Recommendation 1

UNITED NATIONS LAYOUT KEY

FOR TRADE DOCUMENTS

This recommendation presents the United Nations Lay-
out Key for trade documents, the rules for the location of
codesusedinthiscontext and explainsthe United Nations
System of Aligned Trade Documents.

Work oninternational trade facilitation is pursued by the
ECE Working Party assisted by a large number of inter-
national organizations, each responsible for specia as-
pects of atrade transaction.

Co-operation between the ECE and UNCTAD secretari-
ats is especially close in this respect; and the present
publication isdistributed in the joint series of documents
issued by the two secretariats for information on interna-
tional trade facilitation work.

The present versions of the Recommendations on the
Layout Key and the L ocation of Codes were adopted by
the Working Party on Facilitation of International Trade
Procedures at its thirteenth session in March 1981.

At the thirteenth session of the Working Party, repre-
sentatives attended from:

Austria; Belgium; Bulgaria; Canada; Czechoslovakia;
Denmark; Finland; France; German Democratic Repub-
lic; Germany, Federal Republic of; Greece; Hungary;
Italy; Netherlands; Norway; Poland; Romania; Sweden;
Switzerland; Turkey; Union of Soviet Socialist Repub-
lics, United Kingdom of Great Britain and Northern
Ireland; and United States of America. Representatives
from Bangladesh, Japan and Kenya participated under
Article 11 of the Commission's terms of reference.

The following specialized agencies and other intergov-
ernmental and non-governmental organizations were
also represented:

Inter-Governmental Maritime Consultative Organiza-
tion (IMCO); General Agreement on Tariffs and Trade
(GATT); European Economic Community (EEC); Cus-
toms Co-operation Council (CCC); Central Office for
International Railway Transport (OCTI); International
Chamber of Commerce (ICC); International Air Trans-
port Association (IATA); International Union of Rail-
ways (UIC); International Organization for Standardiza-
tion (1SO); International Chamber of Shipping (ICS);
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International Federation of Freight Forwarders Associa-
tions (FIATA) and International Railway Transport Com-
mittee (CIT).

. BACKGROUND

1. In Octaober 1960 the Committee on the Devel opment
of Trade of the Economic Commission for Europe de-
cided to set up aWorking Party to examine, among other
things, the possibility of drawing up recommendations
with a view to the possible reduction, simplification and
standardization of external trade documents.

2. TheWorking Party, at itsfirst sessionin August 1961,
agreed that in order to enable national standardization to
proceed in the various countries on similar lines it would
be useful to prepare an international model form which
could contain all the data elements needed in various
external trade documents and to set them out in certain
defined spaces. Having agreed on paper size, form design
principles and the list of items to be included, a draft
model form was prepared and presented to Governments
and interested international organizations for comment.

3. Inthelight of theviewsexpressed and after extensive
consultations with experts, the Working Party in October
1962 agreed to put forward a revised model form drawn
up on the basis of the discussion during that session.

4. At its third session in October 1963, the Working
Party considered the repliesfrom Governments and inter-
ested international organizations, and came to the con-
clusion that the revised model form could be used as a
layout key for the simplification and standardization of
documents used in export trade.

5. During the period 1963 to 1969 decisions or recom-
mendations to align various internationally-established
documents to what was then known as the ECE Layout
K ey weretaken by the International Chamber of Shipping
(1963), the International Technical Conference on the
Rationalization of Relations between Banks (1963), the
Universal Postal Union (1963), the Customs Co-opera-
tion Council (1965), the International Federation of
Freight Forwarders Associations (1967), the Central
Office for International Railway Transport (1967) and
the International Road Transport Union (1969). During
this period, aligned series of forms based on the ECE
Layout Key wereintroduced in several member countries
of the Economic Commission for Europe.
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6. In April 1969, noting the progress made in the inter-
national acceptance of these documents, the Economic
Commission for Europe adopted Resolution 4 (XXIV),
recommending, inter alia, “that consideration should be
given to the ECE Layout Key whenever documents used
in connection with international trade are being de-
signed”. The Commission also drew the attention of the
Economic and Social Council to the practical value of the
work of simplification and standardization of procedures
and documentsfor international trade and the desirability
of coordinating that work on a world-wide basis.

