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It is considered important that the close relation between EGOM and 
the reality of the EATC Ground Handler community on a daily basis is 
maintained and safeguarded. This is to allow the EGOM to be the core 
document for ground handling operations at peacetime locations, 
during exercises and operations. Sharing information, the exchange of 
best practices and lessons identified are considered highly beneficial 
contributions and these contributions from the ground handler 
community are essential for keeping EGOM in line with daily practice.  

The EGOM document catalog is an attachment of the Ground 
Operations Manual and is intended to be a tool that is easily accessible, 
user-friendly and has a low threshold. It is intended to be a tool that 
offers the ground handler community an opportunity to be part of 
what the EGOM stands for: craftsmanship, interoperability, quality and 
transparency.  

EATC EGOM Team, 

EGOM@eatc-mil.org 

https://nextcloud.eatc-mil.org  

 

If imperfections in the manifests and/or checklists are noted and 
changes are required, please provide this information to  
egom@eatc-mil.org! 

 
  

Checklists,  

A checklist is a list of all the 
things that you need to do, 
information that you want to 
find out, or things that you 
need to take somewhere, 
which you make in order to 
ensure that you do not forget 
anything.  

Manifest, 

A manifest, Passenger or 
Cargo, is a formal document 
listing the cargo, passengers, 
and crew of an aircraft. This 
document, made up generally 
by the handler, from the 
contents of the bills of lading 
and contains a specification of 
the nature and quantity of the 
cargo, crew and passengers.  

Quick Reference Cards 

A reference card or reference 
sheet (or quick reference 
card) or crib sheet is a concise 
bundling of condensed notes 
about a specific topic, such as 
mathematical formulas to 
calculate area/volume, or 
common syntactic rules and 
idioms of a particular platform 
application program or formal 
language. 

mailto:EGOM@eatc-mil.org
https://cloud.eatc-mil.org/
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 Generic Documents 

A. EGOM Change Proposal    
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Number Item Explanation 

1. Organization Insert the name of the organization from which the change proposal originates 
(example: German Air Force HQ, BAF COM Ops Air, etc.) 

2. Unit Insert the name of the unit from which the change proposal originates (example: 
Air Terminal Eindhoven AB, Handling detachment Kandahar, etc.). 

3. Name Insert the point of contact (name) who can provide additional information if 
questions regarding the change proposal arise. 

4. Rank Insert the rank of the POC. 
5. Telephone Insert the telephone and/or fax number for contacting the POC. 
6. Email Insert the email address for contacting the POC. Date; Insert the date on which 

the change proposal was drafted and offered for assessment to dedicated unit/-
national POC. 

8 Local reference number Insert a local reference number for the air terminal to keep track of their change 
request (optional). 

9 National reference number As a national competent authority needs to be involved in the submission of 
change requests to EATC, a national reference number must be inserted. This 
allows the requesting nation/organization to keep track of their change request 
(optional). 

10. EATC reference number The EATC will assign and insert a sequential reference number to the request that 
indicates the number of requests received for changes to a certain EGOM 
chapter. 

11 Forum The EATC will assign dedicated working group based on the reported 
subject/domain to investigate and discuss the change request; 
A. DGWG – Dangerous Goods Working Group; 
B. GHWG – Ground Handling Working Group; 
C. EATC internal working group. 

12. Reference Mark the chapter(s) the EGOM change proposal is related to and/or affects (if 
E11 is selected, a specification is required at entry 14). 

13. Proposal Type Mark if the EGOM change proposal is an addition to existing content, a change to 
elements already covered or is a proposal to delete certain parts of the EGOM. 

14. Other topics (as specified) Change requests that are not related to any chapter of the EGOM, templates 
and/or forms must be specified to allow them to be assigned to a working group 
which will then be tasked to assess the proposal. 

15. Detailed reference (part, table, 
etc.) 

A detailed reference to the chapters/articles in the EGOM covered by the change 
proposal must be provided. 

16. Description of the proposal A detailed description of the proposal, its intention/reason for submission and 
possible benefits to change the EGOM on the subject must be provided. 

17. Actual references The references on which the change request is based must be provided 
(legislation change, ICAO/IATA or other regulations, lessons identified/learned, 
best practice, etc.). 
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B. EGOM Mission Execution Evaluation Sheet (MEES) 
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Number Item Explanation 

1. Generic information Insert the Air Transport Movement Order (ATMO) number. 
2. Problems / issue encountered 

(Checkbox) 
Select problem/ issue checkbox that is related to the problem 
and/or affects it. 

3. Leg Enter Leg of the flight. 
4. ICAO Enter ICAO code of airfield.  
5. Description of problems / issue 

encountered (Text) 
A detailed description of the problems / issue encountered, its 
intention/reason for submission and possible benefits to change the 
process. 

Note: 
Mission info will be added automatically when MEES downloaded out of the mission folder MEAT. See user 
manual. 
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 Passenger Handling 
 
Passenger data and the passenger process are considered sensitive. The quality of the process of 
handling passengers and their baggage, of which security and safety are important elements, 
contributes to flight safety. The passenger process and related air transport documentation therefore 
must be secured and maintained in that state once passengers and their baggage have been accepted. 
This is to prevent unauthorized manipulation, accessing and boarding of aircraft (see chapter 6 for 
details). Passenger transportation is considered an agreement between an operator and 
(inter)national entity whereby certain regulations and requirements must be met. Non-compliance 
will generically lead to non-acceptance for carriage. Tasks are conducted by a competent ground 
handling agency or similar organization providing the required passenger services to the aircraft. 
 
Governmental laws and (military) regulations applicable to air transportation of passengers and their 
baggage must be observed by all parties involved. An important aspect for passenger security, flight 
safety and quality control are the establishment of a controlled environment/process that allows 
compliance monitoring and management of all steps related to the acceptance of a passenger for 
travel. Passengers including their carry-on baggage, who are accepted for carriage by an aircraft, 
related documents, etc. must be protected against unauthorized manipulation so that only checked 
passengers are allowed to board and the carriage of prohibited items is prevented.  
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A. Initial Flight Form 
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B. Passenger Manifest 
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Number Item Explanation 

1. Logo / Emblem This field offers an option to add a logo or emblem of the organization, unit, 
exercise, etc. (e-template only!) 

2.  Serial number / ATMO number Insert a unique reference number identifying the mission conducting the 
transport of the manifested air cargo (preferably ATMO or other number 
allowing cross referencing with (national) systems able to further identify the 
cargo. 

3. Number of this page Insert the number of this particular page of the manifest 
4. Number of pages Insert the total number of pages the consists of (only if the electronic version of 

the manifest is not used) The value in cell 3 is automatically generated on the basis of 
the information provided in entry 2 on all used pages of the manifest. The total number 
of pages used in compiling the manifest and the sequence number of a single page enable 
identification of the number of copies belonging to the document and their related 
sequence. This allows clarification of specific mission/shipment details. 

5. Aircraft type Insert the (generic) type of aircraft used by the operator to carry out the 
transport. 

6. Aircraft registration Insert the tail number of the aircraft.  
 

7. Flight number Insert the flight number (e.g. aircraft call sign) the cargo manifest is used for. 
When using the e-manifest the flight number is only to be entered on the first page. It is 
subsequently presented on all pages of the manifest. 

8. Airfield departure (From) ICAO Insert the ICAO identifier of the airport of departure. 
Example : LFPG (Paris Charles de Gaulle) 
When the electronic manifest is used, a set of standard airport default values can be 
selected using a drop-down menu. If an airport identifier is not available by default, the e-
manifest provides an option to directly insert these airport data. The airport ID is 
subsequently presented on all pages of the manifest. To limit the values presented in the 
drop-down menu, enter first character of ICAO code (example “K“). This limits the drop-
down menu starting entries with “K“. 

9. Airfield departure (From) ICAO Insert the airport location of departure (name/location of airfield).  
Example : Paris Charles de Gaulle for LFPG 
Note: When the ICAO ID is selected from the drop-down menu, the airfield location will 
automatically be filled in. If the airport identifier is not available, also the name/location 
of the airport must be inserted by hand. When using the electronic manifest, the airport 
of departure data (from) has to be entered on the first page only. It is subsequently 
presented on all pages of the manifest.  

10. Airfield destination (To) ICAO Insert the ICAO identifier of the airport of destination.  
Example: EDDK (Cologne/Bonn) 
Note: When the electronic manifest is used, a set of standard airport default values can 
be selected using a drop-down menu. If an airport identifier is not available by default, 
the e-manifest provides an option to directly insert these airport data. The airport ID is 
subsequently presented on all pages of the manifest. To limit the values presented in the 
drop-down menu, enter first character of ICAO code (example “K“). This limits the drop-
down menu starting entries with “K“. 
 

11. Airfield destination (To) 
location 

Insert the airport location of destination (name/location of airfield).  
Example: Cologne/Bonn for EDDK 
Note: When the ICAO ID is selected from the drop-down menu, the airfield location will 
automatically be filled in. If the airport identifier is not available, also the name/location 
of the airport must be inserted by hand. When using the electronic manifest the airport 
of destination data (to) is to be entered on the first page only. It is subsequently 
presented on all pages of the manifest. 
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12. Date Date of flight (format dd-mm-yyyy) 
13. Name Name and initials of the passenger 
14. Rank Rank of the passenger (NATO code) 
15. Service number Service number, passport number or ID number 
16. Unit Unit or organization of the passenger 
17. Final destination airport Name of the destination airport 
18. Pieces of checked baggage Amount of baggage transferred from passenger to check-in 
19. Passenger weight Weight of the passenger 
20. Remarks Free text field can be used for special passenger status, Special Service 

Requirement codes (SSR) or other important comments 
21. Total number of passengers 

on this page 
Total number of passengers on this page (automatically calculated) 

22. Total passenger weight 
including carry-on luggage on 
this page 

Total weight of passengers including carry-on luggage on this page 
(automatically calculated) 

23. Final number of passengers on 
all pages 

Total number of passengers on all pages of the manifest (automatically 
calculated) 

24. Total passenger weight 
including carry-on luggage on 
all pages 

Total weight of passengers incl. carry-on luggage on all pages of the manifest 
(automatically calculated) 

25. Weight Weight indication used (KG or LB). Note: Keep in mind that the weight indication 
selected on the manifest is only a text label. If a weight change on an already 
prepared manifest is required (KG to LB or LB to KG), the already inserted weight 
values must be recalculated by hand. 

26. All passengers on this manifest 
have been checked. Manifest 
prepared by 

Name, initials and rank of the author preparing the manifest. 
Note: The manifest includes a generic security statement on behalf of the airport 
of departure (APOD), declaring that passenger security checks prior to boarding 
the aircraft have been conducted. (Cell data will be automatically transferred to 
other worksheets of the manifest based on input entered on worksheet 1) 

27. Signature Signature of the author preparing the manifest (may include station logo/stamp) 
28. All passengers on the manifest 

have been loaded 
Name, rank and signature of the loadmaster (or other responsible crewmember) 
accepting the passengers 

29.  All passengers have been 
unloaded, except… 

Notes, comments or remarks related to passengers on the manifest not 
unloaded from the aircraft (if more writing space is needed, the backside of the 
manifest may be used) 

30. Name, rank and signature Name, rank and signature of the station's representative receiving the 
passengers. Note: Entries 29 and 30 have to be completed on the airport of 
destination, upon transfer of passengers to the dedicated air terminal 
representatives or ground handling agency. 

 Remarks A validated manifest holding the signatures of the author and loadmaster shall 
remain on the airfield of departure. The dedicated ground handling 
organization/similar body is responsible for the timely distribution to any other 
agency as required by national regulations and to the station of destination of 
the aircraft. Stations are encouraged to insert local contact details (POC, phone, 
email and/or fax) on the manifest. 
Use data entries in English language for missions conducted in a multinational 
environment! 
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C. Airdrop Manifest / Jump List 
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Number Item Explanation 

1. Logo / Emblem This field offers an option to add a logo or emblem of the organization, unit, 
exercise, etc. (e-template only!) 

2.  Serial number / ATMO number Insert a unique reference number identifying the mission conducting the 
transport of the manifested air cargo (preferably ATMO or other number 
allowing cross referencing with (national) systems able to further identify the 
cargo. 

3. Number of this page Insert the number of this particular page of the manifest 
4. Number of pages Insert the total number of pages the consists of (only if the electronic version of 

the manifest is not used)  
The value in cell 3 is automatically generated on the basis of the information provided in 
entry 2 on all used pages of the manifest. The total number of pages used in compiling 
the manifest and the sequence number of a single page enable identification of the 
number of copies belonging to the document and their related sequence. This allows 
clarification of specific mission/shipment details. 

