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INSTRUCTIONS
Record a declaration

Step 0 (if not yet done): Register and log in to the DETEC eGovernment portal
- How can | reqister and log in to the DETEC eGovernment portal?

Step 1: Create organisation (= Company subject to declaration)

Click on «My organisation»

eGovernment DETEC

Service catalogue Business cases Favourites Messages @ Tasks| My organisation

U7 N

Access our services online. Do you have any questions? =

Start service «Create organisation»

eGovernment DETEC

Service catalogue Business cases Favourites Messages @ Tasks My organisation

L
My organisation
: B

Access your master data online. Do you have any questions?

Create organisation Edit organisation data

Create a new organisation in the DETEC Modify and supplement the data of your

eGovernment portal. You will then be able to access organisation. Among other things, you can use the

DETEC's digital services straight away. service to modify or add to the address, telephone
number, email address. The changes take effect
immediately.

o

Detailed information Detailed information

Go to service Go to service
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https://www.uvek.egov.swiss/en/faq/register-login

Enter the data of the company subject to declaration

eGovernment DETEC

Service catalogue Businesscases Favourites Messages 8@ Tasks My organisation

L
Create organisation

Step 1- Organisation data

Here you can enter your organisation and the communication channels.
The mandatory fields are marked with a *.

We recommend that you create your organisation using the UID number. If
you do not know your UID, you can search for it in the UID register
(www.uid.admin.ch) and copy it.

uID @
) If your organisation does not have a UID, you can select the check box and
enter your organisation manually.
Enter organi without UID entry

The organisation lines 2 & 3 are used to specify the organisation in more

This additional information is needed by other users to identify their

organisation

Company name / organisation name *

Detailed |
. " Cancel
information |

e Note on the UID number: A dangerous goods consignor declaration can only be submitted by
companies that are linked to a Swiss company identification number (UID)

e Note on the IBAN: No IBAN number has to be provided

After receiving the transmission confirmation (= company subject to declaration successfully created in
the eGovernment DETEC portal), go to the service catalog

eGovernment DETEC

Service catalogue Business cases Favourites Messages @ Tasks My organisation

v
Create organisation

Thank you, your form has been submitted. J

Your organisation has been created

You can find all of your organisation's business cases under Business cases. You can use

thelser ue ko obtain services for your organisation. You will be notified of any
) changes to your business cases under Messages.

Click here to go back to My organisation,
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Step 2: On the service catalogue overview page, in the service «Declaration consignor

dangerous goodsy, click on «view all services»

eGovernment DETEC

Service catalogue Businesscases Favourites Messages @ Tasks My organisation

Q Filter term by product, service or service description

Access our services online. Do you have any questions?

Waste and resources Declaration consignor dan-
Here you will find all services relating to site gerous goods

numbers, sites and reporting of waste, as well as Here you can find all the services for recording,
waste directories. managing as well as evaluating the dangerous

goods consigner dedlaration for the transport of
dangerous goods by air.

g

view all services view all services

Step 3: Start service «Record and manage declaration»

eGovernment DETEC

Service catalogue Businesscases Favourites Messages @ Tasks My organisation

Declaration consignor dangerous goods

Here you can find all the services for recording, managing as well as evaluating the dangerous
goods consignor declaration for the transport of dangerous goods by air.

Record and manage declara- Check declarations

tion Here you can find the service to check and verify the
Here you can find the service to record a new submitted dedlarations. This service is reserved for
declaration and to modify, confirm or delete an cargo acceptance staff for use in the cargo

existing declaration. acceptance procedure as described in Part 7,

Chapter 1 of the Tis to ICAO Annex 18.

Go to service / Go to service

Detailed information Detailed information
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Step 4: Select company subject to declaration, which has previously been registered under
«My organisation» in the eGovernment DETEC portal (see Step 1)

Service catalogue Businesscases Favourites Messages @ Tasks My organisation

Record and manage declaration

Step 1 - Organisation details

Company subject to declaration

Select the organisation (= company subject to declaration) that you have
created under My organisation. Please note that you can only select
organisations which are connected to a UID number. If you have created
your organisation without a UID number, you can add it subsequently

under Edit organisation data. /
Organisation * v

Fill out the required details on the company subject to declaration on page 1, and then click on "Next
pagell

eGovernment DETEC

Service catalogue Businesscases Favourites Messages 0 Tasks My organisation

Record and manage declaration

Step 1 - Organisation details

Company subject to declaration

Select the organisation (= company subject to declaration) that you have
created under My organisation. Please note that you can only select
organisations which are connected to a UID number. If you have created
your organisation without a UID number, you can add it subsequently
under Edit organisation data.

If your organisation (= company subject to declaration) has several shipping
locations that are registered under the same UID number as the main
location, you can activate the following checkbox and record the additional
locations.

