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The purpose of this guide is to provide step-by-step instructions for importers to submit claims under an
alternate procedure to the Alcohol and Tobacco Tax and Trade Bureau (TTB).

Industry Circular 2023-1, Alternate Procedure for Submission of CBMA Importer Claims, provides
importers with an alternate procedure to file CBMA refund claims in specific circumstances. In the
myTTB CBMA Importer Claims System, a claim submitted under this alternate procedure is called a
manual claim.

You may file a manual claim for the following reasons set forth in Industry Circular 2023-1:

- Alcohol imported before 2023 — Alcohol was originally imported prior to 2023 but entered or
withdrawn from warehouse for consumption in 2023 or later.

- Incorrect TTB permit number — The TTB permit number was missing or incorrect in your customs
entry or entry summary filing and cannot be corrected in the U.S. Customs and Border
Protection’s (CBP) Automated Commercial Environment (ACE).

- Entry liquidated with incorrect data — Your entry liquidated with errors (other than a missing or
incorrect TTB permit number) that cannot be corrected.

- System error — Your complete and correct ACE data does not appear in myTTB, or is inconsistent
with what you provided in ACE.

- Specific approval — You have obtained specific, written authorization from TTB to submit a
manual claim on a one-time basis.

Manual claims submitted under this alternate procedure will take additional time to process. Please
make every effort to correct ACE data and submit your claim through the regular claims procedure
before submitting a manual claim.

Step 1 — Prepare the TTB CBMA ACE Report

Step 2 — Access the CBMA Importer Claims System
Step 3 — Submit a Manual Claim

Step 4 — View and Print/Save Submitted Claim

NOTE: All information shown in the following screens is for demonstrative purposes only and is not
meant for actual use. In addition, there may be minor differences between the sample screens shown in
this guide and actual screens in the myTTB system. TTB regulatory requirements are available at 27 CFR
Part 27, Subpart P.


https://www.ttb.gov/industry-circulars/ttb-industry-circular-2023-1

Step 1 - Prepare the TTB CBMA ACE Report

Preparing and submitting a manual claim through myTTB is a multi-step process. Anyone can prepare
the required documentation for the manual claim outside of myTTB, but only a myTTB user in a
“Submitter” role can submit the claim to TTB through the myTTB Importer Claims system.

In contrast to the regular claim submission process, where the claimant submits their refund claim
based on entry and entry summary data from ACE retrieved automatically by the TTB CBMA Importer
Claims system, a manual claim requires importers to manually upload their corrected import data as
well as required supporting documentation to submit their CBMA refund claim in myTTB. Importers
must prepare the import data using the TTB CBMA ACE Report. The TTB CBMA ACE Report can be
prepared in one of two ways:

e Option 1: Download and populate an Excel version of the Report. (View instructions.)
e Option 2: Access and run the Report in CBP’s ACE Reports System. (Instructions are
coming soon.)

Once the corrected TTB CBMA ACE Report is prepared, it must be uploaded into the myTTB Importer
Claims system along with other required supporting documentation (see Step 3). While anyone can
generate these documents outside of myTTB (regardless of whether they have access to the myTTB
Importer Claims system in a “Preparer” or “Submitter” role), only Submitters can submit the manual
claim through myTTB.

2|Page


https://www.ttb.gov/images/cbma-imports/template-preparation-instructions.pdf
https://www.ttb.gov/images/cbma-imports/excel-template.xlsx

Step 2 — Access the CBMA Importer Claims System

Importers must activate their entity in myTTB before they can access the CBMA Importer Claims System
and file refund claims. Individual users may be granted access to importer permits within the Importer
Claims System in either a “Preparer” or a “Submitter” role. See “Activate Your Entity in myTTB,” and
“Entity Managers and User Management in myTTB.”

NOTE: You must be an authorized Submitter to submit manual claims for your permit number.

