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1. 0
OBJECTIVE
To assure that Letter of Authorization presented by the representative is valid upon endorsement of shipment/s.   

2.0 SCOPE

This procedure shall apply to Ground Operations, Sales, Finance, Customer Service and Quality Assurance and Engineering.

3.0 RESPONSIBILITIES

Customer Service Representative/Courier/WSC Agent shall conduct the validation of the Letter of Authorization in case of doubt. 
4.0 PROCEDURES

4.1 POLICY ON VALIDATION OF TRANSACTIONS CHARGED TO COLLECT OR THIRD PARTY:
4.1.1 The following transactions should be on CASH BASIS ONLY:

 



(LOA and RPI not needed anymore)

1.  DELETED   Accounts 
2.  Without PH FedEx Account. 

Request for Exemptions from this policy must be approved by the following:

1.  Revenue Management Director  

2.  President 
4.1.2 For ACTIVE Accounts, the following are required:

1. LOA from account payer  
2. Guarantee Letter from the shipper
4.1.3 Valid LOA must meet the following criteria (See Exhibit A – sample LOA):
4.1.3.A
Using official company letterhead of account owner.
4.1.3.B
The approving authority position and employee number clearly stated and signed.

Note: No electronic signature shall be accepted.

4.1.3.C

The LOA must indicate the validity period for blanket LOA. For transaction LOA, AWB used must be indicated.
                                    4.1.3.D

Only Authorized FEDEX Account number to be used.
4.1.3.E
The shipper company or individual authorized to use the account.

4.1.3.F
Shipper's address and contact details must be indicated.

4.1.3.G
Letter of Authorization should be addressed to FEDEX.
4.1.4 Valid Shippers Guarantee Letter must meet the following criteria (See attached Exhibit B-Sample Guarantee Letter):
4.1.4.A
Using official company letterhead of account owner.
4.1.4.B
The approving authority position and employee number clearly stated and signed.

Note: No electronic signature shall be accepted.

4.1.4.C

The Guarantee must indicate the validity period.
                                    4.1.4.D

Only Authorized FEDEX Account number to be used.
4.1.3.E
The shipper company or individual authorized to use the account.

4.1.3.F
Shipper's address and contact details must be indicated.

4.1.3.G
Guarantee Letter should be addressed to Airfreight 2100, Inc.
4.1.5 The courier/ WSC agent/ CS representative reserves the right to conduct additional validation in case of doubt.
Exhibit A – Sample LOA

[image: image1.png](This letter is to be provided on Payor’s company letterhead with Name,
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Qae.

To:  Federal Express Corparation, its subsidiaries & branches (‘FedEx’)
Reverue Operations (fax no. of respective country)

Dear SirMadam,

Letter of Acceptance
Air Waybill No.

Shinper's Company Narme.

address

Telephone Number

EaxNumber

atertion

Recipient's Company Name

address

Telephone Number

EaxNumber

atertion

In connection wih above mentioned shipment, we hereby confirm our agreemert to pay all charges
including

(Please select one optior)

O FREIGHT or

O DUTY/TAX or LPC

O BOTH FREIGHT & DUTY/TAX & LPC

and authorize FedEx to charge us using our FedEx AC#____- -

We acknowledge that FedEx may at ts option decline to bil to our FedEx account if i is deemed by FedEx
as an account not in good credit standing.

Thank you

Yours fathfully,

Signature of authorked persan
Names.

Designation..

[Company Starnp]

Telp. (ext)

NOTE: The tems & conditions stated behind the airway bill remain enforceable





Exhibit B – Sample Shipper’s Guarantee Letter
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Airfreight 2100, Inc
I Fir,, Cargahaus Buiding, NAIA Camplex
Broy. Yitalez, Paranaque City

Shigpers Accourt No
Shippers Accaunt Name
Address

Contact Number

Validity Period: __

LETTER OF GUARANTEE

Dear SirMadam,

We hereby confirm our agreement to pay all charges for all our Outbound Collect (Bil
Consignee) and Third Party shipments in case of refusal from the payer provided in the
LOA

We hereby authorize Airfreight 2100, Inc. to charge us using the account number stated
ahove. Charges may include the following

1. FREIGHT o

2. DUTYITAXILPC

3. BOTH FREIGHT & DUTYITAX & LPC

Thank you

Yours faithfully,

Signature of Autharsed person
Mame..

Desjanation..

[Cornpany Starmp]

Telho. ()

NOTE: The terms & canditions stated behind the airway bill remain enforceable
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