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	                         Handling Confidential Mail  
 Work Instructions(BSF)
Owner / Dept: MRM                                          



	Purpose
	Work Instructions for Handling “CONFIDENTIAL” shipments/mails to maintain and monitor status ,traceability records ,history at MRM-BSF from the time of Inbound until delivery or final disposition. 

	Scope
	All BSF-Projects, KSA. 
· All Shipments and Mails marked and registered as “Confidential” by sender.
· Status ,Traceability  of “Confidential” Shipments/Mails within BSF-Mailrooms.
· DEX,POD,RRT,RTS,RTO etc. of “Confidential” Shipments/Mails within BSF-Mailrooms.

	Overview 
	· Shipments and mails classified by sender as CONFIDENTIAL when received at Mailroom is required to maintain confidentiality while executing the delivery process until final disposition.
· The CONFIDENTIAL marked shipments /mails/envelopes  are usually from Bank to Bank ,Ministry to Bank and vice versa containing confidential and sensitive information. 
· These mails are not supposed to be opened at any cost or left unattended.

	Responsibility
	· Shipper shall register the mail as confidential and stamp same on the envelope.
· Shipper shall write CONFIDENTIAL in Ref: space when creating airway bill.
· All staff handling BSF-Mailroom Processing Units ( Clerks, Couriers and Supervisor) .
· Supervisor to oversee the compliance on set procedure.

	Work-Instructions
	· Identify and segregate  CONFIDENTIAL mails from normal mails while physical sorting.
· Verify if the same is registered by shipper as CONFIDENTIAL mail.
· Register MRM Inbound as SOP with comments as confidential mail. 
· Fill in the confidential Mail Log sheet with all shipment details.
· Verify the accuracy of right consignee name ,department etc.
· If the confidential mail remains un-attempted for delivery after arriving in Mailroom it should be kept in safe (lock& key) with appropriate DEX and update same in log sheet and system. 
· Ensure the confidential mail is delivered to the correct consignee.
· Update POD upon delivery  and DR details in Log sheet and system.
· Appropriate DEX if consignee is not available or refuse and update same in Log sheet and system.
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