When you are logged into the CBMA Claims module as a Submitter, you will be able to toggle between
the TTB permit or TTB reference numbers that you are authorized to access. For purposes of this user
guide, the term “permit number” also refers to the TTB reference number.

1. Go to your main myTTB page and scroll to the Entity Selection tile. Use the drop down to select
the entity (company/Employer Identification Number (EIN)) that you would like to work on.

Entity Selection

sehl el s
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https://www.ttb.gov/myttb/activate-entity
https://www.ttb.gov/myttb/entity-managers

2. Once you have selected the correct entity, you will see the CBMA Importer Claims card on this
myTTB dashboard as long as you have been authorized to access the CBMA Importer Claims

system for one or more permits linked to that entity. Select CBMA Importer Claims.

Entity Selection Important Imports (XX-1234567)
Enfity Manags
I Managoe endity

Quaick Links

Switeh sntity ve e ivmd an ndca el
Wit vy enline:

Modules
\\._.) CEMA Importar Claims @ Foreign Producer
Sutsmit CEMA refund clabms 10 TTE. Review impostad ondiry Foko pssignmonts of CHMA 1ax borodit 1o LS. imposier
bang, aesgnmenis of tax benstis from Fommgn Producens, and Regater a5 & Foreagn Profocer, menags your rgsraton, and
e cllaim submisgions add additional wiars

3. You will be directed to the CBMA Importer Claims screen.

myTTB Dashboard > CBMA Importer Claims

CBMA Importer Claims
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4. Verify that you are in the correct entity account by confirming the name and EIN of the
company.

Entity Information

The information on this page reflects the entity you've selected on your myTTB dashboard.

Important Imports (XX-1234567)

Switch entity

If you are not in the correct entity account, select Switch entity to return to your main myTTB
page.

Entity Information

The information on this page reflects the entity you've selected on your myTTB dashboard.

Important Imports (XX-1234567)

Switch entity
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Step 3 — Submit a Manual Claim

There are two ways for the Submitter to access the screen to submit the corrected CBMA ACE
Report and supporting documents that together make up a manual claim under the alternate
procedure set forth in Industry Circular 2023-1. The manual claims submission function may be
accessed through the regular claims preparation screen. To navigate to manual claims
submission, you may go to your myTTB dashboard, then go to CBMA Importer Claims and select
prepare a claim next to Task 2.

my TTE Dashbaard » CEMA Importer Claims

CBMA Importer Claims

@ Review antry items

Raview antry summary liras inmyTTE thet you designated with tha CEMA ind cator thrcugh LS, Custams and Border

Frataction (CEF
@ Prepare claim S,
Praparers and Submittsrs '."1 prepare 8 clam 'J"sl."'.l.'LI g entry summary lines thal are sesilable to be included in a claim.
——
@ Submit prepared claim
Submitbars cen resiaw a preparad clam, choose a refund methad and enter banking information, and submit tha claim to TTE
‘wiaw your submitied claims in the Claims Submissicn Sumimary

The second option is to scroll down to the Prepare Claim Section and select Prepare claim.

Prepare Claim

Claim nformation in myTTH |5 displayed by calendar year quaner and i based an (1} the tax banetit aesgnments that yaur

Foralgn Producars submit in my T TE and () CEMA-related Information submitted with your entry and antry summary filings in

ALCE.
HMate: Claims can anly be filed after the o af each calendar quarter, far any entries in that quarter. Far smampla, claimes far
Jarmary thraugh March consumption ent i e Filesd i Al

Raquiremants to submit 8 claim -

< ou st have received an assipament from @ Foreign Producer inmyTTE Tar the ealendar year of importation

« Yol miaat have used the 7 clain indicator in ACE 19 aldw Thet you expect 1o

naid 1o CBE for one or mare entry summary linas

file & refund Claim Tor part of the tax that you

+ Wau must hava filad in ACE for each antry summary ling: your importar parmit numbear, your Fareign Producer’s TTE 1D, and

nfcemartian abaut the type and gquantity of tax benefits that were

assigned to you

= Yau must have paid tax ta CEP at the full tax rade

Prepare claim I
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2. Inthe Prepare Claim screen, scroll down to the Entry Summary Lines Available for Claim section.
In the last paragraph, select submit a manual claim.

