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1. Overview

If you make payment in advance with your credit card, you can use DHL Express for your non-document 

package delivery just by dropping your envelope at postal offices or mailing boxes. The usage of Japan 

Post's Letter Pack Plus will save your time to wait for DHL's pick-up or to visit DHL locations.

Please read this guide carefully and prepare your shipment.

Shipper

⚫Print “Shipment Contents 
Confirmation” and fill out the 
form

⚫Prepare waybill and 
commercial invoice with 
MyDHL+ (Online Shipping 
Tool)

⚫Choose DHL Express 
Worldwide for your service

⚫Apply Promotion Code

⚫Complete payment with your 
credit card

DHL ExpressJapan Post

1 2 3 4

⚫Purchase "Letter Pack Plus" 
at Post Offices or 
distributing convenience 
stores at your expense.

⚫Put the following items into 
Letter Pack Plus

your package size that fits 
in Letter Pack Plus(4.0kg or 
less)

DHL Waybill & commercial 
invoice created by MyDHL+

Shipment Contents 
Confirmation

⚫ Please go over the 
checklist before shipping

⚫ Please choose one of the 
listed DHL Service Centers 
and use the address to 
send Letter Pack Plus to 
DHL. 

⚫ Drop your package off at 
your local post office or 
post box

Mail Address to Send Letter Pack Plus to DHL

Eastern and Northern Japan
DHL Minato Service Center TGW 3F LOPS

136-0082 2-13-10 Shinkiba, Koto-ku, Tokyo

Central Japan(Aichi, Gifu, Mie, Toyama, Ishikawa, Shiga)
DHL Central Japan Int'l Airport SC LOPS 

479-0881         Cargo Area, Int'l Airline Bldg 2, 1-2   Centrair,Tokoname-shi, Aichi

Western Japan
DHL Osaka Central Service Centre LOPS 

590-0901       3F Mitsui Fudosan Logistics Park, 1-171 Chikko yawata machi, Sakai-ku, 
Sakai-shi, Osaka

⚫ DHL receive and inspect 
your Letter Pack Plus and 
will ship it to the recipient 
abroad.

⚫ Your Letter Pack Plus 
envelope will be sealed up  
and transported in a DHL 
flyer (plastic bag).
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2.  MyDHL+ (Online Shipping Tool) & Promotion Codes
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[MyDHL+]

MyDHL+ is a free online shipping tool that allows you to centrally manage all 
procedures necessary for overseas shipping. You can easily create a waybill by 
following the guidance. MyDHL+ is highly flexible and can accommodate a variety of 
shipping needs. MyDHL+ provides visibility into transportation status and provides 
shipping management and reporting functions.

Website https://mydhl.express.dhl/jp/en/home.html#/getQuoteTab

[Promotion Code]

Promotion code must be applied when payment is made at MyDHL+. Then you 
will receive a special discount for your shipment via Letter Pack Plush and the 
code has an implication that you have chosen "postal mailing to DHL". 
<Please click here for the promotion code> 

* A special rate is applied to shipping via Letter Pack Plus.  Please note the 
discount rate to be shown at the payment page of MyDHL+ is different from the 
one calculated with the actual figures.

https://mydhl.express.dhl/jp/en/home.html#/getQuoteTab
https://www.dhl.com/discover/en-jp/ship-with-dhl/retail-services/Japanpost
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3. Important Instructions

⚫ "Shipment Contents Confirmation form“ is mandatory for non-document shipment.  Please 

print out Page 7 and fill out the form.

⚫ DHL account holders cannot use this mail-in by Letter Pack Plus. Please use pick-up service or 

drop-off at DHL Service Point.

⚫ DHL will do inspection by opening your packages, upon receipt at DHL Service Centers. Letter 

Pack Plus will be sealed up and put into DHL's own plastic bag for further shipping.

⚫ Once your Letter Pack Plus is accepted by DHL, you can track your document in the DHL 

system like DHL Website.

⚫ One Letter Pack Plus envelope can hold one shipment (i.e. one waybill).

⚫ You will bear the postage of Letter Pack Plus.

⚫ Please contact Japan Post regarding problems during the transit by Letter Pack Plus.

⚫ DHL will weigh every shipment. Additional fee may be charged to your credit card if there is 

any discrepancy between the charge based on DHL's weighing and your settlement made at 

MyDHL+.

⚫ Please note that delivery timing shown at MyDHL+ does not reflect the domestic 

transportation of Letter Pack Plus.

