Standard Operating Procedure (SOP): Incoming Mail
Sorting and Distribution Guidelines

This SOP defines the incoming mail sorting and distribution guidelines, covering the procedures for receiving,
sorting, categorizing, and distributing mail efficiently within the organization. It ensures the accuracy and confidentiality of
mail handling, timely delivery to respective departments or individuals, proper documentation of received items, and
compliance with organizational mail policies and security standards. The goal is to streamline mail processing while
maintaining security and accountability.

1. Purpose

To establish standardized procedures for the accurate, timely, and secure sorting and distribution of incoming mail within
the organization.

2. Scope

This SOP applies to all personnel responsible for handling and processing incoming mail, including but not limited to
couriers, receptionists, mailroom staff, and administrative personnel across all departments.

3. Responsibilities

Mailroom Staff: Receive, log, sort, and distribute incoming mail.

Receptionist: Receive and forward mail if applicable, notify mailroom staff as needed.
Department Representatives: Collect mail from designated pickup areas or receive deliveries.
All Staff: Ensure any misdirected mail is promptly returned to the mailroom.

4. Procedure

1.

Receiving Mail
o Collect incoming mail from postal services, couriers, and other external sources at designated intake
points.
o Inspect packages for visible signs of damage or tampering.
o Sign and date delivery logs provided by couriers, if applicable.
Logging Mail
o Record all parcels, registered mail, and high-priority communications in the Mail Log or tracking
system.
o Note sender, recipient, department, date/time of receipt, and any relevant remarks.
Sorting and Categorizing
o Segregate mail by type: confidential, urgent, standard, packages/parcels, and interoffice.
o Separate mail addressed to individuals from general/departmental mail.
o Identify and report suspect items (unmarked, suspicious, or hazardous) to Security per organizational
protocols.
Distribution
o Distribute categorized mail to the corresponding departments or recipients either via internal delivery
or designated mail pickup points.
o Obtain recipient signatures for confidential or registered items as required.
o Document the date/time of distribution and the recipient's details as per the mail log.

. Retention and Escalations

o Store undelivered mail securely; attempt redelivery during the next scheduled round or notify the
recipient.

o Escalate undelivered, unclaimed, or suspicious items to supervisors or Security after 5 business
days or as organizational policy dictates.

Confidentiality and Security

o Handle all mail, particularly confidential and sensitive items, in strict accordance with privacy and data
protection guidelines.

o Restrict mailroom access to authorized personnel only.

5. Documentation

e Mail Log/Register (electronic or physical)



e Courier delivery acknowledgment forms
e Recipient signature records for confidential/registered mail

6. Compliance

e Adhere to all relevant organizational mail handling, privacy, and security policies.
e Report breaches or non-compliance immediately to management.

7. Revision History

Version Date Description Author

1.0 2024-06-30 | Initial release | [Your Name/Department]
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