Rochester Police Department

Technical Services Section


	Module 2-006

effective
 date: November 18, 2004

Revised: March 25, 2016
	subject
:  Mail and Ticket Distribution

	rescinds
: May 22, 2002
	reference
 standards:  G.O. 465, 475, 476, 480, 501, 505, 509, 565, 570: CALEA 82.2.5


I.  
BACKGROUND
T.S.S. is responsible for mail distribution for the Police Department and the other occupants of the Public Safety Building.  The mailroom will be the distribution center for all mail and packages received from sources from outside the department.  Headquarters is the inter-departmental mail distribution center.  Mail will be brought from the various offices and patrol sections to the Headquarters Desk, where it will be distributed as labeled.

II. POLICY

A. It is the responsibility of all offices/sections to deliver mail to the Headquarters Desk.  This is to be done at the end of the day for those offices that are a second platoon operation, and once per shift for all 24-hour operations.

B. Occasionally an office will ask Headquarters personnel to respond to assist with a large volume of mail.  All efforts will be taken to assist with such requests.  If the request comes from the office of a ranking member (e.g. The Chief’s Office) the request will be considered an order and treated as such.

III. PROCEDURES

A. As personnel from a unit or office area respond to the Headquarters Desk and ask for their mail, Headquarters personnel will remove the mail from the appropriate mailbox and give it to them.  Mail in the mailroom will be distributed by the mailroom clerk
.

B. For security reasons, all mail and packages arriving from outside the department will be taken to the mailroom.  The only exception for this is those deliveries that require use of the loading dock area.

C. If an express package/letter arrives from the U.S. Postal Service mail delivery or a delivery person (e.g. UPS or Fed Ex) brings a package/letter needing immediate/urgent delivery to the desk, the will be directed to the mailroom.  If it is outside of the hours of operation for the mailroom, HQ personnel will contact the office/person the delivery is for.  HQ personnel will advise them of the package/letter.  If the item is expected, then HQ personnel will determine if the addressee desires the delivery person to respond to their location, or if they want HQ personnel to sign for it and hold it at the desk for pick-up
.  If the addressee does not expect the item, then it will be considered suspicious in nature and it will be placed in the mailroom to await proper clearance before delivery.  IF the delivery is outside of hours of operation for that office or no one can be reached and the mailroom is also closed, HQ personnel are to sign for the package and deliver it to the mailroom (a key will be kept at HQ) for later delivery.

D. Any packages that are placed in the mailroom during closed hours, will be placed in the designated area.  Any package placed there that is suspect in nature (as is described in C above) will be
 put aside from other items and labeled as suspicious, so as to allow for the proper handling of the item.

E. All reports originating from HQ or Call Reduction will be sent to the section of occurrence intact, except crime reports.  Handwritten crime reports will be delivered to the section of occurrence intact, except ply 2, which will be forwarded to Crime Analysis.  All other routine mail will be distributed as follows:

1. All computer written crime reports from HQ or Call Reduction will be separated as follows:  ply 1 goes to Police Information Systems, ply 2 goes to Crime Analysis, plies 3&4 go to the section of occurrence and ply 5 is mailed to the victim or reporting person.

2. Place all FIF’s with corresponding Addendums (if applicable) in the Crime Analysis mailbox.

3. All incoming Crime Reports will have the section copies and Crime Analysis copes removed.  The Crime Analysis copes (ply 2) will be placed in their mailbox.  The remainder (plies 1&4) will be placed in the mailbox for Police Information Systems (aka Info Systems).  When Info Systems forwards us the ply 4 copies, they will be placed in the media file located at the Headquarters Desk.  Reports will be left in this file for a week.

4. All incoming Incident Reports, Investigative Action Reports and Motor Vehicle Accident Reports will be placed in the Info Systems mailbox.

5. All addendums are considered part of the front page of the report and are distributed as such.

6. The person delivering the mail should record incoming accusatory instruments on the sign-in log.  If they are found after the person/officer leaves, HQ personnel will log them in.  Once they are logged in, they will be placed in the informations wire basket.

7. All Parking Violations tickets will be placed in the metal Parking Violations box located near the mailboxes at the Headquarters Desk.

8. All Municipal Codes tickets will be placed in the Court Liaison’s mailbox.

9. All Uniform Traffic Summons (U.T.S.) will be placed in the slot located in the top of left-hand safe (not the safe with the rotating drum type top) located under the Headquarters Desk.

10. All completed Grand Jury packages are to be delivered to CID.  IF they are found in the mailbag after the person delivering the mail has left, it will be the responsibility of HQ personnel to deliver it to CID.

11. All completed DWI packages and/or Prisoner Data Reports (blotters) with appearance tickets will be given to Records personnel for processing.

12. Newspapers will be distributed as per the address labels on them.

13. NYS Domestic Violence forms will be separated.  The white copy and a copy of any attached addendum are to be placed in the FACIT box.  The yellow copy and a copy of any attached addendum (if a second copy was provided) are to be placed in the mailbox labeled “D.C.J.S.”

14. If you get any interdepartmental mail addressed to an employee by name (with no section), refer to the Personnel Roster located in the drawer 
at the Headquarters Desk.  Then distribute it to the area of his/her assignment.

15. Place any mail returned for postage in the mailroom.

16. Place any interdepartmental correspondence with destinations marked on them, into the appropriate mailbox (located at the HQ Desk).

17. Place all requests for copies of reports, record checks and sealing orders in the Accident Records area for distribution.

18. Place all copying requests in the tray located in the copier room.

�Change effective to: Effective


�Change subject to: Subject


�Change rescind to: Rescind


�Change reference to: Reference


�Change the mailroom clerk to: HQ personnel who are the only authorized individuals with access to the key, and access into the mailroom. 


�Add: The mail must be picked up by the beginning of the oncoming shift, that mail will be placed in the mailroom, and logged in by its tracking number into the mailroom package log, located in the mailroom on the work counter.   


�Delete: be put aside from other items and labeled as suspicious,


Add: follow established protocol as described in RPD General Order 650 on bomb squad procedures; Roll Call Training bulletin on Bomb Squad; and finally RPD Training bulletin P-32-99 on Weapons of Mass Destruction.


�Delete: in the drawer; Add: on the front counter in basket.






