
Customer Creates Document. 
Separates / Bands by mail type.  Place in 

outgoing bin. 
 
 
 

Recipient Reads Interdepartmental Bin USPS Mail 

 
 

Agencies internal 
delivery 

procedures 

 
Retrieved by Messenger Services 

Processed in Dover / Carvel/ 
Holloway Mail Center 

 
Agency 

Receives 
 

Interdepartmental Mail sortation by 
SLC Code 

 
Messenger Services 
Delivers Incoming 

Interdepartmental Mail 

 
Redelivery Process within 24 hours to 

Agencies 
 
 

Messenger Services 
Courier Delivery 

Internal Courier 

 
 

 D.O.L., DelDOT . 
Public School District Courier 

 
 
 
 

Non-discounted U.S.P.S. Mail 
 
 
 

Hares Corner U.S.P.S. 
Processing 

Same day post mark Delivered to 
U.S.P.S. Post Office - Dover, DE or New 
Castle, DE or Wilmington, DE by 4:00 
p.m. daily 

 

 
 

Out of State Mail 
Processed, Shipped 

within 1-4 days for 1st 
class U.S.P.S. mail. 

 

 
 

In State Mail Processed, 
Shipped within 1-4 days 

for 1st class U.S.P.S. mail 

 
Discount Eligible U.S.P.S. Presort Mail Processed 

same day, with next day's post mark. 
Standard Mail is processed with the post mark of the 
month and calendar year date. Delivery to addressee 
within 10 - 14 days in accordance with USPS delivery 

and processing schedule. 

 
 

Recipient receives mail 

 
Retrieved by Print and Mail 
Communications Presort 

 
 
 

Internal mail processing 
and distribution 

 
Addressed Mail meeting 

automation standards processed 
same day. 

Hand Written, Incorrectly 
Addressed Mail or mail that 

doesn't meet automation 
standards receives full postage 
rate loosing USPS qualification 
discounts or returned to sender. 

 
Reads Mail  

Mail shipped back to Hares Corner 
following day by 3:00 p.m. 

 
Processed within 24 - 48 hours 

 
 
 

U.S.P.S. 
 

PRESORT COMPANY 

MESSENGER SERVICES 

AGENCY 

RECIPIENT 


