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1. The Role of the Forwarding Agent 

The role of the Forwarding Agent (FA) is seen as crucial in co-ordinating the call-forward of commodities and 
in securing reliable and competitive liner freight arrangements. Although a substantial volume of WFP's food 
aid moves on charter vessels, about 40 percent of commodities are booked on a liner basis. 

The Forwarding Agents primary role is to act immediately on receiving the Shipping Instruction (SI) and 
coordinate with the commodity supplier to ensure the timely and most economic move of that cargo. In 
addition to performing these liner coordinating duties, the FA may also act as WFP's Charterer's Protecting 
Agent, in accordance with our "Guidelines for World Food Programme's Charterer's Protecting Agents at 
Loading or Discharging Ports". 

As per WFPs standard contract, the supplier will be given 8 days notice of vessel arrival. It is the FA role to 
advise the supplier with the 8 days notice. Based on the RTA (Requested Time of Arrival) (which also will 
define priorities) and the carriers schedules, the FA is to coordinate closely with the supplier and agree on a 
mutually acceptable loading plan. The supplier should honour their commitment to provide the cargo as per 
the agreed dates. 

It should be emphasised that the contractual delivery period (usually 1 month) is in WFP’s option and the 8
days notice can be given prior to the first day.  

WFP shipments are usually on an FOB or FAS basis at the port of export. Other terms may apply, and the SI 
will indicate any variation.  

Insurance is arranged by WFP, and all claims for cargo loss or damage against the carrier are handled 
by WFP’s legal department in Rome. 

FOB Purchases/In Kind Donations: WFP will issue Shipping Instructions (see annex 1) which will indicate 
the delivery period and terms as well as name of seller. The FA then has 3 working days to submit the Freight 
Proposal (see annex 2) (this procedure is further clarified in item 3). Once WFP has approved the freight, the 
FA shall contact the seller/supplier in order to arrange for the delivery of the commodities and the finalization 
of the delivery/loading and shipment of the commodities involved. The FA will also collect and dispatch the 



2 Shipping Guidelines to WFP FAs - Version 6 

documents required. 

The FA is expected to keep WFP duly informed about developments in the port and any other pertinent 
information which might affect the operation and/or have financial implications on WFP. The FA is also 
expected to propose initiatives, seeking waivers/reductions of dues and/or charges levied by government, port 
or other authorities, directly related to WFP's shipments and/or (chartered) vessels carrying its cargoes. 

Only clean Bills of Lading are accepted by WFP. In no circumstances must the FA issue/sign a letter of 
indemnity to cover any discrepancies. If packages are delivered by the supplier to the place of loading in a 
damaged condition, the supplier should replace such damaged packages with sound ones. If this cannot be 
carried out, timely reconditioning must take place for the account of supplier, provided such reconditioning of 
the package is carried out. If reconditioning cannot be carried out, damaged cargo must be left behind for 
subsequent replacement by the supplier.  

Purchases on CFR terms: in these instances, it is the seller who will arrange for the sea transport and the 
FA has no involvement. Only in exceptional cases will WFP ask for the FA assistance.  

2. Shipping Instructions 

WFP will issue a Shipping Instruction and send a copy to the relevant FA (see annex 1). The SI will indicate 
all relevant information required in order for the FA to complete his duties. This includes the shipment terms, 
the supplier/donor, the delivery range at the load port, Consignee, Notify party etc. 

No WFP shipment may take place without prior instructions from Rome.

Each shipping instruction is numbered with an 8-digit number (this number will change to the 10 
digits when WINGSII is introduced in July 2009. Please ensure that any communication to Rome and 
consignees carries this as a reference. 

3. Liaison 

The FA must co-ordinate closely with the supplier, (or in the case of an In-Kind Donation the governmental 
agencies) responsible for the supply of commodities to WFP.  

4. Submission of Liner Freight Booking Proposals 

As WFP has the full overview of its freight requirements, WFP may on occasions make freight negotiations 
and conclude business directly with a shipping line. In such cases, the FA will be advised accordingly and 
finalise arrangements on WFP's behalf. Please note, however, that usual Forwarding Agency Commission
(FAC) still applies. 

