
SOP: Procedures for Prompt Internal Mail Delivery and
Recipient Acknowledgment
This SOP details procedures for prompt internal mail delivery and recipient acknowledgment, encompassing
mail sorting, scheduled delivery routes, handling of sensitive or urgent correspondence, recipient notification methods,
acknowledgment protocols, and documentation standards. The objective is to ensure efficient internal communication by
guaranteeing timely mail distribution and accurate receipt confirmation within the organization.

1. Scope
This Standard Operating Procedure (SOP) applies to all internal mail delivery staff and intended recipients within
[Organization Name].

2. Responsibilities
Mailroom staff: Responsible for mail sorting, timely delivery, and upkeep of delivery records.
Recipients: Required to acknowledge receipt and report discrepancies promptly.
Supervisors: Oversee adherence to procedures and address exceptions or escalations.

3. Procedures
3.1 Mail Sorting

1. Collect incoming internal mail at designated times.
2. Sort mail by department, building, and recipient using pre-defined sorting bins or trays.
3. Flag urgent or sensitive correspondence with appropriate markings or envelopes.
4. Log sensitive/urgent items in the secure mail register.

3.2 Scheduled Delivery Routes

1. Follow established delivery routes at fixed intervals (e.g., 10:00 AM and 2:00 PM daily).
2. Use secure containers or bags for transportation.
3. Record departure and arrival times for each route on the Mail Delivery Log.

3.3 Handling of Sensitive or Urgent Correspondence

1. Use tamper-evident envelopes for confidential documents.
2. Hand-deliver urgent items directly to recipient or authorized delegate.
3. Obtain signature upon delivery for all sensitive, confidential, or urgent mail.

3.4 Recipient Notification Methods

Email notification upon mail arrival (template provided in Appendix A).
Phone call or instant message for urgent or time-sensitive documents.
Physical delivery note left at recipient's mailbox/desk if unavailable.

3.5 Acknowledgment Protocols

1. Recipients must sign a Mail Receipt Log upon collection or delivery of mail.
2. Electronic acknowledgment via email or system receipt where implemented.
3. For delegated pickups, an authorization note must be presented and attached to the Mail Receipt Log.

3.6 Documentation Standards

1. Maintain physical or electronic logs for all delivered mail, including date, time, recipient, and acknowledgment.
2. Securely store all logs for a minimum period of 12 months (or as per organizational policy).
3. Regularly audit documentation for completeness and compliance.

4. Exceptions & Escalations
In case of undelivered mail, lost items, or recipient disputes, notify the supervisor immediately and initiate escalation per
internal lost mail protocol.



5. Review & Revision
This SOP is reviewed annually or upon process changes. Feedback should be submitted to the Mailroom Supervisor.

Appendices
Appendix A: Sample Email Notification
Subject: Internal Mail Notification
Dear [Recipient Name],
You have received internal mail, available for collection at [Location] as of [Date/Time].
For urgent inquiries, contact [Mailroom Contact].
Best regards,
Internal Mailroom Team
  

Appendix B: Sample Mail Receipt Log

Date Time Recipient Department Description Acknowledgment (Signature/E-
Sign)

Delivered
By

2024-06-
10

10:15
AM

Jane
Smith HR Confidential

File Jane Smith John Doe
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