
Please adhere to this addressing instruction for your interoffice mail. 

 

Always use this format:      

 

Agency name - Dept#                                                                                                                       

First and Last name of recipient 

 

 NOTE: IF YOUR INTEROFFICE MAIL IS NOT ADDRESSED AS PER ABOVE INSTRUCTION, DELIVERY MAY BE  

           DELAYED 

  

Sample:   
 
Central Services - Dept 305 
Attn: Sharon Cordova 
 


