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Pick-Up via Courier Service

Borrowers who prefer to use a courier service must complete the Library Material Check-Out Form and
select “Courier Service” as the mode of pick-up: To check out library materials, users must have a valid
UST ID and an active Library Account.

Process:

1.) The GCS acknowledges the request and sends the Terms and Conditions (T&C) via email.

2.) Borrowers must sign and return the T&C to the GCS to proceed with the request.

3.) Once confirmed, the GCS staff will process the materials and notify the borrower when they are ready
for pickup.

4.) The borrower will book their preferred courier service and shoulder the delivery fee.

5.) After booking is confirmed, borrower must send the following details to GCS via email

« Name of the Courier Service (e.g., Lalamove, Grab, etc.)

« Name of the Authorized Person (AP) — the rider/driver assigned to pick up
« Expected time of arrival

 Tracking details/links

6.) The pick-up station is at the GCS or Dapitan Gate 10, and is open from 9:00 a.m. to 4:00 p.m., Monday to
Saturday. The AP must sign an Acknowledgment Slip upon pick-up.
7.) Once the transaction is complete, GCS staff will notify the borrower that materials have been

. successfully picked up.
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