
Please note that in the USA, new US Federal regulations are in place following the events of 11th Sept 

2001, preventing Retired staff from using their Cargo concessions.  Until further notice BA World 

Cargo recommend that a commercial freight forwarding company is used instead. 

 

 
The concession applies to the shipment of: personal property (used personal 
effects and/or recent purchases with a retail value less than £600) of the former 

staff member only. You  

• must personally deliver your goods to the origin station and must 

personally collect the goods from the destination station.  
• must be named as both shipper (sender) and consignee (recipient) on the 

air waybill (see glossary).  
• may be asked to support statements on costs for recent purchases by 

submitting sales invoices to local customs authorities at destination  

Eligible former staff are entitled to:  

• an annual cargo concession of 250kg chargeable weight (see glossary) per 

person per year for their own use to a station on BA's network (this 
excludes oneworld partners or BA-franchise carriers)  

• a rebate of 90% of the applicable Air Cargo Tariff (TACT) rate 

The cargo concession is not available to family members or staff travel 

companions. 

 
Exceptions - the following goods cannot be accepted as cargo concessions:  

• perishable products, medicines and foodstuffs, livestock, dangerous goods 

and high value (Secure) shipments cannot be accepted as cargo 
concessions  

• motor vehicles and specialised products requiring licensing or specific 
export criteria or any goods that local authorities define as banned or 

restricted  

In no circumstances may former staff cargo concessions  

• exceed 250kgs chargeable weight in a concessional year (April to March)  
• be transferred to a third party  
• be carried forward from one concessional year to another  
• be amalgamated to achieve a chargeable weight in excess of 250kgs for 

any one employee as the sender and/or recipient of the goods  
• be used for resale or for the commercial benefit of a third party  
• be shipped on behalf of a third party 

Failure to comply is a disciplinary offence and may result in the loss of the 
employee’s travel concessions.  
  

Charges at origin and destination 

In addition to the rebated charge of 90% of the applicable Air Cargo Tariff (TACT) 

rate for qualifying staff concession shipments, you should expect to pay a variety 

of charges at both origin and destination. Collect charges are not permitted for 



former staff cargo concessions. At many stations BA World Cargo employs a 

handling agent to collect these charges on its behalf.  
 
Please contact the relevant BA World Cargo worldwide office for more 

information about payment details and local charges and conditions. 
 
Standard charges include: 
For export  

• Air waybill fee (see glossary)  
• Export entry fee - BA World Cargo may be required to collect a fee for 

processing exports  
• Freight charge* - the applicable air cargo tariff (TACT) rate is rebated at 

90% for eligible staff  
• Handling charge* - a standard charge for processing and handling freight 

at origin  
• Security check/X-ray charge* - a standard charge for ensuring the goods 

comply with security requirements  
• Fuel surcharge and exceptional handling charges  

For import  

• Import entry fee - BA World Cargo may be required to collect a fee for 

processing imports  
• Handling charge* - a standard charge for processing and handling freight 

at destination  
• Storage charge* - there is no charge for storage for the first seven days. 

Thereafter, a standard charge for storing freight awaiting collection will be 
levied. The charge varies according to the description of goods shipped 

and the location. Please contact the relevant BA World Cargo worldwide 

office for more information. 

On request  

• Clearing charge - BA World Cargo may clear goods through local Customs 

authorities on behalf of a consignee. Charges for this service are in 

addition to any tax or duty levied by the local customs authorities.  
• Delivery charge* - BA World Cargo may be able to arrange for goods to be 

delivered, if required. A charge is made for this service. 

*The calculation for these charges is based on the chargeable weight (see 
glossary). 
 

How to deliver and collect goods 
 

Delivering Goods For Export 

For local information, please contact the relevant BA World Cargo worldwide 
office for more information when sending goods.  

It must be the employee who presents their goods to be shipped under their 

cargo concession at the originating station, as presentation of these goods by a 
third party will not be accepted for carriage.  
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At many destinations, BA World Cargo employs a handling agent to accept goods 

for carriage on its behalf.  

Before making any purchases, first confirm with the relevant BA World Cargo 
worldwide office for any local restrictions eg bulky or electrical goods that cannot 

be security screened (x-rayed) at the export cargo office; restricted or prohibited 

goods.  

Before setting out to the export cargo office, you should:  

• complete the cargo concession form in triplicate 
• pack the goods securely, as packaging materials are not provided  
• label the goods clearly with your full name, address and contact details at 

the destination station. This will enable BA World Cargo or its agent to let 

you know when your goods have arrived  
• remember to take your BA ID that shows your staff number and passport 

or photo-driving licence as proof of identity.  

