FedEx Shipping Label Request Form
Name of Requestor:  _____________________________________________________________

Project ID to Charge:  ____________________________________________________________

Please provide a justification that includes:
	a)  What is being shipped? __________________________________________________
	b)  How does it relate to the project (if on grants)? 	_________________________________________
	________________________________________________________________________
	________________________________________________________________________
	c)  How is it necessary to achieve project goals (if on grants)? 	________________________________________________________________________
	________________________________________________________________________
	________________________________________________________________________

Notes:
Research (grant) funds should not be used on a regular basis for freight expenses. 
Non-research funds (such as startup, release time, discretionary etc.) should be used.
You need a strong justification to use research funds since this is not part of direct costs in a grant and is an audit concern. 
[bookmark: _GoBack]If a new project is being requested to charge, that is not already in the FedEx profile, it will take 2-5 days for University approval before the project can be charged.

Ship from:
Name:  ________________________________________________________________________
Company (if applicable):  _________________________________________________________
Address (including zip code):  ______________________________________________________
Telephone:  ____________________________________________________________________

Ship to:
Name:  ________________________________________________________________________
Company (if applicable):  _________________________________________________________
Address (including zip code):  ______________________________________________________
Telephone number:  _____________________________________________________________

Weight of package:  _____________________________________________________________
Dry Ice?  If so, how many pounds?  _________________________________________________
Dimensions of package (if using your own packaging): L__________ W_________H__________
FedEx Shipping Supplies (if applicable):  FedEx envelope ____________FedEx box ___________
How fast do you want it shipped? 
Overnight Priority_________ Overnight_________2-day_________ Ground__________ 

Additional comments:

All FedEx label requests need to be made 48 hours prior.  Emergency requests will be acknowledged, if needed, but not on a regular basis.










