… 
 

DATA COLLECTION FORM 
ZAMYN UUD TRANS-SHIPMENT FACILITY 

Inbound Freight – From China 
Black Box Observations 

LOCATION: 
 
 

DATE: SHIFT HOURS:  

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
(a) Mongolia to China or Mongolia to Russia; Russia to China or China to Russia   
(b) Empty Tanker Cars, Full Tanker Cars, Empty Wagons, Container on Flat Cars, Other Rail Cars (Explain other is comments) 
(c) Record time to the nearest minute. 
(d) Record times when train documents are physically passed from one person to another.  

  

LINE 
# 
 

TRAIN # 
NUMBER OF 

WAGONS/RAIL 
CARS 

Arrival Time 

DOCUMENTS HANDED 
TO RAIL/CUSTOMS 

PHYSICAL CHECKS GASI INSPECTION CUSTOMS 
CLEARANCE UNLOADING 

MANIFEST 
CLEARED 

BY 
CUSTOMS 

LOADING TO TRAIN 

TRAIN 
RECEIVES 

CLEARANCE 
TO DEPART 

FROM 
CUSTOMS 

 

DEPARTURE 
TIME COMMENTS 

SCHEDULED ACTUAL 
START FINISH START FINISH START FINISH START FINISH  START FINISH 
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FORM N      Page……………………… 
 

DATA COLLECTION FORM 
ZAMYN UUD TRANS-SHIPMENT FACILITY 

Outbound Freight – To China 
Black Box Observations 

LOCATION: 
 
 

DATE: SHIFT HOURS:  

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
(a) Mongolia to China or Mongolia to Russia; Russia to China or China to Russia   
(b) Empty Tanker Cars, Full Tanker Cars, Empty Wagons, Container on Flat Cars, Other Rail Cars (Explain other is comments) 
(c) Record time to the nearest minute. 
(d) Record times when train documents are physically passed from one person to another.  

LINE 
# 
 

TRAIN 
# 

NUMBER OF 
WAGONS/RAIL 

CARS 

Arrival Time 
DOCUMENTS 
HANDED TO 

RAIL/CUSTOMS 

PHYSICAL 
CHECKS 

GASI 
INSPECTION 

CUSTOMS 
CLEARANCE UNLOADING 

MANIFEST 
CLEARED 

BY 
CUSTOMS 

LOADING CUSTOMS 
CLEARENCE 

TRAIN 
RECEIVES 

CLEARANCE 
TO DEPART 

FROM 
CUSTOMS 

 

DEPARTURE 
TIME COMMENTS 

SCHEDULED ACTUAL 
START FINISH START FINISH START FINISH START FINISH  START FINISH START FINISH 
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FORM P        Page……………………… 
 

ZAMYN UUD - TRANS-SHIPMENT FACILITY 
CONTAINER LIST 

 
LOCATION……………………………………………………………….  
 

 Name of Field Researcher  
 Train Number  

 
 CONTAINER 

NUMBER 
 

Domestic 
or Transit 
Cargo  (a) 

ARRIVAL 
(b) 

OFF-LOADING Start of 
Temporary 
Storage (c) 

LOADING CONTAINER 
OUT 
(d) 
 

START FINISH START FINISH 

1          
2          
3          
4          
5          
6          
7          
8          
9          
10          
11          
12          
13          
14          
15          
16          
17          
18          
19          
20          
21          
22          
23          
24          
25          
26          
27          
28          
29          
30          
31          
32          
33          
34          
35          

(a) Indicate whether container or goods are for clearance at the port or inland depot or in transit.  
 ‘D’ = clearance at the port or inland depot; T = in transit 

(b) Record to nearest minute                     
(c) Record to nearest minute                      
(d) Record to nearest minute                      
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1.9 E-Trans – Customs Control Area – Black Box Paper Trail Reviews 
 

Arrival at the 
border

Border/
Customs 

Registration

Customs 
Clearance 
(E-Trans OSS)

ReleaseExit the border 
control area

Arrival at E-
Trans  

1.9.1 Objective 

For goods destined for inland depots (domestic transit) and goods (mainly equipment) that are 
assigned to a customs control area immediately upon entry at the border where the customs 
clearance process is conducted.   

To measure the period of time between when goods enter E-Trans Customs Control Area and 
the release from customs control 

1.9.2 Methodology 

Data Collection Method: Paper Trail Review on Data Collection Form Q. 

1.9.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk) is required – Field Researcher 23.   

Copies of journal will be made and the Field Researcher will transfer the date from the journal 
to computerized worksheets. 

1.9.4 Work shift 

Data will be collected during and outside the working hours of E-Trans.  

1.9.5 Procedure for data collection 

The Customs Department and E-Trans keep a record of all lorries that enter and leave the E-
Trans Facility. The Customs Department verifies the movement of vehicles. 

1. The Customs Inspector located at E-Trans will make copies of the journals held by 
Customs and E-Trans or allow the Field Researcher access to the journals during working 
hours for the seven (7) day period. 

 
2. The Field Researcher (Date Entry Clerk) extracts data from the journal/photocopies and 

enters it into computerized worksheets as described in steps 3 -6. 
 

3. Data Collection Form Q: Customs Control Area – Paper Trail Review 
a. Line Number in Journal 
b. Date of Entry into Customs Control Area – Enter time to the nearest minute 
c. Licence Plate Number – Enter the entire licence plate number exactly as written 

on the licence plate with no spaces. 
d. Country of Origin 
e. Type of goods 
f. Destination 
g. Temporary Storage – Domestic transit or for inspection. Indicate whether the 

goods are for domestic transit to inland depots or whether goods are waiting to be 
inspected by Customs Inspector 

h. Customs Declaration Number 
i. Date of Exit of Lorry – Enter the time that the goods are released by Customs. If 

for domestic transit, enter time the lorry leaves E-Trans. 

4. At the end of the shift, on a daily basis, the Field Researcher emails the file to …………. 



Business Plus Initiative Project 

Page 86 Time Release Study: Procedure Manual 
 

FORM Q      Page……………………… 
 

DATA COLLECTION FORM 
CUSTOMS CONTROL AREA 

Inbound Cargo 
Paper Trail Reviews 

LOCATION: 
 

DATA ENTRY CLERK: 

Special Customs Control Area Customs Control Area
 

 

Line # Line In # 
Journal 

Date Of Entry 
Into Customs 
Control Area 

Licence Plate 
Number 

# 

Country Of 
Origin Of 

Goods 
Type of 
Goods 

Destination 
Of Goods 

(A) 

Temporary 
Storage 

Domestic 
Transit Or 
Customs 

Inspections 

Declaration 
Number 

Date Of Exit 
From 

Customs 
Control Area 

Comments 

           

           

           

           

           

           

           

           

           

           

           

           

           

           

           

(a) Indicate destination of goods: Russia (R); China (C); Domestic (D). Also, indicate, if in transit (T). For example, goods in transit to Russia should be written as C – T. 
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1.10 Export Clearance Process – Survey Form 

1.10.1 Objective 

To measure the time taken to complete the export clearance process. 

1.10.2 Methodology 

Data Collection Method: Data Collection Form F: Export is completed GASI and Customs 
officials. 

1.10.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk).  

1.10.4 Procedure for data collection 

1. Customs Officer maintains control over the survey form and ensures all applicable 
sections are completed 
 

2. The sequencing of steps on the survey form may vary. The times should be recorded as 
and when the process starts and ends.  
 

3. The Data Entry Clerk will extract the data from the survey forms and input them into a 
Microsoft Excel spreadsheet. At the end of the shift, they will email the results 
to…………………………………………. 
 

4. Survey Form F is colour-coded to help officers to identify sections that they must 
complete.   
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FORM F 
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM  

EXPORTS 
 

Location: ……………………………………………………………………  Date: …… 
 

 
The order of questions may not follow the sequence of the process workflow in practice.  Each section 
should be completed at the beginning and end of each step as it occurs.  

ID Number of Goods Declaration  

Manifest Number  

GASI Certificate Number  

  

Section A: To Be Completed by Customs  

1 Name and ID Number of  Exporter  

2 Mode of Transport  

3 Type of Cargo 

 
4 General Commodity  

 

5 TIR System Yes No
 

6 List Permits and licenses required  
 

7 All Permits Attached Yes No
 

If no, indicate reason: 

8 Transport documents 
 

 
9 Classification of Goods Tariff Heading Value 

Weight  

10 Declaration Code 
 

 
11 Name and ID Number of Third 

Party (Broker) 
 
 

12 Examination of Goods Yes No
 

13 Goods examined at: 
Customs Exporter's premises

Other...............................................................
 

 

FCL Non-containerized

Express Consignment

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Airway Bill 

Importer 
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14 

Customs Inspection  
Start Finish Initial Comment 

Date Time Date Time   
At Exporter Premises       
At Customs       
Other       

Section B: Generalized Agency for State Inspections 

15 Inspection by GASI Yes No
 

16 Type of Specialized Inspection  

 
17 Sample taken Yes No

 

  
Start Finish Initial Comment 

Date Time Date Time   
18 Lab  Analysis       
19 Analysis Received n/a n/a     
20 Physical Examination       
21 Certificate issued n/a n/a     

Section B:   To Be Completed by Customs 

22 Arrival of Goods  Mth…………… Day……………  Hr………..…. Min…..…………. 

23 Registration of Goods Declaration Mth…………… Day……………  Hr………..…. Min…………. 

24 Release  Mth…….……… Day……………  Hr….. …..…. Min……………. 

Quarantine Food Plant Technical 
d d

Health Other





 

 

2. SELENGA PROVINCE: ALTANBULAG BORDER PORT, SUKHBAATAR PORT  
 
 
 
 
 





 

 

2. ALTANBULAG BORDER PORT 

2.1 Altanbulag Border Port - Inbound Vehicles – Black Box Observations 

Enter Zamyn Uud 
Border Port

1.Border Troop
Inspection

2. Weighing - 
Customs

3.GASI
Inspection

4. Passport 
Control

(Immigration)
5. Customs 
Clearance

Lorries Entering Mongolia

Enter Zamyn Uud 
Border Port

1. Border Troop
Inspection 2. GASI

3. Vehicle 
Registration - 

Customs
4. Passport 

Control

Passenger Vehicles Entering and Exiting Mongolia

5. Customs 
Clearance

Enter Zamyn Uud 
Border Port

1. Border Troop 
Inspection

2. Weighing 
Customs 3. Scanner 4. GASI 5. Passport 

Control
6. Customs 
Clearance

Border Troop 
Clearance

Border Troop 
Clearance

7. Border Troop 
Clearance

Exit Zamyn Uud 
Border Port

Exit Zamyn Uud 
Border Port

Exit Zamyn Uud 
Border Port

Lorries Exiting Mongolia

 

2.1.1 Objective 

To measure the time it takes for vehicles arriving at the Altanbulag Border Crossing from 
Russia to complete all border formalities and exit.  

The time between the arrival at the end of the queue at the border crossing (Russian side) and 
departure from the border crossing (that is, unregulated road on Mongolian side) 

2.1.2 Methodology 

Data Collection Method: Black Box Observations on Data Collection Form S. 
The Black Box is the entire border crossing for inbound traffic. There is one entrance to the 
black box and one exit for passenger vehicles and lorries.    

Field Researchers will record data on each vehicle entering and exiting the Black Box 
standing: 

iii. At the end of entry queue observing traffic from Russia and, 
iv. At the exit gate of the border crossing observing traffic leaving into Mongolia. The 

moment the vehicle leaves the border crossing is the time of exit. 
 

2.1.3 Shifts to be covered 

The Altanbulag Border Port opens from 8:00am to 6:00pm per day. Data will be collected over 
one shift per day for seven (7) days. 

2.1.4 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 1 – located at Checkpoint (Entry Gate) 
• Field Researcher 2 at Checkpoint (Exit Gate)  

 
2.1.5 Procedure for data collection 

 
1. Entrance to Black Box  - Field Researcher 1 
2. Exit from Black Box  - Field Researcher 2 
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A. Entrance to Black Box – Field Researcher 1 
 

1. The end of the queue is always at a specified point during the data collection period. 
This is to be determined. 
 

2. Field Researcher will: 
a. Collect data from that specified point towards the checkpoint gate.  
b. Record data as vehicles reaches that specified point, that is the end of the queue 
c. At every 15 minute interval, observe the entire inbound queue and may need to 

walk to the front of the queue 
d. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
e. Use as many copies of data collection forms as needed.  
f. Number each page of each form type sequentially 
g. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….  Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 

 
3. Data Collection Form R: Altanbulag Border Port - Inbound Vehicles: Black Box 

Observation – Entrance to Black Box 
As each vehicle joins the end of the inbound queue, the Field Researcher records the 
following information: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Time vehicle enters the inbound queue (to the nearest minute if possible) 
c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 

TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Destination - Ask the driver, his/her destination in Mongolia or whether in 
transit through Mongolia. Enter Mongolia or Transit as appropriate on the form. 

e. Time documents are handed to Border Guards (to the nearest minute) 
f. Time documents to Customs Officer (to the nearest minute) 
g. Time of start of physical check (to the nearest minute). If no physical check is 

made, enter N/A (not applicable) 
h. Time the vehicle leaves the checkpoint and moves into the border crossing 
i. Comments if any. Record any noteworthy observations – the more the better.  

 
4. Data Collection Form S: Altanbulag Border Port - Inbound Vehicles: Black Box 

Observation – Entrance to Queue Length 
a. At every 15 minute interval, that is  on the hour and 15, 30, 45 minutes after the 

hour,  observe the entire inbound  
b. Record the following: 

i. Actual time of observation (to the nearest minute) 
ii. License plate number of the vehicle at the front of the inbound queue. 

This is the vehicle that will next pass into the border crossing) 
iii. The number and types of vehicle in the inbound queue. Enter the 

numbers and types of vehicles) 
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B. Exit from Black Box – Field Researcher 2 
 

1. The Field Researcher is located at the Exit Gate (Checkpoint) of the border crossing 
leading to un-regulated road of Mongolia. S/he is positioned at a point best able to see 
vehicles as they leave the border crossing. 
 

2. The Field Researcher will collect data on vehicles as they leave the border crossing 
and enters un-regulated road. 

 
3. Field Researcher will: 

a. Collect data from that specified point towards the checkpoint gate.  
b. Record data as vehicles reaches that specified point, that is the end of the 

queue 
c. At every 15 minute interval, observe the entire inbound queue and may need to 

walk to the front of the queue 
d. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
e. Use as many copies of data collection forms as needed 
f. Number each page of each form type sequentially 
g. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
………………. Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 

 
4. Data Collection Form T: Altanbulag Border Port - Inbound Vehicles: Black Box 

Observation – Exit from Black Box 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

c. Time documents are handed to Border Guards (to the nearest minute) 
d. Time documents to Customs Officer (to the nearest minute) 
e. Time of start of physical check (to the nearest minute). If no physical check 

is made, enter N/A (not applicable) 
f. Time the vehicle leaves the checkpoint and moves into the border crossing 
g. Comments if any. Record any noteworthy observations – the more the better.  
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FORM R   Page……………………… 
 

DATA COLLECTION FORM 
Altanbulag Border Port – Inbound Vehicles 

Black Box Observation – Entrance to Black Box 
LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
(a) Complete number as shown on licence plate with no spaces.   
(b) Must be Passenger Car, Bus, TIR Truck or Other (if Other, explain in Comments 
(c) Destination of vehicle – Mongolia or other country (Transit) 
(d) To nearest minute if possible 
(e) To nearest minute if possible 

  

LINE 
# 
 
 

LICENCE 
PLATE # 

(a) 

TYPE OF 
VEHICLE 

(b) 
 

TRANSIT OR 
MONGOLIA 

DESTINATION 
(c) 

TIME 
ENTERS 
INBOUND 
QUEUE 

(d) 

Time (e) 

COMMENTS DOCUMENTS 
GIVEN TO 
BORDER 
GUARD 

DOCUMENTS 
GIVEN TO 
CUSTOMS 

START OF 
PHYSICAL 

CHECK 

LEAVES 
CHECKPOINT 
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FORM S   Page……………………… 
 

DATA COLLECTION FORM 
Altanbulag Border Crossing 

Black Box Observation – Entrance Queue Length 
LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
LINE 

# 
 
 

SCHEDULED 
TIME 

TIME ENTERS 
INBOUND QUEUE 

(a) 

PLATE NO. OF 
FRONT VEHICLE 

(b) 

NO.OF VEHICLES IN QUEUE (c) 

COMMENTS PASS-
ENGERS BUSES TIRS ORDINARY 

TRUCKS 

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

a. Time should be on the hour and 15, 30 and 45 minutes after the hour. Show actual time data is collected  
b. Vehicle at front of inbound queue; next vehicle enter border crossing. Complete number as shown on 

license plate with no spaces.  
c. Count number of each type of vehicle  
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FORM T                                          Page………………………... 
 

DATA COLLECTION FORM 
Altanbulag Border Port 

Inbound Vehicles 
Black Box Observation - Exit From Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
LINE 

# 
 
 

LICENCE 
PLATE # 

(a) 

TYPE OF 
VEHICLE 

(b) 

TIME (c)  

COMMENTS 
DOCUMENTS 

GIVEN TO 
BORDER 
GUARD 

DOCUMENTS 
GIVEN TO 
CUSTOMS 

START OF 
PHYSICAL 

CHECK 

LEAVES 
CHECKPOINT 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

(a) Complete number as shown on licence plate with no spaces.  
(b) Must be Passenger Car, Bus, TIR Truck, Ordinary Truck or Other (explain other in Comments column) 
(c) To nearest minute if possible 
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2.2 Border Crossing – Outbound Vehicles – Black Box Method 
 
2.2.1 Objective 

To measure the time it takes for vehicles arriving at the Altanbulag Border Port to complete all 
border formalities and exit at gate on Russian side. That is, the time between the arrival at the 
end of the queue at the border crossing and departure at exit gate 

2.2.2 Methodology 

Data Collection Method: Black Box Observations on Data Collection Forms U, V and W. 

The Black Box is the entire border crossing for inbound traffic. There is one entrance to the 
black box and one exit for passenger vehicles and lorries.    

Field Researchers will record data on each vehicle entering and exiting the Black Box 
standing: 

i. At the end of entry queue observing traffic on Mongolian side and, 
ii. At the exit gate of the border crossing observing traffic leaving to Russia. The moment 

the vehicle leaves the border crossing is the time of exit. 
 

2.2.3 Work shifts 

The Zamyn Uud Border Crossing opens from 8:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

2.2.4 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 3 – located Checkpoint (Entry Gate) on Mongolian side of border 
• Field Researcher 4 – at Checkpoint (Entry Gate)  

 
2.2.5 Procedure for data collection 

 
1. Entrance to Black Box  - Field Researcher 3 
2. Exit from Black Box  - Field Researcher 4 

 
A. Entrance to Black Box – Field Researcher 3 

 
1. The end of the queue is always at a specified point during the data collection period. 

This is to be determined. 
 

2. Field Researcher will: 
a. Collect data from that specified point at the checkpoint gate.  
b. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
c. Use as many copies of data collection forms as needed 
d. Number each page of each form type sequentially 
e. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
………………. Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 

 
3. Data Collection Form U: Altanbulag Border Port - Outbound Vehicles: Black Box 

Observation – Entrance to Black Box 
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As each vehicle joins the end of the inbound queue, the Field Researcher records the 
following information: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces.  Enter the number of vehicle and 
not the trailer if any. 

b. Time vehicle enters the inbound queue (to the nearest minute if possible) 
c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 

TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Destination - Ask the driver, his/her destination in Mongolia or whether in 
transit through Mongolia. Enter Mongolia or Transit as appropriate on the form. 

e. Time documents are handed to Border Guards (to the nearest minute) 
f. Time documents to Customs Officer (to the nearest minute) 
g. Time of start of physical check (to the nearest minute). If no physical check is 

made, enter N/A (not applicable) 
h. Time the vehicle leaves the checkpoint and moves into the border crossing 
i. Comments if any. Record any noteworthy observations – the more the better.  

 
4. Data Collection Form V: Altanbulag Border Port - Outbound Vehicles: Black Box 

Observation – Entrance to Queue Length 
a. At every 15 minute interval, that is  on the hour and 15, 30, 45 minutes after the 

hour,  observe the entire inbound  
b. Record the following: 

i. Actual time of observation (to the nearest minute) 
ii. License plate number of the vehicle at the front of the inbound queue. 

This is the vehicle that will next pass into the border crossing) 
iii. The number and types of vehicle in the inbound queue. Enter the 

numbers and types of vehicles) 
 

B. Exit from Black Box – Field Researcher 2 
 

1. The Field Researcher is located at the Exit Gate (Checkpoint) of the border crossing 
leading to Russia. S/he is positioned at a point best able to see vehicles as they leave 
the border crossing. 
 

2. The Field Researcher will collect data on vehicles as they leave the border crossing 
and enters un-regulated road. 

 
3. Field Researcher will: 

a. Collect data from the specified point towards the checkpoint gate.  
b. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
c. Use as many copies of data collection forms as needed 
d. Number each page of each form type sequentially 
e. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
………………. Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 
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4. Data Collection Form W: Altanbulag Border Port - Outbound Vehicles: Black Box 
Observation – Exit from Black Box 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

c. Time documents are handed to Border Guards (to the nearest minute) 
d. Time documents to Customs Officer (to the nearest minute) 
e. Time of start of physical check (to the nearest minute). If no physical check 

is made, enter N/A (not applicable) 
f. Time the vehicle leaves the checkpoint and moves into the border crossing 
g. Comments if any. Record any noteworthy observations – the more the better.  
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FORM U   Page……………………… 
 

DATA COLLECTION FORM 
Altanbulag Border Port – Outbound Vehicles 

Black Box Observation – Entrance to Black Box 
LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
(a) Complete number as shown on licence plate with no spaces.   
(b) Must be Passenger Car, Bus, TIR Truck or Other (if Other, explain in Comments 
(c) Destination of vehicle – Mongolia or other country (Transit) 
(d) To nearest minute if possible 
(e) To nearest minute if possible 

  

LINE 
# 
 
 

LICENCE 
PLATE # 

(a) 

TYPE OF 
VEHICLE 

(b) 
 

TRANSIT OR 
MONGOLIA 

DESTINATION 
(c) 

TIME 
ENTERS 
INBOUND 
QUEUE 

(d) 

Time (e) 

COMMENTS DOCUMENTS 
GIVEN TO 
BORDER 
GUARD 

DOCUMENTS 
GIVEN TO 
CUSTOMS 

START OF 
PHYSICAL 

CHECK 

LEAVES 
CHECKPOINT 
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FORM V   Page……………………… 
 

DATA COLLECTION FORM 
Altanbulag Border Crossing 

Black Box Observation – Entrance Queue Length 
LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
LINE 

# 
 
 

SCHEDULED 
TIME 

TIME ENTERS 
INBOUND QUEUE 

(a) 

PLATE NO. OF 
FRONT VEHICLE 

(b) 

NO.OF VEHICLES IN QUEUE (c) 

COMMENTS PASS-
ENGERS BUSES TIRS ORDINARY 

TRUCKS 

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

a. Time should be on the hour and 15, 30 and 45 minutes after the hour. Show actual time data is collected  
b. Vehicle at front of inbound queue; next vehicle enter border crossing. Complete number as shown on 

license plate with no spaces.  
c. Count number of each type of vehicle  
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FORM W  Page……………………… 
 

DATA COLLECTION FORM 
Altanbulag Border Crossing 

Outbound Vehicles 
Black Box Observation - Exit From Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # 
 
 

LICENCE PLATE # 
(a) 

TIME VEHICLE LEAVES 
BORDER CROSSING 

(b) 
 

TYPE OF VEHICLE 
(c) COMMENTS 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

(a) Complete number as shown on licence plate with no spaces.  
(b) To nearest minute if possible 
(c) Must be Passenger Car, Bus, TIR Truck, Ordinary Truck or Other (explain other in Comments column) 
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2.3 Border Crossing Inspection Area – Inbound and Outbound Vehicles – Black Box 

2.3.1 Objective 

To measure the time it takes for vehicles arriving at the Inspection Area at Altanbulag Border 
Port to complete inspections by GASI and Customs authorities.  

The time between arrival at the Inspection Area and exit will be measured including time for 
completion of inspection by each agency.  

2.3.2 Methodology 

Data Collection Method: Black Box Observations using Data Collection Form X and Data 
Collection Form Y. 

2.3.3 Field researchers 

Four (4) Field Researchers: 
• Field Researcher 5 - Positioned at the white line before the Inspection Area - Inbound 
• Field Researcher 6 – Positioned at the exit of the Inspection Area - Inbound 
• Field Researcher 7 – Positioned at entrance of Inspection Area - Outbound 
• Field Researcher 8 – Positioned at exit of Inspection Area - Outbound 

2.3.4 Work shift  

The Altanbulag Border Port opens from 9:00am to 6:00pm per day. Data will be collected over 
one shift per day for seven (7) days. 

2.3.5 Procedure for data collection 

A. Entrance to Inspection Area – White Line 
 

1. One Field Researcher stands at the white line and will move along that line to observe 
vehicles that stop at that white line for inspection after leaving the weighing 
station/border gate.  
 

2. The Field Researcher will collect data on vehicles as they stop at the white line before 
the Inspection Area. 

 
3. The Field Researcher: 

a. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 
d. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

e. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 

 
4. Data Collection Form X: Altanbulag Border Port  Inspection Area - Entrance: Black 

Box Observations 
As each vehicle reaches the Inspection Area, the Field Researcher records the 
following information on the form: 
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a. Location – Indicate whether Outbound (from Mongolia) or Inbound (Into 
Mongolia) 

b. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Time of arrival of the vehicle at the white line before the inspection area 
e. Comments – Any noteworthy observations in terms of reason for delay if any 

etc. 

B. Exit Inspection Area  

1. The Field Researcher stands at the end of the Inspection Area (or shed) and will move 
along the length of the shed to observe vehicles that stop at that white line for 
inspection after leaving the weighing station/border gate.  
 

2. The Field Researcher will collect data on vehicles as they exit from the Inspection 
Area. 

 
3. The Field Researcher: 

a. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 
d. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

e. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 

 
4. Data Collection Form Y: Altanbulag Border Port Inspection Area – Exit: 

Observations 
As each vehicle reaches the Inspection Area, the Field Researcher records the 
following information on the form: 

a. Location – Indicate whether Outbound (from Mongolia) or Inbound (Into 
Mongolia) 

b. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Time of Exit of vehicle from Inspection Area  
e. Comments – Any noteworthy observations in terms of reason for delay if any 

etc. 
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FORM X                     Page……………………… 
 

DATA COLLECTION FORM 
Altanbulag Border Port - INSPECTION AREA 
Entrance of Inspection Area - Black Box Method 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # License Plate # Type of Vehicle 

Time 
(to the nearest minute) 

COMMENTS Arrival at 
Inspection Shed 

Exit Inspection 
Shed 
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FORM Y                     Page……………………… 
 

DATA COLLECTION FORM 
Altanbulag Border Port - INSPECTION AREA 
Exit from Inspection Area - Black Box Method 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # License Plate # Type of Vehicle 

Time 
(to the nearest minute) 

COMMENTS Arrival at 
Inspection Shed 

Exit Inspection 
Shed 
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2.4 Customs Control Area - Russian Transit Timber - Anecdotal Observations  

2.4.1 Objective 

For timber in transit from Russia to China that is inspected and temporarily stored at special 
customs control area.   

To measure the period of time between when lorries carrying timber from Russia enter the 
Customs Control Area and when they leave empty to return to Russia.  

2.4.2 Methodology 

Data Collection Method: Anecdotal Observations on Data Collection Form  

2.4.3 Field researchers 

The Manager of the Customs Control Area collects data on the Data Collection Form AQ: 
Customs Control Area – Transit Goods Timber – Observations  
One Field Researcher (Data Entry Clerk) is needed to input the data on excel spreadsheet – 
Field Researcher 10 (same as the one who enters data for the paper trail review) 

2.4.4 Process 

Timber arrives in Mongolia via Altanbulag Border Port on lorries where they are inspected by 
GASI and the customs clearance process commences. Upon completion of the declaration 
check sub-process, Customs Valuation Officer at the border port clicks the button in the CAIS 
system confirming that payment has been made. This is sent to the Customs Inspector located 
at Selenga Customs House in Sukhbaatar. The sub-process of customs inspection begins. The 
lorry drives to the special customs control area for customs inspection and to unload the timber 
before returning to Russia via Altanbulag Border Port. 
 

Lorry Arrives Inspector Arrives

Inspection Unloading 

Lorry Departs
 

2.4.5 Procedure for data collection 

1. The Manager of the Customs Control Area records data as specified for each 
declaration submitted to clear the cargo. Data is collected on Data Collection Form 
AQ: Customs Control Area – Transit Goods Timber - Observations 
 

2. Times are entered to the nearest minute. Times are recorded on the data collection form 
in the standard time format using a 24 hour clock (hh:mm, such as 04.25 or 13.55). 
Dates are recorded on the data collection form in the standard date format (dd-mmm-
yy, such as 10-Oct-12) 
 

3. If a step is not performed, do not record times in the “Started” and “Finished” columns. 
Fully explain the situation in the “Comments” column. If an important extra step is 
performed then explain in Line 24. 
 

4. The data collection process begins when the customs declaration is submitted by the 
Customs Broker. The date and time is recorded in the CAIS system 
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5. If the customs declaration is not accepted by the Customs Officer, this is returned to 
the Customs Broker and the process starts again. If this is the case indicate that on Line 
24. 
 

6. Data Collection Form AQ: Customs Control Area – Transit Goods Timber - 
Observations 
a. Line Number  
b. Licence Plate Number – Enter the entire licence plate number exactly as written 

on the licence plate with no spaces. 
c. Date of Entry into Customs Control Area – Enter time to the nearest minute 
d. Customs Declaration Number 
e. Time of arrival of inspector 
f. Inspection – Start and Finish time for customs inspection. The inspector initials 

the column to the Finish time column 
g. Loading – Start and Finish time for unloading lorry 
h. Time inspector releases the lorry to exit the Customs Control Area 
i. Date and time lorry leaves Customs Control Area to return to Russia 
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FORM AQ      Page……………………… 
 

DATA COLLECTION FORM 
CUSTOMS CONTROL AREA 

Transit Goods - Timber 
Observations 

LOCATION: 
 

Warehouse Manager: 

Special Customs Control Area Customs Control Area
 

 

Line 
# 

Number of 
vehicles 

Licence 
Plate 

Number 
(s) 

Quantity/ 
Number of 

Logs 

Date and 
Time of 

Entry Into 
Customs 
Control 

Area 
 

Manifest 
Registered 

Number 

Time of 
Arrival of 
Inspector 

Inspection Unloading Time 
Inspector 
releases 

lorry 

Date and 
time of 

Lorry Exit 
From CCA 

Comments 

Start Finish Inspector 
Initials Start Finish 

               

               

               

               

               

               

               

               

               

               

               

               

               

               

               

(a) Indicate destination of goods: Russia (R); China (C); Domestic (D).  Also, indicate, if in transit (T). For example, goods in transit to Russia should be written as C – T. 
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2.5 Russian Transit Timber - Customs Inspections - Anecdotal Observations  

2.5.1 Objective 

For timber from Russia in transit to China which is inspected and temporarily stored at special 
customs control area.   

To measure the period of time between the time when the declaration was sent to the customs 
inspector on CAIS and when the goods were released.    

2.5.2 Methodology 

Customs Inspector completes the data collection form as s/he performs their work during 
working hours. Time measurement is taken at 13 moments in time. 

2.5.3 Field researchers 

One Field Researcher  

2.5.4 Process 

Timber arrives in Mongolia via Altanbulag Border Port on lorries where they are inspected by 
GASI and the customs clearance process commences. Upon completion of the declaration 
check sub-process, Customs Valuation Officer at the border port clicks the button in the CAIS 
system confirming that payment has been made. This is sent to the Customs Inspector located 
at Selenga Customs House in Sukhbaatar. The sub-process of customs inspection begins. The 
lorry drives to the special customs control area for customs inspection and to unload the timber 
before returning to Russia via Altanbulag Border Port. 
 

11. Inspector 
receives declaration

12. Inspector pulls up 
declaration on CAIS

13. Goes to 
Customs Control 

Area
Conducts 
Inspection

  Inputs results in
 CAIS

Inspector 
returns to 

Office
Unloading of 

timber

Documents handed 
to inspector

Releases lorry

Customs Inspection - Timber

 

2.5.5 Procedure for data collection 

1. Customs Officers recode data as specified for each declaration submitted to clear the 
cargo. Data is collected on Data Collection Form AR: Customs Control Area – 
Customs Inspections - Timber – Observations  
 

2. Times are entered to the nearest minute. Times are recorded on the data collection form 
in the standard time format using a 24 hour clock (hh:mm, such as 04.25 or 13.55). 
Dates are recorded on the data collection form in the standard date format (dd-mmm-
yy, such as 10-Oct-12) 
 

3. If a step is not performed, do not record times in the “Started” and “Finished” columns. 
Fully explain the situation in the “Comments” column. If an important extra step is 
performed then explain in Line 24. 
 

4. The data collection process begins when the customs declaration is submitted by the 
Customs Broker. The date and time is recorded in the CAIS system 
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5. If the customs declaration is not accepted by the Customs Officer, this is returned to 
the Customs Broker and the process starts again. If this is the case indicate that on Line 
24. 
 

6.  Data Collection Form AR: Customs Control Area – Customs Inspections - Timber – 
Observations  

  Record: 
a. Line 11 – Time the declaration was sent to Inspector after document audit via 

CAIS, i.e. the time stamp on CAIS system confirming tax payment 
b. Line 12 – Time the inspector pulled up the declaration on the system 
c. Line 13 – Time it takes for the inspector to arrive at the Customs Control area 
d. Lind 14 – Time documents handed to Inspector by Manager of Customs 

Control Area 
e. Line 15 - Start and Finish time of inspection 
f. Line 16 – Start and Finish time of unloading the timber 
g. Line 17 – Time Inspector releases the lorry to depart the Customs Control 

Area 
h. Line 18 – Time it takes for the inspector return to the office 
i. Line 19 – Start and finish time to input the results in the system.  The finish 

time is the time stamp on the CAIS indicating inspection is completed. 
j. Line 20 – Time it takes for the Senior Inspector to review and print the 

declaration. The finish time is the time stamp on the CAIS system indicating 
Senior Inspector’s approval 

k. Line 21 – Time the Inspector stamps and signs the declaration 
l. Line 22 – Start and  
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FORM AR  Page……………………… 
 

DATA COLLECTION FORM 
Altanbulag Customs Control Areas 

Timber 
Anecdotal Observation 

 
LOCATION…………………………………………………………. 
 

 

Processing Step 
Start Finish 

Initials Comments Date Time Date Time 
11 Submission of customs 

declaration 
n/a n/a     

12 Receives documents and 
payment slip  

n/a n/a     

13a Declaration Check   n/a n/a   
13b Tax payment confirmed in 

CAIS 
n/a n/a     

14 Documents taken to Senior 
Manager 

n/a n/a     

15 Senior Manager reviews and 
gives go ahead to inspect 

      

16 Inspector collects documents 
from Senior Manager 

n/a n/a     

17 Arrives at Customs Control 
Area 

n/a n/a     

18 Locates cargo       
19 Inspection       
20 Inspector Returns to the office       
21 Inspector Inputs results in 

CAIS 
      

 
 

 
  

1 Arrival Date  
2 Number of Vehicles  
3 Vehicle Number(s)  
4 Manifest Registered Number  
5 GASI Certificate Number  
6 General Commodity Timber 
7 Quantity/ Number of Logs  
8 Destination  
9 Name and ID of Declarant  
10   
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2.6 Cargo Clearance Survey Form 

2.6.1 Objective 

To measure the time taken from arrival of goods until their release from Customs  

2.6.2 Methodology 

Data Collection Method: Survey Form D completed by border port officials involved in the 
cargo clearance process and the Customs Control Area Manager. 

The persons involved in data collection process for the Survey Form are: 

a. Field Researcher 
b. Border Troop 
c. Customs 

i. Customs Officer at the Gate 
ii. Customs Officer – Weighing Station 

iii. Customs Officer – Document Control: Declaration check, Assessment, Payment 
iv. Customs State Inspector – inspection and release  
v. Senior Customs State Inspector – approval 

d. GASI Border Control Unit 
i. GASI  officer in office 

ii. GASI – Inspector 
e. Customs broker 

2.6.3 Work shift 

The Altanbulag Border Crossing opens from 9:00am to 6:00pm per day. Data will be collected 
during working hours in one shift per day for seven (7) days. 

2.6.4 Field researchers 

Four (4) Field Researchers: 
• One (1) Field Researcher for outbound traffic 
• One (1) Field Researcher  for inbound traffic  
• One (1) Field Researcher who will float between the outbound and inbound traffic 

depending which is busiest. 
• One (1) Data Entry Clerk to input data from survey forms in Excel spreadsheet 

2.6.5 Procedure for data collection 

1. Field Researchers will move through the bordering crossing ensuring that the 
survey forms are completed accurately and all relevant sections are filled out. They 
will collect the survey forms from the Customs Inspector and take them to the Data 
Entry Clerks 
 

2. The Data Entry Clerks will extract the data from the survey forms and input them 
into a Microsoft Excel spreadsheet.  At the end of the shift, they will email the 
results to…………………………………………. 

 
3. The Field Supervisor will provide survey forms to the Customs Officer at the 

Border Gates – Entry and Exit and will ensure that there is a sufficient supply 
throughout the day. 
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4. The Customs Officer will staple the Survey Form to the Control Pass and give one 
to each driver who is registered in the CAIS system. This form is given to drivers 
transporting cargo into Mongolia for import or transit. This control pass is signed 
by Border Troop, Customs and GASI officers and submitted to the Border Guard at 
the exit gate. 

 
5. Since the Customs Inspector is the last person in the clearance process, s/he will 

detach the form from the Control Pass and put it in a file for collection. 
 
6. The Field Supervisor will collect the forms and hand them to the Data Entry Clerks 

to input in the Excel Spreadsheet collects the forms at least twice a day, at lunch 
time and the end of the day. The Field Supervisor will use his/her discretion in 
collecting forms for example, if the file is full, the Field Researcher will clear the 
file. 

 
7. Survey Form D is colour-coded to help officers to identify sections that they must 

complete. This is further detailed in the table below.  

Key: 

Customs GASI Customs Control 
Area Manager Customs Broker 

    
 

8. Border port officials must complete the questionnaire as accurately as possible  
 

9. The sequencing of steps on the survey form may vary. The times should be 
recorded as and when the process starts and ends.  

 
10. Border port officials should carry on business as usual 
 
11. Field Researchers should remain inconspicuous and not disrupt the process flow.   
 

The following is an example of the document flow from arrival to clearance of goods at the 
border. 
 

