Annex 1 
to Order No.923 of 23.11.2012
Instructions 

on the Procedure of Issuing Administrative Documents –

“Single Order” Form
(1) The Order form is introduced in compliance with the order of the Minister of Transport  No.1098 of 13.12.2004.

(2) The Order (being an executive document of a forwarding company) is to correspond to the “Single Order” form without additions or withdrawals and renaming boxes, and is to contain all the data required for issuing.

The Order is prepared using a PC.
* For a period while the “Interim procedure of clearing containers, goods and transport vehicles that carry them with the use of the “Single Information Port Community” is valid, it is allowed to fill in distinct readable   handwriting the following boxes of the already prepared Order:
· carrier (5),
· trailer number (21),

· tractor number )22),

· driver’s surname (23).
(3) No corrections and modifications in the Order are allowed.

(4) When preparing the “Single Order” fill in the boxes as follows:

	Requisite No.
	Requisite description
	Filling in procedure
	Example 
of filling in

	1
	Intra-port forwarder
	· EDRPOU code
· Full and precise company name acc. to EDRPOU 

· Registered address of company

· (Optional) company details
	

	2
	Order No.
	· Order No. (Latin lettering is allowed in upper-case headlines in the Order number
· Date of Order (DD.MM.YY.)
· For the orders printed out from SIPCS: the note “Print-out from SIPCS. PK – XXXX”, where RK is a registered key of the document in the system
	

	3
	“As per contract”
	· Number and date of the contract with OSCP
· Number and date of the contract with a stevedoring company

· Number and date of the contract with LLC “Euroterminal”
	

	4
	“By line”
	· Name of the line
	

	5
	“Carrier”
	· Full and exact name of a transport company acc. to EGRPOU
· EGRPOU code

* if filled in by hand, it need be certified with the forwarder’s seal/stamp
	

	6
	“Request to dispatch”
	Indicate a kind of transport which carries the container (cargo)
· By road

· By rail

· Support service vehicle
	

	7
	By proxy
	It is to be indicated whose proxy is to be used when processing the documents
· Forwarder 
· Carrier

· Consignee

· General (permanent). In this case the number and date of issue of the proxy are to be indicated
	

	8
	“Consignee”
	· Full name of a company, organization or natural person – the consignee of the cargo
For residents of Ukraine the name is to be the same as in EGRPOU

For natural persons – passport data
	

	9
	“Identification code”
	· EGRPOU – for legal entities who are residents

· INN – for natural persons

For non-residents of Ukraine this information is not indicated, the box is not to be filled in
	

	10
	“Address”
	· Consignee’s location – full address including country, city, street and house number. Instead of the full address it is possible to indicate a P.O.B only
	

	11
	“Arrived to…”
	Transport vehicle that carried in the container (cargo) is to be indicated:

· Name of the ship according to the Register

· Truck number

· Rail car number

If the order is arranged for an empty container w/o number, this box is not to be filled in


	

	12
	“Date”
	Date of arrival of the container (cargo):
· By ship – the date of ship call to SE “OSCP”

· By truck – date of arrival of the container to the terminal

· By rail car – date of arrival of the container to the terminal

If the order is arranged for an empty container w/o number, this box is not to be filled in 
	

	13
	“According to document”
	The number of document covering the arrived container is to be indicated
· B/L

· CMR

· Rail consignment note
	

	14
	“Cargo name”
	· Full and exact name of cargo
· If an empty container is dispatched – “Empty container” is to be indicated

· If mixed consignment – ” part of cargo” is to be indicated
	

	15
	“Cargo code”
	Code of the cargo, the first four digits of the code according to FEACN
	

	16
	“Container number”
	The list of containers in the order is to be sorted
1) by size and type of container

2) by index of the container

3) by number of the container
	

	17
	“Type”
	· size of the container
· type of the container (acc. to ISO 6346) or any type of a group of containers

When issuing loaded containers, the container size can be indicated only (20,40,45) omitting the type. When issuing an empty container, it is obligatory to indicate the size (20,40,45) and the type (types) of the container(s), or the type of a group of containers  
	

	18
	“Number of pieces”
	The number of cargo pieces in the container is to be indicated.
If no data on the number of pieces is available, the box is not to be filled in
	

	19
	“Net weight’
	The net weight in kg is to be indicated
If no data on the net weight is available, the box is not to be filled in
	

	20
	“Gross weight”
	The gross weight in kg is to be indicated
	


	21
	“Trailer number”
	· trailer No.
	The data is entered in the SIPCS. Boxes can be filled in using clear distinct handwriting without corrections.* Corrections are allowed only in case of loading cancellation (when the earlier issued withdrawal slip and pass are cancelled) provided the changes are certified with the forwarder’s stamp and a letter is prepared in acc. with the established form*
	

	22
	”Tractor number”
	· tractor number
	
	

	23
	“Driver’s surname”
	· surname, initials of the driver
	
	

	24
	“Total”
	When using the annex to the order, the information on the number of containers indicated in the first page of the order as well as the total number of containers in this order is to be entered in this box
	E.g.: 6 containers are issued acc. to the order. Four of them are printed on the first page of the order and the remain-ing two containers – in the annex to the order. On first page, in box “Total”, there will be indication 1-4/6. On the second page – 5-6/6.

