
Campus Mail…
…What is it?

Campus mail is any communication that conducts 
University business and will remain on the Amherst 
Campus.

There is no postage charge to send campus mail!

How does our mail system work?
 Mail Services picks up incoming USPS mail from the Post 

Office weekdays at 8:30 and 10:00 am.

 We add campus mail to the inbound USPS mail and deliver 
to the designated mailrooms in campus buildings. 

 Outgoing building mail is collected once daily during 
delivery.



Who is responsible for mail in 
campus buildings?
 For single occupant buildings, sorting responsibility is 

designated by building coordinator or office 
manager.

 Mail sorting within multi-department buildings is 
shared by all building residents. 

 Sorting routine is established by the building 
coordinator or the largest mail-stakeholder in the 
building.

 Duties are shared at the direction of the 
Coordinator with other departments sharing equal 
sorting responsibility.
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What happens to the mail that
is collected from my building?
 Outgoing mail is sorted by requested class of service 

 ALL USPS or UPS Packages require a digital shipping label

 Our staff prepares shipping labels when required, adds 
postage and dispatches to carrier daily
(UPS at 3pm , USPS at 3:30 pm, M-F)

 Postage is paid using your department’s speedtype for 
recharge.

 ‘Pack & Ship’ program through our Marketing Mail office for 
high volume shippers.

 EMS Webview browser app for high-volume shippers. Allows 
entry of your own shipping labels to expedite the shipping 
process. 
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How should mail be addressed?
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Intro to Letters, Flats and Parcels: 

What is a Letter ?
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What envelope should I use?

 Triangle flaps process much better through our high speed equipment. 
Avoid square-flap invitation envelopes. 

 White envelopes are the best choice; Avoid dark or fluorescent 
colors. Meter Imprints are red and should contrast with the envelope 
color.  

 Blue or black-ink ball-point pen, or printed label 
 Simple Font such as Calibri, Arial or sans serif between 8 & 16 pts 

Fancy script fonts will confuse the USPS OCR camera.

 Omit all punctuation.
 Size correctly for contents, should not be able to shift. Contents 

creased, not puffy or bulging.
 Window Envelopes require the address to be fully visible including the 

zip code. There should be 1/8 inch white space between the address 
and the window edges on the envelope.

 Speedtype on envelope. 
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When appropriate, use a #10 envelope with 
applicable University branding for your department. 



Postal Service
Letter Mail Sortation Line
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Certified Mail 8
 Certified Barcode placement must avoid meter imprint. 

 Return Receipt on back of envelope.
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Intro to Letters, Flats and 
Parcels: 

What is a Flat ?

*Do not use clasp-envelopes. If you have inventory to use leave clasp flat.
The clasp and flap must be taped over with shipping tape



10Intro to Letters, Flats and 
Parcels: 

What is a Parcel ?

*Keep packaging as compact as possible. Allow enough space to add
bubble wrap, air pillows or foam peanuts for protection. 



11Consider your packaging when 
you are preparing a shipment…



Understanding
USPS Tracking
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Campus Mail to the Five Colleges
 Mail can be sent to 

- Amherst College - Hampshire College
- Mount Holyoke - Smith College
- Five Colleges Inc.  

 Pickup at 120 Tillson 9 am, Mon – Fri

 Write a complete delivery address as if you 
were sending first class mail. 

 To the left of the address, write: 
“VIA 5 College Courier”
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Personal Mail Policy 14

 Postage for personal mail cannot be paid by department 
speedtype account. 

 Personal mail is any mail that has a return address that is 
not a campus address. 

 USPS & UPS prepaid return service (A.R.S. or R.S.) labels 
and mail that is imprinted with “Postage Paid” or “No 
Postage Necessary” can mailed. Leave in out-going 
stamped mail.

 Postage for personal mail can be purchased at the 
customer service window at 120 Tillson Farm Road.



International Mail Preparation 15

 All Int’l mail that is not a letter requires a customs form. 

 Custom forms must be digitally submitted; hand-written 
forms are no longer accepted.

 USPS Requires Country name to be fully written out
(no abbreviations)

 Write Air Mail or Par Avion to the left of the address, on 
an angle.

 For any research shipment, foreign or domestic, Research 
Compliance must approve the shipment and recipient 
prior to contacting Mail Services. 
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Mail Services Contact

Rob Leveille - Mail Services 
Supervisor
413.545.1084

rleveille@admin.umass.edu

www.umass.edu/mail

mailto:rleveille@admin.umass.edu
http://www.umass.edu/mail
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