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Customer Service Guide

OO0CL Shipping Instruction Guidelines

To improve the efficiency, and avoid unnecessary communication or clarification on your Shipping Instruction (SI)
submission, we would like to provide the following guidelines to facilitate our Bill of Lading (B/L) preparation:

Check List for Shipping Instruction (SI) Submission

Item | SI Submission data Tips
Booking number(s) should be provided by container level. For combined
. Booking Number/ BL B/L of shipment to USA/ Canada, please indicate nominated B/L number

Number on Sl, otherwise the smallest booking number will be used as B/L
number.

Please provide full company name and address with telephone/email

B/L parties including Contractual party must be one of the BL parties shown on BL (For

2 shipper, Consignee, Notify | shipment to US, contractual party must be either shipper or consignee)

Party and/or also Notify ) . . . .

Party For shipment to US/Canada, ultimate shipper & ultimate consignee must
be provided unless BL parties are self-filer to US/ Canada Customs or
require carrier to submit House BL.

3 Vessel/ Voyage If Feeder vessel's B/L is required, please specify clearly

4 Place of Receipt Same as booking information

5 Port of Loading Same as booking information

6 Port of Discharge Same as booking information, if need to change, contact customer
service department for booking update

7 Final Destination Same as booking information, if need to change, contact Customer
Service Department for booking update

8 Traffic Mode Same as booking information
Standard format: 4 letters + 7 digits.

° Container Number Sl with Incorrect container number will be regarded as invalid Sl and
must be re-submitted with correct data.
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Item | SI Submission data Tips
10 | Seal Number Standard format: 1) OOL + 1 letter + 6 digits
2) OOL + 3 letters + 4 digits
11 | Shipping Mark No pic or non-English Character can be shown in Shipping Marks
To meet the local customs requirement, please provide a clear and
12 | Cargo Descriotion precise cargo name. Cargo content must be provided at each container
9 P level. If DG cargo mixed with non-DG cargo in the same container, please
separate by cargo item
For shipment with multiple HS codes, cargo items should be split per HS
Harmonized System Code |code.
13 (HS Code)
Country/port requirement please refer to below table
Please provide the packing unit in detail such as carton, paper bag,
drum, etc, and do not provide the unacceptable package type.
e.g.
14 | Quantity & Package type « USA: not accept package type = Pallet; Box Pallet; Pallet Box;
Paper Pallet; IBC, etc
e UAE: not accept package type = Skid or Bundle
15 | Weight & Measurement Cargo weight and measurement must be provided for each cargo item
16 | B/L Type Original / Sea waybill / Telex release / EBL
Please indicate Rate Agreement Number (such as Service Contract
17 | Service Agreement Number or AB Number); For shipment applying Named Account rate,
please indicate related Named Account on Sl.
18 | B/L Release Office Please indicate the B/L Release Office by city level, e.g. HKG/SHZ/GUA
If OBL is not released to booking party, the full name and contact person
19 | B/L Release Party of the B/L release party should be provided. Booking party should sign
an authorization Letter.
20 Payment Terms (Prepaid; Please indicate Freight Prepaid or Freight Collect
Collect)
91 Payment office / Payment | Please indicate the Freight payer and its location and currency ifitis

currency / Freight payer

different from the booking party. If payment is settled by a non-BL party
(a third party), the payer’s full name, full address and contact person
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Item | SI Submission data Tips

should be provided. If payment office is in South China, no third-party
payer is accepted.

For US/Canada Shipment:

Self Filer: SCAC Code + House B/L number

Non-Self Filer: House B/L number + Ultimate Shipper & Ultimate
Consignee (Company name & detail address)

For Japan Shipment:

Indicate "House BL" if there is House BL issue

If need to receive NVO Association Notice, please provide email address
If no need to receive NVO Association Notice, please indicate "No NVO
Association Notice Required"

For shipments transhipped or destined to EU countries, plus Norway,

SCAC Code / House B/L | Switzerland, and Northern Ireland:

22 number / House B/L

Information Self-Filer:

o Complete the ENS Declaration Form and provide the
supplementary declarant EORI# with the format of EORI#: Start
with two letters (excluding 'GB') followed by alphanumeric
characters (sample: EB1234567 / ESA1234578 / ES1234A578 /
ES1234578-A).

Non-Self Filer:

o Complete the ENS Declaration Form and provide House B/L
number + Ultimate Shipper & Ultimate Consignee ( including: the
Company Name; Type of person; P.0.BOX or Address; City name;
Country Name; Payment Method for each House B/L )

For shipments destined to EU countries, plus Norway, Switzerland, and
Northern Ireland, the additional information will be required -

Self-Filer:

e Provide the supplementary declarant EORI# with the format of
EORI#: Start with two letters (excluding 'GB'’) followed by
alphanumeric characters (sample: EB1234567 / ESA1234578 /
ES1234A578 / ES1234578-A).

