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Section

1

The Basics

Location and Phone Numbers

The North Central University Mail Center is located behind the elevator on the first floor in Miller Hall, 910 Elliot Ave, Minneapolis, MN 55404-1391.  The telephone number is 612.343.4443 (dial 4443 on campus).  Personnel numbers are:
1. Director: Mike Cappelli, 612.343.4440

2. Supervisor: Missy Brown, 612.343.4154

3. Project Specialist: Kevin Jacobs, 612.343.4152
Customer Service Inquiries

The Mail Center is committed to customer service.  If you have general questions or concerns, please call ext. 4443 or fax 4778.

Hours of Operation

The Mail Center is fully operational Monday, 8:00am through 4:30pm; and Tuesday - Friday 8:00am through 6:00pm and Saturday 10:00am through 2:00pm.  The summer hours for the Mail Center are Monday – Friday 8:00am through 4:30pm.

Holiday Hours

The Mail Center will be open for business on any national holiday on which North Central offices remain open.  Personnel will deliver Intercampus mail, and conduct business as usual.  Incoming and outgoing mail are dependent on the U.S. Post Office.

On college breaks, when there is still U.S mail delivery, staff will distribute mail to all mailboxes and will observe abbreviated hours.  Details will be given in advance of any special hours (they will also be posted).
Snow Days or National Emergencies
In the event of a snow day or a National emergency, and North Central has dismissed all staff, the Mail Center is not required to pick-up or deliver mail.
Services

Mail Center personnel are eager to serve the faculty, staff and students of North Central University.  While the Mail Center is not a branch of the U.S. Government, the Mail Center is governed by US Postal Service regulations; therefore, mail center staff must observe federal requirements in handling and processing the mail.  Also, the Mail Center has instituted other policies in order to maximize efficiency and provide a higher level of service.

Delivery Times for Mail Rounds to Offices

The Mail Center provides pickup and delivery service two times each day during the school year to North Central departments.  The morning service is between 10:00am and 11:00am.  The afternoon service is at 2:00pm.  Mail delivery for The Kingsriter Center, Bookstore, Center for Youth and Leadership, and the Communication Center is provided on the 2:00pm mail round.  During the summer and on certain holidays/breaks throughout the school year, the Mail Center provides pickup and delivery service once a day at 1:00pm to every office. 

Please provide a consistent outgoing and incoming tray (slot) for your mail.  This causes less confusion and more accurate delivery and pickup of mail.  
As of August 2004, the Mail Center requires a signature for delivery of packages.  Each office should have a designated person available to receive packages at the above stated times.  The Mail Center will only deliver packages to the department stated on the package itself.  If there is no person to receive the package, the Mail Center will attempt 2 more deliveries of the package(s) until a signature can be obtained.  If after three attempts of delivery a signature cannot be obtained, the package(s) will be held in the Mail Center for pickup by the intended receiver, unless notification (either verbal or written) has been given to the Mail Center concerning mail delivery.

Postage Account Charges

The Mail Center will meter departmental mail, provided the originating department has a valid postage account.  Accounts may be set up through North Central University’s Accounting Department at ext. 4413.

First Class Metering Services Available:

Generally, 3:15pm is the deadline for processing outgoing mail.  However, metering time varies depending on how much mail is involved; therefore, discretion to facilitate late projects is left to the Mail Center Supervisor or the Project Specialist.  Please notify the Mail Center in advance to make necessary arrangements.

Mail is taken to the US Post Office at 3:30pm, Monday through Friday.  The Mail Center does not take mail to the Post Office on Saturday

The Mail Center offers the following USPS services:

· E-Certified Mail, E-Signature Confirmation (with return receipt if needed)
· E-Delivery Confirmation

· Express Mail, Domestic and International, and Global Express Guaranteed
· First Class Presort and Non-profit (quantity restrictions apply)
· First Class Insured Mail, Domestic and international

· Global Priority Mail

· Media Mail

· Library Mail (IRC only)
Other Mail Services

UPS (United Parcel Service)

The Mail Center also provides daily UPS service.  UPS delivers daily (Monday-Friday) between 10:15am and noon.  They is also pick up around 2:30pm.  This service is provided for departments, provided the requesting department has a valid postage account.

FedEx, DHL, and Other Carriers
North Central University does not carry accounts with shipping companies outside the USPS and UPS.  If a different carrier is requested, all arrangements will need to be made by the requestor to use said carrier.   This includes obtaining supplies and arranging for pickup service.  While these companies do drop-off semi-regularly, they do not have a regular pickup scheduled.
Fax Information
The Mail Center’s fax number is 612-343-4778.  The Mail Center asks that the incoming faxes that are sitting in the machine be left at the machine only to be gone through by Mail Center personnel due to the confidentiality of some faxes.

Faxes will be delivered to the appropriate department.  When a fax comes in staff will notify the department administrative assistant or to whom it goes.  Sometimes when it comes in right before rounds, Mail Center personnel will just put it in the cart to be delivered, so no call will be made.  If the fax received is of a personal nature, the cost is $1.00 per five pages.  
When sending a long distance fax, a code is required.  The long distance codes are provided by the Information Technology’s office.  If someone wishes to send a personal fax the cost is $1.00, no matter how many pages (there is an extra charge of $1 for use of the Mail Center long distance code, if the fax is going long distance).

Scanning
The Mail Center’s copier has a high-speed scanner for converting hard copies into PDF or TIFF files.  The copier can scan directly to email (there is a 5MB size restriction on emailing documents), to a local PC where a CD can be made with the scanned documents, or to the “Temp” folder of the “N” drive.  If a department does not have a blank CD, the Mail Center can provide one for a cost of $.25.  In the case of large documents being scanned, it is recommended to NOT use email, as this clogs North Central’s email server.  If a department has a large, continual scan job to be processed, the Mail Center will train an employee from the department in need to run the machine.

