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For the purposes of this operational manual, the term “SPS Contact Point” (CP) is 
used to describe the designated individual or team who undertakes or facilitates 
the roles and responsibilities of the National Notification Authority (NNA) and the 
National Enquiry Point (NEP).  
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BACKGROUND TO THE WTO NOTIFICATION SYSTEM 
 
One of the principal innovations of the WTO SPS agreement (the agreement on the 
application of sanitary and phytosanitary measures) is a requirement for prior notification 
of SPS measures. 
 
The main advantage of the notification system is to undertake consultation at an 
international level, by allowing other WTO members to comment on proposed measures.  
Any WTO member country proposing to introduce new SPS measures is, in most 
circumstances, required to: 
 

 notify other WTO members of their intention; 
 provide copies of the draft measure on request; 
 allow reasonable time for other WTO members to make comments in writing; 
 discuss these comments on request; 
 take the comments and the results of the discussions into account; 
 explain to the submitting country how it plans to take their comments into 

account; 
 where appropriate, provide additional relevant information on the proposed SPS 

measures concerned; 
 provide the submitting country with a copy of the corresponding SPS measures 

as adopted, or information that no corresponding SPS measures will be adopted 
for the time being. 

 
The SPS notification system also facilitates trade by providing advance notice before new 
measures must be complied with (a ‘no surprises’ approach). 
 
Whenever an SPS measure is raised in the SPS committee, the first question usually 
asked of the member imposing the measure is whether it was notified to the WTO.  It is 
important that members comply with the SPS transparency obligations. 
 
Each WTO member is required to designate a single central government authority as 
responsible for implementing, on a national level, the notification requirements of the 
SPS agreement.   In addition, each Member is required to establish an Enquiry Point, 
which is responsible for the provision of answers to all reasonable questions as well as 
the provision of relevant documents. 
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RESPONSIBILITIES OF THE SPS CONTACT POINT
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RESOURCES  
Personnel 
 
It is recommended that at least one person be designated with the role that has primary 
responsibility for managing the duties of the CP. 
It’s recommended that at least two personnel are trained in CP operations as this allows for 
absences and commitments of staff to other duties. New Zealand operates using an 
efficient computer/electronic based CP, the roles and responsibilities of the CP would, on 
average, take one person approximately four (4) hours per day.   
 

Computer and Communication Hardware 
 
The CP operates most efficiently if there is reliable / regular computer access to internet 
and email facilities.  However SPS notifications, requests for full texts, comments, and draft 
member notifications can be managed using either hard copy (paper copies) or 
electronically.  
A book containing the contact details for all Members’ Enquiry Points and National 
Notification Authorities should be available and kept up to date.  (The most recent 
information on these contact details are available through the SPS Information Management 
System).   All materials need to be accessible to all officers involved in operating the CP. 
Telephones, fax machines, photocopiers and printers also need to be available for use. 
The whole notification process associated with CP’s relies heavily on efficient 
communication between domestic stakeholders, and internationally with the SPS 
Secretariat and other WTO Members. Given that full text documents requested by other 
Members should be provided within 5 working days and “that delivery of documents should 
be by the fastest means possible”  (Para 5 (c) of Annex B), a system without email, internet 
and fax machine facilities does present additional challenges to meet the recommended 
procedures.   
 
Computer software  
 
This Operational Manual is based on the MS operating system with MS Excel for 
spreadsheet and database work, MS Word for basic word processing, Internet Explorer as 
the internet application and MS Outlook as the email application.  Internet Explorer browser 
is used to access WTO documents and full texts which are available on the internet. 
 
Operational manual 
 
The manual is a living document and should be updated whenever there is a change in the 
Members operational arrangements or governance structure.  
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DEVELOPMENT OF A FILING STRUCTURE 

 
Below is the file structure used for electronic or hardcopy storage. 

 
  

For each person responsible for processing incoming notifications it is recommended that a 
“SPS working file” is created, this provides a place to store email attachments etc while you 
are processing them.   
 
Notifications  
 
SPS notifications can be either saved electronically or hardcopy in folders, and it is 
recommended that they are sorted by country and stored in alphabetical order for easy 
reference.  However, with the IMS WTO online system there is now less need to save 
notifications, only save those notifications that have been requested.   
 
Full text documents 
 
Full text documents are stored electronically, grouped by the Member producing the 
document (i.e. sorted by country and stored in alphabetical order for easy reference). . It is 
recommended that they are stored electronically, and not stored in hardcopy as many are 
quite large which would require significant storage space (computer memory).  It is 
recommended that all correspondence relating to full texts, including requests and receipts 
are also filed electronically. 
 
Comments 
 

 
It is recommended that comments on any notifications be stored electronically.  
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Database 
 
Excel database has been established to record the movements of notifications and full text, 
these are stored and accessed electronically, and that back up copies of the file are made 
on an ad hoc basis. 

  
SPS Contact Point Email Management  
 
Establish or Obtain access to the SPS Contact Point email box 
 
To establish access to the CP request through your appropriate IT provider.  A separate 
dedicated email address is established called “SPS Contact Point”.   
 
Note, when using outlook, always remember to check that you are sending on behalf of the 
SPS Contact Point (this can be determined by viewing the “From” field and inserting SPS 
Contact Point and use Ctrl K to find the correct address - try sending an email to yourself to 
see if it works. Be aware that if you do not actively insert SPS Contact Point, the program 
will default send from your usual email address. 
 
Establish SPS Contact Point email signatures in Outlook 
 
It is recommended that each person responsible for the CP set-up a SPS Contact Point 
signature to be used when sending out material, such as notifications. The email signatures 
have standard body text. These texts will need to be modified to include relevant contact 
details (such as name and phone number). Eg: 
 
New Zealand SPS 
Sally Jennings  
SPS Coordinator / Adviser 
International, Policy  
Biosecurity New Zealand 
Ministry of Agriculture & Forestry 
25 The Terrace  
PO Box 2526  
Wellington  
Ph:   +64 4 894 0431  
Fax:  +64 4 894 0731  
Mobil: +64 298940431  
Email: SPS@maf.govt.nz 
 
To add signatures in Outlook, go to Tools\Options\Mail format tab and select the 
signatures button. Select New then choose a title for the signature, click next , copy and 
paste the template signature across from the Word document.  Edit it for your personal 
details. 
 
Check what it looks like on emails by opening a new email and choosing 
Insert\Signature\{new signature name} 
 
Email Filing 
 
It is recommended that all relevant emails coming into and being sent from the SPS mailbox 
be categorised and saved into appropriate email folders, and then archived when 
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appropriate (such as when memory space becomes limited). Descriptions of 
folders/categories of emails are outlined below  
 
Important documents should by filed separately in the appropriate place eg: any full-text 
documents requested that are attached to an email should be filed in the countries file with 
the original notification. 
 
