Ofﬁce Of Trade U.S. Customs and

| .
4) Border Protection

Recommended Guidelines for Submissions of ‘&
Forced LabOI' Supporting Documents CBP Publication No. 3149-0323

This outline provides suggested guidance on how to streamline the supporting document
submission process for U.S. Customs and Border Protection (CBP) forced labor allegation
petitions and Withhold Release Order/Finding modification requests. Allegations of forced labor
should be submitted to CBP's e-Allegations Online Trade Violation Reporting System, and
modification petitions should be sent to ForcedLabor@cbp.dhs.gov.The goal is to provide a
standardized approach for petitioners to efficiently organize their supporting documents and clearly
tie them to the forced labor allegation or remediation efforts.

How to Organize Supporting Documents

1. Provide an index of supporting documents for each allegation; provide subcategories when
necessary, e.g., “Worker Interviews”; “Internal Company Documents”, etc.

2. Provide references for each supporting document that is referenced in the allegation:
2.1. Use notes (either footnotes or endnotes) to link the references.

2.2. Use a consistent and standard citation guideline. The most common English language
citation styles are the following: American Psychological Association (APA), Modern
Language Association (MLA), Chicago, and Turabian.

2.3. Microsoft Word allows you to insert a citation style using the “References” tab. For more
information, please follow the instructions at https:/support.microsoft.com/en-us/office/add-
citations-in-a-word-document-ab9322bb-a8d3-47{4-80c8-63c06779f127.
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Preserving Open-source Documents
3. Provide hyperlinks with the full web address to any supporting documents obtained online.

e Example: Google webpage link: www.google.com

4. Because the website links may expire or webpages may be taken down, all the supporting
documents should be downloaded in a PDF format.

4.1. How to download documents/evidence on a PDF format: Right click on the page
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4.2. Click “Print” and make sure to select “Save” as PDF.

. Print

Preserving Date and Time Information

5. It is important to notate all evidence you submit with the date it was obtained. Add the date in
the following format unless the supporting document features an automated date. The date
should be reflected as follows MMDDYYYY- for instance February 1, 2022, will become
02012022. Please see picture below, as an example.

=T T o T =

[*] Google 02012022 pdf & 2/1/2022 9:11 AM Adcbe Acrobat Doau 65 KB

6. When submitting photos, audios, and videos, identify the specific photos, time stamps of
audios and videos that support your allegation or modification request.

7. Provide the metadata (time, date, location) of photo, audio, and video files. You can find the
information by right clicking “Properties” and then clicking “File information.”
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Interview Documentation

8. Please provide interview transcripts when available. Transcripts provide a more word-for-word
written record of the interviews with the questions and answers. Statements, which are
summarized interviews, are to be avoided if possible. If only statements are available, please be
sure to also provide the exact questions that were asked.

9. Methodology of how interviews were conducted and how the interview conditions were
explained by the interviewer to the interviewee(s), should be clearly explained, e.g., informed
consent to the interview, etc. See item 11.
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Other General Documentation Submission Guidelines

10. Provide detailed context regarding how the document was obtained (Who, When, Where, and
How).

11. The petitioner should be aware that CBP will endeavor to protect any Personal Identifiable
Information (PII) submitted with a petition or its supporting documents. Petitions are
considered part of law enforcement investigations and, therefore, receive certain protections
from disclosure to outside parties. However, it is possible that the information may be subject
to discovery in either a criminal case — if the case is referred to another federal agency with
criminal investigation authorities — or civil case if an entity challenges CBP’s enforcement
action. In both scenarios, while CBP will take steps to protect PII to the greatest extent feasible
during the discovery process, confidentiality treatment and/or withholding such information
from disclosure is not guaranteed. Therefore, the petitioner may want to consider redacting PII
prior to submission but should also be aware that PII is needed for criminal investigations by
other agencies.

Personally identifiable information (PII) is any information that permits the identity of an
individual to be directly or indirectly inferred, including any information which is linked or
linkable to that individual regardless of whether the individual is a U.S. citizen, lawful
permanent resident, visitor to the U.S., etc. Examples include: name, date and place of birth,
mother's maiden name, home address, vehicle license plate number.

12. Avoid modifying any supporting documents.

How to Submit Documents in Languages other than English

1. All supporting documents should be translated to English. If there is only one section that is
relevant to the allegation, please mark the relevant section and provide the context of that
section. In addition to the translation, the document should be included in its source language.

Example: The italicized text below is the Arabic to English translation of the text that is
highlighted in yellow:

“During a meeting attended by 195 countries to finalize a grim report on climate change
ramifications, the Chairman of the United Nations’ Intergovernmental Panel on Climate
Change, Hoesung Lee, warned on Monday that challenges humanity is countering to
combat the “Global Warming” is now greater than ever.”

cabanill i o il giguwigm dasiall aodll deslill Aliall ik dieall dlgall dwogsall dimll i) j3s
12y 195 awa &Ly glainl JALS Ellag w10 ciag &l (po S pgull La Jlisul daalso Lo d il loasigs il
oaliall yieill wliclai e @ild pyai e 6psil cbualll gibg)

)l cilago dacliao Ll sl Lo duclinll 6)gill 16 Lo paes dijlao diglo days 11 dils gVl 6)ljs cieaijlg
)36 bl Gulaue] /0l Lo i Al lopyai oo Jol cjall o9 .6porall cililiusllg Lamlgellg walaalig
leagio IS lao wilgiw piic i1 61,2030 La Jniw jlall daja i dliall pel diieall dulgall diogsall diall
b Glaid bhgal JisUl aaall digio doja 15+ diic

Page 3 of 4



Recommended Guidelines for Submissions of Office of Trade

Forced Labor Supporting Documents CBP Publication No. 3149-0323

2. Translations can be obtained from Google Translate. However, please review the translation
results for accuracy and provide notes for cultural, social, linguistic nuances that are critical to
the allegation, but may be missed by Google Translate and/or other translation methods.

3. Ifinterviews are conducted in a language other than English, provide the following:
e How was the interview interpreted and what are the interpreter’s qualifications?
e What core questions were used during the interview?
e Are the interviewee and interviewer distinguished in the transcript/summary?

4. Translate overlay texts of any photos and videos.

5. Provide transcripts of videos in the source language and translate to English.

6. Provide a PDF copy of supporting documents in source languages, in addition to the links and
translations.

7. For documents containing data (such as payrolls) provide the translation of the categories as
demonstrated below.
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8. If the measurement units are in a language other than English, please translate the units to
English, and include an explanation as to the conversion of measurement. A simple explanation
between the U.S. units and the source units in English are acceptable. For example: 1 $US =
114.67 Japanese Yen.

CBP appreciates your collaboration in following these suggested guidelines to make the review

process as efficient as possible. Any additional steps you can take to provide clarity in the
information submitted will facilitate more expedient reviews.
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