COURIER SHIPMENT FORM
Job number   or   Grant _________________________________ Task No_______________
Person sending this package____________ CRSID____ ______________________
NOTE FOR PERSON DOING DHL INTRASHIP: Shipping ref. to include cost centre codes eg. 006000 NMZZ AA 1234

	COLLECTION from / Sending from
Company name ___ _________________________________________________________
Contact name___ _________________________________________________________________
Address___ __________________________________________________________
______________________________________________________________________________________________________
Post/Zip code_______________ Country _______________________________
Contact telephone_______________ email________________ ___________ 
Time and date of shipment: ________________________________ (2-hour window)
RECIPIENT/Going to
Company name ______________ _____
Contact name____________________________________________________________________________
Address________________________________
_____________________________________________________________________________________________________
Post/Zip code__ _________ Country___ _________________________________
Contact telephone___________________ email___________________________

Did you go through the Export Control due diligence checks with Nadine Tschacksch from the RSO 
(Research Strategy Office) for this shipment? 
· IF NO PLEASE CONTACT THE IMPORT EXPORT HUB (ImportExportHub@admin.cam.ac.uk) BEFORE SHIPPING. 
· IF YES, PLEASE CARRY ON AND COMPLETE THE FORM.



	PACKAGE DETAILS
Contents description__ ____________________________________________
Weight________________________________Kg
Package dimensions______________cm
Consignment value ____________  Is insurance required?______________________________



	EXPORT/IMPORT ONLY – ADDITIONAL INFORMATION – 
Country of origin/manufacture _____________________________________________________________________
Is this Import/Export – Permanent (goods staying abroad for good) or Temporary (goods coming back to the UK)? 
___________________________________________________________________________
Import/Export reason___ ____________________________________________________________

   Commodity code/Trade Tariff Number / HS code_____________________________________________________
  The commodity code can be found here: https://www.gov.uk/trade-tariff
   If you are struggling finding the most suitable commodity code for your goods you can contact the Supplier/
Manufacturer as they should be able to advise. Alternatively, please contact the Import Export Hub (ImportExportHub@admin.cam.ac.uk)

   Who would you like to pay the taxes and duties?        CUED                      RECIPIENTS
Please note that import taxes on the country of destination can be quite high.




Notes on filling the form

Shipping reference
This is the unique internal reference that the department uses to identify each consignment. It consists of a number that is issued by the purchasing office and the cost code you are using to pay for the service. This is a mandatory requirement.

Name of recipient

This is the FULL name and contact details. New US/UK/EU regulations require this and DHL will not be able to accept the consignment without this information. This is a mandatory requirement.

Delivery Details

This is where you want the item to be delivered to. You must include the post code or ZIP code for the address, as this is what the DHL system uses to ensure the item arrives at the correct depot for delivery. This is a mandatory requirement.

Package Details

These details help identify the package in transit and are also used to calculate the cost for the delivery. This is a mandatory requirement.

Consignment Value

The value is required for two purposes:

1) Insurance – if you require insurance on the item (this costs an additional charge of 1.5% of the value of the item, minimum charge is £12) then tick the box. The University does have insurance in place but the department must bear the excess, which is currently £1,000. The decision to have insurance through DHL is up to each consignor.
2) Export – most destination countries will charge duties on items entering their country and this will be based on the declared value. This is usually paid by the recipient unless other arrangements have been put in place.

Export Information

New US/UK/EU regulations require this further detail about the item and DHL will not be able to accept the consignment without this information. This is a mandatory requirement for items being exported.

If the item is only being exported on a temporary basis it may be possible to avoid paying duty. Please contact the Purchasing Team to discuss.

Submitted by

Please provide your contact details so the Purchasing Team can contact you if there are any queries with your shipment.