All emails need to be moved from the Inbox to the appropriate folder/category once they 
have been opened and read. 
The suggested folders are shown in the next image: 

 
 
Below is a brief description of what to move to each folder. 
Administration folder - emails from Irma Bracco or the SPS Secretariat, which relate to 
adding or removing people from the email contact lists, emails about processes of the 
Contact Point. 
 
Comments folder - Emails that contain comments on other Members' notifications, 
forwarded comments emails, comments received on your notifications from other Members, 
responses, etc. 
 
Drafts folder – Draft emails (such as those containing a notification, or advice to domestic 
stakeholders) can be used for preparing a notification that is to be emailed out.  They can 
be saved to this box and sent when you are happy that the e-mail is correct. After a 
message has been moved to this folder, it is saved. 
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[Member] Full Text Requests from O/S folder - All emails relating to requests for full texts of 
your notifications. 
 
[Member] Notifications folder - All emails that relate to new notifications you submit to the 
WTO. This will include drafts, sent emails that relate to when, what and to whom emails and 
documents were sent. 
 
Full Text Sent folder - All emails where full texts have been sent to the requesting person, to 
document that the request has been fulfilled. Outlook will automatically put these in your 
personal ‘sent mail’ file, so you’ll need to move them to this folder. 
 
Full Text Received from O/S folder - All emails of full texts have been received from 
overseas. 
 
Other messages requests folder - All emails that request assistance or other non-
notification requests. 
 
Receipts folder - Any emails where people have acknowledged receipt of emails/documents 
etc. 
 
Requests for extension of comment period - Any messages that relate to requests for 
extensions of the comment period for any notification. 
 
Requests for O/S Full Texts folder - All emails requesting full texts of overseas notifications. 
 
Sent notifications folder - After you have sent an SPS notification, the email will be 
automatically saved in your personal ‘Sent items’ folder. Move the message to this folder so 
that you have a record of all sent SPS notifications in one folder. 
 
SPS Meetings - Any email regarding the quarterly SPS meetings, or related Panel 
meetings. 
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 WTO's SPS IMS BASED SYSTEM 
 
New Zealand uses the WTO's SPS Information Management System (SPS IMS), which is 
accessible to Members and other interested parties since October 2007, is a more 
specialized and detailed information source on SPS notifications and other SPS documents.  
It allows for more advanced searches on SPS notifications and also facilitates creation of 
custom reports. 
 
Accessing SPS IMS website and generating excel summary sheets 
 
Log on to the SPS IMS site http://spsims.wto.org  
 

 
 
Select from the left hand menu under Reports.  Select custom reporting. 
Select regular notifications from the drop down menu: 
 

 
 
Then click next in the top right hand corner. 
 

 

http://spsims.wto.org/
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Enter the date range from which you wish to receive a summary report.  The recommended 
process is for the NNA to complete and send the’ WTO summary sheet’ once a week 
(select preferred day and always use that day) eg: Wednesday  - if for some reason this 
can’t be achieved weekly on a Wednesday, ensure that the reports are still run from 
Wednesday  to Wednesday (or on your preferred days).  You can do this in the Date of 
Distribution tab - enter the date the last report was run in the From box and the next 
Wednesdays date in the To box.  This ensures that notifications don’t get missed. For 
example if the last report was run on 16/1/08, put this in the From box.  Then put the date 7 
days from that eg: 23/1/08 in the To box.   In this way, if a couple of weeks were missed it is 
a reasonably simple process to ensure that the IMS generated excel sheet picks up all the 
notifications during that time. 

 

 

 
Then click next again. 
 
On this screen tick the boxes for the information you wish for your report to contain and 
order the fields by using the First, Up, Down, Last tabs under the field order box: 
 

 
 
Remember for ease when making your summary sheets use the same order each time so 
you are able to copy and paste the excel report that IMS generates straight into your own 
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WTO summary sheet template. Order is as they appear in the “Fields available” section and 
are as follows: 
 
Regular  
 
Document symbol 
Date of distribution 
Notifying member 
Products covered 
Region or countries likely to be affected 
Notified document title 
Description of content 
Final date for comment 
Final date for comment – free text 
 
Emergency 
 
Document symbol 
Date of distribution 
Notifying member 
Products covered 
Region or countries likely to be affected 
Description of content 
Nature of problem 
Notified document title 
 
Ongoing 
 
Document symbol 
Date of distribution 
Notifying member 
Products covered 
Notified document title 
Description of content 
Region or countries likely to be affected 
Final date for comment 
Final date for comment – free text 
 
General Documents 
 
Document symbol 
Date of distribution 
Author 
Document title 
 
The template uses this order, if you do not follow it the headings in the template will not 
align properly with the information. 
 
Handy hints  
If you tick the boxes in the order they are stated then the software will put them in that order in 
the ‘field order’, which means you don’t have to use the ‘First’, ‘Up’, ‘Down’ and ‘Last’ buttons 
at the bottom of the ‘Field order’ box.. 
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Once you have finished click next. 
 
On this screen, highlight all the field items in the left hand box: 
 

 
 
 
 
Then click the Add button it will then transfer into the ‘Field Used’ box on the right in the 
same order you chose on the previous screen.  Ensure you have chosen ascending. 
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Click next. 
 
This screen shows you all the information you requested in a webpage format. 
 

 
 
Scroll to the bottom right hand corner on the webpage and click Export to Excel. Wait for a 
moment and the following message will appear. 
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Click open.  Microsoft Excel will automatically open the file.  Notifications that are not in 
english will appear with just the Members name and the document symbol number, it will 
have no other information in the spreadsheet, delete from the IMS generated excel 
spreadsheet. Also note that ‘Final date for comment – free text’ will give information that is 
in text from box 12 eg: if it has written ‘Not Applicable’ or ‘60 days from date of distribution’, 
then that is what will appear in the IMS excel generate report.   
  
Open WTO summary sheet template (either from your own “SPS working file’ or from FCS 
under INTERNATIONAL RELATIONSHIPS/Multilateral/WTO/SPS/General and Policy/NA & NEP). 
Now go back into the IMS generated Excel report and highlight all the information (but not 
the headings) but do include the ‘Final date for comment – free text’ column, cut and paste 
that information into the WTO summary sheet template’.   
 
