
Information for Packages 
 

1. Sender 
(your name, e-mail and supervisors name) 

Name: 

E-mail:                                         

Supervisor:  

2. Name of recipient:   

3. Address of recipient 
(including post code/zip code and country) 

 

 
 
 
 
 
 

4. Recipient telephone number and e-mail   

5. Grant code to charge:  

6. Description of package contents:  
(chemical name, number of samples, amount) 

 

7. HS code (insert code, if required)  

8. Being used for research purposes?  
(yes or no) 

 

9. Weight of package:  

10. Dimensions of package: 
All three dimensions in centimetres are required (e.g. 20 
cm x 10 cm x 5 cm) 

 

11. Courier service DHL 

 

12. Date   

13. Are contents of package worth >£2,000? 
(for university insurance purposes) 
For items/packages where the contents are valued over 
£2,000, please provide the cost of a brand-new 
replacement item. 

No 

14. Is your sample packed with cool packs?  (yes or 
no) 

No 

15. Is your sample packed with dry ice? 
(yes or no) 

No 

16. Are the package contents infectious? 
(yes or no) 

No         

 

If you need guidance on how to complete this document, please refer to the information on 
the next page.  



Guidance notes 

All the information listed below is required by chem admin to arrange a courier for you 

1. Sender: Enter your full name, e-mail address and the name of your supervisor, if 
appropriate. 

2. Name of parcel recipient: Enter the full name of the recipient. 
3. Address: Enter the full address of the recipient including the postal/zip code and country. 
4. Recipient telephone number and e-mail: Enter a contact telephone number and e-mail 

address for the recipient. 
5. Grant code to charge: Enter a grant code number for payment to be charged against.  
6. Description of package contents: Enter a chemical name, the number of samples, amount 

per sample (weight/volume), how the samples are packaged (i.e. glass vial, pellet etc.), 
equipment etc.  

7. HS code: The Harmonized System (HS) code is used by customs authorities to classify 
products and determine the correct taxes, tariffs and duties to be paid for exporting or 
importing them.  

8. Being used for research purposes: Please indicate whether the chemical will be used for 
research purposes (select yes/no). A statement to explain the reason for shipping may be 
required for some international shipments. If you are sending equipment outside the UK 
please include the reason for shipping (i.e. for repair), the country of origin and the value. 
A statement of declaration should also be included.  

9. Weight of package: Enter the total weight of the package. 
10. Dimensions of package: Enter the dimensions (height, width and length) of the 

envelope/package/box.  
11. Courier service required: DHL is the default courier service we use in the department. 

You may use a different courier service, such as Fed-Ex, but you will need to specify this in 
the packages document. We have stopped using Royal Mail since there is little difference in 
cost and the courier is more efficient and transparent. We also have an account with DHL 
for transporting dangerous goods. Currently, we can only transport dangerous goods in 

excepted quantities i.e. small quantities.  Dangerous goods assigned certain excepted quantity 

codes can be shipped as de minimis quantities and treated as if they were non-dangerous goods 

provided that the maximum net quantity per inner packaging is limited to 1 ml/ 1 g and maximum 

net quantity per outer packaging does not exceed 100 ml/100 g.  

12. Date: Please give today’s date. 
13. Are contents of package worth >£2000? Please select yes/no from the drop-down menu. 

This is to notify if the package contents are of value and you wish to have the contents 
insured by University Insurance.  

14. - 16. Please select yes/no using the drop-down menu. 

 


