[bookmark: _6ucfr4rptjxl]Create a SMART Shipping Label
[bookmark: _8war218tj3js]For Personal or Departmental Packages
BOLD indicates items that MUST be filled in.

	SENDER’S NAME
	

	ATTENTION/ RECIPIENT
	

	Company (Hotel, Church. etc)
	

	STREET ADDRESS
	

	APT/ SUITE/ OTHER
	

	CITY, ST, ZIP
	

	IS THIS RESIDENTIAL?
	Yes         or        No  

	Email
	

	Phone #
	

	Notification Delivery
	Yes         or        No  

	Select Shipping
	  Cost Saving    or    Time Saver

	Time Saver 
Specific Day (as necessary)
	  
MON     TUE     WED     THUR     FRI     SAT        

	
	DEPARTMENTAL PACKAGES ONLY

	Department Account
	

	Declared Value
	


[bookmark: _ia49a3fxyuqb]If there are multiple packages going to the same address, 
[bookmark: _wvhkt0eo27lm]Only one Travel Document is necessary. 

If you need a package delivered Next Day, you must have it in our office by 2pm to guarantee time for the FedEx carrier to pick it up.  Or after your labels are printed you can take them to the FedEx Office at 4525 S Florida Ave, Suite 2-5, Lakeland, FL 33813.  