 Colour Responsibility 
1 Yellow Customs Officers 
2 Green GASI 
3 Blue Customs Control Area Manager 
4 Lilac Customs Broker 
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Survey Form D: Border Port 
Section 

 
Question 
Number  Officer responsible for 

completing question Location of Activity Explanation 

A 1 Name of Transporter Customs Officer Customs Border Gate Name of Transporter of goods 
 2 Mode of Transport Customs Officer Customs Border Gate Mode of Transport – Air, Rail or Road 

 3 Type of Cargo Customs Officer Customs Border Gate Indicate type of cargo – FCL or Non-containerized or Express 
Consignment 

 4 General Commodity Customs Officer Customs Border Gate Give a description of the general commodity. If many times, 
state the majority type (s) 

 5 TIR System  Customs Officer Customs Border Gate Check Yes box if the lorry is under the TIR Carnet system. If not, 
check  No 

 6 Transport Documents Customs Officer Customs Border Gate Indicate the transport documents presented by checking the 
relevant boxes 

 7 Name and ID Number of 
Importer/ Exporter Customs Officer Customs- OSS Name and ID Number of Importer/ Exporter 

 8 Declaration Code Customs Officer Customs - OSS Declaration Code – Indicate who is clearing the goods – 
Customs Broker, clearing agent or the importer. 

 9 Name and ID Number of 
Declarant Customs Officer Customs - OSS Name and ID Number of Declarant 

 10 Classification of Goods Customs Officer Customs - OSS Classification of Goods - Tariff Heading; Value; Origin; Weight 

B 11 Arrival of Goods Customs Officer Customs - OSS Record the date and time of arrival of goods at the border – day, 
month, hour and minute.   

 12 Border Registration Border Troop Customs Border Gate Time the Border Troop complete its registration process 

 13 Customs Registration Customs Officer Customs Border Gate Time Customs completes its registration process. Record CAIS 
time stamp. 

 14 Weighing Customs Officer Weighing Station 
The time or arrival of the vehicle at the weighing station and the 
completion of the process i.e. when the driver is handed the 
printed results and informed the process is complete 

 15 GASI Disinfectant GASI Inspector GASI Office Indicate whether GASI inspected the vehicle 
 16 Specialized Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 

 17 Joint Inspection (with 
Customs) GASI Inspector GASI Office Indicate whether it was a separate inspection or a joint 

inspection with Customs 

 18 Type of Specialized 
Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the 

relevant boxes 
 19 Lab Analysis GASI Inspector GASI Office Indicate whether lab analysis was done 

 20 Lab Analysis GASI Inspector GASI Office 

If a lab test is required - The start of the lab analysis process 
begins with taking the sample for the lab test.  The end time is 
when it was ready to be taken to the lab.  If none is required 
write n/a  or draw a line through. 

 21 Analysis Received GASI Inspector Inspection Area 
If a lab test was done, record the time results are received at the 
border office, If none is required write n/a  or draw a line 
through. 
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 22 Cargo Located GASI Inspector Inspection Area 
If GASI must inspect cargo which must be unloading record the 
time it was located in the ‘finish’ section.  If not, indicate n/a or 
draw a line through it 

 23 Cargo Unloaded GASI Inspector Inspection Area Record the start and finish times of the  

 24 GASI Physical  Inspection GASI Inspector Inspection Area 
Record the start and finish times. The finish time is the time that 
the “Notice of Professional of Animal, Plant, Substance and 
Commodities” is issued.  

 25 Cargo Loaded GASI Inspector Inspection Area Record the start and finish time for loading the cargo. 

 26 Documents Received   Customs Broker  Record the time that the importer/driver/freight-forwarder hands 
the documents for preparation of the customs declaration 

 27 Submitted by: Customs Broker  Indicate who submitted the documents – freight-forwarder, 
importer or other. Explain other. 

 28 Preparation of declaration Customs Broker  
Record the time when preparation of the customs declaration 
starts and the time it is completed.  The finish is the time on the 
CEPS when the customs declaration is submitted. 

C 29 Submission of Electronic 
Declaration* 

Customs Officer - 
Valuation Customs - OSS Record the time (month, day, hour, minute) of submission of 

customs declaration as recorded by the CAIS system 

 30 Presentation of Supporting 
Documents 

Customs Officer - 
Valuation Customs - OSS 

Record the date and time (month, day, hour, min) that the 
customs broker or other presents the original documents to 
Customs. 

 31 Number of line items Customs Officer - 
Valuation Customs - OSS Record the number of line items as per declaration 

 32 Declaration Check Customs Officer - 
Valuation Customs - OSS 

State the date and time when the declaration check starts and 
the time it ends. 
   

 33 Declarant Notified* Customs Officer - 
Valuation Customs - OSS State time the customs broker or other was informed that the 

declaration was accepted or rejected 

 34 Method of Payment Customs Officer - 
Valuation Customs - OSS Indicate the method of payment – electronic or via the bank 

 35 
Payment Slip 
Submitted/Notification of 
payment 

Customs Officer - 
Valuation Customs - OSS Record the date and time (month, day, hour, minute) 

 36 Tax payment confirmed in 
CAIS* 

Customs Officer - 
Valuation Customs - OSS 

Record the date and time (month, day, hour, minute) as 
stamped in the CAIS confirming payment was made by the 
declarant 

 37 Risk Category Customs Officer - 
Inspector Customs - OSS Indicate the risk category as assigned by CAIS. Tick red, orange 

or green box. 

 38 Document Inspection Customs Officer - 
Inspector Customs - OSS Indicate whether a document inspection was carried out 

 39 Document Inspection Customs Officer - 
Inspector Customs - OSS If a document inspection was carried out, indicate the start and 

finish times of this process. 
 40 Physical Inspection Customs Officer  - Customs - OSS Indicate whether a physical inspection was carried out. Check 
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Inspector the appropriate box Yes or No. Also indicate whether the 
inspection is to be carried out at the  

 41 Cargo Located Customs Officer - 
Inspector Inspection Area At border crossing - If a physical examination of the goods is 

needed, state the time the cargo is located  

 42 Cargo Unloaded Customs Officer - 
Inspector Inspection Area If cargo is unloaded, record the start and finish date and times. If 

not, indicate n/a or draw a line through the box 

 43  Physical Examination Customs Officer –
Inspector Inspection Area If cargo is physically inspected, record the start and finish date 

and times. If not, indicate n/a or draw a line through the box 

 48 Customs Control Area Customs Officer - 
Inspector Customs Control Area If goods are inspected at a customs control area, state the 

location 

 49 Arrival of Cargo Customs 
Control Area   CCA Manager/Designee Customs Control Area State the time of arrival of the vehicle at the customs control 

area 

 50 Arrival of Customs State 
Inspector 

Customs Officer - 
Inspector Customs Control Area State the date and time of the arrival for physical inspection 

 51 Cargo/Container Located CCA Manager/Designee Customs Control Area State the start and finish times for locating the container or the 
cargo 

 52 Cargo Unloaded CCA Manager/Designee Customs Control Area State the start and finish times for unloading the cargo 

 53 Physical Examination Customs Officer - 
Inspector Customs - OSS State the start and finish time of the actual physical inspection 

 54 Physical Examination 
Confirmed in CAIS* 

Customs Officer – 
Inspector Customs - OSS State the time that the inspection was confirmed in the CAIS 

system, that is the time stamp on CAIS 

 55 Approval for Release* Customs Officer –  Snr 
Inspector Customs - OSS Record the time the Senior Inspector approves the release of 

the goods. Record the date captured in CAIS 

 55 Release (declaration 
stamped) 

Customs Officer – 
Inspector Customs - OSS Record the time the declaration is stamped and signed by the 

inspector. 
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FORM D   
 

MONGOLIA TIME RELEASE STUDY -SURVEY FORM 
BORDER PORT 
Cargo Clearance 

 
Location: ……………………………………………………………………… 

 

 
The order of questions may not follow the sequence of the process workflow in practice. Complete the 
question at the start and end of each process step or when it occurs. If an activity is not performed, 
draw a line through the question. Questions will be answered by respondents according to the colours 
indicated below: 
 

Customs GASI Customs Control Area 
Manager 

Customs Broker 

    
 

Vehicle Number  
Transport Document Number  
Control Pass Number  
Declaration Number  
Manifest Number  
GASI Certificate Number  

Section A 

1 Name of Transporter  

2 Mode of Transport Road 

3 Type of Cargo 

 
4 General Commodity  

5 TIR System  
 

6 Transport Documents  

 

7 Name and ID Number of Importer/ 
Exporter  

8 Declaration Code 
 

 
9 Name and ID Number of Declarant  

10 Classification of Goods 
Tariff Heading Value 

Origin Weight 

Section B:    

FCL Non-containerized

Express Consignment

Yes No

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Importer 
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11 Arrival of Goods at Checkpoint Mth…………… Day……………  Hr………….…. Min…………… 

12 Border Registration Mth……………. Day…..………. Hr………..……. Min……….……. 

13 Customs Registration Mth……..….…. Day……..……. Hr……..………. Min……………. 

Customs  

  Start Finish Weigh
t: Comments Date Time Date Time 

14 Weighing   
      

General Agency for Specialized Inspections (GASI) 

15 GASI Disinfectant 

Start Finish Initials Comments Date Time Date Time 
 
 

 
 

 
 

 
 

 
 

 
 

16 Specialized Inspection 
 

17 Joint Inspection (with Customs) 
 

18 Type of Specialized Inspection 

 
19 Lab Analysis 

 

  
 

Start Finish Initials/ 
Locatio
n 

Comments Date Time Date Time 

20 Lab  Analysis       
 

21 Analysis Received       
 

22 Cargo Located n/a n/a     
 

23 Cargo Unloaded       
 

24 GASI Physical  Inspection       
 

25 Cargo Loaded       
 

Customs Declaration Preparation  

26 Documents Received   Mth…………… Day………………  Hr………..…. Min………..…. 

27 Submitted by: 
Freight-forwarder Importer

Other........................  

28 Preparation of declaration 

Start Finish Comments Date Time Date Time 

     

Section C: Customs Clearance 

 
Lodgment of Customs 
Declaration 
(* Automated Data Capture from 

 

Yes No

Yes No

Quarantine Food Plant Technical 
S d d

Health Other

Yes No
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CAIS) 

29 Submission of Electronic 
Declaration* Mth…………… Day……………  Hr………..…. Min……….……. 

30 Presentation of Supporting 
Documents Mth…………… Day……………  Hr………..…. Min………………. 

31 Number of line items  
 

Document Audit/Assessment  Start Finish Comments Date Time Date Time 

32 Declaration Check      
 

33 Declarant Notified* Mth…………… Day……………  Hr………..…. Min………………. 

Payment of Duties, Taxes and Fees 

34 Method of Payment  
 

35 
Payment Slip 
Submitted/Notification of payment 
 

Mth…………… Day……………  Hr………..…. Min……….……. 

36 Tax payment confirmed in CAIS* Mth…………… Day……………  Hr………..…. Min……….……. 

Inspection:  Physical inspections are carried for goods in the red category.  Inspections may be carried out 
at the border inspection area or the scanner or at a customs control area 

37 Risk Category Red Orange Green  
38 Document Inspection 

 
  Start Finish Comments Date Time Date Time 

39 Document Inspection      
 

40 Physical Inspection 
 

 - At Border Crossing 
Inspection Area  

 - At Customs Control Area 
 

 - Scanner 
 

 Border Crossing Inspection Area:  
 

41 Cargo Located Mth…………… Day……………  Hr………..…. Min….…………. 

  
Start Finish 

Initials Comments Date Time Date Time 

42 Cargo Unloaded 
 
 
 

     

43  Physical Examination 
 
 
 

     

44 Customs Control Area 

 
Location………………………………………………………………
………………………………….. 
 

Bank Electronic

Yes No

Yes No

Yes No

Yes No

Yes No
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45 Arrival of Cargo Customs Control 
Area   Mth…………… Day……………  Hr..…….…... Min………………. 

46 Arrival of Customs State 
Inspector Mth…………… Day……………  Hr………..…. Min………………. 

47 Cargo/Container Located Mth…………… Day……………  Hr………..…. Min………………. 

  Start Finish Initials Comments Date Time Date  Time 

48 Cargo Unloaded  
  

   
 
 
 

49 Physical Examination 
  

   
 
 
 

50 Physical Examination Confirmed 
in CAIS* n/a n/a     

51 Approval for Release*       

52 Release (Declaration stamped) Mth…………… Day……………  Hr………..…. Min………………. 



 

 

3. SUKHBAATAR PORT 

3.1 Inbound and Outbound Trains – Black Box Observations  
3.1.1 Objective 

To measure: 
• The time between arrival and departure of trains entering Sukhbaatar Station 
• The processing times for freight trains by UB Railway, Customs and GASI 

3.1.2 Methodology 

Data Collection Method: Black box Observations recorded on Data Collection Form  

3.1.3 Work shift 

The Sukhbaatar Station opens from 9:00am to 6:00pm per day. Data will be collected over one 
shift per day for seven (7) days. 

3.1.4 Field researchers 

One (1) Field Researcher is required  

3.1.5 Procedure for data collection 

1. The Field Researcher is located at a point on the platform to clearly observe the train 
arriving and departing the station observes the movement of documents from the train 
operator to the rail authority and customs officials to GASI, the freight-forwarder etc 
and back to the train operator.   
 

2. The Field Researcher will collect data on trains arriving and leaving Station 2. 
 

3. Field Researcher will: 
a. Follow observe the arrival and departure of the train and follow the documents 

as the pass through Customs, UB Railway and GASI  
b. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
c. Use as many copies of data collection forms as needed 
d. Number each page of each form type sequentially 
e. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
………………. Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 

 
4. Data Collection Form Z: Sukhbaatar Station - Inbound and Outbound Freight Trains: 

Black Box Observation 
As each train arrives and departs the Field Researcher records the following 
information: 

a. Train number – Enter the official number of the train 
b. Direction of Travel of the train – Enter To Mongolia or To Russia 
c. Type of train – Observe the predominant type e.g. 90% plus of wagons and 

enter the following: Empty Tanker Cars. Full Tanker Cars. Empty Railcars, 
Full Railcars. Container on Flat Cars or other. Explain Other in Comments 
column. 
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d. Scheduled and actual arrival at Zamyn Uud Station – Enter the times to the 
nearest minute.  If there is no scheduled arrival time, enter ‘Unscheduled’. 

e. Time train conductor gives documents to Rail Authority and GASI (to the 
nearest minute) 

f. Time Customs/Rail Authority gives documents to Chinese/Mongolian Agent. 
Complete the relevant sections. 

g. Time documents given to GASI 
h. Time GASI returns documents to Rail Authority 
i. Time Rail Authority hands documents to Customs 
j. Time Customs hands documents to freight forwarder 
k. Time freight forwarder returns documents to Customs 
l. Time train operator receives documents 
m. Scheduled and actual departure time from Station 2 - Enter the times to the 

nearest minute. If there is no scheduled arrival time, enter ‘Unscheduled’. 
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U
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Transport 
Documents

Transport 
Documents

Transport 
Documents

Transport 
Documents

Transport 
Documents

For Translation

Transport 
Documents

FR
EI

G
H

T-
FO

RW
AR

D
ER

Transport 
Documents

For Specialized 
Inspections

Transport 
Documents

For Customs 
Processing

Transport 
Documents

To Prepare 
Manifest

Transport 
Documents

For Customs 
Processing

Transport 
Documents 

Sealed Envelope

FREIGHT TRAIN PROCESSING DOCUMENT FLOW 
SUKHBAATAR STATION
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FORM Z      Page……………………… 
 

DATA COLLECTION FORM 
SUKHBAATAR RAILWAY STATION 

Inbound Trains 
Black Box Observations 

LOCATION: 
 
 

DATE: SHIFT HOURS:  

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
(a) Mongolia to China or Mongolia to Russia; Russia to China or China to Russia  
(b) Empty Tanker Cars, Full Tanker Cars, Empty Wagons, Container on Flat Cars, Other Rail Cars (Explain other is comments)  
(c) Record time to the nearest minute.  
(d) Record times when train documents are physically passed from one person to another.  

  

LINE 
# 
 

TRAI
N # 

DIRECTION 
OF 

TRAVEL 
(a) 

TYPE OF 
TRAIN 

(b) 

NUMBER OF 
WAGONS/ 
RAIL CARS 

ARRIVAL TIME (c) 
MOVEMENTS OF DOCUMENTS (d) 

DEPARTURE 

COMMENTS 
SCHEDU 

LED ACTUAL SCHEDU 
LED ACTUAL FROM TRAIN 

OPERATOR TO 
CUSTOMS/RAIL 

AUTHORTY 

FROM 
RAIL/CUSTOMS 

TO RUSSIAN 
AGENT 

FROM 
RUSSION 

AGENT TO 
MONGOLIAN 

AGENT 

FROM 
MONGOLIAN 
AGENT TO 

GASI 

FROM GASI TO 
RAIL 

AUTHORUTY 

FROM RAIL 
AUTHORITY TO 

CUSTOMS 

FROM 
CUSTOMS TO 

FREIGHT 
FORWARDERS 

FROM 
FREIGHT 

FORWARDERS 
TO CUSTOMS 

TRAIN 
OPERATOR 
RECEIVES 

DOCUMENTS 
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FORM AA      Page……………………… 
 

DATA COLLECTION FORM 
SUKHBAATAR RAILWAY STATION 

Outbound Trains 
Black Box Observations 

LOCATION: 
 
 

DATE: SHIFT HOURS:  

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
(a) Mongolia to China or Mongolia to Russia; Russia to China or China to Russia  
(b) Empty Tanker Cars, Full Tanker Cars, Empty Wagons, Container on Flat Cars, Other Rail Cars (Explain other is comments)  
(c) Record time to the nearest minute.  
(d) Record times when train documents are physically passed from one person to another.  

LINE 
# 
 

TRAI
N # 

DIRECTION 
OF 

TRAVEL 
(a) 

TYPE OF 
TRAIN 

(b) 

NUMBER OF 
WAGONS/ 
RAIL CARS 

ARRIVAL TIME (c) 
MOVEMENTS OF DOCUMENTS (d) 

DEPARTURE 

COMMENTS 
SCHEDU 

LED ACTUAL SCHEDU 
LED ACTUAL FROM TRAIN 

OPERATOR TO 
CUSTOMS/RAIL 

AUTHORTY 

FROM 
RAIL/CUSTOMS 

TO RUSSIAN 
AGENT 

FROM 
RUSSION 

AGENT TO 
MONGOLIAN 

AGENT 

FROM 
MONGOLIAN 
AGENT TO 

GASI 

FROM GASI TO 
RAIL 

AUTHORUTY 

FROM RAIL 
AUTHORITY TO 

CUSTOMS 

FROM 
CUSTOMS TO 

FREIGHT 
FORWARDERS 

FROM 
FREIGHT 

FORWARDERS 
TO CUSTOMS 

TRAIN 
OPERATOR 
RECEIVES 

DOCUMENTS 
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3.2 Cargo Service Center- Observations  
3.2.1 Objective 

To measure the period of time between when goods enter Sukhbaatar Cargo Service Center 
and when goods are made available for removal by the owner 

3.2.2 Methodology 

Data Collection Method: Paper Trail Review on Data Collection Form Q. 

3.2.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk) is required – Field Researcher 10.   

3.2.4 Procedure for data collection 

Sukhbaatar Cargo Service Center keeps a record to track the movement of goods at the 
terminal including the date goods enter and leave the Cargo Service Center Facility. The 
Customs Department verifies the movement of vehicles. 

1. The Customs Inspector located at E-Trans will make copies of the journals held by 
Customs and UB Trans or allow the Field Researcher access to the journals during 
working hours for the seven (7) day period. 
 

2. The Field Researcher (Date Entry Clerk) extracts data from the journal/photocopies 
and enters it into computerized worksheets as described in steps 3 -6. 
 

3. Data Collection Form Q:  Customs Control Area – Paper Trail Review 
a. Line Number in Journal 
b. Date of Entry into Customs Control Area – Enter time to the nearest minute 
c. Licence Plate Number – Enter the entire licence plate number exactly as written 

on the licence plate with no spaces. 
d. Country of Origin 
e. Type of goods 
f. Destination 
g. Temporary Storage.  Indicate whether the goods are for domestic transit to inland 

depots or for customs clearance - inspection 
h. Customs Declaration Number 
i. Date of Exit – Enter the date goods are removed from the Customs Control Area. 

 
4. At the end of the shift, on a daily basis, the Field Researcher emails the file to 

………………. 
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FORM Q      Page……………………… 
 

DATA COLLECTION FORM 
CUSTOMS CONTROL AREA 

Inbound Cargo 
Paper Trail Reviews 

LOCATION: 
 

DATA ENTRY CLERK: 

Special Customs Control Area Customs Control Area
 

 

Line # Line In # 
Journal 

Date Of Entry 
Into Customs 
Control Area 

Licence Plate 
Number 

# 

Country Of 
Origin Of 

Goods 
Type of 
Goods 

Destination 
Of Goods 

(A) 

Temporary 
Storage 

Domestic 
Transit Or 
Customs 

Inspections 

Declaration 
Number 

Date Of Exit 
From 

Customs 
Control Area 

Comments 

           

           

           

           

           

           

           

           

           

           

           

           

           

           

           

(a) Indicate destination of goods: Russia (R); China (C); Domestic (D). Also, indicate, if in transit (T). For example, goods in transit to Russia should be written as C – T. 
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3.3 Special Customs Control Areas - Paper Trail Review  
3.3.1 Objective 

For imports and goods in transit particularly timber in temporary storage at customs control 
area.   

To measure the period of time between when goods enter the Customs Control Area and when 
goods are made available for removal by the owner or loaded onto to railcar/wagon for 
domestic or international transit. 

3.3.2 Methodology 

Data Collection Method: Paper Trail Review on Data Collection Form Q. 

3.3.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk) is required – Field Researcher 10.   

Copies of journal will be made and the Field Researcher will transfer the date from the journal 
to computerized worksheets. 

3.3.4 Work shift 

Data will be collected during and outside the working hours of the Customs Control Area.  

3.3.5 Procedure for data collection 

The Customs Department and Manager of the Customs Control Area keep a record of all 
lorries that enter and leave the Customs Control Area. The Customs Department verifies the 
movement of vehicles. 

1. The Field Researcher will make copies of the journals or access to the journals during 
working hours for the seven (7) day period. 
 

2. The Field Researcher (Date Entry Clerk) extracts data from the journal/photocopies 
and enters it into computerized worksheets as described in steps 3 -6. 

 
3. Data Collection Form Q: Customs Control Area – Paper Trail Review 

a. Line Number in Journal 
b. Date of Entry into Customs Control Area – Enter time to the nearest minute 
c. Licence Plate Number – Enter the entire licence plate number exactly as 

written on the licence plate with no spaces. 
d. Country of Origin 
e. Type of goods 
f. Destination 
g. Temporary Storage – Domestic transit or international transit. Indicate whether 

the goods are in domestic transit to inland depots or in international transit. 
h. Customs Declaration Number 
i. Date of exit of the goods 

 
4. At the end of the shift, on a daily basis, the Field Researcher emails the file to 

……………….   
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FORM Q      Page……………………… 
 

DATA COLLECTION FORM 
CUSTOMS CONTROL AREA 

Inbound Cargo 
Paper Trail Reviews 

LOCATION: 
 

DATA ENTRY CLERK: 

Special Customs Control Area Customs Control Area
 

 

Line # Line In # 
Journal 

Date Of Entry 
Into Customs 
Control Area 

Licence Plate 
Number 

# 

Country Of 
Origin Of 

Goods 
Type of 
Goods 

Destination 
Of Goods 

(A) 

Temporary 
Storage 

Domestic 
Transit Or 
Customs 

Inspections 

Declaration 
Number 

Date Of Exit 
From 

Customs 
Control Area 

Comments 

           

           

           

           

           

           

           

           

           

           

           

           

           

           

           

(a) Indicate destination of goods: Russia (R); China (C); Domestic (D). Also, indicate, if in transit (T). For example, goods in transit to Russia should be written as C – T. 
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3.4 Customs Control Area (CCA) - Cargo Clearance Survey Form 
3.4.1 Objective 

To measure the time taken from arrival of goods until their release from Customs.  

3.4.2 Methodology 

Data Collection Method: Survey Form C – Rail completed by border port officials involved in 
the cargo clearance process and the Customs Control Area Manager. 

The persons involved in data collection process for the Survey Form are: 

a) Field Researcher 
b) Customs 

i. Customs Officer – Document Control: Declaration check, Assessment, Payment 
ii. Customs State Inspector – inspection and release  

iii. Senior Customs State Inspector – approval 
c) GASI  

i. GASI – Inspector 
d) Customs broker 

3.4.3 Work shift 

The survey form will be distributed during working hours from 8am to 6pm over the seven day 
period. 

3.4.4 Field researchers 

Two (2) Field Researchers: 
• One (1) Field Researcher  
• One (1) Data Entry Clerk to input data from survey forms in Excel spreadsheet 

3.4.5 Procedure for data collection 

1. The Field Researcher will move through the bordering crossing ensuring that the 
survey forms are completed accurately and all relevant sections are filled out. They will 
collect the survey forms from the Customs Inspector and take them to the Data Entry 
Clerk 
 

2. The Data Entry Clerk will extract the data from the survey forms and input them into a 
Microsoft Excel spreadsheet. At the end of the shift, they will email the results 
to…………………………………………. 
 

3. The Field Researcher will provide survey forms to the Customs Officer at the Border 
Gates – Entry and Exit and will ensure that there is a sufficient supply throughout the 
day. 
 

4. The Customs Officer will staple the Survey Form to the Control Pass and give one to 
each driver who is registered in the CAIS system. This form is given to drivers 
transporting cargo into Mongolia for import or transit. This control pass is signed by 
Border Troop, Customs and GASI officers and submitted to the Border Guard at the 
exit gate. 
 

5. Since the Customs Inspector is the last person in the clearance process, s/he will detach 
the form from the Control Pass and put it in a file for collection. 
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6. The Data Entry Clerk will collect the forms to input the data in the Excel Spreadsheet 

throughout the day.  
 

7. Survey Form C is colour-coded to help officers to identify sections that they must 
complete. This is further detailed in the table below.  

Key: 
Customs GASI Customs Control 

Area Manager 
Customs Broker 

    
 
 

8. Officials must complete the survey form as accurately as possible and carry on business 
as usual 
 

9. The sequencing of steps on the survey form may vary. The times should be recorded as 
and when the process starts and ends.  
 

10. Field Researchers should remain inconspicuous and not disrupt the process flow.   
 

 Colour Responsibility 
1 Yellow Customs Officers 
2 Green GASI 
3 Blue Customs Control Area Manager 
4 Lilac Customs Broker 
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Survey Form C: Rail  
No. Question Officer responsible for 

completing question Location of Activity Explanation 

1 Name of Transporter Customs Officer Customs Office Name of Transporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 

3 Type of Cargo Customs Officer Customs Office Indicate type of cargo – FCL or Non-containerized or Express 
Consignment 

4 General Commodity Customs Officer Customs Office Give a description of the general commodity. If many times, state the 
majority type (s) 

5 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant 
boxes 

6 Name and ID Number of 
Importer/ Exporter Customs Officer Customs Office Name and ID Number of Importer/ Exporter 

7 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, 
clearing agent or the importer. 

8 Name and ID Number of 
Declarant Customs Officer Customs Office Name and ID Number of Declarant 

9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight 

10 Arrival of Goods Customs Officer Customs Office Record the date and time of arrival of goods at the border – day, month, 
hour and minute.   

11 Registration of Goods 
Declaration Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

12 Unloading  Customs Officer Customs Control Area 
(CCA) State the start and finish times for unloading the cargo 

13 Temporary Storage CCA Manager Customs Control Area 
(CCA) 

If goods are temporarily stored at the CCA, record the start time of 
temporary storage. If not, write n/a or draw a line through the question 

14 Specialized Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 

15 Joint Inspection (with Customs) GASI Inspector GASI Office Indicate whether it was a separate inspection or a joint inspection with 
Customs 

16 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
17 Sample taken GASI Inspector GASI Office Indicate whether lab analysis was done and sample taken 

18 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with 
taking the sample for the lab test. The end time is when it was ready to be 
taken to the lab. If none is required write n/a  or draw a line through. 

19 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border 
office, If none is required write n/a  or draw a line through. 

20 Cargo Located GASI Inspector Inspection Area If GASI must inspect cargo which must be unloading record the time it was 
located in the ‘finish’ section. If not, indicate n/a or draw a line through it 

21 GASI Physical  Inspection GASI Inspector Inspection Area 
Record the start and finish times. The finish time is the time that the 
“Notice of Professional of Animal, Plant, Substance and Commodities” is 
issued.  

22 Documents Received   Customs Broker  Record the time that the importer/driver/freight-forwarder hands the 
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documents for preparation of the customs declaration 

23 Submitted by: Customs Broker  Indicate who submitted the documents – freight-forwarder, importer or 
other. Explain other. 

24 Preparation of declaration Customs Broker  
Record the time when preparation of the customs declaration starts and 
the time it is completed.  The finish is the time on the CEPS when the 
customs declaration is submitted. 

25 Submission of Electronic 
Declaration* 

Customs Officer - 
Valuation Customs Office Record the time (month, day, hour, minute) of submission of customs 

declaration as recorded by the CAIS system 

26 Presentation of Supporting 
Documents 

Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, min) that the customs broker 

or other presents the original documents to Customs. 

27 Number of line items Customs Officer - 
Valuation Customs Office Record the number of line items as per declaration 

28 Declaration Check Customs Officer - 
Valuation Customs Office State the date and time when the declaration check starts and the time it 

ends.   

29 Declarant Notified* Customs Officer - 
Valuation Customs Office State time the customs broker or other was informed that the declaration 

was accepted or rejected 

30 Method of Payment Customs Officer - 
Valuation Customs Office Indicate the method of payment – electronic or via the bank 

31 Payment Slip 
Submitted/Notification of payment 

Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, minute) 

32 Tax payment confirmed in CAIS* Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, minute) as stamped in the 

CAIS confirming payment was made by the declarant 

33 Risk Category Customs Officer - 
Inspector Customs Office Indicate the risk category as assigned by CAIS. Tick red, orange or green 

box. 

34 Document Inspection Customs Officer - 
Inspector Customs Office Indicate whether a document inspection was carried out 

35 Document Inspection Customs Officer - 
Inspector Customs Office If a document inspection was carried out, indicate the start and finish 

times of this process. 

36 Physical Inspection Customs Officer  - 
Inspector Customs Office 

Indicate whether a physical inspection was carried out. Check the 
appropriate box Yes or No. Also indicate whether the inspection is to be 
carried out at the  

37 Control Card issued CCA Manager/Designee Inspection Area Time control card is issued to declarant to enter customs control area 

38 Container Located CCA Manager/Designee Inspection Area If cargo is unloaded, record the start and finish date and times.  If not, 
indicate n/a or draw a line through the box 

39  Container moved to Inspection 
Area CCA Manager/Designee Inspection Area If cargo is physically inspected, record the start and finish date and times.  

If not, indicate n/a or draw a line through the box 
40 Cargo Unloaded CCA Manager/Designee Customs Control Area State the start and finish times for unloading the cargo 

41 Physical Examination Customs Officer - 
Inspector Customs Office State the start and finish time of the actual physical inspection 
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42 Physical Examination Confirmed 
in CAIS* 

Customs Officer – 
Inspector Customs Office State the time that the inspection was confirmed in the CAIS system, that 

is the time stamp on CAIS 

43 Approval for Release* Customs Officer –   
Senior Inspector Customs Office Record the time the Senior Inspector approves the release of the goods. 

Record the date captured in CAIS 

44 Release (declaration stamped) Customs Officer – 
Inspector Customs Office Record the time the declaration is stamped and signed by the inspector. 
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FORM C                   
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM - RAIL  

Cargo Clearance 
 

 

 
The order of questions may not follow the sequence of the process workflow in practice. Complete the 
question at the start and end of each process step or when it occurs.  If an activity is not performed, 
draw a line through the question. Questions will be answered by respondents according to the colours 
indicated below: 
 

Customs GASI Customs Control Area 
Manager 

Customs Broker 

    

LOCATION  
 

Vehicle Number  
Transport Document Number  
Control Pass Number  
Declaration Number  
Manifest Number  
GASI Certificate Number  

Section A 

1 Name of Transporter Ulaanbaatar Railway 

2 Mode of Transport Rail 

3 Type of Cargo 
 

4 General Commodity  

5 Transport Documents 
 

 

 

6 Name and ID Number of Importer/ 
Exporter  

7 Declaration Code 
 

 
8 Name and ID Number of 

Declarant  

9 Classification of Goods 
Tariff Heading Value 

Origin Weight 

Section B:   

10 Arrival of Goods Mth……………… Day………………  Hr…………..…. Min..…………. 

FCL Non-containerized

Despatch Note Manifest

Multimodal document

Consignment Note Combined Documents

Broker Clearing Agent

Importer 
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11 Registration of Goods 
Declaration Mth……………. Day……..………. Hr……………. Min……….………. 

12 Unloading 
Start Finish Comments Date Time Date Time 

     

13 Start of Temporary Storage Mth……….……. Day……………. Hr……….……. Min……….………. 

General Agency for Specialized Inspections (GASI) -   To be Completed by GASI 

14 Specialized Inspection 
 

15 Joint Inspection (with Customs) 
 

16 Type of Specialized Inspection 

 
17 Sample taken 

 

Inspection 
Start Finish 

 Comments 
 Date Time Date Time 

18 Documents Received n/a n/a     

19 Lab  Analysis       

20 Analysis Received n/a n/a    
 

21 Cargo Located n/a n/a    

22 GASI Physical Examination      
 

Preparation of Declaration  

23 Receipt of documents by 
Customs Broker  

24 Submitted by: Freight-forwarder Importer Other  

25 Declaration Preparation 

Start Finish Comments Date Time Date Time 

     
 

Section C: Customs Clearance  

Lodgment of Customs Declaration 
(* Automated Data Capture from CAIS)  

26 Submission of Electronic 
Declaration* Mth…………… Day………………Hr………....…. Min………..……. 

27 Presentation of Supporting 
Documents Mth…………… Day……,……….  Hr……………. Min………..……. 

28 Number of line items  
 

Document Audit/ Assessment of 
Duty 

Start Finish Comments Date Time Date Time 

29 Document Audit      
 

31 Notification sent Mth…………… Day………………  Hr………..…. Min………………. 

Payment of Duties, Taxes and Fees 

Yes No

Yes No

Quarantine Food Plant Technical 
S d d

Health Other

Yes No
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32 Method of Payment 
 

  Start Finish Comments Date Time Date Time 

33 Payment Slip Submitted/Customs 
notified n/a n/a  

   
 

34 Tax payment confirmed in CAIS* n/a n/a    
 

Inspection: 

35 Risk Category Red Orange Green  

36 Document Inspection 
 

  Start Finish Comments Date Time Date Time 

37 Document Inspection      
 

 Physical Inspection 
 

38 Control Card issued  
Mth……………… Day………………  Hr………..…. Min……………. 

  
Start Finish Initials/ 

Locatio
n 

Comments Date Time Date Time 

39 Container/Goods Located       
 

40 Cargo moved to  Inspection Area       
 

41 Physical Examination by Customs       
 

42  Physical Inspection confirmed in 
CAIS *       

43 Approval for Release*       

44 Release Mth…….……… Day…….………  Hr………...…. Min………..……. 

Bank Electronic

Yes No

Yes No
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3.5 Export Clearance Survey Form 

3.5.1 Objective 

To measure the time taken to complete the export clearance process. 

3.5.2 Methodology 

Data Collection Method: Data Collection Form F: Export is completed GASI and Customs 
officials. 

3.5.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk)  

3.5.4 Procedure for data collection 
 

1. Customs Officer maintains control over the survey form and ensures all applicable 
sections are completed 

 
2. The sequencing of steps on the survey form may vary. The times should be 

recorded as and when the process starts and ends.  
 

3. The Data Entry Clerk will extract the data from the survey forms and input them 
into a Microsoft Excel spreadsheet. At the end of the shift, they will email the 
results to…………………………………………. 

 
4. Survey Form F is colour-coded to help officers to identify sections that they must 

complete.  



Business Plus Initiative Project 

Time Release Study: Procedure Manual Page 143 
 

Survey Form F: Export Clearance 

No. Question 
Officer responsible 

for completing 
question 

Location of Activity Explanation 

1 Name and ID of Exporter Customs Officer Customs Office Name of exporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs  Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 
4 General Commodity Customs Officer Customs  Office State the general commodity 
5 TIR System Customs Officer Customs  Office Indicate whether the goods will be exported under the TIRS System 

6 
List Permits and licenses 
required Customs Officer Customs Office List the permits required for export of goods 

7 All Permits Attached Customs Officer Customs Office Indicate whether all permits are attached. If not, state reason why. 
8 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 
9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight  

10 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, 
clearing agent or the importer. 

11 
Name and ID Number of Third 
Party (Broker) Customs Officer Customs Office Name and ID Number of Third Party if broker is used 

12 Examination of Goods Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

13 Goods examined at: Customs Officer Customs Office Indicate whether goods were examined at the exporter’s premises, customs 
or other location.  State name of other location 

14 Customs Inspection  Customs Officer Customs Office If goods are temporarily stored at the CCA, record the start time of temporary 
storage.  If not, write n/a or draw a line through the question 

15 GASI Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
17 Sample taken GASI Inspector GASI Office Indicate whether a sample was taken 

18 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with 
taking the sample for the lab test. The end time is when it was ready to be 
taken to the lab. If none is required write n/a or draw a line through. 

19 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border 
office, If none is required write n/a or draw a line through. 

20 Physical  Examination GASI Inspector Inspection Area Record the start and finish times of inspection.   
21 Certificate Issued GASI Inspector  Record date and time certificate issued 

22 Arrival of Goods  Customs Officer  Customs Office Record the date and time (month, day, hour, minute) the goods arrived at 
customs.  

23 Registration of Goods 
Declaration Customs Officer Customs Office Record the date and time (month, day, hour, min) goods declaration was 

registered on the CAIS system 
24 Release  Customs Officer  Customs Office Record the number of line items as per declaration 
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FORM F         
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM  

EXPORTS 
 

Location: ………………………………………………………………………Date: …………… 
 

 
The order of questions may not follow the sequence of the process workflow in practice. Each section 
should be completed at the beginning and end of each step as it occurs.  

