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MAIL SERVICES

A. Purpose and Scope: University Mail Services is |located on the Richardson Canpus in
the Service Building, Room 1.104. Ml Services provides the University with a
conprehensive internal and external nailing and distribution system

One-stop nmail boxes are strategically |ocated on both UTD canpuses where University
and U.S. mail is delivered and picked up each norning and afternoon, Mnday through
Fri day, holidays excepted.

B. Callier Courier Service: The University operates a courier service between the nmain
canpus and the Callier Center for Communication Di sorders on an interdepartnental
basis daily. The courier |eaves the mailroomat approximately 1:00 p.m and will
deliver to Callier all interdepartmental mail picked up on the early mail run
Mail to the Callier Center should include addressee’s full nane and nmail station

Inquiries should be directed to : Mai | Services
UTD/ Ri chardson Canmpus, ext. 2319.

C. Campus Mail: Campus mail is distributed by the University wi thout the paynment of
postage and the use of this service is limted to:
1. Budgeted units of the University in conducting official business;
2. Registered faculty and staff who have been certified to use canpus mail subject
to the following restrictions:
a. The use nmust be for a public purpose that is related to the educationa
m ssion of the University and must conply with all applicable federal and
state laws and regul ations and with the Rul es and Regul ati ons of the Board of
Regent s;
b. Perm ssible use does not include:
1.) The solicitation of new nembers to an existing organization
2.) Distribution of newsletters or other bulk nailing that are
customarily mailed fromstate or national organizations;




DATE 1 SSUE REVI STON PAGE
10/20/97 5 F5-100.0.1

- SUBJECT

ADMINISTRATIVE FACI LI TI ES AND SERVI CES
POLICIES AND PROCEDURES MANUAL

SUB-TOPIC

MAIL SERVICES, Continued

3.) Advertising or endorsing comrercial products or services or
for other private gain purposes:

Partisan political purposes;

Rel i gi ous purposes; or

Pur poses that are of a personal nature.

o 0k
~— N~ ~—

The size of individual items shall conply with the dinensions currently
permtted by the U S. Postal Service. See instructions for large, bulk mailings
under the Qutgoing Mail section of this policy.

An individual or organization shall be subject to appropriate disciplinary
action for the unauthorized use of campus mail, including the suspension or
cancel |l ation of the privilege to use campus mail. Itens sent through canpus
mai | nay be opened and inspected to assure conpliance with the restrictions on
use of this services.

U S. Postal Service Mil:

1. Incoming Mail: Incoming U S Mil addressed to the UTD/ Ri chardson canpus
is picked up daily, Mnday through Friday, holidays excepted, by Mai
Services personnel at the R chardson Post Office. Miil Service sorts and
distributes the mail to the appropriate mail stations.

Incoming U S Miil addressed to the UTD/Callier Center canmpus is delivered
dai ly, Monday through Friday, holidays excepted, to the Callier Center by

the Dallas Airlawn Post Office. Callier Center nmail is sorted and pl aced

in mail receptacles located in the Callier Center Mail Room

Qutgoing Mail: Oficial UTD/Richardson nmail is processed wth appropriated
postage by Mail Services. Qutgoing mail is delivered once daily, Monday

t hrough Friday, holidays excepted, to the Richardson Post Ofice. NOTE:
Mai | that must be posted, but is not ready prior to the | ast pickup for
the day will have to be delivered by the department to Mail Services by
4:00 p.m to ensure that it will go to the U S. Post Ofice the sane day.
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Oficial UTD/Callier Center mail is processed with appropriate postage by
the UTD Mail Services.

Certified, insured, and registered mail and ot her postal services are
avai |l abl e at Mail Services, SB1.104, for University-related business
charged to authorized UTD accounts.

Third C ass bul k mailings are processed through UTD Mail Services. For
i nfornati on about additional bulk nmailing services, consult F7-100.0, this
section.

Pursuant to Section 38, Article IX, H B. 1, 75" Legislative Regul ar
Session, except in connection with reinbursenents to any authorized petty
cash account or reinmbursenents to state enpl oyees for emergency purchases
of postage or energency paynents of post office box rent, state funds may
be expended for purchasing postage only from or paying post office box
rent only to, the United States Postal Service.

The University has nailing equi pnent and facilities capable of affixing
postage on official outgoing mail and parcels. Al UID departnents and
functions are urged to use this service.

3. University Mail System for Personal Use Prohibited:
Use of state postage neters or non-postage mail delivery systens which
are operated with state funds for any purpose other than official state
or University business is a violation of Sections 51 and 52 or Article
I1l of the Texas Constitution. Therefore, use of The University of Texas
at Dallas mail system for personal mail is prohibited.
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