
Policy 2020.08.04-06 
Last Revised: July 30, 2020 – Motion 2020-352 

 
 

MAIL HANDLING 
 

 
POLICY 
 
The Receptionist or designated staff is responsible for administering all incoming and outgoing mail on behalf of 
the Hamlet. 
 
DEFINITIONS 
 
“Hamlet” means Hamlet of Enterprise 
 “SAO” means Senior Administrative Officer 
 
GUIDELINES 
  
1. The Receptionist or designated staff is responsible for receiving and distributing all mail received, including 

mail for Council, Committees and Staff. 
 

1.1. The Receptionist or designated staff is responsible for ensuring an adequate supply of paper, stamps and 
envelopes at all times. 

 
2. All mail must be opened and stamped with the date the mail was received. 
 
3. Discretion will be used when opening items marked personal and confidential. 

 
3.1. Questionable correspondence, such as legal items, should be forwarded to the SAO for approval to open. 
3.2. A date stamp will be placed on the envelope until direction on how to treat the correspondence is 

received. 
 
4. All correspondence will be forwarded to the appropriate individual it has been addressed to. 
 
5. A copy of specified items will be maintained on file or forwarded to the SAO, as deemed appropriate. 

 
6. All outgoing mail must be provided to the Receptionist for processing. 

 
ATTACHMENTS 

 
N/A 
 

REFERENCES 
 

N/A 
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