                            BITS OF INFORMATION FROM THE MAILROOM
Welcome to GCC:
I would like to give you some helpful hints about your mail. 

ALL mail and packages coming from the bank, home, friends etc. must have your box number on it.  This includes newspapers and anything you order.
Proper way to address your mail is as follows:

Name

GCC # ( box #)
200 Campus Dr

Grove City PA 16127-2197

Please do not use the word BOX on any incoming mail. Use GCC # ??????

You have taken over a graduating Sr. mailbox. From time to time you may receive mail that does not belong to you. Unfortunately that does happen. When it does, all you need to do is circle what is wrong with the mail and place it back into the inner campus mail slot which is located around the corner to your left of the mailroom window. 

 We accept UPS, FED EX, in addition to USPS packages.  We will accept them for you and then you sign to pick them up. We begin to accept packages from home starting AUG 1.
 Remember upon arrival to pick up your mail key in the Breen Student Union.
You must bring your mail key with you to access your mail box.
 You will be notified via email that you have a package waiting for you in the mailroom.
 You must bring your ID with you in order to pick up any packages.
The replacement fee for a lost mail key is $20.00. This will be charged to your student account. 
Please refer to my web page on GCC for more details on your mail handling. 

Thank you in advance for your cooperation and if you have any questions feel free to ask. 

Cordially,
Barb Kelly

GCC Mailroom Supervisor

bjkelly@gcc.edu 

724-458-2131
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