EBC COURIER PROCEDURES
EBC Courier - John Boynton: Cell: 801-824-0000
E-mail: john.boynton@utah.edu
DELIVERY INFORMATION: 

Inter-Department-Mail (envelope):
Deliveries for campus or off campus locations must be in the courier box by 2:00pm. Items placed in the box after 2:00pm may not be delivered until the next business day.
Other packages for courier deliveries only:
Deliveries of other packages must be in the Shipping and Receiving room (189) by 2:00pm. The following information is to be printed on each package:
Senders name, Department and Phone number.
Recipient’s name, Company name, Address and Phone number.
**Fedex, UPS, or USPS deliveries are not handled by the EBC courier. 
PICK UP LOCATIONS: 

Inter-Department-Mail (envelope): Pick up time:  2:00pm to 2:30 pm
KUED mailroom - room 215. (EBC)
UETN Technical Services - Garden level (EBC)
Vice President Fred Esplin’s office - 201 President Cir. (Lisa Bouillon - lisa.bouillon@utah.edu) (Park) University of Utah Presidents office - 201 President Circle. Room 203. (Park)
UETN - 1720 Campus Center Dr. Room 1240 (Emma Lange - emma@uen.org) (SAEC)
DAILY DROP OFF LOCATIONS:  
Inter-Department-Mail (envelope): 
Accounts Payable. 145 Park President Circle (Park) Travel Accounting. 403 Park President Circle (Park) General Accounting. 402 Park President Circle (Park) General Council. 309 Park President Circle (Park)
Income Accounting. 201 S 1460 E. room 165. Student Services Building (SSB) General Development. 332 S 1400 E. (73 old law offices)
Tower mailroom. 102 S 200 E. (Tower)
Payroll or HR. 250 E 200 S. First floor. (CenturyLink building) OCCASIONAL DROP OFF LOCATIONS:
Mediaright. 1925 W. Parkway Blvd.
Red Butte Visitors Center. 300 Wakara Way.
Natural History Museum of Utah. 301 Wakara Way. (NHMU) UMC. 75 Fort Douglas Blvd. (601 FD)
Key Shop. 1795 E South Campus Dr. Room 250 (USB) UETN. 1720 Campus Center Dr. Room 1240 (SAEC)
Vice President Fred Esplin’s office. 201 Park President Circle. (Park)
HOW TO FILL OUT THE INTER-DEPARTMENT-MAIL (ENVELOPE): 
Fill in all the columns. Date: The current date.
Deliver to: The full name of the person the envelope is being delivered to. Department: The department it’s being delivered to.
Building: Name of building, address and room number if possible. Phone number is helpful.   From: Name of the department being sent from.
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