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TRANSACTION  CERTIFICATE  POLICY
Transaction Certificate (TC).   A document issued by OCIA for auditing purposes to verify the origin and organic status of products sold by operations certified by OCIA.  OCIA International sends a TC to the buyer of the product.  A TC is also sent to the seller to include with his/her audit trail documents.  TCs can be requested and used at the time of each organic sale.  

**Please be aware that TCs are only to be used when there is an actual change in the ownership of a product and not in situations where only a service is performed (such as cleaning grain for a producer).  In these cases, the audit trail documentation for each operation must be used to reflect the movement of the product.  If no actual sale is made, a TC cannot be requested and it will not be processed**

**Transaction Certificates offered by OCIA are provided as a service to its members.  TCs will not be issued for operations after a major noncompliance or other adverse action is issued. OCIA reserves the right to restrict or deny TC’s &/or TC services at any time.**

Transaction Certificate Authorization (TCA).  Is a required form that is signed by the seller in order to authorize the issuance of a TC.  The TCA also gives the information that is necessary for processing the TC (product description, crop year, amount, etc.).  A TCA is required for all transaction certificates that will be processed directly by OCIA (TCs entered on-line will not require a TCA).  A TCA can be accompanied by a Bill of Lading (BOL), but every request for a TC must be placed using a TCA.   Please ensure that the most current OCIA International TCA form is used, as this form is required before a TC will be processed. Please discard any old versions of the TCA form.
How to fill out a TCA and receive a TC:

1. When you have completed the sale of the product, fill out the TCA completely.  It is extremely important for the information to be typed or printed legibly in order to help avoid delays and errors.  Requests that are incomplete or illegible or on outdated forms will not be processed.  The following information must be provided:

a. Full name and correct address of the buyer (including telephone, fax, e-mail address, and buyer id number, if applicable).  This is essential for distinguishing between multiple buyers with similar names.  In addition, if it is a new buyer, OCIA must accurately add this information to the database.  List only one buyer and seller name per TCA.
b. Operation, Farm or Company name, and operator number.
c. Ensure the “I hereby attest” box is checked. 

d. Certification and Equivalency/Verification Programs:  Clearly indicate which programs the commodity is being sold under. Please note that only the programs and/or equivalencies the crop is approved for can be requested on the TCA.   For example, if a coffee processor is certified to the OCIA, NOP, and US-EU Organic Equivalency Arrangement programs, but the producer of coffee/raw product is only certified to the NOP program, the final product is only eligible for the NOP program.
e. Date of transaction.  List only one date per TCA.  If sales took place on different days, you will need to submit a separate TCA for each day.

f. Commodity, listed exactly as on seller’s annual organic certification certificate. The commodity must be spelled out and should not be abbreviated.  For example, “Hard Red Spring Wheat” should be written and not just “HRSW” or “Soybeans” and not just “SB” or “Beans”.  If a commodity is listed on the TCA differently than it is listed on the seller’s organic certificate, a delay is likely to occur.  
g. Crop year.   This is the year in which the crop/product that is being sold was certified.  For example, if a crop was harvested and certified in 2017 but not sold until 2018, “2017” should be written as the crop year.  In the case of processors, the year of production should be written; if not known, the most current year of certification should be written.  Do not leave this area of the TCA blank.

h. Quantity sold.  This should be the total amount of the product that is being sold. This should not be written as “25 bags at 50 pounds each”.  

