DEPARTMENT OF ADMINISTRATIVE SERVICES
INTERNAL PoLICIESAND PROCEDURES

Subject: RETURNED MAIL PROCEDURES

Date: February 26, 2009

Pur pose:

This policy provides information relative to proper handling and processing of mail that cannot
be delivered by the US Post Office.

Background:

State mail that cannot be delivered by the US Post Office is returned to State Mail Services.
State Mail Services then returns it to the originating agency on the basis of information contained
in the return address portion of the envelope.

Policy:
1. All offices and divisions within the Department of Administrative Services shall make a
reasonable attempt to send mail to a person’s last known address.

2. All offices and divisions within the Department shall follow the provisions of Division of
Finance Accounting Policy, FIACCT 05-24.10, with regard to returned mail that contain
warrants of any type.

3. All offices and divisions of the Department shall, in cases where returned mail does not
contain a warrant, keep returned mail in accordance with retention schedules that the
respective offices and divisions have set. All offices and divisions may destroy returned
mail after the applicable retention schedules have lapsed.

e State Agency General Retention Schedule:
http://archives.utah.gov/recordsmanagement/grs/stgrslist.html

e Department of Administrative Services:

e http://archives.state.ut.us/cqi-
bin/appxretcget.cgi?WEBINPUT AGENCY_ KEY=270&WEBINPUT RUNWHAT
=HTML_AGENCY_ RETC&A=B
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Division of Administrative Rules:

http://archives.state.ut.us/cqi-

bin/appxretcget.cqgi?WEBINPUT _AGENCY KEY=29&WEBINPUT RUNWHAT=
HTML_AGENCY RETC&A=B

Division of Facilities Construction and Management: http://archives.state.ut.us/cgi-
bin/appxretcget.cqi?WEBINPUT_AGENCY KEY=375&WEBINPUT RUNWHAT
=HTML_AGENCY_ RETC&A=B

Division of Finance: http://archives.state.ut.us/cqi-
bin/appxretcget.cqi?WEBINPUT_AGENCY KEY=388&WEBINPUT RUNWHAT
=HTML_AGENCY RETC&A=B

Division of Fleet and Surplus Services: http://archives.state.ut.us/cqi-
bin/appxretcget.cqi?WEBINPUT_AGENCY_ KEY=1107&WEBINPUT _RUNWHA
T=HTML_AGENCY RETC&A=B

Division of Purchasing and General Services: http://archives.state.ut.us/cqgi-
bin/appxretcget.cgi?WEBINPUT_AGENCY_KEY=753&WEBINPUT RUNWHAT
=HTML_AGENCY RETC&A=B

Division of Risk Management: http://archives.state.ut.us/cqgi-
bin/appxretcget.cgi?WEBINPUT_AGENCY_KEY=846&WEBINPUT RUNWHAT
=HTML_AGENCY RETC&A=B

Division of State Archives and Records Service: http://archives.state.ut.us/cqi-
bin/appxretcget.cgi?WEBINPUT _AGENCY_KEY=11&WEBINPUT _RUNWHAT=
HTML_AGENCY RETC&A=B

Office of State Debt Collection: http://archives.state.ut.us/cgi-
bin/appxretcget.cgi?WEBINPUT_AGENCY_KEY=2791&WEBINPUT RUNWHA
T=HTML_AGENCY RETC&A=B

In the event that the offices and divisions of the department receive returned mail with a
forwarding address provided by the U.S. Postal Service, the office or division shall
correct the address and re-send the mail to the addressee with notification that the mail
piece was returned. The correct address shall be updated in the office’s or division’s
database.

. Customers may change their respective address by making a request in writing, or by
providing proof of address change to the office or division with whom they do business.
The applicable addresses are:

Administrative Services Executive Director's Office,
3120 State Office Building,
Salt Lake City, UT 84114.
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e Division of Administrative Rules,
4120 State Office Building,
Salt Lake City, UT 84114,
e Division of State Archives and Records Service,
346 S. Rio Grande Street,
Salt Lake City, UT 84101-1106.
e Office of Child Welfare Parental Defense,
3120 State Office Building,
Salt Lake City, UT 84114.
e Office of State Debt Collection,
5110 State Office Building,
Salt Lake City, UT 84114.
e Division of Facilities Construction and Management,
State Office Building, Room 4110,
P.O. Box 141160,
Salt Lake City, UT 84114-1160.
e Division of Finance,
2110 State Office Building,
Salt Lake City, UT 84114.
e Division of Fleet Operations,
4120 State Office Building,
Salt Lake City, UT 84114.
e Division of Purchasing and General Services,
3150 State Office Building, Capitol Hill,
Salt Lake City, UT 84114 -1061.
e Division of Risk Management,
5120 State Office Building,
Salt Lake City, UT 84114.
e Surplus Property, Division of Fleet Operations,
4120 State Office Building,
Salt Lake City, UT 84114.

Each office and division shall conduct a review of all forms that require a physical

address and amend said forms to include a mailing address when the current supply of
forms is depleted.
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