
MAIL HANDLING PROCESS 

 

 

 

 

 

 

 

 

 

 The Registry unit 

receives Mails from 

the DHRM reception 

 The Mails are sorted 

according to departments 

and filed in their respective 

files. 

Records unit officer updates 

the file folio and check the 

action required as per the 

letter.  

 

 The Records unit officers 

await the return of files after 

completion of action by 

relevant officers.  

Once received, the files are 

cleared in the circulation 

register and returned to the 

respective cabinets for 

storage 

 

The files are recorded in the file circulation register and 

the forwarded to the relevant offices for action. 