The ‘Final date for comment – free text’ column will have no heading in the ‘WTO summary 
sheet template’.  Note the row doesn’t have an actual date in the ‘Final Date for Comment’ 
column; it has text comments in the ‘Final date for comment – free text’ column instead. Cut 
& paste the information from the ‘Final Date for Comment – free text’ column into the ‘Final 
Date for Comment’ column.  
 

 
 

 

http://fcs.maf.govt.nz/webtop/webtop/classic/emptyContentClassic.jsp##
http://fcs.maf.govt.nz/webtop/webtop/classic/emptyContentClassic.jsp##
http://fcs.maf.govt.nz/webtop/webtop/classic/emptyContentClassic.jsp##
http://fcs.maf.govt.nz/webtop/webtop/classic/emptyContentClassic.jsp##
http://fcs.maf.govt.nz/webtop/webtop/classic/emptyContentClassic.jsp##
http://fcs.maf.govt.nz/webtop/webtop/classic/emptyContentClassic.jsp##
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Format the spreadsheet so that it is easy to read for recipients and consistent with previous 
reports.  Rename the spreadsheet with your preferred reference eg: 2008 - WTO summary 
sheet 09-01-08 and save in the appropriate place in FCS filing system.  .  
 
Repeat the whole process for Emergency notifications, Addendum / Corrigenda, Other SPS 
Documents and Equivalence.  Once you have completed this process log off the IMS site, 
email the WTO summary sheet to appropriate stakeholders and save in the appropriate 
place in your filing system. 
 
Downloading notifications 
 
Rather than downloading all the notifications, you can download just those that are 
specifically requested from stakeholders.  To access the documents, log on to the IMS site 
http://spsims.wto.org .  Select from the left hand menu under notifications the type of 
notification it is eg: regular, addendum etc. The screen below will appear:  
 

 
 
Complete the Document Symbol box with the WTO number for document you wish to 
download.  All notifications are identified by a number, beginning with G/SPS/N where the N 
denotes a notification. The full name will include the country and the number of notification for 
that country; eg. G/SPS/N/CHL/34 for notification number 34 from Chile.  
This number is termed a ‘Document symbol’, so when searching for a specific notification, you 
will need to enter its number in the document symbol box.  Other documents are stored 
differently. For example, general notices from the WTO are found under G/SPS/GEN. 
Click Search. 

 

http://spsims.wto.org/
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To the right hand side there is a column for Links with EN, ES, FR .  Chose your language 
by placing the curser over it and left click your mouse.  A message will appear asking if you 
wish to open or save the document, select save.  Save it into your ‘SPS working’ folder.  
Once downloaded repeat the process for any other documents you have received requests 
for.  Log off the IMS website.  Email downloaded document to the requesting stakeholder as 
described below. 
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STAKEHOLDER DISTRIBUTION LISTS  

 
Determining stakeholder lists 
 
The CP is responsible for distributing the notification and/or summary sheets to the 
stakeholder’ list.  The categories under “Objective” in box 7 of the notification form can be 
used to ensure efficient distribution of the summary sheets.  However, with using a 
summery sheet based system it is not necessary to separate out the various 
objectives/categories. 
 
Sending notifications to the distribution list using Outlook 
 

• Open Outlook and select ‘new message’. 

• Click on ‘To’ – on the right hand side under ‘show names from the’, select SPS. 
• Now on the left hand side in the box under ‘Type in name or select from list’ type in 

SPS and ‘SPS NZL info service’ will be highlighted. Select. 

• In the From field, type ‘SPS Contact Point’ or enough so that Outlook recognises the 
address. This will mean that the email will be sent from the SPS contact point email 
address. If you forget to enter this, Outlook will send the email from your personal 
address. 

 

• Complete the subject line with: WTO notifications 

• Attach the ‘WTO Summary sheet’ you have just created. 

• Ensure that in the body of the email you include the following statement: 
Please note the SPS Notification Authority provides a summary of notifications 
received from WTO to you in a timely and efficient manner, so that you have 
the opportunity to respond as necessary to the proposed changes cited in 
those notifications. You are responsible for ensuring that NZ is in a position to 
either accept the proposed changes or advise the appropriate directorate of 
BNZ of the negative impacts that may result from these notifications and take 
appropriate action in this regard. 
 

• Click on the Insert button and select Signature, select the appropriate signature 
template. Make sure you delete/replace any personal signature.  

• The email is now ready to send, recheck then send. 

• The sent message will automatically be stored in your personal ‘Sent Mail’ folder. Move 
it to the SPS mailbox folder ‘Sent notifications’ under the SPS Inbox. 
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FOLLOWING UP NOTIFICATIONS MADE BY OTHER MEMBERS 
Initiating a request for further information 
 
A Member notifying an SPS regulation is obliged to supply, on request, copies of the 
proposed regulation. All requests from a Member should be made through the CP to avoid 
duplication. 
 
All requests for notified documents will be made to the CP, unless it is specified otherwise 
or an alternative address is listed in the final box 12 of the notification. 
 
Current NNA and NEP addresses are listed in ‘other SPS documents’ in the G/SPS/NNA 
and G/SPS/ENQ series which are held on the WTO site.  It is also a good idea to input the 
official addresses in the New Zealand SPS Contact Point email address book (see below).  
On the SPS IMS website, the most up-to-date contact information submitted to the WTO 
can be found on the menu bar under "Country Information.  Just type in G/SPS/ENQ in the 
document symbol tab and click search.  Select the latest one available for the most current 
addresses. 
 

 
 
Any requests for the documents notified should give the notification number and specify 
which documents are needed.  If the notifying Member does not speak the same official 
WTO language, you can ask for translation of the document notified or at least a summary 
in the appropriate WTO language in accordance with paragraph 8 of Annex B. 
 
CP should operate a bring-up system to ensure that requests not fulfiled are made again.  If 
there is no response from two requests, the best course of action is to ask for assistance 
from the accredited Member country’s embassy or high commission (if there is one). 
 
Filing 
 
When documents requested have been received by the your CP then acknowledge receipt 
of the documents by email,  distribute them to the originator of the request, file email 
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request in your email file structure in the SPS Contact Point inbox, thereby removing it from 
your inbox to indicate that task is completed.   
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IS A NOTIFICATION NECESSARY? 
 
The SPS agreement requires WTO Members to notify to the WTO proposed sanitary and 
phytosanitary regulations whenever: 
 

• either an international standard, guideline or recommendation does not exist, or; 
• the content of a proposed SPS regulation is not substantially the same as the 

content of an international standard, guideline or recommendation, and, in both 
cases, if; 

• the regulation may have a significant effect on trade of other WTO Members. 
 