At the export cargo office at the origin station (including at Heathrow):  

• you must display your BA ID that shows your staff number as proof of 

identity  
• you must present three signed copies of the cargo concession form  
• your goods will be weighed and security screened (X-rayed) and a security 

certificate issued  
• the chargeable weight (see glossary) will be entered on the cargo 

concession form  
• an air waybill (see glossary) will be prepared and you will asked for a full 

and accurate description of the goods to be shipped. The air waybill will 

show that that you are both the sender (shipper) and the recipient 

(consignee) of these goods.  
• EXCEPT for charitable concessions when the employee is 

shown as the shipper and the charity as the consignee  
• the air waybill number is entered on the cargo concession forms  
• the export charges are calculated  
• you must pay all export charges by cash, credit card or debit card, 

according to local regulations. Please refer to the relevant BA World 

Cargo worldwide office for more information  
• you will receive a printed copy of the air waybill, a receipt and a copy of 

the cargo concession form with the chargeable weight and air waybill 

number for your personal records.  

The goods will be moved on the first flight with available space. 

 

Collecting Goods For Import 

For local information, please contact the relevant BA World Cargo worldwide 

office for more information about importing goods, including payment options. At 

many destinations, BA World Cargo employs a handling agent to collect these 
charges on its behalf.  

As consignee you will be informed at the earliest opportunity when your goods 

have arrived.  
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Before you can collect your goods, they must first be cleared by the local 

Customs authorities and any tax or duties paid.  

Once they are cleared, go to the import office at the destination station, then  

• display your BA ID as proof of identity  
• pay all import charges according to the local regulations. Please refer to 

the relevant BA World Cargo worldwide office for more information  
• collect your goods 

Exporting from the UK 

The procedure for exporting cargo concessions at Heathrow is the same as for 

offices worldwide. However, there is a limit on the value of personal goods for 
export from the UK. The retail value must be less than £600.  

London Heathrow (LHR)  

Customer reception at BA World Cargo's Premia building, see LHR map 

(appendix 1). Opening times 0800-2000 Monday to Sunday  

External tel 08457 222 777 option 1 / Internal 54377 / Fax 020 8738 4871 / 
Email Callcent Callcent.  

London Gatwick (LGW)  

Cargo Terminal  - see LHR map (appendix 2). Opening times 24-hours (avoid 

busy times 0500-0700, 1200-1400 and 2100-2230).  

Tel 01293 462564 / Fax 01293 462169  

It normally takes between 30 and 60 minutes to send goods as staff cargo 

concessions from Heathrow or Gatwick.  

The following charges are levied for every shipment:  

Air waybill fee (see glossary) 
 
Export entry fee - There is no export entry fee for freight destined within the 
European Union. An export fee is collected for freight destined outside the 
European Union  
 
Freight charge* - The applicable air cargo tariff (TACT) rate is rebated at 90% for 
qualifying staff 

 
Handling charge* - A standard charge for processing and handling freight at 
origin  
 
Security check/X-ray charge* - A standard charge for ensuring the goods comply 
with security requirements 
 
Fuel surcharge and exceptional handling charges*  
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*The calculation for these charges is based on the chargeable weight (see 

glossary).  

Importing into the UK 
 

Collecting Goods Imported Into UK 

At the import cargo office in the UK, you must  

• show your ID as proof of identity  
• take a note of the air waybill number (see glossary)  

to  

• LHR - Customer reception at BA World Cargo (see LHR map – appendix 1) 
• LGW – BA World Cargo at the cargo terminal (see LGW map – appendix 2)  

 
Before BA World Cargo can release any goods, a number of charges must be 
paid. Payment can be made by cash or by credit or debit card (no cheques).  
 
The following charges are levied for every import shipment:  

 
Clearing charge – on request 
BA World Cargo or its appointed agent may clear goods on behalf of a consignee. 

These charges are in addition to any tax or duty levied by the local customs 
authorities.  

 
Import entry fee 
BA World Cargo in the UK collects an entry charge for goods imported from 

countries outside the European Union.  
 
Handling charge* 
A standard charge for processing and handling freight at destination 
 
Storage charge*  
BA World Cargo makes a charge for storing freight shipped as a cargo concession 
for every day after the first seven days 
 
Delivery charge* - on request  
BA World Cargo may be able to arrange for goods to be delivered, if required. A 
charge is made for this service. 