5. Aircraft type Insert the (generic) type of aircraft used by the operator to carry out the 
transport. 

6. Flight number Insert the flight number (e.g. aircraft call sign) the cargo manifest is used for.  
7. Aircraft registration Tail number of aircraft 
8. Type of mission Specific mission type / airdrop training used 
9. Take-off Time Written by the PIC if required  
10. Landing Time Written by the PIC if required 

 
11. Airfield departure from Insert the airport departure (by ICAO code) 
12. Name of the airport departure 

from 
(Automatically generated based on the ICAO identifier) 

13. Drop zone / Landing zone Zone, area or location of dropping or assault embarkation of troops in fighting 
trim (TIFT) 

14. Date Date of flight (format dd-mm-yyyy) 
15. Type of parachute National name/identification of parachute 
16. Name Name and initials of the passenger 
17. Rank Rank of the passenger (NATO code) 
18. Service number Service number, passport number or ID number 
19. Unit Unit or organization of the passenger 
20. Nation Nationality of the trooper / Troop contributing nation 
21. Parachutes serial numbers If it is necessary depending the nation 
22.  Remarks Insert data that is considered important for identifying specific troopers, such as 

special status 
(Jumpmaster, trainee, etc.) or other comments considered important. 

23. Total number troopers on this 
page 

Insert the total number of troopers (sum) presented on this page of the 
manifest. 
Note: When the electronic manifest is used, this number is automatically 
generated. 

24. Total number of troopers on 
all pages 

Insert the total number of troopers (sum) presented on all pages of the manifest. 
Note: When the electronic manifest is used, this number is automatically 
generated 
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25. This tactical manifest (jump 
list) is prepared with name, 
rank and signature 

The person who prepared the airdrop manifest is responsible for the correct 
representation of required information; they must insert their name, initials, 
rank and signature. The jumpmaster must also sign the document and state that 
the manifested troopers, as specified, comply with the applicable regulations 
and that all relevant security and safety regulations are obeyed. 
Note 1: Prior to the boarding of (para)troopers for airdrop missions, a regular passenger 
process including check-in, security 
and safety checks is not always conducted. Alternative procedures may be used, 
depending on the operation/exercise. 
Therefore, the airdrop manifest does not include a security statement on behalf of the 
airport of departure (APOD) declaring 
that security checks prior to the boarding of the aircraft have been conducted. 
Note 2: When the electronic manifest is used, the data in this field is only to be entered 
on the first page. It is subsequently 
transferred to all other pages of the manifest. 

27. All troopers on this tactical 
manifest (jump list) have been 
loaded 

Once the troopers are loaded on board an aircraft, the responsibility is 
transferred to the loadmaster or another crew member accepting the troopers 
and their gear on board the aircraft. As proof that the manifested troopers 
are transferred in good order and accepted on behalf of the captain of the 
aircraft, the dedicated crew member must sign the document by name, rank and 
signature. 
Note: A signed copy of the manifest shall remain at the station of departure. A dedicated 
representative of the organization 
providing ground support to the mission (or other dedicated entity) is responsible for 
ensuring that it is distributed in due time 
to every other agency as required by national regulations and to the dedicated body at 
the station the troopers embark on 
the aircraft (APOE). 

28. Remarks Insert notes, comments or remarks related to the exercise, operations or 
troopers listed on the airdrop manifest 
or jump list that are considered important (optional). If more writing space is 
needed, the back of the airdrop 
manifest may be used. 
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D. VIP Lounge Request 
  



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

29 | P a g e  
2025 Version 3.0 

  



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

30 | P a g e  
2025 Version 3.0 

 



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

31 | P a g e  
2025 Version 3.0 

E. VIP Apron Access Request 
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F.  Medical certificate for pregnant woman 
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G. Travel or care permit  
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H.  Discharge Of Responsibility (child 7 – 15)  
  



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

41 | P a g e  
2025 Version 3.0 

  



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

42 | P a g e  
2025 Version 3.0 

  



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

43 | P a g e  
2025 Version 3.0 

I. Carriage in tactical aircraft for elderly person 
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J.  Medical Information Form (MEDIF A) 
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 Baggage Handling 

A. Security luggage reclaim sheet 
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 Cargo Handling 
The transport of goods by air is regulated by civil and military regulations. All shipments on board of 
an aircraft must meet the safety and security requirements. 
The shipper (consigner) or his designated representative is responsible for ensuring that any 
consignment delivered for air transport is packed, marked and labelled correctly and completely as 
prescribed in applicable regulations and the required transport documentation associated with the 
shipment (e.g., air waybill, similar documents, dangerous goods and/or custom declarations, etc.) is 
provided.  
 
Only shipments that meet the requirements for air transport (regarding packing, marking, labelling, 
documentation, etc.) are to be declared ready for carriage and shall be admitted to the aircraft. 
Shipments must pass an acceptance check in order to be declared airworthy/ready for carriage by a 
competent ground handling or similar organization providing the required cargo services to the 
aircraft. 
 
If deficiencies are found during the acceptance check, the shipment shall be classified as not 
acceptable (not ready for carriage) until the flaws have been removed. The integrity of the cargo and 
its documentation must be secured while being processed through the logistical chain so as to prevent 
unauthorized manipulation. All organizational elements involved in the handling of air cargo are 
responsible for maintaining its integrity. 
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A. Process guidance document (Blue Document) 
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Number Item Explanation 

  Note: For track and trace purposes and document visibility during the fill-in 
process the document must preferably be printed on BLUE paper. 

1. DTG delivery Insert the date and time the shipment is delivered to the air terminal. 
2.  Air terminal (reference 

number) 
Insert a reference number assigned to the shipment that allows it to be 
identified and tracked while being processed in the air terminal. 

3. Cargo number Insert the number that refers to the order issued or other (national) 
arrangement made to deliver the shipment to the air terminal (e.g. ATR or 
similar national shipping/delivery instruction). 

4. Mission Number MEAT Insert the number that refers to the mission number issued by the MEAT system 
5. Land-side location After completion of the air cargo security check, insert the land-side location in 

the air terminal area at which the shipment is positioned after being unloaded 
from the truck. 
Note: Cargo at a land-side location must not necessarily have passed an air cargo 
acceptance check. 

6. Air Transport Mission Order Insert ATMO or similar number (ATMO, Air Waybill or other mission reference 
number) identifying the flight on which the shipment is planned to be 
transported. 

7. Destination Insert the destination of the shipment 
8. Aircraft type Insert the (generic) type of aircraft used by the operator to carry out the 

transport 
9. Date / ETD Insert the date and/or estimated time of departure of the aircraft dedicated to 

conduct the mission. 
10. Air-side location Insert air-side location at which the shipment is positioned after it has been 

transferred to air-side in the air terminal area and declared “ready for carriage”. 
Note: Cargo at an air-side location must have passed an air cargo acceptance check (ready 
for carriage). 

11. Cargo type Mark the applicable box(es) of the type of cargo delivered to the air terminal and 
conduct the required acceptance checks 
a) General cargo 
Check compliance with generic rules on air cargo (packing, labelling, 
documentation, etc.) 
b) Dangerous goods 
Check compliance with the dangerous goods & ammunition checklist. 
c) Weapons / UN 2911 excepted packages 
Check compliance with the weapons and UN 2911 excepted packages checklist. 
d) Ammunition 
Check compliance with the dangerous goods and ammunition checklist. 
e) Medicines / blood products 
Check compliance with the medicines and blood products checklist. 
f) Perishables / food products 
Check compliance with the perishables & food products checklist. 
g) Dry-ice 
Check compliance with the dry-ice checklist. 
h) Live animals 
Check compliance with the live animals’ checklist. 
i) UN 2911 (Excepted packages) 
Check compliance with the weapons and UN 2911 excepted packages checklist. 
j) (Field / Company) Mail 
Check compliance with the (field / Company) mail checklist. 
k) Vehicle 
Check compliance with the vehicle checklist Vehicle 
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12. Handling information Mark the applicable box(es) related to special handling instructions / markings 

for the cargo delivered to the air terminal. 
a) Battery handling label (Lithium) 
Mark if the shipment holds batteries that are subject to the dangerous goods 
regulations (such as lithium-ion batteries) and if the required battery handling 
labels are affixed to the packages. 
b) Temperature control 
Mark if the shipment holds commodities that must be stored/shipped in a 
temperature controlled 
environment and if the required temperature label is affixed to the packages. 
c) Protective storage 
Mark if the shipment holds commodities that must be stored in a security-
controlled environment (e.g., high-value shipments, weapons, classified 
materials, etc.). 
d) AOG / MEE / Priority 1 
Mark if the shipment holds items, and their documentation, bearing a high 
priority identification that requires them to be handled with priority by the 
various air terminal parties so that they reach the final destination without any 
delay. 
e) Not restricted 
Mark if the shipment holds small amounts of dangerous goods that are not 
subject to the IATA dangerous goods regulations (DGR) and if the required labels 
are affixed to the packages. 

13. (Other) special information Insert any other special information of importance for the handling of the 
shipment or other activities related to the preparation of air cargo or its 
documentation (e.g., air cargo security declaration number, 
sealed, opium act articles, dry-ice used, keep under power, etc.) 

14. (Road) waybill, Air Cargo 
security Declaration, Hygiene 
Certificate 

Mark the applicable box to indicate if a waybill, bill of loading, Air cargo security 
declaration and Hygiene certificate or similar document accompanied the 
shipment upon its delivery by a truck service to the air terminal (yes/no). 

15. Number Insert the number of the document that accompanied the shipment upon its 
delivery by a truck service to the air terminal. 
Note: A complete and correctly filled-in waybill, bill of loading or similar document that 
accompanies the shipment upon 
delivery is an important reference for air cargo security as it indicates that the shipment 
originates from a known consigner 
(sender) and is transported by a known carrier (truck service). 

16. Gross weight freight delivered Insert the gross weight of the cargo (referred to on the process guidance 
document) that is delivered to the air terminal. 

17. Number of packages Insert the number of packages (referred to on the process guidance document) 
delivered to the air terminal. Note: The gross weight and number of packages must 
correspondent with the waybill, bill of loading or similar document accompanying the 
shipment upon delivery and are important references in air cargo security as they indicate 
that the shipment has not been tampered with. 
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18. Type of cargo Insert the type(s) of packages the shipment consists of (e.g. pallet, uni-pack, bag, 
box, etc.) 

19. Value list or (pro forma) 
invoice 

Mark the applicable box to indicate if one or more a value lists or (pro forma) 
invoices accompanied the shipment upon its delivery at the air terminal 
(yes/no/not applicable).  
Note: Copies of the value lists or (pro forma) invoices are delivered separately as an 
attachment to the waybill, are affixed on the (outer)packages and/or custom documents. 
The documents are required for import/export purposes (cross boarder transports). 

20. “Non-dangerous goods” 
Statement 

Mark the applicable box to indicate if one or more non-dangerous goods 
declarations accompanied the shipment upon delivery to the air terminal 
(yes/no/not applicable). 

21. Shipper’s dangerous goods 
declaration 

Mark the applicable box to indicate if one or more shippers’ dangerous goods 
declarations (DGD)accompanied the shipment upon delivery to the air terminal 
(yes/no/not applicable). 

22. Freight scanned (by 
automated means) 

Mark the applicable box to indicate if the shipment was subject to tracking and 
tracing by automated means (scanning or RFID) upon delivery and/or while 
being processed at the air terminal (yes/no/not applicable). 

23. Address labels affixed Mark the applicable box to indicate if the (full) addresses of the shipper and 
consignee are affixed on the packages of the shipment (yes/no/not applicable). 

24. Packages marked Mark the applicable box to indicate if all packages in the shipment are properly 
marked to allow identification (yes/no/not applicable). 

25. Custom document type Insert the type(s) of customs documents that accompanied the shipment upon 
delivery to the air terminal (e.g., 302, T form, etc.). 

26. Custom document number Insert the unique registration number(s) of the custom documents that 
accompany the shipment upon arrival at the air terminal (e.g. identifying 
number on the 302, T form, etc.) 

27. Comments, remarks and notes Insert any other comments, remarks or notes of importance for the handling of 
the shipment or other activities related to the preparation of air cargo and its 
documentation. 