ID Number of Goods Declaration  

Manifest Number  

GASI Certificate Number  

  

Section A: To Be Completed by Customs  

1 Name and ID Number of  Exporter  

2 Mode of Transport  

3 Type of Cargo 

 
4 General Commodity  

 

5 TIR System Yes No
 

6 List Permits and licenses required  
 

7 All Permits Attached Yes No
 

If no, indicate reason: 

8 Transport documents 
 

 
 

9 Classification of Goods Tariff Heading Value 
Weight  

10 Declaration Code 
 

 
11 Name and ID Number of Third Party 

(Broker) 
 
 

12 Examination of Goods Yes No
 

13 Goods examined at: 
Customs Exporter's premises

Other...............................................................
 

14 Customs Inspection  
Start Finish Initial Comment 

Date Time Date Time   

FCL Non-containerized

Express Consignment

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Airway Bill 

Importer 
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At Exporter Premises       
At Customs       
Other       

Section B: Generalized Agency for State Inspections 

15 Inspection by GASI Yes No
 

16 Type of Specialized Inspection  

 
17 Sample taken Yes No

 

  
Start Finish Initial Comment 

Date Time Date Time   
18 Lab Analysis       
19 Analysis Received n/a n/a     
20 Physical Examination       
21 Certificate issued n/a n/a     

Section B:   To Be Completed by Customs 

22 Arrival of Goods  Mth…………… Day……………  Hr………..…. Min……….……. 

23 Registration of Goods Declaration Mth…………… Day……………  Hr………..…. Min………………. 

24 Release  Mth…………… Day……………  Hr………..…. Min……..……. 

Quarantine Food Plant Technical 
S d d

Health Other





 

 

4. TSAGAANNUUR OF BAYAN OLGII PROVINCE: 





 

 

4. TSAGAANNUUR OF BAYAN OLGII PROVINCE  

4.1 Border Crossing – Inbound Vehicles - Black Box Observations 

Arrival at 
Checkpoint

Border Troop/
Immigration GASIWeighing 

Station Customs Broker
Customs 
Valuation 
Officer

Customs 
Inspector

Customs

Release  
4.1.1 Objective 

To measure the time it takes for vehicles arriving at the Tsagaannuur Border Crossing from 
Russia to complete all border formalities and exit.  

The time between the arrival at the end of the queue at the border crossing (Russian side) and 
departure from the border crossing (that is, unregulated road on Mongolian side) 

4.1.2 Methodology 

Data Collection Method: Black Box Observations on Data Collection Form AI 
The Black Box is the entire border crossing for inbound traffic. There is one entrance to the 
black box and one exit for passenger vehicles and lorries.    

Field Researchers will record data on each vehicle entering and exiting the Black Box 
standing: 

i. At the end of entry queue observing traffic from Russia and, 
ii. At the exit gate of the border crossing observing traffic leaving into Mongolia. The 

moment the vehicle leaves the border crossing is the time of exit. 

4.1.3 Shifts to be covered 

The Tsagaannuur Border Crossing opens from 8:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

4.1.4 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 1 – located at Checkpoint (Entry Gate) 
• Field Researcher 2 at Checkpoint (Exit Gate)  

 
4.1.5 Procedure for data collection 

 
1. Entrance to Black Box  - Field Researcher 1 
2. Exit from Black Box  - Field Researcher 2 

A. Entrance to Black Box – Field Researcher 1 

1. The end of the queue is always at a specified point during the data collection period. 
This is to be determined. 
 

2. Field Researcher will: 
a. Collect data from that specified point towards the checkpoint gate.  
b. Record data as vehicles reaches that specified point, that is the end of the queue 
c. At every 15 minute interval, observe the entire inbound queue and may need to 

walk to the front of the queue 
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d. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

e. Use as many copies of data collection forms as needed.  
f. Number each page of each form type sequentially 
g. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

h. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 

 
3. Data Collection Form AI: Tsagaannuur Border Crossing - Inbound Vehicles: Black 

Box Observation – Entrance to Black Box 
As each vehicle joins the end of the inbound queue, the Field Researcher records the 
following information: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Time vehicle enters the inbound queue (to the nearest minute if possible) 
c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 

TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Destination - Ask the driver, his/her destination in Mongolia or whether in 
transit through Mongolia. Enter Mongolia or Transit as appropriate on the form. 

e. Time documents are handed to Border Guards (to the nearest minute) 
f. Time documents to Customs Officer (to the nearest minute) 
g. Time of start of physical check (to the nearest minute). If no physical check is 

made, enter N/A (not applicable) 
h. Time the vehicle leaves the checkpoint and moves into the border crossing 
i. Comments if any. Record any noteworthy observations – the more the better.  

 
4. Data Collection Form AJ: Tsagaannuur Border Crossing - Inbound Vehicles: Black 

Box Observation – Entrance to Queue Length 
a. At every 15 minute interval, that is  on the hour and 15, 30, 45 minutes after the 

hour,  observe the entire inbound  
b. Record the following: 

i. Actual time of observation (to the nearest minute) 
ii. License plate number of the vehicle at the front of the inbound queue.  

This is the vehicle that will next pass into the border crossing) 
iii. The number and types of vehicle in the inbound queue. Enter the 

numbers and types of vehicles) 
 

B. Exit from Black Box – Field Researcher 2 
 
1. The Field Researcher is located at the Exit Gate (Checkpoint) of the border crossing 

leading to un-regulated road of Mongolia. S/he is positioned at a point best able to see 
vehicles as they leave the border crossing. 
 

2. The Field Researcher will collect data on vehicles as they leave the border crossing 
and enters un-regulated road. 
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3. Field Researcher will: 
a. Collect data from that specified point towards the checkpoint gate.  
b. Record data as vehicles reaches that specified point, that is the end of the 

queue 
c. At every 15 minute interval, observe the entire inbound queue and may need to 

walk to the front of the queue 
d. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
e. Use as many copies of data collection forms as needed 
f. Number each page of each form type sequentially 
g. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

h. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 

 
4. Data Collection Form AK: Tsagaannuur Border Crossing - Inbound Vehicles: Black 

Box Observation – Exit from Black Box 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

c. Time documents are handed to Border Guards (to the nearest minute) 
d. Time documents to Customs Officer (to the nearest minute) 
e. Time of start of physical check (to the nearest minute). If no physical check 

is made, enter N/A (not applicable) 
f. Time the vehicle leaves the checkpoint and moves into the border crossing 
g. Comments if any. Record any noteworthy observations – the more the better.  
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FORM AI   Page……………………… 
 

DATA COLLECTION FORM 
Tsagaannuur Border Crossing – Inbound Vehicles 
Black Box Observation – Entrance to Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
(a) Complete number as shown on licence plate with no spaces.   
(b) Must be Passenger Car, Bus, TIR Truck or Other (if Other, explain in Comments 
(c) Destination of vehicle – Mongolia or other country (Transit) 
(d) To nearest minute if possible 
(e) To nearest minute if possible 

 

LINE 
# 
 
 

LICENCE 
PLATE # 

(a) 

TYPE OF 
VEHICLE 

(b) 
 

TRANSIT OR 
MONGOLIA 

DESTINATION 
(c) 

TIME 
ENTERS 
INBOUND 
QUEUE 

(d) 

Time (e) 

COMMENTS DOCUMENTS 
GIVEN TO 
BORDER 
GUARD 

DOCUMENTS 
GIVEN TO 
CUSTOMS 

START OF 
PHYSICAL 

CHECK 

LEAVES 
CHECKPOINT 
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FORM AJ    Page……………………… 
 

DATA COLLECTION FORM 
Tsagaannuur Border Crossing 

Inbound Vehicles 
Black Box Observation - Entrance Queue Length 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
LINE 

# 
 
 

SCHEDULED 
TIME 

TIME ENTERS 
INBOUND QUEUE 

(a) 

PLATE NO. OF 
FRONT VEHICLE 

(b) 

NO.OF VEHICLES IN QUEUE (c) 

COMMENTS PASS-
ENGERS BUSES TIRS ORDINARY 

TRUCKS 

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

(a) Time should be on the hour and 15, 30 and 45 minutes after the hour. Show actual time data is collected 
(b) Vehicle at front of inbound queue; next vehicle enter border crossing. Complete number as shown on 

license plate with no spaces.    
(c) Count number of each type of vehicle 
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FORM AK                                                Page………………………... 
 

DATA COLLECTION FORM 
Tsagaannuur Border Crossing 

Inbound Vehicles 
Black Box Observation - Exit From Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE 
# 
 
 

LICENCE 
PLATE # 

(a) 

TYPE OF 
VEHICLE 

(b) 

TIME (c)  

COMMENTS 
DOCUMENTS 

GIVEN TO 
BORDER 
GUARD 

DOCUMENTS 
GIVEN TO 
CUSTOMS 

START OF 
PHYSICAL 

CHECK 

LEAVES 
CHECKPOINT 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

(a) Complete number as shown on licence plate with no spaces.  
(b) Must be Passenger Car, Bus, TIR Truck, Ordinary Truck or Other (explain other in Comments column) 
(c) To nearest minute if possible 
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4.2 Border Crossing – Outbound Vehicles – Black Box Method 
4.2.1 Objective 

To measure the time it takes for vehicles arriving at the Tsagaannuur Border Crossing to 
complete all border formalities and exit at gate on Russian side. That is, the time between the 
arrival at the end of the queue at the border crossing and departure at exit gate 

4.2.2 Methodology 

Data Collection Method: Black Box Observations on Data Collection Forms AL, AM, AN 

The Black Box is the entire border crossing for inbound traffic. There is one entrance to the 
black box and one exit for passenger vehicles and lorries.    

Field Researchers will record data on each vehicle entering and exiting the Black Box 
standing: 

i. At the end of entry queue observing traffic on Mongolian side and, 
ii. At the exit gate of the border crossing observing traffic leaving to Russia. The moment 

the vehicle leaves the border crossing is the time of exit. 
 

4.2.3 Work shifts 

The Tsagaannuur Border Crossing opens from 8:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

4.2.4 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 3 – located Checkpoint (Entry Gate) on Mongolian side of border 
• Field Researcher 4 – at Checkpoint (Entry Gate)  

 
4.2.5 Procedure for data collection 

 
1. Entrance to Black Box - Field Researcher 3 
2. Exit from Black Box - Field Researcher 4 

 
A. Entrance to Black Box – Field Researcher 3 

 
1. The end of the queue is always at a specified point during the data collection period. 

This is to be determined. 
 

2. Field Researcher will: 
a. Collect data from that specified point at the checkpoint gate.  
b. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
c. Use as many copies of data collection forms as needed 
d. Number each page of each form type sequentially 
e. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
………………. Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 

 
3. Data Collection Form AL: Tsagaannuur Border Crossing - Outbound Vehicles: Black 

Box Observation – Entrance to Black Box 
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As each vehicle joins the end of the inbound queue, the Field Researcher records the 
following information: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Time vehicle enters the inbound queue (to the nearest minute if possible) 
c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 

TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Destination - Ask the driver, his/her destination in Mongolia or whether in 
transit through Mongolia. Enter Mongolia or Transit as appropriate on the form. 

e. Time documents are handed to Border Guards (to the nearest minute) 
f. Time documents to Customs Officer (to the nearest minute) 
g. Time of start of physical check (to the nearest minute). If no physical check is 

made, enter N/A (not applicable) 
h. Time the vehicle leaves the checkpoint and moves into the border crossing 
i. Comments if any.  Record any noteworthy observations – the more the better.  

 
4. Data Collection Form AM: Tsagannuur Border Crossing - Outbound Vehicles: Black 

Box Observation – Entrance to Queue Length 
a. At every 15 minute interval, that is  on the hour and 15, 30, 45 minutes after the 

hour,  observe the entire inbound  
b. Record the following: 

i. Actual time of observation (to the nearest minute) 
ii. License plate number of the vehicle at the front of the inbound queue. 

This is the vehicle that will next pass into the border crossing) 
iii. The number and types of vehicle in the inbound queue. Enter the 

numbers and types of vehicles) 
 
B. Exit from Black Box – Field Researcher 2 
 

1. The Field Researcher is located at the Exit Gate (Checkpoint) of the border crossing 
leading to Russia. S/he is positioned at a point best able to see vehicles as they leave 
the border crossing. 
 

2. The Field Researcher will collect data on vehicles as they leave the border crossing 
and enters un-regulated road. 

 
3. Field Researcher will: 

a. Collect data from the specified point towards the checkpoint gate.  
b. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
c. Use as many copies of data collection forms as needed 
d. Number each page of each form type sequentially 
e. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
………………. Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 
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5. Data Collection Form AN: Tsagaannuur Border Crossing - Outbound Vehicles: Black 
Box Observation – Exit from Black Box 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

c. Time documents are handed to Border Guards (to the nearest minute) 
d. Time documents to Customs Officer (to the nearest minute) 
e. Time of start of physical check (to the nearest minute). If no physical check 

is made, enter N/A (not applicable) 
f. Time the vehicle leaves the checkpoint and moves into the border crossing 
g. Comments if any. Record any noteworthy observations – the more the better.  

  



Business Plus Initiative Project 

Page 158 Time Release Study: Procedure Manual 
 

FORM AL    Page……………………… 
 

DATA COLLECTION FORM 
Tsagaannuur Border Crossing 

Outbound Vehicles 
Black Box Observation – Entrance to Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
(a) Complete number as shown on licence plate with no spaces.   
(b) To nearest minute if possible 
(c) Must be Passenger Car, Bus, TIR Truck or Other (if Other, explain in Comments 
(d) Two letter Country Code for country where vehicle is registered. Visible on licence plate  
(e) Destination of vehicle – Mongolia or other country (Transit) 

 
  

LINE # 
 
 

LICENCE PLATE # 
(a) 

TIME ENTERS 
OUTBOUND 

QUEUE 
(b) 

TYPE OF 
VEHICLE 

(c) 

COUNTRY OF 
REGISTRATION 

(d) 

TRANSIT OR 
MONGOLIAN 

DESTINATION 
(e) 

COMMENTS 
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FORM AM    Page……………………… 
 

DATA COLLECTION FORM 
Tsagaannuur Border Crossing 

Outbound Vehicles 
Black Box Observation - Entrance Queue Length 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
LINE 

# 
 
 

SCHEDULED 
TIME 

TIME ENTERS 
INBOUND QUEUE 

(a) 

PLATE NO. OF 
FRONT VEHICLE 

(b) 

NO.OF VEHICLES IN QUEUE (c) 

COMMENTS PASS-
ENGERS BUSES TIRS ORDINARY 

TRUCKS 

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

(a) Time should be on the hour and 15, 30 and 45 minutes after the hour.  Show actual time data is collected 
(b) Vehicle at front of inbound queue; next vehicle enter border crossing. Complete number as shown on 

license plate with no spaces.  
(c) Count number of each type of vehicle 
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FORM AN  Page……………………… 
 

DATA COLLECTION FORM 
Tsagaannuur Border Crossing 

Outbound Vehicles 
Black Box Observation - Exit From Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # 
 
 

LICENCE PLATE # 
(a) 

TIME VEHICLE LEAVES 
BORDER CROSSING 

(b) 
 

TYPE OF VEHICLE 
(c) COMMENTS 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 
(a) Complete number as shown on licence plate with no spaces.  
(b) To nearest minute if possible 
(c) Must be Passenger Car, Bus, TIR Truck, Ordinary Truck or Other (explain other in Comments column) 
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4.3 Border Crossing Inspection Area – Inbound and Outbound Vehicles – Black Box 
4.3.1 Objective 

To measure the time it takes for vehicles arriving at the Inspection Area at Tsagaannuur 
Border Port to complete inspections by GASI and Customs authorities.  

The time between arrival at the Inspection Area and exit will be measured including time for 
completion of inspection by each agency.  

4.3.2 Methodology 

Data Collection Method: Black Box Observations using Data Collection Form AO. 

4.3.3 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 5 - Positioned at the white line before the Inspection Area - Inbound 
• Field Researcher 6 – Positioned at the white line before the Inspection Area - 

Outbound 

4.3.4 work shift  

The Tsagaannuur Border Crossing opens from 9:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

4.3.5 Procedure for data collection 

A. Entrance to Inspection Area – White Line 

1. One Field Researcher start at the white line to follow and observe all vehicles as they 
arrive at the inspection and go through GASI and Customs inspections and exit the 
inspection area.  
 

2. All inspections occur in the designated Inspection Area of the border crossing 
 

3. The Field Researcher will collect data on vehicles from the time they stop at the white 
line before the Inspection Area. 

 
4. The Field Researcher: 

a. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 

 
5. The Field Researcher will aim to follow every vehicle that enters the area. However, if 

busy, the Field Researcher will select to vehicles to follow through the inspection 
processes and record the following information on the Data Collection Form AO: 
Tsagaannuur Border Port  Inspection Area - Black Box Observations 
As each vehicle reaches the Inspection Area, the Field Researcher records the 
following information on the form: 

a. Location – Indicate whether Outbound (vehicles leaving Mongolia) or 
Inbound (vehicles entering Mongolia) 
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b. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Time of arrival of the vehicle at the white line before the inspection area. 
Enter to the nearest minute 

e. Time of GASI Inspection – Record the time GASI Inspector: 
a. Starts inspection of the vehicle  
b. End inspection of the vehicle 
c. Signs the Control Pass 

  Enter to the nearest minute 
f. Time for Customs Inspection – Record the time Customs Inspector: 

a. Starts inspecting the vehicle  
b. End inspection of the vehicle 
c. Signs the Control Pass 

Enter to the nearest minute 
g. Comments – Any noteworthy observations in terms of reason for delay if any  

 
6. When a vehicle finishes the inspection process, the Field Researcher selects another 

vehicle to begin the process again. 
 

7. At the end of the shift, on a daily basis, enter the data collected into the Excel data 
entry form (identical to the data collection form.  Email the file to ……………….  
 

8. Continue adding new data to the bottom of the previous day’s work sheet until the end 
of the data collection period. 
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FORM AO                        Page……………………… 
 

DATA COLLECTION FORM 
Tsagaannur of Bayan-Olgii Border Crossing 

Observation – INSPECTION AREA 
LOCATION: 
 
 

DATE: SHIFT HOURS:  

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # License Plate 
# 

Type of 
Vehicle 

 Time 

COMMENTS Arrival at 
Inspection 

Shed 

GASI Customs Exit 
Inspection 

Shed 
Start of 

Inspection 
End of 

Inspection 
Control Pass 

signed 
Start of 

Inspection 
End of Customs 

Inspection 
Control Pass 

signed 
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            
            

 



Business Plus Initiative Project 

Page 164 Time Release Study: Procedure Manual 
 

4.4 Border Crossing – Cargo Clearance Survey Form 
4.4.1 Objective 

To measure the time taken from arrival of goods until their release from Customs  

4.4.2 Methodology 

Data Collection Method: Survey Form D completed by border port officials involved in the 
cargo clearance process and the Customs Control Area Manager. 

The persons involved in data collection process for the Survey Form are: 
a. Field Researcher 
b. Border Troop 
c. Customs 

i. Customs Officer at the Gate 
ii. Customs Officer – Weighing Station 

iii. Customs Officer – Document Control: Declaration check, Assessment, 
Payment 

iv. Customs State Inspector – inspection and release  
v. Senior Customs State Inspector – approval 

d. GASI Border Control Unit 
i. GASI  officer in office 

ii. GASI – Inspector 
e. Customs broker 

4.4.3 Work shift 

The Altanbulag Border Crossing opens from 9:00am to 6:00pm per day. Data will be collected 
during working hours in one shift per day for seven (7) days. 

4.4.4 Field researchers 

Three (3) Field Researchers: 
• One (1) Field Researcher for outbound traffic 
• One (1) Field Researcher  for inbound traffic  
• One (1) Data Entry Clerk to input data from survey forms in Excel spreadsheet 

4.4.5 Procedure for data collection 

1. The Field Researcher will move through the bordering crossing ensuring that the 
survey forms are completed accurately and all relevant sections are filled out. They 
will collect the survey forms from the Customs Inspector and take them to the Data 
Entry Clerk 
 

2. The Data Entry Clerk will extract the data from the survey forms and input them 
into a Microsoft Excel spreadsheet. At the end of the shift, they will email the 
results to…………………………………………. 

 
3. The Field Researcher will provide survey forms to the Customs Officer at the 

Border Gates – Entry and Exit and will ensure that there is a sufficient supply 
throughout the day. 

 
4. The Customs Officer attaches the Survey Form to the Control Pass and gives one to 

each driver who is registered in the CAIS system. This form is given to drivers 
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transporting cargo into Mongolia for import or transit. This control pass is signed 
by Border Troop, Customs and GASI officers and submitted to the Border Guard at 
the exit gate. 

 
5. Since the Customs Inspector is the last person in the clearance process, s/he will 

detach the form from the Control Pass and put it in a file for collection. 
 
6. The Field Researcher collects the forms and hand them to the Data Entry Clerks to 

input in the Excel Spreadsheet collects the forms at least twice a day, at lunch time 
and the end of the day. The Field Supervisor will use his/her discretion in collecting 
forms for example, if the file is full, the Field Researcher will clear the file. 

 
7. Survey Form D is colour-coded to help officers to identify sections that they must 

complete. This is further detailed in the table below.  

Key: 

Customs GASI Customs Control 
Area Manager Customs Broker 

    
 

8. Border port officials must complete the questionnaire as accurately as possible  
 

9. The sequencing of steps on the survey form may vary. The times should be 
recorded as and when the process starts and ends.  

 
10. Border port officials should carry on business as usual 
 
11. Field Researchers should remain inconspicuous and not disrupt the process flow.   
 

The following is an example of the document flow from arrival to clearance of goods at the 
border.    

 Colour Responsibility 
1 Yellow Customs Officers 
2 Green GASI 
3 Blue Customs Control Area Manager 
4 Lilac Customs Broker 
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Survey Form D: Border Port 

Section 
 

Quest
ion 
Numb
er 

 
Officer responsible 

for completing 
question 

Location of 
Activity Explanation 

A 1 Name of Transporter Customs Officer Customs Border 
Gate Name of Transporter of goods 

 2 Mode of Transport Customs Officer Customs Border 
Gate Mode of Transport – Air, Rail or Road 

 3 Type of Cargo Customs Officer Customs Border 
Gate Indicate type of cargo – FCL or Non-containerized or Express Consignment 

 4 General Commodity Customs Officer Customs Border 
Gate 

Give a description of the general commodity. If many times, state the majority 
type (s) 

 5 TIR System  Customs Officer Customs Border 
Gate Check Yes box if the lorry is under the TIR Carnet system. If not, check  No 

 6 Transport Documents Customs Officer Customs Border 
Gate Indicate the transport documents presented by checking the relevant boxes 

 7 Name and ID Number of 
Importer/ Exporter Customs Officer Customs- OSS Name and ID Number of Importer/ Exporter 

 8 Declaration Code Customs Officer Customs - OSS Declaration Code – Indicate who is clearing the goods – Customs Broker, 
clearing agent or the importer. 

 9 Name and ID Number of 
Declarant Customs Officer Customs - OSS Name and ID Number of Declarant 

 10 Classification of Goods Customs Officer Customs - OSS Classification of Goods - Tariff Heading; Value; Origin; Weight 

B 11 Arrival of Goods Customs Officer Customs - OSS Record the date and time of arrival of goods at the border – day, month, hour 
and minute.   

 12 Border Registration Border Troop Customs Border 
Gate Time the Border Troop complete its registration process 

 13 Customs Registration Customs Officer Customs Border 
Gate Time Customs completes its registration process. Record CAIS time stamp. 

 14 Weighing Customs Officer Weighing Station 
The time or arrival of the vehicle at the weighing station and the completion of 
the process i.e. when the driver is handed the printed results and informed the 
process is complete 

 15 GASI Disinfectant GASI Inspector GASI Office Indicate whether GASI inspected the vehicle 
 16 Specialized Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 

 17 Joint Inspection (with 
Customs) GASI Inspector GASI Office Indicate whether it was a separate inspection or a joint inspection with Customs 

 18 Type of Specialized 
Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 

 19 Lab Analysis GASI Inspector GASI Office Indicate whether lab analysis was done 
 20 Lab Analysis GASI Inspector GASI Office If a lab test is required - The start of the lab analysis process begins with taking 
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the sample for the lab test. The end time is when it was ready to be taken to the 
lab.  If none is required write n/a  or draw a line through. 

 21 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, If 
none is required write n/a  or draw a line through. 

 22 Cargo Located GASI Inspector Inspection Area If GASI must inspect cargo which must be unloading record the time it was 
located in the ‘finish’ section.  If not, indicate n/a or draw a line through it 

 23 Cargo Unloaded GASI Inspector Inspection Area Record the start and finish times of the  

 24 GASI Physical  Inspection GASI Inspector Inspection Area Record the start and finish times.  The finish time is the time that the “Notice of 
Professional of Animal, Plant, Substance and Commodities” is issued.  

 25 Cargo Loaded GASI Inspector Inspection Area Record the start and finish time for loading the cargo. 

 26 Documents Received   Customs Broker  Record the time that the importer/driver/freight-forwarder hands the documents 
for preparation of the customs declaration 

 27 Submitted by: Customs Broker  Indicate who submitted the documents – freight-forwarder, importer or other.  
Explain other. 

 28 Preparation of declaration Customs Broker  
Record the time when preparation of the customs declaration starts and the time 
it is completed. The finish is the time on the CEPS when the customs declaration 
is submitted. 

C 29 Submission of Electronic 
Declaration* 

Customs Officer - 
Valuation Customs - OSS Record the time (month, day, hour, minute) of submission of customs declaration 

as recorded by the CAIS system 

 30 Presentation of Supporting 
Documents 

Customs Officer - 
Valuation Customs - OSS Record the date and time (month, day, hour, min) that the customs broker or 

other presents the original documents to Customs. 

 31 Number of line items Customs Officer - 
Valuation Customs - OSS Record the number of line items as per declaration 

 32 Declaration Check Customs Officer - 
Valuation Customs - OSS State the date and time when the declaration check starts and the time it ends.   

 33 Declarant Notified* Customs Officer - 
Valuation Customs - OSS State time the customs broker or other was informed that the declaration was 

accepted or rejected 

 34 Method of Payment Customs Officer - 
Valuation Customs - OSS Indicate the method of payment – electronic or via the bank 

 35 
Payment Slip 
Submitted/Notification of 
payment 

Customs Officer - 
Valuation Customs - OSS Record the date and time (month, day, hour, minute) 

 36 Tax payment confirmed in 
CAIS* 

Customs Officer - 
Valuation Customs - OSS Record the date and time (month, day, hour, minute) as stamped in the CAIS 

confirming payment was made by the declarant 

 37 Risk Category Customs Officer - 
Inspector Customs - OSS Indicate the risk category as assigned by CAIS.  Tick red, orange or green box. 

 38 Document Inspection Customs Officer - 
Inspector Customs - OSS Indicate whether a document inspection was carried out 

 39 Document Inspection Customs Officer - 
Inspector Customs - OSS If a document inspection was carried out, indicate the start and finish times of 

this process. 
 40 Physical Inspection Customs Officer  - Customs - OSS Indicate whether a physical inspection was carried out. Check the appropriate 
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Inspector box Yes or No. Also indicate whether the inspection is to be carried out at the  

 41 Cargo Located Customs Officer - 
Inspector Inspection Area At border crossing - If a physical examination of the goods is needed, state the 

time the cargo is located  

 42 Cargo Unloaded Customs Officer - 
Inspector Inspection Area If cargo is unloaded, record the start and finish date and times.  If not, indicate 

n/a or draw a line through the box 

 43  Physical Examination Customs Officer –
Inspector Inspection Area If cargo is physically inspected, record the start and finish date and times. If not, 

indicate n/a or draw a line through the box 

 48 Customs Control Area Customs Officer - 
Inspector 

Customs Control 
Area If goods are inspected at a customs control area, state the location 

 49 Arrival of Cargo Customs 
Control Area   

CCA 
Manager/Designee 

Customs Control 
Area State the time of arrival of the vehicle at the customs control area 

 50 Arrival of Customs State 
Inspector 

Customs Officer - 
Inspector 

Customs Control 
Area State the date and time of the arrival for physical inspection 

 51 Cargo/Container Located CCA 
Manager/Designee 

Customs Control 
Area State the start and finish times for locating the container or the cargo 

 52 Cargo Unloaded CCA 
Manager/Designee 

Customs Control 
Area State the start and finish times for unloading the cargo 

 53 Physical Examination Customs Officer - 
Inspector Customs - OSS State the start and finish time of the actual physical inspection 

 54 Physical Examination 
Confirmed in CAIS* 

Customs Officer – 
Inspector Customs - OSS State the time that the inspection was confirmed in the CAIS system, that is the 

time stamp on CAIS 

 55 Approval for Release* Customs Officer –  
Snr Inspector Customs - OSS Record the time the Senior Inspector approves the release of the goods. Record 

the date captured in CAIS 

 55 Release (declaration 
stamped) 

Customs Officer – 
Inspector Customs - OSS Record the time the declaration is stamped and signed by the inspector. 
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FORM D   
 

MONGOLIA TIME RELEASE STUDY -SURVEY FORM 
BORDER PORT 
Cargo Clearance 

 
Location: ……………………………………………………………………… 

 

 
The order of questions may not follow the sequence of the process workflow in practice. Complete the 
question at the start and end of each process step or when it occurs. If an activity is not performed, 
draw a line through the question. Questions will be answered by respondents according to the colours 
indicated below: 
 

Customs GASI Customs Control Area 
Manager 

Customs Broker 

    
 

Vehicle Number  
Transport Document Number  
Control Pass Number  
Declaration Number  
Manifest Number  
GASI Certificate Number  

Section A 

1 Name of Transporter  

2 Mode of Transport Road 

3 Type of Cargo 
 

4 General Commodity  

5 TIR System  
 

6 Transport Documents  

 

7 Name and ID Number of Importer/ 
Exporter  

8 Declaration Code 
  

9 Name and ID Number of Declarant  

10 Classification of Goods 
Tariff Heading Value 

Origin Weight 

Section B:    

11 Arrival of Goods at Checkpoint Mth…………… Day………………  Hr…………….…. Min………………. 

12 Border Registration Mth……………. Day………………. Hr………………. Min………………. 

FCL Non-containerized Express Consignment

Yes No

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent Importer 
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13 Customs Registration Mth……...……. Day………………. Hr………………. Min…….…………. 

Customs  

  
Start Finish Weigh

t: Comments Dat
e Time Date Time 

14 Weighing   
      

General Agency for Specialized Inspections (GASI) 

15 GASI Disinfectant 

Start Finish Initials Comments Date Time Date Time 
 
 

 
 

 
 

 
 

 
 

 
 

16 Specialized Inspection 
 

17 Joint Inspection (with Customs) 
 

18 Type of Specialized Inspection 

 
19 Lab Analysis 

 

  
 

Start Finish Initials/ 
Locatio
n 

Comments Date Time Date Time 

20 Lab  Analysis       
 

21 Analysis Received       
 

22 Cargo Located n/a n/a     
 

23 Cargo Unloaded       
 

24 GASI Physical  Inspection       
 

25 Cargo Loaded       
 

Customs Declaration Preparation  

26 Documents Received   Mth……………… Day………………Hr………………..Min………..……. 

27 Submitted by: 
Freight-forwarder Importer

Other........................  

28 Preparation of declaration 

Start Finish Comments Date Time Date Time 

     

Section C: Customs Clearance 

 

Lodgment of Customs 
Declaration 
(* Automated Data Capture from 
CAIS) 

 

29 Submission of Electronic 
Declaration* Mth……………… Day………….…  Hr…………..…. Min…….………. 

Yes No

Yes No

Quarantine Food Plant Technical 
S d d

Health Other

Yes No
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30 Presentation of Supporting 
Documents Mth……………… Day……………  Hr…………..…. Min………..……. 

31 Number of line items  
 

Document Audit/Assessment  Start Finish Comments Date Time Date Time 

32 Declaration Check      
 

33 Declarant Notified* Mth……………… Day……………  Hr…………..…. Min…………………. 

Payment of Duties, Taxes and Fees 

34 Method of Payment  
 

35 
Payment Slip 
Submitted/Notification of payment 
 

Mth……………… Day……………  Hr…………..…. Min……….………. 

36 Tax payment confirmed in CAIS* Mth……………… Day……………  Hr…………..…. Min………..……. 

Inspection:  Physical inspections are carried for goods in the red category.  Inspections may be carried out at the 
border inspection area or the scanner or at a customs control area 

37 Risk Category Red Orange Green  
38 Document Inspection 

 
  Start Finish Comments Date Time Date Time 

39 Document Inspection      
 

40 Physical Inspection 
 

 - At Border Crossing 
Inspection Area  

 - At Customs Control Area 
 

 - Scanner 
 

 Border Crossing Inspection Area:  
 

41 Cargo Located Mth……………… Day………………Hr……………..…Min………..……. 

  
Start Finish 

Initials Comments Date Time Date Time 

42 Cargo Unloaded 
 
 
 

     

43  Physical Examination 
 
 
 

     

44 Customs Control Area 
 
Location………………………………………………………………………
………………………….. 

45 Arrival of Cargo Customs Control 
Area   Mth……………… Day………………  Hr………..…. Min………..……. 

46 Arrival of Customs State 
Inspector Mth……………… Day………………  Hr………..…. Min………..……. 

47 Cargo/Container Located Mth……………… Day………………  Hr………..…. Min………..……. 

Bank Electronic

Yes No

Yes No

Yes No

Yes No

Yes No
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  Start Finish Initials Comments Date Time Date  Time 

48 Cargo Unloaded  
  

   
 
 
 

49 Physical Examination 
  

   
 
 
 

50 Physical Examination Confirmed 
in CAIS* n/a n/a     

51 Approval for Release*       

52 Release (Declaration stamped) Mth……………… Day………………  Hr………..…. Min………..……. 
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4.5 Export Clearance Survey Form 
4.5.1 Objective 

To measure the time taken to complete the export clearance process. 

4.5.2 Methodology 

Data Collection Method: Data Collection Form F: Export is completed GASI and Customs 
officials. 

4.5.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk)  

4.5.4 procedure for data collection 
 

1. Customs Officer maintains control over the survey form and ensures all applicable 
sections are completed 

 
2. The sequencing of steps on the survey form may vary. The times should be recorded 

as and when the process starts and ends.  
 
3. The Data Entry Clerk will extract the data from the survey forms and input them into 

a Microsoft Excel spreadsheet.  At the end of the shift, they will email the results 
to…………………………………………. 
 

4. Survey Form F is colour-coded to help officers to identify sections that they must 
complete.
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Survey Form F: Export Clearance 

No. Question 
Officer responsible 

for completing 
question 

Location of Activity Explanation 

1 Name and ID of Exporter Customs Officer Customs Office Name of exporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs  Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 
4 General Commodity Customs Officer Customs  Office State the general commodity 
5 TIR System Customs Officer Customs  Office Indicate whether the goods will be exported under the TIRS System 

6 
List Permits and licenses 
required Customs Officer Customs Office List the permits required for export of goods 

7 All Permits Attached Customs Officer Customs Office Indicate whether all permits are attached.  If not, state reason why. 
8 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 
9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight  

10 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, 
clearing agent or the importer. 

11 
Name and ID Number of Third 
Party (Broker) Customs Officer Customs Office Name and ID Number of Third Party if broker is used 

12 Examination of Goods Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

13 Goods examined at: Customs Officer Customs Office Indicate whether goods were examined at the exporter’s premises, customs 
or other location.  State name of other location 

14 Customs Inspection  Customs Officer Customs Office If goods are temporarily stored at the CCA, record the start time of temporary 
storage. If not, write n/a or draw a line through the question 

15 GASI Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
17 Sample taken GASI Inspector GASI Office Indicate whether a sample was taken 

18 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with 
taking the sample for the lab test.  The end time is when it was ready to be 
taken to the lab.  If none is required write n/a  or draw a line through. 

19 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border 
office, If none is required write n/a  or draw a line through. 

20 Physical  Examination GASI Inspector Inspection Area Record the start and finish times of inspection.   
21 Certificate Issued GASI Inspector  Record date and time certificate issued 

22 Arrival of Goods  Customs Officer  Customs Office Record the date and time (month, day, hour, minute) the goods arrived at 
customs.  

23 Registration of Goods 
Declaration Customs Officer Customs Office Record the date and time (month, day, hour, min) goods declaration was 

registered on the CAIS system 
24 Release  Customs Officer  Customs Office Record the number of line items as per declaration 
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FORM F        
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM  

EXPORTS 
 

Location: ………………………………………………………………………Date: ………………… 
 

 
The order of questions may not follow the sequence of the process workflow in practice.  Each section 
should be completed at the beginning and end of each step as it occurs.  

ID Number of Goods Declaration  

Manifest Number  

GASI Certificate Number  

  

Section A: To Be Completed by Customs  

1 Name and ID Number of  Exporter  

2 Mode of Transport  

3 Type of Cargo 
 

4 General Commodity  
 

5 TIR System Yes No
 

6 List Permits and licenses required  
 

7 All Permits Attached Yes No
 

If no, indicate reason: 

8 Transport documents 
 

 
 

9 Classification of Goods Tariff Heading Value 
Weight  

10 Declaration Code 
  

11 Name and ID Number of Third 
Party (Broker) 

 
 

12 Examination of Goods Yes No
 

13 Goods examined at: 
Customs Exporter's premises

Other...............................................................
 

14 

Customs Inspection  
Start Finish Initial Comment 

Date Time Date Time   
At Exporter Premises       
At Customs       
Other       

FCL Non-containerized Express Consignment

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Airway Bill 

Importer 
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Section B: Generalized Agency for State Inspections 

15 Inspection by GASI Yes No
 

16 Type of Specialized Inspection  

 
17 Sample taken Yes No

 

  
Start Finish Initial Comment 

Date Time Date Time   
18 Lab Analysis       
19 Analysis Received n/a n/a     
20 Physical Examination       
21 Certificate issued n/a n/a     

Section B: To Be Completed by Customs 

22 Arrival of Goods  Mth……………… Day………………  Hr…………..…. Min……….……. 

23 Registration of Goods Declaration Mth……………… Day………………  Hr…………..…. Min………..……. 

24 Release  Mth……………… Day………………  Hr…………..…. Min……………. 

Quarantine Food Plant Technical 
d d

Health Other





 

 

5. DORNOD PROVINCE: BAYANKHOSHUU BORDER PORT  
(Small port for exporting oil – Chinese border) 





 

 

5. DORNOD PROVINCE: BAYANKHOSHUU BORDER PORT (Small port for 
exporting oil – Chinese border) 

5.1 Border Crossing – Inbound Vehicles – Black Box Method 
5.1.1 Objective 

To measure the time it takes for vehicles arriving at the Bayankhoshuu Border Crossing from 
China to complete all border formalities and exit.  

The time between the arrival at the end of the queue at the border crossing (Chinese side) and 
departure from the border crossing (that is, unregulated road on Mongolian side) 

5.1.2 Methodology 

Data Collection Method: Black Box Observations 

The Black Box is the entire border crossing for inbound traffic. There is one entrance to the 
black box and one exit for passenger vehicles and lorries.    