23 Seller / Buyer Information Non-Self Filer:

e If Seller and Buyer are equal to BL Shipper & Consignee, please
indicate "Use Consignee info as Buyer info, and Shipper info as
Seller info for EU customs filing".

e If Seller and Buyer are NOT equal to BL Shipper & Consignee,
please provide full information separately (including: the
Company Name; Type of person; P.0.BOX or Street No. & Street
name; City name; Country Name; Postcode if any).
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24

Shipper Identification
Number/Egyptian
Importer Tax Registration
Number/ACID Number

For import cargo to Egypt, please provide:
e Shipper Identification Number (3 compartments with unique
format, example US-02-1208614364)
e Egyptian Importer Tax Registration Number (a 9-digit number
issued by the Egyptian Tax Authority)
e ACID Number (a 19-digit number uniquely identifying the ACI
shipment)

Harmonized System Code (HS Code) Requirement

Locations Minimum HS Code digit requirement
continents Country/ i c:::tl:;,r z(: gzn Import | Transshipment Rerl::;riili?\; %?\rlfl:ard
ame (FROB)

Bahrain Country 6 6 -

Bangladesh Country 8 - -

Brunei Country 6 6 -

Indonesia Country 4 - -

Iran Country 8 - -

Israel Country 4106 4106 4106

India Country 6or8 6or8 -

Iraq Country 8 - -
Asia Japan Country 6 6 -

Jordan Country 4 - -

Malaysia Country 6 6 -

Pakistan Country 6 - -

Philippine Country 6 - -

Tirkiye Country 4t06 4106 -

SN ooy o -

Vietham Country 6/ 8** 6 -
S ooy o s -

Norway Country 6 6 -

Page 4 of 12



LRQA

CERTIFIED
We take it personally
Locations Minimum HS Code digit requirement
continents Cou;lltry/Port c:f.?ttrl;; zcrl gzn Import | Transshipment Re||1:1‘:if1li?1l; %i?:ard
ame (FROB)

Switzerland Country 6 6 -

Russia Country 6 6 -

Ukraine Country 6 6 -

United Kingdom Country 6 6 6

Djibouti Country 6 6 -

Ghana Country 6 6 -
Africa Kenya Country 6 6 -

Morocco Country 4 4 -

Tanzania Country 8 8 -
Australia Australia Country 6 - -
North America | USA Country - - 6

Argentina Country 6 6 -

Brazil Country 4 4 -
Latin America Ecuador Country 4o0r6 4or6 -

Jamaica Country 6 6

Panama Country 6 6

Uruguay Country 4 4

Note:

** 8-digit HS code must be captured for Scrap / Waste Cargo.

DOs & DON'Ts

Dos:

1. For manual Shipping Instruction (SI), the Sl should come with Booking Party’s company chop or
printed with Booking Party’s company letterhead or use Booking Party’s company email address to
submit, Manual Sl fee (MSF) will be charged. For electronic shipping instruction (ESI), Shipping

Instruction should be submitted by Booking Party.

2. |Ifitis the first time for you to request Sea Waybill, please contact Sales department to get approval
beforehand.
3. For Shipments to Batam, Indonesia, please provide: (1) Shipping Instruction (SI) with the B/L type
specified as the recommended options: Sea Waybill (SWB) or Telex Release (2) Packing List and
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Don’ts:
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Invoice before published S| cutoff time, which is to ensure that cargo can be operated smoothly and
delivered to Batam, Indonesia on time without delay. Late B/L issuance arrangement or late required
document submission may cause feeder misconnection and incur extra charges that will be on
account of cargo.

"Forwarder/NVOCC" on behalf of (O/B) or care of (C/0) "Forwarder/NVOCC" is not allowed to be
shown as B/L shipper.

2. "Direct Customer " O/B or C/0 "Direct Customer” is not allowed to be shown as B/L shipper.
3. “A company” O/B or C/0 “B company” O/B or C/0O “C company” or above is not allowed to be shown
as B/L party.
4. Non-English character is not acceptable to be provided as shipping details on SI, except shipping
mark.
Reminders:

1. For shipment to related countries which require Advance Manifest Submission (AMS) -

Completed & correct SI must be received before published Sl cut off, otherwise concerned container
will not be loaded according to Customs 24 Hour Requirement. For any late Sl which can be accepted
after Sl cut off, Late Sl Fee (LSI) will be charged.

If any amendment is received after Sl cut off related to AMS, Advance Manifest Security Charge
(AAM) will be applied. Other amendments will be charged S| Amendment Fee (SIA).