Members are encouraged to notify all regulations, that are based on, conform to, or are 
substantially the same as an international standard, guideline or recommendation, if they 
are expected to have an effect on trade of other member. 
 
SPS regulations 
 
The scope of what constitutes a ‘regulation’ is quite broad.  SPS regulations are defined 
as “sanitary and phytosanitary measures such as laws, decrees or ordinances that are 
applicable generally” (SPS agreement annex B, footnote 5). 
 
That part of the agreement goes on to say that: 
 

Sanitary or phytosanitary measures include all relevant laws, decrees, 
regulations, requirements and procedures including, inter alia, end product 
criteria; processes and production methods; testing, inspection, certification and 
approval procedures; quarantine treatments including relevant requirements 
associated with the transport of animals or plants, or with the materials 
necessary for their survival during transport; provisions on relevant statistical 
methods, sampling procedures and methods of risk assessment; and packaging 
and labelling requirements directly related to food safety. 

 
The subject areas covered by the term ‘SPS measure’ are defined quite specifically.   
 

• to protect animal or plant life or health within the Member country from risks 
arising from the entry, establishment or spread of pests, diseases, disease-
carrying organisms or disease-causing organisms; 

• to protect human or animal life or health within the Member country from risks 
arising from additives, contaminants, toxins or disease-causing organisms in 
foods, beverages or feedstuffs; 

• to protect human life or health within the Member country from risks arising from 
diseases carried by animals, plants or products thereof, or from the entry, 
establishment or spread of pests; or 

• to prevent or limit other damage within the Member country from the entry, 
establishment or spread of pests. 

 
All SPS measures, which fit these criteria, including generic standards and import health 
standards, and which apply to bilateral or plurilateral measures, should be notified to the 
WTO. 
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International standard, guideline or recommendation 
 
What constitutes an ‘international standard, guideline and recommendation’ is also quite 
specifically defined: 
 
For food safety: 

• the standards, guidelines and recommendations established by the Codex 
Alimentarius Commission relating to food additives, veterinary drug and pesticide 
residues, contaminants, methods of analysis and sampling, and codes and 
guidelines of hygienic practice;  

 
For animal health and zoonoses: 

• the standards, guidelines and recommendations developed under the auspices 
of the World Organisation for Animal Health (OIE);  

 
For plant health: 

• the international standards, guidelines and recommendations developed under 
the auspices of the Secretariat of the International Plant Protection Convention 
(IPPC) in cooperation with regional organisations operating within the framework 
of IPPC. 

 
No other standard-setting bodies have yet been recognised by the SPS Committee for 
matters not covered by the above organisations, although this possibility is allowed for 
under the agreement. 
 
Note that this criterion for notification is whether the content, not the intent, of a 
proposed SPS regulation is substantially the same as the content of an international 
standard, guideline or recommendation.  So even if the health objective of, or level of 
protection achieved by, the measure is the same as that delivered by the standard, if the 
measures required are not substantially the same as those in required in the international 
standard, then the measure needs to be notified. 
 
Significant effect on trade 
 
When assessing whether the SPS regulation may have a significant effect on trade, the 
WTO requires Members to take into account, using relevant information which is 
available, such elements as: 
 

• the value or other importance of imports in respect of the importing and/or 
exporting WTO Member countries concerned, whether from other WTO Members 
individually or collectively; 

• the potential development of such imports, and; 

• difficulties for producers in other Member countries to comply with the proposed 
SPS regulations. 

 
The concept of a significant effect on trade of other WTO Members should include both 
import-enhancing and import-reducing effects on the trade of other Members, as long as 
such effects are significant.
 
This definition of ‘significant effect on trade’ is quite broad so if there is any chance the 
measure could have a significant effect on trade, such as more tests, more clearances, 
new inspection criteria etc,  then notify. 
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WHEN SHOULD A NOTIFICATION BE MADE? 

 
Routine notifications 
 
Except in emergencies, a notification should be made when a draft with the complete 
text of a proposed regulation is available, and when amendments can still be 
introduced and comments taken into account.   
 
The WTO SPS notification procedures require that measures are to be notified “well 
before the entry into force of the relevant measure”.  The procedures recommend that a 
normal time limit for comments on notifications of at least 60 days is allowed before a 
measure is finalized for adoption. Members should notify proposed or revised measures 
as soon as domestic legislation allows. 
 
For proposed SPS measures which facilitate trade, WTO Members may reduce or 
eliminate the period for receiving comments.  Though it is important to note that what 
might be trade facilitating for one WTO Member might still be of concern to, and warrant 
comment from, other Members, so they should still be notified with this in mind. 
 
Emergency measures 
 
The routine consultation process can be restricted or eliminated in genuine emergencies, 
which the SPS agreement defines as cases “where urgent problems of health protection 
arise or threaten to arise” for the WTO Member implementing the measure. 
 
Emergency measures may be notified either before or immediately after they come into 
effect, with an explanation of the reasons for resorting to emergency action.  Members 
however are still expected to provide a comment period even if the emergency measure 
has already gone into effect. 
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WRITING AN SPS NOTIFICATION 
 
 
Notifications should be written, or at least scrutinised, by someone (such as the author of the 
document being notified) who has a good knowledge of the measure being notified. 
 
 
All notifications must be made on an official WTO notification forms. Templates are on FCS: 
 
Templates http://fcs.maf.govt.nz/webtop/drl/objectId/0b0101b38009170c
FCS Folder Location: http://fcs.maf.govt.nz/webtop/drl/objectId/0b0101b3800916bd
 
Information contained in the notifications should be as complete as possible and no section 
should be left blank.  Where necessary, ‘none’ or ‘not applicable’ should be indicated. 
 
Routine notifications 
 

Box 1: WTO Member 
 
The name of the WTO Member making the notification. 
 

Box 2: Agency responsible 
 
The name of the agency responsible for developing the draft SPS measure being notified 
under the notification.  eg: 
 

 Health 
 Fisheries 
 Agriculture  
 Forestry  
 Environment 
 Trade 
 Commerce 

Writing a SPS notification
- ROUTINE NOTIFICATION Point  A -

NOTIFICATION 
 

1.  Member to Agreement notifying:   
 If applicable, name of local government involved:  
 

2.  Agency responsible:    
 

3.  Products covered (provide tariff item number(s) as specified in national schedules deposited 
with the WTO;  ICS numbers may be provided in addition, where applicable). Regions or 
countries likely to be affected, to the extent relevant or practicable: 

 
 

FORMAT:  POINTS 1-3

Government

Body elaborating a 
proposal ...

