
Confidential Delivery Guidelines 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Company Name] 

Subject: Sensitive Shipment Guidelines for Confidential Deliveries 

Dear [Recipient Name], 

As part of our commitment to ensuring the secure and confidential delivery of sensitive 

materials, please adhere to the following guidelines: 

1. Packaging Requirements 

• All items must be sealed in opaque, tamper-evident packaging. 

• Include a clear label indicating "Confidential" on all external surfaces. 

2. Shipping Method 

• Use a reputable courier service that specializes in confidential deliveries. 

• Opt for signature confirmation upon delivery to ensure receipt by authorized personnel 

only. 

3. Tracking and Notification 

• Provide tracking information to designated personnel within our organization. 

• Notify stakeholders upon dispatch and upon successful delivery. 

4. Recipient Verification 

• Ensure the recipient's identity is verified at the time of delivery. 

• Only deliver to pre-approved addresses and individuals. 

Conclusion 

Your cooperation is crucial in maintaining the integrity of our sensitive shipments. If you have 

any questions or require further clarification, please contact us at [Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 



[Your Name]  

[Your Position]  

[Your Company Name]  

[Contact Information] 


