
START

Shuttle Mail is 
delivered to HSB 

Mail Room

USPS Mail is 
delivered to HSB 

Mail Room

Fed Ex, UPS and 
DHL Packages are 
delivered to HSB 

Mail Room

Mail is received
Packages and 
Certified Mail is 

signed for

Is address or 
E# complete?

Can it be 
sorted to 

Division, Office 
or Unit?

Sort mail into 
boxes

YES

YES

Load mail onto 
carts for delivery 

by floor

Picked up by 
Division, Office or 

Unit

(Delivered 2x Daily)

Sorted by floor and 
logged on 

corresponding 
sheet

Delivered to and 
signed by 

Department / 
Individual

Set aside

Is it mine?

NO

END

YES

Set aside until mail 
is sorted and 

delivered

Use E# List, 
GroupWise or 

Paradox Database 
to identify

Identified?

Reviewed by GAU

NO

NO

YES

HSB Incoming Mail




