International Fed Ex Shipping Instructions 
Please follow these instructions any time you are using the Stockroom’s Fed Ex shipping service to send letters, commodities, software and technology outside the United States. Due to additional information and approvals required, International shipments can take longer to process than Domestic shipments. Please plan ahead! 
1) Download and save to your computer the Excel file containing the blank “International Shipping Form 1-22-09”. See attached Excel file for the form.
2) Copy the blank “International Shipping Form 1-22-09” to a new Excel workbook. 
3) Complete the form, filling in all the fields (date, account number to be charged, recipient’s address and phone number, your contact information, shipping information and package contents) except for the “package information”.  The “package information” will be completed by Stockroom personnel.
4) Save the file and name it with your professor’s name and today’s date.
5) If the shipment contents are letters, documents or other printed material:  Please print the completed International Shipping Form and deliver the form and the printed material to the Stockroom no later than 3 PM the day of sending for processing.  Some countries may require the signature of the sender on the shipping documents.  Please tell the Stockroom personnel where you can be reached if they need your signature on the shipping documents.
6) If the shipment contents includes commodities, software or technology: Please email the completed International Shipping Form to export control, Export Control Analyst at export@ou.edu for approval prior to bringing the shipment to the Stockroom. You and the Stockroom will be notified once the Office of Export Control has approved your shipment. The Office of Export Control may contact you prior to approving your shipment, requesting additional information.
If you are planning on shipping chemicals or chemical samples, please include in your email to the Office of Export Control a copy of the SDS sheet for the chemical or closest matching compound for your sample.  Shipments of chemicals samples may require additional training for the Stockroom personnel. Please plan ahead to allow for extra time when shipping chemical samples!    
If you are planning on sending biological samples, please print and complete the attached PDF form titled “Declaration of Biological Shipment” as well as the International Shipping Form.  The completed International Shipping Form needs to be forwarded to the Office of Export Control for approval but the Declaration of Biological Shipment does not.   
Once all the forms are completed and approval has been received, please deliver your shipment to the Stockroom no later than 1:30 PM the day of sending for processing.
7) The Stockroom can provide some assistance to you with preparing your items for shipping. But if you have your own packaging, please bring it with the items and the forms you when you deliver your shipment to the Stockroom.
8) You will receive an email with the tracking number of your shipment once the Stockroom has processed your shipment.  A second email will be sent to you when your shipment has been delivered.
