
DHL COURIER / BILL OF LADING INSTRUCTIONS

THE FOLLOWING AREAS MUST  BE FILLED OUT

BEFORE SENDING DOCUMENTS VIA DHL.

#1a: Please print the name of the person from whom the letter/package is being sent in the
SENDER’S NAME field.

#1b: The DEPARTMENTAL or GRANT NUMBER The DEPARTMENTAL or GRANT NUMBER The DEPARTMENTAL or GRANT NUMBER The DEPARTMENTAL or GRANT NUMBER MUSTMUSTMUSTMUST be PRINTED in the  be PRINTED in the  be PRINTED in the  be PRINTED in the SENDER’SSENDER’SSENDER’SSENDER’S

REFERENCEREFERENCEREFERENCEREFERENCE field. field. field. field. 

#1c: Please print your Department Name just to the right of “401 Sunset Ave.”

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

#2: Please fill in the complete address, including company name, destination, contact person, etc. 
There MUST be a street address.  Deliveries are NOT made to P.O. boxes.  If at all possible,
please include the telephone number in the space provided.

#3: Please print a description of the contents.  eg. documents / printed material.  To ensure that all
customs paper work is followed properly, when sending something other than printed material,
you MUST fill out a SHIPPING ORDER and send all documents / envelopes / packages to Evelyn
in Finance, ext. 2083. 



#4: Number of  pieces being sent.

#5a: Your SIGNATURE MUST be placed in this box.  Please print your name below your signature.

#5b: The CURRENT DATE MUST be placed in this box.

NOTE: ALL DHL items MUST be in Distribution Services NO LATER THAN 2:00 p.m. Monday
through Friday to be picked up by DHL that same day.  DHL items  received after the cut
off time of 2:00 p.m. will be picked up by DHL the next working day by 2:00 p.m.

Please make a  PHOTOCOPY  of the bill of lading and put it with the item being sent
and RECORD the BILL OF LADING NUMBER for tracking purposes.  Tracking of your
letter/package can be done by logging on to “www.DHL.com”.    You should wait a minimum of
24 hrs. after the letter/package has gone out from Distribution Services to check the
tracking progress.  

All letters/packages are automatically signed for at the receiver’s end.

PPPPLEASE LEASE LEASE LEASE DO NOT TAKE APARTDO NOT TAKE APARTDO NOT TAKE APARTDO NOT TAKE APART THE  THE  THE  THE DHLDHLDHLDHL FORM FORM FORM FORM....    
TTTTHE HE HE HE WHOLEWHOLEWHOLEWHOLE FORM MUST COME TO  FORM MUST COME TO  FORM MUST COME TO  FORM MUST COME TO DISTRIBUTIONDISTRIBUTIONDISTRIBUTIONDISTRIBUTION    SERVICES.SERVICES.SERVICES.SERVICES.

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

Affix the bill of lading in the plastic labelope to the front of the item to be sent.
“REMEMBER TO RECORD THE TRACKING NUMBER.”
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I. Declarable Goods

All “declarable goods”, any goods with a value, being shipped to the USA and/or International,
please forward the package to Evelyn St. Pierre,  Custom and Sales Tax Clerk, Department of Finance,
no later than 11:00 a.m.

The following is a sample list of declarable goods.  This is not an exclusive list.  If you are not
sure whether you package is considered  “declarable goods”, please contact Evelyn St. Pierre at
extension 2083.

& Books
& Equipment
& Software, including printed material

on discs
& VHS and/or DVD

& Computers
& Chemicals and Biological items

(including free samples)
& Sound recordings
& All returns

The following completed documents are required:

& DHL Waybill
& University of Windsor Shipping Order
& Commercial Invoice OR
& University of Windsor Letter with the following information:

C Vendor name
C IRS # – US vendors only
C Full description of goods
C Value
C Country of origin



II. General

If the package is too large or over 200 lbs, please send package to Central Receiving.  The above
documents are still required to be forwarded to Evelyn St. Pierre by 11:00 a.m. for declarable goods or
to Distribution Services by 2:00 p.m. for mail only.

When completing the DHL Waybill, please press hard to ensure that all copies are legible.  It is
important to fill in EVERY area described.  If any one of the required fields are missing information, 
the package/mail will be returned to the department.  This WILL delay your shipment.

If you require any assistance, please contact either Distribution Services at extension 2016 or
2017 or Evelyn St. Pierre  at extension 2083.

Please make a photo copy of the bill of lading and put it with the item to be sent.