7. Following these recommendations, many countries
created facilitation bodies to pursue this work at the
national level. Coordination of the facilitation work on a
world-wide level was provided through the setting up of
a separate secretariat unit in UNCTAD (United Nations
Conference on Trade and Development), having the
extension of theapplication of theLayout Key totheother
regions of the world as one of its main activities.

8. Since the Layout Key was adopted in 1963, rapid
progressin the field of automatic data processing (ADP)
and data transmission has caused some concern that the
development of documentation proceduresto match new
techniques might result in incompatibility between sys-
tems applied in various areas of the world, and also that
the Layout Key might not be suitable for ADP applica-
tions. Onthe basisof experiencein several countriesand
organizationsit was confirmed, however, that the Layout
Key System wasindeed suitablefor these applications as
well as for traditional methods, and it was felt that it
would be justified and appropriate to recommend it as a
common basis for the presentation of documents for
international trade, whether these documents were to be
processed by automated or by traditional, non-automated
methods.

9. InthiscontexttheWorking Party notedthat documents
used in international tradeincreasingly served asabasis
for input into ADP systems or were obtained from such
systems. It therefore came to the conclusion that the
information contai nedintradedocumentscoul d sometimes
be processed in the most rapid and economic way in ADP
systemsif it were presented in coded form. Rulesfor the
location of coded data elementswere then discussed and
prepared.

10. These developments, and a review of national and
international progress in the alignment of trade docu-
ments, enabled Working Party on Facilitation of Interna-
tional Trade Procedures to adopt, in 1973, two Recom-
mendations: Recommendation No. 1 on the ECE Layout
Key for Trade Documents (confirming the Layout Key
adopted in 1963 and recommending that Governments
and interested organizations pursue their effortsto align
all documents used in external trade with that Layout
Key), and Recommendation No. 2 on the Location of
Codes in Trade Documents.

11. In 1975 an ad hoc Meeting noted that documents
aligned on the ECE Layout Key had already been intro-
duced in many countries outside the ECE region, includ-
ing countries with broad interest in world trade such as
Australia, Japan, and New Zealand, and that the intro-
duction of urgently needed common national systemshad
been facilitated by the availability of an international
standard.

12. In 1978 the Committee on the Development of Trade
noted with satisfaction “that the Layout Key for trade
documents agreed by ECE experts in 1963, and formally
recommended by Working Party on Facilitation of Inter-
national Trade Proceduresin 1973, had reached alevel of
world-wide acceptance that madeit feasible and desirable
torefer toit asthe * United Nations Layout Key for Trade

Documents'.

13. In 1979 the Working Party agreed that the Recom-
mendationonthelL ayout Key shouldbeissuedasaUnited
Nations sales publication and that the text should com-
bine the provisions of the two Recommendations of 1973
referred to above. The Working Party also defined the
overall concept of the“United Nations system of aligned
trade documents” and agreed toincorporate adescription
of the system in the publication.

14. Because of its flexibility of application, it has been
possibletousetheL ayout Key, without change, inawider
context than was anticipated in 1963. However, in the
present version (1981) of the Layout Key, certain changes
in field identifier terminology have been made, reflecting
developmentsin the standardization of dataelements. In
addition, acertain up-dating of the explanatory notes has
taken place.

Il. SCOPE

15. Therecommendation on alayout key for trade docu-
ments aims at providing an international basis for the
standardization of documents used in international trade
and transport and for visual display representations of
such documents.

[1l. FIELD OF APPLICATION

16. The United Nations Layout Key for Trade Docu-
ments, appended to this publication, is intended for
application in the designing of documents related to the
various administrative, commercial, productive and dis-
tributive activities constituting external trade, whether
these documents are completed in handwriting, by me-
chanical means such as typewriters and automatic print-
ers, or by reproduction methods. It appliesto documents
describing individual consignments (or groupage con-
signments, e.g. container loads) rather than documents
listing the total load of a means of transport (e.g. Ship’s
Cargo Manifest); regarding the latter type of document,
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the Layout Key can be applied for the goods description
particulars. Although the Layout Key applies mainly to
documentsusedintradewithgoods, it canalsoinrelevant
parts be applied to transactions not involving goods.

17. TheLayout Key isintended particularly asabasisfor

the designing of aligned series of forms employing a
master document in a reprographic one-run method of

document preparation; it can alsobeappliedfor thelayout

of visual display presentation in ADP applications.

