
 

    



  

 

Suspicious Mail or Packages 
  

Protect yourself, your business, and your mailroom.   

If you receive a suspicious letter or package:   

• Stop. Don’t handle.   

• Isolate it immediately.   

• Don’t open, smell, or taste.   

• Activate your emergency plan. Notify a supervisor.   

Watch for:   

• No return address.   

• Restrictive markings.   

• Sealed with tape.   

• Misspelled words. Badly typed or written.   

• Unknown powder or suspicious substance.   

• Possibly mailed from a foreign country. Excessive  

postage.   

• Oily stains, discolorations, crystallization on wrapper.   

• Excessive tape.   

• Strange odor.   

• Incorrect title or addressed to title only.   

• Rigid or bulky.   

• Lopsided or uneven.   

• Protruding wires.   

If you suspect the mail or package contains a bomb  

( explosive), or radiological, biological, or chemical  
threat:   

• Isolate area immediately   

• Call Emergency Operations @ 972 - 749 - 2406   

• Wash your hands with soap and water   



Shipping in a Reused Box?  

 

Reused packaging and boxes are only 
acceptable when all markings and labels 
are removed or completely blotted out.  

  

Regardless of what is actually inside 
your package, markings for hazardous 
materials may result in delivery delays  

 

Note: If you are shipping a box and it will be processed by the mail center, please 

be assured that the return address on the box has to have the administration 

building address so the post office will not classify it as a suspicious package.  
  

Example:  School Name  

                 9400 North Central Expressway  

                 Dallas, Texas 75231  



 

It may be Hazardous 
  

  

Always be careful when mailing out; it may not be allowed!!  

Here are a few pointers for you to know before mailing.   



 



 

Mail Services 

9400 North Central Expressway 

Box 107 

Dallas TX 75231 

972-925-3168 


