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110 年 5 月 19 日製 
Issued on May 19, 2021 

國立高雄餐旅大學郵件處理作業標準 

National Kaohsiung University of Hospitality and Tourism Mail Handling Standard Operating 

Procedures 

一、為處理本校教職員、學生郵件，達到迅速、確實及有效率之服務品質，特制定本作業標準。 

To handle mail for faculty, staff, and students of the University and to ensure prompt, accurate, and efficient 

service quality, these operating procedures are hereby established. 

二、郵件處理作業： 

Mail handling procedures: 

(一)由文書組負責簽收郵件與包裹並予登錄分類。 

The Documentation Section is responsible for receiving mail and parcels, and for registering and classifying 

them. 

(二)教職員工郵件（以松和路 1 號為通訊地址者）由文書組簽收。 

掛號郵件登錄於「掛號信登記系統」，列印簽收清單，由教職員或各單位工讀生簽領；若需推車

領取，將以電話通知。非掛號郵件則直接投遞至各單位信箱，由各單位派員領取，並須確認收件

人為該單位教職員。 

Mail for faculty and staff (using No. 1, Songhe Road as the mailing address) shall be received by the 

Documentation Section. 

Registered mail will be recorded in the Registered Mail Registration System and a receipt list will be printed 

for signature by faculty/staff members or student assistants of each unit. If a cart is needed for pickup, the unit 

will be notified by phone. 

Non-registered mail will be delivered directly to the mailboxes of each unit, where designated personnel shall 

collect it. When collecting mail, each unit must verify that the recipient belongs to that unit. 

(三)學生郵件處理作業： 

Student mail handling procedures: 

1.非住宿生掛號郵件及包裹由文書組登錄「郵件查詢系統」。 
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列印簽收清單並製作查詢簿供學生查詢；久未領取者將於校園資訊網公告，通知學生攜帶證件至

文書組領取。 

Registered mail and parcels for non-resident students will be recorded in the Mail Inquiry System by the 

Documentation Section. 

A receipt list will be printed and compiled into a student registered-mail inquiry book for student reference. If 

mail remains unclaimed for an extended period, an announcement will be posted on the campus information 

network requesting students to bring identification to the Documentation Section for collection. 

2.非住宿生一般信件放置各教學單位信箱。 

由各系辦工讀生領取並轉發。 

Ordinary mail for non-resident students will be placed in the mailboxes of the respective academic departments, 

where student assistants will collect and distribute it. 

3.宿舍學生掛號郵件及包裹由文書組登錄「郵件查詢系統」。 

列印簽收清單，由各宿舍幹部派員簽收；非掛號郵件則直接投遞至各宿舍信箱，領取時須確認收

件人為該宿舍學生。 

Registered mail and parcels for dormitory students will be recorded in the Mail Inquiry System by the 

Documentation Section. 

A receipt list will be printed and collected by designated dormitory officers. Non-registered mail will be 

delivered directly to dormitory mailboxes. When collecting mail, dormitory officers must verify that the 

recipient is a student residing in that dormitory. 

4.經學務處生活輔導組與郵局人員協調決議，學生寒暑假返校包裹於開學前後由宿舍統一簽收。 

After coordination between the Student Affairs Division (Life Guidance Section) and postal personnel, parcels 

sent back to school during winter and summer vacations shall be uniformly received by the dormitories around 

the beginning of the semester. 

(四)學校紙本公文由文書組拆閱。 

拆閱後統一登錄收文號，並依公文分文程序處理。 

Paper-based official documents addressed to the University shall be opened by the Documentation Section. 

After opening, they will be assigned receipt numbers and processed according to the official document 

distribution procedures. 
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(五)各單位同仁若有英文郵件，需將收件人英文姓名告知文書組。 

If any unit receives mail addressed in English, the recipient’s English name must be provided to the 

Documentation Section. 

(六)文書組登錄之郵件，教職員與學生可於校園資訊網查詢。 

路徑：應用系統 → 總務處 → 郵件查詢系統 

Mail registered by the Documentation Section may be checked by faculty, staff, and students through the 

campus information network: 

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

(七)郵件久置未領取者，於郵件查詢系統公告三日後仍無人領取，將退回原寄件處。 

If mail remains unclaimed, it will be returned to the original sender three days after an announcement is posted 

in the Mail Inquiry System. 

(八)非本校文件、包裹等郵件將退還中華郵政公司或原寄送貨運公司。 

Documents, parcels, and other mail items not belonging to the University will be returned to Chunghwa Post or 

the original delivery company. 

