Christmas Post Process

Groups nominate a post rep to:

Attend District Post Meetings

Report back to their Group Exec Committee

Act as contact for all communications regarding the post

(Ideally the rep is the group’s post organiser) 
Pre post meeting:
All reps attend and agree:

The postal area covered 
Dates for the post

The dates for issue and return of stamps

Price of the stamp

The rota of volunteers to staff the problem cards office

Poster changes

Start date for selling stamps

Dates for placing post boxes

New street information
Advertising

The cut off time for arrival at district on the last night
Group responsibilities

Provide a rep to attend post meetings

Provide district with detail of where stamps are sold

Place post boxes

Sort all post at your own HQ 
Attend district sort nights, inform ‘Post Master’ if not attending any particular night.
Inform Post Master of any difficulties- share the problem

Deliver all cards by Christmas Eve at the latest
Follow the ‘Group Post Procedures’

District Responsibilities
Coordinate all aspects of the post

Arrange meetings

Advertisement

Provide the venue for district sort nights

Control the issue and return of stamps
Deal with undeliverable post 

Record all the post handled

Collate and distribute proceeds from stamp sales
Group Post Procedures
Gather a team to run the post.
Ensure you have at least two people who know the post procedure.
Know your delivery area and keep the street list up to date.
Attend post meetings.
Advise district of new streets on your patch – deadline set at the post meeting.
Collect stamps from district.
Sell stamps – through shops if possible.
Place post boxes in shops and work places.
Frank all post with a stamp bearing your group’s name.
Sort the post collected from your post boxes at your own HQ.
PLEASE note your post cannot be sorted at district, we do not have room.
Use the street lists issued from district and sort post into: 

i) That to be retained for delivery in your own area.
ii) That to be taken to district for distribution to other groups.
Parcel up the cards into packs labelled with the group delivering.
Try and resolve ‘problem cards’ especially those for your own area before taking them to District. 
Record the number of cards kept at your HQ for delivery.
Record the number of cards to be taken to district.
Take the cards to district – dates agreed at the post meeting.
If you do not intend to go to district on a sort night please phone the ‘Post Master’ and inform him/her.
When you arrive sign in and register your post figures.
Distribute the post you have brought to the relevant group boxes.
PLEASE be careful and make sure you put it into the correct box, this is where mistakes are quite often made.
Check through the post in your group’s box and weed out cards that are not yours and place them into the correct group box(es).

Count the number of cards that you are taking away, you must log this with the Post Master before you depart.

On the last night be very careful to weed out cards that are not for your delivery area.

All the cards that you take away on the last night must be delivered by your group, errors are your responsibility.

On the last night groups must arrive at district before the ‘cut off time’ – 8.00pm.

Groups cannot leave until the ‘post master’ has given permission.

Deliver all cards by Christmas Eve at the latest.
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