⚫ DHL reserves the right to accept your shipment. If it should be found inappropriate for 

shipping or if delivery in the destination country should not be feasible, DHL would not accept 

your shipment.  Your shipment will be returned by pay-on-delivery services. DHL 

international shipment fee will not be charged to your credit card.

⚫ If your shipment should be found unacceptable and if it could not be returned to you for any 

reason, DHL would dispose your shipment based on Terms & Conditions.
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4. “Shipment Contents Confirmation form”
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◆ Please be sure to read “Shipment Contents Confirmation form” before 
creating shipping documents at MyDHL+

◆ Please fill out the form and enclose it together with the waybill and invoice 
in Letter Pack Plus.

◆ Please print the next page
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(4/1/2024)

Shipment Contents Confirmation

Thank you for choosing DHL Express. Please read and fill out this confirmation regarding shipment acceptance.
You are requested to send us this confirmation together with your shipment and shipping documents. Upon
receipt of your shipment, DHL will do inspection by opening the package. Please note DHL would take the
following actions if your shipment should contain items not declared or inappropriate for transportation,
including dangerous goods:

 DHL will contact you and return all or part of your shipment via a delivery service at your cost.
 If all of shipment items are returned to you before uploading, there will be no charge to your

credit card.
 If shipment cannot be returned to you for any reason, DHL will reserve the right to dispose it

according to Terms and Conditions.

Shipper’s Information

Address： .

E-mail：    Phone： .

I hereby certify the above information is true and correct. Waybill #: .

Name (Print)： Date： .

Please verify your shipment does not include the following items by checking the boxes.

Restricted items vary among destination countries. Your shipment may be subject to import duties and tax.

Restricted Items Comments/Examples
Cash, Credit Card, Vouchers including Checks

Passport, Air flight ticket

Precious metals Jewelry, Precious Metals, Bullion, etc.  Excluding accessories with reasonable values

Living things Live/dead animals, Insects, Plants, Soil, Fertilizer, Seeds, Biological/Zoological specimens (dried or not)

Animal-related goods Leather goods, Ivory, Furs, etc.

Food & Drinks Any edible materials including processed food and coffee beans

Liquid Including detergent

Medicine, Cosmetics,

Medical test kit
Prescribed medicine, OTC medicine, Cosmetics in all kinds

Tobacco Including Electronic cigarettes (including vitamin inhalers)

Illegal goods Narcotics, Counterfeit goods, etc

Dangerous goods, Flamable Fireworks, Match, Lighter, Spray can, Fuel, Aroma oil, Ink, Disposable body warmer

Weapon (including imitation) Air gun, Model gun, Water gun, Wood sward, Underwater spear, etc.

Unacceptable Battery

＊Lithium Battery Unacceptable: Batteris alone Acceptable: Mobile phone, Camera (Only two devices containing batteries)

Device like a notebook PC cantaining high capacity battery may be unacceptable.

＊Lithium Button Battery Button/coin type is a round small cell or battery when the overall height is less than the diameter.

Unacceptalbe: Batteries alone, Activated device   Acceptable: Contained in unactived device

Active wrist watches are acceptable.

＊Dry Cell (Exclud. Button type) Acceptable conditions

Alkaline, Manganese, Indicate in waybill and invoice: "Not Restricted as Per SP A123"

Silver Oxide, Ni-Cd batteries Attach Safety Data Sheet for Ni-Cd battery.

＊Dry Cell (Button type) Button/coin type is a round small cell or battery when the overall height is less than the diameter.

Alkaline, Managanese, Unacceptable: Activated device including wrist watch  Acceptable: Contained in unactivated device

Silver Oxide batteries, etc. Indicate in waybill and invoice: "Not Restricted as Per SP A123"

* If you have questions, please contact DHL Customer Service at 0120-39-2580. Shippmer must certify the types of batteries or details of shipment items.
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5. Final Check Points before Mailing

Please check the following points before you put your documents into Letter Pack Plus.

   Do you have filled out “Shipment Contents Confirmation form”?   

   Do you have DHL waybill and commercial invoice prepared with MyDHL+?

   Did you pay the charges using your credit card at MyDHL+?

 Did you apply Promotion Code at MyDHL+?

 Did you include every piece of your shipment in your invoice (i.e. details of contents)?

 Do you have "Shipment Receipt" as your reference at hand?

Please check the following points before you drop your Letter Pack Plus.

 Do you have the tracking number (detachable from the envelope) for Letter Pack Plus?

