Doar Coordinator Roles: Mail, Mumtak, Laundry
Intro: GFC uses the mailroom (“doar’) to sort and prepare for distribution: US mail, packages from UPS, Amazon, and FedEx, laundry bags and “mumtak” -- candy or sodas for campers, staff and visiting faculty.  Being responsible for giving out mail and candy is the best job at camp.  Enjoy!
Helpful materials to keep in a Doar notebook:
1. Cabin chart
2. Counselor bunk pairings
3. A to Z list of campers
4. List of Individual bunks with campers
5. Laundry schedule
Helpful handouts to have available to distribute:
1. mumtak request list – place a request list in each bunk’s mumtak bag the day before their mumtak day.  
2. mumtak choice list – place one in each bunk’s mumtak bag at the beginning of each session.
Mumtak\mail bags: Each bunk will have a bag for mail and mumtak.   These bags are also used to distribute laundry bags, as described below.  
At the beginning of the session, Doar staff should label each bag with:
1. The name of the bunk – example, Tavor
2. The bunk letter and number - example, C-1
3. Designate whether the bunk is for boys or girls - example, “m” or “f” (makes it easier to identify which bags get mumtak on a particular day). 
Before or after breakfast counselors bring their cabin mumtak\mail bags to the Doar. In the bag will be:
1. snail mail from campers.
a. Doar staff should check to see whether letters are properly addressed (young kids don’t know how!) and stamped.  Take unstamped mail or letters with incomplete addresses to the camp office for completion.

b. Leave properly addressed mail in bin designated for  the camp driver to bring to the U.S. post office after breakfast.  

2. email which Doar staff should alphabetize by the recipient’s last name and return to the camp office. The camp office will scan, upload and send to the camper’s family.  (If the email contains only the recipient’s first name, use the camper’s last name).  

3. [bookmark: _Hlk175122824]Mumtak list -- ****Note:  If it is the bunk’s mumtak day the mumtak\mail bag should have a completed mumtak request list.   Boys receive mumtak on Sunday, Tuesday and Thursday.  Girls receive mumtak on Monday, Wednesday and Friday. No mail or mumtak is given out on Saturday.

· TIP: Place the returned mumtak bags – emptied of outgoing mail -- on the tables on the periphery of the mailroom, in alphabetical order by the bunk letter and number. At the beginning of the summer, it is  helpful to tape placeholders in each spot labeled with the camp names and numbers, to make it easy to identify which bags are missing. 
Out-Going Snail Mail and Email
There is a mail box in front of the chadar ochel (dining hall) into which campers can put out-going snail mail and email, as an alternative to returning it in the mumtak bags.  The office manager has the key for the mail box, which will be handed over to  Doar staff to keep during camp session.  Doar staff can collect contents of the mailbox twice daily.  
In-Coming Snail Mail, Email and Mumtak
In-coming U.S. mail is brought to the Doar each morning by the camp driver.  
In-coming email is printed in the office and brought by office staff to the Doar each morning.
Each morning after breakfast, except Saturdays, Doar staff sort and place incoming email, U.S. mail, and mumtak  in the mumtak bags that ideally were returned with the completed mumtak order form before or after breakfast.  Doar staff also put laundry bags in these mumtak bags – see more below.  
· Incoming Mail tips:  If mail doesn’t indicate bunk name or number, Doar staff must look up this information on the cabin list and alphabetical lists which should be kept in a looseleaf notebook.  See above.  

· Mumtak tips:  

· The mumtak order form has a place to mark second choice in case stock has run out of first choice.  Mark the returned order form to show that a second choice item was provided.
· Midway through the first session, and then periodically,  Doar staff should inform the appropriate person (Dining director) of any items for which inventory is running low.  
· Doar staff may need to send a text on the WhatsApp staff chat listing bunks that have not returned a mumtak list as needed to fill the mumtak bag for pickup.   
· After filling the day’s mumtak bags, Doar staff should restock refrigerator with soda, and open candy boxes as needed to make it easier to fill mumtak bags the following day.
Campers accompanied by a counselor get their  bunk’s mumtak bag through the window which opens onto the alley.
Laundry bags
Laundry bags for cabins are distributed through the Doar.  Doar staff should roll 14 bags and 14 ties for each cabin according to the laundry schedule. Secure each roll with the ties with a rubber band. Doar staff place the bags in bunks’ mumtak\mail bags the day before their laundry day.  
Contact housekeeping for restocking laundry bags.
Mail and Packages for Staff and Faculty
Sort mail and packages for staff and faculty alphabetically and place on available tables in the Doar. Mail and packages for bunk counselors can be distributed with the bunk’s mumtak\mail bag.  Packages are delivered to the Doar daily by UPS and FedEx, as well as with the U.S. Mail.  
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