三、公務郵件郵寄作業： 

Official Mail Dispatch Procedures 

(一)為配合郵局作業規定，公務郵件如：平信、印刷品、限時專送、掛號（普掛）、限掛、包裹

（含航空包裹）等，請於寄件當日下午 2 時整前送達至文書組。 

國內快捷請於寄件當日下午 1 時前送達至文書組，請各單位務必配合。 

如逾時則為隔日下午寄出，若逢週五則為下週一當日下午寄出。每日下午 2 時 30 分前由小港

投遞中心派人到校收取郵件至高雄高松郵局交寄，其他上班時間若有緊急郵件請各單位自行

至郵局辦理。 

To comply with Chunghwa Post's operating procedures, official mail—including ordinary mail, printed matter, 

express mail, registered mail, restricted-delivery registered mail, and parcels (including air parcels)—must be 

delivered to the Documentation Section by 2:00 p.m. on the mailing date. 

Domestic Express Mail must be delivered to the Documentation Section by 1:00 p.m. on the mailing date. All 

units are requested to comply with these deadlines. 

https://jopap.nkuht.edu.tw/Letter/
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Mail received after the deadline will be dispatched on the following afternoon. If the deadline is missed on a 

Friday, the mail will be dispatched on the following Monday afternoon. 

Each day before 2:30 p.m., personnel from the Xiaogang Delivery Center collect outgoing mail from the 

University and forward it through the Kaohsiung Gaosong Post Office. Any urgent mail outside this collection 

schedule should be sent directly to the post office by the respective unit. 

(二)一般大宗郵件（非掛號）： 

請至文書組「下載專區」下載「大宗郵件申請單」，清楚填寫信件類別、總件數、交寄事由及交

寄單位，並由交寄人及主管核章或簽名。 

Bulk Mail (Non-Registered): 

Please download the Bulk Mail Application Form from the Documentation Section's Download Area and 

clearly complete the mail category, total number of items, mailing purpose, and sending unit. The form must be 

signed or stamped by both the sender and the supervising officer. 

大宗掛號郵件： 

請至文書組「下載專區」下載「大宗郵件申請單」，填寫相關資料並完成核章或簽名；另請下載

「中華郵政大宗函件執據」，填寫或輸入寄件名冊（收件人及地址）一式二份，並註明總件數。 

不同重量郵件請分開整理、分開填寫，以利郵資計算。 

Bulk Registered Mail: 

Please download the Bulk Mail Application Form from the Documentation Section's Download Area, complete 

the required information, and obtain the required signatures or official stamps. 

In addition, download the Chunghwa Post Bulk Mail Manifest, prepare two copies of the mailing list (including 

recipients' names and addresses), and indicate the total number of mail items. 

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

※大宗函件及包裹請於寄件當日下午 1 時 30 分前送達至文書組，以利文書組及郵局人員處理，請

各單位務必配合。 

Note: Bulk mail and parcels must be delivered to the Documentation Section by 1:30 p.m. on the mailing date 

to allow sufficient processing time for both the Documentation Section and Chunghwa Post. All units are 

requested to comply. 
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(三)現金袋交寄：以「報值現金袋」交寄，袋內請裝法定紙幣，請勿裝銅板，信封口請加蓋寄件

人印章或簽名。 

Cash Mail: 

Cash must be sent using a Declared Value Cash Bag. Only legal tender banknotes may be enclosed; coins are 

not permitted. The envelope flap must bear the sender's official seal or signature. 

 

(四)國外航空郵件：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。寄至加拿大郵件請以全英文書寫，以免被海關退回。 

International Airmail: 

The destination address and country must be clearly written in English. In addition, the destination country 

should also be written in Chinese to facilitate postal sorting. 

For mail sent to Canada, all mailing information must be written entirely in English to avoid rejection by 

customs. 

(五)於寄出郵件上書寫或加蓋交寄單位章，以利識別登記及退件時之轉退。 

The sending unit's name or official seal should be written or stamped on all outgoing mail to facilitate 

identification, registration, and the return of undeliverable mail. 

(六)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 mailed through this service. Personal or non-official mail will 

not be accepted. 

(七)本校公務郵件與包裹交寄統一由中華郵政股份有限公司為遞送郵件服務。 

All official University mail and parcels shall be dispatched through Chunghwa Post Co., Ltd. 

(八)文書組不代售郵票、不代為劃撥、提款及存款等作業。 

The Documentation Section does not provide services for selling postage stamps, postal remittances, cash 

withdrawals, deposits, or other financial transactions. 

四、下班及放假時間郵件處理 

 Mail Handling After Working Hours and During Holidays 
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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，後續作業將依第二

點處理。 

All mail delivered after office hours or during holidays shall be received by the Security Office on behalf of the 

University. 

On the next working day, the Documentation Section shall collect the mail from the Security Office, and 

subsequent processing shall follow the procedures set forth in Section II (Mail Handling Procedures). 

 