Laminating
Laminating is a service that the Mail Center offers as a free service to departments.  To request something to be laminated, select “Laminating” on the Copy Request form.  The Mail Center will laminate originals or copies of originals; the request form should be marked accordingly.  

Internal Certified

The Mail Center offers an internal certified mail for traceable intercampus mail.  If needed, an internal return receipt may also be added to the piece of mail.  All materials for this service can be obtained in the Mail Center.  Simply bring your article to the Mail Center and request an Internal Certified (and Return Receipt if desired).  A barcoded label will be applied to the mail piece and it will be entered as a package.  The recipient will have to sign for the package (and if selected, a signed return receipt will be returned on the next mail round).  This service is available for letters NOT in intercampus envelopes.
Office Supplies 

The University has an account with Office Depot.  If there are any supplies that the department needs there are two ways to order depending on the items and dollar amount:

1. You can order online at the NCU Office Depot web site (http://bsd.officedepot.com) to get the list of our contracted supplies.  Other items can be ordered but are not guaranteed to be the “best value.”    (NCU receives at least a 40% discount on most items.)  Each department will need to set up an office depot budget and cannot exceed that amount unless a transfer is done from another account, which is done through the Accounting Office.  

2. If an order needs to be placed from another account other than Office Depot, a Requisition must be filled out for a Purchase Order (PO). 

All orders are approved through the Mail Center and must be submitted by 4:30pm.  If there are any questions or concerns please contact the Mail Center Supervisor at 4154.

Each department is assigned a five-digit number, called a Cost Center.  This number is what Office Depot uses to charge each department for their orders.  Questions on Cost Center numbers should be directed to the Mail Center Supervisor.  Office furniture may not be purchased without the approval of the Business Office.  Likewise, computers and most technology items will have to be approved by the Information Technology department.  These restrictions are in place to ensure that North Central departments get the highest quality products at the best price.
North Central University Stationary

The Mail Center provides each department with letterhead and envelopes with the NCU logo.  Second sheet letterhead is also available upon request.  NCU windowed and non-windowed envelopes are also available.  Please call or stop by the Mail Center to request the stationary.

NOTE:  NCU Stationary is not for personal use.  Students may ONLY use NCU letterhead for NCU sponsored trips.
Departmental Outgoing Mail

To expedite handling of mail, the Mail Center requests that a blue or green mailing slip be attached to any mail picked up on mail rounds.  Mail Center employees sort by outgoing and intercampus mail according to the slips attached to the mail.  Mail that requires postage should have a green slip stating the department name and which class of mail is to be selected.  Intercampus mail should have a blue mail slip attached.  Please keep stamped mail, Intercampus mail, and mail to be metered separate.  If Intercampus and outgoing mail are mixed, there may be some delay in service.  Things to remember:
· Use only the green postal slips for mail requiring postage
· Use only cherry slips for international mail.
· Bundle large groups of envelopes together with a rubber band and use the appropriate identifying slip.  One does not need to put a slip on each piece of mail.  If needed, rubber bands are available in the Mail Center.

· Letters need not be sealed; the Mail Center requests, though, that all flaps be either open or closed and the envelopes stacked for feeding through the machine.  Make sure that all addresses are going the same way, so the postage is put in the correct corner of the envelope.

· Letters containing three or more pages, grade transcripts, and certain oversized envelopes must be sealed.

· Envelope contents must be properly folded and inserted so that they do not extend out of the envelope.  If this is not done, the postage machine will not seal the envelope and the item may be damaged.

· All intercampus mail needs a blue slip, unless the mail is in a manila Interdepartmental envelope
· Use manila Interdepartmental envelopes for official University business only.  
· Please do not use these envelopes for delivering mail to students, as students may not return the envelopes.

· All intradepartmental mail must be separated from USPS First Class Mail

· If you need any postal slips, please call or stop by the Mail Center.

If Mail Center personnel have come on rounds but there is still some mail that needs to be processed that day, please bring it to the Mail Center.  Mail that needs postage (mail to be metered) should be placed in the white bin to the right of the front counter.  Intercampus mail should be handed directly to any of the Mail Center Staff, with the exception being Accounting checks.  Any checks should be handed directly to full-time Mail Center staff so that a consistent NCU employee can do immediate processing.  Keep outgoing mail, intercampus mail, and stamped mail separated.  Stamped mail can be dropped in the slot of the front counter.

Be sure that all mail (even Intercampus mail) has a return address on it.
Intercampus Mail
To optimize the delivery of interoffice mail, it is best to maximize the use of interoffice envelopes. Please minimize the use of any other envelopes. If interoffice mail is sent out in another envelope, make sure the piece is marked correctly.  When sending interoffice mail please:  
· If you are using an intercampus envelope, block out the previous address and any other “open” addresses that might hinder the correct delivery of the mail.  

· Write the individual's first and last name in the "Deliver To" column.

· Write the correct department name in the "Dept." column. 

· Please use one side up before starting on the other side of the envelope.  This will help to provide less confusion as to where the envelope is to be delivered.

· Make sure the date of the contents matches the date on the envelope.

· Please do not send cash or change in interoffice envelopes because they do not securely fasten.

Interdepartmental Mail Address Format

When addressing campus mail, please use the following format when no interoffice envelope is used:

Department to Department

FULL NAME

DEPARTMENT

BUILDING NAME

Department to Student

FULL NAME

NCU 0000

(A listing of all students’ mailbox numbers is available in the Mail Center and at the Mail Center’s website, http://www.northcentral.edu/offices/mailcenter)
Please do not use “PO” or “Box” before an NCU Address.  Postal regulations use “PO” and “Box” for recognizing “official” post office locations.  The NCU Mail Center is not an official post office and should, therefore, only be addressed with an “NCU” in front of the student box number.  If students see “PO Box” on their Intercampus mail, they may tell other outside companies to place “PO Box” on their mail.  When a “PO” or “Box” is placed before an NCU address the mail may be delayed or be returned undeliverable as addressed.  For consistency reasons, the Mail Center asks that “PO” and “Box” not be used.

