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	Step
	Action

	1.
	Open all mail unless it’s marked Confidential (with the exception of Deb Paxton and Judy Lassiter).

	2.
	Date-stamp all mail. 

	3.
	Separate mail with identified proposal numbers from unidentified proposal numbers.

	4.
	Look up unidentified proposal numbers in Radar and write it on piece of mail; also find out what team it goes to and write on mail (can find out what team it goes to by querying categories in Radar, such as PI name, title of proposal, etc).

	5.
	Pull all folders and replace with sign-out card.

	6.
	If proposal is a reject, make separate pile (sign-out card not necessary), give to Stefanie.

	7.
	Put piece of mail with folder with rubber band on it and put in appropriate team bucket.

	8.
	If unable to find file number, go to Victoria.


