The Mail Room


· The Mail Room is the department which deals with all the mail.

· Incoming Mail is the mail which the postman delivers in the morning.  Staff in the mail room (as part of the Admin Dept) have to sort this out and give it to the correct people in the company.

· Outgoing Mail is the letters which people in the company send to other firms.  Staff in the mail room have to put this into envelopes and post it.

HOW TO DEAL WITH INCOMING MAIL

1. The Mail Room Assistant makes sure the date-stamp is set for today’s date.  (This is like the date stamp on library books.)  Mail is always date-stamped when it is received, so that we know when it was received.

2. The Mail Room Assistant DOES NOT OPEN envelopes which say “Private” or “Personal” or “Private and Confidential”.  He/She date-stamps the envelope, and gives it to the person whose name is on the envelope.

3. The Mail Room Assistant opens all the other envelopes carefully, takes out the letter which is inside each envelope, and date-stamps the letter.

4. The Mail Room Assistant looks at the bottom of the letter to see if it says “Enc”.  If it does, that means that there should be an enclosure with the letter.  (An enclosure is something else in the envelope, along with the letter.  Eg a price list would be an enclosure and a cheque would be an enclosure.)

5. If the letter does have “Enc” at the bottom, the Mail Room Assistant makes sure that it is actually there, and clips it to the letter.  If the enclosure is missing, the Mail Room Assistant writes Enclosure Missing on the letter, and then gives the letter to the their Supervisor/Line Manager.

6. If the enclosure is a cheque or money, this is called a REMITTANCE, and the Mail Room Assistant writes the details in the Remittances Book.  
A Remittances Book is used to write down details of money received with incoming mail.  The Remittances Book below shows that on 30 September 2010, the Mail Room Assistant (Lee Watt) opened a letter from Kelvin Office Supplies, which had a cheque for £321 in it.

	REMITTANCES BOOK

	Date
	Details
	Amount
	Signed

	30/09/2010
	Kelvin Office Supplies
	£321.00
	Lee Watt

	
	
	
	

	
	
	
	



7. Sometimes, in the incoming mail there is a letter which has to be seen by more than one person.  The best thing to do is to photocopy it, and give a copy to everyone who has to see it.

If the letter is too long to photocopy, or if it is a catalogue, then the Mail Room Assistant will attach a CIRCULATION SLIP to it.  


This circulation slip was attached to a brochure which had to be seen by 3 Managers.


	Circulation Slip
Please read, initial and pass on to the next person – thank you.


	For the attention of:
	Department
	Initials

	Mrs Donaldson
	Sales
	MD

	Mr Farmer
	Finance
	SF

	Miss Cook
	Reception
	


	
This is how the system works:

· The first person (Mrs Donaldson) reads the brochure, initials the circulation slip and passes it on to the second person (Mr Farmer).

· The second person reads the brochure, initials the circulation slip and passes it on to the third person (Miss Cook).  AND SO ON


8. Lastly, the Mail Room Assistant will put the opened incoming mail into the correct departmental trays and take the mail to the people in the departments.  They may also put the mail in Pigeon Holes.

9. If the postman brings Registered or Recorded Delivery Letters, the Mail Room Assistant must sign the postman’s book to confirm that the postman has delivered then safely.



How to deal with outgoing mail

1. At regular intervals throughout the day, the Mail Room Assistant collects mail which has to be posted. For example, the Mail Room Assistant goes round all the departments at 12 noon, collecting mail to be posted, and then deals with it.  Then he or she goes round all the departments again at 2 pm and 4 pm.  They don’t wait until 5 pm to collect all the mail, because they would not have enough time to deal with the mail before the Post Office closes.

2. The Mail Room Assistant checks that all letters in the outgoing mail have been signed.

3. The Mail Room Assistant checks that the inside addresses on each letter is the same as the address on the envelope for each letter.  (Or they may use window envelopes.)

4. If Enc has been keyed in at the bottom of any letter, this means that there should be an enclosure with that letter.  The Mail Room Assistant makes sure that the enclosure is actually with the letter and clips the enclosure to the letter. 

5. The Mail Room Assistant puts each letter into its envelope, seals it and writes the amount of postage in the top right corner of the envelope eg first class, second class, international, etc.

6. Then the Mail Room Assistant will –

Either:  attach the correct postage stamp to the envelope.

Or: 	use a Franking Machine.  A Franking Machine is used to
            print postage payments on envelopes.


7. If there is a parcel in the outgoing mail, the Mail Room Assistant will:

· Weigh the parcel

· Work out how much the postage will be

· EITHER put the correct stamp on the parcel

· OR use the franking machine to frank a sticky label with the correct postage

8. Sometimes a firm will have a Postages Book (only if they use stamps instead of a franking machine).  If the firm keeps a Postage Book then each day the Mail Room Assistant will write the following in it:

· The names and addresses of people to whom mail was sent
· The amount of postage put on the envelope
· The value of stamps left in the Postage Box.

9. If the Mail Room Assistant has used stamps, the outgoing mail can be posted in a pillar box or taken to the Post Office.

BUT
· If the Mail Room Assistant has FRANKED the outgoing mail (used a franking machine) then the letters must be taken to the Post Office.
AND
· If there is any mail which has to be sent by Recorded Delivery or Registered Post, it must be taken in to the Post Office.
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Mailroom Equipment

A well–organised mail room will contain

[image: http://t1.gstatic.com/images?q=tbn:ANd9GcSLqIpI8v1_AGn626d8XIMjZR8jO1XGahVzVtS7T-zV4o-Mtnre]Franking machine – prints the value of a stamp on an envelope as well as the date and time of posting, place and company advert.




[image: http://shop.plummo.com/images/244/products/Post%205.jpg]Postal scales – scales can be used for letters and parcels and by pressing the right keys you can work out the weight and postage for mail to anywhere in the world.
 








[image: ]Wrapping machine – this machine helps make a package or parcel secure without the hard work involved with using the string.
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Trolley – to deliver and collect mail     







[image: ]Wire letter trays – to place mail into
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Pigeon holes – to deliver mail to individuals
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Paper knife – to open mail 
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Electronic letter opener – to open mail 
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Date stamp – to stamp envelopes


Stapler – for stapling enclosures to letters or documents 
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SCANNER

To deal with incoming mail electronically – DO NOT pass paper copies to staff
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One tray only supplied, spacers not included
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