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INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 4614.1

	Subj:
	FEDERAL EXPRESS (FedEx) SERVICE


	Ref:
	(a) 
Transportation of Freight Manual, COMDTINST 4610.5

(b) 
U.S. Coast Guard Postal Manual COMDTINST M5110.1A


1. PURPOSE.  Establish policy and procedure for Federal Express use.
2. ACTION.
a. The Comptroller Division, Accounting Branch Chief, Logistics Branch Chief and Mail Services Center Supervisor shall take action to minimize transportation costs.

b. ISC Portsmouth Division Officers shall ensure that their Divisions and Branch Chiefs are aware of and comply with the provisions of this instruction.
3. DIRECTIVES AFFECTED.  None
4. DISCUSSION.
a. Federal Express (FedEx) costs at ISC Portsmouth have tripled during the past three years.  While an increase in costs were anticipated due to post 9/11 directions on delivering magnetic media to the Washington DC area, the Mail Service Center (MSC) has observed that many of the Federal Express shipments made during the past year could have been shipped at less cost via the United States Postal Service (USPS) or the United Parcel Service (UPS) and still met mission requirements.  An example of this misuse of FedEx is shipping items to the archives.  While delivery confirmation is required in this case, speed is not a necessity.  We all have a responsibility to be good stewards of Coast Guard funds.  FedEx is a costly delivery service that should only be used for critical items that must be received the next day.  

b. Federal Express does not deliver to Post Office boxes. 

c. Reference (b) directs the use of cost effective means to reduce postage costs and to consolidate as necessary.  The same remains true with FedEx Service.  FedEx is not to be used for delivery confirmation.  If delivery confirmation is required, use less expensive services such as certified mail, registered mail or delivery confirmation service that are all available through the USPS at the MSC.
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d.
Under current contract terms, the size and weight of each package or article is limited to 108 inches in length and girth combined and 70 pounds, with a maximum weight of 150 pounds per shipment.  However, Federal Express is accepting packages up to 150 pounds per piece, no weight limit per shipment; the size of each package is limited to 165 inches length and girth combined with a maximum length of 119 inches.
5. PROCEDURE.   
a. Determine if FedEx should be used.  FedEx should not be used as a replacement for regular mail or as a convenience.  FedEx provides costly priority overnight delivery service that shall only be used when one of the following four criteria are met:
(1) Failure to send via overnight will create or extend a degradation of Coast Guard operational mission readiness or in other words, expedited delivery is mission essential.
(2) FedEx provides a cost savings over all other available regular delivery services.

(3) Failure to guarantee timely delivery will cause embarrassment to the Coast Guard.

(4) Extraordinary events requiring original documentation with original signature that must be delivered overnight.

b. FedEx shall not be used for:

(1) Items being shipped to Federal Archives.

(2) Routine correspondence or paperwork such as orders, performance evaluations, etc.  

c. The Mail Service Center supervisor will screen all outgoing FedEx packages for information that may indicate that the package does not meet the criteria outlined in paragraph 5.a. above.  If orders, performance evaluations, routine correspondence or items destined to the Federal Archives must be delivered via FedEx please include justification with the package to the MSC so the package will not be returned.   In most cases, orders, OERs or routine correspondence can be faxed if time critical with the original sent via regular mail.

d. When FedEx service is warranted, ensure that the appropriate Express Package Service is selected.  The express service requested determines the cost. (i.e. FedEx Priority Overnight-$38.00 per package, FedEx Standard Overnight-$30.00, or FedEx Express Saver $10-12 for delivery within three business days).
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e. The MSC will maintain a log of all FedEx shipping bills that are preprinted with ISC Portsmouth’s FedEx account.  In some cases where divisions/branches routinely use FedEx, preprinted FedEx shipping bills may be issued by the MSC to the respective branch to allow completion of the shipping bill within the convenience of their workspace.  A single division or branch POC will be required to help track the shipping bills and be responsible for safeguarding against misuse or abuse of the FedEx service.  The branch completing the FedEx shipping bill should include their office routing symbol or side-router in the sender’s box, with the ISC Portsmouth address. Upon completion of the shipping bill, the branch should make a copy of it if they need to personally track the parcel.  The entire shipping bill and parcel shall be delivered to the MSC.  The MSC will retain the top copy of the shipping bill.

f. Once a week, the MSC supervisor will deliver shipping bills completed in the previous week to the Accounting Branch, so the shipping bill document can be entered into the Financial and Procurement Desktop (FPD) to ensure proper accounting.  Once entered, the Accounting Branch will return the shipping bill(s) to the MSC for filing.

g. Only the MSC Supervisor and the GS-7 Accounting Technician in the Accounting Branch are authorized to call FedEx to request and receive new FedEx shipping bills preprinted with ISC Portsmouth’s FedEx account on it.

h. All tenant commands shall maintain their own FedEx account.

i. The MSC will also maintain a stock of blank shipping bills to facilitate use of FedEx by tenant commands that are deployed or for any other contingency.  When blank forms are used and a Coast Guard FedEx account is written on the form, the entire shipping bill with the parcel shall be delivered to the MSC.  The MSC will keep the top copy if ISC Portsmouth’s FedEx account is used or forward to the tenant command if their account is used.

j. Items sent via FedEx to deployed cutters shall be charged to the deployed cutter (receiving unit) FedEx account.

R. D. GIBSON
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