Field Researchers will record data on each vehicle entering and exiting the Black Box 
standing: 

i. At the end of entry queue observing traffic from China and, 
ii. At the exit gate of the border crossing observing traffic leaving into Mongolia. The 

moment the vehicle leaves the border crossing is the time of exit. 
 

5.1.3 Shifts to be covered 

The Bayankhoshuu Border Crossing opens from 9:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

5.1.4 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 1 – located at Checkpoint (Entry Gate) on Chinese side 
• Field Researcher 2 at Checkpoint (Exit Gate)  

5.1.5 Procedure for data collection 

1. Entrance to Black Box  - Field Researcher 1 
2. Exit from Black Box  - Field Researcher 2 

 
A. Entrance to Black Box – Field Researcher 1 

 
1. The end of the queue is always at a specified point during the data collection period. 

This is to be determined. 
 

2. Field Researcher will: 
a. Collect data from that specified point towards the checkpoint gate.  
b. Record data as vehicles reaches that specified point, that is the end of the queue 
c. At every 15 minute interval, observe the entire inbound queue and may need to 

walk to the front of the queue 
d. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
e. Use as many copies of data collection forms as needed 
f. Number each page of each form type sequentially 
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g. At the end of the shift, on a daily basis, enter the data collected into the Excel 
data entry form (identical to the data collection form. Email the file to 
………………. Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 

 
3. Data Collection Form AB: Bayankhoshuu Border Crossing - Inbound Vehicles: Black 

Box Observation – Entrance to Black Box 
As each vehicle joins the end of the inbound queue, the Field Researcher records the 
following information: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Time vehicle enters the inbound queue (to the nearest minute if possible) 
c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 

TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Destination - Ask the driver, his/her destination in Mongolia or whether in 
transit through Mongolia. Enter Mongolia or Transit as appropriate on the form. 

e. Time documents are handed to Border Guards (to the nearest minute) 
f. Time documents to Customs Officer (to the nearest minute) 
g. Time of start of physical check (to the nearest minute). If no physical check is 

made, enter N/A (not applicable) 
h. Time the vehicle leaves the checkpoint and moves into the border crossing 
i. Comments if any. Record any noteworthy observations – the more the better.  

 
4. Data Collection Form AC: Bayankhoshuu Border Crossing - Inbound Vehicles: Black 

Box Observation – Entrance to Queue Length 
a. At every 15 minute interval, that is  on the hour and 15, 30, 45 minutes after the 

hour,  observe the entire inbound  
b. Record the following: 

i. Actual time of observation (to the nearest minute) 
ii. License plate number of the vehicle at the front of the inbound queue. 

This is the vehicle that will next pass into the border crossing) 
iii. The number and types of vehicle in the inbound queue. Enter the 

numbers and types of vehicles) 
 
B. Exit from Black Box – Field Researcher 2 
 

1. The Field Researcher is located at the Exit Gate (Checkpoint) of the border crossing 
leading to un-regulated road of Mongolia. S/he is positioned at a point best able to see 
vehicles as they leave the border crossing. 
 

2. The Field Researcher will collect data on vehicles as they leave the border crossing 
and enters un-regulated road. 

 
3. Field Researcher will: 

a. Collect data from that specified point towards the checkpoint gate.  
b. Record data as vehicles reaches that specified point, that is the end of the 

queue 



Business Plus Initiative Project 

Time Release Study: Procedure Manual Page 183 
 

c. At every 15 minute interval, observe the entire inbound queue and may need to 
walk to the front of the queue 

d. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

e. Use as many copies of data collection forms as needed 
f. Number each page of each form type sequentially 
g. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
………………. Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 

 
4. Data Collection Form AD: Bayankhoshuu Border Crossing - Inbound Vehicles: Black 

Box Observation – Exit from Black Box 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

h. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces.  Enter the number of vehicle 
and not the trailer if any. 

i. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

j. Time documents are handed to Border Guards (to the nearest minute) 
k. Time documents to Customs Officer (to the nearest minute) 
l. Time of start of physical check (to the nearest minute). If no physical check 

is made, enter N/A (not applicable) 
m. Time the vehicle leaves the checkpoint and moves into the border crossing 
n. Comments if any. Record any noteworthy observations – the more the better.  
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FORM AE    Page……………………… 
 

DATA COLLECTION FORM 
Bayankhoshuu Border Crossing 

Outbound Vehicles 
Black Box Observation – Entrance to Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

  
(a) Complete number as shown on licence plate with no spaces.   
(b) To nearest minute if possible 
(c) Must be Passenger Car, Bus, TIR Truck or Other (if Other, explain in Comments 
(d) Two letter Country Code for country where vehicle is registered. Visible on licence plate  
(e) Destination of vehicle – Mongolia or other country (Transit) 

  

LINE # 
 
 

LICENCE PLATE # 
(a) 

TIME ENTERS 
OUTBOUND 

QUEUE 
(b) 

TYPE OF 
VEHICLE 

(c) 

COUNTRY OF 
REGISTRATION 

(d) 

TRANSIT OR 
MONGOLIAN 

DESTINATION 
(e) 

COMMENTS 
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FORM AC    Page……………………… 
 

DATA COLLECTION FORM 
Bayankhoshuu Border Crossing 

Inbound Vehicles 
Black Box Observation - Entrance Queue Length 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
LINE 

# 
 
 

SCHEDULED 
TIME 

TIME ENTERS 
INBOUND QUEUE 

(a) 

PLATE NO. OF 
FRONT VEHICLE 

(b) 

NO.OF VEHICLES IN QUEUE (c) 

COMMENTS PASS-
ENGERS BUSES TIRS ORDINARY 

TRUCKS 

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 
(a) Time should be on the hour and 15, 30 and 45 minutes after the hour. Show actual time data is collected 
(b) Vehicle at front of inbound queue; next vehicle enter border crossing. Complete number as shown on 

license plate with no spaces.    
(c) Count number of each type of vehicle 
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FORM AD        Page………………………... 
 

DATA COLLECTION FORM 
Bayankhoshuu Border Crossing 

Inbound Vehicles 
Black Box Observation - Exit From Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE 
# 
 
 

LICENCE 
PLATE # 

(a) 

TYPE OF 
VEHICLE 

(b) 

TIME (c)  

COMMENTS 
DOCUMENTS 

GIVEN TO 
BORDER 
GUARD 

DOCUMENTS 
GIVEN TO 
CUSTOMS 

START OF 
PHYSICAL 

CHECK 

LEAVES 
CHECKPOINT 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

 
(a) Complete number as shown on licence plate with no spaces.  
(b) Must be Passenger Car, Bus, TIR Truck, Ordinary Truck or Other (explain other in Comments column) 
(c) To nearest minute if possible 
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5.2 Border Crossing – Outbound Vehicles – Black Box Method 
5.2.1 Objective 

To measure the time it takes for vehicles arriving at the Bayankhoshuu Border Crossing on the 
Mongolian side to complete all border formalities and exit at gate on Chinese side, that is, the 
time between reaching the end of the queue at the border crossing and departure at exit gate. 

5.2.2 Methodology 

Data Collection Method: Black Box Observations 

The Black Box is the entire border crossing for inbound traffic. There is one entrance to the 
black box and one exit for passenger vehicles and lorries.    

Field Researchers will record data on each vehicle entering and exiting the Black Box 
standing: 

i. At the end of entry queue observing traffic on Mongolian side and, 
ii. At the exit gate of the border crossing observing traffic leaving to China. The moment 

the vehicle leaves the border crossing is the time of exit. 

5.2.3 Work shifts 

The Bayankhoshuu Border Crossing opens from 9:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

5.2.4 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 3 – located Checkpoint (Entry Gate) on Mongolian side of border 
• Field Researcher 4 – at Checkpoint (Entry Gate)  

5.2.5 Procedure for data collection 

1. Entrance to Black Box - Field Researcher 3 
2. Exit from Black Box - Field Researcher 4 

 
A. Entrance to Black Box – Field Researcher 3 

 
1. The end of the queue is always at a specified point during the data collection period. 

This is to be determined. 
 

2. Field Researcher will: 
a. Collect data from that specified point at the checkpoint gate.  
b. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
c. Use as many copies of data collection forms as needed 
d. Number each page of each form type sequentially 
e. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
………………. Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 

 
3. Data Collection Form AE: Bayankhoshuu Border Crossing Crossing - Outbound 

Vehicles: Black Box Observation – Entrance to Black Box 
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As each vehicle joins the end of the inbound queue, the Field Researcher records the 
following information: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Time vehicle enters the inbound queue (to the nearest minute if possible) 
c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 

TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Destination - Ask the driver, his/her destination in Mongolia or whether in 
transit through Mongolia. Enter Mongolia or Transit as appropriate on the form. 

e. Time documents are handed to Border Guards (to the nearest minute) 
f. Time documents to Customs Officer (to the nearest minute) 
g. Time of start of physical check (to the nearest minute). If no physical check is 

made, enter N/A (not applicable) 
h. Time the vehicle leaves the checkpoint and moves into the border crossing 
i. Comments if any. Record any noteworthy observations – the more the better.  

 
4. Data Collection Form AF: Bayankhoshuu Border Crossing - Outbound Vehicles: 

Black Box Observation – Entrance to Queue Length 
a. At every 15 minute interval, that is  on the hour and 15, 30, 45 minutes after the 

hour, observe the entire inbound  
b. Record the following: 

i. Actual time of observation (to the nearest minute) 
ii. License plate number of the vehicle at the front of the inbound queue. 

This is the vehicle that will next pass into the border crossing) 
iii. The number and types of vehicle in the inbound queue. Enter the 

numbers and types of vehicles) 
 

B. Exit from Black Box – Field Researcher 2 
 

1. The Field Researcher is located at the Exit Gate (Checkpoint) of the border crossing 
leading to China. S/he is positioned at a point best able to see vehicles as they leave 
the border crossing. 
 

2. The Field Researcher will collect data on vehicles as they leave the border crossing 
and enters un-regulated road. 

 
3. Field Researcher will: 

a. Collect data from the specified point towards the checkpoint gate.  
b. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
c. Use as many copies of data collection forms as needed 
d. Number each page of each form type sequentially 
e. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
……………….   

f. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 
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4. Data Collection Form AG: Bayankhoshuu Border Crossing - Outbound Vehicles: 
Black Box Observation – Exit from Black Box 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

c. Time documents are handed to Border Guards (to the nearest minute) 
d. Time documents to Customs Officer (to the nearest minute) 
e. Time of start of physical check (to the nearest minute). If no physical check 

is made, enter N/A (not applicable) 
f. Time the vehicle leaves the checkpoint and moves into the border crossing 
g. Comments if any. Record any noteworthy observations – the more the better.  
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FORM AE    Page……………………… 
 

DATA COLLECTION FORM 
Bayankhoshuu Border Crossing 

Outbound Vehicles 
Black Box Observation – Entrance to Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

  
(a) Complete number as shown on licence plate with no spaces.   
(b) To nearest minute if possible 
(c) Must be Passenger Car, Bus, TIR Truck or Other (if Other, explain in Comments 
(d) Two letter Country Code for country where vehicle is registered. Visible on licence plate  
(e) Destination of vehicle – Mongolia or other country (Transit) 

 
  

LINE # 
 
 

LICENCE PLATE # 
(a) 

TIME ENTERS 
OUTBOUND 

QUEUE 
(b) 

TYPE OF 
VEHICLE 

(c) 

COUNTRY OF 
REGISTRATION 

(d) 

TRANSIT OR 
MONGOLIAN 

DESTINATION 
(e) 

COMMENTS 
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FORM AF    Page……………………… 
 

DATA COLLECTION FORM 
Bayankhoshuu Border Crossing 

Outbound Vehicles 
Black Box Observation - Entrance Queue Length 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
LINE 

# 
 
 

SCHEDULED 
TIME 

TIME ENTERS 
INBOUND QUEUE 

(a) 

PLATE NO. OF 
FRONT VEHICLE 

(b) 

NO.OF VEHICLES IN QUEUE (c) 

COMMENTS PASS-
ENGERS BUSES TIRS ORDINARY 

TRUCKS 

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 
(a) Time should be on the hour and 15, 30 and 45 minutes after the hour.  Show actual time data is collected 
(b) Vehicle at front of inbound queue; next vehicle enter border crossing. Complete number as shown on 

license plate with no spaces.  
(c) Count number of each type of vehicle 
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FORM AG  Page……………………… 
 

DATA COLLECTION FORM 
Bayankhoshuu Border Crossing 

Outbound Vehicles 
Black Box Observation - Exit From Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # 
 
 

LICENCE PLATE # 
(a) 

TIME VEHICLE LEAVES 
BORDER CROSSING 

(b) 
 

TYPE OF VEHICLE 
(c) COMMENTS 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 
(a) Complete number as shown on licence plate with no spaces.  
(b) To nearest minute if possible 
(c) Must be Passenger Car, Bus, TIR Truck, Ordinary Truck or Other (explain other in Comments column) 
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5.3 Border Crossing – Inspection Area – Black Box Method 
5.3.1 Objective 

To measure the time it takes for vehicles arriving at the Inspection Area at Bayankhoshuu 
Border Port to complete inspections by GASI and Customs authorities.  

The time between arrival at the Inspection Area and exit will be measured including time for 
completion of inspection by each agency.  

5.3.2 Methodology 

Data Collection Method: Black Box Observations using Data Collection Form X and Data 
Collection Form Y 

5.3.3 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 5 - Positioned at the white line before the Inspection Area - Inbound 
• Field Researcher 6 – Positioned at the white line before the Inspection Area - 

Outbound 

5.3.4 Work shift  

The Bayankhoshuu Border Crossing opens from 9:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

5.3.5 Procedure for data collection 

A. Entrance to Inspection Area – White Line 

1. One Field Researcher start at the white line to follow and observe all vehicles as they 
arrive at the inspection and go through GASI and Customs inspections and exit the 
inspection area.  
 

2. All inspections occur in the designated Inspection Area of the border crossing 
 

3. The Field Researcher will collect data on vehicles from the time they stop at the white 
line before the Inspection Area. 

 
4. The Field Researcher: 

a. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 

 
5. The Field Researcher will aim to follow every vehicle that enters the area. However, if 

busy, the Field Researcher will select to vehicles to follow through the inspection 
processes and record the following information on the Data Collection Form AH: 
Bayankhoshuu Border Port  Inspection Area - Black Box Observations 

As each vehicle reaches the Inspection Area, the Field Researcher records the 
following information on the form: 

a. Location – Indicate whether Outbound (for vehicles leaving Mongolia) or 
Inbound (for vehicles entering Mongolia)  
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b. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT).  If Other, specify type of vehicle in Comments 
column 

d. Time of arrival of the vehicle at the white line before the inspection area 
(enter to the nearest minute) 

e. Time of GASI Inspection – Record the time GASI Inspector: 
i. Starts inspection of the vehicle  

ii. End inspection of the vehicle 
iii. Signs the Control Pass 

Enter to the nearest minute 
f. Time for Customs Inspection – Record the time Customs Inspector: 

i. Starts inspecting the vehicle  
ii. End inspection of the vehicle 

iii. Signs the Control Pass 
Enter to the nearest minute. 

g. Comments – Any noteworthy observations in terms of reason for delay if any 
etc 
 

6. When a vehicle finishes the inspection process, the Field Researcher selects another 
vehicle to begin the process again. 
 

7. At the end of the shift, on a daily basis, enter the data collected into the Excel data 
entry form (identical to the data collection form.  Email the file to ……………….  
 

8. Continue adding new data to the bottom of the previous day’s work sheet until the end 
of the data collection period. 
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FORM AH   Page……………………… 
 

DATA COLLECTION FORM 
Bayankhoshuu of Dornod Province  Border Crossing 

Observation – INSPECTION AREA 
LOCATION: 
 
 

DATE: SHIFT HOURS:  

Start Time Finish Time Break Times 
FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # License Plate 
# 

Type of 
Vehicle 

 Time 

COMMENTS Arrival at 
Inspection 

Shed 

GASI Customs Exit 
Inspection 

Shed 
Start of 

Inspection 
End of 

Inspection 
Control Pass 

signed 
Start of 

Inspection 
End of Customs 

Inspection 
Control Pass 

signed 
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5.4 Border Crossing – Cargo Clearance Survey Form 

5.4.1 Objective 

To measure the time taken from arrival of goods until their release from Customs  

5.4.2 Methodology 

Data Collection Method: Survey Form D completed by border port officials involved in the 
cargo clearance process and the Customs Control Area Manager. 

The persons involved in data collection process for the Survey Form are: 
a) Field Researcher 
b) Border Troop 
c) Customs 

i. Customs Officer at the Gate 
ii. Customs Officer – Weighing Station 

iii. Customs Officer – Document Control: Declaration check, Assessment, Payment 
iv. Customs State Inspector – inspection and release  
v. Senior Customs State Inspector – approval 

d) GASI Border Control Unit 
i. GASI  officer in office 

ii. GASI – Inspector 
e) Customs broker 

5.4.3 Work shift 

The Altanbulag Border Crossing opens from 9:00am to 6:00pm per day. Data will be collected 
during working hours in one shift per day for seven (7) days. 

5.4.4 Field researchers 

Three (3) Field Researchers: 
• One (1) Field Researcher for outbound traffic 
• One (1) Field Researcher  for inbound traffic  
• One (1) Data Entry Clerk to input data from survey forms in Excel spreadsheet 

5.4.5 Procedure for data collection 

1. The Field Researcher will move through the bordering crossing ensuring that the 
survey forms are completed accurately and all relevant sections are filled out. They 
will collect the survey forms from the Customs Inspector and take them to the Data 
Entry Clerk 
 

2. The Data Entry Clerk will extract the data from the survey forms and input them 
into a Microsoft Excel spreadsheet. At the end of the shift, they will email the 
results to…………………………………………. 

 
3. The Field Researcher will provide survey forms to the Customs Officer at the 

Border Gates – Entry and Exit and will ensure that there is a sufficient supply 
throughout the day. 

 
4. The Customs Officer attaches the Survey Form to the Control Pass and give one to 

each driver who is registered in the CAIS system. This form is given to drivers 
transporting cargo into Mongolia for import or transit. This control pass is signed 
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by Border Troop, Customs and GASI officers and submitted to the Border Guard at 
the exit gate. 

 
5. Since the Customs Inspector is the last person in the clearance process, s/he will 

detach the form from the Control Pass and put it in a file for collection. 
 
6. The Field Researcher collects the forms and hand them to the Data Entry Clerks to 

input in the Excel Spreadsheet collects the forms at least twice a day, at lunch time 
and the end of the day. The Field Supervisor will use his/her discretion in collecting 
forms for example, if the file is full, the Field Researcher will clear the file. 

 
7. Survey Form D is colour-coded to help officers to identify sections that they must 

complete. This is further detailed in the table below.  

Key: 

Customs GASI Customs Control 
Area Manager Customs Broker 

    
 

8. Border port officials must complete the questionnaire as accurately as possible and 
carry on business as usual. 

 
9. The sequencing of steps on the survey form may vary. The times should be 

recorded as and when the process starts and ends.  
 

10. Field Researchers should remain inconspicuous and not disrupt the process flow.   
 

The following is an example of the document flow from arrival to clearance of goods at the 
border.    
 

 Colour Responsibility 
1 Yellow Customs Officers 
2 Green GASI 
3 Blue Customs Control Area Manager 
4 Lilac Customs Broker 
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Survey Form D: Border Port 
Section 

 
Question 
Number  

Officer responsible 
for completing 

question 
Location of 

Activity Explanation 

A 1 Name of Transporter Customs Officer Customs Border 
Gate Name of Transporter of goods 

 2 Mode of Transport Customs Officer Customs Border 
Gate Mode of Transport – Air, Rail or Road 

 3 Type of Cargo Customs Officer Customs Border 
Gate Indicate type of cargo – FCL or Non-containerized or Express Consignment 

 4 General Commodity Customs Officer Customs Border 
Gate 

Give a description of the general commodity.  If many times, state the 
majority type (s) 

 5 TIR System  Customs Officer Customs Border 
Gate Check Yes box if the lorry is under the TIR Carnet system. If not, check  No 

 6 Transport Documents Customs Officer Customs Border 
Gate Indicate the transport documents presented by checking the relevant boxes 

 7 Name and ID Number of 
Importer/ Exporter Customs Officer Customs- OSS Name and ID Number of Importer/ Exporter 

 8 Declaration Code Customs Officer Customs - OSS Declaration Code – Indicate who is clearing the goods – Customs Broker, 
clearing agent or the importer. 

 9 Name and ID Number of 
Declarant Customs Officer Customs - OSS Name and ID Number of Declarant 

 10 Classification of Goods Customs Officer Customs - OSS Classification of Goods - Tariff Heading; Value; Origin; Weight 

B 11 Arrival of Goods Customs Officer Customs - OSS Record the date and time of arrival of goods at the border – day, month, hour 
and minute.   

 12 Border Registration Border Troop Customs Border 
Gate Time the Border Troop complete its registration process 

 13 Customs Registration Customs Officer Customs Border 
Gate Time Customs completes its registration process. Record CAIS time stamp. 

 14 Weighing Customs Officer Weighing Station 
The time or arrival of the vehicle at the weighing station and the completion 
of the process i.e. when the driver is handed the printed results and informed 
the process is complete 

 15 GASI Disinfectant GASI Inspector GASI Office Indicate whether GASI inspected the vehicle 
 16 Specialized Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 

 17 Joint Inspection (with 
Customs) GASI Inspector GASI Office Indicate whether it was a separate inspection or a joint inspection with 

Customs 

 18 Type of Specialized 
Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 

 19 Lab Analysis GASI Inspector GASI Office Indicate whether lab analysis was done 

 20 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with 
taking the sample for the lab test.  The end time is when it was ready to be 
taken to the lab.  If none is required write n/a  or draw a line through. 
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 21 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border 
office, If none is required write n/a  or draw a line through. 

 22 Cargo Located GASI Inspector Inspection Area If GASI must inspect cargo which must be unloading record the time it was 
located in the ‘finish’ section.  If not, indicate n/a or draw a line through it 

 23 Cargo Unloaded GASI Inspector Inspection Area Record the start and finish times of the  

 24 GASI Physical  
Inspection GASI Inspector Inspection Area Record the start and finish times.  The finish time is the time that the “Notice 

of Professional of Animal, Plant, Substance and Commodities” is issued.  
 25 Cargo Loaded GASI Inspector Inspection Area Record the start and finish time for loading the cargo. 

 26 Documents Received   Customs Broker  Record the time that the importer/driver/freight-forwarder hands the 
documents for preparation of the customs declaration 

 27 Submitted by: Customs Broker  Indicate who submitted the documents – freight-forwarder, importer or other.  
Explain other. 

 28 Preparation of 
declaration Customs Broker  

Record the time when preparation of the customs declaration starts and the 
time it is completed.  The finish is the time on the CEPS when the customs 
declaration is submitted. 

C 29 Submission of Electronic 
Declaration* 

Customs Officer - 
Valuation Customs - OSS Record the time (month, day, hour, minute) of submission of customs 

declaration as recorded by the CAIS system 

 30 Presentation of 
Supporting Documents 

Customs Officer - 
Valuation Customs - OSS Record the date and time (month, day, hour, min) that the customs broker or 

other presents the original documents to Customs. 

 31 Number of line items Customs Officer - 
Valuation Customs - OSS Record the number of line items as per declaration 

 32 Declaration Check Customs Officer - 
Valuation Customs - OSS State the date and time when the declaration check starts and the time it 

ends.   

 33 Declarant Notified* Customs Officer - 
Valuation Customs - OSS State time the customs broker or other was informed that the declaration was 

accepted or rejected 

 34 Method of Payment Customs Officer - 
Valuation Customs - OSS Indicate the method of payment – electronic or via the bank 

 35 
Payment Slip 
Submitted/Notification of 
payment 

Customs Officer - 
Valuation Customs - OSS Record the date and time (month, day, hour, minute) 

 36 Tax payment confirmed 
in CAIS* 

Customs Officer - 
Valuation Customs - OSS Record the date and time (month, day, hour, minute) as stamped in the CAIS 

confirming payment was made by the declarant 

 37 Risk Category Customs Officer - 
Inspector Customs - OSS Indicate the risk category as assigned by CAIS.  Tick red, orange or green 

box. 

 38 Document Inspection Customs Officer - 
Inspector Customs - OSS Indicate whether a document inspection was carried out 

 39 Document Inspection Customs Officer - 
Inspector Customs - OSS If a document inspection was carried out, indicate the start and finish times of 

this process. 

 40 Physical Inspection Customs Officer  - 
Inspector Customs - OSS 

Indicate whether a physical inspection was carried out.  Check the 
appropriate box Yes or No.  Also indicate whether the inspection is to be 
carried out at the  

 41 Cargo Located Customs Officer - Inspection Area At border crossing - If a physical examination of the goods is needed, state 
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Inspector the time the cargo is located  

 42 Cargo Unloaded Customs Officer - 
Inspector Inspection Area If cargo is unloaded, record the start and finish date and times.  If not, 

indicate n/a or draw a line through the box 

 43  Physical Examination Customs Officer –
Inspector Inspection Area If cargo is physically inspected, record the start and finish date and times.  If 

not, indicate n/a or draw a line through the box 

 48 Customs Control Area Customs Officer - 
Inspector 

Customs Control 
Area If goods are inspected at a customs control area, state the location 

 49 Arrival of Cargo Customs 
Control Area   

CCA 
Manager/Designee 

Customs Control 
Area State the time of arrival of the vehicle at the customs control area 

 50 Arrival of Customs State 
Inspector 

Customs Officer - 
Inspector 

Customs Control 
Area State the date and time of the arrival for physical inspection 

 51 Cargo/Container Located CCA 
Manager/Designee 

Customs Control 
Area State the start and finish times for locating the container or the cargo 

 52 Cargo Unloaded CCA 
Manager/Designee 

Customs Control 
Area State the start and finish times for unloading the cargo 

 53 Physical Examination Customs Officer - 
Inspector Customs - OSS State the start and finish time of the actual physical inspection 

 54 Physical Examination 
Confirmed in CAIS* 

Customs Officer – 
Inspector Customs - OSS State the time that the inspection was confirmed in the CAIS system, that is 

the time stamp on CAIS 

 55 Approval for Release* Customs Officer –  Snr 
Inspector Customs - OSS Record the time the  Senior Inspector approves the release of the goods. 

Record the date captured in CAIS 

 55 Release (declaration 
stamped) 

Customs Officer – 
Inspector Customs - OSS Record the time the declaration is stamped and signed by the inspector. 
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FORM D   
MONGOLIA TIME RELEASE STUDY -SURVEY FORM 

BORDER PORT 
Cargo Clearance 

 
Location: ……………………………………………………………………… 

 

 
The order of questions may not follow the sequence of the process workflow in practice. Complete the 
question at the start and end of each process step or when it occurs. If an activity is not performed, 
draw a line through the question.  Questions will be answered by respondents according to the colours 
indicated below: 
 

Customs GASI Customs Control Area 
Manager 

Customs Broker 

    
 

Vehicle Number  
Transport Document Number  
Control Pass Number  
Declaration Number  
Manifest Number  
GASI Certificate Number  

Section A 

1 Name of Transporter  

2 Mode of Transport Road 

3 Type of Cargo 

 
4 General Commodity  

5 TIR System  
 

6 Transport Documents  

 

7 Name and ID Number of Importer/ 
Exporter  

8 Declaration Code 
 

 
9 Name and ID Number of Declarant  

10 Classification of Goods 
Tariff Heading Value 

Origin Weight 

Section B:    

11 Arrival of Goods at Checkpoint Mth……………… Day………………Hr…………..…. Min……………. 

FCL Non-containerized

Express Consignment

Yes No

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Importer 
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12 Border Registration Mth…..…………. Day……..……….Hr………..……. Min……………. 

13 Customs Registration Mth………..……. Day……..……….Hr……..………. Min……..……… 

Customs  

  
Start Finish Weigh

t: Comments Dat
e Time Date Time 

14 Weighing   
      

General Agency for Specialized Inspections (GASI) 

15 GASI Disinfectant 

Start Finish Initials Comments Date Time Date Time 
 
 

 
 

 
 

 
 

 
 

 
 

16 Specialized Inspection 
 

17 Joint Inspection (with Customs) 
 

18 Type of Specialized Inspection 

 
19 Lab Analysis 

 

  
 

Start Finish Initials/ 
Locatio
n 

Comments Date Time Date Time 

20 Lab  Analysis       
 

21 Analysis Received       
 

22 Cargo Located n/a n/a     
 

23 Cargo Unloaded       
 

24 GASI Physical  Inspection       
 

25 Cargo Loaded       
 

Customs Declaration Preparation  

26 Documents Received   Mth………………Day………………Hr…………..…. Min………..…. 

27 Submitted by: 
Freight-forwarder Importer

Other........................  

28 Preparation of declaration 

Start Finish Comments Date Time Date Time 

     

Section C: Customs Clearance 

 

Lodgment of Customs 
Declaration 
(* Automated Data Capture from 
CAIS) 

 

Yes No

Yes No

Quarantine Food Plant Technical 
d d

Health Other

Yes No
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29 Submission of Electronic 
Declaration* Mth……………… Day………………Hr…………..….Min……………. 

30 Presentation of Supporting 
Documents Mth……………… Day………………Hr…………..….Min……………. 

31 Number of line items  
 

Document Audit/Assessment  Start Finish Comments Date Time Date Time 

32 Declaration Check      
 

33 Declarant Notified* Mth…………… Day………………Hr…………..…. Min………………. 

Payment of Duties, Taxes and Fees 

34 Method of Payment  
 

35 
Payment Slip 
Submitted/Notification of payment 
 

Mth……………… Day………………Hr…………..…. Min……………. 

36 Tax payment confirmed in CAIS* Mth………………Day………………Hr…………..…. Min……….……. 

Inspection:  Physical inspections are carried for goods in the red category.  Inspections may be carried out at 
the border inspection area or the scanner or at a customs control area 

37 Risk Category Red Orange Green  
38 Document Inspection 

 
  Start Finish Comments Date Time Date Time 

39 Document Inspection      
 

40 Physical Inspection 
 

 - At Border Crossing 
Inspection Area  

 - At Customs Control Area 
 

 - Scanner 
 

 Border Crossing Inspection Area:  
 

41 Cargo Located Mth………………Day………………Hr…………..….Min……………. 

  
Start Finish 

Initials Comments Date Time Date Time 

42 Cargo Unloaded 
 
 
 

     

43  Physical Examination 
 
 
 

     

44 Customs Control Area 
 
Location……………………………………………………………………
…………………………….. 

45 Arrival of Cargo Customs Control 
Area   Mth………………Day………………Hr…………..…. Min………..…… 

46 Arrival of Customs State 
Inspector Mth………………Day………………Hr…………..…. Min………..…. 

Bank Electronic

Yes No

Yes No

Yes No

Yes No

Yes No
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47 Cargo/Container Located Mth………………Day………………Hr…………..…. Min………..…. 

  Start Finish Initials Comments Date Time Date  Time 

48 Cargo Unloaded  
  

   
 
 
 

49 Physical Examination 
  

   
 
 
 

50 Physical Examination Confirmed 
in CAIS* n/a n/a     

51 Approval for Release*       

52 Release (Declaration stamped) Mth………………Day………………Hr…………..….Min……………. 
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5.5 Export Clearance Survey Form 
5.5.1 Objective 

To measure the time taken to complete the export clearance process. 

5.5.2 Methodology 

Data Collection Method: Data Collection Form F: Export is completed GASI and Customs 
officials. 

5.5.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk)  

5.5.4 Procedure for data collection 
 

1. Customs Officer maintains control over the survey form and ensures all applicable 
sections are completed 
 

2. The sequencing of steps on the survey form may vary. The times should be 
recorded as and when the process starts and ends.  

 
3. The Data Entry Clerk will extract the data from the survey forms and input them 

into a Microsoft Excel spreadsheet. At the end of the shift, they will email the 
results to…………………………………………. 

 
4. Survey Form F is colour-coded to help officers to identify sections that they must 

complete.   
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Survey Form F: Export Clearance 

No. Question 
Officer responsible 

for completing 
question 

Location of 
Activity Explanation 

1 Name and ID of Exporter Customs Officer Customs Office Name of exporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs  Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 
4 General Commodity Customs Officer Customs  Office State the general commodity 
5 TIR System Customs Officer Customs  Office Indicate whether the goods will be exported under the TIRS System 

6 
List Permits and licenses 
required Customs Officer Customs Office List the permits required for export of goods 

7 All Permits Attached Customs Officer Customs Office Indicate whether all permits are attached.  If not, state reason why. 
8 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 
9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight  

10 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, clearing 
agent or the importer. 

11 
Name and ID Number of Third 
Party (Broker) Customs Officer Customs Office Name and ID Number of Third Party if broker is used 

12 Examination of Goods Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

13 Goods examined at: Customs Officer Customs Office Indicate whether goods were examined at the exporter’s premises, customs or 
other location.  State name of other location 

14 Customs Inspection  Customs Officer Customs Office If goods are temporarily stored at the CCA, record the start time of temporary 
storage.  If not, write n/a or draw a line through the question 

15 GASI Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
17 Sample taken GASI Inspector GASI Office Indicate whether a sample was taken 

18 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with taking the 
sample for the lab test.  The end time is when it was ready to be taken to the lab.  
If none is required write n/a  or draw a line through. 

19 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, If 
none is required write n/a  or draw a line through. 

20 Physical  Examination GASI Inspector Inspection Area Record the start and finish times of inspection.   
21 Certificate Issued GASI Inspector  Record date and time certificate issued 
22 Arrival of Goods  Customs Officer  Customs Office Record the date and time (month, day, hour, minute) the goods arrived at customs.  

23 Registration of Goods 
Declaration Customs Officer Customs Office Record the date and time (month, day, hour, min) goods declaration was 

registered on the CAIS system 
24 Release  Customs Officer  Customs Office Record the number of line items as per declaration 
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FORM F         
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM  

EXPORTS 
 

Location: ………………………………………………………………………Date: ……………………… 
 

 
The order of questions may not follow the sequence of the process workflow in practice. Each section 
should be completed at the beginning and end of each step as it occurs.  

ID Number of Goods Declaration  

Manifest Number  

GASI Certificate Number  

  

Section A: To Be Completed by Customs  

1 Name and ID Number of  Exporter  

2 Mode of Transport  

3 Type of Cargo 

 
4 General Commodity  

 

5 TIR System Yes No
 

6 List Permits and licenses required  
 

7 All Permits Attached Yes No
 

If no, indicate reason: 

8 Transport documents  

 
 

9 Classification of Goods Tariff Heading Value 
Weight  

10 Declaration Code 
 

 
11 Name and ID Number of Third 

Party (Broker) 
 
 

12 Examination of Goods Yes No
 

13 Goods examined at: 
Customs Exporter's premises

Other...............................................................
 

FCL Non-containerized

Express Consignment

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Airway Bill 

Importer 
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14 

Customs Inspection  
Start Finish Initial Comment 

Date Time Date Time   
At Exporter Premises       
At Customs       
Other       

Section B: Generalized Agency for State Inspections 

15 Inspection by GASI Yes No
 

16 Type of Specialized Inspection  

 
17 Sample taken Yes No

 

  
Start Finish Initial Comment 

Date Time Date Time   
18 Lab  Analysis       
19 Analysis Received n/a n/a     
20 Physical Examination       
21 Certificate issued n/a n/a     

Section B: To Be Completed by Customs 

22 Arrival of Goods  Mth…………Day………….…Hr…………..…Min……………... 

23 Registration of Goods Declaration Mth………… Day……………Hr………….…. Min………..……. 

24 Release  Mth………… Day……………Hr……….……. Min……….……. 

Quarantine Food Plant Technical 
d d

Health Other





 

 

6. CHOIR CUSTOMS, BRANCH OF SAINSHAND CUSTOMS 
 





 

 

6. CHOIR CUSTOMS, BRANCH OF SAINSHAND CUSTOMS 

6.1 Clearance Process – Anecdotal Observations 
6.1.1 Objective 

To measure the time it takes to perform cargo clearance process at Choir Customs. This steps 
to be measured start from the submission the online customs declaration by the Customs 
Broker to the release of goods by Customs State Inspector. 

6.1.2 Methodology 

Data Collection Method: Completion of the Choir Customs Data Collection Form by the 
Customs Officers as they perform their work during working hours. These include the 
Customs Valuation/Assessment Officer, Customs State Inspector and the Senior Customs State 
Inspector (Senior Manager). Time measurement is taken at 20 moments in time. 

6.1.3 Field researcher 

One Field Researcher (Data Entry Clerk) is needed for the seven (7) day period. 

6.1.4 Work shift 

Data will be collected during and outside the working hours of Choir Customs.  

6.1.5 Procedure for data collection 

1. The Field Researcher follows the customs broker and customs officer through the 
customs clearance process at the Choir Station. 
 

2. The Field Researcher tracks one shipment at a time until the process is complete. 
 

3. When the process is complete, the Field Researcher follows another system and starts 
recording data on another form 

 
4. Based on subjective principle, the Filed Researcher will choose shipments to follow but 

the aim is to collect data on all shipments when Customs is not busy. 
 

5. Customs Officers record data as specified for each declaration submitted to clear the 
cargo. Data is collected on Form AP: Choir Customs Data Collection Form.   
 

6. Times are entered to the nearest minute. Times are recorded on the data collection form 
in the standard time format using a 24 hour clock (hh:mm, such as 04.25 or 13.55). 
Dates are recorded on the data collection form in the standard date format (dd-mmm-
yy, such as 10-Oct-12) 
 

7. If a step is not performed, do not record times in the “Started” and “Finished” columns. 
Fully explain the situation in the “Comments” column. If an important extra step is 
performed then explain in Line 24. 
 

8. The data collection process begins when the customs declaration is submitted by the 
Customs Broker. The date and time is recorded in the CAIS system 
 



Business Plus Initiative Project 

Page 214 Time Release Study: Procedure Manual 
 

9. If the customs declaration is not accepted by the Customs Officer, this is returned to 
the Customs Broker and the process starts again. If this is the case indicate that on Line 
24. 
 

