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DATE:
October 15, 2003 

TO:
Executive Committee Members, Assistant Vice Presidents, Chairs, Directors, Department Heads, Assistants to the Deans and Vice Presidents, and Departmental Administrators  

FROM:
Harry S. Lynch, Jr.
Executive Vice President for Business Affairs/CFO  


Business Affairs Bulletin No. 04 - FY 2004

SUBJECT:
Revision of Campus Mail Runs

Effective Monday, November 3, 2003 campus mail will be delivered and picked up in one location per department, once per day.  Mail Clerks will depart Mail Services at 2:00 p.m. each day to collect campus and USPS mail.  

For your convenience, mail collection boxes have been placed in each university owned building.  Mail will be collected from these boxes three times per day, at 10:00 a.m., 2:00 and 4:00 p.m., Monday through Friday, except holidays.  To insure proper handling of your urgent mail (Express, UPS, Certified or Insured Mail) or any mail for students, including student handouts and flyers, please hand deliver these items to Mail Services, room 1.285T DS.

You may pick up or deliver mail in Mail Services, room 1.285T DS, between 8:00 a.m. and 5:00 p.m., Monday through Friday, except on holidays.  

This revision does not impact departments located at off-campus sites that currently receive mail service once per day or pick up their mail.

If you have questions, please contact David Reina, Mail Services Supervisor, at (210) 567-5992, reina@uthscsa.edu.
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