Entry Summary Lines Available for Claim
Parmit Mumber: XX-1-12345

myTTE automatically displays your gntry summary lines from ACE. Entry summary lines are displayed by entry (ABC-123456) and
lime number (1)

Only entry summary lines that are available to be claimed are displayed. An entry summary line is available if it (1) has a
corresponding CBMA tax benefi t assignment from your Foreign Producer in myTTEB and [2) has reguired datain ACE, including
the “C" claim indicator, TTB permit or reference number, TTB Foreign Producer 1D, and CBMA rate designation code.

You rust verify that entry summary lines are correct before submitting a claim. Do not include an entry surmmary line in aclaim if
the infor mation is not correct.

Claims can only be filed after the close of each calendar guarter, for any entries in that quarter. For example, claims for January
through Marchconsumption entries can be filed in April.

) . mmary lines are missing or incorrect and cannot be resolved in ACE, TTB has authorized importers n:lsubmitn l
manual claim

certain specified situations.
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3. On the Submit Manual Claim screen, scroll down to Entity Information. Verify that you are in the
correct entity account by confirming the name and EIN of the company.

iy TTE Daehbioai 3 CEMA Imperter Claime 3 Subsmit Manual Clain

Submit Manual Claim

If you zra unablato rasolva antr:

allows you to submit amanu

ataarrars or 1o submit required information is ACE, TTE prosides an altarnate clam procadure which

the Incustry Circalar 20234, A

To submit a manual cl

reportin myTTE, alon,

Hate: Only
Fnasone for filng a manual claim
Aleshol imported before 2023 - Alcohol was originslly imported prios 02023 but entered or withdrawn Trom warehause for

Incerrect TTB Permmit number - The TTE Permit number was missing or heerrect in your custams entry o enlry summary filng and

canm

Entry liquidated with incorrect data - Your entry Liguidatad with errors (ether than a missing er incorrect TTE Permit number that

TTH to subm

ssion of CEMA In

Ml fields are mandstory unboss statod othorsise,

Entity Information

Entity name:

Emaloyer Idantification Numbar (EIN) XX-1234567

Claim Information

TTE kmgortar parmit or refarence fsmer

4. Use the drop down to select the permit number and claim period for which you would like to
submit a manual claim.

Entity Information

Entity mame: Impartant Imports

Employer ldentification Mumbar (EIM): X X-1Z34567

Claim Infermation

TTB Importar permit or referenca number

CA-I12345

wim paricd

01 [Jan 1-Mar 31 2023
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Under Primary reason for manual claim, use the drop down to select the reason you are submitting a
manual claim.

You may choose one of the following options:

e Alcohol imported before 2023 — Alcohol was originally imported prior to 2023 but
entered or withdrawn from warehouse for consumption in 2023 or later. If you select
this as the reason for your manual claim, you should only include entry summary lines
related to this reason. The system will not accept entry summary lines for alcohol
imported in 2023 or after if the reason for your manual claim is alcohol that was
imported before 2023.

e Incorrect TTB permit number — The TTB permit number was missing or incorrect in your
customs entry or entry summary filing and cannot be corrected in ACE.

e Entry liquidated with incorrect data — Your entry liquidated with errors (other than a
missing or incorrect TTB permit number) that cannot be corrected in ACE.

e System error — Your complete and correct ACE data does not appear in myTTB, or is
inconsistent with what you provided in ACE.

e Specific approval — You have obtained specific, written authorization from TTB to submit
a manual claim on a one-time basis.

NOTE: If you are submitting a manual claim for multiple reasons, select the primary reason.

