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1. EMPLOYEE INFORMATION

Each broker that intends to transact customs business must provide in writing, the following
information on each of its employees upon application for a national permit (see Section D of this
chapter for BMO processing of employee reports):
e Name of employee
Social security number of employee
Date and place of birth of employee
Current home address of employee
Date of hire of employee

After the imitial employee information submission, an updated list must be submitted to a CBP-
authorized electronic data interchange (EDI) system if any of the above required information on a
current employee changes. The update must be submitted within thirty (30) calendar days of the
change through the broker’s ACE portal account. If the broker does not have an ACE portal
account or ACE reporting functionality is not yet available, then the information must be provided
in writing to the processing Center. BMO will update the employee information m ACE 1if
submitted in writing.

(19 CFR 111.28(b)(1))
2. NEW EMPLOYEES

A broker must submit a list of new employees with the information listed i Section A of this
chapter within 30 calendar days of the start of employment. The broker must submit the new
employee information through the broker’s ACE portal account. The broker may submit a list of
the new employees or an updated list of all employees, specifically noting the new employee(s).
If the broker does not have an ACE portal account or ACE reporting functionality 1s not yet
available, then the mmformation must be provided in writing to the processing Center. BMO will
update the employee information in ACE if submitted in writing.

(19 CFR 111.28(b)(2))

3. TERMINATED EMPLOYEES

Within thirty calendar days after the termination of employment, a broker must submit a list of
terminated employee(s) through the broker’s ACE portal account. If the broker does not have an
ACE portal account or ACE reporting functionality 1s not yet available, then the information must
be provided in writing to the processing Center. BMO will update the employee information in

ACE 1f submitted in writing.

(19 CFR 111.28(b)(3))
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