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Official Mail Handling and Mailing Guidelines
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The postal code of the University is: 812301.

ARE R E AR 110 8 (FREIZ®)
University Mail Handling Procedures (2021 Edition) (Available for reference)
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Official Mail Submission (Late submissions will not be accepted.)
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Please clearly indicate the postal code, complete mailing address, recipient's name, and mailing method for all

official mail.

ERTFEAGERBRETBFAEA - DFEBRIS SRR ER -

Clearly write the sender's name and department to facilitate identification, registration, and the return of
undeliverable mail.
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For bulk registered mail, download the "Bulk Mail Application Form" from the Download Section.
Clearly indicate the submitting department, mailing category (e.g., ordinary mail, printed matter,
express mail), and total number of items. Obtain the signatures or official seals of the submitting staff
member and supervisor. Complete two copies of the Chunghwa Post Bulk Registered Mail Manifest, or
prepare two printed mailing lists (including recipients' names and addresses), and indicate the total
number of items.
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For bulk ordinary mail (non-registered), download the "Bulk Mail Application Form" from the
Download Section. Clearly indicate the submitting department, mailing category (e.g., ordinary mail,
printed matter, express mail), total number of items, and obtain the signatures or official seals of the
submitting staff member and supervisor.
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Mail of different weights should be sorted and listed separately to facilitate postage calculation.
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Write or stamp the sending department's name on the lower-left corner of a vertical envelope or the
upper-left corner of a horizontal envelope.
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Mailing Important Documents
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Important documents should be sent by Registered Mail, Express Registered Mail, or Double Registered Mail
(Registered Mail with Return Receipt). Please clearly provide the contact telephone numbers of both the sender
and recipient.
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Mailing Cash
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Cash must be sent using an insured cash envelope. Only legal tender banknotes may be enclosed; coins are not
permitted. The envelope seal must bear the sender's signature or official seal.
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International Airmail
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In addition to writing the destination address and country in English, please also indicate the destination
country in Chinese to assist postal staff in mail sorting.
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Mail sent to Canada must be addressed entirely in English.
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To comply with customs regulations in the European Union (27 member states) and the United States,
electronic customs information 1s required in advance for merchandise mail. Please enter the mailing
information through EZPost and print the mailing label and commercial invoice before submitting the parcel at
the post office to avoid customs rejection.

EZPost : https://ezpost.post.gov.tw/I[TMATT/
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Mail Submission Deadlines (Late submissions will not be accepted.)
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Express Mail: Submit to the Document Processing Section before 1:30 p.m.
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Same-day mail: Submit before 2:00 p.m.
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Same-day parcels: Submit before 1:30 p.m.
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Bulk mail and parcels: Submit before 1:30 p.m.
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Late Submission Policy
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To comply with the post office's collection schedule, late submissions will not be accepted. Mail submitted
after the deadline will be mailed on the following afternoon. Mail submitted after the deadline on Friday will be
mailed on Monday afternoon of the following week.
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Official Mail Only
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Only official University correspondence may be submitted. Personal mail will not be accepted.
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Services Not Provided by the Document Processing Section
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The Document Processing Section does not provide envelopes, sell postage stamps, or handle postal
remittances, withdrawals, deposits, or other financial services.
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Prohibited Items

NEHBEF ST - k4 -
The Document Processing Section reserves the right to refuse mail containing items prohibited by the
destination country, as listed in the attached reference.
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Dangerous Goods
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The Document Processing Section reserves the right to refuse mail containing any of the nine categories of
prohibited dangerous goods, as listed in the attached reference.
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Mail Collection Guidelines
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Mail Collection
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Mail that remains uncollected for three days after notification by the Document Processing Section will be
returned.
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Online Inquiry for Registered Mail
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"Mail" includes both letters and parcels.
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Campus Information Portal — Faculty/Staff or Student — Application Systems — Office of General Affairs
— Mail Inquiry System
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Mail Collection Hours: Monday through Friday, 9:00 a.m. - 4:30 p.m. (Service is suspended during the lunch

break.)
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Mail Received After Office Hours or During Holidays
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Mail delivered after office hours or during holidays will be received by the Security Office. On the next
business day, the Document Processing Section will collect the mail from the Security Office for registration
and sorting.
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