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February 26, 2025 
 
 
Lindsay Sulatycki, Senior Planner  
Planning and Building Services  
Phone: 519-822-1260, ext. 3313  
TTY: 519-826-9771  
Email: lindsay.sulatycki@guelph.ca 
 
 
 
RE:  132 Clair Road West (north of Poppy Drive - Block 2, Draft Plan of Subdivision 23T-15501) 
 
Canada Post has reviewed the proposal for the above noted Development and has determined that the 
completed project will be serviced by centralized mail delivery provided through Canada Post Community 
Mailboxes. Our centralized delivery policy will apply for any buildings of 3 or more self-contained units 
with a common indoor area. For these units the owner/developer will be required to install a mail panel 
and provide access to Canada Post.  
 
Multi-unit buildings and complexes (residential and commercial) with a common lobby, common indoor 
or sheltered space, require a centralized lock box assembly which is to be provided by, installed by, and 
maintained by the developer/owner at the owner’s expense.  Buildings with 100 units or MUST have a 
rear loading Lock Box Assembly with dedicated secure mail room. 
 
In order to provide mail service to this development, Canada Post requests that the owner/developer 
comply with the following conditions: 
 

⇒ The owner/developer will consult with Canada Post to determine suitable permanent locations 
for the placement of Community Mailboxes and to indicate these locations on appropriate 
servicing plans. 

 
⇒ The Builder/Owner/Developer will confirm to Canada Post that the final secured permanent 

locations for the Community Mailboxes will not be in conflict with any other utility; including 
hydro transformers, bell pedestals, cable pedestals, flush to grade communication vaults, 
landscaping enhancements (tree planting) and bus pads. 

 
⇒ The owner/developer will install concrete pads at each of the Community Mailbox locations as 

well as any required walkways across the boulevard and any required curb depressions for 
wheelchair access as per Canada Post’s concrete pad specification drawings.  

 
⇒ The owner/developer will agree to prepare and maintain an area of compacted gravel to Canada 

Post’s specifications to serve as a temporary Community Mailbox location.  This location will be 
in a safe area away from construction activity in order that Community Mailboxes may be 
installed to service addresses that have occupied prior to the pouring of the permanent mailbox 



pads.  This area will be required to be prepared a minimum of 30 days prior to the date of first 
occupancy. 

 
⇒ The owner/developer will communicate to Canada Post the excavation date for the first 

foundation (or first phase) as well as the expected date of first occupancy. 
 

⇒ The owner/developer agrees, prior to offering any of the residential units for sale, to place a 
"Display Map" on the wall of the sales office in a place readily available to the public which 
indicates the location of all Canada Post Community Mailbox site locations, as approved by 
Canada Post and the city of Guelph. 

 
⇒ The owner/developer agrees to include in all offers of purchase and sale a statement, which 

advises the prospective new home purchaser that mail delivery will be from a designated 
Community Mailbox, and to include the exact locations (list of lot #s) of each of these 
Community Mailbox locations; and further, advise any affected homeowners of any established 
easements granted to Canada Post. 

 
⇒ The owner/developer will be responsible for officially notifying the purchasers of the exact 

Community Mailbox locations prior to the closing of any home sales with specific clauses in the 
Purchase offer, on which the homeowners do a sign off. 
 

 
Canada Post further requests the owner/developer be notified of the following: 
 
1 The owner/developer of any condominiums will be required to provide signature for a License to Occupy 

Land agreement and provide winter snow clearance at the Community Mailbox locations 
 

2 Enhanced Community Mailbox Sites with roof structures will require additional documentation as per 
Canada Post Policy 
 

3 There will be no more than one mail delivery point to each unique address assigned by the Municipality 
 

4 Any existing postal coding may not apply, the owner/developer should contact Canada Post to verify 
postal codes for the project 

 
5 The complete guide to Canada Post’s Delivery Standards can be found at: 

https://www.canadapost.ca/cpo/mc/assets/pdf/business/standardsmanual_en.pdf 
 
Regards, 
 
 
Neil Mazey 
Delivery Services Officer | Delivery Planning 
Huron/Rideau Region 
955 Highbury Ave N 
London ON N5Y 1A3 
(519) 281-2253 
neil.mazey@canadapost.ca 

https://www.canadapost.ca/cpo/mc/assets/pdf/business/standardsmanual_en.pdf

