The handling procedures of imported cargo via PEK or CTU station

一、Departure stations handling requirement  
（一）for shippers or sales agent 
1. The 《Import  Transfer  Cargo  Declaration  Information  Form》shall be attached to the AWB (Including E-AWB ), see attachment 1, hereinafter refer to as declaration form, and to ensure accuracy ,completeness and timeliness of the declaration form. The signature column could be filled out by hand and the other columns can not.
2. The declaration form shall e-mail to relevant department within 1 hour of the flight departure.
Imported cargo via PEK station, CAPEK-TRF@AIRCHINACARGO.COM
Imported cargo via CTU station, 
1）The declaration form is applicable to one AWB and the e-mail shall be sent as well.
2）The subject for the e-mail should be AWB number.
3）The Declaration form is EXCEL format and the document name shall be showing by AWB number.
4）The contents of the declaration form sent by e-mail must be consistent with the contents accompanying the AWB.
3. Airlines will not be liable for the following situations such as lack of declaration form, incomplete or inaccurate information or delays during transportation, etc.
4. The customers shall pay for the demurrage fees caused by the lack of declaration form, incomplete or inaccurate information. (The demurrage fee will be incurred if Customs procedures has not been finished within 14 days after flight arrival, and the cargo could not be released unless demurrage fee was paid.)
（二）Office or station 
1. ACC offices shall be responsible for notifying the relevant requirements to local sales agent.
2. ACC offices shall nominate personnel to contact with transfer station.
二、Handling procedures of PEK station 
（一）PEK station will key in the QP system according to the declaration form when relevant in-bound handling procedures was finished.
（二）The original AWB will be forwarded to the Customs to go through the formalities after system entry activities was done and receipt was received as well. 
[bookmark: _GoBack]三、Handling of abnormal circumstance
（一）If any abnormal circumstance happened, the related stations or personnel  will be informed by e-mail.
（二）Related business consultation, please contact: via PEK station, IRR-PEKTRF@AIRCHINACARGO.COM, 010-64559416; via CTU STATION,.
All the relevant personnel please kindly pay attention to this e-mail, reply in time to avoid transport delay.
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