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3.  MAIL ROOM(S) - A mail room is a suitable central mail facility option for:apartment buildings    
      *** offices complexes *** shopping centers.  A mail room is a privately-owned group of lock 
      boxes, designed to receive mail for all occupants of the building, and constructed so that each 
      tenant has an individual compartment that is  securely locked.  For the delivery of mail to the 
      individual boxes, access is provided to the rear of the boxes through an enclosed secure room. 
3.1 The minimum acceptable box size is a B-size compartment.  Larger lock boxes are necessary
       for some tenants. (See Lockbox Assemblies.)
3.2 Where a mail room facility is installed, the mail room must be:
       a) located behind the lockbox system. b) adequately ventilated. c) lighted with a brightness not 
       less than 100 lux, measured 750 mm(29.5") above the floor. d) of sufficient size to allow a 
       minimum working space behind the boxes of 1 000 mm in width along the length of  the group 
       lockbox system  and such additional working space as determined by your Delivery Planner, 
       where the processing or temporary storage of mail takes place within the mail room; or where 
       the  mail room is approved by your Delivery Planner as a mail-dispatching facility.
3.3 Construction of mail room access doors:
       a) minimum allowable height is 2 030 mm (80"); b) minimum allowable width is 810 mm   
       (32"); c) construction shall be solid core with no windows;d) doors must accommodate a  
       CPC lock.Note: Parcel compartments should be considered for all buildings to provide for 
       parcel  delivery to the facility.  Consult you local Delivery Planner for more information.

4.1 Before mail service can begin, the master doors of all lockbox assemblies or mail rooms
      must be fitted with CPC locks so that the bolt of the locks engage in metal at least 
      5mm (2") when locked. A Canada Post Corporation representative will supervise the
      installation of corporate locks, and keys will remain in the custody of Canada Post.
4.2 If the main door to the building is to be kept locked, the delivery agent must be allowed
      access the lockbox assembly by; a) having a CPC lock in or near the locking main door, 
      connected directly or by an electric circuit to the master lock so that the lock’s catch can 
      be released with CPC key. b) having one door in the foyer equipped with a CPC lock and 
      assigned for the sole use of Canada Post, or, c) situating the door to the facility room  
      behind the lockbox assembly to allow entry from the open foyer or an exterior wall.
4.3 Where a lockbox assembly is installed, your Delivery Planner may determine that a secure area 
      be provided for the temporary storage of mail.  This secure space will be equipped with a lock 
      obtained from Canada Post and will be installed within or close to the lockbox assembly.
4.4 Any signaling or communication device that is installed in conjunction with a lockbox assembly 
      should not require access to the interior of the assembly in order to use or maintain the device.

5.   INSPECTION AND MAINTENANCE
5.1 The owner of a lockbox assembly and mail room facility will, at their own expense,
      ensure that both the system and the room are regularly inspected, cleaned, repaired
      and kept free from defects and obstructions.
5.2 If a lockbox assembly or unit within an assembly is considered unsafe, Canada Post
      Corporation will request that the owner of the building repair or replace the box. Canada Post 
      reserves the right to suspend delivery to a mail facility if it is considered unsafe or insecure.
 
6.  ACCESS FOR DELIVERY PERSONNEL
6.1 All mail delivery equipment must be installed in a location that is readily accessible to the 
     occupants and Canada Post Delivery Personnel.  An adequate parking facility must be 
     available for postal delivery and collection personnel.  Use of a loading dock may also be 
     required at high-volume locations to move equipment to the postal service facility.  Elevator 
     service that is easily accessible to Canada Post personnel is necessary where the loading 
     dock or main entrance are not on the same floor as the central facility.
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