Anyone that wants to distribute questionnaires, which require an answer to be returned through the mail, should alert the Mail Center.  This includes the following:

· Surveys

· Secret Santa Claus

· Leadership flyers

· Any other flyers

Only Mail Center personnel will be allowed to put material into mailboxes.  This is the Mail Center’s policy to ensure that all mail is quickly and properly distributed to the student body.


Distribution Lists

If a department needs to distribute form letters to select students or faulty/staff, the letters must have the recipients’ full names and box numbers/departments marked on each letter.  The Mail Center does not distribute letters from a printed list without certain requirements.  If distribution is to be made from a list, a copy of the list must be attached to each copy with the recipient name highlighted by the department requesting the distribution.  When distributing letters in this form, the list must be limited to 20 individuals.  This causes less confusion for Mail Center staff when sorting the mail out to the departments and/or students.
Delivery Time

Intercampus mail is put into the mailboxes throughout the day.  Everything the Mail Center receives by closing time, if addressed correctly, will be put out the same day.

Misuses of Mail

The examples listed below are considered misuses of campus mail:

· Chain Letters

· Hate Mail

· Mail with obscene content

· Information promoting business to gain profit

· Political endorsements

· Any correspondence that is not official North Central University business
Outgoing Mail
Addressing External Envelopes
When addressing outgoing mail, use the following format: 

(Name)
(Department Name)

(Organization Name)
(Street Address)


(City), (State), (ZIP)


(COUNTRY) – USPS requires that country names be in all capital letters

Envelope requirements
All addressed mail should be:  


1. Enclosed in white, #10 standard (9 ½" x 4 1/8") envelopes whenever possible (Use University printed envelopes and labels if attainable – check with Mail Center staff if your office is running low – these envelopes should not be used for personal use).

2. Please align all envelopes in the same direction and flapped the same way.

3. Include the department name in the return address area in case mail is returned.

Note: Envelopes 5" x 8" and larger must be sealed. Any size envelopes with side closing flaps must be sealed. 

The upper right corner of the envelope or parcel should be clear of any information to allow space for metering. The address label for any envelope 6 ½ inches by 9 ½ inches or larger (called flats) should be positioned with the opening flap on the top. 

Any envelope with a metal clasp should be sealed WITHOUT using the clasp.  If the clasp is used, place a piece of packing tape over the clasp (covering the flap, as well).  This protects Mail Center equipment and keeps such envelopes from being destroyed by postal equipment.  Envelopes that are improperly prepared may be damaged by postal metering equipment or returned.  
Do not write anything below the last line of the address as U.S. Postal Service scanning technology, known as Optical Character Recognition (OCR), cannot be used and your mail will need to be processed manually, delaying delivery.

Responsibilities Of Department:
The campus department must complete all applicable forms for any piece of mail.  This includes, customs forms, address labels, Express Mail labels, etc.  If a department requires assistance to complete the forms, please contact any Mail Center personnel.

If a mailing prepared by the Mail Center, requires stamps instead of metering (postcards, stamps to cover indicia, etc.), the department sending the mail is responsible for placing the stamps on the mail.

Bulk Mail (see Section 2 for more in-depth information)
Saving money on large mailings is easy with the Mail Center.  If you have over 200 identical pieces to mail out, check with the Mail Center Supervisor to see if it qualifies for special Bulk Mail rates.  The Mail Center will help you in the preparation of your Bulk Mail.  The Mail Center has the technology to print envelopes at a speed ten times that of a normal office printer.  Also, the Mail Center has the equipment to fold and insert nearly any mailing.  Mailings of at least 50 pieces should be processed in the Mail Center (such small mailings will be mailed at First Class rates, unless the pieces are Intercampus).

Submit an electronic address list and any letter to the Mail Center in the folder “N:Temp/Mail Center”.  The mailing list should be in one of three formats: comma-delineated, text file, or Excel spreadsheet.  Email the mailing information to the Project Specialist or Supervisor with any specific instructions or requests for the mailing. 

Time Sensitive Matter
If there is an important or time sensitive piece of mail, please hand it directly to the Mail Center Supervisor or the clerk on duty for special handling.

Requests
Call the North Central University Mail Center at 4443 or fax at 4778 with inquiries related to forms and/or mailing supplies.
Available for purchase 

Available for purchase in the Mail Center are:

· Stamps

· Envelopes (small quantity)

· Personal copies (b/w = $.05; color = $.15 – these staff/faculty discounts)

· Personal faxes ($1.00 for local sending, $1 per 5 pages to receive)

Purchases may be made using cash, personal check, or charged to a department (if the supplies are for official NCU business – check with your director).  If the department needs more than 300 stamps, the Mail Center asks that they purchase them at the local Post Office or provide the Mail Center with a check to purchase the stamps at the Post Office.

Department Charges

Postage charges are calculated monthly and a monthly report is sent to the Accounting Office.  If there are any questions about departmental charges, please contact the Mail Center Supervisor.

Incoming Mail
The Mail Center picks up mail from the US Post Office at 9am.  The mail is then sorted between department and student mail.  On heavy mail days (such as after a holiday), mail may not be completely sorted by the first mail round.  Mail will continue to be sorted and will be completed by the afternoon mail round.  UPS delivers between 10:15am and noon.
Packages for departments are entered into the package system and delivered with the afternoon mail.  When a package is entered for a department, the package will be listed under the department’s director.  Also, an email will be sent to the recipient when the package is entered; staff/faculty do not need to respond to the email by coming to the Mail Center for their package (although they are welcome to do so).  The package will be delivered during mail rounds.
Employee Turnaround

It is the responsibility of each department to notify the Mail Center of any changes in employees for that department.  Mail that is received for previous employees will still be sent to the department that is listed in the Mail Center.  If a department does not wish to receive that employee’s mail, the Mail Center must be notified.