28. Processed by cargo (land) The entry of the name and signature of the air terminal cargo acceptance 
representative responsible for conducting the applicable procedures upon 
delivery of the shipment confirms that cargo acceptance, land-side storage and 
location recording have been conducted in compliance with the 
regulations and that the exchange of information on the shipment and its 
documentation with other stakeholders (such as load control element) has been 
carried out as required. 
Note: After completion of the cargo acceptance and location recording process, the 
shipment must be marked with the “outbound cargo” or “quarantined cargo” process 
indicator document. Any problem related to quarantined cargo must be solved prior to its 
release to air-side. The “outbound cargo” process indicator must be attached to it when 
the problem has been solved (declared ready for carriage). 

29. Processed by load control The entry of the name and signature of the air terminal load control 
representative responsible conducting the applicable procedures for cargo 
clearance to an air-side location, providing instructions for the preparation and 
build-up of air cargo and taking account of applicable arrangements, flight 
details, the date of the mission and the limits set for the type of aircraft planned 
to be used confirms that these tasks have been performed in compliance with 
the regulations and handling instructions and that the exchange of information 
on the shipment and its documentation with other stakeholders (such as 
customs and air terminal air-side personnel) has been carried out as required. 
Note: After completion of the load control acceptance process, the “outbound cargo” or 
“quarantined cargo” process indicator document must be updated with the required 
information. Only shipments marked as “outbound cargo” may be released to air-side. 
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30. Processed by cargo (air) The entry of the name and signature of the air terminal cargo representative 
responsible for conducting the applicable procedures for the movement of the 
shipment to an air-side location and for ensuring the preparation and build-up of 
air cargo according to the plan provided by the load control element 
confirms that air-side storage and location recording have been conducted in 
compliance with the regulations and that the exchange of information with 
other stakeholders (such as load control element, customs) has been carried out 
as required. 
Note: After completion of the air-side acceptance and air cargo preparation process, the 
“outbound cargo” process indicator document (Annex X) must be updated with the 
required information. When the cargo build-up process starts, the “ULD preparation 
sheet” or “BULK preparation sheet” process indicator document must be used as 
applicable to allow the air cargo manifest and/or NOTOC to be prepared. The “outbound 
cargo” document is no longer required after completion of the air cargo consolidation 
process. 

31. Processed by load control The entry of the name and signature of the air terminal load control 
representative responsible for conducting the applicable procedures for 
preparing a consolidated load plan, other required documents and the release of 
the shipment from the air terminal to an aircraft confirms that these tasks have 
been conducted in compliance with the regulations and handling instructions 
and that the exchange of information on the prepared cargo shipment and its 
documentation with other stakeholders (such as customs, air terminal ramp 
services representatives) has been carried out as required. 
Note: After completion of the air cargo preparation, build-up and release process, the 
preparation sheets, air cargo manifest, NOTOC (if applicable), invoices, etc. must be 
archived in a mission folder. The manifest, NOTOC and other required information are 
shared with other stakeholders, submitted to the aircrew and reported to the next station 
(airport) en-route. 

32. Processed by customs The entry of the name and signature of the customs office representative 
responsible for executing the applicable import and/or export procedures based 
on documentation provided by the customer (sender) and supplemented with 
documents provided by the air terminal personnel (e.g. air cargo manifest and 
other required documents) confirms that these tasks have been conducted in 
compliance with the regulations and that the exchange of information on the 
shipment and its documentation with other stakeholders has been carried out as 
required. 
Note: After completion of the customs processing, the shipment can be put on hold, 
physically or administratively controlled by dedicated authorities or released for 
transport. Customs documentation reference numbers must be recorded on the air 
cargo manifest. 

33. Processed to archive The entry of the name and signature of the air terminal representative 
responsible for archiving the cargo records confirms that the required 
documents have been checked for completeness, copies have been put in the 
mission folder and the required reporting has been conducted. The details 
provided in the mission folder can be used for statistical purposes. Not all entries 
required on the document may be known upon delivery of the shipment. The 
document must be completed and updated as the shipment is processed in the 
air terminal area by the various parties involved in air cargo preparation. It 
serves as administrative evidence of cargo being handed over from one 
stakeholder to another and allows the compliance of dedicated (national) 
agencies with the regulations to be validated. Prior to being archived, the 
document must be completed or the sections that are not applicable must be 
clearly marked. 
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All the reporting required of air terminal representatives in respect of shipment 
handling must be carried out (see Chapter 9). 
Process indicator documents are used to provide visibility with respect to the 
degree to which the process has been completed at an air terminal, allow 
process tracking and quality control and contribute towards maintaining the 
integrity and security of air cargo shipments. They serve as administrative 
evidence of cargo being or having to be handed over from one stakeholder to 
another and allow the compliance of dedicated (national) agencies with the 
regulations to be validated. 
Note: The process guidance document is used to manage the various steps followed by 
different parties at an air terminal area, provides visibility with respect to the degree to 
which the process has been completed, allows process tracking and quality control and 
contributes towards maintaining the integrity and security of air cargo shipments. 
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B. Transfer guidance document (Yellow document) 
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Number Item Explanation 

  Note: For track and trace purposes and document visibility during the fill-in 
process the document must preferably be printed on YELLOW paper. 

1. DTG delivery Insert the date and time the shipment is delivered to the air terminal. 
2.  Aircraft type Insert the (generic) type of aircraft used by the operator to 

carry out the subsequent transfer flight. 
3. Sending nation Insert the nation sending the shipment, i.e., the state from 

which the shipment was originally delivered to the air terminal. 
4. Location arrival Insert the (temporarily) air-side location in the air terminal 

area at which the shipment is positioned after being 
unloaded from the aircraft. 
Note: Air cargo shipments unloaded from an aircraft are considered 
secure as they passed an air cargo acceptance check at the airport of departure. 

5. Air Transport Mission Order Insert ATMO or similar number (ATMO, air waybill or other mission reference 
number) identifying the 
transfer flight that is planned for the subsequent transport of the shipment. 

6. Tail number Insert the (generic) type of aircraft used by the operator to carry out the transfer 
flight. 

7. Date / ETD Insert the date and/or estimated time of departure of the aircraft dedicated to 
conduct the transfer flight. 

8. Departure location When air cargo is moved to another air-side location in the air terminal area for 
load preparation, 
loading or other activities, insert the new location. 

9. Cargo type Mark the applicable box(es) of the type of cargo delivered to the air terminal and 
conduct the required acceptance checks 
a) General cargo 
Check compliance with generic rules on air cargo (packing, labelling, 
documentation, etc.) 
b) Dangerous goods 
Check compliance with the dangerous goods & ammunition checklist. 
c) Weapons / UN 2911 excepted packages 
Check compliance with the weapons and UN 2911 excepted packages checklist. 
d) Ammunition 
Check compliance with the dangerous goods and ammunition checklist. 
e) Medicines / blood products 
Check compliance with the medicines and blood products checklist. 
f) Perishables / food products 
Check compliance with the perishables & food products checklist. 
g) Dry-ice 
Note: The transfer of shipments involving live animals required special handling, 
documentation exchange and customs clearance arrangements (when required) to be made 
with the stations en-route in advance. The acceptance checks to establish whether 
shipments comply with the air cargo regulations is done at the airport of departure. The 
other commodities listed require special provisions to be made and activities to be 
conducted at the air terminals of transfer. These procedures are embedded in the checklists 
referred to. 
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10. Handling information Mark the applicable box(es) related to special handling instructions / markings for 
the cargo delivered to the air terminal for transfer to another aircraft. 
a) Battery handling label (Lithium) 
Mark if the shipment holds batteries that are subject to the dangerous goods 
regulations (such as lithium-ion batteries) and if the required battery handling 
labels are affixed to the packages. 
b) Temperature control 
Mark if the shipment holds commodities that must be stored/shipped in a 
temperature controlled 
environment and if the required temperature label is affixed to the packages. 
c) Protective storage 
Mark if the shipment holds commodities that must be stored in a security-
controlled environment (e.g., high-value shipments, weapons, classified 
materials, etc.). 
d) AOG / MEE / Priority 1 
Mark if the shipment holds items, and their documentation, bearing a high 
priority identification that requires them to be handled with priority by the 
various air terminal parties so that they reach the final destination without any 
delay. 
e) Not restricted 
Mark if the shipment holds small amounts of dangerous goods that are not 
subject to the IATA dangerous goods regulations (DGR) and if the required labels 
are affixed to the packages. 
Note: Special handling instructions, temperature recording or storage requirements must be 
observed based on the special labels affixed. 

11. (Other) special information Insert any other special information of importance for the handling of the 
shipment or other activities related to the preparation of air cargo or its 
documentation (e.g., air cargo security declaration number, sealed, opium act 
articles, dry-ice used, keep under power, etc.) 

12. Air Cargo manifest Mark the applicable box to indicate if an air cargo manifest, air waybill or similar 
transport document accompanied the shipment upon its delivery by aircraft and 
subsequent delivery at the air terminal (yes/no). 

13. Number Insert the number of the air cargo manifest or similar document that 
accompanied the shipment upon its delivery by aircraft and subsequent delivery 
to the air terminal. 
Note: A complete and correctly filled air cargo manifest or similar document that 
accompanies the shipment upon delivery is an important reference for air cargo security 
as it indicates that the shipment is transferred from an aircraft, is therefore declared to 
be in an airworthy condition (ready for carriage) by the airport of departure and meets 
the air cargo security requirements. This is confirmed by the entry of the name and 
signature of the sending air terminal or similar organization’s representative on the air 
cargo manifest. 

14. Compliance with the 
regulations 

Mark the applicable box to indicate if the shipment is accompanied with the 
signed current edition of the Air Security Declaration upon its delivery to the air 
terminal (yes/no). 
Note: Appropriate action must be taken if the document is not available or signed by the 
sending party. If the irregularities found result in the shipment being in a non-airworthy 
condition (not ready for carriage), the shipment must be marked with the “quarantined 
cargo” document (annex Y) and must not be delivered to the air-side until the deficiencies 
have been eliminated. All the stakeholders must be informed about any irregularities 
found; the solutions possible that allow the transport to continue and action required to 
be taken by the sender of the shipment or other parties to attain the release of the 
shipment from the air terminal. 
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15. Value list or (pro forma) 
invoice 

Mark the applicable box to indicate if one or more a value lists or (pro forma) 
invoices accompanied the shipment upon its delivery to the air terminal 
(yes/no/not applicable). 
Note: Copies of the value lists or (pro forma) invoices are delivered separately as 
attachments to the air cargo manifest or are affixed on the (outer) packages and/or 
customs documents. The documents are required for import/export purposes (cross-
border transports). 

16. Shipper’s dangerous goods 
declaration 

Mark the applicable box to indicate if one or more shippers’ dangerous goods 
declarations (DGD)accompanied the shipment upon delivery to the air terminal 
(yes/no/not applicable). 

17. Compliance with the 
regulations 

Mark the applicable box to indicate if the dangerous goods shipment complied 
with the current edition of the IATA dangerous goods regulations (DGR) and/or 
other applicable military regulations upon its delivery to the air terminal 
(yes/no/not applicable). 

18. Visible damage Mark the applicable box to indicate if any visible damage or other irregularities 
were found on the (outer) packages contained in the shipment and/or its 
documentation upon delivery to the air terminal (yes/no/not applicable). 

19. Address labels affixed Mark the applicable box to indicate if the (full) addresses of the shipper and 
consignee are affixed on the packages of the shipment (yes/no/not applicable). 

20. (Other) special information Insert any other special information of importance for the handling of the 
shipment or other activities related to the preparation of the transfer of air 
cargo or its documentation (e.g., sealed, opium act articles, dry-ice used, keep 
under power, etc.). 

21. ULD identification Insert the unique numbers (by type, code and owner) affixed to the ULDs 
received at the air terminal for transfer to another aircraft. 
Example: AKE 92274 GAF 
Note: If more than 12 ULDs are offloaded and received by the air terminal a second 
transfer guidance document must be made. 

22.  Weight in kg / lb Insert the gross weight of each ULD that is recorded on the document and mark 
the weight indication as recorded on the attached ULD tags. 
Note: Use only one weight indication on the document (either kg or lb). 

23. Custom document number Insert the registration numbers of the custom documents accompanying the 
shipment upon its delivery to the air terminal. 

24. Processed by cargo (AIR) The entry of the name and signature of the air terminal cargo acceptance 
representative responsible for conducting the applicable procedures upon the 
transfer/delivery of the shipment confirms that the cargo and its documentation 
have been visibly checked, the air-side storage and location recording have been 
conducted in compliance with the regulations and the exchange of information 
on the shipment and its documentation with other stakeholders (such as load 
control element) has been carried out as required. 
Note: After completion of the cargo visible checks, acceptance and location recording 
process, the shipment must be marked with the “outbound cargo” or “quarantined 
cargo” process indicator document as applicable. Any problem related to quarantined 
cargo must be solved prior to its release to an aircraft. The “outbound cargo” process 
indicator must be attached to it when the problem has been solved (declared ready for 
carriage). 

