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1.0 Purpose

To define the process for Fed Ex Overnight shipments.

2.0 Scope

This procedure describes the process and responsibilities for sending Fed Ex Overnight shipments.

3.0 Departments Affected

All

4.0 Definitions

N/A

5.0 Procedure

5.1 Letters or parcels requiring Fed Ex Overnight service must be dropped off at the Main Switchboard (3100 Library Building) before 1:00 P.M. to go out the same day.

5.2 Switchboard Technician will call Fed Ex to schedule a pick up before     1:45 P.M.

5.2.1 Write pick up confirmation number on the envelope/package.

5.2.2 Record information on a Fed Ex log.  Including the name of the sender, date, confirmation number, and tracking number.

5.3 Immediately take letter or parcel to the Fed Ex pick up location: General Services Building 2700A.

5.4 Note: Fed Ex envelopes and supplies are located at the Switchboard (building 3300 lower floor) and in the Mailroom (building 2700A).

6.0 Attachments

6.1 Announcement to campus (email)
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