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1) Text Caption : Upon completion of this lesson in the Notice of Arrival/Departure module, you will be able to enter 
traveler manifest information including: 
 

• Aircraft information 
 

• Foreign arrival and departure information 
 

• 24-hour contact information 
 

• Traveler counts 
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1) Text Caption : This module demonstrates how to complete and submit a Notice of Departure.  
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1) Text Caption : The steps to submit a Notice of Arrival and a Notice of Departure are very similar, so upon completion of 
the module, you will be able to submit both forms.  
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1) Text Caption : This module is broken into lessons. To return to a specific section at a later time, select the lesson under 
Submit a Notice of Arrival/Departure from the tutorial Home page.  
 
2) Text Caption: Click Submit link for “Notice of Departure” to begin the Notice of Departure process. 
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1) Text Caption : APGA0062 on the Notice of Departure screen banner is the Sender ID for this training simulation.  
 
Your unique Sender ID will display when you are signed into the live eAPIS.  
 
You must enroll in eAPIS to obtain a Sender ID.  
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1) Text Caption : To submit a Notice of Departure, complete the screens in the order they are presented, beginning with 
the Notice of Departure screen. 
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1) Text Caption : On the first screen, enter basic aircraft and itinerary information for a flight departing the United States. 
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1) Text Caption : The Aircraft Tail Number is the number permanently affixed to the tail of the aircraft. 
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1) Text Caption : The Aircraft Tail Number is the number permanently affixed to the tail of the aircraft.  
 
This field should contain alphanumeric characters only.  
 
Do not include any spaces or special characters. For example, enter XAXXX not XA-XXX. 
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1) Text Caption : For U.S.-registered aircraft, the initial "N" must be included. For example, enter N1234 not 1234. 
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1) Text Caption : In this example, use Aircraft Tail Number N12345 for the flight. 
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1) Text Caption : Next, you will enter the U.S. Departure Information. 
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1) Text Caption : In the Airport field, enter the ICAO airport code of the airport from which you are departing. 
2) Text Caption : Click the arrow to the right of the Airport field to display a list of valid airport codes. 
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1) Text Caption : The List of Airport Codes window opens.  
Clicking the letter that corresponds to your airport code reveals a list of airports and codes. 
 
2) Text Caption : Click Airport Name. 
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1) Text Caption : You can sort codes by airport name if you don't know the first letter of your airport code. 
 
2) Text Caption : Click State. 
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1) Text Caption : You can also sort by state to find airport codes. 
 
2) Text Caption : Click the Close button to return to the Notice of Departure. 
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1) Text Caption : If your airport is not on the list, enter the CBP airport that is closest to your actual departure location. 
 
For this example, use Baltimore/Washington International Airport as a departure location. 
 
2) Text Caption : Type KBWI in the Airport* field and press Tab. 
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1) Text Caption : Type Baltimore in the City* field and press Tab.  
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1) Text Caption : Type MD in the State* field and press Tab. 
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1) Text Caption : Manifests can be submitted for a current or future date. 
 
Use May 13, 2009 as your departure date.  
 
2) Text Caption : Type 05 into the MM Date* field and press Tab. 
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1) Text Caption : Type 13 in the DD Date field and press Tab. 
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1) Text Caption : Type 2009 in the YYYY Date* field and press Tab. 
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1) Text Caption : Type the estimated time of departure for the flight.  
 
Use local time in military format.  
 
In this example, the flight is estimated to depart at 13:30. 
 
2) Text Caption : Type 13 in the HH ETD Local Time field and press Tab. 
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1) Text Caption : Type 30 in the MM ETD Local Time field and press Tab. 
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1) Text Caption : In the Departure Location Description field, you will enter the actual place of departure. 
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1) Text Caption : In the Departure Location Description field, you will enter the actual place of departure. 
 
Use this field if your actual departure location is not on the ICAO list of airports above. 
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1) Text Caption : For example: If you are leaving from North Perry Airport in Hollywood, FL (airport code KHWO), but you 
don’t find KHWO on the list: 
 
Enter in the Airport* field: KFLL, the closest CBP airport to North Perry. 
 
