Private Delivery Guidelines for Confidential
Materials

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Delivery Guidelines for Confidential Materials

Dear [Recipient's Name],

In accordance with our policy on the protection and confidentiality of sensitive materials, please
adhere to the following guidelines for the delivery of confidential materials:

1.

2.

Secure Packaging: Ensure all materials are securely packaged to prevent any
unauthorized access during transit.

Discreet Labeling: Label packages as "Confidential” without disclosing specific
contents. Avoid using identifying information.

Authorized Personnel: Only authorized personnel must handle the delivery. Verify the
identity of individuals at the delivery location.

Delivery Method: Use a trusted private courier service that specializes in confidential
deliveries.

Tracking: Utilize tracking services provided by the courier to monitor the package until
it reaches its destination.

Notify Receiver: Inform the recipient upon dispatch and provide them with tracking
details for transparency.

Thank you for your attention to these guidelines. It is crucial for maintaining the integrity and
confidentiality of the materials being delivered.

Best regards,
[Your Name]
[Your Position]
[Your Company]



