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SUPPORT OPERATIONS

MAIL SERVICE:
INTERCAMPUS AND OUTGOING

PURPOSE AND INTENT:

To provide guidelines for the college maintaining its own service for the distribution of mail, announcements, memorandums, and materials, among sites.

PROCEDURE:
INTERCAMPUS

I.
Mail service is the responsibility of District Impressions and is provided to the sites on a regularly scheduled basis.  The mail schedule is posted in each mail room and copies of the schedule are available from District Impressions.  This schedule is reviewed periodically to assure the best service possible.

II.
Only interoffice mail envelopes should be used when sending memos, etc. to other college offices.  Interoffice envelopes can be purchased from the Duplicating Shop, District Office.  Two sizes are available, 10 x 13 (brown manila) and 4-1/2 x 11 (brown).

To assure proper delivery, line out the previous address on the small brown envelopes and enter the new address on the next available space, using the following format:

NAME
DEPARTMENT
BLDG
SITE

Louis Balinski
Mathematics
TE
SP

Use the same format when addressing the large brown manila envelopes bearing the legend TO - FROM.

DO NOT USE COLLEGE STATIONERY ENVELOPES FOR INTER-OFFICE MAIL.

Small packages may be placed in the inter-campus mail for prompt delivery.  For large packages, campus office should notify Site Receiving that they need a pickup.  District Office departments should notify District Impressions.  The courier vans will carry a maximum of five boxes per department at any one time.  For larger moves, please refer to Moving Services.

Incoming U.S. mail addressed to the college post office box is picked up from the Post Office and processed at District Impressions, District Office at the beginning of each business day.  Incoming U.S. mail addressed to campus locations is delivered to the sites by the inter-campus mail system and is processed by the District Impressions mail clerks when received.  Outgoing mail is transferred to the U.S. mail service from District Impressions, District Office throughout the day.

Interoffice mail is sorted at each site and also distributed to the site mail rooms by District Impressions. If incoming mail does not clearly identify the recipient or it is addressed to St. Petersburg College, it is forwarded to Human Resources, District Office.  Human Resources will determine the recipient, address the envelope, and place it in the interoffice mail.

OUTGOING MAIL must be carefully prepared to assure proper processing.

I.
Zip codes are required on all outgoing mail.  (Zip + 4 digits if possible)

II.
Department name should appear in the return address portion of the envelope.

III.
Foreign or air mail letters should be banded separately.  Individual envelopes should have a paper clip at the top center to alert the mail room that special handling is required.

IV.
Certified and return receipt requested mail should have the proper forms affixed before depositing it in the outgoing mail.  Forms are available from District Impressions, District Office.

V.
Outgoing mail may be sealed or unsealed when deposited at the mail room.  Large envelopes that could lose their contents should be sealed and the enclosed item identified (printed matter, catalog, etc.) on the face of the envelope.  All envelope flaps shall be closed, whether sealed or unsealed.

VI.
Bulk Mailings must contain a minimum of 200 pieces and have other special requirements.  

VII.
All special envelope printing must be checked by District Impressions for postal regulation compliance, prior to printing.  

VIII.
Student organizations and departments funded by federal contracts/grants, or college related organizations using the college mail permit pay for postage costs.  These groups should clearly identify and band their outgoing mail to facilitate record keeping.

IX.
College personnel are not permitted to mail personal mail at the College's expense.

WAREHOUSING

PURPOSE AND INTENT:

To provide for the storage of official records, archives and documents, paper used by the printing and duplicating shop and for shipping and receiving needs.

PROCEDURE:
RECEIVING

I.
All sites maintain a Site Receiving department.  All shipments to the College should be delivered to the appropriate Site Receiving except computers and computer equipment which should be delivered to District Office.  After receipt of computers and computer equipment, a property tag will be affixed by District Site Receiving, and Telecommunications will be notified to route the shipment to the ordering department for appropriate installation.

II.
A Receiving Report will be prepared by Site Receiving for each delivery as it provides written acknowledgment of the receipt of an item, indicates that the shipment is complete or partial, authorizes the payment of invoices by Accounts Payable and assures that the payment is for only the quantity received and in the required condition, and expedites the payment process which permits the College to take advantage of allowable discounts before the discount period expires.  In lieu of a Receiving Report, Site Receiving may, when a packing slip or invoice is received with a shipment, stamp the invoice/packing slip with approval for payment stamp and process in the same manner as a Receiving Report.