	25
	“Customs clearance mode”
	Lettered code of the movement direction acc. to “Nomenclature of declaration types” (Order of the Ministry of Finance No.1011 of 20.09.2012)
	IM 40 EE No.

IM 31 EE No.

IM 40 EA No.

IM 31 EA No.

IM 40 AA No.

IM 31 AA No.

TP 80 AA No.

etc., depend-ing on the customs mode, see Annex 3

	
	
	Mode code acc. to “Nomenclature of customs modes» (Order of the Ministry of Finance No.1011 of 20.09.2012)
	

	
	
	Lettered code of the customs declaration type acc. to “Nomenclature of declaration types” (Order of the Ministry of Finance No.1011 of 20.09.2012)
	

	
	
	Number of customs declaration
	

	26
	“Special conditions”
	· cargo under customs bond
· booking number for orders for empties

· processing at LLC “Euroterminal” cargo terminal

· If box 14 “Cargo name” indicates “mixed consignment”, the box “Special conditions” can indicate the order numbers for the remaining part(s) of the cargo. In this case the trailer number, tractor number and the driver’s surname can be indicated in one of the orders

· or other notes
	

	26/1
	
	Additional conditions and clauses referring to the issue and delivery of the cargo
	

	27
	“Payers”
	· loading & discharge works
· storage

· use of infrastructure

· preliminary notice/preliminary declaration
· services given during customs clearance

full name of the companies/payers acc. to EGRPOU and payment currency code acc. to DSTU 4217 are indicated
	

	
	“Forwarder”
	· surname, first name, initials of the forwarder who prepared the order
· (Optional) contact phone number
	


(5) The order is to be endorsed by the liner (or ship) agent and by the appropriate services (customs, border guard, etc.). Endorsement of the hard copy of the order is made by stamping in the appropriate boxes on each page of the document*.
(6) Imprints of all seals and stamps on the order should be clear and readable*.
(7) The order is to be printed in type Times, font 12. It is allowed to use smaller type to size 8 if it is required to put down long requisites (1,14,26,26/1,27)* in the order form.
(8) The line code is to be indicated in box 4 of “By line”. Line codes are agreed between the port administration and the stevedoring companies in a separate document.

(9) If containers arrived at the stevedoring company territory by a ship and were issued to a truck, rail car or other transport vehicle but, due to any reasons and by agreement of the parties were returned to the terminal still remaining within the checkpoint territory, it is necessary to indicate the number of such truck, rail car or transport vehicle in box 11 “Arrived at…”, and the ship name and the date of her arrival in the box “Special conditions”.
(10) The order can be filled in either in Russian or in Ukrainian language. No translation is required.

	Logistics & Commercial Work Service Department
	(signature)
	V.I. Voronoy

	Agreed by:
	
	

	Director for IT & D, HPC “Ukraine”
	(signature)
	I.O. Kulibaba

	Deputy Director for Commerce, LLC “Brooklyn-Kiev”
	(signature)
	V.B. Burdian


Annex 1. Order Form and Annex to Order Form
Order No. 2 _________________________ of _________________

Acc. to contract with: 3
SE “OSCP”

No.____________ of ______________

By line  4 ______________________________

Vet. control:

HPC “Ukraine”

No.____________ of ______________

Carrier 5 _______________________________

We request to load 6 ______by truck ______________________

By proxy 7 ______________________________

Consignee 8 _________________________________________

Ident. code 9 _____________________________
Phyto-sanitary control:

Address 10 __________________________________________

Arrived at 11 _________________________________________

Date 12  _________________

Acc. to document 13 ___________________________________

	Cargo

description
	Cargo

code
	Container 

nbr
	Type
	Qty of

pieces
	Net weight, 

kg
	Gross weight, 

kg
	Trailer nbr
	Tractor nbr
	Driver’s 

surname
	OBK:

	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	Customs (TIMC):

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	Customs- exit permitted:


Total 24 ________ containers Customs clearance mode 25 ______________________________________________________

Special conditions:26 ____________________________________________________________________________________

26/1 _________________________________________________________________________________________________

Payers: 27
Loading/discharge

____________________, _______; Storage _______________________, ________________;

Use of infrastructure 

____________________, _______; PP/PD  _______________________, ________________;

Services given at customs clearance

	Forwarder:
	Line agent:
	Payment:
	Border guard detachment-

exit permitted:




Annex to Order No.____________________
	Cargo

description
	Cargo

code
	Container 

nbr
	Type
	Qty of

pieces
	Net weight, 

kg
	Gross weight, 

kg
	Trailer nbr
	Tractor nbr
	Driver’s 

surname
	Veterinary control:

	 
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	Phyto-sanitary control:

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	OBK:

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	Customs (TIMC):

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	Customs- exit permitted:

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Total _________________ containers.