Claim Information

ITB Importer permit or raterenca number
CA--12345 W
Claim poriod
Q1 (Jan 1-Mar 31) 2023 -
f wou are submitting & manual claim for multiple reasons, select the primary reasaon,

Mote: If the primary reason ig “Aleahol Imported before 20237 only Includa antry summary lines relatad ta thet spacific
reasn.

Primary reason for manual claim
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5. Scroll down to the ACE Report Data section and attach your corrected TTB CBMA ACE Report,

which you created in Step 1.

ACE Report Data

Far sach claim. the importer must gensrata the TTE CEMA ACE Report,
ta the TTE CEMA ACE Repart,

Report. and upload the cormected Report in myTTE, How 19 gens

Attach TTE CEMA AL
sl " [

Drag file here or choose from foldes

Total refund amaunt claimed &

nsert any missing information or make carrections in the

Sum total of refund amount claimad for all entry
summary ling items included in your TTE CBMA ACE

6. Enter the refund amount you are calming in the Total refund amount claimed box. This amount
should match the total claim amount for all the line items included in your TTB CBMA ACE

Report.

ACE Report Data

For gach claim, the importer must generate the TTE CBMA

Repoart, and uplaad t

Amach TTE CEMA AL
clude onty one TT

Drag file here or choose from folder

Total refund amaunt claimed @@

] Sum tatal of refund amount claimad for all entry
summary ling items included in your TTE CBMA ACE

ing information or make corrections in the
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7. Scroll down to the Supporting Documents section and attach your supporting documents.

The required supporting documentation depends on the reason(s) you are submitting the
manual claim. Required supporting documentation is listed below. See Industry Circular 2023-1

for more information.

Alternate Claims Procedure Scenario

Required Documents

Alcohol Imported Prior to 2023

e The TTB CBMA ACE Report; and

e For the year of importation, the CBP-required:
o CBMA Spreadsheet;
o Controlled Group Spreadsheet; and
o Assignment Certification.

See CSMS #50484790 - Craft Beverage Modernization
Act (CBMA) — 2022 Procedures and Requirements
(govdelivery.com) for CBP requirements for prior
years.

Missing or Incorrect TTB Importer
Permit Number

e The TTB CBMA ACE Report (with the corrected permit
number); and

e A statement identifying the deficiency with the permit
number in the ACE data and confirming the correct
permit number for the importation(s).

Entry Liquidated with Missing or
Incorrect Data (other than the TTB
Permit Number)

e The TTB CBMA ACE Report (with corrections to missing
or incorrect ACE data); and

e A statement explaining what data was missing or
incorrect in the liquidated entry or entry summary
(which has been added or corrected in the TTB CBMA
ACE Report).

System Error

e The TTB CBMA ACE Report; and either

e A statement explaining that the entry line does not
appear in the CBMA Importer Claims System, or

e A statement explaining that the entry line appears in
the CBMA Importer Claims System with information
inconsistent with ACE and identifying the information
that is erroneous in the CBMA Importer Claims
System.
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https://www.ttb.gov/industry-circulars/ttb-industry-circular-2023-1
https://content.govdelivery.com/bulletins/gd/USDHSCBP-3025636
https://content.govdelivery.com/bulletins/gd/USDHSCBP-3025636
https://content.govdelivery.com/bulletins/gd/USDHSCBP-3025636

Supporting Documents

Attach supporting document{s)
Include supporting document(s)

Accepted file types Word, Excel, PDF, JIPG, PMG
Valid characters for file name: A-Z a-z 0-9 . _-
Maximum file size: 15mb

Drag file here or choose from folder

8. Review the information for your file upload. Read the statement next to the check box and
select the box to agree to the statement. Select Upload.

Upload supporting documents

TTE will have access to these supporting document(s) if yvou upload.