10. Form AP: Choir Customs Data Collection Form 
 

 
 

11 Submission of customs declaration Time recorded on CAIS 

12 Receives documents and payment slip  Time Customs Officer receives payment slip from 
bank or Customs Officer is notified of payment 

13a Declaration Check Start and Finish times of declaration check by 
Customs officer 

13b Tax payment confirmed in CAIS Time recorded on CAIS 

14 Documents received by Senior 
Customs Inspector 

Time documents received by Senior Customs 
Inspector 

15 Senior Customs Inspector reviews and 
gives go ahead to inspect Start and finish times 

16 Inspector collects documents from 
Senior Customs Inspector 

Time inspector collects documents from Senior 
Inspector 

17 Arrives at Customs Control Area Time Inspector arrives at the Customs Control 
Area to conduct inspection 

18 Locates cargo Start and finish times for locating the cargo to be 
inspected 

19 Inspection Time inspection begins and time inspector 
indicates completion 

20 Inspector Returns to the office Time of arrival of the inspector at the Customs 
Office 

21 Inspector Inputs results in CAIS 
Time Inspector begins inputting results in CAIS. 
End time is when inspector clicks send button.  
The finish time is the time captured on CAIS  

22 Senior Manager reviews and prints 
declaration 

Start and Finish time of review and approval by 
Senior Manager.  The finish time is time captured 
on CAIS when declaration is printed 

23 Inspector stamps declaration Time inspector stamps the declaration signifying 
release of goods from customs control 
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Choir Customs Process - Measurement Points 
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Moves Cargo to 
Customs 

Control Area

Makes Payment 
at Bank

13a. Declaration 
Check

13b. Confirms 
payment in CAIS

15. Reviews 
declaration. Gives 

go-ahead to 
conduct inspection

19. Conducts 
Inspection

Goods Released

11. Submission of Declaration

12. Receives document and
 payment slip to Customs

14. Takes documents to 
Senior Manager for review

16. Collects documents
 from Senior
 Manager 

17.Arrives at
Customs

 Control Area

23 Stamps 
Declaration

20 Inspector 
returns to Office

18. Locates 
Cargo

22 Reviews and 
prints declaration

21 Inputs Results 
in CAIS
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Choir Customs 
Data Collection Form 
 

 

Processing Step 
Started Finished 

Initials Comments Date Time Date Time 

11 Submission of customs 
declaration n/a n/a     

12 Receives documents and 
payment slip  n/a n/a     

13a Declaration Check   n/a n/a   

13b Tax payment confirmed in 
CAIS n/a n/a     

14 Documents received by Senior 
Customs Inspector n/a n/a     

15 Senior Manager reviews and 
gives go ahead to inspect       

16 Inspector collects documents 
from Senior Manager n/a n/a     

17 Arrives at Customs Control 
Area n/a n/a     

18 Locates cargo       
19 Inspection       
20 Inspector Returns to the office       

21 Inspector Inputs results in 
CAIS       

22 Senior Manager reviews and 
prints declaration       

23 Inspector stamps declaration n/a n/a     
        

  

1 Arrival Date  
2 Container/Railcar No.  
3 Declaration Number  
4 Manifest Number  
5 GASI Certificate Number  
6 General Commodity  
7 No. of line items  
8 Risk Category 

                  
9 Name and ID of Declarant  

10 Type of Cargo  FCL Non-containerized

Express Shipment
 

Green Orange Red
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6.2 Customs Control Area Paper Trail Review 

6.2.1 Objective 

To measure the period of time between when goods enter Choir Customs Control Area and 
when goods are made available for removal by the owner 

6.2.2 Methodology 

Data Collection Method: Paper Trail Review on Data Collection Form Q 

6.2.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk) is required – Field Researcher 2.   

6.2.4 Work shift 

Data will be collected during and outside the working hours.  

6.2.5 Procedure for data collection 

The Customs Department and Choir Customs Control Area keep a record of all lorries that 
enter and leave the area. The Customs Department verifies the movement of vehicles. 
 

1. The Customs Inspector located at the customs control area will make copies of the 
journals held by Customs and UB Trans or allow the Field Researcher access to the 
journals during working hours for the seven (7) day period. 
 

2. The Field Researcher (Date Entry Clerk) extracts data from the journal/photocopies 
and enters it into computerized worksheets as described in steps 3 -6. 
 

3. Data Collection Form Q: Customs Control Area – Paper Trail Review 
a. Line Number in Journal 
b. Date of Entry into Customs Control Area – Enter time to the nearest minute 
c. Licence Plate Number – Enter the entire licence plate number exactly as written 

on the licence plate with no spaces. 
d. Country of Origin 
e. Type of goods 
f. Destination 
g. Temporary Storage. Indicate whether the goods are for domestic transit to 

inland depots or for customs clearance – inspection 
h. Customs Declaration Number 
i. Date of Exit – Enter the date goods are removed from the Customs Control 

Area. 
j. At the end of the shift, on a daily basis, the Field Researcher emails the file to 

……………….   
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FORM Q      Page……………………… 
 

DATA COLLECTION FORM 
CUSTOMS CONTROL AREA 

Inbound Cargo 
Paper Trail Reviews 

LOCATION: 
 

DATA ENTRY CLERK: 

Special Customs Control Area Customs Control Area
 

 

Line # Line In # 
Journal 

Date Of Entry 
Into Customs 
Control Area 

Licence Plate 
Number 

# 

Country Of 
Origin Of 

Goods 
Type of 
Goods 

Destination 
Of Goods 

(A) 

Temporary 
Storage 

Domestic 
Transit 

Customs 
Clearance 

Declaration 
Number 

Date Of Exit 
From 

Customs 
Control Area 

Comments 

           

           

           

           

           

           

           

           

           

           

           

           

           

           

           

(a) Indicate destination of goods: Russia (R); China (C); Domestic (D). Also, indicate, if in transit (T). For example, goods in transit to Russia should be written as C – T. 
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6.3 Export Clearance Process Survey Form 
6.3.1 Objective 

To measure the time taken to complete the export clearance process. 

6.3.2 Methodology 

Data Collection Method: Data Collection Form F: Export is completed GASI and Customs 
officials. 

6.3.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk)  

6.3.4 Procedure for data collection 
 

1. Customs Officer maintains control over the survey form and ensures all applicable 
sections are completed 

 
2. The sequencing of steps on the survey form may vary. The times should be recorded as 

and when the process starts and ends.  
 
3. The Data Entry Clerk will extract the data from the survey forms and input them into a 

Microsoft Excel spreadsheet. At the end of the shift, they will email the results 
to…………………………………………. 
 

4. Survey Form F is colour-coded to help officers to identify sections that they must 
complete.   
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Survey Form F: Export Clearance 

No. Question 
Officer responsible 

for completing 
question 

Location of 
Activity Explanation 

1 Name and ID of Exporter Customs Officer Customs Office Name of exporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs  Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 
4 General Commodity Customs Officer Customs  Office State the general commodity 
5 TIR System Customs Officer Customs  Office Indicate whether the goods will be exported under the TIRS System 

6 
List Permits and licenses 
required Customs Officer Customs Office List the permits required for export of goods 

7 All Permits Attached Customs Officer Customs Office Indicate whether all permits are attached.  If not, state reason why. 
8 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 
9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight  

10 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, clearing 
agent or the importer. 

11 
Name and ID Number of Third 
Party (Broker) Customs Officer Customs Office Name and ID Number of Third Party if broker is used 

12 Examination of Goods Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

13 Goods examined at: Customs Officer Customs Office Indicate whether goods were examined at the exporter’s premises, customs or 
other location.  State name of other location 

14 Customs Inspection  Customs Officer Customs Office If goods are temporarily stored at the CCA, record the start time of temporary 
storage.  If not, write n/a or draw a line through the question 

15 GASI Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
17 Sample taken GASI Inspector GASI Office Indicate whether a sample was taken 

18 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with taking the 
sample for the lab test.  The end time is when it was ready to be taken to the lab.  
If none is required write n/a  or draw a line through. 

19 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, If 
none is required write n/a  or draw a line through. 

20 Physical  Examination GASI Inspector Inspection Area Record the start and finish times of inspection.   
21 Certificate Issued GASI Inspector  Record date and time certificate issued 
22 Arrival of Goods  Customs Officer  Customs Office Record the date and time (month, day, hour, minute) the goods arrived at customs.  

23 Registration of Goods 
Declaration Customs Officer Customs Office Record the date and time (month, day, hour, min) goods declaration was 

registered on the CAIS system 
24 Release  Customs Officer  Customs Office Record the number of line items as per declaration 
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FORM F         
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM  

EXPORTS 
 

Location: ………………………………………………………………………Date: ……………………….. 
 

 
The order of questions may not follow the sequence of the process workflow in practice. Each section 
should be completed at the beginning and end of each step as it occurs.  

ID Number of Goods Declaration  

Manifest Number  

GASI Certificate Number  

  

Section A: To Be Completed by Customs  

1 Name and ID Number of  Exporter  

2 Mode of Transport  

3 Type of Cargo 

 
4 General Commodity  

 

5 TIR System Yes No
 

6 List Permits and licenses required  
 

7 All Permits Attached Yes No
 

If no, indicate reason: 

8 Transport documents  

 
 

9 Classification of Goods Tariff Heading Value 
Weight  

10 Declaration Code 
 

 
11 Name and ID Number of Third 

Party (Broker) 
 
 

12 Examination of Goods Yes No
 

13 Goods examined at: 
Customs Exporter's premises

Other...............................................................
 

FCL Non-containerized

Express Consignment

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Airway Bill 

Importer 
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14 

Customs Inspection  
Start Finish Initial Comment 

Date Time Date Time   
At Exporter Premises       
At Customs       
Other       

Section B: Generalized Agency for State Inspections 

15 Inspection by GASI Yes No
 

16 Type of Specialized Inspection  

 
17 Sample taken Yes No

 

  
Start Finish Initial Comment 

Date Time Date Time   
18 Lab  Analysis       
19 Analysis Received n/a n/a     
20 Physical Examination       
21 Certificate issued n/a n/a     

Section B:   To Be Completed by Customs 

22 Arrival of Goods  Mth…………… Day………………Hr………..…. Min………..…. 

23 Registration of Goods Declaration Mth…………… Day………………Hr………..…. Min………..…. 

24 Release  Mth…………… Day………………Hr………..…. Min…………. 

Quarantine Food Plant Technical 
d d

Health Other



 

 

7. ULAANBAATAR CITY CUSTOMS – INLAND DEPOTS 





 

 

7. ULAANBAATAR INLAND DEPOTS 

7.1 Inland Depot – Inbound Cargo  – Paper Trail Reviews 
7.1.1 Objective 

To measure the period of time between when goods enter the Inland Depot Customs Control 
Area and their release from customs control. 

7.1.2 Methodology 

Data Collection Method: Paper Trail Review on Data Collection Form AV – Inbound Cargo – 
Paper Trail Review 

7.1.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk) is required.  

Copies of journal will be made and the Field Researcher will extract the data from the journal 
to computerized worksheets. 

7.1.4 Work shift 

Data will be collected in one shift during working hours of the Inland Depot over the seven (7) 
days.  

7.1.5 Procedure for data collection 

1. A record is kept of all shipments entering and leaving the customs control areas. 
 

2. The Field Researcher will make copies of the journals or have access to the journals 
during working hours for the seven (7) day period. 
 

3. The Field Researcher (Date Entry Clerk) extracts data from the journal/photocopies 
and enters it into computerized worksheets as described in steps 3 -6. 

 
4. Indicate the type of Inland Depot, that is, whether it is a Special Customs Control Area, 

a Customs Control Area and a One Stop Shop. You may tick more than one box on the 
form 
 

5. Record the following on Data Collection Form AV – Inbound Cargo – Paper Trail: 
Review 

a. Line Number in Journal 
b. Date of Entry into Customs Control Area – Enter time to the nearest minute 
c. Train Number.  Enter the train number as it appears 
d. Date of Exit from the Customs Control Area 
e. Country of Origin 
f. Destination 
g. Type of goods 
h. Declaration Number 

 
6. At the end of the shift, on a daily basis, the Field Researcher emails the file to 

……………….   
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FORM AV      Page……………………… 
 

DATA COLLECTION FORM 
ULANBAATAR INLAND DEPOT 

Inbound Cargo 
Paper Trail Reviews 

LOCATION: 
 

DATA ENTRY CLERK: 

 
 

LINE # LINE IN # 
JOURNAL 

DATE OF 
ENTRY INTO 
CUSTOMS 
CONTROL 

AREA 

TRAIN 
# 

DATE OF EXIT 
FROM 

CUSTOMS 
CONTROL 

AREA 

COUNTRY OF 
ORIGIN OF 

GOODS 
TYPE OF 
GOODS 

DESTINAT-
ION OF 
GOODS 

(a) 

DECLARATION 
NUMBER COMMENTS 

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

(a) Indicate destination of goods: Russia (R); China (C); Domestic (D). Also, indicate , if in transit (T). For example, goods in transit to Russia should be written as C – T. 
 

Special Customs Control Area Customs Control Area One Stop Shop
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7.2 Inland Depot One Stop Shop – Cargo Registration – Anecdotal Observations 

Abtema Inland Depot is the largest inland depot in Ulaanbaatar. It is a one-stop-shop where 
Customs, GASI, freight-forwarder, a bank branch and customs brokers are located. These 
procedures can be used for other inland depots with one stop shops. 
 

Train Arrives
(1)

Unloading
(2)

Cargo 
Registration

(3) 

Customs 
Clearance

(4)

Removal from 
Abtema

(4)

Submission of 
Customs 

Declaration
Declaration 

Check

Joint 
Inspections
(GASI and 
Customs)

Release Removal from 
Abtema

4. Customs Clearance

Submission of 
manifest

Physical Checks 

(Seals)

Release
(Document 
stamped)

Cargo 
registered in 

CAIS

3. Cargo Registration

Cargo Clearance Process 

 
 

7.2.1 Objective 

To measure the time it takes to complete the customs processing steps for goods moving 
through the Inland Depots including cargo declaration registration, physical inspection and 
release.  

7.2.2 Methodology 

Data Collection Method: Observations recorded on Form AS: Inland Depot – Inbound 
Shipments – Anecdotal Observations 

7.2.3 Field researchers 

One (1) Field Researcher  

7.2.4 Work shift  

Abtema Inland Depot It opens from 9:00am to 6:00pm. Data will be collected over one shift 
per day for seven (7) days.   

7.2.5 Procedure for data collection 

1. One Field Researcher is position at the Customs where the manifest is submitted. 
 

2. The Field Researcher: 
a. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 

 
3. When the documents are submitted at the Customs Desk, the Field Researcher begins 

tracking an individual shipment and records the following information on the Form AS: 
Inland Depot – Inbound Shipments – Anecdotal Observations: 
 

4. When date collection for a shipment is complete, the Field Researcher returns to the 
Customs Desk and begins again with a new shipment and new set of documents. 

a. Cargo Declaration Registration (Manifest) Number  
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b. Type of Goods passing through the inland depot 
c. Time documents are submitted to Customs officer through the window (enter to 

the nearest minute) 
d. Time when physical check begins (enter to the nearest minute. If no physical 

check is done enter n/a) 
e. Time physical check ends (enter to the nearest minute. If no physical check is 

done enter n/a) 
f. Time when documents are stamped for release 
g. Comments (anything that the Field Researcher wishes to amplify) 

 
5. At the end of the shift, on a daily basis, enter the data collected into the Excel data 

entry form (identical to the data collection form. Email the file to ……………….   
 

6. Each day the new data is added to the bottom of the previous day’s worksheet. 
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FORM AS  Page……………………… 
 

DATA COLLECTION FORM 
INLAND DEPOT 

INBOUND SHIPMENTS – ANECDOTAL OBSERVATIONS 
LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

Line 
# 

CARGO 
DECLARATION 
REGISTRATION 

(Manifest) Number 

Type 
of 

Goods 

Time (to the nearest minute) 

Comments 
Documents 
submitted 

to 
Customs 

Physical 
Check 
Begins 

Physical 
Check 
Ends 

Documents 
Stamped 

for Release 
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7.3 Inland Depot One Stop Shop -Unloading Containers - Black Box Observations 
7.3.1 Objective 

To measure the time it takes to process each train (with all containers as a group) – unloading 
containers off the train. 

7.3.2 Methodology 

Data Collection Method: Observations recorded on Form AT: Inland Depot – Inbound 
Shipments – Unloading Containers – Black Box Observations 

7.3.3 Field researchers 

One (1) Field Researcher  

7.3.4 Work shift  

Abtema Inland Depot It opens from 9:00am to 6:00pm. Data will be collected over one shift 
per day for seven (7) days.   

7.3.5 Procedure for data collection 

1. The Field Researcher stands on the platform and observes the train arriving and 
containers being unloaded. The containers are stored in an area next to the platform. 
 

2. The Field Researcher: 
a. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 

 
3. As each train arrives the Field Researcher records the following information onto the 

Form AT: Inland Depot – Inbound Shipments – Container – Black Box Observations. 
Field Researcher may need to work with the Inland Depot officials to obtain some of 
data. 

a. Time train arrives at Abtema Inland Depot (enter nearest minute if possible) 
b. Time documents are collected from the train operator (enter nearest minute if 

possible) 
c. Time when first container is unloaded 
d. Number of first container 
e. Time last container is unloaded 
f. Number of last container 

 
4. Comments (anything that causes Field Researcher needs to expand on the data 

collected 
 

5. At the end of the shift, on a daily basis, enter the data collected into the Excel data 
entry form (identical to the data collection form.  Email the file to ……………….   
 

6. Each day the new data is added to the bottom of the previous day’s worksheet. 
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FORM AT      Page……………………… 
 

DATA COLLECTION FORM 
INLAND DEPOT – CONTAINER AREA 

INBOUND SHIPMENTS – BLACK BOX OBSERVATIONS 
LOCATION: 
 
 

DATE: SHIFT HOURS:  

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

Line # Train Arrival 

Time Time 
Number of First 

Container 
Time 

Last Container is 
Unloaded 

Number of Last 
Container Comments Documents 

Collected from Train 
Operator 

First Container is 
unloaded 
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7.4 One Stop Shop - Cargo Clearance Survey Form 
 

Submission of 
Customs 

Declaration
Declaration 

Check

Inspection at 
Central 

Customs 
Control Area

Release
Removal from 

Customs 
Control Area

Customs Clearance

Inspection

Inspection at 
inland depot

 
 

7.4.1 Objective 

To measure the time taken from arrival of goods until their release from Customs.  

7.4.2 Methodology 

Data Collection Method: Survey Form A completed by border port officials involved in the 
cargo clearance process and the Customs Control Area Manager. 

The persons involved in data collection process for the Survey Form are: 
a. Field Researcher 
b. Customs 

i. Customs Officer – Document Control: Declaration check, Assessment, Payment 
ii. Customs State Inspector – inspection and release  

iii. Senior Customs State Inspector – approval 
c. GASI  

i. GASI – Inspector 
d. Customs broker 

7.4.3 Work shift 

The survey form will be distributed during working hours from 8am to 6pm over the seven day 
period. 

7.4.4 Field researchers 

Two (2) Field Researchers: 
• One (1) Field Researcher  
• One (1) Data Entry Clerk to input data from survey forms in Excel spreadsheet 

7.4.5 Procedure for data collection 

1. The survey form will be distributed by Customs Valuation Officer. The Field 
Researcher will ensure that all declarants have a form. 
 

2. The Field Researcher will move through the bordering crossing ensuring that the 
survey forms are completed accurately and all relevant sections are filled out. They 
will collect the survey forms from the Customs Inspector and take them to the Data 
Entry Clerk 
 

3. The Data Entry Clerk will extract the data from the survey forms and input them 
into a Microsoft Excel spreadsheet. At the end of the shift, they will email the 
results to…………………………………………. 
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4. The Field Researcher will provide survey forms to the Customs Officer at the 
Border Gates – Entry and Exit and will ensure that there is a sufficient supply 
throughout the day. 

 
5. The Customs Officer will staple the Survey Form to the Control Pass and give one 

to each driver who is registered in the CAIS system. This form is given to drivers 
transporting cargo into Mongolia for import or transit. This control pass is signed 
by Border Troop, Customs and GASI officers and submitted to the Border Guard at 
the exit gate. 

 
6. Since the Customs Inspector is the last person in the clearance process, s/he will 

detach the form from the Control Pass and put it in a file for collection. 
 
7. The Data Entry Clerk will collect the forms to input the data in the Excel 

Spreadsheet throughout the day.  
 
8. Survey Form A is colour-coded to help officers to identify sections that they must 

complete. This is further detailed in the table below.  

Key: 

Customs GASI Customs Control 
Area Manager Customs Broker 

    
 
 

9. Officials must complete the survey form as accurately as possible and carry on 
business as usual 
 

10. The sequencing of steps on the survey form may vary. The times should be 
recorded as and when the process starts and ends.  
 

11. Field Researchers should remain inconspicuous and not disrupt the process flow.   

 Colour Responsibility 
1 Yellow Customs Officers 
2 Green GASI 
3 Blue Customs Control Area Manager 
4 Lilac Customs Broker 
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Survey Form A: Ulaanbaatar Customs 
No.  Officer responsible for 

completing question 
Location of 

Activity Explanation 

1 Name of Transporter Customs Officer Customs Office Name of Transporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 

4 General Commodity Customs Officer Customs Office Give a description of the general commodity.  If many times, state the majority 
type (s) 

5 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 

6 Name and ID Number of 
Importer/ Exporter Customs Officer Customs Office Name and ID Number of Importer/ Exporter 

7 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, 
clearing agent or the importer. 

8 Name and ID Number of 
Declarant Customs Officer Customs Office Name and ID Number of Declarant 

9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight 

10 Arrival of Goods Customs Officer Customs Office Record the date and time of arrival of goods at the border – day, month, hour 
and minute.   

11 Registration of Goods 
Declaration Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

12 Unloading  Customs Officer Customs Control 
Area (CCA) State the start and finish times for unloading the cargo 

13 Start of Temporary Storage CCA Manager Customs Control 
Area (CCA) 

If goods are temporarily stored at the CCA, record the start time of temporary 
storage. If not, write n/a or draw a line through the question 

14 Documents received GASI Inspector GASI Office State time GASI receives document from importer/declarant 
15 Specialized Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Joint Inspection (with Customs) GASI Inspector GASI Office Indicate whether it was a separate inspection or a joint inspection with Customs 
17 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
18 Sample taken GASI Inspector GASI Office Indicate whether lab analysis was done 

19 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with taking 
the sample for the lab test.  The end time is when it was ready to be taken to 
the lab.  If none is required write n/a  or draw a line through. 

20 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, 
If none is required write n/a  or draw a line through. 

21 Cargo Located GASI Inspector Inspection Area If GASI must inspect cargo which must be unloading record the time it was 
located in the ‘finish’ section.  If not, indicate n/a or draw a line through it 

22 GASI Physical  Inspection GASI Inspector Inspection Area Record the start and finish times.  The finish time is the time that the “Notice of 
Professional of Animal, Plant, Substance and Commodities” is issued.  

23 Receipt of Documents by 
Broker Customs Broker  Record the time that the importer/driver/freight-forwarder hands the documents 

for preparation of the customs declaration 

24 Submitted by: Customs Broker  Indicate who submitted the documents – freight-forwarder, importer or other.  
Explain other. 
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25 Preparation of declaration Customs Broker  
Record the time when preparation of the customs declaration starts and the 
time it is completed.  The finish is the time on the CEPS when the customs 
declaration is submitted. 

26 Submission of Electronic 
Declaration* Customs Officer - Valuation Customs Office Record the time (month, day, hour, minute) of submission of customs 

declaration as recorded by the CAIS system 

27 Presentation of Supporting 
Documents Customs Officer - Valuation Customs Office Record the date and time (month, day, hour, min) that the customs broker or 

other presents the original documents to Customs. 
28 Number of line items Customs Officer - Valuation Customs Office Record the number of line items as per declaration 
29 Declaration Check Customs Officer - Valuation Customs Office State the date and time when the declaration check starts and the time it ends.   

30 Declarant Notified* Customs Officer - Valuation Customs Office State time the customs broker or other was informed that the declaration was 
accepted or rejected 

31 Method of Payment Customs Officer - Valuation Customs Office Indicate the method of payment – electronic or via the bank 

32 
Payment Slip 
Submitted/Notification of 
payment 

Customs Officer - Valuation Customs Office Record the date and time (month, day, hour, minute) 

33 Tax payment confirmed in 
CAIS* Customs Officer - Valuation Customs Office Record the date and time (month, day, hour, minute) as stamped in the CAIS 

confirming payment was made by the declarant 
34 Risk Category Customs Officer - Inspector Customs Office Indicate the risk category as assigned by CAIS.  Tick red, orange or green box. 
35 Document Inspection Customs Officer - Inspector Customs Office Indicate whether a document inspection was carried out 

36 Document Inspection Customs Officer - Inspector Customs Office If a document inspection was carried out, indicate the start and finish times of 
this process. 

37 Physical Inspection Customs Officer  - Inspector Customs Office Indicate whether a physical inspection was carried out.  Check the appropriate 
box Yes or No. Also indicate whether the inspection is to be carried out at the  

38 Control Card issued CCA Manager/Designee Inspection Area Time control card is issued to declarant to enter customs control area 

39 Container/Cargo Located CCA Manager/Designee Inspection Area If cargo is unloaded, record the start and finish date and times.  If not, indicate 
n/a or draw a line through the box 

40 Container moved to Inspection 
Area CCA Manager/Designee Inspection Area If cargo is physically inspected, record the start and finish date and times.  If 

not, indicate n/a or draw a line through the box 
41 Physical Examination Customs Officer - Inspector Customs Office State the start and finish time of the actual physical inspection 

42 Physical Examination 
Confirmed in CAIS* Customs Officer – Inspector Customs Office State the time that the inspection was confirmed in the CAIS system, that is the 

time stamp on CAIS 

43 Approval for Release* Customs Officer –   
Senior Inspector Customs Office Record the time the Senior Inspector approves the release of the goods. 

Record the date captured in CAIS 
44 Release (declaration stamped) Customs Officer – Inspector Customs Office Record the time the declaration is stamped and signed by the inspector. 
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FORM A   
 

MONGOLIA TIME RELEASE STUDY SURVEY FORM 
Cargo Clearance 

 

 

 
The order of questions may not follow the sequence of the process workflow in practice. Complete the 
question at the start and end of each process step or when it occurs. If an activity is not performed, 
draw a line through the question. Questions will be answered by respondents according to the colours 
indicated below: 
 

Customs GASI Customs Control 
Area Manager 

Customs Broker 

    

LOCATION  
 

Transport Document Number  

Manifest Number  

Declaration Number  

GASI Certificate Number  

Section A 

1 Name of Transporter Ulaanbaatar Railway 

2 Mode of Transport Rail 

3 Type of Cargo 
 

4 General Commodity  

5 Transport Documents   

 

6 Name and ID Number of Importer/ 
Exporter  

7 Declaration Code 
 

 
8 Name and ID Number of 

Declarant  

9 Classification of Goods 
Tariff Heading Value 

Origin Weight 

Section B:   

10 Arrival of Goods Mth…………… Day…………………Hr………..…. Min………... 

11 Registration of Goods 
Declaration Mth……………. Day…………..…….Hr……..……. Min………... 

12 Unloading Start Finish Comments Date Time Date Time 

FCL Non-containerized

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Importer 
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13 Start of Temporary Storage 
 
Mth………..…………. Day…………..………. 
Hr……………..……. Min………..…………. 

General Agency for Specialized Inspections (GASI)  

14 Documents Received 
 

15 Specialized Inspection  

16 Joint Inspection (with Customs) 
 

17 Type of Specialized Inspection 

 
18 Sample taken 

 

Inspection 
Start Finish 

 Comments 
 Date Time Date Time 

19 Lab  Analysis       

20 Analysis Received n/a n/a    
 

21 Cargo Located n/a n/a    

22 GASI Physical Examination      
 

Preparation of Declaration  

23 Receipt of documents by 
Customs Broker  

24 Submitted by: 
Freight-forwarder Importer

Other  

25 Declaration Preparation 

Start Finish Comments Date Time Date Time 

     
 

Section C: Customs Clearance  

Lodgment of Customs Declaration 
(* Automated Data Capture from CAIS)  

26 Submission of Electronic 
Declaration* Mth………………Day………………Hr………..…. Min………... 

27 Presentation of Supporting 
Documents Mth………………Day………………Hr………….…Min……….…. 

28 Number of line items  
 

Document Audit/ Assessment of 
Duty 

Start Finish  
Comments Date Time Date Time 

29 Document Audit      
 

30 Declarant Notified Mth………………Day………………Hr……………Min………..… 

Payment of Duties, Taxes and Fees 

31 Method of Payment 
 

Yes No

Yes No

Quarantine Food Plant Technical 
S d d

Health Other

Yes No

Bank Electronic



Business Plus Initiative Project 

Page 238 Time Release Study: Procedure Manual 
 

 
 

 
  

  Start Finish  
Comments Date Time Date Time 

32 Payment Slip Submitted/Customs 
notified n/a n/a  

   
 

33 Tax payment confirmed in CAIS* n/a n/a    
 

Inspection: 

34 Risk Category 
Red              Orange

Green  
35 Document Inspection 

 
  Start Finish  

Comments Date Time Date Time 

36 Document Inspection      
 

37 Physical Inspection 
 

38 Control Card issued Mth………… Day………………Hr……………. Min………..…… 

  
Start Finish Initials/ 

Locatio
n 

Comments Date Time Date Time 

39 Container/Goods Located       
 

40 Cargo moved to  Inspection Area       
 

41 Physical Examination by Customs       
 

42  Physical Inspection confirmed in 
CAIS *       

43 Approval for Release*       

44 Release Mth…………… Day………………Hr…………… Min………..… 

Yes No

Yes No
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7.5 Non- One-stop Shop - Cargo Clearance Survey Form 
7.5.1 Objective 

To measure the time taken from arrival of goods until their release from Customs.  

7.5.2 Methodology 

Data Collection Method: Survey Form A completed by border port officials involved in the 
cargo clearance process and the Customs Control Area Manager. 

The persons involved in data collection process for the Survey Form are: 
a. Field Researcher 
b. Customs 

i. Customs Officer – Document Control: Declaration check, Assessment, 
Payment 

ii. Customs State Inspector – inspection and release  
iii. Senior Customs State Inspector – approval 

c. GASI  
i. GASI – Inspector 

d. Customs broker 

7.5.3 Work shift 

The survey form will be distributed during working hours from 8am to 6pm over the seven day 
period. 

7.5.4 Field researchers 

Two (2) Field Researchers: 
• One (1) Field Researcher  
• One (1) Data Entry Clerk to input data from survey forms in Excel spreadsheet 

7.5.5 Procedure for data collection 

1. The survey form will be distributed by Customs Valuation Officer. The Field 
Researcher will ensure that all declarants have a form. 
 

2. The Field Researcher will move through the bordering crossing ensuring that the 
survey forms are completed accurately and all relevant sections are filled out. They 
will collect the survey forms from the Customs Inspector and take them to the Data 
Entry Clerk 
 

3. The Data Entry Clerk will extract the data from the survey forms and input them 
into a Microsoft Excel spreadsheet. At the end of the shift, they will email the 
results to…………………………………………. 

 
4. The Field Researcher will provide survey forms to the Customs Officer at the 

Border Gates – Entry and Exit and will ensure that there is a sufficient supply 
throughout the day. 

 
5. The Customs Officer will staple the Survey Form to the Control Pass and give one 

to each driver who is registered in the CAIS system. This form is given to drivers 
transporting cargo into Mongolia for import or transit. This control pass is signed 
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by Border Troop, Customs and GASI officers and submitted to the Border Guard at 
the exit gate. 

 
6. Since the Customs Inspector is the last person in the clearance process, s/he will 

detach the form from the Control Pass and put it in a file for collection. 
 
7. The Data Entry Clerk will collect the forms to input the data in the Excel 

Spreadsheet throughout the day.  
 
8. Survey Form A is colour-coded to help officers to identify sections that they must 

complete.  This is further detailed in the table below.  

Key: 

Customs GASI Customs Control 
Area Manager Customs Broker 

    
 

9. Officials must complete the survey form as accurately as possible and carry on 
business as usual 
 

10. The sequencing of steps on the survey form may vary. The times should be 
recorded as and when the process starts and ends.  
 

11. Field Researchers should remain inconspicuous and not disrupt the process flow. 
 

 Colour Responsibility 
1 Yellow Customs Officers 
2 Green GASI 
3 Blue Customs Control Area Manager 
4 Lilac Customs Broker 
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Survey Form A: Ulaanbaatar Customs 
No.  Officer responsible for 

completing question Location of Activity Explanation 

1 Name of Transporter Customs Officer Customs Office Name of Transporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 

4 General Commodity Customs Officer Customs Office Give a description of the general commodity.  If many times, state the majority 
type (s) 

5 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 

6 Name and ID Number of 
Importer/ Exporter Customs Officer Customs Office Name and ID Number of Importer/ Exporter 

7 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, 
clearing agent or the importer. 

8 Name and ID Number of 
Declarant Customs Officer Customs Office Name and ID Number of Declarant 

9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight 

10 Arrival of Goods Customs Officer Customs Office Record the date and time of arrival of goods at the border – day, month, hour 
and minute.   

11 Registration of Goods 
Declaration Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

12 Unloading  Customs Officer Customs Control 
Area (CCA) State the start and finish times for unloading the cargo 

13 Start of Temporary Storage CCA Manager Customs Control 
Area (CCA) 

If goods are temporarily stored at the CCA, record the start time of temporary 
storage.  If not, write n/a or draw a line through the question 

14 Documents received GASI Inspector GASI Office State time GASI receives document from importer/declarant 
15 Specialized Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Joint Inspection (with Customs) GASI Inspector GASI Office Indicate whether it was a separate inspection or a joint inspection with Customs 
17 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
18 Sample taken GASI Inspector GASI Office Indicate whether lab analysis was done 

19 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with taking 
the sample for the lab test. The end time is when it was ready to be taken to the 
lab. If none is required write n/a  or draw a line through. 

20 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, If 
none is required write n/a  or draw a line through. 

21 Cargo Located GASI Inspector Inspection Area If GASI must inspect cargo which must be unloading record the time it was 
located in the ‘finish’ section. If not, indicate n/a or draw a line through it 

22 GASI Physical  Inspection GASI Inspector Inspection Area Record the start and finish times. The finish time is the time that the “Notice of 
Professional of Animal, Plant, Substance and Commodities” is issued.  

23 Receipt of Documents by Broker Customs Broker  Record the time that the importer/driver/freight-forwarder hands the documents 
for preparation of the customs declaration 

24 Submitted by: Customs Broker  Indicate who submitted the documents – freight-forwarder, importer or other.  
Explain other. 
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25 Preparation of declaration Customs Broker  
Record the time when preparation of the customs declaration starts and the time 
it is completed.  The finish is the time on the CEPS when the customs 
declaration is submitted. 

26 Submission of Electronic 
Declaration* 

Customs Officer - 
Valuation Customs Office Record the time (month, day, hour, minute) of submission of customs declaration 

as recorded by the CAIS system 

27 Presentation of Supporting 
Documents 

Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, min) that the customs broker or 

other presents the original documents to Customs. 

28 Number of line items Customs Officer - 
Valuation Customs Office Record the number of line items as per declaration 

29 Declaration Check Customs Officer - 
Valuation Customs Office State the date and time when the declaration check starts and the time it ends.   

30 Declarant Notified* Customs Officer - 
Valuation Customs Office State time the customs broker or other was informed that the declaration was 

accepted or rejected 

31 Method of Payment Customs Officer - 
Valuation Customs Office Indicate the method of payment – electronic or via the bank 

32 Payment Slip 
Submitted/Notification of payment 

Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, minute) 

33 Tax payment confirmed in CAIS* Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, minute) as stamped in the CAIS 

confirming payment was made by the declarant 

34 Risk Category Customs Officer - 
Inspector Customs Office Indicate the risk category as assigned by CAIS. Tick red, orange or green box. 

35 Document Inspection Customs Officer - 
Inspector Customs Office Indicate whether a document inspection was carried out 

36 Document Inspection Customs Officer - 
Inspector Customs Office If a document inspection was carried out, indicate the start and finish times of 

this process. 

37 Physical Inspection Customs Officer  - 
Inspector Customs Office Indicate whether a physical inspection was carried out. Check the appropriate 

box Yes or No. Also indicate whether the inspection is to be carried out at the  
38 Control Card issued CCA Manager/Designee Inspection Area Time control card is issued to declarant to enter customs control area 

39 Container/Cargo Located CCA Manager/Designee Inspection Area If cargo is unloaded, record the start and finish date and times.  If not, indicate 
n/a or draw a line through the box 

40  Container moved to Inspection 
Area CCA Manager/Designee Inspection Area If cargo is physically inspected, record the start and finish date and times.  If not, 

indicate n/a or draw a line through the box 

41 Physical Examination Customs Officer - 
Inspector Customs Office State the start and finish time of the actual physical inspection 

42 Physical Examination Confirmed 
in CAIS* 

Customs Officer – 
Inspector Customs Office State the time that the inspection was confirmed in the CAIS system, that is the 

time stamp on CAIS 

43 Approval for Release* Customs Officer –   
Senior Inspector Customs Office Record the time the Senior Inspector approves the release of the goods. Record 

the date captured in CAIS 

44 Release (declaration stamped) Customs Officer – 
Inspector Customs Office Record the time the declaration is stamped and signed by the inspector. 
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FORM A   
 

MONGOLIA TIME RELEASE STUDY SURVEY FORM 
Cargo Clearance 

 

 

 
The order of questions may not follow the sequence of the process workflow in practice. Complete the 
question at the start and end of each process step or when it occurs. If an activity is not performed, 
draw a line through the question. Questions will be answered by respondents according to the colours 
indicated below: 
 

Customs GASI Customs Control 
Area Manager 

Customs Broker 

    

LOCATION  
 

Transport Document Number  

Manifest Number  

Declaration Number  

GASI Certificate Number  

Section A 

1 Name of Transporter Ulaanbaatar Railway 

2 Mode of Transport Rail 

3 Type of Cargo 
 

4 General Commodity  

5 Transport Documents   

 

6 Name and ID Number of Importer/ 
Exporter  

7 Declaration Code 
 

 
8 Name and ID Number of 

Declarant  

9 Classification of Goods 
Tariff Heading Value 

Origin Weight 

Section B:   

10 Arrival of Goods Mth…………… Day…………………Hr………..…. Min………... 

11 Registration of Goods 
Declaration Mth……………. Day…………..…….Hr……..……. Min………... 

12 Unloading Start Finish Comments Date Time Date Time 

FCL Non-containerized

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Importer 
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13 Start of Temporary Storage 
 
Mth………..…………. Day…………..………. 
Hr……………..……. Min………..…………. 

