
Standard Operating Procedure (SOP): Outgoing Mail
Tracking and Dispatch Procedures
This SOP defines the outgoing mail tracking and dispatch procedures, covering the systematic handling, recording,
and monitoring of all outgoing mail items. It ensures accurate documentation of mail dispatch times, recipient verification,
secure packaging, and the coordination with courier services to guarantee timely and reliable delivery. The procedure
aims to enhance mail management efficiency, minimize loss or delays, and maintain transparent communication
throughout the dispatch process.

1. Purpose
To establish a standardized process for the tracking and dispatch of outgoing mail, ensuring secure, timely, and accurate
delivery while maintaining efficient recordkeeping and transparency.

2. Scope
This SOP applies to all staff responsible for preparing, recording, dispatching, and monitoring outgoing mail within the
organization.

3. Responsibilities
Mailroom Staff: Prepare, record, and dispatch outgoing mail; ensure compliance with this SOP.
Department Heads: Oversee adherence to outgoing mail procedures within their teams.
Security/Courier Staff: Handle mail transfer to courier services and ensure safe delivery.
Mail Coordinator: Maintain mail records and communicate dispatch status to relevant stakeholders.

4. Procedure
1. Mail Preparation

Collect all mail items prepared for dispatch from relevant departments.
Ensure each item is correctly addressed and includes complete return information.
Package all items securely to prevent damage or tampering.

2. Logging Outgoing Mail
Record each item in the Outgoing Mail Log, including:

Date and time of dispatch
Sender's department and name
Recipient name and address
Mail type (e.g., letter, parcel, confidential)
Tracking/courier reference number (if applicable)
Courier service or internal messenger (if applicable)

3. Verification
Double-check packaging and addresses for accuracy.
Verify recipient details before dispatch, especially for confidential items.

4. Dispatching Mail
Assign the mail to either internal messengers or external courier services based on delivery method.
Ensure all items for courier delivery are handed over with proper documentation and obtain a receipt or
tracking confirmation.

5. Tracking and Monitoring
Monitor the status of all dispatched items using provided tracking numbers or delivery confirmations.
Update the Outgoing Mail Log with delivery status or any issues (delays, returns, lost mail).

6. Reporting and Communication
Notify senders and relevant departments of successful dispatch and any issues encountered.
Escalate unresolved delivery problems to supervisor or department head.

5. Recordkeeping
Maintain the Outgoing Mail Log (electronic or paper) for a minimum of one year. All tracking numbers, proof of dispatch,
and delivery confirmations must be attached or referenced.

6. Outgoing Mail Log Template



Date/Time
Sender
(Dept/Name)

Recipient
Name &
Address

Mail
Type Courier/Service

Tracking
No. Status Remarks

YYYY-MM-
DD HH:MM

e.g., HR/John
Doe

e.g., Jane
Smith, 123
Main St

e.g.,
Parcel e.g., DHL 123456789 Dispatched â€“

[Add rows as needed]

7. References
Internal Mailroom Policy
Data Protection Policy (for confidential mail)
Courier Service Agreements

8. Revision History

Version Date Author Change Description Approved By

1.0 YYYY-MM-DD Your Name Initial SOP release Manager Name
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