25. Processed by load control The entry of the name and signature of the air terminal load control 
representative responsible conducting the applicable procedures for cargo 
clearance, providing instructions for the preparation of the transfer of air cargo 
and taking account of applicable arrangements, flight details, the date of 
the mission and the limits set for the type of aircraft planned to be used 
confirms that these tasks have been performed in compliance with the 
regulations and handling instructions and that the exchange of information on 
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the shipment and its documentation with other stakeholders (such as customs 
and air terminal air-side personnel) has been carried out as required. 
Note: After completion of the load control acceptance process, the “outbound cargo” or 
“quarantined cargo” process indicator documents must be updated with the required 
information. Only shipments marked as “outbound cargo” may be released to an aircraft. 

26. Processed by cargo (air) The entry of the name and signature of the air terminal cargo representative 
responsible for conducting the applicable procedures for the movement of the 
shipment to another air-side location and for ensuring the preparation of air 
cargo according to the plan provided by the load control element confirms that 
air-side storage and location recording have been conducted in compliance with 
the regulations and that the exchange of information with other stakeholders 
(such as load control element, customs) has been carried out as required. 
Note: After completion of the air-side acceptance and air cargo preparation process, the 
“outbound cargo” process indicator document must be updated with the required 
information. For air cargo manifesting purposes (if required), the manifest that 
accompanied the shipment upon delivery must be used as the source document. 
Generically, the manifest and NOTOC provided by the sending airport are delivered to the 
aircraft prior to loading. The “outbound cargo” document is no longer required after 
completion of the preparation of the air cargo shipment, including its documentation. 

27. Processed by load control The entry of the name and signature of the air terminal load control 
representative responsible for conducting the applicable procedures for 
preparing a consolidated load plan, other required documents and the release of 
the shipment from the air terminal to an aircraft confirms that these tasks have 
been conducted in compliance with the regulations and handling instructions 
and that the exchange of information on the prepared cargo shipment and its 
documentation with other stakeholders (such as customs, air terminal ramp 
services representatives) has been carried out as required. 
Note: After completion of the air cargo preparation and release process, the air cargo 
manifest, NOTOC (if applicable), invoices, etc. must be archived in a mission folder. The 
manifest, NOTOC and other required information are shared with other involved 
stakeholders, submitted to the aircrew and reported to the next station (airport) en-
route. 

28. Processed by customs The entry of the name and signature of the customs office representative 
responsible for conducting the applicable import and/or export procedures 
required for transfer, based on documentation provided by the customer 
(sender) and supplemented with documents provided by the airport of 
departure (e.g., air cargo manifest and other required documents) confirms that 
these tasks have been conducted in compliance with the regulations and that 
the exchange of information on the shipment and its documentation with other 
stakeholders has been carried out as required. 
Note: After completion of the customs processing, the shipment can be put on hold, 
physically or administratively controlled 
by dedicated authorities or released for transport. 

29. Processed to archive The entry of the name and signature of the air terminal representative 
responsible for archiving the cargo records confirms that the required 
documents have been checked for completeness, copies have been put in the 
mission folder and the required reporting has been conducted. The details 
provided in the mission folder can be used for statistical purposes. Not all entries 
required on the document may be known upon transfer/delivery of the 
shipment. The document must be completed and updated as the shipment is 
processed in the air terminal area by the various parties involved in air cargo 
preparation. It serves as administrative evidence of cargo being handed-over 
from one stakeholder to another and allows the compliance of dedicated 
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(national) agencies with the regulations to be validated. Prior to being archived, 
the document must be completed or the sections that are not applicable must 
be clearly marked. All the reporting required of air terminal representatives in 
respect of shipment handling must be carried out as required (see Chapter 9). 
Process indicator documents serve to provide visibility with respect to the 
degree to which the process has been completed at an air terminal, allow 
process tracking and quality control and contribute towards maintaining the 
integrity and security of air cargo shipments. They serve as administrative 
evidence of cargo being or having to be handed over from one stakeholder to 
another and allow the compliance of dedicated (national) agencies with the 
regulations to be validated. 
Note: The transfer guidance document is used to manage the various steps followed by 
different parties at an air terminal 
area, provides visibility with respect to the degree to which the process has been 
completed, allows process tracking and 
quality control and contributes towards maintaining the integrity and security of air cargo 
shipments 
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C. Non-Dangerous Goods Declaration 
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D. Dangerous Goods checklist 
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Number Item Explanation 

1. Serial number / ATMO number Insert a unique reference number identifying the mission conducting the 
transport of the manifested air cargo (preferably ATMO or other number 
allowing cross referencing with (national) systems able to further identify the 
cargo. 

2. Selection box Yes/No/NA Mark the appropriate box. If any box is checked "NO" do not accept the 
shipment. Only accept or refuse shipments when all items on the checklist 
have been checked. 

3. Comments Insert the comments if necessary. This allows clarification of specific 
mission/shipment details and acceptance or refusal comments 

4. Place Insert the place where the inspection was done, can be also an ICAO code. 
5. Date/Time Insert date and time of the check. 
6. Checked By Insert the name of the person that performed the check 
7. Signature Sign the document, the person who checked the DG with this checklist can be 

the only one that sign this checklist! 
Note: document needs to signed by the checker, Checker needs to be trained to perform 
the check!  
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E. Vehicle checklist 
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F. Radioactive Shipment checklist 
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G. Weapons and UN2911 checklist 
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H. Perishables / Food Products checklist 
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I. Medicines and Blood checklist 
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J. Dry-Ice checklist 
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K. Live Animals checklist 
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L. Mail checklist 
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M. Company-Mail checklist 
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N. Mechanical Apparatus checklist 

  



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

80 | P a g e  
2025 Version 3.0 

O. Vehicle Weighing List 2 axles 
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Nr. Item Explanation 

1. Handling unit Insert the ground handling organization or similar body on whose authority the weighing listis 
drawn-up.  
Example: Air Terminal Melsbroek   

2.  Location Insert the location of the handling unit. 
 

3. Date Insert the date of the preparation of the weighing list (format 
dd-mm-yyyy). 

4. Mission number Insert the mission number (preferably the ATMO or applicable national mission number). 
5. Date of departure Insert the departure date of the mission (format dd-mm-yyyy). 
6. Vehicle registration Insert the licence plate number of the vehicle (if not present; other unique identification code).  
7. Reference number Insert a reference number that relates to the cargo manifest such as a serial shipping container 

code (SSCC), bill of loading, voucher or similar national document/bar code system. 
8. Fuel type + level Cross out the fuel type that is not contained in the fuel tank (either diesel or gasoline). 
9. Remarks Insert specials remarks such as special driver permit required, vehicle not able to drive, no 

brakes, needs winching, etc. 
10. Drawn up by Insert the name of the person responsible producing this document, the calculation and 

presenting the required information of the centre of gravity (CG) and axle weights. 
11. Weight front axle Insert the checked weight of the front axle (W1) by using calibrated weighing scales in either kg 

or lbs. 
12. Weight rear axle Insert the checked weight of the rear axle (W2) by using calibrated weighing scales in either kg 

or lbs. 
13. Total weight Insert the total weight of the vehicle by adding the weight of the front and rear axle (W1 + W2).  
14.  Tire pressure  Insert the actual tire pressure in either bar or PSI. 
15. Total vehicle length Insert the total vehicle length in either cm or inches. 
16. Max vehicle height Insert the maximal vehicle height in either cm or inches. 
17. Wheelbase Insert the measured distance between the centre of the axles of the vehicle in either cm or 

inches. 
18. FWD running load Insert the measured distance between the centre of the axles of the vehicle. 
19. AFT running load Insert the after running load (L2). 
20.  Centre of gravity The center of gravity (CG) can be calculated based on the formula listed on the document. 

CG = (WB X W2) 
W 
The CG is calculated by taking the value of the wheelbase (WB) multiplied with the weight of 
the rear 
axle (W2) divided by the total weight (W). The distance found (X) indicates the position of the 
center 
of gravity (CG) measured from the center of the front axle. 
Note: The axle weights and position of the center of gravity (CG) must be clearly marked on two adjacent 
sides of the truck 
in such a way that the markings are able to withstand bad weather conditions. A copy of the filled-in 
vehicle weighing list 
must be placed behind the windscreen of the truck and accompany the shipment to the airport of 
destination. 

21. Distance (x) 
between front axle 
and CG 

Insert the measured distance between the front axle and the Centre of Gravity. 
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P. Vehicle Weighing List 3 axles 
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Nr. Item Explanation 
1. Handling unit Insert the ground handling organization or similar body on whose authority the weighing 

listis drawn-up. Example: Air Terminal Melsbroek   
2.  Location Insert the location of the handling unit. 
3. Date Insert the date of the preparation of the weighing list (format dd-mm-yyyy). 
4. Mission number Insert the mission number (preferably the ATMO or applicable national mission number). 
5. Date of departure Insert the departure date of the mission (format dd-mm-yyyy). 
6. Vehicle registration Insert the licence plate number of the vehicle (if not present; other unique identification 

code).  
7. Reference number Insert a reference number that relates to the cargo manifest, such as a serial shipping 

container code (SSCC), bill of loading, voucher or similar national document/bar code 
system. 

8. Fuel type + level Cross out the fuel type that is not contained in the fuel tank (either diesel or gasoline). 
9. Remarks Insert specials remarks such as special driver permit required, vehicle not able to drive, no 

brakes, needs winching, etc. 
10. Drawn up by Insert the name of the person responsible producing this document, the calculation and 

presenting the required information of the centre of gravity (CG) and axle weights. 
11. Weight front axle Insert the checked weight of the front axle (W1) by using calibrated weighing scales in 

either kg or lbs. 
12 Weight middle axle Insert the checked weight of the front axle (W2) by using calibrated weighing scales in 

either kg or lbs. 
13. Weight rear axle Insert the checked weight of the rear axle (W3) by using calibrated weighing scales in either 

kg or lbs. 
14. Total weight Insert the total weight of the vehicle by adding the weight of the front and rear axle (W1 + 

W2 + W3).  
15.  Tire pressure  Insert the actual tire pressure in either bar or PSI. 
16. Total vehicle length Insert the total vehicle length in either cm or inches. 
17. Max vehicle height Insert the maximal vehicle height in either cm or inches. 
18. Wheelbase (WB1) (front- 

middle axle 
Insert the measured distance between the centre of the front and middle axle of the truck 
(distance between W1 and W2) in either cm or inches. 

19. Wheelbase (WB1) (front- 
rear axle 

Insert the measured distance between the centre of the front and rear axle of the truck 
(distance between W1 and W3) in either cm or inches. 

20. FWD running load (L1) Insert the forward running load. 
21 AFT running load Insert the after running load 
22.  Centre of gravity The centre of gravity (CG) can be calculated based on the formula listed on the document. 

CG = (WB1 X W2) + (WB2 X W3) 
                           W 
This distance is calculated by taking the value found for the wheelbase between the front and middle 
axles (WB1) and multiplying it by the weight of the middle axle (W2) and adding the result to the value 
for the wheelbase between the front and rear axles (WB2) multiplied by the weight of the rear axle 
(W3). This calculated sum is divided by the total weight (W). The distance found (X) indicates the 
position of the center of gravity (CG) measured from the center of the front axle. 
Note: The axle weights and position of the center of gravity (CG) must be clearly marked on two adjacent 
sides of the truck 
in such a way that the markings are able to withstand bad weather conditions. A copy of the filled-in 
vehicle weighing list 
must be placed behind the windscreen of the truck and accompany the shipment to the airport of 
destination. 

23. Distance (x) between 
front axle and CG 

Insert the measured distance between the front axle and the Centre of gravity. 
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Nr. Item Explanation 

1. Handling unit Insert the ground handling organization or similar body on whose authority the weighing 
list is drawn-up.  Example: Air Terminal Melsbroek   

2.  Location Insert the location of the handling unit. 
3. Date Insert the date of the preparation of the weighing list (formatdd-mm-yyyy). 
4. Mission number Insert the mission number (preferably the ATMO or applicable national mission number). 
5. Date of departure Insert the departure date of the mission (format dd-mm-yyyy). 
6. Vehicle registration Insert the licence plate number of the vehicle (if not present; other unique identification 

code).  
7. Reference number Insert a reference number that relates to the cargo manifest, such as a serial shipping 

container code (SSCC), bill of loading, voucher or similar national document/bar code 
system. 

