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Antwerp, January 13, 2016.

MESSAGE TO THE INDUSTRY 
SUBJECT: ADJUSTMENTS AWDC - DIAMOND OFFICE.

As of January 2016, a number of changes will take place concerning the Diamond Office:

1.	 NEW PROXY CARD

The current Diamond Office proxy card needs to be replaced. As of January 27, 2016, we offer you the opportunity 
to pick up a new card. In order to receive this new card, the Proxy Letter in annex must be signed by the manager 
(two business managers in case of a company). Please include a color copy of the identity card/passport of the 
manager(s) and the mandate holder. The Proxy Letter not only arranges access to Diamond Office, but also the 
authorization to collect and/or deliver goods and to sign documents.

In order to perform the transition to the new proxy card in an efficient manner, we ask you to make an appointment 
as soon as possible as of January 27 by calling 03/222.07.52 or by mail at the following address: DOProxy@
awdc.be. You may always contact us personally at the front desk in the AWDC entrance hall. This is possible every 
working day from 9 am to 12:30 pm and from 1:30 to 5 pm.

2.	 INVOICE TERMS AND CONDITIONS

The invoice Terms and Conditions have been updated. In annex we provide you with two copies. May we ask the/a 
manager of the company to sign one copy “For receipt”? Please send us the signed copy together with the above-
mentioned Proxy Letter.

3.	 INTRASTAT DECLARATION THROUGH ONEGATE

On a monthly basis, AWDC submits to the National Bank of Belgium the lntrastat Declaration for the intra-
community shipments that you declare at Diamond Office. As of January 2016, AWDC will use the National Bank 
of Belgium’s new Internet application, OneGate. In order to do so, we have included in annex the form: “Power of 
attorney for access to OneGate electronic returns”. May we request that you fill out this form and send it back to 
us together with the above-mentioned Proxy Letter and invoice Terms and Conditions before the end of January 
2016? If we have not received this authorization, we cannot submit the declaration, and thus you will have to 
submit the lntrastat declaration yourself.

For more information, we refer to the website www.awdc.be (Doing Business in Antwerp - lntrastat declaration).

4.	 OPDRACHTBLAD (INSTRUCTION SHEET) EXPORT AND IMPORT

In order to avoid delays, fines or even confiscation of goods, we would like to make sure that we forward your 
declaration properly. Therefore, as of February l, 2016, we will use a standardized Instruction Sheet, called, 
Opdrachtblad, for import, just as we do for export. The layouts of the Opdrachtblad for import and the 
Opdrachtblad for export are aligned with one another. May we ask you to check these documents thoroughly 
before signing them?
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We would like to take this opportunity to draw your attention to a new clause in the Opdrachtblad 
for export concerning the confirmation of exit by Customs when your shipment leaves the EU. This 
confirmation is extremely important because it is your proof that your goods were exported, and 
therefore may be sent/sold with exemption from VAT.

You can consult everything again electronically on our website www.diamondoffice.be.

Thanking you for your cooperation,

Kind regards,

Manuella Merckx 
Chief Officer 
AWDC Diamond Office

Attachments:
-	 Proxy Letter
-	 Invoice Terms and Conditions in duplicate
-	 Power of attorney for access to the OneGate electronic returns
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MANDATORY LETTER
THE UNDERSIGNED
(TWO REPRESENTATIVES IN CASE OF A COMPANY) (THE ‘MANDATOR’)

NAME MANDATOR   .........................................................................................................................................

COMPANY   ........................................................................................................................................................

FUNCTION   .......................................................................................................................................................

NAME MANDATOR   .........................................................................................................................................

COMPANY   ........................................................................................................................................................

FUNCTION   .......................................................................................................................................................

1.	 hereby declares (declare) that the following person (the ‘mandate holder’) is allowed access to 
Diamond Office in the name of the above mentioned company and/or person:

Please encircle your choice: YES / NO

2.	 hereby declares (declare) that the mandate holder is allowed to collect goods from or offer goods 
to Diamond Office in the name of the above mentioned company and/or person for the purpose of 
import and export or dispatch:

Please encircle your choice: YES / NO

3.	 hereby declares (declare) that the mandate holder is allowed to sign all documents concerning 
registration at Diamond Office and all documents for the purpose of import and export or dispatch:

Please encircle your choice: YES / NO

NAME MANDATE HOLDER   ...........................................................................................................................

FIRST NAME MANDATE HOLDER   ................................................................................................................

A color copy of the front and back of the identity card or passport of the mandate giver(s) and the mandate holder 
is enclosed. Diamond Office has the right to verify that the color copy is legitimate.

This mandatory letter is prepared in accordance with the Belgian law and fall under the exclusive jurisdiction of the 
courts o f Antwerp

Date: ........................................  Place: .....................................   Date: ......................................   Place: ....................................

Signature mandator(s): ...........................................................   Signature mandate holder: ..................................................
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