General Agency for Specialized Inspections (GASI)  

14 Documents Received 
 

15 Specialized Inspection  

16 Joint Inspection (with Customs) 
 

17 Type of Specialized Inspection 

 
18 Sample taken 

 

Inspection 
Start Finish 

 Comments 
 Date Time Date Time 

19 Lab  Analysis       

20 Analysis Received n/a n/a    
 

21 Cargo Located n/a n/a    

22 GASI Physical Examination      
 

Preparation of Declaration  

23 Receipt of documents by 
Customs Broker  

24 Submitted by: 
Freight-forwarder Importer

Other  

25 Declaration Preparation 

Start Finish Comments Date Time Date Time 

     
 

Section C: Customs Clearance  

Lodgment of Customs Declaration 
(* Automated Data Capture from CAIS)  

26 Submission of Electronic 
Declaration* Mth………………Day………………Hr………..…. Min………... 

27 Presentation of Supporting 
Documents Mth………………Day………………Hr………….…Min……….…. 

28 Number of line items  
 

Document Audit/ Assessment of 
Duty 

Start Finish  
Comments Date Time Date Time 

29 Document Audit      
 

30 Declarant Notified Mth………………Day………………Hr……………Min………..… 

Payment of Duties, Taxes and Fees 

31 Method of Payment 
 

Yes No

Yes No

Quarantine Food Plant Technical 
S d d

Health Other

Yes No

Bank Electronic
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  Start Finish  
Comments Date Time Date Time 

32 Payment Slip Submitted/Customs 
notified n/a n/a  

   
 

33 Tax payment confirmed in CAIS* n/a n/a    
 

Inspection: 

34 Risk Category 
Red              Orange

Green  
35 Document Inspection 

 
  Start Finish  

Comments Date Time Date Time 

36 Document Inspection      
 

37 Physical Inspection 
 

38 Control Card issued Mth………… Day………………Hr……………. Min………..…… 

  
Start Finish Initials/ 

Locatio
n 

Comments Date Time Date Time 

39 Container/Goods Located       
 

40 Cargo moved to  Inspection Area       
 

41 Physical Examination by Customs       
 

42  Physical Inspection confirmed in 
CAIS *       

43 Approval for Release*       

44 Release Mth…………… Day………………Hr…………… Min………..… 

Yes No

Yes No
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7.6 Customs House – Central Customs Inspection Area - Cargo Clearance Survey 
Form 
7.6.1 Objective 

To measure the time taken to complete the clearance process from arrival of goods at the 
customs control area to their release from Customs  

7.6.2 Methodology 

Data Collection Method: Survey Form A  

The persons involved in data collection process for the Survey Form are: 
a) Field Researcher 
b) Customs 

i. Customs Officer – Document Control: Declaration check, Assessment, Payment 
ii. Customs State Inspector – inspection and release  

iii. Senior Customs State Inspector – approval 
c) GASI  

i. GASI – Inspector 
d) Customs broker 

7.6.3 Work shift 

One shift between during working hours from 8am to 6pm over the seven (7) day period. 

7.6.4 Field researchers 

Two (2) Field Researchers: 
• One (1) Field Researcher  
• One (1) Data Entry Clerk  

7.6.5 Procedure for data collection 

1. The survey form is distributed by Customs Valuation Officer to declarants. The 
Field Researcher will ensure that all declarants have a form. 
 

2. The Field Researcher moves through the customs control area ensuring that the 
survey forms are completed accurately and all relevant sections are filled out.  

 
3. The Field Researcher collects the survey forms from the Customs Inspector and 

take them to the Data Entry Clerk 
 

4. The Data Entry Clerk will extract the data from the survey forms and input them 
into a Microsoft Excel spreadsheet. At the end of the shift, they will email the 
results to…………………………………………. 

 
5. The Field Researcher will provide survey forms to the Customs Officer at the 

Border Gates – Entry and Exit and will ensure that there is a sufficient supply 
throughout the day. 

 
6. The Customs Officer will staple the Survey Form to the Control Pass and give one 

to each driver who is registered in the CAIS system. This form is given to drivers 
transporting cargo into Mongolia for import or transit. This control pass is signed 
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by Border Troop, Customs and GASI officers and submitted to the Border Guard at 
the exit gate. 

 
7. Since the Customs Inspector is the last person in the clearance process, s/he will 

detach the form from the Control Pass and put it in a file for collection. 
 
8. The Data Entry Clerk will collect the forms to input the data in the Excel 

Spreadsheet throughout the day.  
 
9. Survey Form A is colour-coded to help officers to identify sections that they must 

complete. This is further detailed in the table below.  

Key: 

Customs GASI Customs Control 
Area Manager Customs Broker 

    
 

10. Officials must complete the survey form as accurately as possible and carry on 
business as usual 
 

11. The sequencing of steps on the survey form may vary. The times should be 
recorded as and when the process starts and ends.  

 
12. If an activity is not performs, draw a line through the section or question or indicate 

n/a. 
 

13. Field Researchers should remain inconspicuous and not disrupt the process flow.   

 Colour Responsibility 
1 Yellow Customs Officers 
2 Green GASI 
3 Blue Customs Control Area Manager 
4 Lilac Customs Broker 
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Survey Form A: Ulaanbaatar Customs 
No.  Officer responsible for 

completing question Location of Activity Explanation 

1 Name of Transporter Customs Officer Customs Office Name of Transporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 

4 General Commodity Customs Officer Customs Office Give a description of the general commodity.  If many times, state the majority 
type (s) 

5 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 

6 Name and ID Number of 
Importer/ Exporter Customs Officer Customs Office Name and ID Number of Importer/ Exporter 

7 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, 
clearing agent or the importer. 

8 Name and ID Number of 
Declarant Customs Officer Customs Office Name and ID Number of Declarant 

9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight 

10 Arrival of Goods Customs Officer Customs Office Record the date and time of arrival of goods at the border – day, month, hour 
and minute.   

11 Registration of Goods 
Declaration Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

12 Unloading  Customs Officer Customs Control 
Area (CCA) State the start and finish times for unloading the cargo 

13 Start of Temporary Storage CCA Manager Customs Control 
Area (CCA) 

If goods are temporarily stored at the CCA, record the start time of temporary 
storage.  If not, write n/a or draw a line through the question 

14 Documents received GASI Inspector GASI Office State time GASI receives document from importer/declarant 
15 Specialized Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Joint Inspection (with Customs) GASI Inspector GASI Office Indicate whether it was a separate inspection or a joint inspection with Customs 
17 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
18 Sample taken GASI Inspector GASI Office Indicate whether lab analysis was done 

19 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with taking 
the sample for the lab test. The end time is when it was ready to be taken to the 
lab. If none is required write n/a or draw a line through. 

20 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, If 
none is required write n/a or draw a line through. 

21 Cargo Located GASI Inspector Inspection Area If GASI must inspect cargo which must be unloading record the time it was 
located in the ‘finish’ section. If not, indicate n/a or draw a line through it 

22 GASI Physical  Inspection GASI Inspector Inspection Area Record the start and finish times. The finish time is the time that the “Notice of 
Professional of Animal, Plant, Substance and Commodities” is issued.  

23 Receipt of Documents by Broker Customs Broker  Record the time that the importer/driver/freight-forwarder hands the documents 
for preparation of the customs declaration 

24 Submitted by: Customs Broker  Indicate who submitted the documents – freight-forwarder, importer or other. 
Explain other. 
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25 Preparation of declaration Customs Broker  
Record the time when preparation of the customs declaration starts and the time 
it is completed.  The finish is the time on the CEPS when the customs 
declaration is submitted. 

26 Submission of Electronic 
Declaration* 

Customs Officer - 
Valuation Customs Office Record the time (month, day, hour, minute) of submission of customs declaration 

as recorded by the CAIS system 

27 Presentation of Supporting 
Documents 

Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, min) that the customs broker or 

other presents the original documents to Customs. 

28 Number of line items Customs Officer - 
Valuation Customs Office Record the number of line items as per declaration 

29 Declaration Check Customs Officer - 
Valuation Customs Office State the date and time when the declaration check starts and the time it ends.   

30 Declarant Notified* Customs Officer - 
Valuation Customs Office State time the customs broker or other was informed that the declaration was 

accepted or rejected 

31 Method of Payment Customs Officer - 
Valuation Customs Office Indicate the method of payment – electronic or via the bank 

32 Payment Slip 
Submitted/Notification of payment 

Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, minute) 

33 Tax payment confirmed in CAIS* Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, minute) as stamped in the CAIS 

confirming payment was made by the declarant 

34 Risk Category Customs Officer - 
Inspector Customs Office Indicate the risk category as assigned by CAIS. Tick red, orange or green box. 

35 Document Inspection Customs Officer - 
Inspector Customs Office Indicate whether a document inspection was carried out 

36 Document Inspection Customs Officer - 
Inspector Customs Office If a document inspection was carried out, indicate the start and finish times of 

this process. 

37 Physical Inspection Customs Officer  - 
Inspector Customs Office Indicate whether a physical inspection was carried out.  Check the appropriate 

box Yes or No. Also indicate whether the inspection is to be carried out at the  
38 Control Card issued CCA Manager/Designee Inspection Area Time control card is issued to declarant to enter customs control area 

39 Container/Cargo Located CCA Manager/Designee Inspection Area If cargo is unloaded, record the start and finish date and times.  If not, indicate 
n/a or draw a line through the box 

40  Container moved to Inspection 
Area CCA Manager/Designee Inspection Area If cargo is physically inspected, record the start and finish date and times.  If not, 

indicate n/a or draw a line through the box 

41 Physical Examination Customs Officer - 
Inspector Customs Office State the start and finish time of the actual physical inspection 

42 Physical Examination Confirmed 
in CAIS* 

Customs Officer – 
Inspector Customs Office State the time that the inspection was confirmed in the CAIS system, that is the 

time stamp on CAIS 

43 Approval for Release* Customs Officer –   
Senior Inspector Customs Office Record the time the Senior Inspector approves the release of the goods. Record 

the date captured in CAIS 

44 Release (declaration stamped) Customs Officer – 
Inspector Customs Office Record the time the declaration is stamped and signed by the inspector. 
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FORM A   
 

MONGOLIA TIME RELEASE STUDY SURVEY FORM 
Cargo Clearance 

 

 

 
The order of questions may not follow the sequence of the process workflow in practice. Complete the 
question at the start and end of each process step or when it occurs. If an activity is not performed, 
draw a line through the question. Questions will be answered by respondents according to the colours 
indicated below: 
 

Customs GASI Customs Control 
Area Manager 

Customs Broker 

    

LOCATION  
 

Transport Document Number  

Manifest Number  

Declaration Number  

GASI Certificate Number  

Section A 

1 Name of Transporter Ulaanbaatar Railway 

2 Mode of Transport Rail 

3 Type of Cargo 
 

4 General Commodity  

5 Transport Documents   

 

6 Name and ID Number of Importer/ 
Exporter  

7 Declaration Code 
 

 
8 Name and ID Number of 

Declarant  

9 Classification of Goods 
Tariff Heading Value 

Origin Weight 

Section B:   

10 Arrival of Goods Mth…………… Day…………………Hr………..…. Min………... 

11 Registration of Goods 
Declaration Mth……………. Day…………..…….Hr……..……. Min………... 

12 Unloading Start Finish Comments Date Time Date Time 

FCL Non-containerized

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Importer 
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13 Start of Temporary Storage 
 
Mth………..…………. Day…………..………. 
Hr……………..……. Min………..…………. 

General Agency for Specialized Inspections (GASI)  

14 Documents Received 
 

15 Specialized Inspection  

16 Joint Inspection (with Customs) 
 

17 Type of Specialized Inspection 

 
18 Sample taken 

 

Inspection 
Start Finish 

 Comments 
 Date Time Date Time 

19 Lab  Analysis       

20 Analysis Received n/a n/a    
 

21 Cargo Located n/a n/a    

22 GASI Physical Examination      
 

Preparation of Declaration  

23 Receipt of documents by 
Customs Broker  

24 Submitted by: 
Freight-forwarder Importer

Other  

25 Declaration Preparation 

Start Finish Comments Date Time Date Time 

     
 

Section C: Customs Clearance  

Lodgment of Customs Declaration 
(* Automated Data Capture from CAIS)  

26 Submission of Electronic 
Declaration* Mth………………Day………………Hr………..…. Min………... 

27 Presentation of Supporting 
Documents Mth………………Day………………Hr………….…Min……….…. 

28 Number of line items  
 

Document Audit/ Assessment of 
Duty 

Start Finish  
Comments Date Time Date Time 

29 Document Audit      
 

30 Declarant Notified Mth………………Day………………Hr……………Min………..… 

Payment of Duties, Taxes and Fees 

31 Method of Payment 
 

Yes No

Yes No

Quarantine Food Plant Technical 
S d d

Health Other

Yes No

Bank Electronic
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  Start Finish  
Comments Date Time Date Time 

32 Payment Slip Submitted/Customs 
notified n/a n/a  

   
 

33 Tax payment confirmed in CAIS* n/a n/a    
 

Inspection: 

34 Risk Category 
Red              Orange

Green  
35 Document Inspection 

 
  Start Finish  

Comments Date Time Date Time 

36 Document Inspection      
 

37 Physical Inspection 
 

38 Control Card issued Mth………… Day………………Hr……………. Min………..…… 

  
Start Finish Initials/ 

Locatio
n 

Comments Date Time Date Time 

39 Container/Goods Located       
 

40 Cargo moved to  Inspection Area       
 

41 Physical Examination by Customs       
 

42  Physical Inspection confirmed in 
CAIS *       

43 Approval for Release*       

44 Release Mth…………… Day………………Hr…………… Min………..… 

Yes No

Yes No
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7.7 Export Clearance Survey Form 
7.7.1 Objective 

To measure the time taken to complete the export clearance process. 

7.7.2 Methodology 

Data Collection Method: Data Collection Form F: Export is completed GASI and Customs 
officials. 

7.7.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk)  

7.7.4 Procedure for data collection 
 

1. Customs Officer maintains control over the survey form and ensures all applicable 
sections are completed 
 

2. The sequencing of steps on the survey form may vary. The times should be 
recorded as and when the process starts and ends.  

 
3. The Data Entry Clerk will extract the data from the survey forms and input them 

into a Microsoft Excel spreadsheet. At the end of the shift, they will email the 
results to…………………………………………. 

 
4. Survey Form F is colour-coded to help officers to identify sections that they must 

complete.
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Survey Form F: Export Clearance 

No. Question 
Officer responsible 

for completing 
question 

Location of Activity Explanation 

1 Name and ID of Exporter Customs Officer Customs Office Name of exporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs  Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 
4 General Commodity Customs Officer Customs  Office State the general commodity 
5 TIR System Customs Officer Customs  Office Indicate whether the goods will be exported under the TIRS System 

6 
List Permits and licenses 
required Customs Officer Customs Office List the permits required for export of goods 

7 All Permits Attached Customs Officer Customs Office Indicate whether all permits are attached.  If not, state reason why. 
8 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 
9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight  

10 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, clearing 
agent or the importer. 

11 
Name and ID Number of Third 
Party (Broker) Customs Officer Customs Office Name and ID Number of Third Party if broker is used 

12 Examination of Goods Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

13 Goods examined at: Customs Officer Customs Office Indicate whether goods were examined at the exporter’s premises, customs or other 
location.  State name of other location 

14 Customs Inspection  Customs Officer Customs Office If goods are temporarily stored at the CCA, record the start time of temporary 
storage.  If not, write n/a or draw a line through the question 

15 GASI Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
17 Sample taken GASI Inspector GASI Office Indicate whether a sample was taken 

18 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with taking the 
sample for the lab test. The end time is when it was ready to be taken to the lab.  If 
none is required write n/a or draw a line through. 

19 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, If 
none is required write n/a or draw a line through. 

20 Physical  Examination GASI Inspector Inspection Area Record the start and finish times of inspection.   
21 Certificate Issued GASI Inspector  Record date and time certificate issued 
22 Arrival of Goods  Customs Officer  Customs Office Record the date and time (month, day, hour, minute) the goods arrived at customs.  

23 Registration of Goods 
Declaration Customs Officer Customs Office Record the date and time (month, day, hour, min) goods declaration was registered 

on the CAIS system 
24 Release  Customs Officer  Customs Office Record the number of line items as per declaration 
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FORM F         
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM  

EXPORTS 
 

Location: ………………………………………………………………………Date: ………………………… 
 

 
The order of questions may not follow the sequence of the process workflow in practice. Each section 
should be completed at the beginning and end of each step as it occurs.  

ID Number of Goods Declaration  

Manifest Number  

GASI Certificate Number  

  

Section A: To Be Completed by Customs  

1 Name and ID Number of  Exporter  

2 Mode of Transport  

3 Type of Cargo 

 
4 General Commodity  

 

5 TIR System Yes No
 

6 List Permits and licenses required  
 

7 All Permits Attached Yes No
 

If no, indicate reason: 

8 Transport documents  

 
 

9 Classification of Goods Tariff Heading Value 
Weight  

10 Declaration Code 
 

 
11 Name and ID Number of Third 

Party (Broker) 
 
 

12 Examination of Goods Yes No
 

13 Goods examined at: 
Customs Exporter's premises

Other...............................................................
 

FCL Non-containerized

Express Consignment

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Airway Bill 

Importer 
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14 

Customs Inspection  
Start Finish Initial Comment 

Date Time Date Time   
At Exporter Premises       
At Customs       
Other       

Section B: Generalized Agency for State Inspections 

15 Inspection by GASI Yes No
 

16 Type of Specialized Inspection  

 
17 Sample taken Yes No

 

  
Start Finish Initial Comment 

Date Time Date Time   
18 Lab  Analysis       
19 Analysis Received n/a n/a     
20 Physical Examination       
21 Certificate issued n/a n/a     

Section B:   To Be Completed by Customs 

22 Arrival of Goods  Mth……………Day………………Hr……………..Min………..… 

23 Registration of Goods Declaration Mth……………Day………………Hr……………..Min…………. 

24 Release  Mth……………Day………………Hr……………..Min………..… 

Quarantine Food Plant Technical 
d d

Health Other



 

 

8. GASHUUN SUKHAIT PORT 





 

 

8. GASHUUN SUKHAIT BORDER PORT 

8.1 Border Crossing – Inbound Vehicles – Black Box Method 
8.1.1 Objective 

To measure the time it takes for vehicles arriving at the Gashuun Sukhait Port from China to 
complete all border formalities and exit.  

The time between the arrival at the end of the queue at the border crossing (Chinese side) and 
departure from the border crossing (that is, unregulated road on Mongolian side). 

8.1.2 Methodology 

Data Collection Method: Black Box Observations 
The Black Box is the entire border crossing for inbound traffic. There is one entrance to the 
black box and one exit for passenger vehicles and lorries.    

Field Researchers will record data on each vehicle entering and exiting the Black Box 
standing: 

i. At the end of entry queue observing traffic from China and, 
ii. At the exit gate of the border crossing observing traffic leaving into Mongolia. The 

moment the vehicle leaves the border crossing is the time of exit. 
 

8.1.3 Shifts to be covered 

The Gashuun Sukhait Port opens from 9:00am to 6:00pm per day. Data will be collected over 
one shift per day for seven (7) days. 

8.1.4 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 1 – located at Checkpoint (Entry Gate) on Chinese side 
• Field Researcher 2 at Checkpoint (Exit Gate)  

8.1.5 procedure for data collection 

1. Entrance to Black Box - Field Researcher 1 
2. Exit from Black Box - Field Researcher 2 

 
A. Entrance to Black Box – Field Researcher 1 

 
1. The end of the queue is always at a specified point during the data collection period. 

This is to be determined. 
 

2. Field Researcher will: 
a. Collect data from that specified point towards the checkpoint gate.  
b. Record data as vehicles reaches that specified point, that is the end of the queue 
c. At every 15 minute interval, observe the entire inbound queue and may need to 

walk to the front of the queue 
d. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
e. Use as many copies of data collection forms as needed 
f. Number each page of each form type sequentially 
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g. At the end of the shift, on a daily basis, enter the data collected into the Excel 
data entry form (identical to the data collection form. Email the file to 
……………….   

h. Continue adding new data to the bottom of the previous day’s work sheet until 
the end of the data collection period. 

 
3. Data Collection Form AAD: Gashuun Sukhait Border Crossing - Inbound Vehicles: 

Black Box Observation – Entrance to Black Box 
As each vehicle joins the end of the inbound queue, the Field Researcher records the 
following information: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Time vehicle enters the inbound queue (to the nearest minute if possible) 
c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 

TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Destination - Ask the driver, his/her destination in Mongolia or whether in 
transit through Mongolia. Enter Mongolia or Transit as appropriate on the form. 

e. Time documents are handed to Border Guards (to the nearest minute) 
f. Time documents to Customs Officer (to the nearest minute) 
g. Time of start of physical check (to the nearest minute). If no physical check is 

made, enter N/A (not applicable) 
h. Time the vehicle leaves the checkpoint and moves into the border crossing 
i. Comments if any. Record any noteworthy observations – the more the better.  

 
4. Data Collection Form AZC: Gashuun Sukhait Border Crossing - Inbound Vehicles: 

Black Box Observation – Entrance to Queue Length 
a. At every 15 minute interval, that is  on the hour and 15, 30, 45 minutes after the 

hour, observe the entire inbound  
b. Record the following: 

i. Actual time of observation (to the nearest minute) 
ii. License plate number of the vehicle at the front of the inbound queue. 

This is the vehicle that will next pass into the border crossing) 
iii. The number and types of vehicle in the inbound queue. Enter the 

numbers and types of vehicles. 
 

B. Exit from Black Box – Field Researcher 2 
 

1. The Field Researcher is located at the Exit Gate (Checkpoint) of the border crossing 
leading to un-regulated road of Mongolia. S/he is positioned at a point best able to see 
vehicles as they leave the border crossing. 
 

2. The Field Researcher will collect data on vehicles as they leave the border crossing 
and enters un-regulated road. 

 
3. Field Researcher will: 

a. Collect data from that specified point towards the checkpoint gate.  
b. Record data as vehicles reaches that specified point, that is the end of the 

queue 
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c. At every 15 minute interval, observe the entire inbound queue and may need to 
walk to the front of the queue 

d. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

e. Use as many copies of data collection forms as needed 
f. Number each page of each form type sequentially 
g. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
………………. Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 

 
4. Data Collection Form AZI: Gashuun Sukhait Border Crossing - Inbound Vehicles: 

Black Box Observation – Exit from Black Box 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

c. Time documents are handed to Border Guards (to the nearest minute) 
d. Time documents to Customs Officer (to the nearest minute) 
e. Time of start of physical check (to the nearest minute). If no physical check 

is made, enter N/A (not applicable) 
f. Time the vehicle leaves the checkpoint and moves into the border crossing 
g. Comments if any. Record any noteworthy observations – the more the better.  
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FORM AZD   Page……………………… 
 

DATA COLLECTION FORM 
Ganshuun Sukhait Border Crossing – Inbound Vehicles 

Black Box Observation – Entrance to Black Box 
LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
(a) Complete number as shown on licence plate with no spaces.   
(b) Must be Passenger Car, Bus, TIR Truck or Other (if Other, explain in Comments 
(c) Destination of vehicle – Mongolia or other country (Transit) 
(d) To nearest minute if possible 
(e) To nearest minute if possible 

  

LINE 
# 
 
 

LICENCE 
PLATE # 

(a) 

TYPE OF 
VEHICLE 

(b) 
 

TRANSIT OR 
MONGOLIA 

DESTINATION 
(c) 

TIME 
ENTERS 
INBOUND 
QUEUE 

(d) 

Time (e) 

COMMENTS DOCUMENTS 
GIVEN TO 
BORDER 
GUARD 

DOCUMENTS 
GIVEN TO 
CUSTOMS 

START OF 
PHYSICAL 

CHECK 

LEAVES 
CHECKPOINT 
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FORM AZC    Page……………………… 
 

DATA COLLECTION FORM 
Gashuun Sukhait Border Crossing 

Inbound Vehicles 
Black Box Observation - Entrance Queue Length 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
LINE 

# 
 
 

SCHEDULED 
TIME 

TIME ENTERS 
INBOUND QUEUE 

(a) 

PLATE NO. OF 
FRONT VEHICLE 

(b) 

NO.OF VEHICLES IN QUEUE (c) 

COMMENTS PASS-
ENGERS BUSES TIRS ORDINARY 

TRUCKS 

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

(a) Time should be on the hour and 15, 30 and 45 minutes after the hour. Show actual time data is collected 
(b) Vehicle at front of inbound queue; next vehicle enter border crossing. Complete number as shown on 

license plate with no spaces.   
(c) Count number of each type of vehicle 
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FORM AZI                                               Page………………………... 
 

DATA COLLECTION FORM 
Gashuun Sukhait Border Crossing 

Inbound Vehicles 
Black Box Observation - Exit From Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE 
# 
 
 

LICENCE 
PLATE # 

(a) 

TYPE OF 
VEHICLE 

(b) 

TIME (c)  

COMMENTS DOCUMENTS 
GIVEN TO 
BORDER 
GUARD 

DOCUMENTS 
GIVEN TO 
CUSTOMS 

START OF 
PHYSICAL 

CHECK 

LEAVES 
CHECKPOINT 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

 
(a) Complete number as shown on licence plate with no spaces.  
(b) Must be Passenger Car, Bus, TIR Truck, Ordinary Truck or Other (explain other in Comments column) 
(c) To nearest minute if possible 
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8.2 Border Crossing – Outbound Vehicles – Black Box Method 
8.2.1 Objective 

To measure the time it takes for vehicles arriving at the Gashuun Sukhait Border Crossing in 
Mongolia to complete all border formalities and exit at gate on Chinese side. That is, the time 
between the arrival at the end of the queue at the border crossing and departure at exit gate 

8.2.2 Methodology 

Data Collection Method: Black Box Observations 

The Black Box is the entire border crossing for inbound traffic. There is one entrance to the 
black box and one exit for passenger vehicles and lorries.    

Field Researchers will record data on each vehicle entering and exiting the Black Box 
standing: 

i. At the end of entry queue observing traffic on Mongolian side and, 
ii. At the exit gate of the border crossing observing traffic leaving to China. The moment 

the vehicle leaves the border crossing is the time of exit. 

8.2.3 Work shifts 

The Gashuun Sukhait Border Crossing opens from 9:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

8.2.4 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 3 – located Checkpoint (Entry Gate) on Mongolian side of border 
• Field Researcher 4 – at Checkpoint (Entry Gate)  

8.2.5 Procedure for data collection 

1. Entrance to Black Box - Field Researcher 3 
2. Exit from Black Box - Field Researcher 4 

 
A. Entrance To Black Box – Field Researcher 3 

 
1. The end of the queue is always at a specified point during the data collection period.  

This is to be determined. 
 

2. Field Researcher will: 
a. Collect data from that specified point at the checkpoint gate.  
b. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
c. Use as many copies of data collection forms as needed 
d. Number each page of each form type sequentially 
e. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
………………. Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 

 
3. Data Collection Form AZE: Gashuun Sukhait Border Crossing - Outbound Vehicles: 

Black Box Observation – Entrance to Black Box 
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As each vehicle joins the end of the inbound queue, the Field Researcher records the 
following information: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces.  Enter the number of vehicle and 
not the trailer if any. 

b. Time vehicle enters the inbound queue (to the nearest minute if possible) 
c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 

TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Destination - Ask the driver, his/her destination in Mongolia or whether in 
transit through Mongolia. Enter Mongolia or Transit as appropriate on the form. 

e. Time documents are handed to Border Guards (to the nearest minute) 
f. Time documents to Customs Officer (to the nearest minute) 
g. Time of start of physical check (to the nearest minute). If no physical check is 

made, enter N/A (not applicable) 
h. Time the vehicle leaves the checkpoint and moves into the border crossing 
i. Comments if any. Record any noteworthy observations – the more the better.  

 
4. Data Collection Form AZF: Zamyn Uud Border Crossing - Outbound Vehicles: Black 

Box Observation – Entrance to Queue Length 
a. At every 15 minute interval, that is  on the hour and 15, 30, 45 minutes after the 

hour, observe the entire inbound  
b. Record the following: 

i. Actual time of observation (to the nearest minute) 
ii. License plate number of the vehicle at the front of the inbound queue. 

This is the vehicle that will next pass into the border crossing) 
iii. The number and types of vehicle in the inbound queue. Enter the 

numbers and types of vehicles) 
 

B. Exit From Black Box – Field Researcher 2 
 

1. The Field Researcher is located at the Exit Gate (Checkpoint) of the border crossing 
leading to China. S/he is positioned at a point best able to see vehicles as they leave 
the border crossing. 
 

2. The Field Researcher will collect data on vehicles as they leave the border crossing 
and enters un-regulated road. 

 
3. Field Researcher will: 

a. Collect data from the specified point towards the checkpoint gate.  
b. At the beginning of each shift and starting time of new data taken, record the 

times of any breaks taken 
c. Use as many copies of data collection forms as needed 
d. Number each page of each form type sequentially 
e. At the end of the shift, on a daily basis, enter the data collected into the Excel 

data entry form (identical to the data collection form. Email the file to 
………………. Continue adding new data to the bottom of the previous day’s 
work sheet until the end of the data collection period. 
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4. Data Collection Form AZG: Gashuun Sukhait Border Crossing - Outbound Vehicles: 
Black Box Observation – Exit from Black Box 
As each vehicle leaves the border crossing, the Field Researcher records the following 
information on the form: 

a. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

b. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

c. Time documents are handed to Border Guards (to the nearest minute) 
d. Time documents to Customs Officer (to the nearest minute) 
e. Time of start of physical check (to the nearest minute). If no physical check is 

made, enter N/A (not applicable) 
f. Time the vehicle leaves the checkpoint and moves into the border crossing 
g. Comments if any. Record any noteworthy observations – the more the better.  
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FORM AZE    Page……………………… 
 

DATA COLLECTION FORM 
Ganshuun Sukhait Border Crossing 

Outbound Vehicles 
Black Box Observation – Entrance to Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
(a) Complete number as shown on licence plate with no spaces.   
(b) To nearest minute if possible 
(c) Must be Passenger Car, Bus, TIR Truck or Other (if Other, explain in Comments 
(d) Two letter Country Code for country where vehicle is registered. Visible on licence plate  
(e) Destination of vehicle – Mongolia or other country (Transit) 

  

LINE # 
 
 

LICENCE PLATE # 
(a) 

TIME ENTERS 
OUTBOUND 

QUEUE 
(b) 

TYPE OF 
VEHICLE 

(c) 

COUNTRY OF 
REGISTRATION 

(d) 

TRANSIT OR 
MONGOLIAN 

DESTINATION 
(e) 

COMMENTS 
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FORM AZF    Page……………………… 
 

DATA COLLECTION FORM 
Ganshuun Sukhait Border Crossing 

Outbound Vehicles 
Black Box Observation - Entrance Queue Length 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 
LINE 

# 
 
 

SCHEDULED 
TIME 

TIME ENTERS 
INBOUND QUEUE 

(a) 

PLATE NO. OF 
FRONT VEHICLE 

(b) 

NO.OF VEHICLES IN QUEUE (c) 

COMMENTS PASS-
ENGERS BUSES TIRS ORDINARY 

TRUCKS 

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

 ____:00        

 ____:15        

 ____:30        

 ____:45        

(a) Time should be on the hour and 15, 30 and 45 minutes after the hour. Show actual time data is collected 
(b) Vehicle at front of inbound queue; next vehicle enter border crossing. Complete number as shown on 

license plate with no spaces.  
(c) Count number of each type of vehicle 
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FORM AZG  Page……………………… 
 

DATA COLLECTION FORM 
Gashuun Sukhait Border Crossing 

Outbound Vehicles 
Black Box Observation - Exit From Black Box 

LOCATION: 
 
 

DATE: SHIFT 
HOURS: 

 

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # 
 
 

LICENCE PLATE # 
(a) 

TIME VEHICLE LEAVES 
BORDER CROSSING 

(b) 
 

TYPE OF VEHICLE 
(c) COMMENTS 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

(a) Complete number as shown on licence plate with no spaces.  
(b) To nearest minute if possible 
(c) Must be Passenger Car, Bus, TIR Truck, Ordinary Truck or Other (explain other in Comments column) 
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8.3 Border Crossing – Inspection Area – Black Box Method 
8.3.1 Objective 

To measure the time it takes for vehicles arriving at the Inspection Area at Gashuun Sukhait 
Border Port to complete inspections by GASI and Customs authorities.  

The time between arrival at the Inspection Area and exit will be measured including time for 
completion of inspection by each agency.  

8.3.2 Methodology 

Data Collection Method: Black Box Observations using Data Collection Form X and Data 
Collection Form Y. 

8.3.3 Field researchers 

Two (2) Field Researchers: 
• Field Researcher 5 - Positioned at the white line before the Inspection Area - Inbound 
• Field Researcher 6 – Positioned at the white line before the Inspection Area - 

Outbound 

8.3.4 Work shift  

The Gashuun Sukhait Border Crossing opens from 9:00am to 6:00pm per day. Data will be 
collected over one shift per day for seven (7) days. 

8.3.5 procedure for data collection 

A. Entrance to Inspection Area – White Line 

1. One Field Researcher start at the white line to follow and observe all vehicles as they 
arrive at the inspection and go through GASI and Customs inspections and exit the 
inspection area.  
 

2. All inspections occur in the designated Inspection Area of the border crossing 
 

3. The Field Researcher will collect data on vehicles from the time they stop at the white 
line before the Inspection Area. 

 
4. The Field Researcher: 

a. At the beginning of each shift and starting time of new data taken, record the 
times of any breaks taken 

b. Use as many copies of data collection forms as needed 
c. Number each page of each form type sequentially 

 
5. The Field Researcher will aim to follow every vehicle that enters the area. However, if 

busy, the Field Researcher will select to vehicles to follow through the inspection 
processes and record the following information on the Data Collection Form AZH: 
Gashuun Sukhait Border Port  Inspection Area - Black Box Observations 

As each vehicle reaches the Inspection Area, the Field Researcher records the 
following information on the form: 

a. Location – Indicate whether Outbound (for vehicles leaving Mongolia) or 
Inbound (for vehicles entering Mongolia)  
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b. License plate number of each vehicle – Enter license plate number exactly as 
it appears on the number plate without spaces. Enter the number of vehicle and 
not the trailer if any. 

c. Type of vehicle – Enter one of the following: Passenger Car (PC); Bus (B); 
TIR Truck (TIR) or Other (OT). If Other, specify type of vehicle in Comments 
column 

d. Time of arrival of the vehicle at the white line before the inspection area 
(enter to the nearest minute) 

e. Time of GASI Inspection – Record the time GASI Inspector: 
i. Starts inspection of the vehicle  

ii. End inspection of the vehicle 
iii. Signs the Control Pass 

Enter to the nearest minute 
f. Time for Customs Inspection – Record the time Customs Inspector: 

i. Starts inspecting the vehicle  
ii. End inspection of the vehicle 

iii. Signs the Control Pass 
Enter to the nearest minute. 

g. Comments – Any noteworthy observations in terms of reason for delay if any 
etc 
 

6. When a vehicle finishes the inspection process, the Field Researcher selects another 
vehicle to begin the process again. 
 

7. At the end of the shift, on a daily basis, enter the data collected into the Excel data 
entry form (identical to the data collection form. Email the file to ……………….  
 

8. Continue adding new data to the bottom of the previous day’s work sheet until the end 
of the data collection period. 
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FORM AZH   Page……………………… 
 

DATA COLLECTION FORM 
Ganshuun Sukhait  Border Crossing 

Observation – INSPECTION AREA 
LOCATION: 
 
 

DATE: SHIFT HOURS:  

Start Time Finish Time Break Times 

FIELD RESEARCHER 
 

 
 

 
 

 
 

 

LINE # License Plate 
# 

Type of 
Vehicle 

 Time 

COMMENTS Arrival at 
Inspection 

Shed 

GASI Customs Exit 
Inspection 

Shed 
Start of 

Inspection End of Inspection Control Pass 
signed 

Start of 
Inspection 

End of Customs 
Inspection 

Control Pass 
signed 
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8.4 Border Crossing – Cargo Clearance Survey Form 

8.4.1 Objective 

To measure the time taken from arrival of goods until their release from Customs  

8.4.2 Methodology 

Data Collection Method: Survey Form D completed by border port officials involved in the 
cargo clearance process and the Customs Control Area Manager. 

The persons involved in data collection process for the Survey Form are: 
a. Field Researcher 
b. Border Troop 
c. Customs 

i. Customs Officer at the Gate 
ii. Customs Officer – Weighing Station 

iii. Customs Officer – Document Control: Declaration check, Assessment, Payment 
iv. Customs State Inspector – inspection and release  
v. Senior Customs State Inspector – approval 

d) GASI Border Control Unit 
i. GASI officer in office 

ii. GASI – Inspector 
e) Customs broker 

8.4.3 Work shift 

The Gashuun Sukhait Border Crossing opens from 9:00am to 6:00pm per day. Data will be 
collected during working hours in one shift per day for seven (7) days. 

8.4.4 Field researchers 

Three (3) Field Researchers: 
• One (1) Field Researcher for outbound traffic 
• One (1) Field Researcher  for inbound traffic  
• One (1) Data Entry Clerk to input data from survey forms in Excel spreadsheet 

8.4.5 Procedure for data collection 

1. The Field Researcher will move through the bordering crossing ensuring that the 
survey forms are completed accurately and all relevant sections are filled out. They 
will collect the survey forms from the Customs Inspector and take them to the Data 
Entry Clerk 
 

2. The Data Entry Clerk will extract the data from the survey forms and input them 
into a Microsoft Excel spreadsheet. At the end of the shift, they will email the 
results to…………………………………………. 

 
3. The Field Researcher will provide survey forms to the Customs Officer at the 

Border Gates – Entry and Exit and will ensure that there is a sufficient supply 
throughout the day. 

 
4. The Customs Officer attaches the Survey Form to the Control Pass and give one to 

each driver who is registered in the CAIS system. This form is given to drivers 
transporting cargo into Mongolia for import or transit. This control pass is signed 
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by Border Troop, Customs and GASI officers and submitted to the Border Guard at 
the exit gate. 

 
5. Since the Customs Inspector is the last person in the clearance process, s/he will 

detach the form from the Control Pass and put it in a file for collection. 
 
6. The Field Researcher collects the forms and hand them to the Data Entry Clerks to 

input in the Excel Spreadsheet collects the forms at least twice a day, at lunch time 
and the end of the day. The Field Supervisor will use his/her discretion in collecting 
forms for example, if the file is full, the Field Researcher will clear the file. 

 
7. Survey Form D is colour-coded to help officers to identify sections that they must 

complete. This is further detailed in the table below.  

Key: 

Customs GASI Customs Control 
Area Manager Customs Broker 

    
 

8. Border port officials must complete the questionnaire as accurately as possible and 
carry on business as usual. 

 
9. The sequencing of steps on the survey form may vary. The times should be 

recorded as and when the process starts and ends.  
 

10. Field Researchers should remain inconspicuous and not disrupt the process flow.   
 

The following is an example of the document flow from arrival to clearance of goods at the 
border.    
 