Also, if a new employee’s name is not known to the Mail Center and is not in the NCU system, mail could be refused/returned.  To ensure delivery, please notify the Mail Center of any new hires as soon as possible.

If a department has student employees who order supplies or request information from outside sources, they must request that the piece of mail be sent to the department without the student’s name.  This is because the student employee is not a full or part-time staff member of North Central.  If and when the student decides to move-on from North Central, the Mail Center will then need to decipher between personal and departmental mail for the forwarding process.  For less confusion and so that each department is guaranteed its mail, the Mail Center asks that student employees refrain from using their name when ordering supplies.

Personal Mail

North Central University does not allow faculty and staff to receive personal mail at their offices.  This policy is in place to ensure proper delivery of department mail.  Receiving personal mail at the department address creates confusion in the Mail Center because a distinction must then be made between what should be forwarded to the former employee’s home and what should be sent to the on-campus department.  To ensure that each employee is getting their proper mail, the Mail Center requires that no personal mail be sent to employees at their offices.  If a staff member needs to use North Central’s address, the may do so by obtaining a mailbox (requires a $10 deposit).
The Mail Center does allow staff members to have some packages sent to NCU via UPS.  This is because the Mail Center can sign for the package at delivery rather than the staff member repeatedly missing delivery times at their home.  Please notify the Mail Center of any such instances.

Placing An Order To Be Shipped To NCU 
(& Mail without a Department Name or Personnel Name)

If an order is placed with a company and they will be mailing the merchandise to NCU, please be sure to have them include the department name and address.

Packages will be delayed if they do not have a name or department in the address.  In this case, the Mail Center will perform a search of the sender’s name, PO number, or any other reference numbers found on the package to see which department ordered the package.  In such cases where no information can be found the package will be refused and returned to the sender by the carrier.  Please keep this in mind when ordering.

The Mail Center has this policy in place because in today’s world of mail scams and terrorism, a safeguard must be in place.  There are always mail scams that do not accept returned items or place a false address in the return space to force companies to pay for the merchandise that was not ordered.  Being a Christian organization also makes us a possible target for terrorism and the Mail Center must be careful to protect its student body and surrounding community.  Although no threats have been made towards the university, a cautious tone will be observed.  This cautious tone does include NOT receiving packages without a department name or personnel name on it.  Any unmarked mail will be either returned to sender or refused from UPS, FedEx, or DHL (Airborne Express).

C.O.D. Orders

If an order as been placed and it will be sent C.O.D. (Collect On Delivery), please obtain a check made out to the company with whom you ordered for the total amount.  Give the check to the Mail Center prior to the delivery of the package(s).  If the Mail Center does not have the payment, they cannot receive the package.  UPS and most other courier services will make 3 attempts to deliver a C.O.D. package, after which the package will be returned to sender. 

Business Reply Mail

Business reply mail permits the sender to mail the piece without putting postage on it.  The recipient then pays the postage through an established account with the USPS.  Business reply envelopes must be specially prepared. The Mail Center Supervisor can work with any department in helping them set up a proper business reply account.

Unwanted Mail Removal
To stop junk mail, send the name in all its variations used and mailing address to the following address:

Mail Preference Service

Direct Marketing Association

PO Box 9008

Farmingdale NY  11735

and/or

TRW Consumer OPT Out

TRW Target Marketing Services

701 TRW Parkway

Allen TX  75002

Request they remove the name from their mailing lists

Another helpful source is the Stop Junk Mail Association (SJMA), which can be reached at (800) 827-5549.  For more information, visit http://fm2.facmgmt.pitt.edu/junkmail.htm.

Copier Services

Copier/Printer Paper

The Mail Center provides copy paper and toner for most copiers on campus. Please speak to the Mail Center Supervisor for more information.  Copy paper provided is from a limited supply of colors and sizes.   If the Mail Center does not have what is needed for the copy project, the department is responsible for the purchase of special paper.

Office Copier Limit

Please remember that there is a 25-page limit on copier/printer projects in each office.  Please bring copy requests and/or print jobs that exceed this amount to the Mail Center. 

Copier Repair Service

If the office copier is not working, inform the Mail Center as to what is wrong with the machine so they can call the service company.  A technician is usually out within the next twenty-four hours.  **Note: All repairs are coordinated through the Mail Center.

Color Copies

Color copies are available to be made in the Mail Center; however, there is a charge of $.15 per copy.  Copy requests should be submitted as described below but should be noted that color is desired.  Also, the Mail Center Supervisor should be notified of which account needs to be charged for the color copies.
Submitting a Copy Requests
All departmental jobs start with a copy request form signed by an authorized departmental representative.  Request forms can be obtained at the Mail Center or by calling extension 4443.

Purpose

A request form not only authorizes the job to be accounted to the department, but it also provides the Mail Center staff with important information about the project.  The Mail Center will need to know who is requesting the work and the date the finished product is needed.  Convenient check boxes tell if someone wants two sided or one sided, collated, uncollated, stapled, paper choice, cut, etc.  If the form is filled out incorrectly, the Mail Center will call the person who authorized it to find out how the job should be done.  After three different occurrences, the Mail Center will not call but return the copy request to be filled out completely.

Job Turn Around Time

In regards to having copies made in the Mail Center, a four-hour window should be allowed to process copy jobs.  The only time the Mail Center will need more time is at the beginning of each semester.  These are the times when the copy load doubles and a twenty-four hour turn around time will be requested.

