
《公務郵件交寄注意事項》 

Official Mail Handling and Mailing Guidelines 

本校郵遞區號為：812301 

The postal code of the University is: 812301. 

本校郵件處理作業標準 110 年製（可點閱參考） 

University Mail Handling Procedures (2021 Edition) (Available for reference) 

一、公務郵件交寄：（敬恕逾時不候） 

 Official Mail Submission (Late submissions will not be accepted.) 

各類公務郵件交寄請書寫清楚郵遞區號、詳細地址、收信人姓名、交寄方式。 

Please clearly indicate the postal code, complete mailing address, recipient's name, and mailing method for all 

official mail. 

• 書寫寄件人姓名及所屬寄件單位，以利識別登記及退件時之轉退。 

Clearly write the sender's name and department to facilitate identification, registration, and the return of 

undeliverable mail. 

• 大宗掛號郵件：請至「下載專區」下載「大宗郵件申請單」書寫清楚交寄單位、寄件類別

如：平信、印刷品、限時等並註記總份數，於交寄單位(人)及主管處核章(或簽名)，並書寫

交寄「中華郵政大宗函件執據(名冊表)」單據複寫一式 2 份，或自行登打交寄名冊(收件人

及住址)一式 2 份，且註記總份數。 

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. 

• 一般大宗郵件(非掛號)：請至「下載專區」下載「大宗郵件申請單」書寫清楚交寄單位、

寄件類別如：平信、印刷品、限時等並註記總份數，於交寄單位(人)及主管處核章(或簽

名)。 

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. 



• 不同重量郵件：分開整理、分開謄寫，俾利郵資計算。 

Mail of different weights should be sorted and listed separately to facilitate postage calculation. 

• 書寫或加蓋交寄單位章：於郵件左下方(直式信封)或左上方(橫式信封)。 

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. 

二、重要文件交寄 

Mailing Important Documents 

請以掛號、限時掛號或雙掛號(掛號+回執)方式郵寄，並請清楚書寫寄件人及收件人聯絡電話。 

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. 

三、現金袋交寄 

Mailing Cash 

以「報值現金袋」交寄，袋內請放法定紙幣，請勿裝銅板，信封口請加蓋寄件人印章或簽名。 

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. 

 

四、國外航空郵件 

International Airmail 

除清楚以英文書寫欲寄達地址及國別外，請以中文書寫欲寄達國別，以利郵局人員順利進行郵件

分類。 

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. 

寄至加拿大郵件請以全英文書寫。 

Mail sent to Canada must be addressed entirely in English. 



另外，因應歐盟 27 國及美國強制要求商品類郵件需預先傳遞電子通關資訊，爰請先至 EZPost 輸

入郵件資料並列印發遞單及商業發票，再連同郵件持往郵局交寄，以免被海關退回。 

To comply with customs regulations in the European Union (27 member states) and the United States, 

electronic customs information is 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/ITMATT/ 

五、郵件交寄截止收件時間：《恕逾時不候》 

Mail Submission Deadlines (Late submissions will not be accepted.) 

• 快捷郵件請於下午 1 點 30 分前送達文書組交寄。 

Express Mail: Submit to the Document Processing Section before 1:30 p.m. 

• 當日郵件請於下午 2 點整前送達文書組交寄。 

Same-day mail: Submit before 2:00 p.m. 

• 當日包裹請於下午 1 點 30 分前送達文書組交寄。 

Same-day parcels: Submit before 1:30 p.m. 

• 大宗郵件含包裹請於下午 1 點 30 分前送達文書組交寄。 

Bulk mail and parcels: Submit before 1:30 p.m. 

六、逾時處理 

Late Submission Policy 

為配合郵局郵件收件時間，恕逾時不候，請各單位務必配合，如逾時則為隔日下午寄出，若信件

交寄逾時且逢週五則為下週一當日下午寄出。 

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. 

七、公務郵件限制 

Official Mail Only 

交寄郵件須為公務信件，非公務郵件請勿交寄。 

Only official University correspondence may be submitted. Personal mail will not be accepted. 

https://ezpost.post.gov.tw/ITMATT/


八、文書組不提供之服務 

 Services Not Provided by the Document Processing Section 

文書組無提供信封、不代售郵票、不代為劃撥、提款及存款等作業。 

The Document Processing Section does not provide envelopes, sell postage stamps, or handle postal 

remittances, withdrawals, deposits, or other financial services. 

九、禁寄物品 

 Prohibited Items 

文書組得拒寄各國禁寄物品，如附件。 

The Document Processing Section reserves the right to refuse mail containing items prohibited by the 

destination country, as listed in the attached reference. 

十、危險物品 

Dangerous Goods 

文書組得拒寄各類郵件 9 大禁寄危險物品，如附件。 

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. 

領取郵件注意事項 

Mail Collection Guidelines 

一、郵件領取 

Mail Collection 



各類郵件經文書組通知後仍未領取，將於通知後三日將該郵件退回。 

Mail that remains uncollected for three days after notification by the Document Processing Section will be 

returned. 

二、上網查詢掛號信件 

Online Inquiry for Registered Mail 

郵件＝信函及包裹。 

"Mail" includes both letters and parcels. 

校園資訊入口網 → 教職員／學生 → 應用系統 → 總務處 → 郵件查詢系統 

Campus Information Portal → Faculty/Staff or Student → Application Systems → Office of General Affairs 

→ Mail Inquiry System 

郵件查詢網址：https://jopap.nkuht.edu.tw/Letter/ 

郵件領取時間：週一至週五，上午 9 點至下午 4 點 30 分，午休時間暫停領取。 

Mail Collection Hours: Monday through Friday, 9:00 a.m. – 4:30 p.m. (Service is suspended during the lunch 

break.) 

三、下班及放假時間郵件代收 

Mail Received After Office Hours or During Holidays 

下班及放假時間郵件一律由警衛室代收，次一上班日由文書組至警衛室領回登錄分類。 

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. 

 

https://jopap.nkuht.edu.tw/Letter/

