CMU-Q

Mailing Guidelines


Below are the guidelines for sending US Mail for CMU-Q employees.  US Mail includes interoffice business related mail and personal mail items including letters and documents. 

1. Mail from U.S. to Qatar Campus

a. Mail should be addressed to the employee at:

b. Carnegie Mellon University


5032 Forbes Avenue


Qatar Office SMC 1070


Pittsburgh, PA 15289-1070

c. NOTE: “SMC” may be dropped in order to fit address in forwarding labels. PLEASE MAKE SURE THAT NUMBER “1070” IS STILL BEING SHOWN.

d. This mailbox is located at the Pittsburgh campus post office.

e. Mail will be sent from Pittsburgh to Qatar at a minimum of once every week (depending on volume).

2. Mail from Qatar Campus to U.S.

a. An outgoing mail bin has been set up at the Receptionist desk for all mail going to the U.S.  A FedEx package will be sent to the Qatar office in Pittsburgh every business Sunday and Wednesday.  FedEx will pick up the package by 2:00.  All outgoing mail should be at the Reception desk by 12 noon on Sundays and Wednesdays.   

b. U.S. Postal Mail must have the appropriate postage in order to be circulated with the university’s outgoing mail. U.S. stamps for business related mail can be obtained in the business manager’s office.  A U.S. postal scale is also located in the business manager’s office.  

c. University Mail, once received, will be circulated through normal inter-office mailing procedures.

3. Personal packages from U.S. to Qatar Campus

a. Due to University liability, all packages (items that are boxed or in packaging) must be opened and examined by the Pittsburgh staff prior to shipment.  Due to this new procedure please inform senders to refrain from wrapping any items being sent to Qatar. Any package that is wrapped or boxed will be opened and examined by our staff.  Our staff will maintain the integrity of the package to the best of their ability. Any package that contains items that are not within the guidelines stated below will not be shipped and will be returned to the sender postage due.   

b. Employees have the option to have their letters and mail forwarded to their address in Qatar. The employee must go to their local post office and submit a change of address form for the address Carnegie Mellon University - Qatar Office 5032 Forbes Avenue, SMC 1070, Pittsburgh, PA, 15289-1070 *NOTE* Place the SMC number in the Apt/Suite box on the forwarding form.  I believe it is box or line #7a. This will ensure that #1070 is on the forwarding label and we can ensure that it is delivered to the employee for shipment to Qatar.

c. Each employee will be allotted a maximum shipment of 5 pounds per week.  If a personal package exceeds this weight the excess weight will be credited to future shipments (i.e. If a package weighing 20lbs is sent to one individual in Qatar, this will be counted as 4 weeks worth of shipments and the individual will not have a personal shipment sent until the 5th week) No individual item should exceed 20 pounds. Any PERSONAL package exceeding 20lbs, inclusive of packaging materials, will be shipped on the buyer’s expense. International Finance will still ship all business items relating to class/ research.

d. Those employees who expect to receive packages in Qatar must provide the Pittsburgh Qatar Finance Office permission to open all packages for review.  The contents of each package will be examined to ensure they are within the stated guidelines.  Please see attached for a waiver document granting this authority.  This document MUST be signed by each employee in Qatar prior to any of their personal packages being shipped.

e. In order to provide adequate insurance on the shipments, all packages should contain a packing slip identifying each item and the related dollar value.  If the packing slip is not provided, package contents can not be insured and any costs related to damage or lost items will be the responsibility of the original sender.

4. Guidelines:  Ready to Ship to Qatar

a. Guidelines:  Prohibited commodities


All items offensive to the Muslim culture or sensitive to the Middle East security situation are prohibited. These include pork products, religious publications/figures, imitation firearms/paraphernalia, military uniforms. Standard prohibitions plus: 

1. Rated R Movies

2. Pork Products

3. Religious media/figures

4. Imitation firearms/ paraphernalia

5. Military uniforms

6. Antiques

7. Furs

8. Gambling devices

9. Ivory

10. Jewelry

11. Plant products

12. Playing cards

13. Precious metals & stones

14. Tobacco

15. Alcoholic Beverages

16. Pornography

17. Prescription or over the counter medicine

b. Restricted Items

1. Pet Food (Dog/Cat/etc. Food/Treats/etc.)

Please be advised that all types of pet food are considered to be a restricted import commodity by the Qatar Customs Authority. This restricted import commodity requires a special clearance process in order to facilitate clearance and delivery and the purchaser of this import may be required to personally procure release with the Qatar Ministry of Animal Resources which is located next to UPS at the Doha Airport. Unlike most other commodities, the shipper is prohibited from doing this on your behalf. Please consider this information prior to ordering pet food for importing into Qatar.

If one is considering importing pet food, it is best to arrange for approval from the Ministry of Animal Resources prior to purchase. They will need a product detail sheet, the amount that is planning to be purchased, and the final cost in US dollars in order to ascertain that the purpose is for personal use only. Upon approval, they will issue an authorization letter to the buyer that CMUQ can submit to UPS Qatar ahead of time. 

c. Preparing your Package for Qatar


When packaging your personal and business belongings for shipment to Qatar, it is important to 
adhere to UPS’s requirements. You can help to ensure that your package arrives safely and on 

time with these packaging guidelines and procedures developed from UPS research.
( Use a rigid box with flaps intact;

( Remove any labels, hazardous materials indicators, and other previous shipment markings on the box that are no longer applicable;

( Wrap all items separately; 

( Use adequate cushioning material; 

( Use strong tape designed for shipping; 

( Do not use string or paper over-wrap; 

( Use a single address label that has clear, complete delivery and return information; and

( Place a duplicate address label inside the packages.

The following link to UPS’s website offers some helpful advice on preparing an international package. Please refer to the below link before dropping off or sending your package to Qatar.

http://www.ups.com/content/us/en/resources/ship/packaging/guidelines.html
We reserve the right to refrain from shipping personal items to Qatar based upon excessive size or weight and/or based upon the inappropriateness of the contents.  The Pittsburgh Qatar Finance Office will notify the employee that their personal package could not be sent due to a policy violation.  Employees who receive packages outside of these guidelines will receive a warning letter from the Pittsburgh Finance Office.  If the employee continues to receive inappropriate packages after receiving a warning letter, their rights to receive personal packages will be taken away.    

5. Please contact the following individuals with any questions:
Krystal Gula



Otto R Chacon
Qatar Finance (Pgh) 


Qatar Finance (Qatar)

kgula@andrew.cmu.edu

ottoc@qatar.cmu.edu 
Phone: 412-268-3065


Phone:  +974 5552 9043
Fax:  412-268-2732 
Carrie Nelson



Mark Gambone

Qatar Finance (Pgh)


Qatar Finance (Pgh)

carrien@andrew.cmu.edu

mgambone@andrew.cmu.edu
Phone:  412-268-1358
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