Attached supporting document(s): entry_informationpdf

llnl:ler penalties of perjury, | declare that | am submitting this
| supporting documentation for my claim and to the best of my
knowledge and baliefl it is true, correct, and complete,

Are vou sure you want 1o upload the attached documentis) for claim
number CBEMA-123456-A7

Upload Cancel
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When your file is uploaded, you will see the documents you submitted in this message.

Attach supporting document|s)

nelude supporting document(s)
Accepted file types: Word, Excel, PDF, JPG. PNG
Walid characters for file name: A-Z 8-z 0-9 . _
Selected file(s) Add
20230316 _113825 jpg (1 MB) S

Files uplead=d: 1 MB of maximum 7 MB

9. Scroll down to the Refund Method section and select your preferred refund method. You may
select either direct deposit or check.

NOTE: Selecting direct deposit will give you access to your refund more quickly than selecting a

mailed paper check.

Refund Method

Direst Depasit is the faster and more secure method 1o

receive your refund.

Account yps

@) Cheching

T
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9a. If you select Direct Deposit, select your Account Type (Checking or Savings) and enter your
banking information:

e Bank account holder’s name
e Routing number

e Routing number confirmation
e Account number

e Account number confirmation

Payment type
@ Direct Deposit

i
Account type \

@ Chocking
Savings

Bank account holder's name
Example name

Routing number
123456789

Routing number confirmation
123456789

Account number

1234567

Account number confirmation

1234567
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9b. If you select Check, review your mailing address information.

NOTE: If your mailing address information in incorrect, you will need to update your
mailing address in PONL. If you have a TTB Reference Number, you will need to contact TTB
to correct the mailing address.

Refund Method

Direct Depaosit is the faster and more secure method to
receive your refund,

Payment type
Direct Deposit

@ Check

Mailing Address Information

If you need to make changes to your mailing address, file
an amendment to your TTE permit in Permits Online, If you
have a TTB Reference Mumber, contact TTE to make any
changes.

Address line 1: 100 Main St
Address line 2: Suite 236
City: Sacramento

State: CA

10. Read the statement next to the check box and select the box to agree to the statement. Select
Submit manual claim.

UJ-u:.-er the penalties of perjury, | declare that | am submitting this claim, including supporting documents and statements, and
to the best of my knowledge and belief, it is true, correct, and complata.

By checking this box and clicking submit,  understand that | am electronically signing and electronically submitting my claim
to TTE.

Submit manual elaim Cancael
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https://www.ttbonline.gov/permitsonline/Default.aspx
https://www.ttb.gov/contact-nrc

11. Review your manual claim submission summary. Select Yes to submit claim.

Confirm manual claim submission

Please review the information included in this manual claim submission.
Impoarter name: Important Imports

Employer Identification Number (EIN): X X-1234567

Permit or reference number: CA-[12345

Claim period: Q1 {Jan 1-Mar 31) 2023

Primary reason for manual claim: Liquidated with incorrect data
Attached ACE data report: ACE_Report_Important_Imports.csv
Attached supporting document(s): entry_information.pdf

Total Refund Amount Claimed
$90,000.00

Note: Manual claims will take additional time to process,

Are you sure you want to submit this manual claim?

Cancel

If your submission is successful, you will receive the success message below.

& Manual claim submission successful

TTE has received your claim submission. You can review the status of yvour submitted claim in the Claim Submission Summary
section.
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Step 4 — View and Print/Save Submitted Claim

1. Toview and print/save a submitted claim for your records, go to the CBMA Importer Claims
screen.

myTTB Dashboard * CBMA Importer Claims

CBMA Importer Claims

2. Scroll down to the Claim Submission Summary section. Select the submitted claim you would
like to view by selecting View in the Action column.

You can also use the Search box to filter your claim results and more easily find a specific
claim(s).