Enter in the Departure Location Description field: KHWO, North Perry Airport, Hollywood, FL. 
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1) Text Caption : Next, you will enter the Foreign Arrival Information. 
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1) Text Caption : The initial information that you will enter in this section is the first foreign port of arrival where the flight is 
scheduled to land.  
 
In this example, use Ponta Delgada, Portugal. 
 
2) Text Caption : Type PRT, the country code for Portugal, in the Country* field and press Tab. 
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1) Text Caption : Type LPPD, the airport code for Ponta Delgada, in the Airport field and press Tab. 
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1) Text Caption : Type Ponta Delgada in the City* field and press Tab. 
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1) Text Caption : Enter the local date that the flight arrives at the arrival airport.  
 
In this example, the flight will arrive the same day, May 13, 2009. 
 
2) Text Caption : Type 05 in the MM Date* field and press Tab. 
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1) Text Caption : Type 13 in the DD Date* field and press Tab. 
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1) Text Caption : Type 2009 in the YYYY Date* field and press Tab. 
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1) Text Caption : Type the estimated time of arrival.  
 
Use local time in military format.  
 
For this example, use 6:35 PM local time. 
 
2) Text Caption : Type 18 in the HH ETA Local Time* field and press Tab. 
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1) Text Caption : Type 35 in the MM ETA Local Time* field and press Tab. 
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1) Text Caption : In the ...intended foreign airport destinations... section above, list in order the ICAO airport codes of 
any foreign airports at which you plan to land after your first foreign landing on this trip. 
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1) Text Caption : In the ...intended foreign airport destinations... section above, list in order the ICAO airport codes of 
any foreign airports at which you plan to land after your first foreign landing on this trip.  
 
For example, you plan to fly: 
from Teterboro (KTEB) in New Jersey 
stop in Ponta Delgada (LPPD) in the Azores for fuel 
drop off your friend in Rome (LIRF) 
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1) Text Caption : In this highlighted section you will enter LIRF and LGAV, the 2 airports following your foreign arrival in 
LPPD, which you have entered as your foreign airport of arrival. 
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1) Text Caption : In summary, initial Foreign Arrival Information (in a Notice of Departure) will contain the Country, 
Airport and City of the first foreign port at which you plan to land. 
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1) Text Caption : Foreign Departure Information (in a Notice of Arrival) will contain the Country, Airport and City of the 
last foreign port from which you depart before entering the U.S. 
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1) Text Caption : In both cases, ICAO airport codes for all other foreign airports on your itinerary will go in the boxes 

highlighted in green above. 
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1) Text Caption : For more information on the ...intended foreign airport destination... fields, you can work through a 
brief practice scenario.  
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1) Text Caption : In this scenario you will practice choosing the correct locations to input into the 

Foreign Departure Information section of a Notice of Arrival. 
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1) Text Caption : You are a pilot departing Rio de Janeiro (SBGL) and landing in Santo 

Domingo (MDSD) to refuel. After refueling, you depart for your final destination, Miami, FL, 
USA (KMIA). 
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1) Text Caption : Note the underlined sentence, “Please list foreign airpo

 

rts landed at within 24 
hours of departure.” In this section, input the ICAO airport code(s) for any other foreign 
airports that have been part of your itinerary within 24 hours of your departure. 
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1) Text Caption : Remember, your foreign departure location is Santo Do

 

mingo (MDSD), where 
you refuel after departing Rio de Janeiro (SBGL). Your final destination is Miami (KMIA).  

 
2) Text Caption : Click the box that includes the correctly completed list of “…foreign airports 

landed at within 24 hours of departure.” 
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1) Text Caption : Correct: Rio de Janeiro (SBGL) is the only foreign airport on your itinerary 

other than Santo Domingo (MDSD), which is already listed above. 
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1) Text Caption : Enter in this field the estimated time and location where you will cross the U.S. border.  
Specify local or Coordinated Universal "Zulu" Time. 
Location can be a description or latitude and longitude coordinates. 
 
2) Text Caption : Type 18:35 local, Atlantic City, NJ in the Estimated time and location of crossing US Border or 
Coastline field and press Tab. 
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1) Text Caption : Next, you will enter 24 Hour Emergency Contact Information including the name, phone number and 
email address (if available) of a third party contact such as a broker, dispatcher, repair shop, or individual who is 
knowledgeable about this particular flight. 

