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YOUR MAIL AND THE ACADIA POST OFFICE
It is important that we handle mail in a manner that is both efficient and economical in the use of postage.  To do this, we ask your cooperation in adhering to the following procedures.

1.
All mail is to be separated, address side up, into the following categories with each category held securely by an elastic band or paper clip.


(a)
pre-stamped mail


(b)
campus mail – general


(c)
campus mail – to students, separated according to residence


(d)
Canadian mail – local (postal codes beginning with B4P, B4N , B4R, B0V, B0S, B0N)


(e)
Canadian mail – outside local area


(f)
United States mail


(g)
International mail – other than that for the United States

2.
Interdepartmental mail should show both the name of the person and the department to which it is destined.

3.
A Customs Declaration Form is to be attached to all parcels in excess of 500 grams that are to be mailed out of Canada.

4.
Mail requiring special handling should be clearly marked.  This would include Registered Mail, Express Post, Special Delivery, Priority Courier, C.O.D. and Insured Mail.

5.
All mail to be stamped and sent off campus must be accompanied by the Accounting Bar Code Card belonging to the sending department.  The department return address should be shown on the top left hand corner of all envelopes being mailed.

6.
Mail which is to be sealed by the Postage Meter must be shingled, i.e., one flap over the other and securely held by an elastic band.

7.
Avoid double postage by using the smallest envelope possible for outgoing mail.