The Freight Proposal is a set template (annex 2) and must be completed within 3 working days of the SI being 
issued. The Freight Proposal must cover the entire market. The FA should submit all available freight 
offers for Rome's consideration and include remarks on lines that may not have replied. All mandatory 
fields are to be completed (the mandatory fields are indicated on the template) No WFP shipment may take 
place without the Shipping Instruction having been issued and prior authorisation from Rome. WFP will 
authorise the Freight Proposal within 2 workings days of it being received, bearing in mind that WFPs major 
considerations are quality and reliability of service and economy of freight. When proposing freight, it is not 
sufficient to quote the lowest rate only. The FA must check all carriers that are in a position to lift the 
cargo and advise WFP accordingly. A minimum of 3 offers should be submitted on the Freight 
Proposal.

All Freight Proposals to be send to ots.con@wfp.org

No freight commitment can be made without prior approval of WFP. If necessary, the FA may make 
provisional reservation on suitable liner vessels, but such provisional booking should allow sufficient time for 
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WFP's decision. Any space or equipment constraints should be clearly stated on the Freight Proposal. 
Authorised bookings should indicate that the carrier is able to commit to equipment and space. The carrier 
should honour this commitment to provide the service as per the dates agreed.  

The expected load readiness (shown as a specific date or week) must be clearly indicated on the Freight 
Proposal 

Long-term contracts, negotiations and agreements with shipping lines are dealt with by WFP in Rome. 
Exceptionally, FAs may be requested to make contact on WFP's behalf, and in such cases the FA will be 
informed accordingly. 

All ocean liner freight bookings by the FA on behalf of WFP must be made on the basis of prepaid 
freight Bills of Lading to be issued accordingly. 

Shipments on the basis of direct call are preferred. If, however, transhipment is necessary, the FA must recall 
that WFP requires that freight offers be made on the basis of a genuine carrier's through Bill of Lading, 
preferably issued by the main ocean-leg carrier (not a feeder operator's through B/L), and that the identity of 
both carriers be stated in the freight proposal. 

5. Booking Confirmation (annex 4) 

a. The Booking Confirmation and Sailing Advice take the same form and are to be sent to: 
ots.ops@wfp.org + deu@wfp.org + ot_registry@wfp.org 

b. Place of receipt, loading port, discharge port (and place of delivery in case of the through b/l) must be 
mentioned, where applicable (refer to items 8-11).  

c. Free time for containers and demurrage rate must be mentioned.  
d. Whenever there is a change to the original booking and/or sailing advice, the booking and/or sailing 

advice must be re-submitted with ALL details, highlighting the last change (in other words, not the 
change only).  

e. For easy reference, and to make the advice understandable to all, the heading of each item shall be 
written in full and not limited to the item number 

f. Cargo Readiness date (the specific date when the supplier is actually ready to start loading). 
g. Any reason for delay with the Cargo Readiness date 
h. The Booking Confirmation is to be sent within 2 working days of receiving the authorised Freight 

Proposal. 
i. F.Agents to book cargo and ensure loaded onboard within 10 working days of receiving the 

authorised Freight Proposal. In the case of part shipments, the 1st lot to be loaded with the 10 
working days deadline and subsequent lots to be loaded on a weekly basis (or later intervals if weekly 
sailing not available) 

j. Subject line of the email to contain the following info  Booking Confirmation - SI Number -
Commodity – Liner Booking Number - POL - POD - Recipient Country 
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BOOKING CONFIRMATION   

PLANNED CARGO READINESS DATE:  

 
1 SI & PROJECT NOS. – multiple SIs can be mentioned together when they are booked/shipped 

on the same vessel. Always mention suffixes (C = complete shipment; 
P1, P2 = partial; B = balance). 

2 VESSEL(S) NAME – In case of transshipment, also the name of the vessel which will be 
arriving at port of discharge. If the arriving vessel's name is not 
available at the time of booking/sailing, mention the name(s) of the first 
vessel(s), specifying load port; transshipment point(s) must also be 
given. 

