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Incoming mail is delivered to the Business Office for sorting.  After the mail has been sorted by divisions, 
division personnel pick up mail and distribute it to the appropriate offices usually by 3:00 p.m. each day.  
Faculty mail, internal messages, and memorandums are placed in designated mailboxes.  
 
Outgoing mail should be taken to the Business Office where each department is responsible for 
processing its mail.  All mail should be processed through the postage machine. Allocation of postage 
costs are made in accordance with a log located adjacent to the postage machine and maintained by 
personnel using the postage machine.  Mail is taken to the post office each day by 4:00 p.m. 
 
To facilitate distribution of returned mail, departmental identification should be included in the return 
address on envelope. 
 

PURSUANT TO SECTION 41-1-110 OF THE CODE OF LAWS OF SC, AS AMENDED, THE LANGUAGE USED IN THIS 
DOCUMENT DOES NOT CREATE AN EMPLOYMENT CONTRACT BETWEEN THE EMPLOYEE AND THE AGENCY. THIS 
DOCUMENT DOES NOT CREATE ANY CONTRACTUAL RIGHTS OR ENTITLEMENTS. THE AGENCY RESERVES THE 
RIGHT TO REVISE THE CONTENT OF THIS DOCUMENT, IN WHOLE OR IN PART. NO PROMISES OR ASSURANCES, 
WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY TO OR INCONSISTENT WITH THE TERMS OF THIS 
PARAGRAPH CREATE ANY CONTRACT OF EMPLOYMENT. 

 
 


