MAILROOM SECURITY PROGRAM

Documentation Overview: Policy, Process and Procedures

The outline below provides a general overview of the major building-blocks which constitute a
comprehensive Mail Security Program. The corresponding documentation is structured to encompass
global corporate-level standards that inform the site-specific requirements, to the extent specific sites
have unique characteristics that must be considered. At a minimum, all sites are expected to adhere to
the global mail screening standards, and site-specific guidelines may be considered in addition to those
standards. Site specific guidelines are based on the site’s risk profile, the physical layout of the facility,
and any other unique requirements.

Global Mailroom Security Policy Statement

Global Mailroom Mail Screening Process

Broad Corporate
SOP-001: Mail Security Screening

Guidelines

to Define ]

Global Mail Screening SOP-001A: Executive Protection Screening
Standard Operating Procedure

Standards

SOP-002: Suspicious Item Screening

SOP-003: Emergency Response

e~ A\ppendix: Site-Specific Information

Information

Completed Upon Site-Specific Resources:
Roll-Out to Sites - Process Materials: Poster 84, RS Process Flow

» Trainings: LMS, On-Site Training, Quarterly Webinar
» Equipment: Screening Mat, MailSecur Scanner

+» Support: EODSecur 24/7/365 Support
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