III.
It is the responsibility of the Site Receiving clerk to:

A.
Examine the shipment and make any exception notations on the delivery ticket.

B.
Prepare a Receiving Report, Form AC 420.  The following information must be included on the Receiving Report:

1.
Organization number (department number and G/L account number).

2.
Building number.

3.
Purchase Order number and item number from Purchase Order.

4.
Decal number (SPC property number for purchases in G/L 71XXX) .

5.
Serial number of the item, if available.  Enter under Exception Remarks.

6.
Vendor Invoice number and or shipping number.

C.
Affix property decals to all accountable equipment received.  See P6Hx23-5.130.

D.
Deliver the shipment to the correct department. Upon delivery, Site Receiving will obtain a departmental signature for their internal proof of delivery.

E.
Affix to the Receiving Report the signature of the Site Receiving employee who received the shipment and immediately transmit said report to Accounts Payable.

IV.
When an order is received directly from the vendor by the department, it is the responsibility of the department to prepare the Receiving Report and immediately transmit said report to Accounts Payable.  Failure to comply with this requirement may cause the College to loose significant discounts and may impair vendor relations.  Repeated failures by a department to submit timely Receiving reports will be reported to the Site Provost and the Vice President for Business Services.

V.
The following steps should be taken each time a delivery is made to the College:

A.
Verify quantity to be signed for, note cartons short on carrier's delivery receipt and have the driver note the shortage and sign your copy of the delivery receipt.

B.
Examine for visible damage and if found, note this on the delivery ticket.  Have the driver sign both copies of the delivery ticket.

C.
After delivery, open all cartons and inspect for concealed damage.  If damage is found, retain contents and carton in receiving area and immediately notify the Purchasing Department using Form AC 480.

D.
Receiving clerk will not open cartons containing chemicals, glassware, or items of a technical nature.

E.
Use the "item number" and "description" indicated on the Purchase Order to describe the items received.  Indicate the quantity received for each item.  In case of overages or shortages, indicate the quantity over or short.  Overages should be reported to the Purchasing Department which will negotiate for the return of the items or the price to pay in case the department wants to keep the overage.  Shortages should also be reported to Purchasing.  Use Form AC 480 for both overages and shortages.

F.
Delivery will be made to the ordering department for actual count.

VI.
The original and first copy of the Receiving Report is forwarded to Accounts Payable.  Attach delivery reports and/or bills of lading.  The second copy will be provided to the ordering or responsible department and the third copy is retained by the site receiving department after delivery to the ordering department.  If the Receiving Report is for accountable property, G/L 71XXX, Site Receiving will forward their copy to Property Records.

If the order is received directly from the vendor by the department, the third copy is retained by that department.

VII.
In cases where a budget supervisor finds a problem concerning the shipment after they have sent in the approved Receiving Report for payment, the budget supervisor will notify Purchasing by phone or email.  Purchasing will notify Accounts Payable by phone or email to not process payment until notified in writing to process for payment.  Normally, checks will not have been written since notification should be within four days of receipt of shipment.  If check has been written, Accounts Payable will cancel the check and start processing again when notified by Purchasing.

In case a shipment has been totally damaged, a Receiving Report will still be completed by Site Receiving, but the department will not receive a copy of the report.  Site Receiving will keep their copy, send the department's copy to Purchasing, and send Accounts Payable their copy.  Purchasing will contact the vendor and send Accounts Payable either a memo or a copy of the letter so that Accounts Payable will have the full story in their file.

In case a shipment is partially damaged, a Receiving Report will be completed and the damage noted on the Receiving Report advising Accounts Payable not to pay the invoice amount representing the damaged merchandise until the damaged merchandise has been replaced.  However, Accounts Payable will pay the portion of the invoice representing merchandise duly received.  Purchasing will also be notified by Site Receiving and Accounts Payable will get a copy of Purchasing department's correspondence to the vendor.  When the replacement merchandise is received, a Receiving Report will be issued advising Accounts Payable to pay the invoice.

In all cases of equipment, other than computers and computer equipment, Site receiving will coordinate receipt and delivery with Property Management to ensure capital equipment is properly recorded and tagged. In such instances Property Management will prepare the Receiving Report and obtain the appropriate departmental signature(s) and forward same to Accounts Payable.

History:
Amended 10/22/91.  Filed - 10/22/91.  Effective - 10/22/91; 2/16/93.  Filed - 2/16/93.  Effective - 2/16/93; 3/18/97.  Filed - 3/18/97.  Effective - 1/21/97.
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