MAIL SERVICES/COPY CENTER

POINTS OF GENERAL INFORMATION
Mail Services
The Westminster College Mail Services Department was established to handle college mailings and personal mail and packages for residents of college housing only.

Mail pick-up times are 11:00 a.m. and 2:00 p.m.

Department numbers must be clearly written/stamped on all outgoing mail.
Department numbers must also be clearly written on all business reply envelopes that are to be returned to the college.

There is no mail delivery to the campus on Saturdays.

When placing an order with an outside vendor for delivery, please make sure they have your name, department and/or telephone number on the delivery instructions or on the package itself so that it can be delivered to you promptly.
If you are preparing a large mailing (larger than 100 pieces), please call Mail Services at 2690, 2691 or 2692 and let us know.  This will ensure that we are ready with sufficient postage to meter a large number of pieces and it will also alert our work studies to make sure they get all mailings from you before they finish their mail pick-up rounds.

Whenever possible, please group like types of envelopes (same size, same weight) together.  Please do not mix sealed envelopes with unsealed envelopes.  If you have boxed or placed your envelopes in a container for pick-up, please keep the flaps down on the envelopes.  Our postage meter will seal unsealed envelopes but the flaps have to be down when they are fed through the meter.
US mail is picked up every day at approximately 3:00 p.m.  For same-day mailings, please make sure you have all your regular mail to Mail Services no later than 2:15 p.m.

All overnight/express mail/packages must be delivered to Mail Services no later than 3:00 p.m. for pick up.  Packages being sent via ground services must be delivered to Mail Services no later than 1:15 p.m.  As a reminder, Federal Express does not deliver to P.O. boxes.
The closest Federal Express Drop box is located at the Sugarhouse Post Office.  The weekday scheduled pick-up is 5:30 p.m.

We receive deliveries from UPS, FedEx and DHL every morning.  Currently, Federal Express is our express carrier, so if you require something sent express, it will be sent via FedEx.  If you need or would like the tracking number on a package you are sending, please let us know and we will be happy to E-mail it to you.  We also have FedEx mailing materials, packs, boxes, etc. available in Mail Services for your convenience.
Packages for faculty and staff members are delivered each day.  A representative from each department signs a delivery log for all of that departments’ packages being delivered.  E-mails are sent to students who have received packages.  Students coming to the Copy Center to claim any package(s) must sign our student log to receive their package(s).
Mail Services signs for all packages upon their delivery.  If you are expecting an urgent package delivery, please notify Mail Services in advance.  We will watch for the package and make sure that you receive it in a timely manner once it arrives.

Personal Mail or Packages

For your convenience, a U.S. Postal Service mailbox for stamped mail is located on the east side of Walker Hall.  The mail box is emptied at 3:00 p.m. Monday through Saturday.

The nearest U.S. Post Office is located at 1953 South 1100 East in Sugarhouse.

Please make sure that you do not mix personal mail with business mail.  We cannot meter personal mail.  Books of stamps can be purchased at the Cashier’s window in Bamberger Hall.

Mail Services cannot accept responsibility for personal mail or packages.

Copy Center Services

The Copy Center provides the following services to faculty, staff and students:

۩ High speed black and white and color copying

۩ Color copying

۩ Copying to transparencies

۩ 3-Part and 2-Part carbonless forms

۩ Comb and wire coil binding

۩ Stapling

۩ Folding

۩ Padding

۩ Booklets

۩ Pamphlets

۩ Three-hole punching

۩ Cutting
۩ Specialty papers

۩ Business cards

۩ Laminating

When dropping off copy jobs, please make sure you give the jobs to one of the Copy Center staff.  Please do not leave copy jobs on the door.  If you do not see anyone, please ring the bell and we will assist you.  

All Copy Center Order Forms must be filled out completely.   Please make sure you give us a date that you would like your copy job completed rather than writing in ASAP.  
Supplies You Can Order From Our Center

Envelopes, letterhead, cardstock, white and colored paper, transparencies, and staples for your departmental copy machine(s) -- these items will be charged back to your respective department(s).
We also stock toner cartridges for all copy machines on the campus.  These are not charged back to individual departments.

Ordering Supplies 

To order supplies, simply fill out and submit a supply Requisition Form and the supplies will be delivered to you in a timely fashion.

