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Waybill Fill In Guideline 

 

4 Copies of Waybill: 
 
 The waybill consists of 4 copies, colouring in black, blue, red and green 

accordingly (below is how the waybill looks like). 
 

1st copy: S.F. Express (Pickup)     2nd copy: S.F. Express (Delivery) 

 
 

3rd copy: Receiver           4th copy: Shipper 

 

 

 There are 9 sections of the waybill: 1. Shipper’s Information,  
2. Receiver’s Information, 3. Description of Contents, 4. Payment, 5. Bill 
Duties/Taxes To, 6. Shipment Details, 7. Valued-added Services, 8. Charges 
and 9. Signature. 

 Shipper is required to fill in sections 1, 2, 3, 4 and 9 only. 
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Fill in the waybill: 
 
1. Shipper’s Information (Fill in by shipper) 
 “Shipper’s Name”, “Contact No.” and “Address” are required. 
 Fill in “Company Name”, “Customer Account No.”, “Shipper’s Tax ID” and 

“Postal Code” if applicable. 

Remarks: 

1. Shipper’s name must be provided in full. 

2. Full and clear address is required, P.O.Box is not accepted. 
3. If it is a personal shipment, “Company Name“ can be left empty; if it is a company shipment, 

“Company Name” should be provided in full. No abbreviation or dummy address is accepted. 
4. Credit account customer should fill in “Customer Account No.”.   

 

 
2. Receiver’s Information (Fill in by shipper) 
 “Receiver’s Name”, “Contact No.” and “Address” are required. 
 Fill in “Company Name”, Receiver’s Tax ID”, “Postal Code” , “City”, 

“Province/State” and “Country/Region” if applicable. 
Remarks: 

1. Receiver’s name must be provided in full. 

2. Full and clear address is required, P.O.Box is not accepted. 
3. If it is a personal shipment, “company name“ can be left empty; if it is a company shipment, 

“company name” should be provided in full. No abbreviation or dummy account is accepted. 
4.  “City”, “Province/State”, “Postal Code” and “Country/Region” are required for all shipments to 

China and oversea countries. 

 

 

 

 

If Applicable 

 Required 

Required 

Required 

If Applicable 

 
If Applicable 

 Required 

 

Required 

Required 

 

If Applicable 

 

If Applicable 

 

If Applicable 

 

If Applicable 

 

If Applicable 

 If Applicable 

 If Applicable 
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3.  Description of Contents (Fill in by shipper) 
 “Commodity Description”, “Quantity/Unit”, “Unit Value”, “Value”, “Total Value” 

and “Currency” are required, shown as below: 
 Fill in “Reference No.” and “Country of Origin” if applicable. 

Remarks: 

1. Specific and detailed “Commodity Description” is required. General, abstract, short or digital 

descriptions are not accepted. 

2. The “Currency” must be shown as “HKD”, “MOP”, “USD” or “RMB”. 

3. The “Currency” must be shown as “USD” for all international shipments (including Taiwan). 

4. Shipper can provide the “Reference No.” with a maximum of 24 characters, such as shipping 

numbers or codes if desired. 

5. Shipper must fill in “Country of Origin” for all international shipments (including Taiwan). 

 

 

4. Payment (Fill in by shipper) 
 Shipper should select payment method and fill in the waybill according to the 

cases below: 
Case 1: If the shipping fee (excluding Remote Area Surcharge and Residential 
Surcharge) is paid by the shipper in terms of cash, please tick the boxes of 
“Shipper”and “Cash”, shown as below:  
Remark: 

1.“Cash”refers to paid by Octopus Card or credit card. 

 

 

Case 2: If the shipping fee (excluding Remote Area Surcharge and Residential 
Surcharge) is paid by the shipper and billed to the shipper’s credit account, please fill 
in credit account no. and tick the boxes of “Shipper” and “Credit Account“, shown as 
below:  

 

Men's short-sleeved cotton coat 

 

Women's long-sleeved cotton coat 

2 

3 

200 

560 HKD 

8  5  2  1  2  3  4  5  0  1 

360 

100 

120 

If Applicable 

 

If Applicable 
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Case 3: If the shipping fee (excluding Remote Area Surcharge and Residential 
Surcharge) is paid by the third party and billed to the third party’s credit account, 
please fill in the third party’s information (including credit account no., full name, 
company name, contact no. and the code of S.F. Express Service Center), and tick the 
boxes of “Shipper”, “3rd Party” and “Credit Account”, shown as below: 

 

 

Case 4: If the shipping fee (excluding Remote Area Surcharge and Residential 
Surcharge) is paid by the receiver, please tick the box of “Receiver”, shown as below: 

 

 

5. Bill Duties/Taxes To 
 SF staff will communicate with the customer before filling in this section. 

 

 

6. Shipment Details 
 SF staff will communicate with the customer before filling in this section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Lee Tai Man, abc Company, 2415 4778, 852T  

8  5  2  1  2  3  4  5  0  1 
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7. Valued-added Services  
 This section is filled in by SF staff. 
 The shipper should communicate with SF Staff before confirmation on using 

“Shipment Protection Plus" Service (SPP). 

Remarks: 

１. “Shipment Protection Plus" Service (SPP) is an optional valued- added service for shipper. If the 

declared value is HKD 2,001-HKD 25, 000, surcharge will be calculated at 0.6% of the declared 

value. Please click here for details. 

 

 

8. Charges 
 This section is filled in by SF staff. 

 

 

9. Signature (Fill in by shipper) 
 Shipper should sign on the "Shipper' Signature" field and fill in the shipping date 

on the "Date" field, thereby confirming all the information of the waybill. 

 

 

Reminder: 

 The waybill MUST be completed in English for all international shipments 

(excluding Taiwan). Phonetic writing (Pinyin) is not accepted. 

 The waybill is considered as the proof for every shipment, it is recommended to 
use ball-point pen for writing and proper writing is required. 

http://origin.sf-express.com/hk/en/express/SW_standard_express/Shipment_Protection_Plus_Service/

