
START

Place outgoing 
mail from 1st – 5th 
floor mail rooms in 

correct mail tub

Mail is picked up 
by HSB Mailroom

Example:
Shuttle
Branch
HSB
Postage Flats
Postage Letter

Shuttle mail is 
placed in the 

Shuttle Mail tub

Branch mail is 
placed in the 

Branch Mail tub

Postage flats are 
placed in tubs w/
billing bar code

Postage letters 
are sorted by 

‘hand written’ vs 
‘typed’ address 

Postage letters 
are rubber-banded 
or placed in flats 

w/ billing bar code

Shuttle mail is 
sorted, packaged, 
and delivered by 

DAS

Branch Mail is 
sorted and 
packaged

Appropriate 
shipping method is 

determined

USPS or 
UPS

END

Postage flats are 
sealed, if not 

already

Mail is delivered to 
HSB Mailroom

HSB Outgoing Mail