3 SHIPPING LINE - shipping line's name 
4 BOOKING DATE – date of the authorised Freight Proposal. 
5 B/L DATE AND PLACE - Only applicable to Sailing Advice.  
6 PLACE OF RECEIPT - place where the cargo is received by the shipping line. This item should 

be mentioned only when place of receipt is different from load port. 
Place of receipt however, should correspond to the place appearing on 
B/L.  

7 LOAD PORT, ETD - load port which appears on B/L + Estimated Time of Departure 
8 DISCHARGE PORT,

ETA -
discharge port on B/L. If there is any on-carriage by the shipping line 
from discharge port to the final place of delivery, the final place of 
delivery must be mentioned under item 9 below.  

9 PLACE OF DELIVERY,
ETA -

place of delivery on B/L. This item is applicable only when there is an 
on-carriage by the shipping line from port of discharge to final place of 
delivery.  

10 COMMODITY - description of the commodity as it appears on the SI.  
11 MTG/MTN, 

booked/shipped 
(strike out either 
booked or shipped) - 

if more than one SI is booked/shipped, mtg/mtn must be split as per SI 
No.  

12 TYPE AND NUMBER OF 
PACKAGES/NUMBER OF 
CONTAINER(S) -

type of packages (e.g. tins in cartons, loose bags, bags on pallets). 
Please mention as precisely as possible as per  B/L. Number of 
containers must always be mentioned, or if more than one SI is 
booked/shipped, number of packages and number of containers should 
be split as per SIs. Use a decimal fraction to illustrate number of 
containers (e.g. 1.7 x 20' for SI 9610001 and 0.3 x 20' for SI 9610002). 

13 FREIGHT RATE,
CHARGES AND 
SURCHARGES,
FROM/TO -

agreed rate plus all auxiliary charges and surcharges. Please mention 
from where to where rate is applicable.  

14 SHIPPING TERMS - describe the agreed shipping term, e.g. FLT, FCL/FCL, FCL/LCL or 
other combinations.   

15 FREE TIME AT 
DISCHARGE PORT,
CONTAINER 
DEMURRAGE -

Free time allowed at port of discharge must be mentioned as well as 
demurrage cost per container per day thereafter. 

16 SHIPPING LINE'S AGENT 
AT DISCHARGE PORT -

full style, address, tel and fax.  
 

17 BOOKING COMMISSION 
TO FA -

booking commission paid by the shipping line. Please bear in mind that 
a maximum of 2.5 percent is allowed. In case no FAC is applicable, the 
FA is entitled to Usd 1.50 per MTG. 

18 TOTAL FREIGHT 
CHARGES.
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6. Sailing Advice (annex 5)

a. The Booking Confirmation and Sailing Advice take the same form form and are to be sent to: 
ots.ops@wfp.org + deu@wfp.org + ot_registry@wfp.org 

b. Place of receipt, loading port, discharge port and place of delivery must be mentioned, where 
applicable (items 8 to 11 refer).  

c. Free time for containers must be mentioned.  
d. Whenever there is a change to the original booking and/or sailing advice, the booking and/or sailing 

advice must be re-submitted as revised with ALL details, highlighting the last change (in other words, 
not the change only).  

e. For easy reference, and to make the advice understandable to all, the heading of each item shall be 
written in full and not limited to the item number.  

f. Cargo Readiness date (the specific date when the supplier is actually ready to start loading). 
g. Any reason for delay with the Cargo Readiness date. 
h. Sailing Advice to be sent with 1 working day of cargo loaded onboard 
i. Subject line of the email to contain the following info Sailing Advice - SI Number - Commodity - -

Liner Booking Number - POL - POD - Recipient Country 
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SAILING ADVICE 

A – ACTUAL CARGO READINESS DATE (IF DIFFERENT FROM PLANNED) 
B – REASON FOR DELAY – DELAYED DEPARTURE DATE FROM LOAD PORT (IF 
DIFFERENENT FROM ETD) 
 

1 SI & PROJECT NOS. – multiple SIs can be mentioned together when they are booked/shipped 
on the same vessel. Always mention suffixes (C = complete shipment; 
P1, P2 = partial; B = balance). 