,   52 of 66 
 



M4_NoticeofDeparture1  5/6/2009 

 
Slide46 

 
 
1) Text Caption : Type the name Mechanic in the Last Name* field and press Tab. 
 
2) Text Caption : In this example, use the name Hand E. Mechanic. 
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1) Text Caption : Type the name Hand in the First Name* field and press Tab. 
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1) Text Caption : Type the initial E in the Middle Initial field and press Tab. 
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1) Text Caption : Type the telephone number where someone can be reached 24 hours a day. 
 
2) Text Caption : Type 555-555-5555 in the Telephone Number* field and press Tab. 
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1) Text Caption : Type handyman@wingsrus.com in the Email Address field and press Tab. 
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1) Text Caption : Next, you will enter the number of travelers (crew and passengers) on this flight. 
 
Detailed traveler information will be required on later screens. 
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1) Text Caption : Type 1 in the Crew* field and press Tab. 
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1) Text Caption : Type 1 in the Passengers* field and press Tab. 
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1) Text Caption : The next screen in eAPIS is Aircraft Information.  
 
You will learn how to complete this screen in Lesson 2. 
 
2) Text Caption : Proceed to the next slide for the Lesson 1: Flight Information knowledge check. 
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1) Text Caption : Test your knowledge!  
 
After these instructions, the next slide contains a knowledge check question.  
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1) Text Caption : Test your knowledge!  
 
After these instructions, the next slide contains a knowledge check question.  
 
Choose the best answer to the question. 
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1) Text Caption : Test your knowledge!  
 
Upon completion of the question, you can: 
 
Review your response. 
 
Continue to the next lesson in the Notice of Arrival/Departure module: Lesson 2: Aircraft & Crew Information. 
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Multiple choice 
When submitting a Notice of Departure or Arrival, you: 

 A) Can update any information on your manifest after submitting it to CBP. 
 B) Can enter aircraft, flight and operator information in any order you choose. 
 C) Must submit your manifest on the date of the flight; you may not submit a manifest for a future date. 
 D) Must complete the screens in the order they are presented. 

 
 
1) Text Caption : The correct answer is “D.” When submitting a Notice of Departure or arrival, you must complete the 
screens in the order they are presented. 
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1) Text Caption : This concludes Lesson 1: Flight Information of the Notice of Arrival/Departure module.  
 
The next lesson in this module is Lesson 2: Aircraft & Crew Information.  
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1) Text Caption : Upon completion of this lesson in the Notice of Arrival/Departure module, you will be able to enter traveler manifest information including:


· Aircraft information



· Foreign arrival and departure information



· 24-hour contact information



· Traveler counts
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1) Text Caption : This module demonstrates how to complete and submit a Notice of Departure. 
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1) Text Caption : The steps to submit a Notice of Arrival and a Notice of Departure are very similar, so upon completion of the module, you will be able to submit both forms. 
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1) Text Caption : This module is broken into lessons. To return to a specific section at a later time, select the lesson under Submit a Notice of Arrival/Departure from the tutorial Home page. 


2) Text Caption: Click Submit link for “Notice of Departure” to begin the Notice of Departure process.
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1) Text Caption : APGA0062 on the Notice of Departure screen banner is the Sender ID for this training simulation. 


Your unique Sender ID will display when you are signed into the live eAPIS. 


You must enroll in eAPIS to obtain a Sender ID. 
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1) Text Caption : To submit a Notice of Departure, complete the screens in the order they are presented, beginning with the Notice of Departure screen.
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1) Text Caption : On the first screen, enter basic aircraft and itinerary information for a flight departing the United States.
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1) Text Caption : The Aircraft Tail Number is the number permanently affixed to the tail of the aircraft.
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1) Text Caption : The Aircraft Tail Number is the number permanently affixed to the tail of the aircraft. 


This field should contain alphanumeric characters only. 


Do not include any spaces or special characters. For example, enter XAXXX not XA-XXX.
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1) Text Caption : For U.S.-registered aircraft, the initial "N" must be included. For example, enter N1234 not 1234.
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1) Text Caption : In this example, use Aircraft Tail Number N12345 for the flight.
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1) Text Caption : Next, you will enter the U.S. Departure Information.
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1) Text Caption : In the Airport field, enter the ICAO airport code of the airport from which you are departing.

