
Cost saving tips 

Mailing and UPS Shipping 

~	 Utilize the most cost effective shipping method - USPS 
Priority mail instead of express; first class instead of priority 
mail; media mail instead of first class 

00	 Utilize the smallest packaging or envelope suitable for your 
mail piece. Whenever possible, fold your outgoing mail and 
use NO.1 0 business envelopes rather than a larger flat style 

~	 If you currently use Busi ness Reply envelopes, consider 
using courtesy reply envelopes instead 

~	 If express service is required, use the lower level of service 
available to accomplish your delivery objective (two-day 
instead of overnight) afternoon instead of morning 

~	 Only request a signature on express when absolutely 
needed. There are now extra charges for signature at 
residential addresses 

~	 Use post cards for short messages or announcements. The 
cost is about one-third less than express 

~	 Consider using mail operations (7-7490) to achieve postage 
discounts for large mailings (500 plus pieces) 

00	 Call the mail Center (ext 7-4790 for additional information 

~	 The school designated carrier for shipment of packages and 
next day air parcels is United Parcel Service 

Supplies 

00	 The Mail Center carries various shipping supplies that 
individual departments could utilize free of cost from the 
USPS e.g. Priority Mail and UPS envelopes and boxes (to 
be used with those services) 



~ If you purchase 9 x 12 or 10 x 13 envelopes, order the plain 
white or manila, not the ones with the green "First Class" 
logo 

~ To avoid potential damage to the envelopes and contents, 
utilize only 'peel-n-seal' or self-stick large envelopes not the 
clasp type 

~ Order your FIT inter office envelopes, both large and small 
from the Supplies Dept. using one requisition form. These 
should be used for inter- Campus (both small and large). 

~ Save and re-use the envelopes you receive from inter­
campus (both large and small). Re-use these for students 
as they tend not to return or reuse the more expensive 
printed FIT Inter-Office envelopes 

For additional helpful and cost-saving tips - call the Supply 
Dept. (ext 7-4698) for fu rther information 

Print Shop 

® Consider using the Print Shop when making twenty-five or 

more copies or print 

® Request two-sided copying and printing whenever possible 

® Produce only the quantity of documents needed 

Paper Supplies 

®	 The Supply Department stocks a variety of colored paper 
and white legal paper, both of which can be ordered by the 
ream 

® Use at least 300/0 recycled paper in all copiers, printers and 
fax machines 


