

Interoffice Memo

                 DEPARTMENT NAME HERE
To:
Business Resource Center
From:
Department Name Here

Date:
Date Here

Subject:
Blanket Approval to Process Federal Express Label Requests
Copies:


I have signature authority for the department(s) listed below and hereby authorize any staff in my department to request Federal Express labels directly from the Business Resource Center with a maximum dollar limit of $75 per shipment.  I hereby present this blanket advance approval in lieu of signing each individual request for all accounts which fall under department code(s):

  List of Departments Here
up to a maximum dollar total of Enter Dollar Maximum Here.
Should any individual Federal Express shipment exceed the $75 limit, an appropriate departmental signature must be attached to the request for a shipping label, or, in lieu of this, the request must come directly from the e-mail account of a person with signature authority.  

APPROVED:
______________________________________________

Signature of Department Head
______________________________________________

Printed Name of Department Head and Title Here
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