
Suspicious Mail/Delivery Checklist

1.  ____   If you receive a suspicious letter or package, treat as suspect and isolate and look for indicators.

2.  ____   Handle with care, don’t open, shake, sniff or bump the letter/package.  
3.  ____   If package is open or threat is identified, evacuate immediately.
4.  ____   Wash your hands with soap and warm water.
5.  ____   Report to Floor Warden, Supervisor.

6.  ____   Call 911 and Transit Control Center (###-###-####).

7.  ____   Provide a description to police about the letter/package and location along with any other pertinent information.   
8.  ____   Keep line of communication open if possible and ensure that information is relayed to the Transit Control Center whenever possible.
9.  ____   Brief manager and the supervisor or their designee.
10.  ____   Incident terminated by:  Name:  




Title:  


  


Date:  
  Time:


PAGE  
1

