XPRESSPOST CoURIER/BILL OF LADING INSTRUCTIONS

For CANADIAN Destinations ONLY
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#1a: Please print the name of the person from whom the letter/package is being sent in the FROM field.

#1b: Please print your EXTENSION NUMBER to the RIGHT of the main “University Phone Number”.

#2. Please print your Department Name just above "University of Windsor".

#3. Please print the destination here. If at all possible, please include the telephone number in the

space provided.

H#A4:

the SIGNATURE REQUIRED field. There is an extra charge of $1.50 for this service.

#5:

The DEPARTMENTAL or GRANT NUMBER MUST be PRINTED in the SENDER’S

REFERENCE field. All mail is charged to the 8430 minor account.

HO:

signature.
#T.
NOTE:

Monday through Friday to be picked up by Xpresspost that same day. Xpresspost items

The CURRENT DATE MUST be placed in this box.

Your SIGNATURE MUST be placed in this box. Please print your name to the left of your

ALL Xpresspost items MUST be in Distribution Services NO LATER THAN 3:30 p.m.

received after the cut off time of 3:30 p.m. will be picked up by Xpresspost the next
working day by 3:30 p.m.

Please PHOTOCOPY / RECORD the BILL OF LADING NUMBER for tracking purposes.

Tracking of your letter/package can be done by logging on to "www.canadapost.ca”.

You

Should you wish the person to sign for the letter/package, please ensure that you place an “X”in

should wait a minimum of 24 hrs. after the letter/package has gone out from Distribution
Services to check the ftracking progress.



Delivery Standards (how long delivery will take) can also be found at "www.canadapost.ca”.
Click on "go to business”, click on "xpresspost”, go to "shipment delivery” area, click on
"delivery standards"-column on right side, click on “click here" icon on very last line - follow
instructions. You must include any letters at the beginning and end of the numbers.
PLEASE DO NOT TAKE APART THE XPRESSPOST FORM.
THE WHOLE FORM MmusT cOME TO DISTRIBUTION SERVICES.

Your copy will be sent to you once the billing has been processed.

Please affix the bill of lading to the front of the item being sent.
“REMEMBER 10 RECORD THE TRACKING NUMBER.”
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