
University Offices
Postage Requisition Form
	Dept Name:

	DEPT COST CENTRE

	Signature:

	Date:

	SOURCE OF FUNDS

	Print Name:

	Contact Details

	


	Zone
	Royal Mail
	Courier

	
	Please indicate below how many items to be sent

	
	Standard
	Recorded
	Special
	DHL
	Pan-Ex
(same day)
	Mission Express

	Inland 1st UK
	
	
	
	
	
	

	Inland 2nd UK
	
	
	
	
	
	

	Europe
	
	
	
	
	
	

	Rest of World
	
	
	
	
	
	


	Other consignment details





WD49-039


University Offices
Postage Requisition Form
	Dept Name:

	DEPT COST CENTRE

	Signature:

	Date:

	SOURCE OF FUNDS

	Print Name:

	Contact Details

	


	Zone
	Royal Mail
	Courier

	
	Please indicate below how many items to be sent

	
	Standard
	Recorded
	Special
	DHL
	Pan-Ex
(same day)
	Mission Express

	Inland 1st UK
	
	
	
	
	
	

	Inland 2nd UK
	
	
	
	
	
	

	Europe
	
	
	
	
	
	

	Rest of World
	
	
	
	
	
	


	Other consignment details





WD49-039
Completing a Postage requisition form
A completed pink postage form must accompany your post before Central Records can send it out by either Royal Mail or courier.

Please fill in the following fields on the postage form.

1. Department name: Name of your department
2. Signature: To be signed by you
3. Print Name: Your name in capital letters
4. Date: The date
5. Contact details: Your telephone number
6. Dept. Cost Centre: Your department cost centre. If it is to be charged to a source of funds then this must be shown as well.

Completing a Postage requisition form

A completed pink postage form must accompany your post before Central Records can send it out by either Royal Mail or courier.

Please fill in the following fields on the postage form.

7. Department name: Name of your department
8. Signature: To be signed by you
9. Print Name: Your name in capital letters
10. Date: The date
11. Contact details: Your telephone number
12. Dept. Cost Centre: Your department cost centre. If it is to be charged to a source of funds then this must be shown as well.

Pink Copy – Central Records


Blue copy - Department





Pink Copy – Central Records


Blue copy - Department