8. Fuel type + level Cross out the fuel type that is not contained in the fuel tank (either diesel or gasoline). 
9. Remarks Insert specials remarks such as special driver permit required, vehicle not able to drive, no 

brakes, needs winching, etc. 
10. Drawn up by Insert the name of the person responsible producing this document, the calculation and 

presenting the required information of the centre of gravity (CG) and axle weights. 
11. Weight front axle Insert the checked weight of the front axle (W1) by using calibrated weighing scales in 

either kg or lbs. 
12+13 Weight middle axle Insert the checked weight of the front axle (W2 + W3) by using calibrated weighing scales 

in either kg or lbs. 
14. Weight rear axle Insert the checked weight of the rear axle (W4) by using calibrated weighing scales in 

either kg or lbs. 
15. Total weight Insert the total weight of the vehicle by adding the weight of the front and rear axle (W1 + 

W2 + W3 + W4)  in either kg or lbs.  
16.  Tire pressure  Insert the actual tire pressure in either bar or psi. 
17. Total vehicle length Insert the total vehicle length in either cm or inches. 
18. Max vehicle height Insert the maximal vehicle height in either cm or inches. 
19. Wheelbase (WB1) (front- 

middle axle 
Insert the measured distance between the centre of the front and middle axes of the truck 
(distance between W1 and W2) in either cm or inches. 

20. Wheelbase (WB2) (front- 
second middle axle) 

Insert the measured distance between the centre of the front and rear axle of the truck 
(distance between W1 and W3) in either cm or inches. 

21. Wheelbase (WB3) (front- 
rear axle) 

Insert the measured distance between the centre of the front and rear axle of the truck 
(distance between W1 and W4) in either cm or inches. 

22. FWD running load (L1) Insert the forward running load. 
23 AFT running load Insert the after running load 
24.  Centre of gravity The centre of gravity (CG) can be calculated based on the formula listed on the document. 

CG = (WB1 x W2) + (WB2 x W3) + (WB3 x W4) 
                                   W 
The center of gravity (CG) is calculated by taking the value found for the wheelbase between the front and the 
first middle axle (WB1) and multiply it by the weight of the middle axle (W2) and adding the result to the value 
for the wheelbase between the front and the second middle axle (WB2) multiplied by the weight of the second 
middle axle (W3) and adding the result to the value for the wheelbase between the front and rear axle (WB3) 
multiplied by the weight of the rear axle (W4). This calculated sum is divided by the total weight (W). The 
distance found (X) indicates the position of the center of gravity (CG) measured from the center of the front axle. 
Note: The axle weights and position of the center of gravity (CG) must be clearly marked on two adjacent sides of 
the truck in such a way that the markings are able to withstand bad weather conditions. A copy of the filled-in 
vehicle weighing list must be placed behind the windscreen of the truck and accompany the shipment to the 
airport of destination.  

25. Distance (x) between 
front axle and CG 

Insert the measured distance between the front axle and the Centre of gravity. 
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Nr. Item Explanation 
1. Handling unit Insert the ground handling organization or similar body on whose authority the weighing list 

is drawn-up. Example: Air Terminal Melsbroek   
2.  Location Insert the location of the handling unit. 
3. Date Insert the date of the preparation of the weighing list (formatdd-mm-yyyy). 
4. Mission number Insert the mission number (preferably the ATMO or applicable national mission number). 
5. Date of departure Insert the departure date of the mission (format dd-mm-yyyy). 
6. Vehicle registration Insert the licence plate number of the vehicle (if not present; other unique identification 

code).  
7. Reference number Insert a reference number that relates to the cargo manifest, such as a serial shipping 

container code (SSCC), bill of loading, voucher or similar national document/bar code 
system. 

8. Fuel type + level, in case 
of generator 

Cross out the fuel type that is not contained in the fuel tank.  
Insert the amount of fuel found in the fuel tank of the vehicle. 
Example: 25%, 50%, 75%. 

9. Remarks Insert specials remarks such as special driver permit required, vehicle not able to drive, no 
brakes, needs winching, etc. 

10. Drawn up by Insert the name of the person responsible producing this document, the calculation and 
presenting the required information of the centre of gravity (CG) and axle weights. 

11. Front base (W1) Insert the checked weight of the support leg or nose wheel (W1) by using calibrated 
weighing scales in either kg or lbs. 

12. Weight axle (W2) Insert the checked weight of the axle (W2) by using calibrated weighing scales in either kg or 
lbs. 

13. Total weight Insert the total weight of the vehicle by adding the weight of the support nose and axle (W1 
+ W2).  

14.  Tire pressure  Insert the actual tire pressure in either bar or PSI. 
15. Total vehicle length Insert the total vehicle length in either cm or inches. 
16. Max vehicle height Insert the maximal vehicle height in either cm or inches. 
17. Wheelbase Insert the measured distance between the axle and support leg or nose wheel of the vehicle 

in either cm or inches. 
18. FWD running load Insert the measured distance between the centre of the axles of the vehicle in either cm or 

inches. 
19. AFT running load Insert the after running load (L2). 
20.  Centre of gravity The center of gravity (CG) can be calculated based on the formula listed on the document. 

CG = (WB X W2) 
        W 
The CG is calculated by taking the value of the wheelbase (WB) multiplied with the weight of the rear 
axle (W2) divided by the total weight (W). The distance found (X) indicates the position of the center 
of gravity measured from the center of the support leg or nose wheel. 
Note: The axle weights and position of the center of gravity (CG) must be clearly marked on two adjacent 
sides of the truck 
in such a way that the markings are able to withstand bad weather conditions. A copy of the filled-in 
vehicle weighing list 
must be placed behind the windscreen of the truck and accompany the shipment to the airport of 
destination. markings are able to withstand bad weather conditions.  

21. Distance (x) between 
front axle and CG 

Insert the measured distance between the front axle and the Centre of gravity. 
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Nr. Item Explanation 

1. Handling unit Insert the ground handling organization or similar body on whose authority the 
weighing list is drawn-up.  Example: Air Terminal Melsbroek   

2.  Location Insert the location of the handling unit. 
3. Date Insert the date of the preparation of the weighing list (format dd-mm-yyyy). 
4. Mission number Insert the mission number (preferably the ATMO or applicable national mission 

number). 
5. Date of departure Insert the departure date of the mission (format dd-mm-yyyy). 
6. Container 

registration 
Insert the licence plate number of the container (if not present; other unique 
identification code).  

7. Reference number Insert a reference number that relates to the cargo manifest, such as a serial shipping 
container code (SSCC), bill of loading, voucher or similar national document/bar code 
system. 

8. Fuel type + level Cross out the fuel type that is not contained in the fuel tank.  
Insert the amount of fuel found in the fuel tank of the vehicle. 
Example: 25%, 50%, 75%. 

9. Remarks Insert specials remarks such as special driver permit required, vehicle not able to 
drive, no brakes, needs winching, etc. 

10. Drawn up by Insert the name of the person responsible producing this document, the calculation 
and presenting the required information of the centre of gravity (CG) and axle 
weights. 

11. Front end (W1) Insert the checked weight of the front side of the container by using calibrated 
weighing scales in either kg or lbs. 

12. Rear end (W2) Insert the checked weight of rear end of the container by using calibrated weighing 
scales in either kg or lbs. 

13. Total weight Insert the total weight of the container by adding the weight of the front and rear 
sides of the container (W1 + W2) in either kg or lbs.  

14. Total length Insert the total length in either cm or inches. 
15. Max height Insert the maximal height in either cm or inches. 
16. FWD running load Insert the forward running load. 
17. AFT running load Insert the after running load. 
18.  Centre of gravity The center of gravity can be calculated based on the formula listen on the document. 

CG = (TL X W2) 
            W 
The center of gravity is calculated by multiplying the total length of the container with the weight of the 
rear end. The sum of this is divided with the total weight of the container. The distance found (X) indicates 
the position of the center of gravity (CG) measured from the front end of the container.  Note: The weights 
of the front and rear sides of the container and position of the center of gravity (CG) must be clearly 
marked on two adjacent sides of the container in such a way that the markings are able to withstand bad 
weather conditions. 
A copy of the filled-in weighing list must be affixed to the container and accompany the shipment to the 
airport of destination.  

19. Distance (x) 
between front axle 
and CG 

Insert the measured distance between the front end of the container and the Centre 
of gravity. 

20 Container Packing 
Certificate (CPC) 

Indicate whether the sender submitted a correctly filled-in CPC together with the 
delivery of the container at the air terminal, allowing acceptance of the container for 
air transport (either yes or no). Note: By means of the CPC document, the sender declares that the 
container has passed a visual inspection prior to its use, is properly loaded/packed in accordance with the 
applicable regulations and does not contain prohibited items. 

21. Forklift pockets Indicate whether the container is equipped with forklift pockets (either yes or no) in 
order to indicate whether special ground handling equipment (heavy forklift) or a 
crane is required to handle the container 
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22. Container type Insert the type of container delivered for air transport (e.g., 10-foot, 20-foot, 30-foot, 
etc.).  

23 CSC label date Insert the date on the CSC plate validating the due date after which the container 
may no longer be used for (air) transport purposes.  
Note In general, any container used for international (air) transport purposes must have a valid safety 
approval plate (CSC plate). Although it may have a valid CSC, any container delivered must undergo a visual 
inspection before being accepted by the air terminal for loading onto an aircraft in order to avoid damage 
and safety risks while being handled in preparation for air transport. 
If the CSC date has expired, the container is not to be accepted for air transport unless recertified and 
granted by a dedicated and competent organization. 
 



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

97 | P a g e  
2025 Version 3.0 

T. Air Cargo Security Declaration 

  



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

98 | P a g e  
2025 Version 3.0 

 

  



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

99 | P a g e  
2025 Version 3.0 

 

Number Item Explanation 

1. Unit Insert the name of the sending unit from which the shipment 
originated. 

2.  Point of Contact (POC) Insert the point of contact (POC) who can provide additional 
information if questions regarding the shipment arise. 

3. Telephone Insert the telephone and/or fax number to reach the POC. 
4. Email Insert the email address for contacting the POC. 
5. Air terminal reference number 

(ICAO) 
Insert the ICAO identifier of the airport releasing an air terminal 
reference number to the shipment. 

6. Air terminal reference number Insert an air terminal reference number attached to the air cargo 
security declaration. 

7. Destination (ICAO) Insert the ICAO identifier of the airport of destination of the 
shipment. 

8. Final Destination Insert the full name of the airport of (final) destination of the 
shipment. 

9. Means of checking Insert a marker in one or more boxes indicating the means by 
which the shipment has been checked for security reasons. 

10. Additional security information Insert additional security information or other amplifying data 
related to the security checks conducted (if any). 

11. Date Insert the date the security declaration has been issued. 
12. Time Insert the time at which the security declaration has been 

issued/signed. 
13. Name Insert the name of the person authorized to issue the security 

declaration. 
14. Function / Title Insert the function and title (rank) of the person authorized to issue 

and sign the security declaration. 
15. Place / Location Insert the place/location where the document was drawn up and 

signed. 
16. Signature Signature of the authorized person responsible for the statements 

made on the air cargo security declaration.  
Note: Although major air terminals and other clients are regularly 
considered known (military) shippers when shipments are 
delivered at an air terminal based on arrangements made in 
advance (e.g., ATR, ATMO or similar document), an operator may 
require an air cargo security declaration (CSD) for these shipments. 
Air cargo security checks remain mandatory, however, for the 
acceptance of shipments for air transport. 
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U. Security Check 
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V. Security Inspection Statement 
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W. Process Indicator QUARANTINED 
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X. ULD Preparation Sheet 

 



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

110 | P a g e  
2025 Version 3.0 

  



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

111 | P a g e  
2025 Version 3.0 

  

Number Item Explanation 

1. Air transport mission order Insert the Air Transport Mission Order or similar number (ATMO or 
other mission reference number) identifying the flight that is 
planned to execute the transport of the shipment. 

2.  Destination Insert the airport of destination designated for the offloading of 
the aircraft. 

3. Aircraft type Insert the (generic) type of aircraft used by the operator to carry 
out the transfer flight 

4. Author Insert the name of the air terminal representative responsible for 
cargo build-up, drawing up the documents and preparation of the 
shipment for carriage by aircraft. 

5. Team member Insert the name of the air terminal representative who is 
appointed as team member for the preparation of the shipment for 
carriage. 

6. Team member Insert the name of the air terminal representative who is 
appointed as team member for the preparation of the shipment for 
carriage. 