 Colour Responsibility 
1 Yellow Customs Officers 
2 Green GASI 
3 Blue Customs Control Area Manager 
4 Lilac Customs Broker 



Business Plus Initiative Project 

Page 276 Time Release Study: Procedure Manual 
 

 



Business Plus Initiative Project 

Time Release Study: Procedure Manual Page 277 
 

Survey Form D: Border Port 
Section 

 
Question 
Number  Officer responsible for 

completing question 
Location of 

Activity Explanation 

A 1 Name of Transporter Customs Officer Customs Border 
Gate Name of Transporter of goods 

 2 Mode of Transport Customs Officer Customs Border 
Gate Mode of Transport – Air, Rail or Road 

 3 Type of Cargo Customs Officer Customs Border 
Gate 

Indicate type of cargo – FCL or Non-containerized or Express 
Consignment 

 4 General Commodity Customs Officer Customs Border 
Gate 

Give a description of the general commodity.  If many times, state the 
majority type (s) 

 5 TIR System  Customs Officer Customs Border 
Gate 

Check Yes box if the lorry is under the TIR Carnet system. If not, check  
No 

 6 Transport Documents Customs Officer Customs Border 
Gate 

Indicate the transport documents presented by checking the relevant 
boxes 

 7 Name and ID Number of 
Importer/ Exporter Customs Officer Customs- OSS Name and ID Number of Importer/ Exporter 

 8 Declaration Code Customs Officer Customs - OSS Declaration Code – Indicate who is clearing the goods – Customs Broker, 
clearing agent or the importer. 

 9 Name and ID Number of 
Declarant Customs Officer Customs - OSS Name and ID Number of Declarant 

 10 Classification of Goods Customs Officer Customs - OSS Classification of Goods - Tariff Heading; Value; Origin; Weight 

B 11 Arrival of Goods Customs Officer Customs - OSS Record the date and time of arrival of goods at the border – day, month, 
hour and minute.   

 12 Border Registration Border Troop Customs Border 
Gate Time the Border Troop complete its registration process 

 13 Customs Registration Customs Officer Customs Border 
Gate 

Time Customs completes its registration process. Record CAIS time 
stamp. 

 14 Weighing Customs Officer Weighing Station 
The time or arrival of the vehicle at the weighing station and the 
completion of the process i.e. when the driver is handed the printed 
results and informed the process is complete 

 15 GASI Disinfectant GASI Inspector GASI Office Indicate whether GASI inspected the vehicle 
 16 Specialized Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 

 17 Joint Inspection (with 
Customs) GASI Inspector GASI Office Indicate whether it was a separate inspection or a joint inspection with 

Customs 

 18 Type of Specialized 
Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 

 19 Lab Analysis GASI Inspector GASI Office Indicate whether lab analysis was done 

 20 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with 
taking the sample for the lab test. The end time is when it was ready to be 
taken to the lab.  If none is required write n/a or draw a line through. 

 21 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border 



Business Plus Initiative Project 

Page 278 Time Release Study: Procedure Manual 
 

office, If none is required write n/a  or draw a line through. 

 22 Cargo Located GASI Inspector Inspection Area 
If GASI must inspect cargo which must be unloading record the time it 
was located in the ‘finish’ section. If not, indicate n/a or draw a line 
through it 

 23 Cargo Unloaded GASI Inspector Inspection Area Record the start and finish times of the  

 24 GASI Physical  Inspection GASI Inspector Inspection Area 
Record the start and finish times. The finish time is the time that the 
“Notice of Professional of Animal, Plant, Substance and Commodities” is 
issued.  

 25 Cargo Loaded GASI Inspector Inspection Area Record the start and finish time for loading the cargo. 

 26 Documents Received   Customs Broker  Record the time that the importer/driver/freight-forwarder hands the 
documents for preparation of the customs declaration 

 27 Submitted by: Customs Broker  Indicate who submitted the documents – freight-forwarder, importer or 
other. Explain other. 

 28 Preparation of declaration Customs Broker  
Record the time when preparation of the customs declaration starts and 
the time it is completed. The finish is the time on the CEPS when the 
customs declaration is submitted. 

C 29 Submission of Electronic 
Declaration* 

Customs Officer - 
Valuation Customs - OSS Record the time (month, day, hour, minute) of submission of customs 

declaration as recorded by the CAIS system 

 30 Presentation of Supporting 
Documents 

Customs Officer - 
Valuation Customs - OSS Record the date and time (month, day, hour, min) that the customs broker 

or other presents the original documents to Customs. 

 31 Number of line items Customs Officer - 
Valuation Customs - OSS Record the number of line items as per declaration 

 32 Declaration Check Customs Officer - 
Valuation Customs - OSS State the date and time when the declaration check starts and the time it 

ends.   

 33 Declarant Notified* Customs Officer - 
Valuation Customs - OSS State time the customs broker or other was informed that the declaration 

was accepted or rejected 

 34 Method of Payment Customs Officer - 
Valuation Customs - OSS Indicate the method of payment – electronic or via the bank 

 35 
Payment Slip 
Submitted/Notification of 
payment 

Customs Officer - 
Valuation Customs - OSS Record the date and time (month, day, hour, minute) 

 36 Tax payment confirmed in 
CAIS* 

Customs Officer - 
Valuation Customs - OSS Record the date and time (month, day, hour, minute) as stamped in the 

CAIS confirming payment was made by the declarant 

 37 Risk Category Customs Officer - 
Inspector Customs - OSS Indicate the risk category as assigned by CAIS. Tick red, orange or green 

box. 

 38 Document Inspection Customs Officer - 
Inspector Customs - OSS Indicate whether a document inspection was carried out 

 39 Document Inspection Customs Officer - 
Inspector Customs - OSS If a document inspection was carried out, indicate the start and finish 

times of this process. 

 40 Physical Inspection Customs Officer  - 
Inspector Customs - OSS 

Indicate whether a physical inspection was carried out. Check the 
appropriate box Yes or No. Also indicate whether the inspection is to be 
carried out at the  
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 41 Cargo Located Customs Officer - 
Inspector Inspection Area At border crossing - If a physical examination of the goods is needed, 

state the time the cargo is located  

 42 Cargo Unloaded Customs Officer - 
Inspector Inspection Area If cargo is unloaded, record the start and finish date and times.  If not, 

indicate n/a or draw a line through the box 

 43  Physical Examination Customs Officer –
Inspector Inspection Area If cargo is physically inspected, record the start and finish date and times. 

If not, indicate n/a or draw a line through the box 

 48 Customs Control Area Customs Officer - 
Inspector 

Customs Control 
Area If goods are inspected at a customs control area, state the location 

 49 Arrival of Cargo Customs 
Control Area   CCA Manager/Designee Customs Control 

Area State the time of arrival of the vehicle at the customs control area 

 50 Arrival of Customs State 
Inspector 

Customs Officer - 
Inspector 

Customs Control 
Area State the date and time of the arrival for physical inspection 

 51 Cargo/Container Located CCA Manager/Designee Customs Control 
Area State the start and finish times for locating the container or the cargo 

 52 Cargo Unloaded CCA Manager/Designee Customs Control 
Area State the start and finish times for unloading the cargo 

 53 Physical Examination Customs Officer - 
Inspector Customs - OSS State the start and finish time of the actual physical inspection 

 54 Physical Examination 
Confirmed in CAIS* 

Customs Officer – 
Inspector Customs - OSS State the time that the inspection was confirmed in the CAIS system, that 

is the time stamp on CAIS 

 55 Approval for Release* Customs Officer –  Snr 
Inspector Customs - OSS Record the time the Senior Inspector approves the release of the goods. 

Record the date captured in CAIS 

 55 Release (declaration 
stamped) 

Customs Officer – 
Inspector Customs - OSS Record the time the declaration is stamped and signed by the inspector. 
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FORM D   
MONGOLIA TIME RELEASE STUDY -SURVEY FORM 

BORDER PORT 
Cargo Clearance 

 
Location: ……………………………………………………………………… 

 

 
The order of questions may not follow the sequence of the process workflow in practice. Complete the 
question at the start and end of each process step or when it occurs. If an activity is not performed, 
draw a line through the question. Questions will be answered by respondents according to the colours 
indicated below: 
 

Customs GASI Customs Control Area 
Manager 

Customs Broker 

    
 

Vehicle Number  
Transport Document Number  
Control Pass Number  
Declaration Number  
Manifest Number  
GASI Certificate Number  

Section A 

1 Name of Transporter  

2 Mode of Transport Road 

3 Type of Cargo 

 
4 General Commodity  

5 TIR System  
 

6 Transport Documents  

 

7 Name and ID Number of Importer/ 
Exporter  

8 Declaration Code 
 

 
9 Name and ID Number of Declarant  

10 Classification of Goods 
Tariff Heading Value 

Origin Weight 

Section B:    

11 Arrival of Goods at Checkpoint Mth…………… Day………………Hr………………. Min………..…… 

FCL Non-containerized

Express Consignment

Yes No

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Importer 
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12 Border Registration Mth……………. Day…………..……Hr……….……. Min………..…. 

13 Customs Registration  
Mth……..……… Day………………. Hr……………. Min……..……. 

Customs  

  
Start Finish Weigh

t: Comments Dat
e Time Date Time 

14 Weighing   
      

General Agency for Specialized Inspections (GASI) 

15 GASI Disinfectant 

Start Finish Initials Comments Date Time Date Time 
 
 

 
 

 
 

 
 

 
 

 
 

16 Specialized Inspection 
 

17 Joint Inspection (with Customs) 
 

18 Type of Specialized Inspection 

 
19 Lab Analysis 

 

  
 

Start Finish Initials/ 
Locatio
n 

Comments Date Time Date Time 

20 Lab  Analysis       
 

21 Analysis Received       
 

22 Cargo Located n/a n/a     
 

23 Cargo Unloaded       
 

24 GASI Physical  Inspection       
 

25 Cargo Loaded       
 

Customs Declaration Preparation  

26 Documents Received   Mth……………… Day……………..Hr………..…. Min………………. 

27 Submitted by: 
Freight-forwarder Importer

Other........................  

28 Preparation of declaration 

Start Finish Comments Date Time Date Time 

     

Section C: Customs Clearance 

 

Lodgment of Customs 
Declaration 
(* Automated Data Capture from 
CAIS) 

 

Yes No

Yes No

Quarantine Food Plant Technical 
d d

Health Other

Yes No
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29 Submission of Electronic 
Declaration* Mth…………… Day…………………Hr………………..Min………..… 

30 Presentation of Supporting 
Documents Mth…………… Day…………………Hr………………. Min………..…. 

31 Number of line items  
 

Document Audit/Assessment  Start Finish Comments Date Time Date Time 

32 Declaration Check      
 

33 Declarant Notified* Mth………………Day……………… Hr……………….Min………..… 

Payment of Duties, Taxes and Fees 

34 Method of Payment  
 

35 
Payment Slip 
Submitted/Notification of payment 
 

Mth……………… Day………………Hr………………Min………..…… 

36 Tax payment confirmed in CAIS* Mth………………Day………………  Hr……………….Min………... 

Inspection:  Physical inspections are carried for goods in the red category.  Inspections may be carried out at 
the border inspection area or the scanner or at a customs control area 

37 Risk Category Red Orange Green  
38 Document Inspection 

 
  Start Finish Comments Date Time Date Time 

39 Document Inspection      
 

40 Physical Inspection 
 

 - At Border Crossing 
Inspection Area  

 - At Customs Control Area 
 

 - Scanner 
 

 Border Crossing Inspection Area:  
 

41 Cargo Located Mth…………… Day………………Hr……………… Min………..…… 

  
Start Finish 

Initials Comments Date Time Date Time 

42 Cargo Unloaded 
 
 
 

     

43  Physical Examination 
 
 
 

     

44 Customs Control Area Location……………………………………………………………………
…………………………….. 

45 Arrival of Cargo Customs Control 
Area   Mth…………… Day………………Hr……………… Min………..…… 

46 Arrival of Customs State 
Inspector Mth…………… Day………………Hr………………. Min………..……. 

Bank Electronic

Yes No

Yes No

Yes No

Yes No

Yes No
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47 Cargo/Container Located Mth…………… Day………………Hr………………..Min………..…. 

  Start Finish Initials Comments Date Time Date  Time 

48 Cargo Unloaded  
  

   
 
 
 

49 Physical Examination 
  

   
 
 
 

50 Physical Examination Confirmed 
in CAIS* n/a n/a     

51 Approval for Release*       

52 Release (Declaration stamped) Mth…………… Day…………………Hr………………. Min………….. 
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8.5 Export Clearance Survey Form 
8.5.1 Objective 

To measure the time taken to complete the export clearance process. 

8.5.2 Methodology 

Data Collection Method: Data Collection Form F: Export is completed GASI and Customs 
officials. 

8.5.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk)  

8.5.4 Procedure for data collection 
 

1. Customs Officer maintains control over the survey form and ensures all applicable 
sections are completed 

 
2. The sequencing of steps on the survey form may vary. The times should be 

recorded as and when the process starts and ends.  
 

3. The Data Entry Clerk will extract the data from the survey forms and input them 
into a Microsoft Excel spreadsheet. At the end of the shift, they will email the 
results to…………………………………………. 

 
4. Survey Form F is colour-coded to help officers to identify sections that they must 

complete.  
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Survey Form F: Export Clearance 

No. Question 
Officer responsible 

for completing 
question 

Location of 
Activity Explanation 

1 Name and ID of Exporter Customs Officer Customs Office Name of exporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs  Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 
4 General Commodity Customs Officer Customs  Office State the general commodity 
5 TIR System Customs Officer Customs  Office Indicate whether the goods will be exported under the TIRS System 

6 
List Permits and licenses 
required Customs Officer Customs Office List the permits required for export of goods 

7 All Permits Attached Customs Officer Customs Office Indicate whether all permits are attached. If not, state reason why. 
8 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 
9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight  

10 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, clearing 
agent or the importer. 

11 
Name and ID Number of Third 
Party (Broker) Customs Officer Customs Office Name and ID Number of Third Party if broker is used 

12 Examination of Goods Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

13 Goods examined at: Customs Officer Customs Office Indicate whether goods were examined at the exporter’s premises, customs or 
other location. State name of other location 

14 Customs Inspection  Customs Officer Customs Office If goods are temporarily stored at the CCA, record the start time of temporary 
storage.  If not, write n/a or draw a line through the question 

15 GASI Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
17 Sample taken GASI Inspector GASI Office Indicate whether a sample was taken 

18 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with taking the 
sample for the lab test. The end time is when it was ready to be taken to the lab.  If 
none is required write n/a or draw a line through. 

19 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, If 
none is required write n/a or draw a line through. 

20 Physical  Examination GASI Inspector Inspection Area Record the start and finish times of inspection.   
21 Certificate Issued GASI Inspector  Record date and time certificate issued 
22 Arrival of Goods  Customs Officer  Customs Office Record the date and time (month, day, hour, minute) the goods arrived at customs.  

23 Registration of Goods 
Declaration Customs Officer Customs Office Record the date and time (month, day, hour, min) goods declaration was 

registered on the CAIS system 
24 Release  Customs Officer  Customs Office Record the number of line items as per declaration 
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FORM F         
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM  

EXPORTS 
 

Location: ……………………………………………………………………Date: ……………………………… 
 

 
The order of questions may not follow the sequence of the process workflow in practice. Each section 
should be completed at the beginning and end of each step as it occurs.  

ID Number of Goods Declaration  

Manifest Number  

GASI Certificate Number  

  

Section A: To Be Completed by Customs  

1 Name and ID Number of  Exporter  

2 Mode of Transport  

3 Type of Cargo 

 
4 General Commodity  

 

5 TIR System Yes No
 

6 List Permits and licenses required  
 

7 All Permits Attached Yes No
 

If no, indicate reason: 

8 Transport documents  

 
 

9 Classification of Goods Tariff Heading Value 
Weight  

10 Declaration Code 
 

 
11 Name and ID Number of Third 

Party (Broker) 
 
 

12 Examination of Goods Yes No
 

13 Goods examined at: 
Customs Exporter's premises

Other...............................................................
 

FCL Non-containerized

Express Consignment

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Airway Bill 

Importer 
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14 

Customs Inspection  
Start Finish Initial Comment 

Date Time Date Time   
At Exporter Premises       
At Customs       
Other       

Section B: Generalized Agency for State Inspections 

15 Inspection by GASI Yes No
 

16 Type of Specialized Inspection  

 
17 Sample taken Yes No

 

  
Start Finish Initial Comment 

Date Time Date Time   
18 Lab  Analysis       
19 Analysis Received n/a n/a     
20 Physical Examination       
21 Certificate issued n/a n/a     

Section B: To Be Completed by Customs 

22 Arrival of Goods  Mth………………Day………………Hr……………Min……….… 

23 Registration of Goods Declaration Mth………………Day………………Hr……………Min…………. 

24 Release  Mth………………Day……………...Hr…………….Min……….. 

Quarantine Food Plant Technical 
d d

Health Other





 

 

9. CHINGGIS KHAAN INTERNATIONAL AIRPORT 





 

 

9. CHINGGIS KHAAN INTERNATIONAL AIRPORT 

9.1 General Cargo Arrival – Anecdotal Observations 

Plane Arrives

Documents 
Collected from 

pilot
Baggage 
Offloaded

DHL Packages 
identified Cargo offloaded

Cargo Terminal
(General Cargo & 

Parcels)

DHL 
Building

Transported

Manifest 
Information 

entered in CAIS
(Freight forwarder)

Manifest Approved 
and Documents 

Stamped by 
Customs 

Documents 
Returned to 

Freight forwarder
Customs 

Clearance
(Broker)

Air Cargo -  Parcels - Arrival

 

9.1.1 Objective 

To measure the time from arrival of general cargo and express consignments (except DHL 
parcels) to completion of cargo registration at the Cargo Terminal 

The steps measured will start from the time of arrival of the plane to the time documents are 
handed to the freight forwarder. The freight forwarder follows the documents through the 
process. 

9.1.2 Methodology 

Data Collection Method: Completion of the Data Collection Form AZA: Air Cargo Arrival by 
a Field Researcher who follows the process. 

9.1.3 Field researcher 

Two (2) Field Researcher (Data Entry Clerk) is needed for the seven (7) day period. 

9.1.4 Work shift 

Data will be collected in one shift per day during and outside the working hours of DHL.  

9.1.5 Procedure for data collection 

1. Based on the subjective principle, the Field Researcher chooses the freight forwarder 
and follows him/her through the process starting on the ramp at Chinggis Khaan 
Airport and ending at Cargo Terminal. Priority to should be given to the freight-
forwarder with the largest shipment. 
 

2. The Field Researcher tracks one shipment at a time until the process is complete. 
 

3. When the process is complete, the Field Researcher follows another system and starts 
recording data on another form 
 

4. Customs Officers record data as specified for each declaration submitted to clear the 
cargo.  Data is collected on Form AZA: Air Cargo Arrival 

 
5. Times are entered to the nearest minute. Times are recorded on the data collection form 

in the standard time format using a 24 hour clock (hh:mm, such as 04.25 or 13.55). 
Dates are recorded on the data collection form in the standard date format (dd-mmm-
yy, such as 10-Oct-12) 
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6. If a step is not performed, do not record times in the “Started” and “Finished” columns. 
Fully explain the situation in the “Comments” column. If an important extra step is 
performed then explain in Line 24. 
 

7. The data collection process begins when the customs declaration is submitted by the 
Customs Broker. The date and time is recorded in the CAIS system 
 

8. If the customs declaration is not accepted by the Customs Officer, this is returned to 
the Customs Broker and the process starts again. If this is the case indicate that on Line 
24. 
 

9. Data Collection Form AZA: Air Cargo Arrival 
 

 Activity Explanation 
11 Documents collected from Pilot Time documents are collected from pilot upon 

arrival of plane 
12 Identification of Cargo Terminal 

parcels 
Start and finish time of identification of DHL parcels 

13 Offloading  Start and finish time of offloading from plane onto 
ramp vehicle 

14 Arrival at Cargo Terminal Time of arrival at Cargo Terminal 
15 Offloading Start and finish time of offloading into Cargo 

Terminal 
16 Parcels scanned/ examined Start and finish time of scanning/examination of 

parcels 
17 Freight-forwarder identifies parcels Start and finish time of identification of parcels by 

Freight-forwarders 
18 Start of Temporary Storage Start of temporary storage of parcels 
19 Input Manifest in CAIS Start and finish time for inputting manifest into 

CAIS system 
20 Online submission of manifest* Time of submission as captured by CAIS 
21 Customs receives physical manifest 

and supporting documents 
Time Customs receives physical manifest and 
supporting document 

22 Customs Inspector Assigned Time Branch Manage assigns an inspector 
21 Inspector conducts document and 

online manifest check 
Start and finish time of document and online 
manifest check by inspector 

22 Documents handed to Senior 
Manager 

Time document handed to Customs Branch 
Manager 

23 Senior Manager reviews documents Start and finish time of review by Customs Branch 
Manager 

24 Senior Manager approves manifest* Time Branch Manager approves manifest as 
captured by CAIS 

25 Documents returned to Freight 
forwarder 

Time documents returned to Freight forwarder 
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FORM AZ 
Data Collection Form - DHL – Arrival of Parcels 
 

Processing Step 
(Automated data Capture*) 

Started Finished 
Initial Comments 

Date Time Date Time 
Airport Ramp 
11 Documents collected from 

Pilot n/a n/a     

12 Identification of Cargo 
Terminal parcels       

13 Offloading        
Cargo Terminal 

14 Arrival at Cargo Terminal n/a n/a     
15 Offloading       
16 Parcels scanned/ examined       
17 Freight-forwarder identifies 

parcels       

18 Start of Temporary Storage n/a n/a     
18 Input Manifest in CAIS       
19 Online submission of 

manifest* n/a n/a     

20 Customs receives physical 
manifest and supporting 
documents 

      

21 Customs Inspector Assigned n/a n/a     
22 Inspector conducts document 

and online manifest check       

21 Documents handed to Senior 
Manager n/a n/a     

22 Senior Manager reviews 
documents       

23 Senior Manager approves 
manifest*       

24 Documents returned to 
Freight forwarder       

        
  

1 Arrival Date  
2 Aircraft Number  
4 Air Manifest Number  
6 General Commodity  
7 No. of line items  
9 Freight-forwarder  
10 Type of Cargo  General Cargo Express Consignment  
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9.2 General Cargo – Automated Data/Paper Trail Review 
9.2.1 Objective 

To measure the period of time between when parcels enter Cargo Terminal Customs Control 
Area and when parcels are available for released from customs control. 

9.2.2 Methodology 

Data Collection Method: Paper Trail Review on Data Collection Form AZB – General Cargo 
Consignments – Automated Data/Paper Trail Review 

9.2.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk) is required.  Copies of journal will be made and 
the Field Researcher will extract the data from the journal to computerized worksheets. 

9.2.4 Work shift 

Data is collected in one shift during working hours of the Cargo Terminal over seven (7) 
consecutive days  

9.2.5 Procedure for data collection 

1. A record is kept of all shipments entering and leaving the customs control areas is kept 
in CAIS and journals. 
 

2. The Field Researcher will CAIS and journals during working hours for the seven (7) 
day period  
 

3. The Field Researcher (Date Entry Clerk) extracts data from the journal/photocopies 
and enters it into computerized worksheets as described in steps 3 -6. 
 

4. Indicate the type of Inland Depot, that is, whether it is a Special Customs Control Area, 
a Customs Control Area and a One Stop Shop. You may tick more than one box. 
 

5. Record the following on Data Collection Form AZB – General Cargo Consignments – 
Automated Data/Paper Trail Review 

a. Line Number in Journal 
b. Aircraft Number 
c. Time of Arrival of Aircraft 
d. Name of Freight Forwarder  
e. Date of Entry into Cargo Terminal – Enter time to the nearest minute 
f. Start of Temporary Storage 
g. Date of Exit from the Cargo Terminal 
h. Country of origin of parcel 
i. Type of goods 
j. Declaration Number or Manifest Number 

 
6. At the end of the shift, on a daily basis, the Field Researcher emails the file to 

……………….  
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FORM AZB     Page……………………… 
DATA COLLECTION FORM 

Chinggis Khaan International Airport 
General Cargo –Automated Data/Paper Trail Reviews 

LOCATION: DATE: DATA ENTRY CLERK: 

 

LINE # LINE IN # 
JOURNAL 

AIRCRAFT 
NUMBER 

TIME OF 
ARRIVAL OF 
AIRCRAFT 

NAME OF FREIGHT-
FORWARDER 

START OF 
TEMPORARY 

STORAGE 

ENTRY INTO 
CARGO 

TERMINAL 

DATE OF EXIT 
FROM 

CUSTOMS 
CONTROL AREA 

COUNTRY OF 
ORIGIN OF 
PARCELS 

TYPE OF 
GOODS 

MANIFEST/ 
DECLARATION 

NUMBER 
COMMENTS 
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9.3 General Cargo Clearance Survey Form 
9.3.1 Objective 

To measure the time taken from arrival of goods until their release from Customs  

9.3.2 Methodology 

Data Collection Method: Survey Form E completed by officials involved in the cargo 
clearance process. 

The persons involved in data collection process for the Survey Form are: 
a. Field Researcher 
b. Customs 

i. Customs Officer – Document Control: Declaration check, Assessment, Payment 
ii. Customs State Inspector – inspection and release  

iii. Senior Customs State Inspector – approval 
c) GASI  

i. GASI – Inspector 
d) Customs broker 

9.3.3 Work shift 

The survey form will be distributed during working hours from 8am to 6pm over the seven day 
period. 

9.3.4 Field researchers 

Two (2) Field Researchers: 
• One (1) Field Researcher  
• One (1) Data Entry Clerk to input data from survey forms in Excel spreadsheet 

9.3.5 Procedure for data collection 

1. The Field Researcher will move through the customs control area ensuring that the 
survey forms are completed accurately and all relevant sections are filled out. They 
will collect the survey forms from the Customs Inspector and take them to the Data 
Entry Clerk 
 

2. The Data Entry Clerk will extract the data from the survey forms and input them 
into a Microsoft Excel spreadsheet. At the end of the shift, they will email the 
results to…………………………………………. 

 
3. The sequencing of steps on the survey form may vary. The times should be 

recorded as and when the process starts and ends.  
 
4. Survey Form E is colour-coded to help officers to identify sections that they must 

complete.  This is further detailed in the table below.  

Key: 

Customs GASI Customs Control 
Area Manager Customs Broker 
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5. Officials must complete the survey form as accurately as possible and carry on 
business as usual 
 

6. The sequencing of steps on the survey form may vary. The times should be 
recorded as and when the process starts and ends.  
 

7. Field Researchers should remain inconspicuous and not disrupt the process flow. 

 Colour Responsibility 
1 Yellow Customs Officers 
2 Green GASI 
3 Blue Customs Control Area Manager 
4 Lilac Customs Broker 
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Survey Form E: Air 
No.  Officer responsible for 

completing question 
Location of 

Activity Explanation 

1 Name of Transporter Customs Officer Customs Office Name of Transporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 
4 General Commodity Customs Officer Customs Office Give a description of the general commodity.  If many times, state the majority type (s) 
5 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 

6 Name and ID Number of 
Importer/ Exporter Customs Officer Customs Office Name and ID Number of Importer/ Exporter 

7 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, clearing 
agent or the importer. 

8 Name and ID Number of 
Declarant Customs Officer Customs Office Name and ID Number of Declarant 

9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight 

10 Arrival of Goods Customs Officer Customs Office Record the date and time of arrival of goods at the border – day, month, hour and 
minute.   

11 Registration of Goods 
Declaration Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

12 Unloading  Customs Officer Customs Control 
Area (CCA) State the start and finish times for unloading the cargo 

13 Start of Temporary Storage CCA Manager Customs Control 
Area (CCA) 

If goods are temporarily stored at the CCA, record the start time of temporary storage. If 
not, write n/a or draw a line through the question 

14 Documents received GASI Inspector GASI Office State time GASI receives document from importer/declarant 
15 Specialized Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Joint Inspection (with Customs) GASI Inspector GASI Office Indicate whether it was a separate inspection or a joint inspection with Customs 
17 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
18 Sample taken GASI Inspector GASI Office Indicate whether lab analysis was done 

19 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with taking the 
sample for the lab test. The end time is when it was ready to be taken to the lab. If none 
is required write n/a  or draw a line through. 

20 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, If none is 
required write n/a  or draw a line through. 

21 Cargo Located GASI Inspector Inspection Area If GASI must inspect cargo which must be unloading record the time it was located in 
the ‘finish’ section.  If not, indicate n/a or draw a line through it 

22 GASI Physical  Inspection GASI Inspector Inspection Area Record the start and finish times. The finish time is the time that the “Notice of 
Professional of Animal, Plant, Substance and Commodities” is issued.  

23 Receipt of Documents by Broker Customs Broker  Record the time that the importer/driver/freight-forwarder hands the documents for 
preparation of the customs declaration 

24 Submitted by: Customs Broker  Indicate who submitted the documents – freight-forwarder, importer or other.  Explain 
other. 

25 Preparation of declaration Customs Broker  Record the time when preparation of the customs declaration starts and the time it is 
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completed. The finish is the time on the CEPS when the customs declaration is 
submitted. 

26 Submission of Electronic 
Declaration* 

Customs Officer - 
Valuation Customs Office Record the time (month, day, hour, minute) of submission of customs declaration as 

recorded by the CAIS system 

27 Presentation of Supporting 
Documents 

Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, min) that the customs broker or other 

presents the original documents to Customs. 

28 Number of line items Customs Officer - 
Valuation Customs Office Record the number of line items as per declaration 

29 Declaration Check Customs Officer - 
Valuation Customs Office State the date and time when the declaration check starts and the time it ends.   

30 Declarant Notified* Customs Officer - 
Valuation Customs Office State time the customs broker or other was informed that the declaration was accepted 

or rejected 

31 Method of Payment Customs Officer - 
Valuation Customs Office Indicate the method of payment – electronic or via the bank 

32 Payment Slip 
Submitted/Notification of payment 

Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, minute) 

33 Tax payment confirmed in CAIS* Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, minute) as stamped in the CAIS confirming 

payment was made by the declarant 

34 Risk Category Customs Officer - 
Inspector Customs Office Indicate the risk category as assigned by CAIS. Tick red, orange or green box. 

35 Document Inspection Customs Officer - 
Inspector Customs Office Indicate whether a document inspection was carried out 

36 Document Inspection Customs Officer - 
Inspector Customs Office If a document inspection was carried out, indicate the start and finish times of this 

process. 

37 Physical Inspection Customs Officer  - 
Inspector Customs Office Indicate whether a physical inspection was carried out. Check the appropriate box Yes 

or No. Also indicate whether the inspection is to be carried out at the  
38 Control Card issued CCA Manager/Designee Inspection Area Time control card is issued to declarant to enter customs control area 

39 Container/Cargo Located CCA Manager/Designee Inspection Area If cargo is unloaded, record the start and finish date and times. If not, indicate n/a or 
draw a line through the box 

40  Container moved to Inspection 
Area CCA Manager/Designee Inspection Area If cargo is physically inspected, record the start and finish date and times.  If not, 

indicate n/a or draw a line through the box 

41 Physical Examination Customs Officer - 
Inspector Customs Office State the start and finish time of the actual physical inspection 

42 Physical Examination Confirmed 
in CAIS* 

Customs Officer – 
Inspector Customs Office State the time that the inspection was confirmed in the CAIS system, that is the time 

stamp on CAIS 

43 Approval for Release* Customs Officer –   
Senior Inspector Customs Office Record the time the Senior Inspector approves the release of the goods. Record the 

date captured in CAIS 

44 Release (declaration stamped) Customs Officer – 
Inspector Customs Office Record the time the declaration is stamped and signed by the inspector. 
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FORM E      
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM  

AIR Cargo Clearance 
 

 

 
The order of questions may not follow the sequence of the process workflow in practice. Complete the 
question at the start and end of each process step or when it occurs. If an activity is not performed, 
draw a line through the question. Questions will be answered by respondents according to the colours 
indicated below: 
 

Customs GASI Customs Control Area 
Manager 

Customs Broker 

    

LOCATION  

Airway Bill Number  
Manifest Number  
Declaration Number  

Section A 

1 Name of Transporter  

2 Mode of Transport Air 

3 Type of Cargo 

 
4 General Commodity  

5 Transport Documents 
 

 

6 Name and ID Number of Importer/ 
Exporter  

7 Declaration Code 
  

8 Name and ID Number of Declarant  

9 Classification of Goods 
Tariff Heading Value 

Origin Weight 

Section B:  

10 Arrival of Goods Mth……………Day………………Hr……………..Min………..… 

11 Registration of Goods 
Declaration Mth………..…..Day…………..….Hr……………..Min………..…. 

12 Unloading 

Start End 
Comments Date Time Start Time 

     

13 Start of Temporary Storage Mth………..…. Day…………..…Hr……………..…Min………..… 

General

Express Consignment

Airway Bill Manifest

Broker Clearing Agent Self

Invoice Packing List 
Certificate of Origin 
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General Agency for Specialized Inspections (GASI) 

14 Documents received Mth………..……Day………….…Hr……………Min………..…… 

15 Specialized Inspection 
 

16 Joint Inspection (with Customs) 
 

17 Type of Specialized Inspection 

 
18 Sample taken 

 
 
Inspection 

Start Finish Initials/ 
Locatio
n 

Comments Date Time Date Time 

20 Lab  Analysis       
 

21 Analysis Received n/a n/a     
 

22 Cargo Located n/a n/a     
 

23 GASI Physical Examination       
 

Section C: Customs Clearance 

Lodgment of Customs Declaration 
(* Automated Data Capture from CAIS) 

 
 

24 Receipt of Documents by 
Customs Broker Mth………………Day………………Hr……………Min………..… 

25 Submitted by: 
Freight-forwarder Importer

Other  

26 Declaration Preparation 

Start Finish Comments Date Time Date Time 

     
 

27 Submission of Electronic 
Declaration* Mth………………Day……………Hr………………..Min……….. 

28 Presentation of Supporting 
Documents Mth………………Day……………Hr………………..Min………... 

29 Number of line items  
 

Document Audit/Assessment of Duty 
 

Start Finish Comments Date Time Date Time 

30 Declaration Check      
 

31 Declarant Notified      

Payment of Duties, Taxes and Fees 

32 Method of Payment 
 

  Start Finish Comments Date Time Date Time 

33 Payment Slip or Other 
Notification  Submitted n/a n/a    

 

34 Tax payment confirmed in CAIS* n/a n/a    
 

Yes No

Yes No

Quarantine Food Plant Technical 
d d

Health Other

Yes No

Bank Electronic
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Inspection: 

35 Risk Category 
                  

36 Document Inspection 
 

  Start Finish Comments Date Time Date Time 

37 Document Inspection      
 

 Physical Inspection 
 

38 Control Card issued Mth……………Day………………Hr……………. Min………..… 

  Start Finish Comments Date Time Date Time 

39 Container/Container Located n/a n/a    
 

40 Cargo moved to  Inspection Area      
 

41 Physical Examination      
 

42 Physical Inspection Confirmed in 
CAIS*      

43 Approval for Release*      

44 Release Mth……….……Day………….…Hr………………Min………….. 

Green Orange Red

Yes No

Yes No
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9.4 Export Clearance Survey Form 
9.4.1 Objective 

To measure the time taken to complete the export clearance process. 

9.4.2 Methodology 

Data Collection Method: Data Collection Form F: Export is completed GASI and Customs 
officials. 

9.4.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk)  

9.4.4 Procedure for data collection 
 

1. Customs Officer maintains control over the survey form and ensures all applicable 
sections are completed 

 
2. The sequencing of steps on the survey form may vary. The times should be recorded as 

and when the process starts and ends.  
 

3. The Data Entry Clerk will extract the data from the survey forms and input them into a 
Microsoft Excel spreadsheet. At the end of the shift, they will email the results 
to…………………………………………. 
 

4. Survey Form F is colour-coded to help officers to identify sections that they must 
complete.
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Survey Form F: Export Clearance 

No. Question 
Officer responsible 

for completing 
question 

Location of 
Activity Explanation 

1 Name and ID of Exporter Customs Officer Customs Office Name of exporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs  Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 
4 General Commodity Customs Officer Customs  Office State the general commodity 
5 TIR System Customs Officer Customs  Office Indicate whether the goods will be exported under the TIRS System 

6 
List Permits and licenses 
required Customs Officer Customs Office List the permits required for export of goods 

7 All Permits Attached Customs Officer Customs Office Indicate whether all permits are attached.  If not, state reason why. 
8 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 
9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight  

10 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, clearing agent or the importer. 

11 
Name and ID Number of Third 
Party (Broker) Customs Officer Customs Office Name and ID Number of Third Party if broker is used 

12 Examination of Goods Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

13 Goods examined at: Customs Officer Customs Office Indicate whether goods were examined at the exporter’s premises, customs or other location.  State 
name of other location 

14 Customs Inspection  Customs Officer Customs Office If goods are temporarily stored at the CCA, record the start time of temporary storage. If not, write n/a or 
draw a line through the question 

15 GASI Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
17 Sample taken GASI Inspector GASI Office Indicate whether a sample was taken 

18 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with taking the sample for the lab 
test. The end time is when it was ready to be taken to the lab. If none is required write n/a  or draw a line 
through. 

19 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, If none is required write 
n/a or draw a line through. 

20 Physical  Examination GASI Inspector Inspection Area Record the start and finish times of inspection.   
21 Certificate Issued GASI Inspector  Record date and time certificate issued 
22 Arrival of Goods  Customs Officer  Customs Office Record the date and time (month, day, hour, minute) the goods arrived at customs.  

23 Registration of Goods 
Declaration Customs Officer Customs Office Record the date and time (month, day, hour, min) goods declaration was registered on the CAIS system 

24 Release  Customs Officer  Customs Office Record the number of line items as per declaration 



Business Plus Initiative Project 

Time Release Study: Procedure Manual Page 305 
 

FORM F         
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM  

EXPORTS 
 

Location: ……………………………………………………………………Date: ……………………………… 
 

 
The order of questions may not follow the sequence of the process workflow in practice. Each section 
should be completed at the beginning and end of each step as it occurs.  

ID Number of Goods Declaration  

Manifest Number  

GASI Certificate Number  

  

Section A: To Be Completed by Customs  

1 Name and ID Number of  Exporter  

2 Mode of Transport  

3 Type of Cargo 

 
4 General Commodity  

 

5 TIR System Yes No
 

6 List Permits and licenses required  
 

7 All Permits Attached Yes No
 

If no, indicate reason: 

8 Transport documents  

 
 

9 Classification of Goods Tariff Heading Value 
Weight  

10 Declaration Code 
 

 
11 Name and ID Number of Third 

Party (Broker) 
 
 

12 Examination of Goods Yes No
 

13 Goods examined at: 
Customs Exporter's premises

Other...............................................................
 