 
*The calculation for these charges is based on the chargeable weight (see 
glossary). 

 

Clearing Goods in the UK 

All goods imported into the UK must be cleared through HM Revenue & Customs 
before they can be released to the consignee (recipient).  

 
For recent purchases, you must supply receipts to be presented to HM Revenue & 



Customs before the goods can be cleared.  
 
Goods must be cleared by an agent on your behalf, for which a charge will apply. 

At Heathrow, you must appoint BA World Cargo as your agent.  
 
At LHR contact BA World Cargo to clear goods tel 0208 738 4142.  
At LGW the following agents will clear goods on your behalf:  

• Kingscote Services tel 01293 568988, fax 1293 569001  
• Gatwick Expeditors Management tel 01293 567643, fax 01293 568479 

Once the goods have been cleared, they are ready for collection. 
 

Hints and tips when sending cargo 

From feedback received from members of staff, BA World Cargo has compiled the 
following hints and tips when using staff cargo concessions. 
 
BA World Cargo concessions apply to BA mainline flights only. This excludes 

franchise partners and oneworld carriers. To ship to destinations beyond BA's 

network expect to pay all charges in full. 
 
Government regulations in the USA prohibit former employees from using their 

cargo concessions to import/export goods.  

Please contact the relevant BA World Cargo worldwide office for more 
information about:  

• whether the goods you wish to ship can be imported into the destination 

country  
• payment details - not all stations accept cheques, for instance 

Perishable products, medicines and foodstuffs, livestock, dangerous goods and 
high value (Secure) shipments cannot be accepted under cargo concessions. 
 
Motor vehicles and specialised products requiring licensing or specific export 
criteria or any goods that local authorities define as banned or restricted cannot 

be accepted under cargo concessions.  
 
The former employee must:  

• complete the cargo concession form in triplicate  
• take your ID and the three copies of the form with your goods (securely 

wrapped and clearly labelled) to the export cargo office at the originating 

station  
• at the export cargo office, display your ID and present the goods. Goods 

presented by a third party will not be accepted for carriage  
• collect your goods at the destination station and show BA ID that details 

your staff number (collection of the goods by a third party is not 
acceptable and the goods will not be released)  

The following information is required on an air waybill (see glossary):  
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• your name, address and contact telephone or mobile number so that we 

can contact you once the shipment has arrived at its destination  
• a full and accurate description of the goods to be sent, as this will expedite 

customs clearance at destination 

 
It is your responsibility to keep a record of their shipments to ensure that you do 
not exceed your allowance of 250kgs chargeable weight (see glossary) in a 

concessional year (April to March).  

 
The following restrictions apply to the movement of goods under cargo 

concessions. You must not:  

• transfer the concession to a third party (this includes family members who 

are excluded from this concession)  
• carry the concession forward from one year to another  
• amalgamate the concession with another employee to send more than 

250kgs either as sender or recipient of the goods  
• use the concession for resale or for the commercial benefit of a third party  
• use the concession to ship goods on behalf of a third party 

Failure to comply with these restrictions is a disciplinary offence and may result in 
the loss of your staff travel concessions. 

 

Glossary 
Air waybill A bill of lading that covers both domestic and international 

flights transporting goods to a specified destination. This 

is a non-negotiable instrument of air transport that serves 
as a receipt for the shipper, indicating that the carrier has 

accepted the goods listed and obligates itself to carry the 
consignment to the airport of destination according to 

specified conditions. 

BA mainline station A station that is served directly by a BA-operated flight.  

Cargo Any commodity being transported 

Chargeable weight  Also known as volumetric weight, chargeable weight is 

used when the space a package takes on an aircraft may 

cost more than its actual weight. 
 
For instance; a bag of feathers would take up a great deal 

of space in an aircraft cargo hold, but due to its light 
weight, the airline would earn little revenue from their 

carriage if charged solely on the actual weight.  

It is an international cargo convention to charge on the 

weight or volume, whichever is greater.  

Volumetric is calculated using the formula length x width x 
height in centimeters / 6000 = volumetric weight in 

kilograms rounded up to the nearest 0.5kg. 

Consignee The person to whom the shipment is to be delivered. For 

former staff cargo concessions, this is the former 
employee.  



Export To transport goods to another country 

Handling charge A standard charge for handling and processing freight 

Import To buy goods from another country 

Shipper The person or company who is usually the supplier or 

owner of commodities shipped. Also called ‘consignor’. For 

staff cargo concessions, this is the employee. 

 
 
 

 


