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N. Paper Supplies — All the paper supplies (reams of paper) stored in the warehouse. Mail
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2) Undamaged and properly annotated damaged packages and cargo are then checked-in using the
packing slip and LPO/PO
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D. Personal Mail and Package Procedures

As a service to College employees, Mail Services will serve as a drop-off point for personal mail and
parcels when the following procedures are followed:

1) Letters
a. Sender is to affix all postage to personal mail.
b. Mail Services does not sell stamps and will not process personal letters through the College
mailing machine.
c. Mail Services will not process personal certified letters or personal items requiring a return receipt.
d. Letters to be sent must be received by Mail Services no later than 2 p.m., if the letter is to be

sent out the same day.

2) Parcels and Packages

a.

Parcels or packages to be shipped via FedEx, UPS, or USPS must be received by Mail Services no
later than 2 p.m. if the item is to be sent out the same day. Please note that Mail Services is
unable to ship personal DHL packages.

Parcels and packages to be shipped will be delivered to Mail Services boxed, taped, addressed, and
ready to go. The sender’s personal address must be shown as the return address. Note: When
necessary, the personal package may be weighed by Mail Services, but the customer must complete
package processing online, using the customer’s personal account on the customer’s computer.
LCCC’s Mail Services and warehouse equipment and supplies shall not be used for this purpose.

Mail Services will not process personal parcels or packages though the College’s FedEx, UPS, or
USPS accounts.

E. Paper Supplies and Envelopes

All paper supplies and envelopes will be delivered to Campus offices by Mail Services.
Departments must contact Mail Services by email when supplies are needed, and they will be
delivered as soon as possible. Supplies that are stored in the warehouse and will be delivered by
Mail Services include:

8.5 x 11 White Paper 8.5 x 14 White Paper
8.5x11
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