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For Transportation of Dangerous Goods, please refer to Mail Services Guidelines; contact, Kevin Ecott, 
Mail Services Our People. 

1. Introduction 

This courier guide has been developed to provide departments with approximate costs to ship goods by 
courier to various national and international destinations. ** Rates are NOT included on the Web but 

can be obtained from the Purchasing Services Contact, Linda Smith.  

2. Contracted Carriers 

To maximize shipping discounts, contracts have been established in conjunction with the Ontario 
Government and other Ontario Universities. The two major carriers contracted to service these agencies 
are Purolator Courier and Federal Express. 

3. Waybill or Bill of Lading Requests - On Line Systems Preferred 

 Federal Express: 
• Shipments should be processed on Federal Express Computer System.  To set-up an account, contact 

your departmental Administrator. 
 
 Purolator Courier: 

• Shipments should be processed on Purolator Webship Computer System. To set-up an account, 
contact Linda Smith, Purchasing Services. 

 
Purchasing Services: 
• Requests for Purolator Waybills can be directed to Linda Smith, Purchasing Services. 
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4. Preparing the Waybill or Bill of Lading 

Documentation is included in this package which provides direction on preparing the Waybill or Bill of 
Lading. As the Waybill / Bill of Lading is the governing contract between the University and the 
courier, it is important the document is completed in detail. To expedite the processing of courier 
invoices for payment, ensure your departmental charge code is indicated in the appropriate section of the 
Waybill / Bill of Lading. 

5. Limitation of Liability 

In accordance with transportation legislation, the courier's liability for loss or damaged shipments is 
limited to $2.00 per pound or $4.41 per kilogram UNLESS A HIGHER VALUE has been declared 

by the shipper on the Waybill / Bill of Lading at the time of shipment. It is imperative the actual 
value of the goods be identified in the event a claim has to be filed with the courier company. 

6. Filing a Loss or Damage Claim 

Concealed damage must be reported to the courier company within 48 hours of receipt. Damage 
which is visible on the package must be noted on the delivery document and reported to the courier 
company upon receipt. Written notice of the claim must also be submitted within sixty (60) days. It is 
IMPORTANT to retain the original packaging until the claim is finalized. 
 
Additional information on transporting goods can be obtained by contacting:  
Linda Smith, Purchasing Services. 
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REGULAR BILL OF LADING

7. Purolator Courier  

7.1. Purolator Courier  - Sample Form: 

7.2. Purolator Courier - Preparation of Waybill: 

• Your Purolator Account Number. 
• The date. 
• Sender's name, address and postal / zip code. 
• Receiver's name, address and postal / zip code, contact name and contact phone number. 
• Describe contents accurately, such as "documents". 
• For dutiable U.S. shipments only an I.R.S. number is required. 
• Shipper's signature. 
• Type of Service:  

o 9am Day Starter 
o 10:30am delivery 
o Saturday service 
o Air or ground service. 

• Check desired billing instructions. 
• Indicate number of pieces and total weight. 
• Declared value of goods, for insurance purposes. 
• If paying by credit card (Visa or Master Card): 

o list number and expiry date. 
• Sender Reference Field must be filled in with G.L. Coding, 15 numbers. 
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• Purolator will not deliver to P.O. Box. 

7.3. Purolator Courier - Supplier Information: 

Purolator Courier Website:  www.purolator.com 

ACCOUNT NUMBER • Use Account Number, per Departmental 
Financial Administrator, or contact Linda 
Smith, Purchasing Services. 

PHONE FOR PICK-UP • (800) 387-3027 

INSURANCE COVERAGE • Up to $250.00 included in rate if declared. 
• Over $250.00, Contact Linda Smith, 

Purchasing Services.. 

INSURANCE COVERAGE • $5,000.00 
• Over $5,000.00, need prior approval, Call 

800-387-3027  

WEIGHT PER PARCEL • 70 lbs. 
• any weight over 70 lbs requires heavy weight 

service 

SHIPMENTS OF DANGEROUS GOODS • For document requirements: 
o Contact Mail Services, Mailroom (519) 

824-4120 x52264. 

SHIPMENTS OUT OF CANADA • Require customs papers: 
o Contact Purchasing Services, Linda 

Smith. 
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8. Federal Express  

8.1. Federal Express - Sample Form: 

 

 

 

 

8.2.  
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8.2. Federal Express – Preparation of Waybill: 

• Indicate Sender's name, address and postal code including department name. 
• Under Sender Reference, identify your departmental charge code, 21 digit number. 
• Complete in detail: 

o Recipient's contact name, company name, address, zip code and phone number. 
• Type of delivery service: 

o Choice only use “Priority” 
o FedEx will not deliver to P.O. Box numbers. 

• Indicate type of packaging. 
• Check appropriate box for delivery instructions. 

o Weekday deliveries are the most economical. 
• Check desired billing instructions.  

o If recipient is paying, indicate their FedEx account number. 
• Indicate the party who will pay for applicable duty or taxes. 
• Provide a detailed description of the packaging and contents.  

o If shipping business documents or publications 
 Indicate a value for customs and insurance purposes.  

o All other shipments:  
 Contact Purchasing Services, Linda Smith for details. 

• Sign waybill and date.
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Federal Express - Supplier Information: 

Federal Express Website:  www.fedex.ca 

ACCOUNT NUMBER • Use Account Number, per Departmental 
Financial Administrator. 

• To set-up Departmental Account Number, 
contact Linda Smith, Purchasing Services. 

PHONE FOR PICK-UP • (800) 463-3339 

INSURANCE COVERAGE • Up to $100.00 included in rate if declared. 

INSURANCE SURCHARGE • Over $100.00: 
o add $1.00 each additional $100.00 value. 

MAX. INSURANCE COVERAGE • $50,000.00 CDN 

MAX. WEIGHT PER PARCEL • Canada / USA: 
o 150 lbs. 

• Europe: 
o 110 lbs. 

MAX. WEIGHT PER SHIPMENT • Unlimited 

SHIPMENTS OF DANGEROUS GOODS • For document requirements: 
o Contact Mail Services, Mailroom (519) 

824-4120 x52264. 

SHIPMENTS OUT OF CANADA • Require customs papers: 
o Contact Purchasing Services, Linda 

Smith. 

 


