
SHIPPING REQUEST FORM TEMPLATE 

DELIVERY INFORMATION 

SHIPPING METHOD 

INSURANCE optional 

SPECIAL INSTRUCTIONS optional 

TODAY’S DATE REQUESTED SHIP DATE REQUESTED DELIVERY DATE SHIPMENT REQUEST ID NO. 

FROM SENDER TO RECIPIENT   CHECK BOX IF RESIDENTIAL 

NAME NAME 

COMPANY COMPANY 

ADDRESS ADDRESS 

ADDRESS ADDRESS 

CITY CITY 

STATE   ZIP CODE STATE   ZIP CODE 

PHONE PHONE 

EMAIL EMAIL 

NON-EXPEDITED SERVICES 

FedEx Ground UPS Ground USPS Only option for PO Boxes 

EXPRESS SERVICES 

FedEx EXPRESS UPS EXPRESS 

PRIORITY OVERNIGHT next business morning NEXT DAY AIR 

STANDARD OVERNIGHT next business afternoon 2 DAY AIR 

2 DAY 3 DAY SELECT 

3 DAY EXPRESS SAVER UNITED STATES POSTAL SERVICE EXPRESS 

SATURDAY DELIVERY USPS EXPRESS MAIL only option for PO Boxes 

NO YES   |  If shipment insurance added, please indicate monetary value: 

https://goo.gl/cEk3ny


 

 

 

 
DISCLAIMER 

 
Any articles, templates, or information provided by Smartsheet on the website are for 
reference only. While we strive to keep the information up to date and correct, we make no 
representations or warranties of any kind, express or implied, about the completeness, 
accuracy, reliability, suitability, or availability with respect to the website or the information, 
articles, templates, or related graphics contained on the website. Any reliance you place on 
such information is therefore strictly at your own risk. 
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