Guidelines for Courier and General Shipments
To ensure correct and timely handling of shipments, please complete the information below and send it by email.
1. Recipient Information
Please provide the following recipient details:
· Name
· Contact Person
· Address
· Email
· Phone Number

2. Sender Information
Please provide the following sender details:
· Name
· Address
· Email
· Phone Number
· Account Number / Project Number

3. Shipment Information
Please provide the following information about the shipment:
· Description of shipment contents
· Mailroom where the package/letter can be collected

4. Packaging Requirements
The shipment must be securely packed and ready for dispatch.
For shipments containing dry ice:
· Please ensure sufficient dry ice is included for a minimum of 2 days.
· For international shipments, dispatch between Monday and Wednesday is recommended.
5. Delivery Deadlines
The shipment must either:
· be ready for collection in the mailroom no later than 10:00 AM
or
· be delivered to Logistics Ø6-405-0 no later than 12:00 PM.
6. Important
To avoid errors during shipment, please attach a copy of the email sent to 8888 to the package.

