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  Study Aids for applying for an import permit using ePermits on-line 

Applying for a Veterinary Services (VS) animal product import permit using the ePermits database is a 
convenient and uncomplicated process.  In order to apply via ePermits, the applicant must be 
eAuthenticated.  The benefits to being eAuthenticated are worth the few minutes that it takes gain 
eAuthentication status. Once eAuthenticated, applicants may submit permit applications, communicate 
with the permitting office, and check the status of pending applications via the ePermits database. 

We strongly encourage all applicants to become eAuthenticated.  Once eAuthenticated, please log into 
the database at least once every 180 days or your password will expire! 

I. To become eAuthenticated:

 Click on the link: http://www.aphis.usda.gov/animal_health/permits/ then click on “ePermits” in the 
first paragraph which takes you to the "eAuthentication" page. On this page click "Create Account".  
The rest of the steps are self-explanatory and take approximately 15-20 minutes to complete.   

II. To apply for a new import permit:

A. Access ePermits at the following link:  https://epermits.aphis.usda.gov/epermits

1. Agree to the security terms and conditions.
2. Enter your eAuthentication user name and password.

The next page will have a left-hand menu that should look like this: 

3. Click on “Create\Renew\Amend Application”

http://www.aphis.usda.gov/animal_health/permits/
https://epermits.aphis.usda.gov/epermits
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The next page should look like this:

 

4. Click on “VS Form 16-3 Application for Permit To: Import or Transport Controlled Materials or 
Organisms or Vectors.   

5. Then click “Continue” 

  

The next page should look like this: 

   

6. Click “New Application” 

If requesting an amendment or renewal, then click the appropriate choice.  Be advised that you will need 
to know the existing permit’s number, issuance date and expiration date.  This information can be found 
on the existing permit. 

Amendments are changes to the permit that are made prior to its expiration date. Amendments do not 
change the expiration date. Renewals are permits which have their expiration date extended (usually) by 
an additional year.  Instructions for applying for amendments and renewals are provided later in this 
document. 

7. Click “Continue”     
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The next page should have this bar at the top: 

 

This is the Progress/status bar.  It indicates each step in the permit application process.  There are a 
progression of steps and each step must be completed prior to moving to the next step. 

The current step will be written in blue.  From the progress bar above, you can see that the first step is 
“Type of 16-3.” 

Application Step 1 – Type of 16-3  
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a. Click “No” you do not want to apply for a permit to import or transport Select Agent. 
b. Click “Animal By-Products” for a permit to import or transport.  
c. Then click Continue. 

 
 

B. Enter Information onto the permit application 

Application Step 2 – Mode of Transportation: 

 

 

 
1. Mode of Transportation  
a. Select from the drop-down menu.  You may pick: Air, Land, Sea, or Any 

 
2. U.S. Ports of Entry 
a. You may select a number of ports by pressing the “Ctrl” button and clicking on the ports.  
b. If you are using a number of ports, we recommend that you click “AS APPLICABLE”  
c. Click  “Continue” 

 

 

 



5 
 

Application step 3 - Importer: 

 

  Importer Information 

3. Importer 
a. Fill in your information, as we consider you (the applicant) to be the Importer. 
b. Fill in your company name if you have one, otherwise leave the company field blank. 

c. Please be sure to include your e-mail address(es) and click    
d. Check the box if your mailing address is the same as your street address; the information 

will auto populate. 

e. After you have completed entering your information.  Click    

Please note:  1. Communication regarding the application is sent via email to the addresses listed in this 
section.  2. e-mail addresses are not saved until you click Continue! 

 

Application Step 4 - Shippers 

 

 

4. Shipper: 
a. Enter the entity from whom you will be receiving the imported material (Do not write the 

courier such as FedEx or DHL!). 
b. Choose if your shipper has a specific address or if it is various shippers in a particular 

country.  If so, then select the country.   

Please note that for certain permits a specific address must be entered. Contact us if you have 
questions. 

c. Click “Continue” 
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Application Step 5 - Product Summary    

This is where you enter the specific animal product you wish to import. 

 

5. Material  
a. To begin Click “Enter New Product” 

   

 

Describe the Material to be Imported.   

 

b. *Material: Click from the drop-down, the broad category (meat, feed, serum, tissue etc.). 
c. Description:  enter text to better explain what you are importing. For example, if you clicked on 

“feed,” you may type “aquaculture feed for ornamental fish” and list the specific animal 
materials (organ/part). 

d. *Is the material a cell culture or cell culture product?   Note: You may wish to attach an 
ingredients list or other supporting documentation.  See step 7 below to attach documents.  

 

 

The next block of information is regarding the country of origin of the material that was just described. 

 

e. Click from the drop-down list, the “Country of Origin” of the exported material. 
f. Click from the drop-down list, the species of animal from which the exported material is derived. 
g. Click “Add” if you need to add more products.  If not, then move to the next section. 
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6. Quantity, Frequency of Importation, and Expected Completion Date (estimate): 
a. Quantity: you may type (free text) the quantity (i.e. 40 kgs). This helps us determine if we will 

issue a commercial permit or a research permit. 
b. Frequency of Importation: enter text such as weekly, monthly, once a year, etc. 
c. Expected Date of Completion: enter an estimated date that the last import will be made. 

 

 

7. Proposed use of Material and Derivatives: 
a. Type in (free text) the proposed use (i.e. retail sale, analysis, in vivo testing, etc.). 
b. Type in the research facility’s biosafety procedures if an animal pathogen is being imported. 
c. Also type in the address of research facilities (if applicable). 