Copying from Books and Packets
The Mail Center asks that an original copy be made of any pages that are needed out of books, booklets, sheet music, etc (anything where the pages are attached).  Any staples should be removed from packets that need to be stapled.
Submitting an Online Copy Job:

The Mail Center has an online copy center where faculty or staff can submit copy jobs from either their office or home.  The web address is https://mccopier.northcentral.edu/dsf.  Each faculty/staff member will need to register to use this service.  Once registered, there is a print driver that will need to be installed on the user’s computer.  The print driver does not link directly to the copier, but it does convert the original file (in Word, Publisher, etc.) to a PDF file and then uploads the file to the online copy center.
Once the user is registered and the print driver is installed, follow the proceeding steps to submit your copy request online:

1. Print the file to the new print driver.  This converts the document into PDF format to preserve formatting.

2.  A “Print Messenger” dialogue box will appear.  Click on the magnifying glass icon to review the converted document.

3. When uploading, the user can upload the individual document as a single file (labeled, “Upload Individually 1 File(s)”) or the user can continually add documents before uploading, creating one, long PDF (“Upload As One File  Page(s) –“ – a new file name will be chosen when ready to upload).

· Once the correct option for the print job is selected, click on Upload.

4. On the first upload, a dialogue box will appear asking for the user’s login and password.  In this box, there is a checkbox which, when checked, will allow the user to upload files without having to sign into the website each time.

· If this box is checked, subsequent uploads will automatically log the user into his or her account on the Online Copy Center.

5. Once logged in and the file is uploaded, a screen appears with the file name just uploaded and a button that reads “Get Started”.  Click the button to submit a job request.

6. The “Print Services” screen displays the different form of copy services the Mail Center offers. 

7. Depending on what is being copied, click the “Begin” button under the corresponding job ticket.  A brief description of each ticket can be found on the page or below.

· “Copies” is for general copy requests.

· “Booklet” is for creating sattle-stiched booklets.

· “Binder” is for copying content that will fill a 3-ring binder.

· “Syllabus” is for submitting syllabi – it is tailored to the North Central academic requirements for all syllabi.

· “Brochure” is for submitting a job that will be folded into a brochure.
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“Spiral Bound Book” is for submitting a project which will later be bound.  There is an extra charge for spiral binding – see Mail Center Supervisor for pricing.

8. After clicking ‘Begin”, the user will be taken to the next stage in the Print Services page.  The file name will appear to confirm which file is being submitted. 

9. To the right is a screen print of the “Copies” job ticket.  To make a selection, such as paper, click the paper link, and the user will be taken to a screen where the different paper types are listed.

· The paper type is selected by highlighting which paper type and/or color is needed.

· Other selections are made by clicking links and then the icons, which correspond to the particular needs of the copy job.

10. As selections are made the screen will flash and the “My Selections” field will update as to what selections have been chosen.

11. Once all selections are made, the quantity will have to be entered on this page.  Enter the number needed in the orange “Quantity” box in the right-hand corner.

12. After everything is selected, click on “View Summary” to review the order.

13. On the “Job Summary” page, the user can review what selections were made and make changes if needed.  To make any changes click on the “Previous” button to go back to the “Print Services” page.

14. Enter a job title for this project – something that will be an easy reminder to the user in case the Mail Center has to call with a question.

15. Before moving on, the user must approve the converted document.  If the user feels that the file converted perfectly, click the check box next to “I've reviewed and approve that my files converted properly and look correct”.  If the users wishes to double check the file, click on the file name to view the PDF.  Either way, the checkbox will have to be checked before moving.
16. Click on the “Add to Cart” button to continue.

17.  The “Shopping Cart” page will appear.  The Faculty/Staff member should select their “pickup” method:
· A delivery of AM or PM Rounds or Customer pick-up will need to be selected.

· If a user wishes to send their document to multiple people on campus, select “Multiple Shipping Addresses” and then click on “Add another address”.  The Mail Center will then deliver your document to the different addresses (departments) on campus.
18. Click on “Checkout” and the user will be taken to the checkout page.  On this page, the date and time of delivery will be selected.  If the job is needed within 4 hours, select the “Rush Order” button.  Otherwise, select a date by click the calendar.

19. Click the “Continue” button and a Department Name will have to be entered.  This is crucial for users who work for multiple departments.  Click the “continue” button again.

20. The final page allows the user to review the delivery options selected.  If everything is correct, select the “Place Order” button.  The final screen will have an Order Number for the copy request.  Take note of this number for future questions regarding the copy order.
How to Fill out Copy Request Forms:

**This needs to be filled out completely, if not the Mail Center will call the requestor to fill in the information.  After three occurrences the Mail Center will send the request back to the department to be filled out completely.  

1. “Date needed:” means the date the project needs to be done by.  

2. “Time needed” is for a particular time you need it completed by.  Please mark this information down as well.  It will help the Mail Center in getting your copies done on time.  **The time filled in does not mean that we will deliver the project to the department at said time.  The project will be delivered on the next mail round after the time list.
3.  “1-sided to 1-sided” means that the original(s) has information on the front and is blank on the backside and that is how it should be copied.

4. “1-sided to 2-sided” means that the originals have information on the front but when copies are made they need to have information on both sides (front to back).  The copies will go from two pages to the front and back of one page.

5. “2-sided to 2-sided” means that the original(s) have information on both sides of the paper and that is how they need to be copied.

6. “2-sided to 1-sided” means that the original(s) have information on both sides of the paper, but when copies are being made, there needs to be just information on one side of the paper.  The copies will go from front and back on the original to two separate pages.

