Protected Parcel Handling Instructions

Date: [Insert Date]
To Whom It May Concern,

This letter outlines the procedures for the safe handling and delivery of protected parcels. Please
ensure that all team members are aware of these protocols to guarantee the security of sensitive
items.

1. Handling Instructions

e Always verify the identity of the sender and recipient.
o Use tamper-proof packaging for all protected items.
« Document the handling process and sign off upon receipt and delivery.

2. Delivery Protocol

e Schedule deliveries during business hours when possible.
o Use secure transportation methods to prevent theft or damage.
o Notify the recipient in advance of the delivery time.

3. Emergency Procedures

In the event of a security breach or loss of a protected parcel, immediately contact [Insert
Contact Information]. An investigation will be initiated, and all parties involved will be
informed.

Thank you for your attention to these important procedures. Your cooperation is essential to
ensure the integrity and security of our deliveries.

Sincerely,

[Your Name]
[Your Position]
[Your Company]



