- 2 -


[image: image1.jpg]



CPU 

Express Mail Procedures

ACCEPTANCE PROCEDURES:

Contract Stations Express Mail acceptance times:

           Monday - Friday         7:00 am – until last collection of the day

           Saturday                     7:00 am – until last collection of the day

Do not accept any Express Mail outside of these hours and NEVER ON SUNDAYS OR HOLIDAYS.  

DISPATCH PROCEDURES:

Keep the Express Mail separate from the other mail.  Dispatch Express Mail on the earliest collection.  Do not hold Express Mail for the last collection.  If a collection is NOT made please contact your local Post Office ASAP for pickup.

ZIP CODES 967 & 969:

Express Mail to ZIP Codes 967 & 969 destine to Guam, American Samoa, Federated States of Micronesia, Northern Mariana Islands, Marshall Islands & Palau Island are now only sold by Custom Design and only at a Post Office. 

HAZARDOUS & LIVES:

Do not accept shipments of anything “live”; including fish; dry ice, perishables or hazardous

materials – all of these shipments must be taken at a USPS station/branch.
MILITARY:

Manually look on the hard copy of your Express Military Directory to verify the APO/FPO ZIP Code can be accepted as Express Mail. The ZIP Codes in this directory are the only ZIP Codes to an APO/FPO address that can be accepted as Express Mail.  If the ZIP Code is not listed, you may not accept it as Express Mail, but inform the customer they may use Priority Mail service.  All Military Zip Codes are a 3-day service.

FINANCE COPIES:

Send the completed Finance Copy of each label to our office daily, in the greenish/blue bags provided.

Express Mail service is designed to meet the increasing demand for fast, reliable delivery of mail.  It offers guaranteed 1-day or 2-day service and includes $100 of Insurance against loss or damage.                      [image: image2.png]unitodstatos

PostOffice




The guarantee is for on-time attempt of delivery or your money back.  


