
 

 

DIRECTOR’S OFFICE 

                                                                                             PROCEDURENUMBER 1: MAIL HANDLING 

 

The secretary in the 

Director’s Office 

receives mail from the 

customers  

 

The received mails are 

then stamped using the 

receiving stamp and then 

recorded in the incoming 

mails register 

After they are stamped they 

are forwarded to the Director 

Human Resource where she 

marks them to the relevant 

officers 

 The Director Human 

Resource hands over 

the marked mails to 

her secretary 

(Reception) 

 The Director’s 

secretary then records 

the marked mails in the 

outgoing mails register 

The recorded mails are 

then handed over to the 

records unit together with 

the outgoing mails register 

where they are disbursed 

to various Unit Heads for 

further action 