Tariff item number(s)..., 
Clear description is important for 
understanding of the notification
Geographical regions or countries likely to 
be affected

 
 

 

http://fcs.maf.govt.nz/webtop/drl/objectId/0b0101b38009170c
http://fcs.maf.govt.nz/webtop/drl/objectId/0b0101b3800916bd
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Box 3: Products covered 
 
Use clear descriptions to aid understanding of the notification by Member officials and 
translators.  Avoid abbreviations.  Identify the geographical regions or Members likely to be 
affected, to the extent relevant or practicable. Where possible (and not too cumbersome), list 
the Members affected.  Otherwise use suitable wording such as “any Member’s exporting the 
commodities to Blogvilli”, or “all countries susceptible to bluetongue”.  It is recommended that 
tariff item numbers should be provided where possible, at least to chapter level.   
 

EXAMPLE

Writing a SPS notification
- ROUTINE NOTIFICATION Point  A -

NOTIFICATION 

 

1. Notifying Member: NEW ZEALAND 
If applicable, name of local government involved:  Ministry of Agriculture and Forestry 

2. Agency responsible:  MAF Biosecurity Authority 

3. Products covered (provide tariff item number(s) as specified in national schedules deposited with 
the WTO; ICS numbers should be provided in addition, where applicable): 

 

G/SPS/N/NZL/2
22 May 2008

“Animal repellent containing bovine/porcine 
origin blood meal from Sweden.”

 
 
 

Box 4: Region or Member’s likely to be affected, to the extent relevant or practicable 
 
This must contain the regions that are likely to be affected. 
 

Box 5: Title and number of the notified document 
 

This must contain the exact title and number of pages in the notified document; usually a 
standard. 
 

Box 6: Description of content 
 
Summarise the SPS measure clearly, indicating its health protection objective and content. 
The summary should be as complete and accurate as possible to allow full understanding of 
the proposed regulation.  Write clearly and without abbreviations. 
 
For this box you should:  
 

 describe the species or products and Member‘s affected, the status quo and 
significance of the proposed changes 

 where practicable include an outline of the specific sanitary or phytosanitary 
measures the regulation will impose 

 to the extent possible, describe the likely effects on trade (which procedures, 
standards, and/or commodities will be impacted). 
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However, when completing the box you should 
 

 
 

avoid using abbreviations 
use acronyms only where absolutely necessary 

 
 

 

                         

Writing a SPS notification
- ROUTINE NOTIFICATION Point  B -

FORMAT:  BOXES 4-7, in particular 5

Important:  Clear Summary

Title, Number of 
pages

4. Regions or countries likely to be affected, to the extent 
relevant or practicable 
 

5. Title and number of pages of the notified document: 
 

 

6. Description of content: 

7. Objective and rationale:  [  ] food safety  [  ] animal health  
[  ] plant protection  [  ] protect humans from animal/plant pest or disease        
  [  ]  protect territory from other damage from pests 

 
 

 
 
 
 
 
 

Writing a SPS notification
- ROUTINE NOTIFICATION Point  B -

G/SPS/N/NZL/2
22 May 2008

5. Title and number of pages of the notified document:  Explanatory Notes Application 
A357 – Raw, Hard and Semi-Hard Cheeses (5 pages) 

6. Description of content:  An application to allow the sale of those cheeses that have been 
manufactured from raw milk where the manufacturing practices are found upon a case-by-
case scrutiny by ANZFA to provide a fully equivalent protection of public health and safety 
to current food standards and have been entered into a schedule in Standard H9 specifying 
those products and processes where full equivalence has been established.  The proposed 
regulations will result in less stringent provisions than currently contained within the Food 
Standards Code. 

7. Objective and rationale: [ X ] food safety,  [   ] animal health,  [   ] plant protection, 
[   ] protect humans from animal/plant pest or disease, [   ] protect territory from 
other damage from pests       

 

EXAMPLE - detailed
Product Covered: Swiss raw milk cheeses

“case by case basis” ...  “results in less 
stringent provisions than current... “
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Writing a SPS notification
- ROUTINE NOTIFICATION Point  B -

“ducks from the United Kingdom”

“anseriforme hatching eggs”
5. Title and number of pages of the notified document:  Import health standard for the 

importation of anseriforme (duck, goose, swan or Muscovy duck) hatching eggs into New 
Zealand from the United Kingdom (11 pages). 

6. Description of content:  This import health standard allows for the importation of hatching 
eggs derived from ducks, geese, swans or Muscovy ducks from the United Kingdom, and 
includes the following safeguards: 

- The hatcheries of origin must comply with OIE recommendations; 
- Testing regime against the introduction of avian disease of concern such as Newcastle 
disease, avian influenza and specific anseriforme disease such as Derszy's disease; 
- Quarantine period of 60 days in New Zealand. 

7. Objective and rationale: [   ] food safety,  [ X ] animal health,  [   ] plant protection, 
[   ] protect humans from animal/plant pest or disease, 
[   ] protect territory from other damage from pests       

 

G/SPS/N/NZL/2
22 May 2008

EXAMPLE - more detailed

 
 

Box 7: Objective and rationale 
 
Put a cross in the relevant box.  SPS measures must belong to one of these categories (and 
can fit into more than one).  Apart from marking one of the boxes, you could also specify the 
exact risks, e.g. “to protect New Zealand horses from the entry, establishment or spread of 
equine influenza”. 
 
 

                      

Writing a SPS notification
- ROUTINE NOTIFICATION Point  C -

FORMAT:  POINT 7

 
 

7. Objective and rationale:  [  ] food safety  [  ] animal health [  ] plant protection 
 [  ] protect humans from animal/plant pest or disease        
  [  ]  protect territory from other damage from pests 

 

Note:  SPS measures must belong to one of these 
categories and can fit into more than one.
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SPS measures will belong to: 
 

 food safety 
 animal health 
 plant protection 
 protect humans from animal/plant pest or disease 
 prevent territory from other damage from pests 

 
Food safety 
 
Put a cross in this box if the measure relates to foods, beverages or feedstuffs and is to protect 
human life or health within the Member country from risks arising from: 
 

 additives, or 
 contaminants, or 
 toxins, or 
 disease-causing organisms. 

 
Take particular care that food safety measures fit these very specific criteria.  They must be to 
protect against health risks, and not merely set compositional standards.  They must also deal 
with one of the four categories of health risk covered by the SPS agreement (additives, 
contaminants, toxins or disease-causing organisms).  Food safety measures involving labelling 
or nutrition might also (or alternatively) require notification under the TBT agreement. 
 
Animal health 
 
Put a cross in this box if the measure is to protect animal life or health within the Member 
country from risks arising from the entry, establishment or spread of: 
 

 pests, or 
 diseases, or 
 disease-carrying organisms, or 
 disease-causing organisms. 