7. Team member Insert the name of the air terminal representative who is 
appointed as team member for the preparation of the shipment for 
carriage. 

8. Line Insert an increasing asset count on the preparation sheet (starting 
with the number one, for every ULD used) 

9. Type Insert the type of ULD used. 
10. Number Insert the unique number of the ULD used. 
11. Owner Insert the owner code of the ULD used. Note: The unique ULD code 

consists of identifiers for the type, code and owner and should be 
affixed to any ULD used for air cargo preparation to allow 
identification, manifesting and reporting. Example: AKE 92274 GAF 

12. Cargo description and (handling) 
remarks 

Insert a summarized and accurate description of the cargo. Plain 
text and/or reference numbers related to the air waybill, a serial 
shipping container code (SSCC), bar coding, bill of loading, voucher 
or similar document may be used. If more information is required 
for preparing the manifest, NOTOC or other documents or 
indicating special handling requirements, they must be listed on 
the preparation sheet. 

13. Weight Cross out either “KG” or “LB” to indicate which weight indication 
applies and inserts the checked weight after completion of the 
cargo build up (ULD weight to include restraint and other materials 
used). 

14. Signature The entry of the signature of the air terminal cargo representative 
responsible for the cargo build-up and drawing up the preparation 
sheet confirms that all the procedures have been applied according 
to the plan provided by a load control element and performed in 
compliance with the regulations and that the exchange of 
information with other stakeholders (such as load control element 
and/or element responsible for preparing the manifest and 
NOTOC) has been carried out as required. 

15. Page Insert the number of this particular page of the preparation sheet 
(if it consists of more than one preparation sheet). 
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16. Pages Insert the total number of pages the preparation sheet consists of. 
Upon transfer, the preparation sheet must be checked for 
completeness and the quality of the data provided. Other 
documents and/or references may be attached to the sheet. The 
author of the document must be able to provide further 
explanations (if required). 
The preparation sheet must be archived in a mission folder after 
completion of the air cargo preparation and build-up and after the 
release of the preparation sheet to the element or air terminal 
representative responsible for preparing the manifest and NOTOC. 
All the reporting required of air terminal representatives with 
respect to the preparation of the shipment and materials such as 
ULDs and related equipment used must be carried out. Process 
indicator documents are used to provide visibility with respect to 
the degree to which the process has been completed at an air 
terminal, allow process tracking and quality control and contribute 
towards maintaining the integrity and security of air cargo 
shipments. They serve as administrative evidence of cargo being or 
having to be handed over from one stakeholder to another and 
allow the compliance of dedicated (national) agencies with the 
regulations to be validated. 

  Note: Air cargo preparation/build-up is considered team work, with the 
responsibilities being shared among the team members. Cargo build-up 
must be performed by well-trained personnel. One of the appointed team 
members acts as the coordinator for monitoring that all activities are 
performed in compliance with the regulations and for drawing up a 
preparation sheet that fits the needs for the subsequent preparation of the air 
cargo manifest and/or NOTOC. Based on quality and flight safety 
considerations, it is advisable to appoint no more than 4 air terminal 
representatives to work on a single project/preparation sheet. 
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Y. Bulk Preparation Sheet 
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Number Item Explanation 

1. Air transport mission order Insert the Air Transport Mission Order or similar number (ATMO or 
other mission reference number) identifying the flight that is 
planned to execute the transport of the shipment. 

2.  Destination Insert the airport of destination designated for the offloading of 
the aircraft. 

3. Aircraft type Insert the (generic) type of aircraft used by the operator to carry 
out the transfer flight 

4. Author Insert the name of the air terminal representative responsible for 
cargo build-up, drawing up the documents and preparation of the 
shipment for carriage by aircraft. 

5. Team member Insert the name of the air terminal representative who is 
appointed as team member for the preparation of the shipment for 
carriage. 

6. Team member Insert the name of the air terminal representative who is  
appointed as team member for the preparation of the shipment for 
carriage. 

7. Team member Insert the name of the air terminal representative who is 
appointed as team member for the preparation of the shipment for 
carriage. 

8. Line Insert an increasing asset count on the preparation sheet (starting 
with the number one, for every ULD used) 

9. Asset Insert the type and number of the ULD, dolly or other means for 
temporarily storing and transporting the shipment to the aircraft, 
allowing identification of the (part) load described on the 
preparation sheet. 

10. Cargo description and (handling) 
remarks 

Insert a summarized and accurate description of the cargo. Plain 
text and/or reference numbers related to the air waybill, a serial 
shipping container code (SSCC), bar coding, bill of loading, voucher 
or similar document may be used. If more information is required 
for preparing the manifest, NOTOC or other documents or 
indicating special handling requirements, they must be listed on 
the preparation sheet. 

11. Shipping document Insert a number identifying the cargo shipment (if required) to  
identify the part load consolidated in temporary storage and/or on 
the means of transport carrying it to the aircraft. 

12. Destination Insert the (final) destination of the cargo shipment (place or 
location) if it is not the airport of destination. 

13. Priority/AOG Insert the priority of the shipment or separate packages if non 
routine handling is required (e.g., AOG, PRIO1, PRIO2). 
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14. Weight Cross out either “KG” or “LB” to indicate which weight indication 
applies and inserts the checked weight after completion of the 
cargo build up (ULD weight to include restraint and other materials 
used). 

15. Signature The entry of the signature of the air terminal cargo representative 
responsible for the cargo build-up and drawing up the preparation 
sheet confirms that all the procedures have been applied according 
to the plan provided by a load control element and performed in 
compliance with the regulations and that the exchange of 
information with other stakeholders (such as load control element  
and/or element responsible for preparing the manifest and 
NOTOC) has been carried out as required. 

16. Page Insert the number of this particular page of the preparation sheet 
(if it consists of more than one preparation sheet). 

17. Pages Insert the total number of pages the preparation sheet consists of. 
Upon transfer, the preparation sheet must be checked for 
completeness and the quality of the data provided. Other 
documents and/or references may be attached to the sheet. The 
author of the document must be able to provide further 
explanations (if required). 
The preparation sheet must be archived in a mission folder after 
completion of the air cargo preparation and build-up and after the 
release of the preparation sheet to the element or air terminal 
representative responsible for preparing the manifest and NOTOC. 
All the reporting required of air terminal representatives with 
respect to the preparation of the shipment and materials such as 
ULDs and related equipment used must be carried out. Process  
indicator documents are used to provide visibility with respect to 
the degree to which the process has been completed at an air 
terminal, allow process tracking and quality control and contribute 
towards maintaining the integrity and security of air cargo 
shipments. They serve as administrative evidence of cargo being or 
having to be handed over from one stakeholder to another and 
allow the compliance of dedicated (national) agencies with the 
regulations to be validated. 

Note: Air cargo preparation/build-up is considered team work, with the responsibilities being shared among the team members. 
Cargo build-up must be performed by well-trained personnel. One of the appointed team members acts as the coordinator for 
monitoring that all activities are performed in compliance with the regulations and for drawing up a preparation sheet that fits the 
needs for the subsequent preparation of the air cargo manifest and/or NOTOC. Based on quality and flight safety considerations, it 
is advisable to appoint no more than 4 air terminal representatives to work on a single project/preparation sheet. 
Upon transfer, the preparation sheet must be checked for completeness and the quality of the data provided. Other documents 
and/or references may be attached to the sheet. The author of the document must be able to provide further explanations (if 
required). The preparation sheet must be archived in a mission folder after completion of the air cargo preparation and build-up 
and after the release of the preparation sheet to the element or air terminal representative responsible for preparing the manifest 
and NOTOC. All the reporting required of air terminal representatives in respect of preparation of the shipment, equipment used, 
etc. must be carried out (see Chapter 9). Process indicator documents are used to provide visibility with respect to the degree to 
which the process has been completed at an air terminal, allow process tracking and quality control and contribute towards 
maintaining the integrity and security of air cargo shipments. They serve as administrative evidence of cargo being or having to be 
handed over from one stakeholder to another and allow validation of compliance to the regulations by dedicated (national) 
agencies. 
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Z. Process Indicator Outbound 
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AA. Process Indicators Inbound 
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BB. Pallet tag Dangerous Goods Front & Back 
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Number Item Explanation  

1. Handling Unit Force structure, ground handling organization or similar body 
on whose authority the pallet label has been drawn up. 
Example: BAF, FAF, GAF, RNLAF 

 

2.  Destination Insert airport of destination (aircraft unloading) by ICAO code.  
3. IATA ID code Insert type of ULD used by its common civil code (IATA) or 

specific military identifier. Examples: AAF, ABJ, AKE, AKN, AKS, 
ALF, AVE, LUG, RKN, H20, HCU, PAG, PAJ, PBA, PBF, PLA, 
PLB,PLF, PMC, LOX, T2, T3, etc. 

 

4. ULD owner code Insert the code of the owner of the ULD used. It consists of 3 
characters. Examples: BAF (Belgian Air Force), FAF (French Air 
Force), GAF (German Air Force), NAF (Royal Netherlands Air 
Force). 

 

5. ULD code Insert the serial number of a ULD. Generically it shows the 
production year of the asset (first 2 digits) and last numeric part 
of the serial number (3 digits). ULDs are identified by the code 
set affixed to them. Using this identifier code for ULD tagging 
supports ULD tracing on behalf of the owner nations. This 
benefits stock management, station stock control, repositioning 
and retrieval of assets used to the rightful owner. 

 

6. Loaded at Insert airport of departure (aircraft loading) by ICAO code.  
7. Flight Insert the unique number of the air cargo manifest (preferably 

ATMO or other national mission number). 
 

8. Date Insert the date of departure of the aircraft (format dd-mm-
yyyy). 

 

9. Position on A/C Insert the actual position of the ULD on board the aircraft 
(optional). 

 

10. Tranship station Insert airport of transhipment (aircraft unloading, transfer and 
aircraft loading) by ICAO code (optional). 

 

11. Flight Insert the unique number of the air cargo manifest (preferably 
ATMO or other national mission number) when the shipment is 
transferred to another aircraft (optional). 

 

12. Date Insert the date of departure (format dd-mm-yyyy) of the 
aircraft to which the shipment is transferred (optional). 

 

13. Position on A/C Insert the actual position of the ULD on board the aircraft to 
which the shipment is transferred (optional). 

 

14 Total weight (in kg) Insert the weight and weight indication used on the ULD tag 
(operator-dependent). Indicate weight either in kilograms (kg) 
or pounds (lb). If pounds are used, delete “(in kg)”. 

 

15. Contents Insert the dangerous goods by IMP code including class, packed 
in/on the ULD. If the number of DG codes does not fit the box, 
the remarks field may be used (18). 
Example: RFL – 3, RFG – 2.1, RXS – 1.4S, RMD – 9, etc. 

 

16. Volume code Insert the volume code used for this shipment (optional).  
17. Height (in cm) Insert the height of the ULD (optional).  
18. Remarks Insert any remarks of importance for the shipment. If the IMP 

code of the dangerous goods packed in/on the ULD does not fit 
in textbox (15), the remarks field may be used. 

 

19. Departure time Insert the (planned) time of departure of the aircraft (optional).  
20. Gate Insert the gate of departure of the aircraft when DG shipments 

need to be loaded just-in-time (JIT) prior to 
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departure of the aircraft (optional). 
21. A/C registration Insert the tail number of the aircraft (optional).  
22. Name Insert the name of the author who is responsible for preparing 

the document and correctly presenting the required 
information on the ULD tag. 

 

23. Signature Enter the signature of the author of the ULD tag.  
24. Hazard labels Encircle the respective hazard label(s) in the event of damage.  
25. Radioactive material, excepted 

package 
Encircle and insert the label information when this DG 
commodity is found to be damaged. 

 

26. REQ Encircle and insert the label information when this DG 
commodity is found to be damaged. 

 

27. UN-number(s) Insert the UN numbers of the dangerous goods found to be 
damaged (in that case, the respective hazard labels are circled). 

 

….. Optional fields The ULD tag for DG is adapted from civil aviation. The use of 
some fields on the tag is not mandatory and is dictated by local 
regulations or airport procedures. 
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CC. Pallet tag / Container Identifier General Cargo 
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DD. Pallet / Container tag EMPTY 
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EE.   Pallet / Container tag Unserviceable 
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Number Item Explanation  

1. Weight indication (primary) Insert weight and primary weight indication used on the ULD 
tag (operator dependant). Indicate either kilograms (kg) or 
pounds (lb). 

