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REQUEST FOR EXPEDITED DELIVERY SERVICES
Express Mail and the overnight services offered by other commercial carriers shall only be used when it is the most cost effective way to accomplish a mission within time, security and accountability constraints.  These services shall NOT be used:
         - To respond to directed actions or requests for information         - For the purpose of correcting administrative oversights such as a late suspense when adequate  time existed.         - On days before weekends or holidays unless the sender has verified someone will be available to accept it and work on it during the weekend or holiday.
The SENDER is responsible for verifying 1) that the address information provided is correct AND 2) that the shipment arrived within the established timeframe.  In cases where the shipment did not arrive within the established timeframe, the SENDER must provide the OMM email notification.  Notification must include 1) Date of request 2) Tracking Number 3) Date shipment actually arrived.
The Mail Center is the final authority in approving the use of expedited delivery services.
THE SENDER MUST PROVIDE THE FOLLOWING INFORMATION
6.  SPECIAL SERVICES (All packages are sent Standard Overnight unless otherwise indicated below)
SENDER INFORMATION
RECIPIENT INFORMATION
APPROVING OFFICIAL (Assumes fiduciary responsibility)
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