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Over for more instructions 

Shipping labels must be filled out in room 1140 ISB. Please have all of the required 

information on hand when you are ready to complete the shipping label.



FED-EX Instructions 

Please write legible and press clearly on the Federal Express Form. 

► Air Bill must be completed within the Chemistry Department

► Air Bill must include internal billing information:

* Name of the Pl requesting the shipping

* Funding source and funding account number

* Brief description of the item being shipped

Note: If you run out of room in the billing reference area provide details on separate paper 

► Staff member must review form to make sure all required information is listed

► Staff member must scan SENDER'S COPY and email copy to SSC: Rick Huettenmueller/Jessica

► Staff member - please give sender back the original Fed-Ex form for their file & tracking purposes

► If needed - Staff member to provide shipping packing materials

Federal Express Drop off Boxes are located in Strong Hall (Basement) or Haworth Hall 4th floor (Biology Department) 

See back for an Example of how to complete 

the Federal Express Form 