 
 

 

8. If For Use in Animals, Specify the Animal Species: 

Complete if the imported material will be used in animals (i.e. for pet food, feeding trials, in vivo testing) 

a. Species: use the drop-down box to pick which animal species will receive the product. 
b. Click “Add” to pick another animal species. 

 

 

9. Treatment of Material Prior to Importation into the U.S.  
a. Free text: type in the treatment applied to the imported material.  Include temperature in 

degrees F or degrees C also be sure to provide the duration of time the material is held at that 
temperature.  Also, any acid or alkaline treatment should include the pH value as well as the 
duration of time held at the pH value. 
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10. Method of Final Disposition of Imported Material and Derivatives: 
a. Free text: write what will happen to the imported material after it is imported into the United 

States, such as: retail sale, personal use, research and evaluation, incineration, etc. 

 

 

 

At the bottom right there is a box that asks “Do you want to copy this material?” 

b. Click “yes” if you wish to add more of the exact same material or similar material.  This saves 
time because you will not have to re-type all of the information over again. 

c. Click “no” if you have no more material to add, thereby not needing to copy the material. 
d. Click “Continue”   

 
 

 

You will be given the opportunity to add more products to your application by clicking “Enter New 
Product”.   

e. If you do not wish to add any more products, click “Done Entering Product” 

 

 

 

Step 6 – VS 16-7 Form Main 

 

If you are not importing a cell line/culture, you will not be prompted to the step VS 16-7 Form Main.   
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Step 7 – Attachments 

  

 

 

 

11. Attachments Summary 
a. Attach any supporting documentation for the application. Click “Browse” to locate documents 

on your computer or removable disk.  
b. It is helpful to name and date the attached documents (i.e. “ingredients list April 25 2016”). 
c. After browsing and locating applicable documents ion your computer or removable disk, click 

“Attach.” 
d. Once finished attaching all documents, click “Done with Attachments.” 

 

 

Step 8 – Certify & Pay 

This is the final step along the progress bar and completes the import permit application process. 
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The final page in the application process should look like this: 

 

 

12. Certify and Pay  
a. Check the box “I certify, as authorized by the company/institution that I represent, that this 

material will be used in accordance with all restrictions and precautions as may be specified by 
the permit. 

b. Payment  
1. “Request type and Processing Fee:” will already be auto-populated. 
2. Select Payment Type: from the options provided.  If you have an aphis User Fee Account 

Number, please write it in the box after the words, “APHIS User Fee Account Number” 
3. Please note that if you choose to pay by check or money order, our office will not process 

the application until the payment is received.  
c. Click “Continue” 

 

Your application will be automatically submitted to our office through the ePermits database.  

*Prior to leaving the next page, write down your permit application number for future reference!* 
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III. Amendments 

If you are in possession of an import permit and changes need to be made to the permit prior to the 
permit’s expiration date, then you may request an amendment.  The expiration date of the permit will 
not change if the permit is amended.   

 

A. To apply for an amendment: 

Please note: prior to applying for an amendment, have the permit number, issuance date and expiration 
readily available. 

1. Access ePermits at the following link:  https://epermits.aphis.usda.gov/epermits 
2. Agree to the security terms and conditions. 
3. Enter your eAuthentication user name and password. 

 

The next page will have a left-hand menu that should look like this: 

 

4. Click on Create\Renew\Amend Application  
            

https://epermits.aphis.usda.gov/epermits
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The next page of the amendment process should look like this:

 

5. Click on “VS Form 16-3 Application for Permit To: Import or Transport Controlled Materials or 
Organisms or Vectors.   

6. Then click “Continue” 

 

The next page in the amendment process should look like this: 

 

7. Click “Amendment Application” 
8. Enter the permit number, Issuance Date and Expiration Date of the permit to be amended. 
9. Click Continue 

The rest of the Steps (Step 1 – Step 8) are the same as those listed under Section II above “To apply for 
a new import permit.”  However, all of the fields will be auto-populated with the information taken 
from the existing permit. You may make your requested changes (amendments) to the information in 
any of the steps. 
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IV. Renewals

If you are in possession of an import permit and it has expired or is within 6 weeks of expiration, you 
may apply to have the permit renewed for another period of duration (usually 1 year).  Any changes that 
you wish made to the permit may also be requested with the renewal request.   

Please note: prior to applying for a renewal, have the permit number, issuance date and expiration 
readily available. 

A. To apply for a renewal:
1. Follow the same steps 1-6 above as for Amendments.
2. The next page should look like this:

3. Click “Renewal Application” when prompted
4. The rest of the Steps (Step 1 – Step 8) are the same as those listed under Section II (above) “To

apply for a new import permit.”  All answers should already be populated from the information
taken from the existing permit. You may make changes or enter updated information in any of
the steps.

V. Transfer of Ownership

ePermits profiles are specific to the individual who was eAuthenticated.  Therefore, if the 
eAuthenticated individual is no longer present at a particular company or an alternate individual will be 
making permit requests, then the permit must undergo a “transfer of ownership” before an alternate 
person can access the permit in the ePermits database.   

A. To request a transfer of ownership, please submit to our office the following information:
1. Permit number
2. Permittee name and address
3. Company name and address
4. New individual’s username and address
5. New company name

You may e-mail the information to our applications in-box:  APIE@usda.gov

Upon receipt, our office will confirm the information, issue the transfer of ownership, and notify 
the new permittee of the change.  Additional questions may be submitted on-line at:
APIE@usda.gov

mailto:APIE@usda.gov
mailto:APIE@usda.gov



