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SCHOOL-BASED HEALTH CARE POLICIES AND PROCEDURES

Processing Mail
POLICY STATEMENT
Incoming or Outgoing mail is considered the property of RMC and shall be opened

and/or processed as such.

PROCEDURE

Incoming Mail

All incoming mail will be opened to insure all checks and remittance advices are

properly received, dated, deposited and recorded.

Checks and remittance advices come in regular and window envelopes and those requiring ends be folded and removed.  Some come addressed to specific providers because the vendors are unaware our medical providers are not private practitioners, but work for RMC.

Only mail that is clearly marked with any combination of “Personal” or “confidential” will not be opened.

All opened mail will be stamped with that days stamp indicating the date RMC received the correspondence.

Outgoing Mail
All outgoing mail, other than packages being sent by carriers other than the U.S. Post Office, should be placed in the appropriate bin in the Business Office for weighing and metered as appropriate.  This step provides the mechanism to properly charge mail expense to the using department.

Items bring shipped by all other carriers should be taken to Central Supply for proper documentation and contact with the carrier.

Personal use of the postage meter or related supplies is a serious offense and may result in disciplinary action or termination.


