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COURIER SERVICES
1.
All outgoing courier mail is dispatched daily from the University Hall Post Office.  All paperwork associated with any courier mail will be the responsibility of the sending department; anything received without proper documentation attached will be returned.  Waybills and courier envelopes are available at the University Hall Post Office.

2.
All outgoing courier packages must be brought to the Post Office door.  Do not put them in the mail drop with the Canada Post mail.

3.
(a)
Courier rates are tendered annually through Interuniversity Services Inc. (ISI) to ensure 

the best possible rates are being obtained.  Agreements have been signed and are in place with both Purolator and Federal Express. 

(b)
All courier packages being sent to destinations inside the Maritime provinces are sent via Purolator Courier.

(c)
All courier packages being sent to destinations outside the Maritime provinces, but within Canada, go via Federal Express on regular Federal Express waybills.

(d)
All courier packages being sent to destinations outside Canada are sent via Federal Express on international waybills.

4.
Some courier packages with international destinations, i.e., video and audio tapes, and items with a commercial value, may require a Commercial Invoice to be filled out to accompany the package and waybill.  If this is necessary, the Purchasing Department in University Hall will assist with the required paperwork.

5.
In order to ensure that courier packages arrive at their correct destination, each package must contain the full street address, postal code and phone number of the addressee.  A general ledger account number must be included and shown on the waybill for Business Office use when processing courier charges for subsequent payment.

6.
(a)
Courier packages sent via Federal Express can be traced through their website, or 

by calling 1-800-463-3339 if you have the waybill number.

(b)
Courier packages sent via Purolator can be traced by calling 1-800-565-5013 if you have the waybill number.

7.
All courier waybill receipts are kept at the University Hall Post Office for 30 days.

8.
Outgoing courier packages must be the University Hall Post Office and ready to go by 2:00 pm each day in order to meet the pickup deadlines.

9.
If you are unsure about any guidelines listed in this policy, please contact the Postmaster at ext. 1464.