	Forwarder:
	Line agent:
	Payment:
	Border guard detachment-

exit permitted:




Annex 2. Example of the completed order
Order No. 1625 _________________________ of 22.10.2012
Acc. to contract with: 
SE “OSCP”

No. KD9138 of 05.02.2008


By line  HLC





Vet. control:

SE HPC “Ukraine”
No. 08253 of 01.01.2008


Carrier    ________________________________

GTC LLC “Euroterminal” No. _________ of _______________

We request to load ______by truck _______________________

By proxy ________________________________

Consignee SE “Kuhne und Nagel”_______________________

Ident. code 24596990




Phyto-sanitary control:

Address Business Centre “Yuta Service”, 16 V.Chaiki St., Chaika, Kiev region, Ukraine
Arrived by YIGITCAN A





Date 23.10.2012
Acc. to document HLCUSS2120901080, 7230-0177-20
	Cargo

description
	Cargo

code
	Container 

nbr
	Type
	Qty of

pieces
	Net weight, 

kg
	Gross weight, 

kg
	Trailer nbr
	Tractor nbr
	Driver’s 

surname
	OBK:

	Expander EXP-305-MLE/AR, disassembled 
	8479
	HLXU3336583
	20DV
	10
	
	6,645
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	Customs (TIMC):

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	Customs- exit permitted:

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Total 1 container        Customs clearance mode IM 40 EE No.12345678____________________________________________

Special conditions: Under customs bond____________________________________________________________________

PE “Oliyar”, 81118. Lvov region, Pustomytovskyi district, vill. Stavchany, Id. Code 32461721 
Payers: 
Loading/discharge
LLC “Overseas Transport Ukraine”, UAH ___; Storage LLC “Overseas Transport Ukraine” UAH___;

Use of infrastructure 
LLC “Ukrainian Universal Terminal”, UAH ___; PP/DD  __________________, ________________;

Services given at customs clearance

	Forwarder: Alexander Novikov
	Line agent:
	Payment:
	         Border guard detachment-

         exit permitted:




Annex3. Extract from the Order of the Ministry of Finance no. 1011 of 20.09.2012
Declaration type to be indicated in the box “Customs Clearance mode” and preliminary notice and preliminary declaration either by preliminary declaring for passing goods across the border or by preliminary entry of goods to import customs regime, temporary coming-in or transit at checkpoint directly (moving direction “Coming-in” or “Transit”) acc. to Classifier of declaration types established by the order of the Ministry of Finance of Ukraine of 20.09.2012 no. 1011.
	Declaring specifications 
	Samples used prior 
	Samples of current classification 

	Preliminary customs declaration with data that allows pass of goods across customs border of Ukraine  and delivery to customs authority of destination  (with the following issuing to import customs mode, temporary coming-in and other)
	IM PN #_____________
IM PD # ____________


	IM 40 EE # ___(import)
IM 31 EE

# __________(temporary coming-in)
and so on depending on customs mode

	Preliminary customs declaration with data that allows release of goods to customs mode (import mode, temporary coming-in and other) 
	No analogues 
	IM 40 EA # ___(import)

IM 31 EA

# __________(temporary coming-in)

and so on depending on customs mode

	Customs declaration filled in acc. to the normal procedure (import mode, temporary coming-in and other)
	IM 40 #_______________
IM 31 # _______________
	IM 40 AA # ___(import)

IM 31 AA

# __________(temporary coming-in)

and so on depending on customs mode

	Customs declaration filled in acc. to the normal procedure (transit mode)
	TR 80 # ________________ 
	TR 80 AA # ______(transit) 


Note: 40,31,80 – some frequently used codes of customs mode (40 – import (release for free circulation), 31 – temporary coming-in, 80-transit) acc. to Classifier of customs modes. 
Intra-port forwarder: 1


EGRPOU:





Intra-port forwarder: LLC “Ukrainian Universal Terminal


EGRPOU: 33798831


68001 Ukraine, Ilyichevsk, Shevchenko St., 7a 








PAGE  
7
(signature)