2) Text Caption : Click the arrow to the right of the Airport field to display a list of valid airport codes.
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1) Text Caption : The List of Airport Codes window opens. 


Clicking the letter that corresponds to your airport code reveals a list of airports and codes.


2) Text Caption : Click Airport Name.
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1) Text Caption : You can sort codes by airport name if you don't know the first letter of your airport code.


2) Text Caption : Click State.
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1) Text Caption : You can also sort by state to find airport codes.


2) Text Caption : Click the Close button to return to the Notice of Departure.
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1) Text Caption : If your airport is not on the list, enter the CBP airport that is closest to your actual departure location.


For this example, use Baltimore/Washington International Airport as a departure location.


2) Text Caption : Type KBWI in the Airport* field and press Tab.

Slide18


[image: image18.png]

1) Text Caption : Type Baltimore in the City* field and press Tab. 
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1) Text Caption : Type MD in the State* field and press Tab.
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1) Text Caption : Manifests can be submitted for a current or future date.


Use May 13, 2009 as your departure date. 

2) Text Caption : Type 05 into the MM Date* field and press Tab.
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1) Text Caption : Type 13 in the DD Date field and press Tab.
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1) Text Caption : Type 2009 in the YYYY Date* field and press Tab.
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1) Text Caption : Type the estimated time of departure for the flight. 


Use local time in military format. 


In this example, the flight is estimated to depart at 13:30.


2) Text Caption : Type 13 in the HH ETD Local Time field and press Tab.
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1) Text Caption : Type 30 in the MM ETD Local Time field and press Tab.
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1) Text Caption : In the Departure Location Description field, you will enter the actual place of departure.
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1) Text Caption : In the Departure Location Description field, you will enter the actual place of departure.


Use this field if your actual departure location is not on the ICAO list of airports above.
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1) Text Caption : For example: If you are leaving from North Perry Airport in Hollywood, FL (airport code KHWO), but you don’t find KHWO on the list:


Enter in the Airport* field: KFLL, the closest CBP airport to North Perry.


Enter in the Departure Location Description field: KHWO, North Perry Airport, Hollywood, FL.
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1) Text Caption : Next, you will enter the Foreign Arrival Information.
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1) Text Caption : The initial information that you will enter in this section is the first foreign port of arrival where the flight is scheduled to land. 


In this example, use Ponta Delgada, Portugal.


2) Text Caption : Type PRT, the country code for Portugal, in the Country* field and press Tab.
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1) Text Caption : Type LPPD, the airport code for Ponta Delgada, in the Airport field and press Tab.
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1) Text Caption : Type Ponta Delgada in the City* field and press Tab.

Slide32


[image: image32.png]

1) Text Caption : Enter the local date that the flight arrives at the arrival airport. 


In this example, the flight will arrive the same day, May 13, 2009.


2) Text Caption : Type 05 in the MM Date* field and press Tab.
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1) Text Caption : Type 13 in the DD Date* field and press Tab.
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1) Text Caption : Type 2009 in the YYYY Date* field and press Tab.
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1) Text Caption : Type the estimated time of arrival. 


Use local time in military format. 


For this example, use 6:35 PM local time.


2) Text Caption : Type 18 in the HH ETA Local Time* field and press Tab.
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1) Text Caption : Type 35 in the MM ETA Local Time* field and press Tab.
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1) Text Caption : In the ...intended foreign airport destinations... section above, list in order the ICAO airport codes of any foreign airports at which you plan to land after your first foreign landing on this trip.
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1) Text Caption : In the ...intended foreign airport destinations... section above, list in order the ICAO airport codes of any foreign airports at which you plan to land after your first foreign landing on this trip. 