IV. REVIEW PROCEDURES

18. Since a large number of international and national
documents systems based on the Layout Key have been
introduced, a sufficient period of time has to be allowed
before any changes in the Layout Key affecting such
document systems are permitted. It has therefore been
agreed that aperiod of at least three yearswill be allowed
before any amendment enters into force.

V. REFERENCES

Writing paper and certain classes of printed matter —
Trimmed sizes — A and B series, 1SO 216-1975;

Forms design sheet and layout chart, ISO 3535-1977;

Continuous forms used for information processing —
Sized and sprocket feed holes, 1SO 2784-1974.

VI. TERMINOLOGY

19. Some terms used in this publication are defined
below, with the source of the definition indicated within
brackets. “ECE means that the definition originates
within the ECE; “1SO” or “1SO DP’ means that it has
been adopted or proposed for adoption as international
standard; the number is that of the corresponding |SO
standard or draft proposal.

A-sizes: aseriesof trimmed paper sizesas specifiedin SO
216-1974 (1ISO DP 6760). Note: These are paper sizesin
which the relationship of the longer side to the shorter
side of the trimmer paper isequal to theratio between the
diagonal and the side of a square ((2:1 = 1 414:1000).

Addressfield: an areaon aform or envel ope reserved for
a name and/or address (ISO DP 6760).

Character: a member of a set of elements upon which
agreement has been reached and that is used for the
organization, control or representation of data (1SO 2382/
IV-1974; 04.02.01).

Character spacing (“Pitch”): distance between corre-
sponding points of the stroke center lines of adjacent
daatasathesaelire(ISOP6/M). Note: Width
space for office machines.

Code:

1. a set of unambiguous rules specifying the manner in
which data may be represented in a discrete form (1SO
2382/1V-1974; 04.02.07).

2.the representation of an item of data established by a
codeor therepresentation of acharacter seriesestablished
by a coded character set (ISO 2382/1V-1974; 04.02.10).

3.the complete set of coded representations defined by a
code or by a coded character set (ISO 2382/1V-1974;
04.0211).

Code box: an area, within a data field, designated for a
coded data entry (ECE; 1SO DP 6760).

Coded data entry: a data entry expressed in code (ECE).

Column: a field designed for the recording of data in
vertical sequence (1ISO DP 6760).

Data: arepresentation of facts, conceptsor instructionsin
a formalized manner suitable for communication, inter-
pretation, or processing by humans or automatic means
(1ISO 2382/1-1974; 01.01.01).

Data carrier: adatamedium that is designed for storage
and/or transportation of data (ISO DP 6760).

Data entry: data entered on a data carrier (ECE; 1SO DP
7670).

Data field: an area designated for a specified data entry
(ECE).

Descriptive data entry: a data entry expressed in plain
language or in an abbreviated manner (1SO DP 6760).

Document: adatacarrier and the datarecorded onit, that
is generally permanent and that can be read by man or
machine.

Document code: adocument identifier expressed in code
(ECE; 1SO DP 6760).

Document identifier: a text or code that specifies the
function of a document (ECE; 1SO DP 6760).

Document name: the title of a document expressed in
plain language (ECE; 1SO DP 6760).

Field code: afield identifier expressed in code (ECE).

Field heading: afield identifier expressed in plain lan-
guage, full or abbreviated (ECE; 1SO DP 6760).

Fieldidentifier: atext or code specifyingthenatureof the
data in a data field (ISO DP 6760).

Form: adata carrier designed to carry avisible record of
data entries (ECE; I1SO DP 6760).

Forms design sheet: an application of a layout chart,
intended as an aid for the placing of rules and other pre-
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printed matter in the designing of forms containing
margin indicators and a network of lines indicating the
location of printed rules (ECE; cf. 1ISO 3535-1977).

Gripper margin: a margin parallel to an edge of a form
providing space for grippers in printing or duplicating
machines (ISO DP 6760).

I mage area: a predetermined area within which informa-
tion can be entered for subsequent reproduction, storage
or transmission (ISO DP 6760).

| SO-sizes: paper sizes specified in 1SO 216-1975 (ISO DP
6760; cf A-sizes).

Layout chart: a sheet provided with scales and other
indicators conforming to the characteristics of the major-
ity of character-printing machines in general office and
data-processing use (ECE; 1SO 3535-1977).