7. The Authorization line is where the professor or staff member requesting the copying are supposed to put their initials.  Student employees may not write in their initials; they are required to have a full-time person’s initials on the form (unless notification of student’s approval is given to the Mail Center Supervisor in written format).

8. “Uncollated” means that there are at least two originals and the person would like to have 30(whatever is needed) of the first one and 30 of the second one.  So two separate piles of 30 copies of each original would be provided.    (2 sided to 2 sided and 1 sided to 2 sided cannot be done with this option)

9. “Collated” means that there are at least two originals and the person would like to have 30 copies of both of them together; which means there would be a first and second page collated into one stack.

10. “3-hole Punch” – the Mail Center copier can 3-hole punch any copy request, regardless of the paper type (cardstock, plain, color, etc.)

11. “Booklet” – with originals in order, the copier can copy the pages and arrange them in proper order for a booklet.  The booklet can be saddle-stitched (stapled along the fold) or not stapled.
12. “Cut” – after the copies have been made, the Mail Center can cut them down to a preferred size, if needed.

13. “Pad” – the Mail Center can also make notepads of copies.

14. “Distribute” – if the copies need to be distributed to a specific group of employees, the Mail Center can do so.  Mark distribute and the group to which the copies need to go.  If the copies need to go to students, the department will need to fill in the students’ names and box numbers on the copies before the Mail Center can distribute them.  This cuts down on delivery errors.

15. “Covers’ – if an office needs covers made for their copies, check this box and fill in the color and paper type.

16. “Fold” – the Mail Center can fold brochures or letters if a department so wishes.  If copies are a part of a mailing, talk to a full time Mail Center staff member about bulk mail options (see below).
17. “Laminate” – the Mail Center can laminate either, the copies or just an original.
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United States Postal Service Regulations

How Can I Mail This?

USPS Guidelines – Addressing Envelopes
North Central University requests all address to be typed on outgoing envelopes.  A typed address is requested because the piece of mail is, in a sense, representing North Central to the outside world.  Mail that is handwritten and sloppy is not professional and hurts North Central’s reputation in the outside community.  Also, the US Postal Service utilizes automation machines.  The OCR (Optical Character Recognition) will most likely read the envelope you mail.  Your mail has a greater chance of reaching its destination with more speed and accuracy when read by an OCR machine than if it is handwritten and must be read by the human eye.  For fast, accurate delivery follow the guidelines below:
1. The address should be typed without the use of any punctuation except for the hyphen in the Zip+4® code (i.e., “55404-1391”). Leave one character space between the city and state abbreviation and two character spaces between state abbreviation and Zip Code.
a. For assistance finding the Zip+4® code, check www.usps.com, and click on “Find a ZIP code.”
2. All lines of an address should have uniform left margins.

3. The "Attention:" line should be placed above the name of the firm. No printing should be placed below the City/State/Zip Code line.

4. Use only the delivery address. When mailing to a street address, there is no need to include a post office box.  Including both post office box number and a street address is called "dual addressing" and should be avoided whenever possible.

5. City names should be spelled out completely (i.e., Saint Paul, rather than St Paul).

6. Additional address information such as apartment, room, building, etc., should be placed on the same line as the street address with one space separating each word. Words such as apartment, building, floor, suite, room and department should be abbreviated to the following:  Apt, Bldg, Flr, Ste, Rm, and Dept.

7. Do not use the name of a building in place of a street address. A substitute carrier may not know where the "landmark" building is.

8. When addressing mail to a postmaster, include the post office name and delivery address.

9. When possible, use black ink on white paper. The OCR needs clean contrasting copy to read. The OCR cannot read script-type font and other styles where the characters touch.

10. Below is a diagram of address standards as set forth by the US Postal Service.
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Note: The U.S. Postal Service will return illegibly addressed mail as undelivered. Mail can also be delayed when it cannot be read by their scanner technology. 


Note: Envelopes and self‑mailers bearing indicia (non-profit permit #1397) for Third Class non‑profit mailings cannot be used for First Class mailings. 

Classes of Mail
First Class

This class of mail is used daily.  Personal letters, bills (statements and invoices) are items that must be sent First Class.  Generally, anything can be sent First Class.  The Mail Center does stay current with the USPS’ changing rates.
First Class mail is broken into three different categories: Letters, Flats, and Parcels.  These subcategories are broken down as the following:
Letters
Dimensions: max length 9”; max height 6”; cannot exceed ¼”

Max weight: 3.5oz.

Rates: starts at $.41 for 1oz.; max rate is $.92 for 3.5oz

Flats
Dimensions: max length 15”; max height 12”; cannot exceed ¾”

Max weight: 13oz

Rates: starts at $.80 for 1oz; max rate is $2.84 for 13oz
Parcels
Dimensions: max length and height cannot exceed 108”; over a pound will go out at Priority Mail rates.

Rates: starts at $1.13 for 1 oz; $3.17 for 13oz
Delivery Time

Average delivery time for First Class is 1-3 days, but is not guaranteed by the USPS.
Advantages

First Class is given priority over all other classes of mail except Express Mail.

First Class mail will receive forwarding and return service at no extra cost.

First Class mail that is sealed cannot be opened for Postal Inspection.
Disadvantages

First Class is the most expensive basic rate (except for Express Mail).

Media Mail 

Books, films, catalogs and other print material may be sent at the Media Mail rate, which is lower than First Class. Package/Envelope can only contain media – an invoice is acceptable.
Library Mail

For books, films, and other educational material sent from a library to a library (IRC use only).

E-Certified Mail

E-Certified mail is used when the sender would like proof that the recipient received the letter.  For an additional charge, a signed card (RETURN RECEIPT) can be returned to the sender showing the recipient’s signature and date received.  Certified mail may take a little longer for the addressee to receive than regular First Class mail.  Delays may occur if the recipient is not available to sign for the letter.  The Post Office will make a certain number of attempts at delivery.  The E-Certified mail piece will not be left at a residence.  If the recipient does not pick up the letter, the certified piece will be returned to sender.
E-Delivery Confirmation

The USPS provides this service to give a confirmation of delivery.  The E-Delivery Confirmation service may take a little longer because of special handling.  