2 VESSEL(S) NAME – In case of transshipment, also the name of the vessel which will be 
arriving at port of discharge. If the arriving vessel's name is not 
available at the time of booking/sailing, mention the name(s) of the first 
vessel(s), specifying load port; transshipment point(s) must also be 
given. 

3 SHIPPING LINE - shipping line's name 
4 BOOKING DATE – date of the authorised Freight Proposal. 
5 B/L DATE AND PLACE - date when B/L is issued and place where issued. Only applicable to 

Sailing Advice.  
6 PLACE OF RECEIPT - place where the cargo is received by the shipping line. This item should 

be mentioned only when place of receipt is different from load port. 
Place of receipt however, should correspond to the place appearing on 
B/L.  

7 LOAD PORT, ATD - load port which appears on B/L  + Actual Time of Departure 
8 DISCHARGE PORT,

ETA -
discharge port on B/L. If there is any on-carriage by the shipping line 
from discharge port to the final place of delivery, the final place of 
delivery must be mentioned under item 9 below.  

9 PLACE OF DELIVERY,
ETA -

place of delivery on B/L. This item is applicable only when there is an 
on-carriage by the shipping line from port of discharge to final place of 
delivery.  

10 COMMODITY - description of the commodity.  
11 MTG/MTN, 

booked/shipped 
(strike out either 
booked or shipped) - 

if more than one SI is booked/shipped, mtg/mtn must be split as per SI 
No.  

12 TYPE AND NUMBER OF 
PACKAGES/NUMBER OF 
CONTAINER(S) -

type of packages (e.g. tins in cartons, loose bags, bags on pallets). 
Please mention as precisely as possible as per  B/L. Number of 
containers must always be mentioned, or if more than one SI is 
booked/shipped, number of packages and number of containers should 
be split as per SIs. Use a decimal fraction to illustrate number of 
containers (e.g. 1.7 x 20' for SI 9610001 and 0.3 x 20' for SI 9610002). 

13 FREIGHT RATE,
CHARGES AND 
SURCHARGES,
FROM/TO -

agreed rate plus all auxiliary charges and surcharges. Please mention 
from where to where rate is applicable.  

14 SHIPPING TERMS - describe the agreed shipping term, e.g. FLT, FCL/FCL, FCL/LCL or 
other combinations.   

15 FREE TIME AT 
DISCHARGE PORT,
CONTAINER 
DEMURRAGE -

Free time allowed at port of discharge must be mentioned as well as 
demurrage cost per container per day thereafter. 

16 SHIPPING LINE'S AGENT 
AT DISCHARGE PORT -

full style, address, tel and fax.  
 

17 BOOKING COMMISSION 
TO FA -

booking commission paid by the shipping line. Please bear in mind that 
a maximum of 2.5 percent is allowed. In case no FAC is applicable, the 
FA is entitled to Usd 1.50 per MTG. 

18 TOTAL FREIGHT 
CHARGES.
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7. Cargo Documentation

7.1 Bills of lading 

This document must be filled in according to Shipping Instructions and common practice, but a few points 
should be emphasised: 

a. The United Nations World Food Programme via Cesare Giulio Viola 68/70, Parco de Medici, 00148 
Rome, Italy must appear as Shipper or Care of.

b. If freight is based on measurement, the CBM must be stated.  
c. For cargo shipped in containers, both container numbers and seal numbers must be stated.  
d. Three original signed B/Ls.  
e. The SI will often show several Notify Parties. It is important that ALL are shown on  B/L.  
f. WFP prefers one SI per B/L, but if several SIs are booked and shipped as one consignment, please 

remember to indicate quantity as per SI as explained in the Booking Confirmation/Sailing Advice 
(paragraph 14). Multiple Sis can be included on a single b/l if they are for the same Project, 
same commodity, discharge port and Recipient Country. 

g. WFP, as a UN Agency, is normally exempt from payment of dues, taxes and levies. In cases where 
documentation for the commodities are subject to legalisation, the FA is requested to obtain this 
legalisation free of charge. 

