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2.2.040 
Shipping & Receiving, Mail Services, & Courier Policy 
Date of last board of trustees review: February 19, 2025 

The originator of this policy is Facilities Services. Questions regarding this policy may be 
directed to the originator by calling 801-957-4553. 

 

1. Policy 

Facilities Services shall maintain shipping and receiving, mail, and courier services to 
provide the college with efficient, cost-effective logistics services.  

2. References 

Reserved 
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2.2.040 
Shipping & Receiving, Mail Services, & Courier Procedure 
Date of last executive cabinet review: November 19, 2024 

The originator of this procedure is Facilities Services. Questions regarding this procedure may 
be directed to the originator by calling 801-957-4553. 

 

3. Definitions 

A. Central Receiving: a centralized location for the receiving, processing, and distribution 
of all packages and supplies and shipping from the college. 

B. Couriers: personnel deemed by Salt Lake Community College as trained and 
knowledgeable in transporting material goods into, across, and out of college 
campuses or sites. 

C. FIX IT: the college’s customer service and communications system administered by 
Facilities Services. 

D. Mail: letters and small packages sent and received. 

E. Purchase Order: any purchase made using college funds that is readily identifiable by a 
7-digit number prefaced with a P or Q, e.g., P2401234 or Q2401234. 

4. Procedures 

A. Unless approved by the Fleet and Logistics manager or Logistics supervisor, all college-
related mail, packages, and material must be received at an official college receiving 
location. College-related mail, packages, or supplies must not be sent to a private 
address or post office box. 

B. Mail Services 

1. Mail Services is responsible for processing the college’s incoming and outgoing 
United States Postal Service (USPS) mail and inter-office mail.  

2. Mail Services operates from 8:00 a.m. to 4:30 p.m. Monday through Friday. 

3. Incoming USPS mail is delivered twice daily to the Taylorsville Redwood Campus. 

4. Mail Services provides daily USPS and inter-office mail pickup and delivery services 
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between all campuses. 

5. Deliver outgoing mail to the nearest campus mail facility. For campus locations 
without mail facilities, schedule a pick-up with Central Receiving. 

6. Outgoing mail must be received by Mail Services at the Taylorsville Redwood 
Campus by 3:00 p.m. for same day processing. 

7. All college mail must display the college’s correct address as either the return 
address or the recipient's address: 

Salt Lake Community College  
Attn: Name or department name / mail stop code 
P.O. Box 30808 
Salt Lake City, UT  84130-0808 

8. Employees and students may not receive personal mail through Mail Services at any 
SLCC location. 

9. Mail Services at the Taylorsville Redwood Campus provides the following counter 
services for personal mail: 

a. stamps, envelopes, etc.; and 

b. weighing and posting. 

C. Central Receiving 

1. Central Receiving is responsible for processing and distributing all non-USPS 
packages and supplies received by the college and shipping from the college. 

2. Central Receiving’s hours are from 8:00 a.m. to 4:30 p.m. Monday through Friday, 
except college-recognized holidays. 

3. Receiving Packages 

a. Except as noted, all non-USPS deliveries must be sent to Central Receiving at: 

SLCC / Recipient’s Name 
2675 S 900 W 
Salt Lake City, UT  84119 

b. Upon receiving packages, Central Receiving will: 

(1) inspect the package for damage;  

(2) scan the package into the package tracking software; and 

(3) distribute the items to the appropriate campus. 

https://i.slcc.edu/facilities/central-receiving.aspx
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c. The courier makes rounds in the morning and again in the afternoon. 

d. Employees and students may not receive personal packages through Central 
Receiving at any SLCC location. 

4. Shipping College-Related Packages Using an External Carrier 

a. Send items to be shipped with a courier requisition to Central Receiving.  

b. Provide the complete street address of the recipient and the appropriate billing 
index for outbound shipments. 

c. Central Receiving will ship using the most economical method. 

d. Items not received at Central Receiving by 12:30 p.m. will be processed the 
following business day. 

D. Courier Services 

1. Courier Services provides pick-up and delivery support for Central Receiving and 
Mail Services. 

2. Courier Services also provides: 

a. off-campus delivery or pickup; and 

b. urgent pick-up or delivery of inter-office mail, USPS mail, packages, next-day 
mail, and off-campus deliveries.  

3. A pickup and delivery requisition can be submitted to Central Receiving or to FIX IT 
through the college email system or by calling 801-957-3911. 

4. To ensure that the courier can accommodate same day delivery, urgent shipments 
require prior approval of the Central Receiving manager, supervisor, or designee by 
calling 801-957-2200 

5. When a department has arranged with the Central Receiving technician for courier 
delivery, the department must deliver items to the campus central pickup point 
unless the department has made other arrangements. 

E. Receiving Damaged Items 

1. Central Receiving will keep damaged items in the state in which they are received 
and in the original shipping container until instructions for further action are 
received.  

2. Central Receiving will fill out a damage report for any damaged items, irregularities, 
or discrepancies between the items ordered and the items received, including: 
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a. the vendor’s name and purchase order; 

b. the date received; 

c. a list of the damaged items, including a description of the damage; and 

d. the condition of the shipping container. 

3. The damage report will be sent to the Purchasing office. 

4. When department members receive a package, they shall: 

a. inspect the contents of the package for damage; and 

b. report any damage, irregularities, or discrepancies to the Purchasing and Central 
Receiving offices. 

5. The Purchasing office, Central Receiving, and the purchaser will cooperate to 
determine liability for damaged items, file claims, or request replacements for the 
damaged items. 

F. Deliveries to locations other than Central Receiving 

Deliveries directly to any other location require prior authorization from the director of 
Fleet and Logistics or the Central Receiving facilities supervisor. 
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