 

2. Mission number Insert Air Transport Mission Number (ATMO, air waybill or 
similar mission reference number. 

 

3. Airport of destination Insert identifier code of airport where the ULD/bulk cargo is 
unloaded of the aircraft. 

 

4. Airport of departure Insert identifier code of airport where ULD/bulk cargo is 
uploaded on the aircraft. 

 

5. Pallet or container type Insert type of ULD type by IATA/military identifier code.  
6. Aircraft type Additional fields can be used to indicate the type of aircraft 

concerned when there are changes 
in the types of aircraft used. 

 

7. Remarks Insert special remarks such as “FIT TO FLY when EMPTY”, 
“offered for repair”, location of damage, date, etc. 
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FF.   Air Cargo Manifest 
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Number Item Explanation 

1. Logo / Emblem This field offers an option to add a logo or emblem of the organization, unit, 
exercise, etc. (e-template only!) 

2. / 29. Serial number / ATMO number Insert a unique reference number identifying the mission conducting the 
transport of the manifested air cargo (preferably ATMO or other number 
allowing cross referencing with (national) systems able to further identify the 
cargo. 

3. Number of this page Insert the number of this particular page of the manifest 
4. Number of pages Insert the total number of pages the consists of (only if the electronic version of 

the manifest is not used) The value in cell 3 is automatically generated on the basis of 
the information provided in entry 2 on all used pages of the manifest. The total number 
of pages used in compiling the manifest and the sequence number of a single page enable 
identification of the number of copies belonging to the document and their related 
sequence. This allows clarification of specific mission/shipment details. 

5. Aircraft type Insert the (generic) type of aircraft used by the operator to carry out the 
transport. 

6. Aircraft registration Insert the tail number of the aircraft.  
7. Flight number Insert the flight number (e.g. aircraft call sign) the cargo manifest is used for. 

When using the e-manifest the flight number is only to be entered on the first page. It is 
subsequently presented on all pages of the manifest. 

8. Airfield departure (From) ICAO Insert the ICAO identifier of the airport of departure. 
Example: LFPG (Paris Charles de Gaulle) 
When the electronic manifest is used, a set of standard airport default values can be 
selected using a drop-down menu. If an airport identifier is not available by default, the e-
manifest provides an option to directly insert these airport data. The airport ID is 
subsequently presented on all pages of the manifest. To limit the values presented in the 
drop-down menu, enter first character of ICAO code (example “K“). This limits the drop-
down menu starting entries with “K“. 

9. Airfield departure (From) ICAO Insert the airport location of departure (name/location of airfield).  
Example: Paris Charles de Gaulle for LFPG 
Note: When the ICAO ID is selected from the drop-down menu, the airfield location will 
automatically be filled in. If the airport identifier is not available, also the name/location 
of the airport must be inserted by hand. When using the electronic manifest, the airport 
of departure data (from) has to be entered on the first page only. It is subsequently 
presented on all pages of the manifest.  

10. Airfield destination (To) ICAO Insert the ICAO identifier of the airport of destination.  
Example: EDDK (Cologne/Bonn) 
Note: When the electronic manifest is used, a set of standard airport default values can 
be selected using a drop-down menu. If an airport identifier is not available by default, 
the e-manifest provides an option to directly insert these airport data. The airport ID is 
subsequently presented on all pages of the manifest. To limit the values presented in the 
drop-down menu, enter first character of ICAO code (example “K“). This limits the drop-
down menu starting entries with “K“. 
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11. Airfield destination (To) 
location 

Insert the airport location of destination (name/location of airfield).  
Example: Cologne/Bonn for EDDK 
Note: When the ICAO ID is selected from the drop-down menu, the airfield location will 
automatically be filled in. If the airport identifier is not available, also the name/location 
of the airport must be inserted by hand. When using the electronic manifest the airport 
of destination data (to) is to be entered on the first page only. It is subsequently 
presented on all pages of the manifest. 

12. Date Insert the date of departure of the aircraft (format dd-mm-yyyy). 
Note: When using the electronic manifest, the date is only to be entered on the first page. 
It is subsequently presented on all pages of the manifest.  
All shipments must be described in such a way on the manifest (fields 12 to 18) 
that they can be clearly recognized and allow proper identification by dedicated 
agencies/bodies involved in handling air cargo and tasks related to import and 
export of these (military) commodities (e.g. aircrew, ground handling and 
others). Considering the limited space available on a manifest, used 
abbreviations must be distinctive in their description. In other cases plain text 
has to be used. All provisions arising from international law and other 
(inter)national regulations must be taken into account while preparing the 
document. 

13. Code name Insert a code-name providing a generic (short) description of the cargo.  
The code-name provides a generic (short) description of the cargo or its principal 
components. A consolidated shipment (packed together in/on one ULD) may be 
listed by more than one code-name when it consists of different types of cargo. 
The short name is an indicator for the sending/receiving station that allows the 
activities required for offloading/handling specific cargo shipments to be 
planned at an early stage, upon receipt of the manifest. It provides a quick and 
generic reference if special handling instructions based on national rules and 
regulations, local conditions, safety, security, cold chain management 
requirements, etc. have to be followed. It also provides a first indication to 
aircrews and others involved in handling or transferring the shipment and 
processing it in that part of the supply chain directly related to its air transport 
(e.g., position on board the aircraft, customs).  
The classification/short name that matches the generic description of the cargo 
the closest must be used. More code-names may be used to identify the 
principal components in a consolidated shipment. They should provide a quick 
and generic reference if special handling instructions based on national rules and 
regulations, local conditions, safety, security, cold chain management 
requirements, etc. have to be followed. 

14. ULD type Insert ULD type used by the common civil code (IATA) or specific military 
identifier. 
Examples: AAF, ABJ, AKE, AKN, AKS, ALF, AVE, LUG, RKN, H20, HCU, PAG, PAJ, 
PBA, PBF, PLA, PLB, PLF, PMC, LOX, T2, T3, etc. 
If the consignment is shipped as bulk cargo, use the term “LOOSE”. 
ULDs are important assets used in air transport (AT) to consolidate cargo and 
baggage so that they can be handled and moved in a timely, safe, quick and cost-
effective manner. If ULDs are used to consolidate shipments, a short description 
of the ULDs shall be entered on the manifest to identify the aircraft pallet or 
container used. The purpose of recording this data is to clarify where these 
assets are located. It allows priorities to be set for handling ULDs or returning 
these scarce and expensive assets to their rightful owner(s). The unique asset 
code attached to a ULD identifies its type, registration number and the 
(operator) nation or carrier owning it. 
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15. ULD code Insert the serial number of a ULD. Generically it shows the production year of 
the asset (first 2 digits) and last numeric part of the serial number (3 digits). 

16. ULD Owner Insert the owner code of the used ULD. It consists of 3 digits. 
17. Number of items Insert the number of packages to which the description on the manifest applies 

Loose items. When the shipment consists of loose cargo, the number of loose 
items must be entered. Example: “20” (when 20 duffel bags are loaded loose in 
an aircraft) 
Consolidated shipment; 
When cargo is packed together or consolidated in/on an aircraft container or 
aircraft pallet,  only that single ULD must be listed. Example: “1” (when 40 duffel 
bags are packed in/on one single ULD) 

18. Weight (gross) Insert checked gross weight of the outer package (ULD) or loose items either in 
kilogram (kg) or pounds (lb). 
Only checked gross weights are to be used on the manifest. The weight listed for 
every consolidated shipment packed together in/on one ULD, box pallet, etc. is 
the sum of the (outer) package (e.g. ULD, box pallet, etc.) including goods and all 
additional materials used for packaging (nets, straps, shoring, etc.).The declared 
weight is a critical element for weight and balance calculations  and flight safety 
issues related to the aircraft. Depending on the type of aircraft and country of 
production concerned, (military) operators use a weight indication either in 
kilogram (kg) or pounds (lb). As 1 kilo equals 2,205 pound and the correct 
understanding of the weight of individual ULDs and the total load is vital, only 
actual checked weights are to be entered. 

19. Number and contents A complete and accurate description of the cargo shipped is mandatory. Plain 
text and/or reference numbers related to the air waybill, a serial shipping 
container Code (SSCC), bill of loading, voucher or similar documents may be 
used.  
The information provided shall allow a shipment to be identified and checked by 
competent authorities and must meet the minimum requirements specified in 
(inter)national legislation and/or other regulations (import/export references, 
dangerous goods, live animals, etc.). 
Information related to security, health and safety, including special handling 
instructions, that benefits the handling of a shipment by the ground handling 
organization may be provided. As long as the minimum requirements concerning 
the cargo are met, additional information may be added to meet other needs. 
Examples: 
Dangerous goods (DG); Dangerous goods are to be specified according the IATA 
dangerous goods regulations or the applicable military regulations. When 
dangerous goods are shipped, reference statements should be made on the 
manifest; 
UN number(s), including hazard class/division (some nations require text in red). 
“Dangerous goods as per attached shipper’s declaration”. 
“Dangerous goods as per attached shipper’s DGD – Cargo Aircraft Only”. 
Carbon dioxide/dry-ice (UN1845) used for cooling perishable shipments must be 
clearly indicated on the manifest as this might affect the health and safety of 
personnel unloading an aircraft (displaces oxygen in a closed aircraft hold). 
Vehicles are classified as dangerous goods. If they cannot be unloaded by being 
driven (damage), this must be stated on the manifest to allow the ground 
handling organization to make necessary arrangements. 
Note: Information regarding dangerous goods loaded on board an aircraft are listed on a 
notice to captain (NOTOC). All legal requirements, international, state and operator 
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variations regarding the use of the NOTOC when special cargo is involved must be 
observed. 
Mail: A mail shipment is considered a priority item and special handling 
instructions related to security and rapid treatment apply. If mail is transported, 
it must be clearly indicated on the manifest. The manifest must also state how 
many packages are involved and its final destination.  Customs: The reference 
number(s) of import/export documents that belong to the cargo shipment 
should be entered on the manifest. 
Special handling instructions: If any special handling instructions should be taken 
into consideration in the handling of a shipment (loading, unloading, 
warehousing, etc.), ground handling agencies are advised to provide this 
information on the manifest. 
Additional information: To meet national requirements, additional information 
may be provided in the “number and contents” field of the manifest. Action 
must be taken, however, to ensure that the document remains legible and that 
the data provided does not lead to confusion. Examples: 
• position of the ULDs in the cargo hold of the aircraft (if known) 
• number of the ATR 
• number of items packed together in/on a consolidated package (ULD) 
• consignee of the packages 
Note: The manifest is considered a shipping document between airports. Excessive data 
that is irrelevant for this purpose can easily lead to misinterpretation and induce other 
risks. Only information that constitutes added value is therefore advised to be 
manifested. Further details can be found in underlying documents (air waybill or similar 
document) referred to on the manifest and accompanying the shipment.  

20. Total number of items(this 
Page) 

Insert the sum or total number of items of outer packages presented on this 
page of the manifest. It must be listed to enable a clear view to be obtained of 
the total number of packages or consolidated shipments (e.g., ULD, box pallet, 
etc.) specified. 
Note: When the electronic manifest is used, this number is automatically generated. 

21. Final number of items (all 
pages) 

Insert the sum or total weight of the outer packages presented on this page of 
the manifest. It must be listed to enable a clear view on the total weight of the 
packages and/or consolidated shipments (e.g. ULD, box pallet, etc.) specified. 
Note: When using the e-manifest this number is automatically generated.  

22. Final Number of items (all 
pages) 

Insert the sum or total number of items presented on all the pages of the 
manifest. It must be listed to enable a clear view to be obtained of the total 
number of outer packages and/or consolidated shipments (e.g., ULD, box pallet, 
etc.) specified. 
Note: When the electronic manifest is used, this number is automatically generated. 

23. Final Weight (all pages) Insert the sum or total weight of the items presented on all the pages of the 
manifest. It must be listed to enable a clear view to be obtained of the total 
weight of outer packages and/or consolidated shipments (e.g., ULD, box pallet, 
etc.) specified. 
Note: When the electronic manifest is used, this number is automatically generated.  
The correct gross weights listed on the manifest are critical elements for weight 
and balance calculations, aircraft loading position (load plan) and related flight 
safety of the aircraft and its crew. Only checked weights are to be used. 
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24. Weight indication  Insert the weight indication used on the manifest.  
The correct weight indication is a critical element for the weight and balance, 
loading position (load plan) and related flight safety of the aircraft and its crew. 
Depending on the operator, a weight indication in kilograms (kg) or in pounds 
(lb) is to be used. As 1 kilo equals 2.205 pounds, a correct understanding of the 
weight indication used is essential and is therefore to be manifested. To prevent 
misinterpretation and to enhance flight safety, only a single weight indication 
shall be used (either kilo or pounds). This weight indication is used on all pages 
of the manifest.  
Note: When the electronic manifest is used, the applicable weight indication (kg or lb) is 
only to be selected on the first page. It is subsequently presented on all pages of the 
manifest. 

