Mail Services UPS & DHL ONLY Dispatch Form
PLEASE MAKE SURE YOU HAVE A COMPLETED CUSTOMS INVOICE FROM exports@nottingham.ac.uk FOR ALL NON DOCUMENT ITEMS SHIPPING OVERSEAS.
WE ARE NOT LICENCED TO SHIP ANY DANGEROUS/HAZARDOUS GOODS

Please ensure all parts of this form in RED are filled in and ensure that packages are checked into the Mailroom before 13:30h, if you require same day departure.

Please email your completed form to BW-Mailservices@nottingham.ac.uk 

Name/Sender                                                                             Project code
             
          Date
Once the letter/package has been delivered and signed for, we will contact you with this information.

The letter/package                                                        Department
Packaging the product is the sole responsibility of the sender. (Must be secure and robust prior to dispatch) It is important that you provide a description in the box below of the package contents.
All packages are covered by default up to the value of £60. If further insurance is required, it is the SENDER’S responsibility to arrange this with the purchasing office.

Weight            kg   Dimensions cm   L                W                H

Description 


Please sign this box to confirm you understand the above insurance arrangements.

Delivery options – if within the EU (please tick)

Next day before 1200h              End of the following day
Delivery options – if outside the EU (please tick)

Quickest                Standard 


Name/title

Email address


Phone number


Address inc. post code















