                       SAMPLE LETTER MUST BE ON LETTERHEAD & SIGNED

DATE:                                                           

SUBJECT:  FedEx tracking no. XXXX XXXX XXXX
TO: Federal Express International Clearance and United States of America Customs

FROM : 
This parcel contains biological specimens: 
Common Name: sponge. 

Scientific name(s): Clathrina sp. (Porifera, Calcarea)
These museum specimens are being donated to Dr. Allen G. COLLINS, the Smithsonian Institution, CARE OF: Paul Greenhall, Dept. of Invertebrate Zoology, 4210 Silver Hill Road, Suitland MD 20746 USA (Phone: 301-238-1758) for scientific study or analysis.  These specimens are preserved in Excepted Quantities of alcohol and formalin, i.e., less than 30 ml per safely sealed plastic container. 
These biological specimens are not protected under CITES. They do not contain any infectious or pathogenic agents. This shipment is not a health hazard.
These scientific samples are intended for research and are sent free of charge as exchange of scientific material. These museum specimens have no commercial value. They will not be subject to transfer to third parties.
If this information is not sufficient to allow clearance, please contact Paul Greenhall (Phone: 301-238-1758) of the Smithsonian Institution immediately.

Sincerely,