25. Manifest prepared by Insert the name, initials and rank of the person who is responsible for the 
preparation of the document and the correct representation of required 
information. 
Note: When the electronic manifest is used, the data is only to be entered on the first 
page. It is subsequently presented on all pages of the manifest.  

26. Signature The person who prepared the manifest must enter their signature and state that 
the manifested air cargo, as specified, complies with the applicable regulations, 
that only actual/checked weights are used and that all security and safety 
regulations are complied with.  
A stamp of the sending station may be added to authenticate the signature. 

27. Manifest items loaded Once the cargo is loaded on board an aircraft, the responsibility for the shipment 
is transferred to the loadmaster. As proof that the manifested cargo has been 
transferred in good order and accepted on behalf of the captain of the aircraft, 
the loadmaster must sign the document by entering his name, rank and 
signature.  
Note: A signed copy of the manifest shall remain at the station of departure. The 
dedicated ground handling organization (or similar body) is responsible for ensuring that 
it is distributed in due time to every other agency as required by national regulations and 
to the station of destination of the aircraft. 

28. Manifest items received Once the cargo has been unloaded from the aircraft, the responsibility for the 
shipment is transferred to the ground handling agency (or similar body) at the 
station of arrival. If damage or other irregularities are found, they must be noted 
on the manifest and relevant stakeholders are to be informed. 
As proof that the manifested cargo has been transferred in good order, no 
damage or other irregularity is and the shipment is accepted, a representative of 
the ground handling agency (or similar body) must sign the document, entering 
his name, rank and signature.  
Note: A signed copy of the manifest shall remain at the station of arrival. The dedicated 
ground handling organization (or similar body) is responsible for ensuring that it is 
distributed in due time to every other agency as required by national (import/export) 
regulations and, on request, to the station of departure of the aircraft. 
Note: An electronic version of the manifest that assists users with automated features is 
available. The electronic manifest is designed in such a way that the document can be 
used in many different ways for a wide range of events that can arise during air cargo 
shipping. Loose items, single ULDs or a shipment that consists of several ULDs can be 
manifested. It provides users with a high degree of flexibility for meeting national 
requirements concerning the manifesting of air cargo based on an international standard. 
By using the electronic manifest, the author is assisted by a number of operations that are 
carried out automatically. For the benefit of harmonization, a number of default values 
are embedded in the document. If the default provided does not fit the requirement, new 
values can be added to a specific document. These values are related to fields specified 
below. A full explanation of the manifest can be found in the index that is part of the file. 



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

145 | P a g e  
2025 Version 3.0 

  



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

146 | P a g e  
2025 Version 3.0 

GG.   Notification To the Captain (NOTOC) 
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Number Item Explanation 

1. Organization Force structure, ground handling organization or similar body on whose 
authority the NOTOC has been drawn-up. Example: BAF, FAF, GAF, RNLAF 

2. Station of loading Insert airport of departure (aircraft loading) by ICAO code. 
3. Station of unloading Insert airport of destination (aircraft unloading) by ICAO code. 
4. Manifest number Insert the unique number of the air cargo manifest (preferably ATMO or other 

national mission number). 
5. Date Insert the date of departure of the aircraft (format dd-mm-yyyy). 
6. Aircraft registration (1) Insert aircraft type. 
7. Aircraft registration (2) Insert aircraft tail number. 
8. Prepared by (in print and 

signature) 
Insert the name and signature of the person authorized to prepare the 
document and responsible for ensuring that the required information/load data 
on special air cargo is correct. 

9. Aircraft commander (in print 
and signature) 

 Name and signature of the aircraft commander 

10. Slip crew Aircraft commander 
(in print and signature) 

Name and signature of the slip crew aircraft commander. It is to be used only in 
case of aircrew change; in which case the new aircraft captain is obliged to sign 
that he is aware of the special cargo on board the aircraft prior to take-off. 

11. Loaded as shown Name and signature of the loadmaster. 
12. UN or ID number Insert UN or ID number (ICAO) of the dangerous goods. 
13. Proper shipping name – PSN 

(for dangerous goods), 
content and description (for 
other special cargo) 

Insert proper shipping name (ICAO) or content and description of other special 
cargo. In case of explosives or ammunition insert NEQ per ULD and total to the 
NOTOC. When explosives or ammunition are on a mixed ULD, insert NEQ per 
package, total per ULD and tot of the NOTOC. The technical name associated 
with the PSN is not required to be recorded. 

14. Class or Division, for class 1 
compatibility groups 

Insert Class or division of the dangerous goods (ammunition class 1 compatibility 
group) 

15. Sub Hazard Insert subsidiary hazard (ICAO) of dangerous goods 
16. Number of packages Insert number of packages used. 
17. (net)Quantity per package Insert net quantity per package in either kilograms or liters (example 15KG or 4L) 
18. UN packing group Insert UN packing group (ICAO). 
19. IMP code Insert applicable Inter change Message Procedure (IMP) code. 
20. CAO (Y/N) Insert an “Y” if dangerous goods are allowed to be transported by cargo aircraft 

only – CAO, otherwise insert a “N”. 
21. Drill code Insert the applicable drill or emergency code. 
22. ULD ID number Insert identification number of the ULD (example AKE 96002 GAF) in/on which 

the commodity is packed. 
23. POS/CTP Insert the position of the ULD after it has been loaded onto the aircraft. 
24. Page numbering (1) Insert the number of this particular page of the NOTOC. 
25. Page numbering (2) Insert the total number of pages the NOTOC consists of. 
26.  Note 1: The template is available as an electronic (excel) document, and the latest edition 

is available on the EATC server. 
Note 2: The most common Interchange Message Procedure (IMP) codes are listed on the 
front side. A list of aircraft emergency response drill codes/letters is provided on the back 
of the template. Drill codes and amplified incident checklists can be found in the current 
edition of ICAO’s Emergency Response Guidance (DOC 9481 AN/928). 
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HH. Laissez-Passer 
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Number Item Explanation 

1. Name Name and first name of the deceased 
2.  Died Date of death 
3. At Place of death 
4. Cause State cause of death (if possible) 2 and 3 
5. Age At the age of 
6. Date of birth Date and place of birth (if possible) 
7. Means of transport The body is to be conveyed whit what means 
8. From Place of departure 
9. Via Route 
10. To Destination 
11. Done at Point of debarkation 
12.  On The date of the transport  
13. Signature Signature of the competent authority 
14. Stamp Official stamp of the competent authority 



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

153 | P a g e  
2025 Version 3.0 

  



 EATC 
GROUND OPERATIONS DOCUMENT CATALOG 

154 | P a g e  
2025 Version 3.0 

II. Live Animals Declaration / Certification 
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Number Item Explanation 

1. Mark as applicable Mark the applicable checkbox. 
2.  Number of packages or 

containers used 
Insert the number of packages and/or containers used for 
shipment of the listed species. 

3. Type of container used Insert the type of package and/or container used (See current Live 
Animal Regulations). 

4. Description of species and 
numbers 

Insert the description and (scientific and common) names of the 
animal and the quantity of animals shipped. 

5. Name and title of signatory Insert name and title/rank of person who prepared/signed the 
shipper’s certification. 

6. Place and date Insert place and date the shipper’s certification is prepared and 
signed. 

7. Signature Signature of person who is responsible for preparing the shipper’s 
certification. 

8. Air waybill / ATMO number Insert the number of the mission (Air Transport Mission Number or 
similar national mission number) that will conduct the transport. 

9. Airport of departure Insert the departure airport name. 
10. Airport of destination Insert destination airport (arrival). 
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JJ. Container Packing Certificate (CPC) 
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KK.   ULD Control Message (UCM) 
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Number Item Explanation 

1. Station departure (OUT) Station of departure (by ICAO) sending the ULD. 
2.  Nation or nationality The use of this field is only mandatory if two or more ground 

handling units are at the specified station (by ICAO). Fields are not 
used when nations participate in a Combined Air Terminal 
organization (CATO). 

3. Station arrival (IN) Station of arrival/final destination of the ULD (by ICAO). 
4. Nation or nationality Use of this field is only mandatory if two or more ground handling 

units are at the specified station (by ICAO). Fields 
are not used when nations participate in a Combined Air Terminal 
organization (CATO). 

5. Mission identifier (e.g. ATMO) The number of the ATMO or similar national freight service 
document, related to the movement of the reported assets. 

6. Date of transfer Date of movement of the reported assets. 
7. Ground handler / Point of 

contact data 
If assets are left at a station where there is no EATC ground 
handler, a local ground handler/point of contact (POC) should be 
provided at the location this to allow the ULD Control Centre to 
arrange the preparation and execution of movement (if required). 

8. ULD details Detailed information regarding the assets is required to allow 
identification of the ULD and to determine what action is required 
based on the report. Every ULD must be identified by type, serial 
and / or owner. Use of a unique code consisting of these three 
elements in a fixed format, benefits the management of EATC stock 
levels, station stock control and repositioning/retrieval of assets to 
the rightful owner. Use of this identification method is therefore 
highly encouraged. 

9. Status  The field must be used if the reported asset is not considered 
airworthy (serviceable). The field may remain blank if the reported 
ULDs are serviceable and usable (not reserved/blocked).  Note: The 
status "RES" indicates that a serviceable asset has been received at 
a location, but is temporarily unusable (e.g. still loaded with cargo, 
planned for other mission, etc.). EATC will not plan this asset for 
other activities or make any arrangement for repositioning 

10. Number The number of assets reported. For individual reporting this 
number is always “1” (and may therefore be left blank). For 
collective reporting this number may vary from “1“ to “999”. 

11. Remarks Special information (events) related to one or more of the reported 
assets that restrict future usability should be explained. Example: 
net on PCM94002GAF missing; AKE01259NAF severe damage, etc.). 

12. Info Mark checkbox when report is issued only to provide information 
on the location of an ULD and/or related equipment and no 
repositioning action is required. 

13. Action Mark checkbox when report is issued to ensure the sharing of 
information on the location of an ULD and/or related materials and 
repositioning of the reported assets is requested. Note: To clarify 
the intent of a report, always mark info or action checkbox. 

14 POC data (local) The point of contact (POC) at a location responsible for filling in the 
ULD Control Message must be entered. 
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LL. International Load Summary Sheet front (ILSS)   
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International Load Summary Sheet  back 
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MM. Drained/purged or cleaned declaration  
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 Quick reference Cards 

A.  Unit Load Devices (ULD) markings 
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B. Compatibility group Dangerous Goods 
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C. Compatibility Chart Class 1 
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D. Hazard labels classes 1 to 9 
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E. Handling labels 
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F. UN packing codes  
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G. Measurements convert 
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H. Handling code table (Description to IMP) 
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I.   Shoring calculation 
Shoring is lumber, planking, or similar material used to protect the aircraft cargo floor or pallet 
surfaces. It decreases the approach angle of aircraft ramps, protects airport parking ramps, 
spreads weight over a larger area, or keeps pallets off the ground. Shoring is very important. It 
can make the difference between carrying or not carrying a given piece of equipment or load. 
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J.   Aircraft Load Factors 
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K.   Weight spread calculation 
To determine how much shoring to use for a given load, compare the area of contact between 
the load and the shoring to the area of contact between the shoring and the aircraft cargo floor. 
To calculate the contact area of rectangular loads, multiply the width of the item by its length.  

Assume that a plank is 2 inches thick. A box resting on it is 12 inches long by 6 inches wide. The 
area of contact between the box and the plank is 6 times 12 inches, or 72 square inches. Extend 
imaginary planes down and out from the edges of the bottom of the box through the plank at 45-
degree angles. Where these imaginary planes meet the cargo floor, the area of contact will be 
10 times 16 inches, or 160 square inches 

In this case, the area of contact has increased by 122 percent, or more than doubled. When 2-
inch-thick shoring is used, the area over which the load is distributed is enlarged by a 2-inch 
border all around the area of contact of the load and the shoring. This border is as wide as the 
shoring is thick. If the shoring is 1 inch thick, the load bearing border added is 1 inch wide; if the 
shoring is 3 inches thick, the load bearing border added is 3 inches wide, and so on. Generally, 
using shoring thicker than 4 inches is not practical. The relation between the width of the border 
and the thickness of the shoring applies to all shoring. 
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