i. Unit of measurement (pounds, bushels, metric tons, cases, etc.)  
j. Total amount paid in US dollars (Canadian members should use the TCA Canada form and Canadian dollars for all sales.)  The total dollar amount, including any other costs for that sale, should be written.  Please ensure that the total amount is calculated and written, and not just the price per bushel or pound.  TCs that do not include a dollar amount or are listed as “$0” will not be processed.
k. Seller lot number.  Lot numbers are individualized systems for tracking a specific batch of a product from the field on through its sale.  The lot number may include both numbers and letters.  Please be sure to indicate or clearly distinguish letters from numbers in cases such as zeros and the letter O, the number 1 and the letter I, the number 5 and the letter S, etc.  This is extremely important for ensuring the accuracy of the TC, and for avoiding delays in the issuance of the TC. Please note there is a space limit of 100 characters in both this section and the BOL/INV section. 
l. BOL/INV#. This section is optional and you may include additional  information such as the Bill of Lading or Invoice number. Please note there is a space limit of 100 characters in this section.
m. Signature of seller and date of signature.  An e-mail copy of the TCA can be accepted without signature if the seller’s written authorization and designation of his/her e-mail address is on file at OCIA International.  You must provide the Electronic Signature Form.  An unsigned TCA that was received through regular mail or faxed, or emailed without a Electronic Signature Form on file, will not be processed. 
n. Submission box.  This is the box in the top right-hand corner of the TCA and must be completed by the person filling out the TCA.  Use the proper blank to indicate whether you are submitting the completed form by mail, fax, or e-mail to OCIA International, then sign and date it.  This creates a record of who submits the TCA and helps avoid misunderstanding between the buyer and seller as to the person sending it in.

2. Mail, fax, or e-mail the TCA to the OCIA International or the nearest Regional office.  Do not send a TCA by more than one method.  This creates duplication of TCs, and this will cause the fee amounts that will be assessed to be incorrect.  This may also cause delays in the issuance of the TC.  
3. The information will be entered into the database and a transaction certificate will be generated.  Provided all information is complete, TCs are generally issued within two business days, in the following manner:

a. An embossed TC sent to buyer.

b. A TC sent to seller.

c. Both buyer and seller TC’s will be mailed via the Postal Service from the office it was processed in, on the same day.

4. TCs will be delayed or denied if the TCA is for a service and not for the actual sale of the product, It will also be delayed or denied if the TCA is not properly completed, lists a commodity for which the seller is not certified, requests a certification program or equivalency the seller is not approved for, the amount of the commodity sold exceeds projected yields by more than 20 percent, if OCIA does not operate in a country so product cannot be sold into that country by OCIA-certified operations, and/or the seller has an expired certificate (as applies to the organic program). 
For certification programs that don’t expire but the operation failed to reapply on-time, causing a Noncompliance to be issued,  the TC service will end for OCIA operations and not resume until reapplication materials are received and the Noncompliance is resolved. For operations with expired programs, TC service will end and not resume until reapplication materials have been received, the noncompliance is resolved, and the operation is again certified for the program. 
5. TCs may be stopped indefinitely if the seller fails to pay fees in a timely fashion.  

6. A $25 charge may be assessed on repeatedly incomplete or incorrect TCAs submitted to the International office.  

7. If special handling of a TC is desired (such as email, fax, or courier service), please ensure that it is clearly indicated on the TCA.  Be sure to include all relevant information. For fax/email, please include the name of the email/fax recipient. For courier service, we can only send by FedEx and must receive this authorization for each TC request that requires courier service. Please include the recipient’s business name, name of the contact person, full address including zip code, and phone number including extension number. Courier fees will apply if FedEx service is requested. If you have a FedEx account you would like to use, it must be indicated with each request along with the FedEx account number to be used.  OCIA will not pay for any special handling without having first provided prior approval.
To Correct a TC.   If corrections are needed on a TC that has been issued, the original copy of the buyer TC must be returned and the correction notification must be communicated to the Transaction Certificate Administrator, or the nearest OCIA Regional office, by mail, fax, or e-mail.  The TC must be received in its original form before it will be corrected.  The request to correct the TC must be made by the seller; a buyer cannot directly request a TC correction.  It is important that an explanation of the needed correction is provided.  Please use the attached Request for Transaction Certificate Correction form to indicate that a correction to a TC is required.  A corrected TC will then be issued which, when received by the seller, must be attached to the original copy of the seller TC.  

To Void a TC.   If there is a need to void a TC, the original copy of the buyer TC must be returned to the Transaction Certificate Department, or the nearest OCIA Regional office, via regular mail or courier.  The TC must be received in its original form before it will be voided. The request to void the TC must be made by the seller; a buyer cannot directly request that a TC be voided.  

If you have any problems, questions, or need clarification, please feel free to contact the Transaction Certificate Department at the International office, 402-477-2323 or tcdept@ocia.org.
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