2. For shipment to countries which do not require AMS -

Completed & correct Sl should be submitted before published Sl cut off, otherwise Late Sl Fee

(LSI) will be charged.

Sl amendment received after Sl cut off will also be subject to S| Amendment Fee (SIA). And there may
be a Customs penalty per some Countries / Districts requirement.

3. In the event of any request to change shipper, consignee or notify party which is different from what was
provided at the time of booking and lead to the application of a different contracting party agreement, an
administration fee (MIS) will be charged.

Full details of relevant Sl charges are available on OOCL.com.

Hong Kong & Macau Region:
https://www.oocl.com/hongkong/eng/localinformation/localsurcharges/Pages/default.aspx
Shenzhen Region:
https://www.oocl.com/china/eng/localinformation/localsurcharges/shenzhen/Pages/default.aspx
Guangzhou Region:
https://www.oocl.com/china/eng/localinformation/localsurcharges/guangzhou/Pages/default.aspx
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N TR SR, T PROLE M. R R AR . IR REE
12 gk EORTEPIINES . IR 2GR S AEGR R EE, 15 Y253 5
HIH o
L WG 25 b, TERIE R S IR eiRas. RIS E U
13 | “ %/ B I TIRGHMER" .
EIROVE ALY, Bl . 48488, M.
il
14 K, Ar o MOFEEFBYALZM "Pallet (FEH) , Skid (Hok
) F1Bundle (ifl, L) "{ENmEEHAT,
o IR 1) e AN FERZ “ Skid (#4K) A Bundle (4,
O e RN
15 &, AR o SRR A AR — TS it
16 PSS IEARYE R/ W 3/ H/ TR
. IEPMEA RS BT . g Bl B Named Account R4, &
7 M5 Pk 2 Named Account & R7ERMNE} |
18 Hy ma VH 3T O E R B, Bedn: FEEARDINT M.
19 ey FESRIE T AT AT, W IRAEEUR T HIA 74 LR R N
Bl WA R FHES .
20 KAF SR TV B A BRI o
AT A AR, BRI AR DL R AT R A, AR
21 SCASTHb/ SAST TR AT E T PR T GE=T5) A1, BT 4 bk DR BECR A
okl, tnSRAT M SRR R X, AN SR = R
FISEE /IR 529
Self-Filer: /&iz A FruES 7 4% (SCAC Code) + L&z AR S H5
e e (House B/L Number)
99 7}; f?@@%iﬁf@?ﬁﬁ 3 Self-Filer: ToAfi# iz N3 H565 (House B/L Number) + TGAfi&iz
;;g*j IIRRIRIEATE )\ g o vkl (R R IR DA IR B A B2 7 4 R VE AR )
FIHAM T
TR T E R AR, iR AMEL I £7F House BL
35 B2 NVO Association Notice, 15 7E#MEE F A B4 Mgk
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WA T E 40 NVO Association Notice, i57EMEF - £59F “NO
NVO Association Notice Required"

Fiv A am et R B T 5 DA R R i AN 52 /R =233 1 B 12 1) B2 -
Self-Filer:

e HIEE ENS Declaration Form 332 {5 J7#9 EORI Number
DUESRBEIRRAHRIRE R #8200 « I INFRENRTZR (R
f1FE GB) + #7775 (440 - EB1234567 / ESA1234578 /
ES1234A578 / ES1234578-A).

JE Self-Filer:

e {EIEE ENS Declaration Form F#2{it EfKIZ AFEER S
(House B/L Number) + TEffizkiz AFRE VTR (BIFERAA % Tt
NPUR R 6t N2 F]44; Type of Person 5 il E s S 8
TEAIMHE; TR 5 EZR AR F5E House B/L HIfSRTT=0)

23

S J7 ML T7 Bk

FiA Bt 2 BK SR E 5 AR b ~ B A1 I0 R /R =R TR S M (i
SESEMUTTHIBORE:

Self-Filer:

o iEHEMHEER T EORI Number DUFEABEANTHIREE © 15
2N - DI NSFRENATZR (R GB) + 874 (B0 -
EB1234567 / ESA1234578 / ES1234A578 / ES1234578-A).