7.2. Clausing of Bill of Lading 

a. "FREIGHT PREPAID" must clearly be shown.  
b. For cargo originating from the US - When cargo is booked on break/bulk bases and shipped in 

containers for carrier’s convenience (CCC), the B/L must be claused, "Cargo shipped in containers for 
carraier's convenience (CCC). De-stuffing and Terminal Handling Charges are for shipping lines 
account".  

7.3 Certificates 

For certain commodities, and in conformity with the regulations in certain recipient countries, different types of 
certificates may be required. Should certificates of origin, health, veterinary, radiation, etc. be required, the
request(s) will appear on the SI. It is the responsibility of the supplier to provide these certificates. The 
quantities on the certificates must match the b/l quantity exactly. 

7.4 Despatch of Documents 

Shipping documents must be obtained from the shipping line's agents immediately upon sailing of the vessel 
so that these, together with certificates, can be despatched to consignee. Delay in this despatch can result in 
onerous expenses for WFP at discharge port (e.g. warehouse rent, detention, late documentation charges, 
fines). 3 Original  B/L or L/W are required Distribution is as follows: 

1. One complete set of shipping documents to consignee, consisting of:   
 1 original B/L plus four copies   
 original of each Certificate plus two copies  
 one copy B/L in an envelope marked to the Notify Party at discharge port  
2. One original b/l and copy of certs to WFP in Rome   
3. One original b/l and copy of certs to be retained in FA's office.  

NB: If certificates are issued with only ONE original, the original should be sent to consignee. If original B/Ls 
are requested to be distributed differently from outlined above, SI or special instruction will show this. 
Occasionally, second- and/or third-Notify Party may also require a copy of shipping documents: in such case, 
the requirement will be stated in the remarks section of the relevant SI. 

Shipping documents with certificates to consignee must be sent by courier service. To countries where the FA 
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cannot obtain a confirmation of guaranteed arrival of the courier service. Scanned original b/l to be sent within 
3 working days of loading onboard (b/l date). (The other certificates still need to be scanned as soon as 
possible to WFP) 

In case of short transit time or late certificates, WFP should be contacted beforehand to discuss possible 
alternatives 

7.5 Scanned Documents 

A full sent of the scanned documents (b/l, and certificates) are to be sent within 5 working days to 
ots.ops@wfp.org + deu@wfp.org + ot_registry@wfp.org. Subject line of the email to contain the following info 
Scanned Docs - SI Number - Commodity - Liner Booking Number - POL - POD - Recipient Country 

8. Reports: Weekly Cargo Status Report 

This crucial information is required to enable the Programme to closely track all the pending bookings. This 
must be provided on a weekly basis with more regular update in case of major changes (annex 3) 

9. Settlement of Freight and Submission of Freight Account 

Freight payment is authorised only upon receipt of the FA's covering invoice, which must include all itemised 
expenses, with supporting attachments such as freight invoice from shipping line or its agent, copy of B/L, 
copy of courier voucher and evidence of any other costs which are charged to WFP. 

As an alternative, and whenever the amount of the expenditure warrants it, the FA may send the above 
documentation to Rome by fax or scanned, and payment will be effected. In such cases, however, the invoice 
must be claused as follows: "This is an advance request for remittance. Original invoice and supporting 
documents to follow." 

Invoices should be made out on a "vessel" basis, even when more than one B/L is loaded on the same 
vessel, i.e. one invoice covering all shipments on that vessel. 

Payment will be made to the FA, which, on receipt of our remittance, will promptly release the freight amount 
to the shipping line or its agent.   

10. Remuneration 

1. The FA will receive an FAC from the carrier basis of the custom of the trade to a maximum of 
2.50%, unless otherwise agreed beforehand. In case there is no FAC  from the carrier, WFP shall 
pay Usd 1.50 per MTG shipped 

2. Lumpsum communication fee of Usd 125 per vessel 
3. Any other service such as surveys, couriers etc shall be reimbursed at cost 

 

Annexes 

1. Shipping Instruction (SI)
2. freight proposal template.xls
3. weekly cargo status report.xls
4. BOOKING CONFIRMATION - EXAMPLE.doc
5. SAILING ADVICE - EXAMPLE.doc