Please Note: This is not a tracking service.  The only information given is the date and time of delivery; this service does not provide “stop by stop” detail for the piece of mail. 
Insured Mail

The USPS provides insurance on First Class Mail for a small fee.  This service is provided at the Mail Center.  The Insured Mail may take a little longer because of special handling.  A signed card (RETURN RECEIPT) can be returned to the sender showing the recipient’s signature and date received at an additional charge.

International Mail

International AirMail is available to most countries.  Address format for international mail is the same as addressing domestic except that the country must be written in English on the last line of the address in all capital letters.  Letters and packages up to four pounds may be sent at the International First Class Rate.  Packages that are over four pounds must be sent Air Parcel Post and be accompanied by a white customs form.  Any package that is larger than a letter size and over one pound to 3lbs 15oz must have a green US customs form filled out and signed.

International Express Mail and Global Express Guaranteed are both available, but certain postal codes are not able to receive one or both of these options.  Please double check with Mail Center Supervisor or clerk on duty for more details.

All of the above forms are available in the Mail Center and must be filled out by the department prior to mailing.

Priority Mail

Priority Mail is available for any item.  Anything over 13 ounces is automatically sent as Priority Mail.  Anything under 13 ounces may be sent Priority Mail for the minimum charge (check with the Mail Center for current charges).  Priority Mail is a 2-3 day service to most domestic destinations.  This service is not guaranteed but the USPS claims it is faster than First Class Mail.

Advantages

Relatively inexpensive

First Class mail privileges (forwarding, return service, etc.)

Delivered to any address in the U.S.

Disadvantages

It is not guaranteed.

There is no tracking code.

USPS Express Mail

This service is available for guaranteed overnight or 2nd day delivery.  Check with the Mail Center for current rates.  Express Mail envelopes and packs are available free of charge in the Mail Center.  Items to be sent out Express must be delivered to the Mail Center by 2:15 p.m.

Advantages

Slightly less expensive than other overnight services.

No extra charge for Saturday delivery or address corrections.

Delivery to PO Boxes or any other address.

Disadvantages

Not all locations guarantee overnight delivery.

Not as reliable as UPS or Federal Express.

Bulk Mail Requirements

**Please note:  Call the Mail Center Project Specialist before starting a bulk mailing.
The University’s bulk mail imprint entitles the university to mail bulk matter consisting of brochures, postcards, catalogs, and other printed matter at a reduced rate.  The maximum weight for bulk rate items is 15.99 ounces.  Automation compatibility and presort-ability determine discounted rates.  The reduced rate is granted because the mailing is sorted by zip code and is bundled accordingly.  This eliminates several handlings by the postal service; however, all mailings must be prepared according to postal regulations.

Requirements

The USPS requires that at least 200 pieces (by exact count) of domestic mail be the minimum for a NonProfit, standard mailing.  The minimum for PreSort First Class mail is 500 pieces (this service gives your piece of mail the same delivery time of First Class mail, but at a reduced rate).
The permit number (indicia) should be printed in the upper right corner of every piece.  All pieces must be identical in size, weight and number of enclosures (contents within the envelope).  As The Mail Center’s bulk rates are determined by the university’s non-profit status, it is not possible for enclosures to advertise a profit-making event in conjunction with any group to be sent out on the permit.  The university’s return address must be printed or stamped on each item.  North Central University should be the first line of the return address.

Notification

An account is maintained at the post office to cover the cost of bulk mailings.  It is the responsibility of each mailing department to inform the Mail Center 5 days in advance of the mailing date so that adequate funds can be checked.
If a mailing arrives at the Mail Center without proper advance notice, it will be processed at the first opportunity after first class mail and other scheduled bulk mailings have been processed.  Bulk mails should reach the Mail Center early in the day.

A total accurate count of pieces and the bulk mail medium must be made known to the Mail Center.  Mail Center personnel will check the mailing list for accuracy through software.
*Please Note: Depending on the size of the mailing, the medium, and the processes involved, 2 bulk mails per day is the maximum workload the Mail Center can handle.
Submit an electronic address list and any letter to the Mail Center in the folder “N/Temp/Mail Center”.  The mailing list should be in one of three formats: comma-delineated, text file, or Excel spreadsheet.  Email the mailing information to the Project Specialist with any specific instructions or requests for the mailing.

In addition to outgoing postage savings, accurate addressing can save the department money in returned mail costs.

Section

3

UPS Regulations

UPS is available for mailing packages across the globe.  Next Day Air is available as well as 2nd Day Air or even 3-Day Select depending on the speed of service needed and destination.  UPS packages are automatically insured $100 with additional insurance available for a small fee.  A minimal service charge is added to the cost of postage by the Mail Center.  UPS delivery time varies with 3-5 days as a general rule for ground service.  

UPS has specific packaging requirements to eliminate excess claims.  UPS asks that senders be sure to tape the package well and check the box for proper weight of contents (UPS can handle packages up to 150 pounds).  Do not wrap the box in brown paper because UPS will not accept it.  Be sure that the address is written out clearly so that all the correct information may be entered into the computer.

Advantages

UPS packages are traceable.

UPS rates are less expensive than First Class rates for packages weighing over 5 pounds.

Packages are automatically insured for $100

Disadvantages

UPS packages cannot be sent to a PO Box number.

UPS charges additional service fees for plastic bins, duffle bags, and anything else that is not in a box.

