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	TO:           ALL STAFF UTILIZING INTEROFFICE MAIL

FROM:     Donna Gilmartin, Director for Administrative Services

RE:           Interoffice Mail Instructions

The Administrative Services Unit of Division of Contracts and Purchasing has a contract with Deluxe Delivery for the pick-up and distribution of interoffice mail between schools and offices.

In order to ensure that all interoffice mail reaches its destination in a timely manner, ALL fields in both the “TO” and “FROM” sections (see sample below).

MUST BE CLEARLY AND COMPLETELY FILLED OUT.

The “To” address must include: District #, Borough and school number (DBN #) or office name, street address and borough, the name of the intended recipient.

The “From” address must include: District #, Borough and school number (DBN #) or office name, street address and borough, the name of the sender and their school district.
SAMPLE
To:  District:  20K422                                              From: District: 32K377                                                 

(School Name/Number or Office Name)                 (School Name/Number or Office Name)

Street Address: 111 4th Street                                Street Address: 200 Woodbine Street

Borough: Brooklyn                                                  Borough: Brooklyn

Attn.: Miss Smith                                                    Attn.: Miss Jones

In situations where an Inter-office envelope cannot be utilized, the envelope or package should be labeled as stated above.

	
	



