KELLER ISD Key Strategic Priority: 3
ADMINISTRATIVE REGULATION Business
Intra-Office Mail, Personal use CX (R6)

The District mail system is intended for official school business. This includes delivering items between
District buildings and to and from the U.S. Post Office.

It is the intent of this guideline to be general with a few specific examples of appropriate or

inappropriate use of the district mail. Therefore, the following items are meant as examples, not as an
exhaustive list.

Acceptable

e KISD materials and information

e Newspaper / Magazine articles

e Holiday / Birthday cards

e Retirement Party / Social Invitations

Not Acceptable
e Commercial Use: ie. Fliers for tutoring, campus etc., profiting other than KISD
e Any material that would be inappropriate for display on a campus bulletin board

It is important to note that the District mail is not processed when the district is closed and items
deposited in the mail system may not move for several days.

Limited personal use is allowed for items that fit into a standard intra-office envelope provided that
the sender holds the District harmless for loss or damage to the contents.
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