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National Kaohsiung University of Hospitality and Tourism Mail Handling Standard Operating
Procedures
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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.
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Mail handling procedures:
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The Documentation Section 1s responsible for receiving mail and parcels, and for registering and classifying
them.
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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 1it. When collecting mail, each unit must verify that the recipient belongs to that unit.
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Student mail handling procedures:
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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.
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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.
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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 1s a student residing in that dormitory.
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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.
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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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If any unit receives mail addressed in English, the recipient’ s English name must be provided to the
Documentation Section.
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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/
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If mail remains unclaimed, it will be returned to the original sender three days after an announcement is posted
in the Mail Inquiry System.
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Documents, parcels, and other mail items not belonging to the University will be returned to Chunghwa Post or
the original delivery company.
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Official Mail Dispatch Procedures
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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.
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Mail received after the deadline will be dispatched on the following afternoon. If the deadline 1s 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.
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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.
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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.
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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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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.
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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.

(R FHEM EERRMERFEAE - DFIERAIE SRR AR 2R -

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.
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Only official University correspondence may be mailed through this service. Personal or non-official mail will
not be accepted.
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All official University mail and parcels shall be dispatched through Chunghwa Post Co., Ltd.
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The Documentation Section does not provide services for selling postage stamps, postal remittances, cash
withdrawals, deposits, or other financial transactions.
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Mail Handling After Working Hours and During Holidays
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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).



