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              Materials Science and Engineering | Shipping Information Form
In order to process your shipping request accurately and expeditiously, please fill all applicable / required fields on this form before submission.  Incomplete forms will not be processed until completed.  THIS FORM MUST BE TYPED.

**For international non-hazardous shipments:
1. Complete and email this form to Conor Wakeman (conor@utdallas.edu) for approval.

2. Once approved, print your completed form and take it to Michele Brown (RL 3.744).  

**For domestic non-hazardous shipments:
1. Complete and print the first page of this form and take it to Michele Brown (RL 3.744).

	Charge To:

	Today’s Date:       
	*Your Name:       

	*Cost Center (REQUIRED, even if third party acct is being used):       
	*Faculty/Sponsor:       

	This form is for packages being sent to UTD from somewhere else, 
but UTD is paying for the shipping using a cost center.


	Your Email:       


	Ship From:
	Speed of Service (mark one):

	Select One:         FORMCHECKBOX 
   Domestic          FORMCHECKBOX 
   International
	Important Note: 
Processing may take additional time if approvals are required before a shipping label can be generated.  Please plan accordingly.

	*Company/Contact Name:       
	

	Alt. Contact Name:       
	Domestic:
 FORMCHECKBOX 
   Priority (next day AM delivery)
             FORMCHECKBOX 
   8:30 AM (most expensive)          FORMCHECKBOX 
   10:30 AM
 FORMCHECKBOX 
   Standard (next day PM delivery - 3:00 PM)
 FORMCHECKBOX 
   Express Saver (2-3 business days)
 FORMCHECKBOX 
   Ground

International:  Available carriers may vary by region.
 FORMCHECKBOX 
   Priority (approximately 24-48 hours from approval date)
(not available in all regions)
 FORMCHECKBOX 
   Economy (2-3 business days from approval date)


	*Company/Contact Telephone #:       
	

	
	

	*Origin Shipping Address:
	

	Street Address: No more than 35 characters per line!
     
     
City, State:

     
Country:

     
Postal/Zip Code:

     
 
	


	Package Information:

	Package Type:           FORMCHECKBOX 
   Box               FORMCHECKBOX 
   Tube               FORMCHECKBOX 
 Letter/Envelope             FORMCHECKBOX 
 PAK

	*Weight (lbs):   FORMTEXT 

                                
	*Dimensions (inches):  FORMTEXT 

     
	Requires insurance in the amount of:  $     

	*UTD cannot provide shipping labels for packages containing flammable, toxic, and/or hazardous contents.  Questions for arranging hazardous shipping should be directed to Kathy White (kjw021000@utdallas.edu).   
If the package you need to ship to UTD contains hazardous contents, you must arrange for shipping on your own through FedEx.
 FORMCHECKBOX 
   I confirm that the contents of the package 
are NOT flammable, toxic, or hazardous.         
	*Number of items in shipment (pieces, pages, etc.):        

	
	Special Handling Instructions (if any):       

	
	If this is in international shipment, please 
also fill out the second page of this form.

Domestic shipments only require the first page.


	International Shipments Only


	Package Information:

	*Select the type of item you are sending:
 FORMCHECKBOX 
  Documents       

 FORMCHECKBOX 
  Technical Data       

 FORMCHECKBOX 
  Software          

 FORMCHECKBOX 
  Products (all other items liable to customs or other duties)
	*Does/can the product, article, or documents in your shipment:
· Be used or contain information that can be used in the development of military or terrorist weapons?

· Contain, include, or disclose confidential, sensitive, or export-controlled information?

· Have application in the development, use, or production of high-tech equipment or processes involving nuclear materials, chemicals, microorganisms and toxins, electronics, computers, telecommunications, information security sensors and lasers, navigation and avionics, marine, or aerospace and propulsion?

· Involve an agreement imposing publication restrictions, non-disclosure, or confidentiality?
· Contain technical data, blue prints, formulae, design instructions, etc., for equipment or software?
        FORMCHECKBOX 
   Yes          FORMCHECKBOX 
   No          FORMCHECKBOX 
   I Don’t Know

	*Net Value in USD:  $     
	


	Description of Contents (please be descriptive):

	*Item:
	     

	Examples: samples, documents, equipment parts, laptop, hard drive
	

	*Materials / Composition (for samples):
	     

	Examples: Manganese Oxides, Ferro Silico Magnesium
	

	*State (if materials):
	     

	Examples: solid, liquid, powder, nanoparticles
	

	*Container (if applicable):
	     

	Examples: vials, wafers, slides
	

	*If shipping documents:  
Do the documents contain any confidential personal information, such as SSN, Student ID numbers, etc.? 
        FORMCHECKBOX 
   Yes          FORMCHECKBOX 
   No

	*If shipping documents, please indicate the number of pages:   
     

	*ONCE THIS FORM IS COMPLETED ABOVE THIS SECTION…
1. Please email this form directly to Conor Wakeman (conor@utdallas.edu) for approval from the Office of Research Compliance (ORC).  

2. Once approved, an Item Code Name will be assigned to your shipment; this code name will be emailed to you.  

3. Once you receive the approved code name, please type it in the space provided to the right.  

4. Then submit this form to Michele Brown in RL 3.744.
	*Item Code Name (provided by ORC personnel once approved): 
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