INSERT LOGO

SHIPPING INSTRUCTIONS 

Date (month + year)

Goods to be sent to: 

	Country, city


Commodity Tracking Number (CTN)
	All consignments to and from a Regional Logistics Unit must bear a Federation Commodity Tracking Number (CTN), which can be obtained from the Regional Logistics Unit from:

RLU contact person:
Position:
RLU name:
Tel. number:
Fax. number:
Mobile: Number:
E-mail:


Contact persons for all shipments:
	(country representation, field unit, contact person and details)

	(RLU contact person and details)


Shipments by AIR, ROAD and SEA 
	Consignee address
	Delivery address

	Name and address:

Contact name: 
Mobile: 
Tel: 

Fax: 

	Name and address:

Contact name: 

Mobile: 
Tel: 

Fax: 

	Special requirements for delivery / special remarks:


Documentary requirements

	For relief goods:
· One full set of original shipping documents must accompany the consignment!!!

· Two copies of AWB (by air)/ CMR (by road)/ Bill of Lading (by sea)

· Packing list (specify full details of goods)

· Certificate of origin 
· Pro-forma invoice stating clearly: “VALUE FOR CUSTOMS PURPOSES ONLY. WITHOUT COMMERCIAL VALUE”.
· Gift certificate stating:
“ HUMANITARIAN AID” and specifying the commodity, value & term of delivery
· One full set of all documents to be faxed to the consignee (fax number:….)  prior to arrival of goods 
· One full set of all documents to be faxed to Regional Logistics Unit in (country + fax number)
· One full set of all documents to accompany the consignment

· Note: For sea freight: One full set of original documents - with the original BoL- to be sent by courier at least 3 days prior to the dispatch of goods.

	For medical supplies :

· Certificate of analysis

· GMP Certificate

	For food items : 

· Health certificate stating that the goods fit for human consumption (applies to all food stuff, except cereals/pulses) 

· Phytosanitary certificate (for cereals/pulses)

· Certificate of origin

· Fumigation Certificate  (for cereals and pulses)
· Non-radioactive certificate (for food)

· Expiry dates (for food and medicals)


Markings of Goods
	· Consignee address

· Red Cross Logo
· All shipping documents must clearly indicate : "HUMANITARIAN AID"

· All shipping documents to and from a Regional Logistics Unit must bear the Federation-issued consignment number (available from RLU) and the commodity tracking numbers
· All shipping documents must clearly indicate:

· Consignee address

· Description of Goods


Special Requirements

	· One full set of documents to be faxed to the consignee (fax number:….) 
· One full set of documents to be faxed to the Regional Logistics Unit in (country + fax number)
· Another set  of original documents to accompany the consignment


1

