INTERDEPARTMENTAL MAIL PROCEDURES

How to address an interdepartmental mail envelope

WISCONSIN

INTER.-

DEPARTMEMTAL MAIL

CROS55 OUT PREVIOUS ADDRESS

USE BLACK INE

BLDG NAME
( hg;ggv] OR STREET NAME SUB-UNIT F'ﬁ%%RHgR
-} | ADDRESS
Helen C. Enalizh
English White John Doe Depa?_tment Rm £7186
600 N, Park

Alternative Envelope

STATE OF WISCONSIN

INTER.--

DEPARTMEMNTAL MAIL

Do Not Seal or Staple

Envelope will

be deliveraed to last address

Name and Department

Room Number and Building or
Address

John Doe Enaglish

7186 Helen C. White, 600 M. Park

Alternative Envelope
{More difficult to fit full address)

INTER-DEPARTMEMNTAL DELIVERY
Cross cut previous address. Utilize all spaces

Mame ....John ame

Mame .......cocvmmvnnnnn
T
71886 Helen White, 600 M.
Park
Dept ....Enalish ...ociiiiennnnnes Dept .....ccciiiviininnns ept

tel: (608) 262-4254

uwcampusmail_fpm@wisc.edu



mailto:uwcampusmail_fpm@wisc.edu

