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For Central and Science areas ONLY

CHRISTMAS MAIL SERVICE NEEDS 2006                        .

In order to determine mail service needs for the University during our Christmas recess, information is required from your building. Please check with your building service coordinator to see if your building WILL BE OPEN during the Christmas Recess.  If it will be, please print this form, circle the dates that you will require mail service, fill out the bottom portion of the form and fax it to 4-9312 or return it via Campus Mail to Lynne at Yale Mail Service, 100 John Murphy Drive (please do not mail form if you fax it).  If no reply is received from your building by Friday, Dec. 15th no mail deliveries will be made during recess dates. 
	Dec. 22  -  Friday

Dec. 26  -  Tuesday

Dec. 27  -  Wednesday
Dec. 28 - Thursday   
Dec. 29 - Friday
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Mail deliveries will not be made on Christmas Day, Monday 12/25 and New Year’s Day, Monday 1/1 to allow our mail clerks to enjoy the holidays with their families.  Normal mail delivery will resume on Tuesday, January 2, 2007.
PLEASE NOTE: If you are not the person responsible for making this decision, please forward this form to that person.  We want to be able to deliver mail to all buildings that will be open and require mail service during the recess period.  Thank you for your assistance!

DEPT or BUILDING:   _________________________________________________________
DELIVERY ADDRESS: ________________________________________________________

PERSON FILLING OUT FORM: _________________________________________________

TELEPHONE: _______________________________________________________________

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * *

Lynne Beauchemin, Mail List Coordinator

YALE MAIL SERVICE




US MAIL ADDRESS:

CAMPUS ADDRESS:

     PO Box 208309    

      100 John Murphy Drive

     New Haven, CT   06520-8309
    
    

Telephone:  (203) 764-9310         FAX:  (203) 764-9312

               http://www.yale.edu/campusmail/
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