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Protocol – Mail and Franking Procedure
INTRODUCTION

This procedure is designed to ensure East Ayrshire Leisure manage and control outgoing and incoming mail.  

OUTGOING MAIL

1. MAIL COLLECTION FOR FRANKING

· Prepare and log your mail
· Complete the mail label with the site name and number of items for postage

This will be collected by an employee of East Ayrshire Leisure and transported to the Dower House for franking and uplift by Royal Mail.

2. COLLECTION POINTS AND TIMES

· Daily collections – each morning Monday to Friday mail will be uplifted from the following venues:
Dick Institute, Palace Theatre and Stewarton Area Centre
· Weekly collections – every Monday mail will be uplifted from the following venues:
            Annanhill Golf Course & Ayrshire Athletics Arena

3. FRANKING

All mail will be processed second class on the same day as uplift, by a designated member of Corporate Services.  Items for mailing will be recorded to ensure an audit trail is available.

4. ROYAL MAIL COLLECTION

Royal Mail will uplift mail from the Dower House at approx. 3.00pm daily.  It is the responsibility of the designated representative of Corporate Services to ensure mail is prepared and ready for uplift.

5. AD HOC MAIL

Any mail outwith the daily/weekly uplifts may still be processed if delivered to the Dower House before 2pm to allow appropriate time for it to be prepared for uplift by Royal Mail.

6. RECORDED DELIVERY/SPECIAL DELIVERY

In certain circumstances this can be arranged in advance by emailing EALFinance@eastayrshireleisure.com

INCOMING MAIL

· All incoming mail received by Corporate Services will be logged, date stamped and distributed to the relevant person/section. 

· Mail for staff members’ located outwith the Dower House will be distributed via the East Ayrshire Leisure courier.
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