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PURPOSE: 
 
The purpose of this policy is to establish guidelines for requesting Messenger Services and to 
minimize costs in providing messenger services within the Department. 

 
POLICY: 
 
The Department shall utilize Internal Services Department’s (ISD) County Messenger Service 
whenever possible, to reduce direct costs in delivery of mail. 
 
To add an address to ISD County Messenger Delivery Locations, send a written request to: 

Internal Services Department (ISD) 
Contract Administration Division 
Mail & Reprographics Services Section 
1100 North Eastern Avenue 
Los Angeles, CA 90063 

 
The written request to ISD must include: 

• Department’s Funding Org number for ISD to charge for this service. 

• Official address, including room number, and contact person’s name and phone 
number. 

• Frequency of delivery services requested. 
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