COORDINATOR’S LIST OF MAILBOX CAPTAINS REPORT
All email is CONFIDENTIAL and shall be sent using BCC
 Review reports each February 15th. If NO changes, input DATE REVIEWED & send to assigned Director ONLY.  WHENEVER changes occur, update report, input DATE UPDATED, and send a copy to assigned Director, DVR and to Coordinator’s assigned Mailbox Captains.  Document changes, additions and/or deletions on the NW Change Form and send updated report and completed NW Change Form(s) to assigned Director and DVR.


	VILLAGE NUMBER     
	NUMBER OF HOUSES
	NUMBER OF MAIL STATIONS
	DATE REVIEWED
	DATE UPDATED

	
	
	
	
	

	COORDINATORS NAME (S): 

	DATE JOINED  
	ASSIGNED DIRECTOR:  

	ADDRESS:  
	ADDRESS:  

	PHONE: 
	PHONE:   

	EMAIL: 
	EMAIL:  


Abbreviations: C= Cell Phone, H= Home Phone
	MAIL STATION
	MAIL STATION LOCATION
	MAIL STATION  & ASSIGNED
HOUSE NUMBERS
	MAILBOX CAPTAIN
NAME AND ADDRESS
	PHONE  
(H OR C)
	EMAIL
ADDRESS
	DATE 
JOINED
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