
VM3COP20.01 – Distributing the Post

The post is delivered to the warehouse. 

All post is to be collected by Helen Lamb in the Accounts Department. Who 
then processes it. 

All post is accounts based, we also received junk mail but this is also sorted 
by Helen. 

Private parcels can be collected by the member of staff or will be left in the 
warehouse awaiting collection. 
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