 
You should put a cross in this box if alternatively; the measure relates to foods, beverages or 
feedstuffs and is to protect animal life or health within the Member country, from risks arising 
from: 
 

 additives, or 
 contaminants, or 
 toxins, or 
 disease-causing organisms. 

 
Plant protection 
 
Put a cross in this box if the measure is to protect plant life or health within the Member, from 
risks arising from the entry, establishment or spread of: 
 

 pests, or 
 diseases, or 
 disease-carrying organisms, or 
 disease-causing organisms. 

 
Protect humans from animal/plant pest or disease 
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Tick this box if the measure is to protect human life or health within the Member, from risks 
arising from: 
 

 diseases carried by animals or products thereof, or 
 plants or products thereof, or  
 from the entry, establishment or spread of pests. 

 
Prevent territory from other damage from pests 
 
This category is for damage that does not fit into one of the above categories, but should be 
used sparingly and only after careful thought.  Put a cross in this box if the measure is to 
protect the Member from: 
 

 other damage from pests. 
 
 

Box 8: International standard, guideline or recommendation 
 
Put a cross in the box provided if a relevant international standard, guideline or 
recommendation (from OIE, Codex Alimentarius or IPPC) does not exist. 
 
Otherwise give the appropriate reference of the existing standard, guideline or 
recommendation, and briefly describe how the proposed regulation deviates from it.  It can be 
helpful to notify even when an international standard, guideline or recommendation exists, and 
the measure is based on it. Indicate if the proposed regulation conforms to the relevant 
international standard, if it doesn’t describe how and why it deviates from it. 
 
 

Writing a SPS notification
- ROUTINE NOTIFICATION Point  D -

Note:  Helpful to notify even when an international 
standard exists, and the measure is based on it.

FORMAT:  POINT 8

8. Is there a relevant international standard? If so, identify the standard:  

[  ] Codex Alimentarius Commission  
 [(e.g., Codex standard number, title of Code of practice], etc.) 
[  ] World Organization for Animal Health (OIE)  
 [(e.g., Terrestrial or Aquatic Animal Health Code  chapter number)] 
[  ] International Plant Protection Convention  
 [(e.g., ISPM N°)] 
[  ] None  
Does this proposed regulation conform to the relevant international standard?  [  ] Yes    [  ] No 
 If no, describe how and why it deviates from the international standard: 
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Writing a SPS notification
- ROUTINE NOTIFICATION Point  D -

G/SPS/N/NZL/2
22 May 2008

EXAMPLE

Product Covered: Vitamins and minerals in 
general purpose foods

Broadly consistent with Codex

8. An international standard, guideline or recommendation does not exist [   ]. 
If an international standard, guideline or recommendation exists, give the appropriate 
reference and briefly identify deviations:  The proposed new standards are broadly 
consistent with the Codex Alimentarius General Principles for the Addition of Essential 
Nutrients to Foods and Codex Standard 150 – 185 Codex Standard for Food Grade Salt. 

 

 
 

Box 9: Relevant documents and language 
 
Several different types of publications can be referenced here, but for most import health 
standards, it is appropriate to state ‘None’. 
 
Publications which you should reference are: 

 Publication where notice of the proposed regulation appears, including date and 
reference numbers. 

 
 Proposal and basic document to which proposal refers (e.g. the principal act, for 

amendments to legislation), with specific reference number or other identification.  
Give also the language(s) in which the notified documents and any summary of 
these are available. 

 
 Publication in which the proposed regulation will appear when adopted (e.g. New 

Zealand Gazette for regulations). 
Writing a SPS notification

- ROUTINE NOTIFICATION Point  E -

FORMAT:  POINT 9

9.  Other relevant documents and language(s) in which these are 
available: 

 

•Relevant documents:
–Publication where notice of the proposed regulation appears
–Proposal and basic document to which proposal refers ...

•Language?  Summaries available?
–Publication in which proposal will appear when adopted
–Charge for documents?

•what amount?
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Box 10: Proposed date of adoption 

 
The date when the sanitary or phytosanitary regulation is expected to be adopted (or 
approved); when no more changes will be made to the text of the measure. 
 

Box 11: Proposed date of entry into force 
 
The date from which the requirements in the regulation will, or are expected to, enter into 
force.   

Writing a SPS notification
- ROUTINE NOTIFICATION Point  F -

FORMAT:  POINTS 10-11
10.  Proposed date of adoption / publication (dd/mm/yy): 

11.  Proposed date of entry into force (dd/mm/yy):  [  ] Six months from 
date of publication 
or [DATE:  dd/mm/yy]  
[  ]  Trade facilitating measure 

 

•Proposed date of adoption & of publication 
(dd/mm/yy)
•Proposed date of entry into force

–longer time-frames for compliance on products of 
interest for developing countries, where appropriate; 
normally a period of not less than six  months

•Is it a trade facilitating measure, ie: will it promote 
trade ?

 
 

Box 12: Final date for comments 
 
The date by which other WTO Members may submit comments should normally be at least 60 
days after the notification is distributed by the WTO.  Give a specific date.  Give a specific 
contact for receipt of comments.  This should be the person actually considering submissions 
(usually the author of the regulation or standard), and not the Notification Authority.  Give the 
full address, including fax number in international format, and email address. 

Writing a SPS notification
- ROUTINE NOTIFICATION Point  G -

FORM AT:  POINT 12
12.  Final date for com ments:  [  ] Sixty days from the date of circulation 
of the notification  
or [DATE:  dd/mm/yy]  
Agency or authority designated to handle com ments:  [  ] National 
Notification Authority, [  ] National Enquiry Point, or address, fax number 
and E-mail address (if available) of other body: 

 

•Annex B, paragraph 5(b)
–“... at an early stage when amendments can still be introduced 
and comments taken into account.”
–60 day recommended
–more, if possible
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G/SPS/N/NZL/2
22 May 2008

EXAMPLE - specified date

Product Covered:

 

Foods for infants and young children

10. Proposed date of adoption / publication (13/06/01: Recommendation to Government in first 
half 2008 

 

11. Proposed date of entry into force (17/11/08):  [  ] Six months from date of publication 
or [DATE:  17/8/08]  
[  ]  Trade facilitating measure 

 

12. Final date for comments:  [  ] Sixty days from the date of circulation of the notification  
or [DATE:  17/07/08]  
Agency or authority designated to handle comments:  [  ] National Notification Authority, [  ] 
National Enquiry Point, or address, fax number and E-mail address (if available) of other body:  

 

Writing a New Zealand SPS notification
- ROUTINE NOTIFICATION Point  G -

 

“notice of intention to comment”

 
 
Box 13: Texts available from 

 
SPS measures should always be available from the NNA, so put a cross in the box provided.  
For measures notified on behalf of other agencies, give the name, address, fax number and 
email address for the appropriate contact for that agency; this might be the designated SPS 
contact or the author of a standard.  If the document is available on the internet give the 
precise URL (world wide web address).  Ask your IT support for advice on how to find the URL 
of a specific document on your web site.   
 