 Did you write DHL facility address as the recipient?

 Are you aware that your package would be sent back by pay-on-delivery service if DHL

should find your shipment unacceptable?

After affirming all the check points, please go to Post Office or Mailing box to drop your Letter 

Pack Plus that includes your shipment for international delivery as well as DHL waybill, 

commercial invoice and Content Confirmation Form.

*Please keep this checklist for your records.

P.8
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6-(1). MyDHL   Registration 1/2
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1). MyDHL+ Access https://mydhl.express.dhl/jp/en/registration.html 

2). Scroll down to “Your Details”

Click No

Tips
Password must meet all the 
conditions.

✓ 8+ letters and numbers
✓ 1+ lower case
✓ 1+ upper case
✓ 1+ number
✓ 1+ special characters 

e.g. ! @ # $ % ?

Click “Register” when 
completed.

Follow the 
instruction and click 
the image.

Tips
Enter only numbers.  Hyphen 
will be added automatically. 
Once completed, the error 
message will disappear.

https://mydhl.express.dhl/jp/en/registration.html
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6-(1). MyDHL+  Registration 2/2 

3). Close the window and wait for an email from DHL.

4). You will receive an email Welcome to MyDHL+ from dhlSender@dhl.com and please click 
the login button.

5). The login window will show up.  Please enter your email address and password.

Note
The login button in the email is active 
only for the initial login.

Please use this URL next time.
https://mydhl.express.dhl/jp/en/auth/l
ogin.html
※ Please add to your bookmark.

https://mydhl.express.dhl/jp/en/auth/login.html
https://mydhl.express.dhl/jp/en/auth/login.html
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6-(2).  MyDHL+ LOGIN

1). Access MyDHL+ https://mydhl.express.dhl/jp/en/auth/login.html

2). Click “Login” on top right and the login screen will show up.

3). Enter your email address and password  and click the login button.

4). There are options to manage on the home page.

※Please go to the last section to register your email address and password.

Tips
Click here if you forget 
your password.

Password must be 
updated every 90 days.

※ The same password can be 
registered.

My Profile

Update My Info
Manage MyDHL+
Manage Passord

Create a shipment
Get Rate and Time Quote

etc.

Ship

Track shipment by 
number

     etc.

All Shipments
My Pickups
Address Book
Reports

etc.

Manage ShipTrack

https://mydhl.express.dhl/jp/en/auth/login.html
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6-(3).  MyDHL+ Create Shipment

Address Book
Registered addresses 
can be applied.

Tips:
“Save as New Contact” for 
a new receiver address. 
“Update Contact” for any 
registered address.

Tips:
Uncheck “Business 
Contact” and check 
“Residential Address”, 
and company name is 
not necessary.

Zip Cod & City:
Enter Zip Code first 
and city names will 
show up.

Telephone
The number of digits and 
area codes are checked.
※ Error message will be shown 
unless any appropriate number is 
entered.
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                       Here, uncheck the checkbox and click Next to move on
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Final Check Points before Mailing 

Please check the following points before you put your documents into Letter Pack Plus. 

□   Do you have filled out “Shipment Contents Confirmation form”?    

□   Do you have DHL waybill and commercial invoice prepared with MyDHL+? 

□   Did you pay the charges using your credit card at MyDHL+? 

□   Did you apply Promotion Code at MyDHL+? 

□   Did you include every piece of your shipment in your invoice (i.e. details of contents)? 

□   Do you have "Shipment Receipt" as your reference at hand? 

Please check the following points before you drop your Letter Pack Plus. 

□   Do you have the tracking number (detachable from the envelope) for Letter Pack Plus? 

□   Did you write DHL facility address as the recipient? 

□   Are you aware that your package would be sent back by pay-on-delivery service if DHL 

        should find your shipment unacceptable? 

After affirming all the check points, please go to Post Office or Mailing box to drop your Letter Pack 

Plus that includes your shipment for international delivery as well as DHL waybill, commercial invoice 

and Content Confirmation Form. 

*Please keep this checklist for your records. 

https://www.dhl.com/discover/en-jp/ship-with-dhl/retail-services/Japanpost


Customer Service 

0120-39-2580 

DHL Japan, Inc. 
1-37-8, Higashi Shinagawa,  
Shinagawa-ku, Tokyo, 140-0002, Japan 
dhlexpress.jp 

Monday to Friday 8:00-19:00  
Saturday 8:30-14:00  
Sunday and National Holiday: Closed 

https://dhlexpress.jp/

