
 
 

 
 
 
 

 
MAILROOM FEDERAL EXPRESS PROCEDURES 

 
1. Items to be delivered should be placed on shelf next to mailroom in tray marked as “FedEx Drop Off” by 2:00pm to 

guarantee same day processing.  If item is too large for tray it should be placed on the shelf. 
2. A note with SCOE Contact Person (can list up to two people), shipping priority (priority overnight, standard, two-

day, etc.), and delivery address should be taped to outgoing item. The contact person(s) listed will receive e-mail 
confirmation of tracking numbers. 

3. FedEx driver typically arrives at SCOE for pickup between 2:00pm-5:00pm if package is delivered to mailroom 
after 2:00pm but before arrival of FedEx driver, Postal Services Technician will make best efforts to accommodate 
the processing of the item.  However, the processing of daily U.S. mail receives top priority between 2:30pm and 
4:00pm so it may not be possible to accommodate every request. 

4. If after 2:00pm it is strongly recommended to deliver the item to the Postal Services Technician in person. Do not 
leave package on shelf.  This allows for direct communication as to whether the package will be able to be 
processed before arrival of driver. Also, the mailroom is vacant for a large portion of the afternoon due to 
scheduled daily routes. There is the potential for items left on the shelf after 2:00pm to go unnoticed for a 
considerable amount of time. If unable to locate Postal Services Technician contact Kurtis Carr, Vanessa Alvarez, 
or Jen Dishman (in that order) in the Business Office. Any of the three will be able to help you. 

5. If the FedEx driver has left for the day, the Postal Services Technician can still process package and affix FedEx 
label.  At this point the package simply needs to be dropped off at a FedEx location. It is expected that the 
department will take the package to the FedEx location since it is after the deadline but the Postal Services 
Technician is often able to do so. This should be communicated clearly when the package is processed to prevent 
any misunderstanding.  The three places that we recommend for use are: 
a. Downtown Postal, located at 1509 K Street, Modesto, CA 95354 (209) 522-2960. The deadline to guarantee 

next day delivery is 3:00pm. M-F 9:30am-5:30pm 
b. FedEx Express Ship Center, located at 1407 Carpenter Lane, Modesto, CA 95358 (800) 463-3339.  (Off of 

Kansas and Reno).  The deadline to guarantee next day delivery is 4:30pm for East Coast & 7:00pm for West 
Coast.  

c. FedEx Office & Print Center, located at 2225 Plaza Parkway, C11, Modesto, CA 95350 (209) 577-2679.  The 
deadlines to guarantee next day delivery are 4:25pm for East Coast & 6:00pm for West Coast. 

6. In the unlikely event that the four people mentioned are unavailable to process the package in the mailroom, the 
department should go to one of the locations listed above and process the package on their own. The receipt for 
the cost of shipping should be saved and a Cash Buy-out form should be completed and submitted to the Business 
Office for reimbursement of expenses. 

7. Every FedEx shipment should be accompanied by three e-mails; 
a. The 1st e-mail is sent manually from the Postal Services Technician when the package is originally entered 

into the FedEx software.  This e-mail will simply state the FedEx tracking number and shipment priority.  It is 
an indication that the package has been entered and is awaiting pickup from the FedEx driver. 

b. The 2nd e-mail is a system generated e-mail from FedEx that will be slightly more detailed.  It will include the 
same tracking number and shipping priority.  This e-mail indicates that the package has been scanned and 
picked up by the FedEx driver.  Please note that this system generated e-mail should be sent in the afternoon 
on the same day that the package was left in the mailroom.  If you do not receive it, feel free to inquire with the 
Postal Services Technician. 

c. The 3rd e-mail is also a system generated e-mail from FedEx that indicates that the package has reached its 
destination. 

d. There could potentially be a 4th e-mail.  This is a system generated e-mail from FedEx that would notify of any 
exceptions or problems with the delivery.  These e-mails are rare. 

8. Should any problems arise with the e-mail communication process as outlined above, such as a FedEx system 
issue, an original label with the tracking number and shipping priority is created and printed when the package is 
first entered into the FedEx software. These labels are kept in the mailroom and can be viewed at any time. 

 
FedEx Express® Domestic Services Typically Deliver by: 

FedEx Priority Overnight® (U.S.) 10:30 a.m. next business day 
FedEx Priority Overnight (Canada) morning next business day 
FedEx Standard Overnight® (U.S.) 3 p.m. next business day 

FedEx 2Day® A.M. (U.S.) 10:30 a.m. or noon second business day 
FedEx 2Day® (U.S.) 4:30 p.m. second business day 
FedEx 2Day (Canada) 5 p.m. second business day 

FedEx Express Saver® (U.S.) 4:30 p.m. third business day 
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