Where possible, provide the WTO Secretariat with the pdf files of full texts of notified measures 
as attachments to the corresponding notifications.  When circulating notifications, the WTO 
creates hyperlinks to these in the notification format. 

Writing a SPS Notification
- ROUTINE NOTIFICATION Point  G -

G/SPS/N/NZL/2
22 May 2008

EXAMPLE - Comments and 
Texts

12. Final date for comments:  The domestic closing date for comments is 30 November 1999. 
Agency or authority designated to handle comments:  [   ] National notification 
authority, [   ] National enquiry point, or address, fax number and E-mail address (if 
available) of other body:  New Zealand Food Authority, PO Box 10 559, The Terrace, 
Wellington, New Zealand;  Tel:  +(64) 4 473 9942;  Fax:  +(64) 4 473 9855; E-mail:  
fa@mafba.gov.blg 

13. Texts available from: [   ] National notification authority, [   ] National enquiry point 
or address, fax number and E-mail address (if available) of other body: New Zealand 
Food Authority, PO Box 10 559, The Terrace, Wellington, New Zealand;  Tel:  +(64) 4 473 
9942;  Fax:  +(64) 4 473 9855; E-mail:  spsna@mafba.gov.blg 
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Emergency notifications 
 
Much of the detail required for an emergency notification is the same as that required for a 
routine notification.  There are however, three key boxes that require specific important 
information. 
 

Box 6: Description of content 
 
Summarise the SPS measure clearly, indicating its health protection objective and content.  
Describe the species or products and Members affected; and the status quo and significance 
of the proposed changes.  Where practicable also include an outline of the specific sanitary 
measures the regulation will impose.  To the extent possible, describe the likely effects on 
trade. 
 
The summary should be as complete and accurate as possible to allow full understanding of 
the proposed regulation.  Write clearly and without abbreviations. 
 
 

Key Points

Writing a SPS notification
- EMERGENCY NOTIFICATION Point A -

6. Description of content: 
 

 

11.  Date of entry into force (dd/mm/yy)/period of application (as 
applicable):  
[ ]Trade facilitating measure 

 

What is the nature of the emergency action being taken?

8. Nature of the urgent problem(s): 
 

What is the reason for resorting to emergency action?

When did it enter into force and for how long?

 
 
 

Box 8: Nature of the urgent problem(s) 
 
Indicate the reason(s) for resorting to emergency action (e.g. outbreak of a particular disease 
in a particular country). 
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Emergency... - EXAMPLE
5. Description of content:  As a result of dioxin contaminated stock food being distributed in

Belgium, France or The Netherlands, imported food from Belgium, France or The
Netherlands will be monitored to verify;  if the food was manufactured in the period when
contamination was likely, or, the pork, poultry, beef, dairy, fat, or egg content of the food,
or, that the ingredients are not involved in this contamination incident, or, the food has been
tested.

6. Objective and rationale:  [ X ] food safety,  [   ] animal health,  [   ] plant protection,
[    ] protect humans from animal/plant pest or disease,
[    ] protect territory from other damage from pests           

7. Nature of the urgent problem(s):  Monitoring is required of the above products to prevent
dioxin contaminated foods from entering New Zealand.  This function is being carried out
by the Ministry of Health with the assistance of the Ministry of Agriculture and Forestry

 

(MAF) by monitoring products imported from Belgium, France and The Netherlands.

8. An international standard, guideline or recommendation does not exist [ X ].
If an international standard, guideline or recommendation exists, give its appropriate
reference and briefly identify deviations:           

9.
de under the  Food Act 1981.

Relevant documents and language(s) in which these are available:  New Zealand
(Emergency) Food Standards are ma

10. Date of entry into force/period of application (as applicable):  Entry into force on the
day of signing by the Director-General of Health and notification and in all other cases
when notified in the Gazette (15 June 1999) and will remain in force for a period not
exceeding 6 months unless revoked earlier.

.... dioxin contaminated food being distributed  in Blogvilli or 
Blogvilli, imported food.…will be monitored to verify...

Monitoring is required…to prevent dioxin contaminated foods 
from entering Blogvilli.

Date of entry into force/period of application (as applicable): Entry 
into force on the day of signing by the Director-General of Health and 
notification and in all other cases when notified in the Gazette (15 June 
2008) and will remain in force for a period not exceeding 6 months 
unless revoked earlier.

Writing a SPS notification
- EMERGENCY NOTIFICATION Point A -

 
 

Box 11: Date of entry into force/period of application 
 
The date from which the requirements in the measure entered into force, and the period of 
time during which they will apply.  For example: immediate entry into force on [date], duration 
[of two months] or [to be decided].  
 
Addendum, Corrigendum & Revision 
 

• An Addendum is used when there are changes to the regulatory document that has 
previously been notified, eg: A new plant to be included in the Import Health Standard 
for nursery stock. 

• A Corrigendum is used when there was an error made in the original notification. 
• A Revision is when a particular regulation has had a major review.  In this case the form 

is very much like that of a routine notification. 
 
All of these will be notified under either routine or emergency depending on how they were 
notified in the first place (WTO forms are available on the WTO document site). 
 
Allocation of WTO Number 
 
Once a notification has been written, it requires a sequential number to be applied to it - the 
official WTO SPS number.  This is at the top right hand corner of the WTO notification 
template: 
 

 WORLD TRADE 

ORGANIZATION 
G/SPS/N/NZL/??? 
14 Oct 2007 

 (04-2153) 

Committee on Sanitary and Phytosanitary Measures Original:   English 
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A spreadsheet using MS Excel is the effective method of allocating the numbers that New 
Zealand uses. 
 

 
 
The first 5 columns are to record important information that relates to the specific notifications: 
Date sent to WTO; WTO number; type of notification, eg: regular or emergency and 
description of the notification (it is helpful if the description is the same as the [file?] name of 
the notification for easy tracking).  The final three columns are to ensure that each notification 
has been checked, posted on your website (if applicable) and sent to WTO. Each Member 
might require additional information which can easily be added to the spreadsheet or table. 
 
