C100-061





PROCESSING MAIL





APPLICABLE TO:		 CAHL Mail Clerk





FORMS: 				Request for Postage Funds





The Mail Clerk is responsible for processing and preparing the US, DCFS, and County mail for pick-up and delivery.  The DCFS messenger handles mail within the Department of Children and Family Services.  The County messenger handles mail from one county department to another.  The Mail Clerk is also responsible for replenishing the postage meter.





A.	WHEN:   INCOMING MAIL ARRIVES VIA COUNTY, DCFS OR U.S. MAIL 			  CARRIER





WHO�
       HOW�
�
�
�
�
MAIL CLERK�
1.	Date stamp all incoming mail.





2.	Sort and place the mail in appropriate mail slot.





	a)	SUSPECTED CHILD ABUSE REPORTS / POLICE 			REPORTS / MISCELLANEOUS MAIL





		1.	Browser Clerk mail slot.





	b)	WE TIP & WELFARE FRAUD





		1.	Information Specialist Clerk mail slot.





	c)	MEDICAL BILLS





		1.	Technical Assistant mail slot.





	d)	OUT OF COUNTY SERVICES (OCS)





		1.	Forward to: 3160 W. 6th Street


					     Los Angeles, CA 90020


					    Attn: OCS Supervisor


�
�
All U.S. mail, DCFS and county mail is to be processed and ready for pick-up by the postal carrier or county messenger in accordance with the postal and county messenger schedule.  U.S. mail must be ready for pick-up at 11:30 AM.  Mail received after 1:00 PM shall be metered by 4:00 PM and placed in the US. mail box located at the entrance gate.











B.	WHEN:  SENDING MAIL OUT VIA COUNTY OR U.S. MESSENGER





WHO�
       HOW�
�
�
�
�
MAIL CLERK�
1.	All county mail, (mail going to another county 	department ie., Probation Department), is placed in the 	“County Mail” bin.





DCFS MAIL





2.	All DCFS Mail, (Mail going to another DCFS office), 	is placed in the “DCFS Mail” bin.





U.S. MAIL





3.	U.S. mail is processed through the U.S. Postal Meter 	and placed in the “U.S. Mail” bin.





�
�



The request for postage meter replenishment is required to obtain funds for in-house postage meter  used to meter or stamp U.S. mail for official county business only.





C.	WHEN:   THE POSTAGE METER NEEDS REPLENISHING





WHO�
       HOW�
�
�
�
�
MAIL CLERK�
1.	When the postage meter is showing $1500.00 (balance 	descending), re-order money for postage.


2.	Complete a “Request for Postage Funds” form.  	Obtain authorizing signature and fax  to:


	DCFS Procurement Section


	501 Shatto Place 3rd Floor


	Los Angeles, CA 90020


	Attention: Henry Williams


3.	Procurement, upon receipt of fax,  will telephone the 	mail clerk with an access code and dollar amount for 	input into the postage meter. Procurement remains on 	the telephone and will verify postage has been 	replenished on-line.�
�
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