Digital Mail

Mail exceptions list

What are exceptions and how do they affect Digital Mail?

Post room exceptions

These are items of mail, which will be handled by our post room as normal and won’t be collected by CDS for scanning. These items include:

· Parcels (sent from outside) 

· Internal Parcels (arranged via Unicare) 

· UPS/DHL/City Link/recorded mail

 CDS exceptions

These are exceptions that CDS recognise and return to the user without being scanned.

 Items include:

· CDs 

· Purchasing cards/fuel cards/membership cards etc 

· Cheques 

· Bankers drafts 

· Money 

· Deeds 

· Tax discs 

· Passports & work visas  

· Birthday Cards/Christmas Cards 

· Original Artwork 

· Information containing credit/debit card details 

· Original Certificates 