If it is an addendum, corrigendum or revision then you use the original WTO notification 
number allocated to it and then add the suffix of Add, Corr or Rev with the appropriate number 
eg: if it is the first addition to a previously notified regulation then it would be 
G/SPS/N/NZL/199/Add 1. 
 
When a draft notification is completed 
 
The author of a draft notification should send it to the CP who will check the notification is 
completed correctly, allocated a WTO number and then forward it to the WTO in Geneva. 
 
It is recommended all the documents that are being notified (ie: full-text regulations being 
notified) should be sent to the CP at the same time (preferably in both hard copy and 
electronic format).   
 
Sending notifications 
 
The completed notification can be sent as: 
 

• E-mail attachment to the WTO secretariat (crn@wto.org) .  It can also be good to cc. 
the author of the notification into the email to ensure they are aware it has been 
sent. 

 

mailto:crn@wto.org
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• Fax to WTO secretariat 0041 022 739 5760. 
• Post to WTO secretariat, SPS, World trade Organisation, Centre William Rappard, 

rue de Lausanne 154, CH-1211 Geneve 21, Switzerland. 
 
New Zealand SPS Contact Point uses email.  
 
Website 
 
Where applicable, send both the notification and the full text regulation to your website IT 
personnel for placing on the web site.  It is helpful to include the Title of the regulation and the 
comments deadline date.  
 
Filing 
 
Once you have allocated the number, file all associated documents in appropriate filing 
structure eg NZL 352 – SPS notification – IHS Bananas from Australia (this is the notification) 
and NZL 352 – SPS regulation notified (this is the regulation that the notification refers to). 
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HANDLING COMMENTS ON NOTIFIED DOCUMENTS 
 
When other WTO Members make comments on a notified SPS measure, the CP is 
responsible for overseeing this process. If the submission is only sent to the CP then it is 
the CP’s responsibility to forward it to the author of the regulation.  If the CP has only 
been cc’d then ensure that the author of the original WTO notification is included and any 
other recipients are the correct and appropriate contacts. 
 
It is the responsibility of the agency or group receiving submissions on notified 
documents to: 
 

• acknowledge receipt of  comments; 

• discuss comments if requested to; 

• explain to all submitting comments how their comments are (or are not) being 
taken into account in the final SPS measure; 

• provide extra information on the measure if requested; 

• and, in all cases, send to all those providing comments a copy of the final SPS 
measure when it is adopted, or (if applicable) advice that no measure is being 
adopted for the time being.  (The world wide web reference of the final standard 
would be an acceptable alternative for most countries). 

 
Method of delivery 
 
Where possible, documents should be sent as an email attachment.  The second 
preference is fax.  Use postal options only if the document is too large to fax or the CP 
doesn’t have the other facilities. 
 
Which documents to send 
 
Documents to be sent may include the following: 

• A cover fax responding to the request; 
• The document to be notified (as specified in section 4 of the routine or 

emergency notification form); 
• An explanatory note (if one has been prepared). 

 
Any documents which are still at a draft stage should be clearly stamped DRAFT on each 
page.  Each document sent should be marked with the relevant WTO notification 
number. 
 
Members who do not use your WTO working language may ask for a list of other 
members who have previously requested a notified document; this is to assist them to 
share the costs of translation.  If asked, add this information to the email or fax.   
 
Filing 
 
File all the notification faxes and supporting documents in the appropriate file eg: NNA & 
NEP/ Info requests/International/ Member country/ Notification number of request (see 
below) 
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General Operation  
 
The CP is responsible for providing answers to all reasonable questions from interested 
WTO Members as well as for the provision of relevant documents regarding: 

(a) any sanitary or phytosanitary regulations adopted or proposed within its 
territory; 

(b) any control and inspection procedures, production and quarantine treatment, 
pesticide tolerance and food additive approval procedures, which are operated 
within its territory; 

(c) risk assessment procedures, factors taken into consideration, as well as the 
determination of the appropriate level of sanitary or phytosanitary protection; 

(d) the membership and participation of the Member, or of relevant bodies within 
its territory, in international and regional sanitary and phytosanitary 
organisations and systems, as well as in bilateral and multilateral agreements 
and arrangements within the scope of this Agreement, and the texts of such 
agreements and arrangements.” 

 
Receipt of requests 
 
Requests to the CP for information should come from other WTO Members’ enquiry 
points.  These can also be found online in both the SPS IMS and Documents Online 
sites.  Just type in G/SPS/ENQ in the document symbol tab and click search.  Select 
the latest one available for the most current addresses.  On the SPS IMS website, the 
most up-to-date contact information submitted to the WTO can be found on the menu bar 
under "Country Information". 
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In practice requests for information will also originate from other interested parties (such 
as government departments or industry groups) and from non-member countries.  
Members should treat all such enquiries equally, and respond to all reasonable requests 
for information about SPS measures. 
 
Requests for information which are best filled (completely or in part) by other 
departments or agencies should be forward appropriately.  That department or agency 
should be asked to advise the CP when the request is fulfilled; if this is not done within a 
reasonable time a reminder should be sent. 
  
Acknowledging, recording and filing 
 
Requests should be responded to within five working days.  If the request cannot be 
filled, then an acknowledgment estimating the envisioned delay for a full reply should be 
sent. 
 

 
 
All relevant emails coming into and being sent from the SPS mailbox are categorised and 
saved into email folders, and then archived when memory space becomes limited.  As an 
alternative to using the email system to record requests a excel file can be created, this 
should be filed in NNA & NEP/ Info requests and it is helpful (if you choose this method, 
to have it saved on your desktop for easy access).   
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Which documents to send 
 
Requests will often be very general, e.g. “Send me all your regulations for plant health”.  
In such cases, the best course of action may be to respond with a request for more detail 
or to send a list of available information. 
 
Method of delivery 
 
In the interests of speed and economy, the following delivery methods (in priority order) 
should be used.   
 
E-mail If the request came by e-mail or the request letter or fax contained 

an e-mail address.   
 
Try sending the documents as attachments. It is recommended that 
an acknowledgment of receipt be provided, as there is often 
incompatibility in handling attachments between different mail 
software packages. 
 

Diplomatic mission   For large consignments, first make contact with the appropriate 
diplomatic mission, explaining the government-to-government 
nature of the request, and seek agreement from the mission to pass 
on the information.  When the material is ready, provide it to the 
relevant embassy or high commission with a covering letter of 
explanation. 
 

Airmail  If only small amounts of information are to be sent, material can be 
despatched by airmail.  

 
In all cases of enquiries that have not come from a CP, send to that Member’s CP (if 
there is one) a copy of the information requested (or, in the case of bulky material, a list 
of items sent).  
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