
          Classification: 

       Administrative Support 
 

1/22/2019 1:26:51 PM Page | 1  © 2019 Association of Legal Administrators. 
   All rights reserved worldwide. 

AS40 Mail and Messenger Services Code Set  
The handling of mail or deliveries. It includes the review of incoming mail, processing of incoming and 

outgoing mail, shipping, and internal and external deliveries (excludes court runs). 

 

 AS40.10 Delivery Services   
   Internal or external delivery or messenger runs (excluding court runs). 

 

 AS40.15 Mail Processing and Review   
   Sorting, scanning, organizing or otherwise processing incoming and outgoing  

   mail, packages or other shipments. It includes reviewing incoming mail,   

   annotating with comments, associating with appropriate file, or other forms of  

   pre-work or organization. 


