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Quick Reference: Submitting DTTN Excel Form to CMA
1. Please enter the correct EID.  The Sender EID must match with your e-mail address.

Example: You can only use the registered email account abcd@hotmail.com to submit the document with sender EID: ABCD
	Applicant ID
	Registered E-mail Address

	ABCD
	abcd@hotmail.com 


Different Recipient EID corresponds to different e-mail address which refers to different branch office of CMA. 

	EID
	Registered E-mail Address

	CMAIAL-HK
	central@cmainsurance.com.hk

	CMAIAL-KT
	kt@cmainsurance.com.hk

	CMAIAL-MK
	mk@cmainsurance.com.hk


2. Assign a reference number “Unique Document Number” for each document, however, the number must not be longer than 20 characters. Example: ABCD_COA01234567
3. The fields highlighted in red in the form must be filled in:

	Sender EID
	Recipient EID

	Unique Document Number
	Sum Insured

	Document Version
	Document Function


4. Validate the form and send the DTTN stamped Excel Form to email@hk-dttn.net with your e-mail client.
5. Process flow:
	
	Applicant
	CMA

	1. 
	Attach the DTTN stamped Insurance Application in email and send to CMA via DTTN 
	

	2. 
	Receive 2 notification messages (Received & Delivery Notification) from DTTN by email
	

	3. 
	
	Receive the application via DTTN 

	4. 
	
	Fax a draft Insurance Certificate to applicant in Ping On Format 

	5. 
	Receive the draft Insurance Certificate from CMA. 
	

	6. 
	Go to CMA office with the draft Certificate to get the real Certificate.
	


*** Please contact DTTN Customer Service Hotline at 2917-8838 for further inquires ***
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