Layout key: a pro-forma document used for indicating
spacesreserved for certain statementsappearing in docu-
ments in an integrated system (ECE; 1SO DP 6422).

Line spacing: the distance between two adjacent base-
lines (ECE; 1SO DP 6760).

Margin: the space between an edge of the form and its
adjacent image area (ISO DP 6760).

Master: adocument prepared for the purpose of produc-
ing other documents, by duplicating or copying its data,
completely or in relevant parts (ECE).

One-run method: the use of a reproduction process to
transfer al or part of theinformation recorded on amaster
on one or moreforms constituting an aligned series (ECE;
ISO DP 6760).

Ordinal data entry: dataentry intended for identification
of anindividual document or an item, or for classification
and sorting, but not as a quantity for calculation (ECE).

Quantitative data entry: numerical data entry which can
be used as a quantity for calculation (ECE).

Top margin: amargin along the upper edge of the form
(1ISO DP 6760).

Trimmed size: the final dimensions of a sheet of paper
(ISO 4046-1978).

VIl. DESCRIPTION

20. Paper size— The paper sizefor the Layout Key isthe
international 1S0 size A4 (210 x 297 mm, 8 Y3 x 11 %/sin),
with provision for 1SO size A5L (148 x 210 mm) for
certain postal formsand for the equivalent sizes specified
for continuous forms in ISO 2784-1974. In some coun-
tries, particularly in North America, the paper size 216 x
280mm (8%2x 11 in) iscommonly used. Where thissize
is used, alignment can be achieved by maintaining the

same top and | eft-hand margins, which places the layout
in the same relative position vis-a-vis the top and left-
hand paper edges; the resulting common image area
measures 183 x 262 mm.

21. Spacing measurements — The basic spacing meas-
urements of the Layout Key (/s in or 4.24 mm for line
spacing and Y10 in or 2.54 mm for character spacing)
correspond to the line and character spacings utilized in
the majority of machines used for completion of forms,
such as typewriters, computer high-speed printers and
other automated character-producing equi pment and al so
with optical character recognition devices.

22. Margins and design principles — A top (gripper)
margin of 10 mm and a left-hand (filing) margin of 20
mm have been reserved. The design is based on 1SO
3535-1975 “Forms Design Sheet and Layout Chart”,
using standard columnwidths suitabl ef or pre-set standard
tabulating positions.

23. Designconsiderations— Generally, thedesign of the
Layout Key isbased on the “box design” principle. Care
has been taken to place recipient addresses in an area
acceptable to postal authorities for use with window
envelopes. In placing the other dataelementsincludedin
the Layout Key, consideration has been given to argu-
ments of a technical, legal, commercial, administrative
and practical nature put forward by thevariousinterested
partiesconsulted. Anareafor “freedisposal” at thelower
part of the format is intended to cater to more particular
needs in individual applications.

24. Application principles — The following principles
apply for thedesigning of formsonthebasisof the Layout

Key:

24.1. Dataelementsspecified inthe Layout Key should
be placed in the corresponding space in the form under
design.

24.2. Data elements not specified in the Layout Key
should be placed in the “free disposal area’.

24.3. Dataelementsspecified in the Layout Key but not
required intheform under design can be disregarded and
the corresponding space used for other purposes in the
same way as the “free disposal area’, as set out in 24.2
above.

24.4. The use of the area for free disposal (any space
made available under point 24.3 above) may be subject to
particular design considerations if the form is to be
included in an aligned series or otherwise used in aone-
runapplication. Beforeany “in-house” dataelementscan
beincludedinareproducible master at company level, the
designer hastotakeinto account, and placeintheir proper
locations, all relevant items appearing in any interna-
tional, sectoral or national layout key or standard form
which would apply to the aligned series under design.
Only such annotations, stamps and similar entries which
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are made after the initial one-run completion of the form
can be placed without these considerations.

24.5. If any free spaceisused for the expansion of other
datafields, it should be taken into account that this may
create problems for trading partners whose automated
office procedures might be based on aligned documents.
If they receive documents containing data fields larger
than those set out in the United Nations Layout Key or in
related data standards, they may be unable to accommo-
datethe corresponding dataentriesintheir own systems;
in that case appropriate measures should be taken for co-
ordination between trading partners concerned.