Details of the person authorized to sign in the company

shipping locations with the same UID

According to article 16d, Para. 2 of the Swiss Ordinance on Air Transport
(OATT, SR 748.411), the declaration must be submitted by a person
authorized to sign in the company. This person serves the FOCA primarily
as focal point.

First name * Surname *
Function within the company * '
Detailed
information ‘ ‘ cangcal 1 BORE piage
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¢ Note on «Enter additional shipping locations with the same UID»:

o In case the company subject to declaration has additional shipping locations under the
same UID number as the main location, these locations must be entered here (street,
postal code, city)

o In case one of these additional shipping locations is assigned to a different UID number
than the main location, a separate dangerous goods consignor declaration must be
submitted for this location

Fill out the required details on the company subject to declaration on page 2, and then click on
"Complete"

eGovernment DETEC

Service catalogue Business cases Favourites Messages @ Tasks My organisation

Record and manage declaration

Step 2 - Information on dangerous goods classes

Information on the classes of dangerous goods to be
transported

According to article 16d, para. 2 of the Swiss Ordinance on Air Transport
LTrV (OATr, SR 748.411) your company is obliged to provide information on
the dangerous goods classes to be transported. Please select below the
dangerous goods classes your company is shipping (multiple selection
possible).

Class 1: Explosives
Class 2: Gases
Class 3: Flammable Liquids

lammable Solids; Substances liable to Spontaneous
; Substances which, in contact with water, emit
Flammable Gases

* Class 5: Oxidizing Substances and Organic Peroxides

Class 6: Toxic and Infectious Substances

Class 7: Radioactive Material
Class 8: Corrosives

Class 9: Lithium Batteries only

Class 9: Miscellaneous Dangerous Substances and Article
(with/without Lithium Batteries)

Please declare below if your company is already approved as a Known
Consignor (KC) or Regulated Agent (RA).

( # ) Known Consignor / Regulated Agent

Declaration of conformity and consent

As a declarable entity accol

to Art. 16d of the Swiss Ordinance on
by confirm that the cable
ns on the transport of d

We hereby consent to the use, process and disclosure by the FOCA

of the information provided in accordance with Art. 16e of the Air
Transport Ordinance (ATO, SR 748.411). *
‘

‘ in?oer‘:\:i::n Cancel | Previous Page ‘ Complete |
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¢ Note on «Information on the classes of dangerous goods to be transported»:

o It must be specified here which dangerous goods classes are to be shipped (multiple
selection possible). In case the dangerous goods classes to be shipped have changed,
the declaration submitted shall be adjusted accordingly (refer to Modify and confirm
existing declaration)

o Class 9: In case the company subject to declaration only ships lithium batteries under
Class 9, then “Class 9: Lithium Batteries only” must be selected

¢ Note on «Known Consignor / Regulated Agent»: In case the company subject to declaration
is already approved by the FOCA as a "Known Consignor" according to Article 3(27) of
Regulation (EC) No 300/2008 (point 6.4.1 of the Annex to the Implementing Regulation (EU)
2015/2018) or as a "Regulated Agent" according to Article 3(26) of Regulation (EC) No 300/2008
(point 6.3.1 of the Annex to the Implementing Regulation (EU) 2015/1998), this checkbox must
be selected

- Link FOCA: Known Consignor / Requlated Agent

Step 5: Reception of transmission confirmation (= dangerous goods consignor declaration
successfully recorded)

eGovernment DETEC

Service catalogue Business cases Favourites Messages3 Tasks My organisation

Record and manage declaration

Thank you. Your form has been submitted. J

Your declaration will now be processed automatically

Under Busine
organization. Under M

will find all the business cases of your
ou will find new information at

all your business cases

Click here to go back to the service category Dedlaration consignor dangerous g0ods.

Note on the validity period of the submitted declaration:

e The information provided must be kept up to date at all times. Companies required to submit a
declaration are therefore requested to confirm the information in their declaration to the FOCA at
regular intervals (335 days after the initial declaration or the last update). If no such confirmation
is given, the filed declaration automatically expires after a 30-day period.

e To modify / confirm an existing declaration:
- Instructions: Modify and confirm existing declaration

o To delete an existing declaration:
- Instructions: Delete existing declaration
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https://www.uvek.egov.swiss/deklaration-erfassen-verwalten/Instructions_Modify-and-confirm-the-declaration.pdf
https://www.uvek.egov.swiss/deklaration-erfassen-verwalten/Instructions_Modify-and-confirm-the-declaration.pdf
https://www.bazl.admin.ch/bazl/en/home/flugbetrieb/security-measures/known-consignor.html
https://www.bazl.admin.ch/bazl/en/home/flugbetrieb/security-measures/regulated-agent.html
https://www.uvek.egov.swiss/deklaration-erfassen-verwalten/Instructions_Modify-and-confirm-the-declaration.pdf
https://www.uvek.egov.swiss/deklaration-erfassen-verwalten/Instructions_Delete-the-declaration.pdf