Claim Submission Summary

anporiant bnporis (L X-1224867)

Wiew claims your sntity has submilted o TTE.
Date Submitted = Arnt Claimad & Clairm Status & Bl Bt & Rejactod Ami & Action
07-07-23 5200,000.00 Completed S200,000.00 50u00
Ouarter
02-3023

Parmit { Referance ¥
XXA123456

Claim &
GHMAZEL5E-A

6-18-23 SE00,000.00 Completad L4000, 000030 S200,000.00 Wik e
06-13-23 S100,000.00 Facaived Viaw  w
04-13-23 5300,000.00 Completsd S300,000000 S0ua0 Viaw
04-11-23 100, 000,00 Completed L0000 S100,0500.00 Wigw
Rorws par page: 10~ 1-Saf & < Back Maxt »

17 |Page



3. Your claim information will open in your browser. You can print this browser screen, or to
download this information, you can print to .pdf or save the browser screen as an .html file.

View Submitted Claim

Wirar U dedaile ang glatue for the dams submitiod 1o TTE.

Claim Number: CBMA-123456-4A

RTCENTD WYTTH SETEM SUMASSE0N

General Claim Information

FrpOrDes N Important Impos

Employee ldentification Humber: XH-1234567
Parmit of referanca number: FL-1-17335
Cloam perioat Q7 dan 1-March 311 20223
Hulsmitted date: 14-05-2073 1205 P

Preparer

Names Jane Do

Emmail: jane.doayimportardimports.oom
Phame ramber; 571-555-2222
Submitter

Hame: Johm Smith
Ermail: jobrusmilbmimportanlimpeet secom

Praane ramber: BT15ES1224

NOTE: The instructions in 3a — 3b are shown in Microsoft Edge. However, similar steps can be
completed in other browsers.

3a. To save as PDF, select “...” in the top right corner of your browser.

E) TTB-HomePage
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Select Print.

E) TTB-HomePage X

) 9 31+ 8

[E Mew tab

B MNew window

Zoom —

f\E Favorites
@ History

i Downloads
B Apps

Y Games

Extensions

? Microsoft Rewards
@ Performance

o Web capture

1 Web select

a Find on page

Mare tools

5:33 Settings

@ Help and feedback
Close Microsoft Edge

[ Managad by your organization

wx +

Ctrl+Shift+C

Ctrl+H

Ctrl+)

Ctrl+P

Ctrl+Shift+5

Ctrl+Shift+X

Ctrl+F

]
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In the Printer drop down, select Save as PDF. Then select Save.

Print ?
Total: 3 pages

Printer

Save as PDF A%

Layout
o Portrait

Landscape

Pages
O ~i

") 0dd pages only
) Even pages anly

e.g. 1-5, 8, 11-13

More settings -

Print using system dialog... (Ctrl+5hift+P)

Save Cancel
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3b. To save your submitted claim information as an HTML file select “...” in the top right corner
of your browser. Then select More Tools and Save page as.

= (] X
5) s ¢+ o]
[E Mew tab Ctrl+T
B
Zoom — 1% 4+ A
9= Favorites Ctrl+Shift=0
D) History Ctrl+H
i Downloads Ctrl+]
B Apes >
42 Games
{E Extensions
? Microsoft Rewards
@ Performance
& Print Ctrl+P
(G# Web capture Ctrl+Shift=S
L] Web select Cirl+Shift=X
B
(ﬁ Find on page Ctrl+F
[+ Savepageas Ctrl+5 Maore tools >
Name windaow... €§3 Settings
1?7 Cite this &)
O @ Help and feedback >

Close Micrasoft Edge

] Managed by your organization

Launch taskbar pinning wizard

Browser task manager Shift+Esc

@ Developer tools Ctrl+Shift=|
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Select where you would like to save the claim information and then enter a file name. Select
Save to save your claim information as an HTML file.

&« v E » This PC w [J] S Search This PC
Organize v S (7]
# Quick access Folders (7)
> [ Desktop Network locations (1)
File name: | Claim_Export -
Save as type: | Webpage, complete ~
P——
» Hide Folders Cancel
—
L e —— —— i
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