3k Self-Filer:
o SISEXUAHIE ESHRI T N/ T AHE—2 > 1E5E"Use

Consignee info as Buyer info, and Shipper info as Seller info
for EU customs filing”

o SERWUTHIE B SEREBUWIT N/ R BT AR —E, R R e
XTI FORE (BLFEA E]4 + Type of Person 5 fEEA4FE + {f
Ew S BB EREg S WA - ERERR S B
f3)

24

KNGS /15 F itk O R B
258905 15/ACID Number

X ATA DR K, RERMELL T RRL
o RIENWAS (3AEIKE, #exUME—, filin US-02-
1208614364)
o BRIGHIRRLS BT (R KBS HIHUR I 9 A1)
e ACID Number (19 %7, ME—4xi ACI &K 1%)
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& E/ TR R ZE K

s P 4RE5 (HS Code) AEER ()
B R /3# 0B/ EREIEOER | #EOZhih | FEMcH R | RS
Bahrain Uk PN 6 6
Bangladesh & i P 8
Brunei 3(3¢ e 6 6
Indonesia E|1JE J2 74 . [ 4
Iran £+ & EEES 8
Israel LA %) EIES 4%6 436 4 %6
India EJFE EIES 6 5 8 6 5 8
Iraq fFH 5 E K 8

A Japan I [ 6 6
Jordan Z) H. [ 4 -
Malaysia k7t ¥ ESE 6 6
Pakistan [ 1 EPS 6 -
Philippine 5% EPS 6 -
Turkiye +H-3H K 4%6 4%6
Vietnam 5 [ 65 8** |6
E%J%; Union Countries 5 6 6
Norway 1t EPS 6 6

e Switzerland ¥+ ER 6 6
Russia % i EIES 6 6
Ukraine &g = ESES 6 6
United Kingdom % ESE 6 6 6
Djibouti % #i $ 3Ll 5 I 6 6

e Ghana Jing# I 5 6 6
Kenya e P 6 6
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s P 475 (HS Code) MrHIER (F/D)
B R /%025 EREMSOER | #EOFbbHh | FEdbhrbd% | FEpEHE 5
Morocco JEEi% & I % 4 4
Tanzania 3% e ESP 8 8
TR Australia L P 6
Je& W USA £ H P 6
Argentina [ 1E K 6 6
Brazil EL74 [ K 4 4
— Ecuador JE/K£ /R [ 456 45 6
Jamaica 7 N [ 6 6
Panama & 5 [ 6 6
Uruguay Z$7 = P 4 4

Note:

*** Scrap/Waste Cargo W42 8 £ i f4ifih (HS code) -

HHR:

1. R FEMNERE EFHEEITRAGMNE, ST AFRELAC, BT A B RIHEAE &%, It 7
R BB TACEE 9 (MSF);  HE T 2SR EE T AR A A 52 o

2. WERFE IR AR R, R AL AR S B A B .

3. AMRIERI R R IR s B BB LR, 15 55 U AR SE MR/ Sk B I [R] 2 AT fi: (1) $R PSRBT A
T AHER (11855 8 (Sea Waybill) BREEJHHRE (Telex Release); (2) SAMAARE, nH L FAE— T Kl
S T A2 S 5 SE R A I 7 A R A9 B FH 2 El B = A

piiaiR

1. FLis ANARBERZ BoR “BARA F /M &2 A\ on behalf of (O/B) 5% care of (C/0) 1A%/ &/ ERfHKIE N
2. BB AAESZ IR “HEETT Y 0/B 5 C/0 HEITE".
3. PRAIIAESZ BoR T WA A B HAEH 24N ERE . (F1n“0/B”, “C/0") L.
4. BRTAEME, e B SORE R S0 AL .
R
1. H VB TR i AE SRR I [ K

o MAUEARIRAT AT LI 18] 2 AR AC e BE IEAA (M o, 75 DU R 35 (R R AR R I ALK AN e B
fire X AT AR AR SR SR M AT A, FRAT PR LA O 4R B AR AR vEE WSO DR 2R S M L 27 (LS) o
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o N TAEARPRATRMT N 8] 2 5 B EE, AR R B EET A R AR AR, AR E SO AR 2

£ (AAM),  EACHA 1 Py 7 T Z2 AT BE X S B 9% (SIA) o

2. PRI T AR FRL A [ K

o NOZAERPEAZ BT LN [A] 2 AT A SE AR I AT 5, A X TR SR AT T A, A TR R 2
PRI AR SR S AT S 5 9 (LSI)

o R TAEMERACRAT I (8] 2 5 RS, BA TR SR A 5198 (SIA) . FELE[E K/ X AT RE = AN
A Bl T 7 A

3.0 THEMRE SEtiE A Wb BRI SR & [/ A B R, AR BE 82 2R ST 4 0 2%
(MIS).

T ey AR X 0 25 I 9 O LA A A

o (H30) HIIHLIX: https://www.oocl.com/china/schi/localinformation/localsurcharges/shenzhen
o (H30) J7IMHEIX: https://www.oocl.com/china/schi/localinformation/localsurcharges/guangzhou
o (TEX) FHi K THBIX : hitp://www.oocl.com/hongkong/eng/localinformation/localsurcharges
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