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Diplomatic Bags

	Introduction
	Diplomatic bags are picked up and delivered to various embassies and Consulates around the world.  The carriage of official documents in Diplomatic Bags supplied by the originating Embassy or Consulate is governed by the conditions of Article 27 of the Vienna Convention 1961.  Under this authority, properly identified Diplomatic movements are granted immunity from inspection or delay by the carrier or regulatory authority throughout the journey.


	Purpose
	This briefing note will clarify the operational handling of Diplomatic shipments.


	Scope
	Worldwide.


	Responsibility
	It is the responsibility of Area / Country / Depot Managers to ensure that all personnel within their areas / countries / depots are immediately made fully aware of the correct procedures for handling Diplomatic shipments.


	Effective Date
	Immediately.


	Diplomatic Bags Identification Tags
	TNT Express will supply Diplomatic Bag identification tags to the sending Embassy or Consulate. It is the responsibility of the Embassy/Consulate to seal each Diplomatic Bag, and to sign and stamp an identification tag for attachment to each Diplomatic Bag.   

Besides identifying the status of these bags, the tags also bear the direction “Do not open, detain or delay”.


	Diplomatic Bag Tape
	It is the responsibility of the origin depot to place the Diplomatic Bags inside separate double transparent plastic mother bags for each destination.  These transparent plastic mother bags are to be sealed and special TNT Diplomatic Bag tape applied.

NOTE:
These transparent plastic mother bags are essential for the secure movement of this traffic through the network. The Diplomatic Bag tape repeats the direction “Do Not Open”.  

The authority for the carriage without let or hindrance is certified by the

Embassy tag on the official Diplomatic bag inside the transparent 

mother bag.  

This must be noted in case of inquiry by customs en route.

	
	


	Pick-Up
	The Diplomatic Bags will be collected from the Embassy/Consulate by an appointed Operations member.

At pick-up Diplomatic bags require the following handling.


	Step
	Action

	1
	The appointed driver arrives at the embassy/consulate to collect the Diplomatic Bag.

	2
	In the presence of an embassy/consulate official check the following:

· that each bag has a Diplomatic Bag identification tag signed by the sending Embassy/Consulate applied to it;

· that each diplomatic bag is sealed with the embassy seal.

	Note
	Bags cannot be removed from the vicinity of the Embassy without satisfying these minimum requirements.


	Origin Warehouse
	At the origin warehouse/office, Diplomatic Bags are to be handled as follows: 


	Step
	Action

	1
	After driver debrief, Check-In Counter processing and splitting of the paperwork, isolate the Diplomatic Bags and sort them to each destination.

	2
	Affix consignment note and LAROSE label to each Diplomatic Bag.

	3
	Place Diplomatic Bag into separate double plastic transparent mother bags for each final destination. 

NO OTHER DOCUMENTS OR PACKAGES MAY BE CARRIED INSIDE THESE TRANSPARENT MOTHER BAGS. 

	4
	Seal the transparent mother bags with a TNT security seal and record seal number.

	5
	Apply special TNT Diplomatic Bag tape to the transparent mother bags.

	6
	DO NOT put these transparent mother bags inside any other mother bag.

	7
	Dispatch Diplomatic Bags with normal linehaul.

	8
	Send Diplomatic Bag Pre-Alerts to the next import clearance point indicating the relevant consignment/linehaul details.


	Transit Process
	At transit sites, handle the Diplomatic Bags as follows.


	Step
	Action

	1
	Upon linehaul arrival, process the Diplomatic Bags.

	2
	Notify Customer Service at Origin immediately if there is any delay, damaged or opened bag so that the customer may be advised.

	3
	After departure of the Diplomatic Bag shipment from the Transit site, send Diplomatic Bag Pre-Alerts to the next Transit or import clearance point indicating the relevant consignment/linehaul details.


	Import Customs Clearance
	At the import clearance point, Diplomatic Bags are to be handled as follows.


	Step
	Action 

	1
	Receive the Diplomatic Bag Pre-Alert.

	2
	Prepare for Customs clearance by preparing a clearance form.  The Diplomatic Bags must be manifested as Non-Document Diplomatic Bags.  Also provide the number of bags and declare the contents as “Diplomatic Material”.

	3
	If Customs request Diplomatic Bags be opened, arrange for an Embassy/Consulate delegate to be present during the opening.

DO NOT ALLOW CUSTOMS TO OPEN THE DIPLOMATIC BAGS WITHOUT THE PRESENCE OF AN EMBASSY OFFICIAL!


	Destination
	At destination Diplomatic Bags are to be handled as follows.


	Step
	Action

	1
	Upon linehaul arrival process the Diplomatic Bags.

	2
	Notify Customer Service immediately if there is any delay, damaged or opened bags so that the Customer may be advised.

	3
	Sort the bags to delivery route and deliver as a normal item.

	4
	Report a negative status code to Customer Service at Destination immediately for follow up.  In case of an undeliverable, follow normal procedure (see HOOPM008 - Delivery section of the Depot Operations Manual).

	5
	Immediately after delivery the Driver must contact Dispatch who enters the POD status in the Track & Trace system within one hour so Customer Service can advise the Customer.


Appendix

	Overview
	This section contains samples of the Diplomatic Bag pre alert , the label and the tape.


	Diplomatic Bag Pre Alert
	Below is an example of the Diplomatic Bag pre alert as it is used in SCL, Chile.


	
	[image: image1.png]To: dulce.fernandez
Ce: vesna. Fiedler

Fron:&nane

Date:Rdate

Subject :DIPLONATIC MAIL PREALERT

DIPLONATIC MAIL PRE-ALERT

THE FOLLOWING DIPLOMATIC HAS BEEN PREPARED IN CHILE FOR DIS-
PATCH EX SANTIAGO AS INDICATED.

PLS ASSIST BY ENSUREING THE FOLLOWING STEPS ARE CLOSELY ADHERED
To.

NOTE  : 1.- THE DIPLOMATIC BACS HAS BEEN CLEARLY HARKED AND
UNDER O CIRCUSTANCES ARE THEY TO BE OPENED OR
DETAINED BY EXTHER CUSTONS OR THT.
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ITS ESENTIAL THAT ALL TRANSHIPHENT STATIONS CONFIRN TO SCL
RECIEPT OF AND SUPPLY ONFORMARDING DETAILS FOR EACH SHIPHENT.

DESTINATION STATIONS

P.0.D. IS REQUIERED FROM ALL DESTINATION STATIONS
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	Diplomatic Bag Label
	Below is an example of the Diplomatic Bag label.



[image: image3.wmf] 


	Diplomatic Bag Tape
	Below is an example of the Diplomatic Bag tape.  The colour of the tape is orange.
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