25. The field identifiers in the Layout Key indicate the
general nature of the information to be contained in the
fields. Thedatafields can befurther sub-divided observ-
ing certain practices which have emerged in the devel op-
ment of various international documents. As examples,
it is possible to provide space for the exporter’ sagent in
the bottom part of the exporter field, thefield for transport
details can be sub-divided to accommodate the various
data elements specifying places of the itinerary, modes
and means of transport, etc. The depth of the “goods
description” areacan be adjusted to the average need by
raising or lowering the dotted line asrequired. The order
canbereversed betweenthetwo datael ementssets” gross
weight — cube” and “net quantity — value”.

26. If, when drafting a document in accordance with the
Layout Key, thereisany doubt about whichdeviationsare
permissible within the framework of the Layout Key, itis
advisable to contact either the national facilitation body,
if any, or the secretariat of the Economic Commission for
Europe, or UNCTAD’s Special Programme on Trade
Facilitation (FALPRO) both in the Palais des Nations at
Geneva, Switzerland.

VIIl. DATA ELEMENTS

27. Thefield headingsof theLayout Key arelisted below.
Theremarksareintended to explain the nature of the data
to be entered in the corresponding data fields.

Consignor (Exporter)
Thisfieldisintended to show the nameand address of the

sender of goodsor the originator of thedocuments, asthe
case may be.

Consignee
Thefield for the name and address of the consignee has

been located in conformity with international postal
specificationsso asto allow theuse of window envel opes.

Notify or delivery address

If in maritime transport the goods are consigned “to
order”, anotifying address may be required. If not, this
space can be used for specifying the address where the

goods are to be delivered, if it differs from the (mail)
address of the consignee.

Transport details

This field is reserved for a description of the transport,
including placesinvolvedinthechain of transport, modes
and means of transport, etc.

Date, Reference No., etc.

If not otherwise specified, “date” meansthe date of issue
of the document in which it appears. The reference
number is a number or designation preferably common
throughout each set of documents. It can bethe same as
order number, invoice number, etc. In this field, other
datesand numberscan beentered, either at thetimeof the
completion of document, or later in the procedure by
parties to whom the documents are handed over. The
sequence of these items can be modified.

Buyer (if other than consignee) or other address

Often goods are sent to one address and documents to
another. Insuch cases, the consigneefieldisused for the
goods address required, inter alia, in transport docu-
ments, whereasthealternativeaddressfieldisusedfor the
address to which documents, such as invoices, are sent
(buyer’ saddress).

Country details

Information on country of origin, country whence con-
signed (country of provenance) and country of destination
may berequired for statistical and other purposes. If any
of theseitemsare not required, the spaceleft may be used
for other purposes, e.g. indication of licence number; it
can also —in such cases — be added to the field for terms
of delivery and payment.

Terms of delivery and payment

This space may be freely used for the purpose indicated,
normally specifying time of delivery, terms of delivery,
terms of payment, insurance details, etc.

Shipping marks and container numbers

Thisfieldisintended for the particularsneeded to identify
goods (and freight containers) and to relate them to the
documents, preferably in accordance with the UN/ECE/
FAL Recommendation No. 15, “ Simpler Shipping Marks”.
If goods are marked with the consignee address, this
should beindicated by an expressionsuchas“ Addressed
toconsignee”, or preferably —by entering thefull address
asshown onthe goods.

Number and kind of packages

No particular column width has been reserved for these
data elements, as it would have to be wide enough to
accommodate a maximum number of packages which
would only rarely appear and would thus, in more cases,
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unnecessarily reducethespacefor descriptionof goods. It
isrecommended that atyping layout be used that clearly
separates this information from the goods description.

Description of goods

This field is intended for a description of the goods in
common trade terms, if possible using terminology of the
applicable Customs or freight tariffs. For detailed speci-
fications of articles, the “free disposal” area should be
used.

Commodity number

When appropriate the applicable number of the relevant
statistical commodity list or Customs tariff should be
given, since at least the first digits of these numbers are
in most cases used globally.

Grossweight (mass)

The gross weight (mass) is intended for transport and
other cargo-handling purposes. It is shown in the same
column as net quantity, but can be separated by using a

“tier” layout or otherwise by placing it on another level.

Cube

This field is intended for indicating the cubic space
required for the goods under transport. It should be
located beside the gross weight.

