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1.0 Purpose

To distribute mail to and from all Departments.

2.0 Scope

All departments, divisions, and individuals.

3.0 Departments/Buildings Affected

Administration-8000




Deans Offices-6000

Reprographics-6700




Library Building-3100/3200

Soc Sci/Lang & Comm/Eng-6200


Cafeteria-5100

Bookstore-5200





Student Development-5300

Physical Education- 1300




Sciences-2300

Foundation-8100





Cal Works-2000


Building-4300





Computer Services-4100


Building-7200





Inter Act Theater-7400


Children’s Center-4000




Physical Plant-9100



SBDC-4700






High Tech Center - 3400
4.0 Definitions

Flats = Any envelope over 6 1/8”

Postage Meter = Machine the mail is sent through to apply postage.

ETC = Educational Testing Center – Building across Highway 1

5.0 Procedure

5.1 Morning campus pick up and delivery

5.1.1 Each day between 8:30 - 9:30 am to buildings listed above.  Except the Interact Theater.

5.1.2 See attachment 5.1.2 A for route.

5.2 U.S. mail pick up and delivery

5.2.1 Mail picked up behind Madonna Road Post Office.  Back into an available space to load mail.

5.2.2 Go through back double doors to the right look for sign that says “8105 County Schools” and “8106 Cuesta College”.  Roll entire bin onto the loading dock and load into truck.  Roll bin back inside to it’s original location.

5.2.3 Go into the second set of doors to the left for any letters for County Schools or Cuesta College that need to be signed for (if in doubt ask John or Richard for help).

5.3 Drop off US Mail delivery

5.3.1 Go to Educational Testing Center (ETC) up the hill County Schools office – across the street from Cuesta College and drop off any mail.

5.3.2 If it’s a Monday stop at the mail box at the Morro Bay entrance to the college and pick up newspapers.

5.4 Return to the mailroom

5.4.1 Sort the mail into the appropriate bags and bins.

5.4.2 Should be ready to deliver to departments by about 12:30 pm.

5.4.3 Follow attached map.

5.5 Return

5.5.1 Sort mail from bags into 2 bins, 1 for on campus and 1 for outgoing mail.

5.5.2 Rehang bags and sort inner campus mail.

5.5.3 Process out going mail.

5.5.4 Stamped mail goes in the bin under the postage meter.

5.5.5 Second bin under postage meter is for metered flats.

5.6 Last campus pick up and delivery

5.6.1 At 2:30 p.m. take switchboard bin with any mail received for them back to the switchboard.

5.6.2 Pick up whatever has been deposited there along with anything for North County Campus.

5.6.3 Go to Administration Building (#8000) take mail bin from the break room and replace with an empty bin.

5.6.4 Go to the Dean’s office (building #6600) and pick up outgoing mail.

5.6.5 Return to mailroom.

5.7 Sort mail

5.7.1 Process outgoing mail and file inner campus mail into the appropriate bags or bins.

5.7.2 Take County Schools black bag, US mail, North County Campus mail, and Accounts Payable’s red envelope to ETC.

5.8 After mail is processed

5.8.1  Run the daily report see 5.3 (unless it is Friday or the end of the month – see 5.4).

5.8.2 Zip bags and place into appropriate bins (bins are labeled) to get ready for the next mornings delivery.
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