
Engineering Buildings A and B: 
Postal Process
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Delivery 
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package
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POST IN

Letter or package is dropped off 

at postal drop off point 

(locations linked)

(pre labelled as Special 

Delivery/Deltec as required)

Daily collections from postal 

drop off points

Taken to York Street Building 

for onward processing

All post must be clearly labelled with the recipient’s name and address.

• First line of address should include Engineering Building A/York Street Building/Odd 

Fellows Hall.

• It must also include your Department, Floor and Core (if in Engineering Building A)

• If mail is not properly addressed it will be delayed and diverted as below:

o If partial address given – post will be dropped with DSoM and email sent to 

recipient.

o If no address detailed given – post will be dropped with Service Delivery Office & 

email sent to recipient.

https://www.staffnet.manchester.ac.uk/fse/mecd/workspace/post-and-delivery-management/