Additional charges for address correction can be applied if the address is incorrectly supplied.  These charges will be passed on to the shipper by the Mail Center.
Guidelines for Packaging

The following guidelines should be followed in sending a package through UPS:

1. Whenever possible, use a new box. The more times a box is used, the more it loses its original protective qualities, and thus a previously used box may not adequately protect your shipment.  However, if you must reuse a box, make sure it is rigid and in excellent condition with no punctures, tears, rips, or corner damage, and that all flaps are intact. Remove any labels and all other shipment markings from the box.  Choose a box strength that is suitable for the contents you are shipping. Never exceed the maximum gross weight for the box, which is usually printed on the Box Maker's Certificate on the box's bottom flap.
2. It’s important that you cushion the contents of your package properly.  Please be sure that you wrap each item separately. Fragile articles need both suitable separation from each other and clearance from the corners and sides of the box.  Each item should be surrounded by at least two inches (five cm) of cushioning and be placed at least two inches (five cm) away from the walls of the box. This will protect your items from product-against-product damage and shield them from the shock and vibration that can be conducted from the exterior of the box to its contents in transit.  Please use proper cushioning material, combined with a strong outer container, to protect your shipment fully. Make sure you use enough cushioning material to ensure that the contents do not move when you shake the container.  Improper cushioning material includes clothing, blankets, and pillows. Instead, please use the materials listed below to cushion and protect your shipment:
a. Bubble wrap
b. Air-packs
c. Packing Peanuts
d. Foam – either pre-molded or spray
e. Brown paper
3. Proper closure of your container is just as important as proper cushioning for the safety and security of your shipment.  To close a box securely, do not use masking tape, cellophane tape, duct tape, string, or paper over-wrap (our UPS pick-up driver will not accept packages wrapped in brown paper). Instead, use a strong tape -- two inches (five cm) or more in width -- such as these types:

a. Pressure-sensitive plastic or nylon-reinforced tape

b. Water-activated reinforced tape

The Mail Center provides proper packaging tape for any person who needs to seal their box.

4. For fast and efficient delivery, keep these points in mind when labeling your package:

a. Always include the recipient’s postal code with the complete street address. For international shipments, include a contact name, telephone number, and postal code.

b. You must make every effort to obtain a street address. If a shipper should use a P.O. Box address, the recipient’s telephone number must be included on the label. Your package that is addressed to a P.O. Box may be delayed, will not be covered by any UPS Service Guarantee, and will require an address correction charge. Army Post Office (APO) and Fleet Post Office (FPO) addresses are not accepted.

c. Please include the apartment or unit number, if applicable.

d. Place the shipping label on the top of the package. To avoid confusion, place only one address label on the package. If you are using a packing slip, place it on the same surface of the package as the address label.

e. Do not place the label over a seam or closure or on top of sealing tape.

f. Remove or cross out old labels or markings on a used box.

g. Always include your complete return address, including full street address and postal code. For international shipments, include a contact name, telephone number, and postal code.

h. Place a duplicate label or other form of identification inside your package.

Note: If you are using a mailing tube, place the label horizontally, with each end of the label pointing toward the ends of the tube, so the bar code can be scanned.

Note: The smart labels produced by UPS OnLine® WorldShip®, UPS Internet Shipping, and UPS OnLine Compatible Vendor shipping systems include bar codes and routing codes that help ensure accurate routing and prompt delivery of your shipments. In addition, the use of smart labels allows you fast access to tracking and delivery information.  The Mail Center has a “Compatible Vendor” shipping system for labeling packages.

(Source: www.ups.com)

For a more detailed description of these regulations, please see www.ups.com, select the United States as your country, and then at the next screen click on the “Resources” tab.

Estimating Your Cost

The United Parcel Service (UPS) bases its rates on a zone system whereby which they have separated the nation into 6 different zones.  Rates are based on a combination of these zones, the origin zip code, the package weight, and the service desired (Ground, Next Day, 2nd Day, etc.).  Your cost can be figured out manually using downloadable spreadsheets from UPS’ website or you can use their website to do the estimating for you.  If you go to UPS.com and click on “Calculate Time and Cost” the computer will look up the information for you, giving you the different rates based on their different services.  When going through the website’s packaging questions, be sure to include that you have a daily pickup with UPS (through the Mail Center) and unless you are using a UPS express envelope, the “packaging” is always “Your Packaging.”  You can also use this feature to estimate and pick international shipping services with UPS.
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Frequently Asked Questions

Q.    I haven’t received a package that I was expecting.  What should I do?

A.   Contact the person that is sending the package to you and have them begin to track it, if possible.

Q.  I sent a letter to someone and they haven’t received it.  Can I trace my first class letter?

A.   Unfortunately, First Class/Priority Mail cannot be tracked.  The only way to track Priority mail is through a service called Delivery Confirmation, which has an additional fee attached to it.  Mail that can be tracked includes anything you send which has a number assigned to it, such as Certified, Insured, UPS, Federal Express, Express Mail.  Keep your receipt that has your tracking number on it.

Q.  How can I safely mail a small key, pen or CD?  Can I just put it in a regular envelope?

A.  Please do not mail keys, coins, or CDs in a regular paper envelope.  The machines at the USPS are massive and run at a high speed.  If a key or other object hits the machine a wrong way it could fly out like a projectile seeking a victim.  The best way to mail items like that is in a padded envelope.  These special envelopes are available for purchase in the Mail Center (small quantity).  They can also be purchased through Office Depot. 

Q.  I have a newsletter that I would like to send Bulk Rate to save money.  But isn’t it true that Bulk Rate mail takes longer to deliver than First Class Mail?

A.  NonProfit Standard mail has a delivery time of up to 3 weeks.  PreSort First Class mail is handled the same as First Class mail.  Both are discounted, although Standard mail is the cheapest.  Check with the Mail Center on the best option for your mailing.
i

