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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

MAIL/POSTAGE

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
The college provides mailboxes for the distribution of incoming mail to personnel.

1.02
All outgoing mail must have the cost center number in the upper left hand corner


to be processed.

II.
PROCEDURE

2.00
SPECIFIC STATEMENTS

2.01
It is against college policy to send personal mail at college expense.
2.02
All outgoing mail shall be charged to department budgets.
2.03
Bulk or mass mailings must be charged to the appropriate cost center.
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