FCL Non-containerized

Express Consignment

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Airway Bill 

Importer 
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14 

Customs Inspection  
Start Finish Initial Comment 

Date Time Date Time   
At Exporter Premises       
At Customs       
Other       

Section B: Generalized Agency for State Inspections 

15 Inspection by GASI Yes No
 

16 Type of Specialized Inspection  

 
17 Sample taken Yes No

 

  
Start Finish Initial Comment 

Date Time Date Time   
18 Lab  Analysis       
19 Analysis Received n/a n/a     
20 Physical Examination       
21 Certificate issued n/a n/a     

Section B: To Be Completed by Customs 

22 Arrival of Goods  Mth………………Day………………Hr……………Min……….… 

23 Registration of Goods Declaration Mth………………Day………………Hr……………Min…………. 

24 Release  Mth………………Day……………...Hr…………….Min……….. 

Quarantine Food Plant Technical 
d d

Health Other



 

 

10. INTERNATIONAL PARCEL SERVICE – MONGOL POST, DHL, OTHER 
COURIERS





 

 

10. INTERNATIONAL PARCEL SERVICE 

10.1 MONGOL POST – Inbound Shipments- Paper Trail Review 
10.1.1 Objective 

To measure the period of time between when parcels enter Mongol Post Customs Control Area 
and when parcels are available for removal by the owner. 

10.1.2 Methodology 

Data Collection Method: Paper Trail Review on Data Collection Form AW – Inbound 
Shipments – Mongol Post - Paper Trail Review 

10.1.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk) is required.   

10.1.4 Work shift 

Data will be collected in one shift during working hours of the Mongol Post over the seven 
days.  

10.1.5 Procedure for data collection 

1. A record is kept of all shipments entering and leaving the customs control areas. 
 

2. The Field Researcher will make copies of the journals or have access to the journals 
during working hours for the seven (7) day period. 
 

3. The Field Researcher (Date Entry Clerk) extracts data from the journal/photocopies 
and enters it into computerized worksheets as described in steps 3 -6. 
 

4. Indicate the type of Inland Depot, that is, whether it is a Special Customs Control Area, 
a Customs Control Area and a One Stop Shop. You may tick more than one box. 
 

5. Record the following on Data Collection Form AW – Inbound Shipments – Mongol 
Post – Paper Trail Review: 

a. Line Number in Journal 
b. Date of Entry into Customs Control Area – Enter time to the nearest minute 
c. Date of Exit from the Customs Control Area 
d. Country of origin of parcel 
e. Type of goods 
f. Declaration Number or Manifest Number 

 
At the end of the shift, on a daily basis, the Field Researcher emails the file to ……………….   
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FORM AW  Page……………………… 
 

DATA COLLECTION FORM 
International Parcel Service – MONGOL POST 

Paper Trail Reviews 
LOCATION:  
 

DATA ENTRY CLERK: 

 

LINE 
# 

LINE IN # 
JOURNAL 

DATE OF 
ENTRY 
INTO 

MONGOL 
POST 

DATE OF 
EXIT FROM 
MONGOL 

POST 

COUNTRY 
OF 

ORIGIN 
OF 

PARCELS 

TYPE OF 
GOODS 

DECLARATION 
NUMBER COMMENTS 
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10.2 Mongol Post – Survey Form 

10.2.1 Objective 

To measure the time taken from arrival of goods until their release from Customs.  

10.2.2 Methodology 

Data Collection Method: Survey Form E completed by officials involved in the cargo 
clearance process. 

The persons involved in data collection process for the Survey Form are: 
a. Field Researcher 
b. Customs 

i. Customs Officer – Document Control: Declaration check, Assessment, 
Payment 

ii. Customs State Inspector – inspection and release  
iii. Senior Customs State Inspector – approval 

c) GASI  
i. GASI – Inspector 

d) Customs broker 

10.2.3 Work shift 

The survey form will be distributed during working hours from 8am to 6pm over the seven day 
period. 

10.2.4 Field researchers 

Two (2) Field Researchers: 
• One (1) Field Researcher  
• One (1) Data Entry Clerk to input data from survey forms in Excel spreadsheet 

10.2.5 Procedure for data collection 

1. The Field Researcher will move through the customs control area ensuring that the 
survey forms are completed accurately and all relevant sections are filled out. They 
will collect the survey forms from the Customs Inspector and take them to the Data 
Entry Clerk 
 

2. The Data Entry Clerk will extract the data from the survey forms and input them 
into a Microsoft Excel spreadsheet. At the end of the shift, they will email the 
results to…………………………………………. 
 

3. The sequencing of steps on the survey form may vary. The times should be 
recorded as and when the process starts and ends.  

 
4. Survey Form E is colour-coded to help officers to identify sections that they must 

complete. This is further detailed in the table below.  

Key: 

Customs GASI Customs Control 
Area Manager Customs Broker 
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5. Officials must complete the survey form as accurately as possible and carry on 
business as usual 
 

6. The sequencing of steps on the survey form may vary. The times should be 
recorded as and when the process starts and ends.  
 

7. Field Researchers should remain inconspicuous and not disrupt the process flow. 

 Colour Responsibility 
1 Yellow Customs Officers 
2 Green GASI 
3 Blue Customs Control Area Manager 
4 Lilac Customs Broker 
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Survey Form E: Air 
No.  Officer responsible for 

completing question 
Location of 

Activity Explanation 

1 Name of Transporter Customs Officer Customs Office Name of Transporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 
4 General Commodity Customs Officer Customs Office Give a description of the general commodity.  If many times, state the majority type (s) 
5 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 

6 Name and ID Number of Importer/ 
Exporter Customs Officer Customs Office Name and ID Number of Importer/ Exporter 

7 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, clearing 
agent or the importer. 

8 Name and ID Number of Declarant Customs Officer Customs Office Name and ID Number of Declarant 
9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight 

10 Arrival of Goods Customs Officer Customs Office Record the date and time of arrival of goods at the border – day, month, hour and 
minute.   

11 Registration of Goods Declaration Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

12 Unloading  Customs Officer Customs Control 
Area (CCA) State the start and finish times for unloading the cargo 

13 Start of Temporary Storage CCA Manager Customs Control 
Area (CCA) 

If goods are temporarily stored at the CCA, record the start time of temporary storage. 
If not, write n/a or draw a line through the question 

14 Documents received GASI Inspector GASI Office State time GASI receives document from importer/declarant 
15 Specialized Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Joint Inspection (with Customs) GASI Inspector GASI Office Indicate whether it was a separate inspection or a joint inspection with Customs 
17 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
18 Sample taken GASI Inspector GASI Office Indicate whether lab analysis was done 

19 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with taking the 
sample for the lab test. The end time is when it was ready to be taken to the lab.  If 
none is required write n/a  or draw a line through. 

20 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, If none 
is required write n/a  or draw a line through. 

21 Cargo Located GASI Inspector Inspection Area If GASI must inspect cargo which must be unloading record the time it was located in 
the ‘finish’ section. If not, indicate n/a or draw a line through it 

22 GASI Physical  Inspection GASI Inspector Inspection Area Record the start and finish times.  The finish time is the time that the “Notice of 
Professional of Animal, Plant, Substance and Commodities” is issued.  

23 Receipt of Documents by Broker Customs Broker  Record the time that the importer/driver/freight-forwarder hands the documents for 
preparation of the customs declaration 

24 Submitted by: Customs Broker  Indicate who submitted the documents – freight-forwarder, importer or other.  Explain 
other. 

25 Preparation of declaration Customs Broker  
Record the time when preparation of the customs declaration starts and the time it is 
completed.  The finish is the time on the CEPS when the customs declaration is 
submitted. 
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26 Submission of Electronic 
Declaration* 

Customs Officer - 
Valuation Customs Office Record the time (month, day, hour, minute) of submission of customs declaration as 

recorded by the CAIS system 

27 Presentation of Supporting 
Documents 

Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, min) that the customs broker or other 

presents the original documents to Customs. 

28 Number of line items Customs Officer - 
Valuation Customs Office Record the number of line items as per declaration 

29 Declaration Check Customs Officer - 
Valuation Customs Office State the date and time when the declaration check starts and the time it ends.   

30 Declarant Notified* Customs Officer - 
Valuation Customs Office State time the customs broker or other was informed that the declaration was 

accepted or rejected 

31 Method of Payment Customs Officer - 
Valuation Customs Office Indicate the method of payment – electronic or via the bank 

32 Payment Slip Submitted/Notification 
of payment 

Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, minute) 

33 Tax payment confirmed in CAIS* Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, minute) as stamped in the CAIS 

confirming payment was made by the declarant 

34 Risk Category Customs Officer - 
Inspector Customs Office Indicate the risk category as assigned by CAIS.  Tick red, orange or green box. 

35 Document Inspection Customs Officer - 
Inspector Customs Office Indicate whether a document inspection was carried out 

36 Document Inspection Customs Officer - 
Inspector Customs Office If a document inspection was carried out, indicate the start and finish times of this 

process. 

37 Physical Inspection Customs Officer  - 
Inspector Customs Office Indicate whether a physical inspection was carried out.  Check the appropriate box 

Yes or No. Also indicate whether the inspection is to be carried out at the  
38 Control Card issued CCA Manager/Designee Inspection Area Time control card is issued to declarant to enter customs control area 

39 Container/Cargo Located CCA Manager/Designee Inspection Area If cargo is unloaded, record the start and finish date and times.  If not, indicate n/a or 
draw a line through the box 

40  Container moved to Inspection 
Area CCA Manager/Designee Inspection Area If cargo is physically inspected, record the start and finish date and times.  If not, 

indicate n/a or draw a line through the box 

41 Physical Examination Customs Officer - 
Inspector Customs Office State the start and finish time of the actual physical inspection 

42 Physical Examination Confirmed in 
CAIS* 

Customs Officer – 
Inspector Customs Office State the time that the inspection was confirmed in the CAIS system, that is the time 

stamp on CAIS 

43 Approval for Release* Customs Officer –   
Senior Inspector Customs Office Record the time the Senior Inspector approves the release of the goods. Record the 

date captured in CAIS 

44 Release (declaration stamped) Customs Officer – 
Inspector Customs Office Record the time the declaration is stamped and signed by the inspector. 
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FORM E      
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM  

AIR Cargo Clearance 
 

 

 
The order of questions may not follow the sequence of the process workflow in practice. Complete the 
question at the start and end of each process step or when it occurs. If an activity is not performed, 
draw a line through the question. Questions will be answered by respondents according to the colours 
indicated below: 
 

Customs GASI Customs Control Area 
Manager 

Customs Broker 

    

LOCATION  

Airway Bill Number  
Manifest Number  
Declaration Number  

Section A 

1 Name of Transporter  

2 Mode of Transport Air 

3 Type of Cargo 

 
4 General Commodity  

5 Transport Documents 
 

 

6 Name and ID Number of Importer/ 
Exporter  

7 Declaration Code 
  

8 Name and ID Number of Declarant  

9 Classification of Goods 
Tariff Heading Value 

Origin Weight 

Section B:  

10 Arrival of Goods Mth……………Day………………Hr……………..Min………..… 

11 Registration of Goods 
Declaration Mth………..…..Day…………..….Hr……………..Min………..…. 

12 Unloading 

Start End 
Comments Date Time Start Time 

     

13 Start of Temporary Storage Mth………..…. Day…………..…Hr……………..…Min………..… 

General

Express Consignment

Airway Bill Manifest

Broker Clearing Agent Self

Invoice Packing List 
Certificate of Origin 



Business Plus Initiative Project 

Page 316 Time Release Study: Procedure Manual 
 

General Agency for Specialized Inspections (GASI) 

14 Documents received Mth………..……Day………….…Hr……………Min………..…… 

15 Specialized Inspection 
 

16 Joint Inspection (with Customs) 
 

17 Type of Specialized Inspection 

 
18 Sample taken 

 
 
Inspection 

Start Finish Initials/ 
Locatio
n 

Comments Date Time Date Time 

20 Lab  Analysis       
 

21 Analysis Received n/a n/a     
 

22 Cargo Located n/a n/a     
 

23 GASI Physical Examination       
 

Section C: Customs Clearance 

Lodgment of Customs Declaration 
(* Automated Data Capture from CAIS) 

 
 

24 Receipt of Documents by 
Customs Broker Mth………………Day………………Hr……………Min………..… 

25 Submitted by: 
Freight-forwarder Importer

Other  

26 Declaration Preparation 

Start Finish Comments Date Time Date Time 

     
 

27 Submission of Electronic 
Declaration* Mth………………Day……………Hr………………..Min……….. 

28 Presentation of Supporting 
Documents Mth………………Day……………Hr………………..Min………... 

29 Number of line items  
 

Document Audit/Assessment of Duty 
 

Start Finish Comments Date Time Date Time 

30 Declaration Check      
 

31 Declarant Notified      

Payment of Duties, Taxes and Fees 

32 Method of Payment 
 

  Start Finish Comments Date Time Date Time 

33 Payment Slip or Other 
Notification  Submitted n/a n/a    

 

34 Tax payment confirmed in CAIS* n/a n/a    
 

Yes No

Yes No

Quarantine Food Plant Technical 
d d

Health Other

Yes No

Bank Electronic
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Inspection: 

35 Risk Category 
                  

36 Document Inspection 
 

  Start Finish Comments Date Time Date Time 

37 Document Inspection      
 

 Physical Inspection 
 

38 Control Card issued Mth……………Day………………Hr……………. Min………..… 

  Start Finish Comments Date Time Date Time 

39 Container/Container Located n/a n/a    
 

40 Cargo moved to  Inspection Area      
 

41 Physical Examination      
 

42 Physical Inspection Confirmed in 
CAIS*      

43 Approval for Release*      

44 Release Mth……….……Day………….…Hr………………Min………….. 

Green Orange Red

Yes No

Yes No



Business Plus Initiative Project 

Page 318 Time Release Study: Procedure Manual 
 

10.3 Express Consignments – Automated Data/Paper Trail Review 
10.3.1 Objective 

To measure the period of time between when parcels enter Mongol Post Customs Control Area 
and when parcels are available for removal by the owner. 

10.3.2 Methodology 

Data Collection Method: Paper Trail Review on Data Collection Form AX – International 
Parcel Service – Express Consignments - Paper Trail Review 

10.3.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk) is required.   

10.3.4 Work shift 

Data will be collected in one shift during working hours of the Mongol Post over the seven 
days.  

10.3.5 Procedure for data collection 

1. A record is kept of all shipments entering and leaving the customs control areas is kept 
in CAIS and journals. 
 

2. The Field Researcher will CAIS and journals during working hours for the seven (7) 
days.  
 

3. The Field Researcher (Date Entry Clerk) extracts data from the journal/photocopies 
and enters it into computerized worksheets as described in steps 3 -6. 
 

4. Indicate the type of Inland Depot, that is, whether it is a Special Customs Control Area, 
a Customs Control Area and a One Stop Shop. You may tick more than one box. 
 

5. Record the following on Data Collection Form AX – International Parcel Service – 
Express Consignments - Paper Trail Review 

a. Line Number in Journal 
b. Aircraft Number 
c. Time of Arrival of Aircraft 
d. Date of Entry into Customs Control Area – Enter time to the nearest minute 
e. Date of Exit from the Customs Control Area 
f. Country of origin of parcel 
g. Type of goods 
h. Declaration Number or Manifest Number 

 
6. At the end of the shift, on a daily basis, the Field Researcher emails the file to 

……………….   
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FORM AX  Page……………………… 
 

DATA COLLECTION FORM 
International Parcel Service – International Couriers 

Express Consignments –Automated Data/Paper Trail Reviews 
LOCATION: 
 

DATE: DATA ENTRY CLERK: 

 

LINE 
# 

LINE IN # 
JOURNAL 

AIRCRAFT 
NUMBER 

TIME OF 
ARRIVAL 

OF 
AIRCRAFT 

ENTRY 
INTO 

CUSTOMS 
CONTROL 

AREA 

DATE OF 
EXIT FROM 
CUSTOMS 
CONTROL 

AREA 

COUNTRY 
OF 

ORIGIN 
OF 

PARCELS 

TYPE OF 
GOODS 

MANIFEST/ 
DECLARATION 

NUMBER 
COMMENTS 
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10.4 Express Consignments – SURVEY FORM 
10.4.1 Objective 

To measure the time taken from arrival of goods until their release from Customs.  

10.4.2 Methodology 

Data Collection Method: Survey Form E completed by officials involved in the cargo 
clearance process. 

The persons involved in data collection process for the Survey Form are: 
a. Field Researcher 
b. Customs 

i. Customs Officer – Document Control: Declaration check, Assessment, 
Payment 

ii. Customs State Inspector – inspection and release  
iii. Senior Customs State Inspector – approval 

c) GASI  
i. GASI – Inspector 

d) Customs broker 

10.4.3 Work shift 

The survey form will be distributed during working hours from 8am to 6pm over the seven day 
period. 

10.4.4 Field researchers 

Two (2) Field Researchers: 
• One (1) Field Researcher  
• One (1) Data Entry Clerk to input data from survey forms in Excel spreadsheet 

10.4.5 Procedure for data collection 

1. The Field Researcher will move through the customs control area ensuring that the 
survey forms are completed accurately and all relevant sections are filled out. They 
will collect the survey forms from the Customs Inspector and take them to the Data 
Entry Clerk 
 

2. The Data Entry Clerk will extract the data from the survey forms and input them into a 
Microsoft Excel spreadsheet. At the end of the shift, they will email the results 
to…………………………………………. 
 

3. The sequencing of steps on the survey form may vary. The times should be recorded as 
and when the process starts and ends. 
 

4. Survey Form E is colour-coded to help officers to identify sections that they must 
complete. This is further detailed in the table below.  

Key: 

Customs GASI Customs Control 
Area Manager Customs Broker 

    
 
 



Business Plus Initiative Project 

Time Release Study: Procedure Manual Page 321 
 

5. Officials must complete the survey form as accurately as possible and carry on 
business as usual 
 

6. The sequencing of steps on the survey form may vary. The times should be recorded as 
and when the process starts and ends.  
 

7. Field Researchers should remain inconspicuous and not disrupt the process flow. 

 Colour Responsibility 
1 Yellow Customs Officers 
2 Green GASI 
3 Blue Customs Control Area Manager 
4 Lilac Customs Broker 
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Survey Form E: Air 

No.  
Officer responsible 

for completing 
question 

Location of Activity Explanation 

1 Name of Transporter Customs Officer Customs Office Name of Transporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 

4 General Commodity Customs Officer Customs Office Give a description of the general commodity.  If many times, state the majority 
type (s) 

5 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 

6 Name and ID Number of Importer/ 
Exporter Customs Officer Customs Office Name and ID Number of Importer/ Exporter 

7 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, 
clearing agent or the importer. 

8 Name and ID Number of Declarant Customs Officer Customs Office Name and ID Number of Declarant 
9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight 

10 Arrival of Goods Customs Officer Customs Office Record the date and time of arrival of goods at the border – day, month, hour 
and minute.   

11 Registration of Goods Declaration Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

12 Unloading  Customs Officer Customs Control 
Area (CCA) State the start and finish times for unloading the cargo 

13 Start of Temporary Storage CCA Manager Customs Control 
Area (CCA) 

If goods are temporarily stored at the CCA, record the start time of temporary 
storage.  If not, write n/a or draw a line through the question 

14 Documents received GASI Inspector GASI Office State time GASI receives document from importer/declarant 
15 Specialized Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Joint Inspection (with Customs) GASI Inspector GASI Office Indicate whether it was a separate inspection or a joint inspection with Customs 
17 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
18 Sample taken GASI Inspector GASI Office Indicate whether lab analysis was done 

19 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with taking 
the sample for the lab test.  The end time is when it was ready to be taken to 
the lab.  If none is required write n/a  or draw a line through. 

20 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, 
If none is required write n/a  or draw a line through. 

21 Cargo Located GASI Inspector Inspection Area If GASI must inspect cargo which must be unloading record the time it was 
located in the ‘finish’ section.  If not, indicate n/a or draw a line through it 

22 GASI Physical  Inspection GASI Inspector Inspection Area Record the start and finish times.  The finish time is the time that the “Notice of 
Professional of Animal, Plant, Substance and Commodities” is issued.  

23 Receipt of Documents by Broker Customs Broker  Record the time that the importer/driver/freight-forwarder hands the documents 
for preparation of the customs declaration 

24 Submitted by: Customs Broker  Indicate who submitted the documents – freight-forwarder, importer or other.  
Explain other. 

25 Preparation of declaration Customs Broker  Record the time when preparation of the customs declaration starts and the 
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time it is completed.  The finish is the time on the CEPS when the customs 
declaration is submitted. 

26 Submission of Electronic 
Declaration* 

Customs Officer - 
Valuation Customs Office Record the time (month, day, hour, minute) of submission of customs 

declaration as recorded by the CAIS system 

27 Presentation of Supporting 
Documents 

Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, min) that the customs broker or 

other presents the original documents to Customs. 

28 Number of line items Customs Officer - 
Valuation Customs Office Record the number of line items as per declaration 

29 Declaration Check Customs Officer - 
Valuation Customs Office State the date and time when the declaration check starts and the time it ends.   

30 Declarant Notified* Customs Officer - 
Valuation Customs Office State time the customs broker or other was informed that the declaration was 

accepted or rejected 

31 Method of Payment Customs Officer - 
Valuation Customs Office Indicate the method of payment – electronic or via the bank 

32 Payment Slip Submitted/Notification 
of payment 

Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, minute) 

33 Tax payment confirmed in CAIS* Customs Officer - 
Valuation Customs Office Record the date and time (month, day, hour, minute) as stamped in the CAIS 

confirming payment was made by the declarant 

34 Risk Category Customs Officer - 
Inspector Customs Office Indicate the risk category as assigned by CAIS.  Tick red, orange or green box. 

35 Document Inspection Customs Officer - 
Inspector Customs Office Indicate whether a document inspection was carried out 

36 Document Inspection Customs Officer - 
Inspector Customs Office If a document inspection was carried out, indicate the start and finish times of 

this process. 

37 Physical Inspection Customs Officer  - 
Inspector Customs Office Indicate whether a physical inspection was carried out.  Check the appropriate 

box Yes or No.  Also indicate whether the inspection is to be carried out at the  

38 Control Card issued CCA 
Manager/Designee Inspection Area Time control card is issued to declarant to enter customs control area 

39 Container/Cargo Located CCA 
Manager/Designee Inspection Area If cargo is unloaded, record the start and finish date and times.  If not, indicate 

n/a or draw a line through the box 

40  Container moved to Inspection 
Area 

CCA 
Manager/Designee Inspection Area If cargo is physically inspected, record the start and finish date and times.  If 

not, indicate n/a or draw a line through the box 

41 Physical Examination Customs Officer - 
Inspector Customs Office State the start and finish time of the actual physical inspection 

42 Physical Examination Confirmed in 
CAIS* 

Customs Officer – 
Inspector Customs Office State the time that the inspection was confirmed in the CAIS system, that is the 

time stamp on CAIS 

43 Approval for Release* Customs Officer –   
Senior Inspector Customs Office Record the time the Senior Inspector approves the release of the goods. 

Record the date captured in CAIS 

44 Release (declaration stamped) Customs Officer – 
Inspector Customs Office Record the time the declaration is stamped and signed by the inspector. 
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FORM E      
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM  

AIR Cargo Clearance 
 

 

 
The order of questions may not follow the sequence of the process workflow in practice. Complete the 
question at the start and end of each process step or when it occurs. If an activity is not performed, 
draw a line through the question. Questions will be answered by respondents according to the colours 
indicated below: 
 

Customs GASI Customs Control Area 
Manager 

Customs Broker 

    

LOCATION  

Airway Bill Number  
Manifest Number  
Declaration Number  

Section A 

1 Name of Transporter  

2 Mode of Transport Air 

3 Type of Cargo 

 
4 General Commodity  

5 Transport Documents 
 

 

6 Name and ID Number of Importer/ 
Exporter  

7 Declaration Code 
  

8 Name and ID Number of Declarant  

9 Classification of Goods 
Tariff Heading Value 

Origin Weight 

Section B:  

10 Arrival of Goods Mth……………Day………………Hr……………..Min………..… 

11 Registration of Goods 
Declaration Mth………..…..Day…………..….Hr……………..Min………..…. 

12 Unloading 

Start End 
Comments Date Time Start Time 

     

13 Start of Temporary Storage Mth………..…. Day…………..…Hr……………..…Min………..… 

General

Express Consignment

Airway Bill Manifest

Broker Clearing Agent Self

Invoice Packing List 
Certificate of Origin 



Business Plus Initiative Project 

Time Release Study: Procedure Manual Page 325 
 

General Agency for Specialized Inspections (GASI) 

14 Documents received Mth………..……Day………….…Hr……………Min………..…… 

15 Specialized Inspection 
 

16 Joint Inspection (with Customs) 
 

17 Type of Specialized Inspection 

 
18 Sample taken 

 
 
Inspection 

Start Finish Initials/ 
Locatio
n 

Comments Date Time Date Time 

20 Lab  Analysis       
 

21 Analysis Received n/a n/a     
 

22 Cargo Located n/a n/a     
 

23 GASI Physical Examination       
 

Section C: Customs Clearance 

Lodgment of Customs Declaration 
(* Automated Data Capture from CAIS) 

 
 

24 Receipt of Documents by 
Customs Broker Mth………………Day………………Hr……………Min………..… 

25 Submitted by: 
Freight-forwarder Importer

Other  

26 Declaration Preparation 

Start Finish Comments Date Time Date Time 

     
 

27 Submission of Electronic 
Declaration* Mth………………Day……………Hr………………..Min……….. 

28 Presentation of Supporting 
Documents Mth………………Day……………Hr………………..Min………... 

29 Number of line items  
 

Document Audit/Assessment of Duty 
 

Start Finish Comments Date Time Date Time 

30 Declaration Check      
 

31 Declarant Notified      

Payment of Duties, Taxes and Fees 

32 Method of Payment 
 

  Start Finish Comments Date Time Date Time 

33 Payment Slip or Other 
Notification  Submitted n/a n/a    

 

34 Tax payment confirmed in CAIS* n/a n/a    
 

Yes No

Yes No

Quarantine Food Plant Technical 
d d

Health Other

Yes No

Bank Electronic
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Inspection: 

35 Risk Category 
                  

36 Document Inspection 
 

  Start Finish Comments Date Time Date Time 

37 Document Inspection      
 

 Physical Inspection 
 

38 Control Card issued Mth……………Day………………Hr……………. Min………..… 

  Start Finish Comments Date Time Date Time 

39 Container/Container Located n/a n/a    
 

40 Cargo moved to  Inspection Area      
 

41 Physical Examination      
 

42 Physical Inspection Confirmed in 
CAIS*      

43 Approval for Release*      

44 Release Mth……….……Day………….…Hr………………Min………….. 

Green Orange Red

Yes No

Yes No



Business Plus Initiative Project 

Time Release Study: Procedure Manual Page 327 
 

10.5 DHL Arrival of Parcels –Anecdotal Observations 
10.5.1 Objective 

To measure the time from arrival of DHL parcels to completion of cargo registration.   

The steps measured will start from the time of arrival of the plane to the time documents are 
handed to the freight forwarder. The freight forwarder follows the documents through the 
process. 

10.5.2 Methodology 

Data Collection Method: Completion of the Data Collection Form AZ: DHL Arrival of Parcels 
by a Field Researcher who will follow the process. 

10.5.3 Field researcher 

Two (2) Field Researcher (Data Entry Clerk) is needed for the seven (7) day period. 

10.5.4 Work shift 

Data will be collected in one shift per day during and outside the working hours of DHL.  

10.5.5 Procedure for data collection 

1. The Field Researcher follows the DHL Officer/Freight-forwarder through the process 
starting on the ramp at Chinggis Khaan Airport and ending at DHL Building. 
 

2. The Field Researcher tracks one shipment at a time until the process is complete. 
 

3. When the process is complete, the Field Researcher follows another system and starts 
recording data on another form 

 
4. Based on subjective principle, the Field Researcher will aim is to collect data for all 

shipments arriving at DHL if it is not busy. 
 

5. Customs Officers record data as specified for each declaration submitted to clear the 
cargo. Data is collected on Form AZ: DHL Arrival of Parcels 
 

6. Times are entered to the nearest minute. Times are recorded on the data collection form 
in the standard time format using a 24 hour clock (hh:mm, such as 04.25 or 13.55). 
Dates are recorded on the data collection form in the standard date format (dd-mmm-
yy, such as 10-Oct-12) 
 

7. If a step is not performed, do not record times in the “Started” and “Finished” columns. 
Fully explain the situation in the “Comments” column. If an important extra step is 
performed then explain in Line 24. 
 

8. The data collection process begins when the customs declaration is submitted by the 
Customs Broker. The date and time is recorded in the CAIS system 
 

9. If the customs declaration is not accepted by the Customs Officer, this is returned to 
the Customs Broker and the process starts again. If this is the case indicate that on Line 
24. 
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10. Data Collection Form AZ: DHL Arrival of Parcels 
 

 Activity Explanation 
11 Documents collected from Pilot Time documents are collected from pilot upon arrival 

of plane 
12 Identification of DHL parcels Start and finish time of identification of DHL parcels 
13 Offloading  Start and finish time of offloading from plane onto 

DHL ramp vehicle 
14 Arrival at DHL Building Time of arrival at DHL Building 
15 Offloading  Start and finish time of offloading into DHL Customs 

Control Area 
16 Acceptance of Parcels by 

Warehouse Manager/Customs 
Time Warehouse Manager/Customs signs 
acceptance of parcels 

17 Parcels scanned/examined Start and finish time of scanning/examination of 
parcels 

18 Input Manifest in CAIS Start and finish time for inputting manifest into CAIS 
system 

19 Online submission of manifest* Time of submission as captured by CAIS 
20 Customs receives physical 

manifest and supporting 
documents 

Time Customs receives physical manifest and 
supporting document 

21 Customs Inspector Assigned Time Branch Manage assigns an inspector 
22 Inspector conducts document and 

online manifest check 
Start and finish time of document and online manifest 
check by inspector 

21 Documents handed to Branch 
Manager 

Time document handed to Customs Branch Manager 

22 Branch Manager reviews 
documents 

Start and finish time of review by Customs Branch 
Manager 

23 Branch Manager approves 
manifest* 

Time Branch Manager approves manifest as 
captured by CAIS 

24 Documents returned to Freight-
forwarder 

Time Inspector hands documents to Freight-
forwarder to start clearance process 
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FORM AZ 
Data Collection Form - DHL – Arrival of Parcels 
 

Processing Step 
(Automated data Capture*) 

Started Finished 
Initials Comments 

Date Time Date Time 
Airport Ramp 
11 Documents collected from 

Pilot n/a n/a     

12 Identification of DHL 
parcels       

13 Offloading        
DHL Building 

14 Arrival at DHL Building n/a n/a     
15 Offloading       
16 Acceptance of Parcels by 

Warehouse 
Manager/Customs 

n/a n/a     

17 Parcels scanned/ 
examined       

18 Input Manifest in CAIS       
19 Online submission of 

manifest* n/a n/a     

20 Customs receives physical 
manifest and supporting 
documents 

      

21 Customs Inspector 
Assigned n/a n/a     

22 Inspector conducts 
document and online 
manifest check 

      

21 Documents handed to 
Branch Manager n/a n/a     

22 Branch Manager reviews 
documents       

23 Branch Manager approves 
manifest*       

24 Documents returned to 
Freightforwarder       

  

1 Arrival Date  
2 Aircraft Number  
4 Air Manifest Number  
6 General Commodity  
7 No. of line items  
9 International Courier DHL 
10 Type of Cargo  Express Consignment 
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10.6 Export Clearance Survey Form 

10.6.1 Objective 

To measure the time taken to complete the export clearance process. 

10.6.2 Methodology 

Data Collection Method: Data Collection Form F: Export is completed GASI and Customs 
officials. 

10.6.3 Field researchers 

One (1) Field Researcher (Data Entry Clerk)  

10.6.4 Procedure for data collection 
 

1. Customs Officer maintains control over the survey form and ensures all applicable 
sections are completed 

 
2. The sequencing of steps on the survey form may vary. The times should be recorded 

as and when the process starts and ends.  
 

3. The Data Entry Clerk will extract the data from the survey forms and input them into 
a Microsoft Excel spreadsheet. At the end of the shift, they will email the results 
to…………………………………………. 
 

4. Survey Form F is colour-coded to help officers to identify sections that they must 
complete.   
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Survey Form F: Export Clearance 

No. Question 
Officer responsible 

for completing 
question 

Location of Activity Explanation 

1 Name and ID of Exporter Customs Officer Customs Office Name of exporter of goods 
2 Mode of Transport Customs Officer Customs Office Mode of Transport – Air, Rail or Road 
3 Type of Cargo Customs Officer Customs  Office Indicate type of cargo – FCL or Non-containerized or Express Consignment 
4 General Commodity Customs Officer Customs  Office State the general commodity 
5 TIR System Customs Officer Customs  Office Indicate whether the goods will be exported under the TIRS System 
6 List Permits and licenses required Customs Officer Customs Office List the permits required for export of goods 
7 All Permits Attached Customs Officer Customs Office Indicate whether all permits are attached.  If not, state reason why. 
8 Transport Documents Customs Officer Customs Office Indicate the transport documents presented by checking the relevant boxes 
9 Classification of Goods Customs Officer Customs Office Classification of Goods - Tariff Heading; Value; Origin; Weight  

10 Declaration Code Customs Officer Customs Office Declaration Code – Indicate who is clearing the goods – Customs Broker, 
clearing agent or the importer. 

11 
Name and ID Number of Third Party 
(Broker) Customs Officer Customs Office Name and ID Number of Third Party if broker is used 

12 Examination of Goods Customs Officer Customs Office Record the time goods declaration is registered in CAIS  

13 Goods examined at: Customs Officer Customs Office Indicate whether goods were examined at the exporter’s premises, customs or 
other location. State name of other location 

14 Customs Inspection  Customs Officer Customs Office If goods are temporarily stored at the CCA, record the start time of temporary 
storage. If not, write n/a or draw a line through the question 

15 GASI Inspection GASI Inspector GASI Office Indicate whether GASI conducted an inspection 
16 Type of Specialized Inspection GASI Inspector GASI Office Indicate the type of inspection conducted by checking the relevant boxes 
17 Sample taken GASI Inspector GASI Office Indicate whether a sample was taken 

18 Lab Analysis GASI Inspector GASI Office 
If a lab test is required - The start of the lab analysis process begins with taking 
the sample for the lab test. The end time is when it was ready to be taken to the 
lab. If none is required write n/a  or draw a line through. 

19 Analysis Received GASI Inspector Inspection Area If a lab test was done, record the time results are received at the border office, If 
none is required write n/a or draw a line through. 

20 Physical  Examination GASI Inspector Inspection Area Record the start and finish times of inspection.   
21 Certificate Issued GASI Inspector  Record date and time certificate issued 

22 Arrival of Goods  Customs Officer  Customs Office Record the date and time (month, day, hour, minute) the goods arrived at 
customs.  

23 Registration of Goods Declaration Customs Officer Customs Office Record the date and time (month, day, hour, min) goods declaration was 
registered on the CAIS system 

24 Release  Customs Officer  Customs Office Record the number of line items as per declaration 
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FORM F         
 

MONGOLIA TIME RELEASE STUDY 
SURVEY FORM  

EXPORTS 
 

Location: ……………………………………………………………………Date: ……………………………… 
 

 
The order of questions may not follow the sequence of the process workflow in practice. Each section 
should be completed at the beginning and end of each step as it occurs.  

ID Number of Goods Declaration  

Manifest Number  

GASI Certificate Number  

  

Section A: To Be Completed by Customs  

1 Name and ID Number of  Exporter  

2 Mode of Transport  

3 Type of Cargo 

 
4 General Commodity  

 

5 TIR System Yes No
 

6 List Permits and licenses required  
 

7 All Permits Attached Yes No
 

If no, indicate reason: 

8 Transport documents  

 
 

9 Classification of Goods Tariff Heading Value 
Weight  

10 Declaration Code 
 

 
11 Name and ID Number of Third 

Party (Broker) 
 
 

12 Examination of Goods Yes No
 

13 Goods examined at: 
Customs Exporter's premises

Other...............................................................
 

FCL Non-containerized

Express Consignment

Despatch Note Manifest

Consignment Note Combined Documents

Broker Clearing Agent

Airway Bill 

Importer 
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14 

Customs Inspection  
Start Finish Initial Comment 

Date Time Date Time   
At Exporter Premises       
At Customs       
Other       

Section B: Generalized Agency for State Inspections 

15 Inspection by GASI Yes No
 

16 Type of Specialized Inspection  

 
17 Sample taken Yes No

 

  
Start Finish Initial Comment 

Date Time Date Time   
18 Lab  Analysis       
19 Analysis Received n/a n/a     
20 Physical Examination       
21 Certificate issued n/a n/a     

Section B: To Be Completed by Customs 

22 Arrival of Goods  Mth………………Day………………Hr……………Min……….… 

23 Registration of Goods Declaration Mth………………Day………………Hr……………Min…………. 

24 Release  Mth………………Day……………...Hr…………….Min……….. 

Quarantine Food Plant Technical 
d d

Health Other





 

 

11. CUSTOMS GENERAL ADMINISTRATION 





 

 

11. CUSTOMS GENERAL ADMINISTRATION 

11.1 Automated Data Capture  
11.1.1 Objective 

To measure the time between arrival of goods at the border to release from customs control at 
inland depots using the CAIS System. 

11.1.2 Methodology 

Data Collection Method: Input data onto Microsoft Excel spreadsheet. 

11.1.3 field researchers 

One (1) Field Researcher (Data Entry Clerk) to extract data from CAIS system to input in 
Excel spreadsheet. 

11.1.4 Procedure for data collection 

1. The Data Entry Clerk will extract the data from the CAIS system and enter Microsoft 
Excel spreadsheet in the formatted outlined below 

 
2. Data will be extracted for the period to be determined.
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Line 
# 

Manifest 
# 

Name 
of 

Border 
Port 

Origin 
of 

Goods 
Destination 

Type 
of 

Goods 
Declaration 

# 
Train 
No 

Rail Car/ 
Container 

# 

Time 

Arrival at 
Border 

Domestic 
Manifest 
Registe-

red 

Arrival at 
Inland 
Depot 

Cargo 
Registration 

Inland 
Depot 

Submission 
of Customs 
Declaration 

Declaration 
Check 

complete 
Confirmation 

of tax paid 
Inspection 
complete 

Approved 
for release 

Date Time Date Time Date Time Date Time Date Time Date Time Date Time Date Time Date Time 
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