Net quantity

This column shows net weight and supplementary quan-
titiesrequired, inter alia, for statistical purposesas speci-
fied in the relevant commodity list or Customs tariff.

Value

Thisindication of valueisintended mainly for statistical
purposes. |nmost countriesexport statisticsarebased on
FOB value and import statistics on CIF value.

Free disposal

This area can be used at discretion for such additional
information as cannot be accommodated within the speci-
fied fields. Individual space requirements determine the
exact location of the dividing dotted line.

Authentication (Signature)

Besides signature or other proof of authentication, infor-
mation may be entered in this field regarding the place
wherethedocument issigned or otherwise authenticated,
date of authentication, etc.

IX. RULES FOR THE LOCATION
OF CODES

28. In all cases where document codes, data field codes
(tags) and coded data entries are to be shown in docu-
ments used in international trade, the following rules for
their location should be applied:

Location of document code:

— The document code should be placed immediately
before the document name or should take its place.

Location of field code (tag):

— If adatafield codeis used, it isimportant to avoid
confusion with coded data entries. The field tag
should therefore be placed before the field heading
(dataelement name) or should takeits place starting
at the top left-hand corner of the data field.

Location of coded data entries:

— Inbox-typedatafields, coded dataentriesshould be
placed in the top right-hand corner of the box. A
short vertical line can be used to separate the code
box from the rest of the data field.

— Incolumn-typedatafields, coded dataentriesshould
be placed in vertical order under thefield code (tag)
and, where necessary, should be preceded by an
ordinal number (item number).

29. When ordinal and quantitative data entries (such as
dates, weights, quantities, values, container number) are
represented in aform which can beused directly ascoded
inputinto ADP systems, itisnot necessary to repeat them
in aspecia code box.

30. Examples of the application of these rules for the
location of codes are given on the previous page.

X. THE UNITED NATIONS SYSTEM OF
ALIGNED TRADE DOCUMENTS

31. TheUnitedNationsLayoutKey servesasthebasisfor
the creation of subsidiary international and national
layoutkeys, internationally or nationally established stand-
ard forms and — ultimately — aligned masters and forms
used at company level.

32. Such“derived” layout keysandformscanbesuccess-
fully aligned only if certain rulesare observed, taking into
account a hierarchic structure of interdependence and
relations on a number of levels, which can be presented
graphically as illustrated below and further explained in
the notesthat follow. Intheillustration, interrupted lines
(---) depict layout keys which serve as the basis for the
design of forms but cannot themsel ves be used as opera-
tional documents, whereas a full line indicates national
masters, to be used for the completion of forms, and
standard or other aligned formsto be used as operational
documents.

33. Inprinciple, no form can be designed without taking
into account the existence of a layout key, master or
standard form at a higher level; conversely, it would be
possiblefor acompany to design an aligned form directly
on the basis of the United Nations Layout Key if there
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Examples

DOCUMENT CODE

710 B LL G- LAO NG or 710

Bl LL G-LAD NG

BOX TYPE DATA FIELDS

Field heading: Field code:

Dt e of docunent BN
Descriptive entry: Coded entry:

930205

5 February 1993

Final document:
BN [Dateof docunent 930205

5 February 1993

COLUMN TYPE DATA FIELDS

1492 82600t ai ner Nb. 8154ntai ner | 7224 N\b. 6292 @G oss Wi ght

Item Ty Sze of packages

001 EACUL234567 1020 1 8 050

002 EFQUB902345 2040 1 3 100

003 | JKU6789012 1540 1 5 200
Ordina entries Quantity entries

(Sorting) (Identification) (Classification) (Calculation)

NOTE: The examples are given asillustrations only and do not specify any precise dimensions for the various
boxes and columns. Numeric identifiers (tags) from the ECE/UNCTAD Trade Data Elements Directory
are used as examples of field codes.
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were no applicable mandatory layout keys, masters or
standard forms on the intermediate levels.

34. In the following paragraphs the levels illustrated
abovearedescribed and exampl esgiven of applicationsat
theselevels.

I nternational specialized or sectoral layout keys

35. These are intergovernmental or non-governmental
standards (mainly optional) which present data elements
in accordance with the United Nations Layout Key and
direct the layout of further data elements common to the
specia application or sector for which the layout key is
intended.

