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[YOUR NAME]
[Your position title]
[Your Branch/Program]
[if external to AAD provide institution details]

Phone: 
Mobile: 
Email: 

ATTENTION: 
DEPARTMENT OF AGRICULTURE 
AND WATER RESOURCES

To whom it may concern,

[GREAY HIGHLIGHT = READ AND DELETE / ADD DETAILS AS REQURED: This is a generic template that attempts to provide a basis for a sample declaration for a wide range of sample types. Replace all grey highlight sections throughout this letter with your own information that applies to your sample consignment. Delete any sections that are not relevant to your samples. Adapt the text below to suit what you are importing and what your permit conditions specify you must declare. Read your Import Permit/BICON case thoroughly and use exact wording provided wherever appropriate (this will help Quarantine staff match up your samples with your permit and its conditions). Some permits just ask you to “describe the goods being imported”, but others will require specific statements about e.g. where samples were sourced and/or preservation or treatment details etc – see examples at end. Be specific and include clear statements (using the wording provided in the Import Permit/BICON case to demonstrate your samples meet all import requirements) - make it easy for clearance assessor to match the information provided here with that contained in the Import Permit/BICON case.] 

Samples consignment, HBOL (eCon) number [your eCon number], [your voyage/flight number/year] of description: [text you entered in eCon ‘Item Description’ field – not ‘Description of Consignment’ field]. Samples are being imported under Permit [ten digits] or BICON Case Description [name]. The samples are described as: [exact wording from Import Permit; use “Description” text if provided on the permit, otherwise use “Permit Conditions” text. For imports under a BICON case, use “Import Scenario Definition” [exact wording from BICON case document]. In both cases, it is OK to omit irrelevant words, but don’t add words]. Samples are destined for end use: [exact wording from Import Permit/BICON case].
   
The samples were collected [brief description of e.g. collection location/s, date/s, etc]. The samples are packaged as required by the import permit/BICON case in [e.g. new clean containers – provide description (make sure it matches the package information you provided in eCon) i.e. container types, number, volume, quantity etc – be careful, some permits have specific restrictions e.g. “no greater than 20 mL or 20 g for each individually packaged unit”] and are labelled as specified by the import permit/BICON case with [e.g. a yellow “Quarantine” label, the HBOL (eCon) number, the import permit number or BICON case name etc, check your permit conditions to make sure your labelling is as required by the permit. Some permits require labels such as “in vitro use or in vivo use in laboratory organisms only”]. The samples are stored [e.g. frozen at -18C or preserved in 70 % ethanol, etc]. 

The destination for these samples is Approved Arrangement (AA) [e.g T1239, AAD cold storage facility or T0068, AAD Wild Bld Laboratories - make sure you use an AA (previously known as a QAP) that is listed on your Permit and matches that provided in your eCon. Imports under a BICON case are permitted to be imported to any destination]. 

[This above section meets the generic permit requirement to provide a description of the goods being imported, but some samples will need further information to allow quarantine clearance staff to be satisfied that the samples are ok to be cleared. The onus is on you to provide clear statements describing how your samples meet the requirements specified in the Import Permit/BICON case. Some common examples where additional information is required are provided below, but YOU MUST CHECK YOUR PERMIT/BICON CASE details and provide in your declaration any relevant statements specific to your samples – be thorough now to avoid delays later: 
· Preserved animal tissues must declare: “The tissues have been preserved (fixed) by treatment with 70% alcohol or 10% formalin or 4% formaldehyde or a minimum of 2% glutaraldehyde”. Delete text for methods that are not applicable. The samples do not have to be in the preservative at the time of importation, but you must state when and how they were previously preserved.  
· Some animal tissue samples must declare: “The samples were sourced from the Antarctic only” but may be sourced from any Antarctic and Southern Ocean region.
· Antarctic moss, lichens or algae must be treated via ultralow freezing at -70°C for seven consecutive days. If the samples have received this treatment prior to importation (recommended), you must provide relevant details in your declaration. E.g. “All samples were stored in an ultralow freezer at -70°C for seven consecutive days, from [start date] to [end date] at location [e.g. Casey Station laboratories]”. This sample type must also provide a). A list of specimens in the consignment (id at lease to genus level), b). For material to be incorporated into a reference collection, a link to either the herbarium accession numbers or collectors’ details/identifiers (e.g. the accompanying loan listing), and c). A declaration that the specimens are not pathogenic and were inspected prior to packaging and found free from live insects and excess soil and are not knowingly infected with potentially viable pathogenic micro-organisms. 
· BICON Case imports will need a clear description of how and why the samples meet the case (e.g. sample type, quantity limits, clean of soil and other biosecurity risk and/or meets standard preservation methods). Ensure the wording in your declaration exactly matches that provided in the BION case, as is appropriate to your samples. 

Yours sincerely,

[Your signature]


[Your name]

[Date]



Instructions:
1. Complete all grey highlighted fields & delete content not relevant to your samples (including this final page, when you’ve finished with it).
2. SAVE AS > PDF (if you have an electronic copy of your signature, you can paste it into the signature field of this documents BEFORE you save as PDF, otherwise, print and sign and scan to get a signed electronic copy).
3. Attach a hard copy of your signed declaration to each sample outer package (behind a Sample cover sheet; download requires AAD login) along with a copy of the Import Permit / BICON case and any other required documentation as per the import permit or Dangerous Goods requirements etc. 
4. Email a copy of the completed declaration to cargo@aad.gov.au, with the subject field labelled “[Your eCon number] sample declaration”. Keep a copy for your own records – in case the declaration becomes separated from your samples in transit.]    

Further information:
· Guidelines for consigning samples, including links to templates such as this document, are provided here: http://www.antarctica.gov.au/living-and-working/travel-and-logistics/cargo-and-freight/types-of-cargo/samples
· If you have access to the AAD intranet, copies of AAD Import Permits are available for download here: http://intranet.antarctica.gov.au/workspaces/science/sample-management/import-permits
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