For example, you plan to fly:


from Teterboro (KTEB) in New Jersey


stop in Ponta Delgada (LPPD) in the Azores for fuel


drop off your friend in Rome (LIRF)
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1) Text Caption : In this highlighted section you will enter LIRF and LGAV, the 2 airports following your foreign arrival in LPPD, which you have entered as your foreign airport of arrival.
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1) Text Caption : In summary, initial Foreign Arrival Information (in a Notice of Departure) will contain the Country, Airport and City of the first foreign port at which you plan to land.
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1) Text Caption : Foreign Departure Information (in a Notice of Arrival) will contain the Country, Airport and City of the last foreign port from which you depart before entering the U.S.
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1) Text Caption : In both cases, ICAO airport codes for all other foreign airports on your itinerary will go in the boxes highlighted in green above.
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1) Text Caption : For more information on the ...intended foreign airport destination... fields, you can work through a brief practice scenario. 

eAPIS Scenario: Foreign Departure Information
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1) Text Caption : In this scenario you will practice choosing the correct locations to input into the Foreign Departure Information section of a Notice of Arrival.
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1) Text Caption : You are a pilot departing Rio de Janeiro (SBGL) and landing in Santo Domingo (MDSD) to refuel. After refueling, you depart for your final destination, Miami, FL, USA (KMIA).
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1) Text Caption : Note the underlined sentence, “Please list foreign airports landed at within 24 hours of departure.” In this section, input the ICAO airport code(s) for any other foreign airports that have been part of your itinerary within 24 hours of your departure.
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1) Text Caption : Remember, your foreign departure location is Santo Domingo (MDSD), where you refuel after departing Rio de Janeiro (SBGL). Your final destination is Miami (KMIA). 


2) Text Caption : Click the box that includes the correctly completed list of “…foreign airports landed at within 24 hours of departure.”
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1) Text Caption : Correct: Rio de Janeiro (SBGL) is the only foreign airport on your itinerary other than Santo Domingo (MDSD), which is already listed above.
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1) Text Caption : Enter in this field the estimated time and location where you will cross the U.S. border. 


Specify local or Coordinated Universal "Zulu" Time.


Location can be a description or latitude and longitude coordinates.

2) Text Caption : Type 18:35 local, Atlantic City, NJ in the Estimated time and location of crossing US Border or Coastline field and press Tab.
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1) Text Caption : Next, you will enter 24 Hour Emergency Contact Information including the name, phone number and email address (if available) of a third party contact such as a broker, dispatcher, repair shop, or individual who is knowledgeable about this particular flight.
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1) Text Caption : Type the name Mechanic in the Last Name* field and press Tab.


2) Text Caption : In this example, use the name Hand E. Mechanic.
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1) Text Caption : Type the name Hand in the First Name* field and press Tab.
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1) Text Caption : Type the initial E in the Middle Initial field and press Tab.
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1) Text Caption : Type the telephone number where someone can be reached 24 hours a day.


2) Text Caption : Type 555-555-5555 in the Telephone Number* field and press Tab.
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1) Text Caption : Type handyman@wingsrus.com in the Email Address field and press Tab.
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1) Text Caption : Next, you will enter the number of travelers (crew and passengers) on this flight.


Detailed traveler information will be required on later screens.
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1) Text Caption : Type 1 in the Crew* field and press Tab.
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1) Text Caption : Type 1 in the Passengers* field and press Tab.
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1) Text Caption : The next screen in eAPIS is Aircraft Information. 


You will learn how to complete this screen in Lesson 2.

2) Text Caption : Proceed to the next slide for the Lesson 1: Flight Information knowledge check.
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1) Text Caption : Test your knowledge! 

After these instructions, the next slide contains a knowledge check question. 
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1) Text Caption : Test your knowledge! 

After these instructions, the next slide contains a knowledge check question. 


Choose the best answer to the question.
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1) Text Caption : Test your knowledge! 

Upon completion of the question, you can:


Review your response.



Continue to the next lesson in the Notice of Arrival/Departure module: Lesson 2: Aircraft & Crew Information.
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Multiple choice

When submitting a Notice of Departure or Arrival, you:

( A) Can update any information on your manifest after submitting it to CBP.

( B) Can enter aircraft, flight and operator information in any order you choose.

( C) Must submit your manifest on the date of the flight; you may not submit a manifest for a future date.

( D) Must complete the screens in the order they are presented.

1) Text Caption : The correct answer is “D.” When submitting a Notice of Departure or arrival, you must complete the screens in the order they are presented.
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1) Text Caption : This concludes Lesson 1: Flight Information of the Notice of Arrival/Departure module. 


The next lesson in this module is Lesson 2: Aircraft & Crew Information. 
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