36. Specialized or sectoral layout keys serve asthe basis
for the design of aligned forms for use in a special
application or sector, and are suitable for a one-run
system.

Examples

— Aligned Invoice Layout Key for International Trade
(UN/ECE/FAL/Rec. No. 6, 1976);

— ICS Standard Bill of Lading (1972);

— CCC Layout Keys for Goods Declarations (1965,
1977).

Aligned international standard forms

37. These are internationally-established forms (mostly

Lhi ted Nati ons
Layout Key

| NTERNATI ONAL APPLI CATI ONS

APPLI CATI ONSAT GOMPANY LEVEL:

mandatory) which present data elements in accordance
withtheUnited NationsL ayout Key, and direct thelayout
of further data elements required in relevant treaties,
conventions, protocols, and similar agreements. These
formsdo not, in principle, permit any deviation in design.
Models of standard forms are often included in such
agreements and are named in accordance with the docu-
mentary function which they fulfil.

Examples

— Rail Consignment Note (1980) under the CIM Con-
vention;

TIR Carnet (1975);

GSP Caettificate (1971);

Movement Certificate EUR 1 (1975).

National layout keys

38. These are nationally-recommended standards (man-
datory or voluntary) which present data elements in
accordance with the United Nations Layout Key (taking
into account relevant specialized and sectoral layout keys
and standard forms), and which direct the layout of any
further nationally-required data elements with a view to
establishing national aligned series of trade documents.

39. National layout keys (with or without national series
of aligned forms) are often adopted asNational Standards

Inerrstiod
S andardForm
Ntiod
Mist er
Nti odl
S andar d Form

Gonpany nasters and forns
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by national standards bodies; they may be prescribed by
government regulation for certain applications.

Examples

— “Tradedocumentation: Layout K ey for thedesigning of
forms’ (Swedish national standard SIS 614110, 1970);

—“Unified System of Documentation. System of docu-
mentation on foreign trade. Standard Form”. (USSR
State Standard, GOST 6.2-1973)

National masters

40. These are nationally-recommended standards
(mandatory or voluntary) which present data elementsin
accordance with the United Nations Layout Key (taking
into account relevant specialized and sectoral layout keys
and standard forms) and which include further required
data elements. They serve asthe basisfor aligned series
of tradedocuments; copiesof masterscan beused directly
for the production of documents: such copies are called
“master forms’. National masters(with or without national
series of aligned forms) can be adopted as National
Standards by national standards bodies; they may be
prescribed by government regulation for certain
applications.

Examples

—“United States Standard M aster for International Trade’
(National Committee on International Trade Docu-
mentation, 1970);

—“Master Document” (Indian Institutefor Foreign Trade,
1978).

Aligned national standard forms

41. Thesearenationally standardizedformswhichpresent
data elements in accordance with the United Nations
Layout Key and which are adapted to the needs of the
relevant country.

42. National standard forms are often based both on
national layout keys/mastersand on specialized or sectoral
layout keys, and are designed for use within an aligned
series of trade documents.

Examples

— National Customs entry forms;
— National Standards for commercial invoices.

Aligned company masters and forms

43. In practical applications, a company using the one-
runmethod for compl etion of tradedocumentsestablishes
acompany master to cover all relevant forms needed for
atradetransaction. In countries where a national master
has been established, the master form can, inprinciple, be
used asthecompany master. Theformsneeded for atrade
transaction include - in addition to mandatory interna-
tional and national standard forms - a number of other
forms, adapted to the particular needs of the company
concerned, with company name and logotype pre-printed
and sometimes reflecting other company characteristics.
Thedetailed design of these” company forms” islefttothe
discretion of theissuing company. Some formsintended
for general application, such as commercial invoices,
bills of lading, etc., are commercialy available in aligned
neutral versions.
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United Nations Layout Key for Trade Documents

IConsi gnor  ( Exporter) Dat e;

Reference No. etc.

IConsi gnee Buyer

(if other than original consignee) or other addresg

Notify or delivery address

Country whence consi gned

ICount r

y of origin Country of destination

ITransport details Ter ns

of delivery and paynment

IShi ppi ng marks; Container No.|Nunber & kind of packages; GCoods description

Comodity No. [Goss weight

Cube

Pl ace and date of issue;

Aut henti cati on
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