Best Practices Guide for
Mail Screening and Handling

The MSH Guide is an 8 %2 X 11, 80 page publication for use by U.S. government agencies that provides the
most efficient and effective processes and procedures to handle and screen mail entering government facilities
for biological, chemical, radiological, and explosive threats. The guide will be a definitive “best practices”
manual for mail screening and handling operations for government agencies. It includes chapters that
examine risks in government mail streams; technologies, facilities, and processes to combat risks; training
requirements for mail center personnel; and emergency response procedures. The guide also includes copies
of key regulatory requirements and a risk matrix to help identify the appropriate handling and screening
approach for a given location
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The guide is available from the Government Printing Office for the pricing
indicated above. First send an e-mail request for quantity desired to
pubs@cttso.gov, and include stock number, contact name, organization
name, address, and telephone number.

Orders can then be sent to GPO via e-malil, fax or regular mail. E-mail:
orders@gpo.gov; Fax: (202) 512-2250 at any time; Mail: send to:
Superintendent of Documents, Mail Stop: SSOP, Washington, DC
20402-0001. All orders require prepayment, either by check, money
order, VISA, MasterCard, Discover/NOVUS, American Express, or GPO
Deposit Account. Information is at the bottom of this page.

Military and Federal Agency Purchasers

DOD/Military organizations may purchase these publicatons using a MIPR. To purchase using this method,
you must obtain DD Form 448 Military Interdepartmental Purchase Request (MIPR) from the individual at your
agency who does the purchasing. Please make sure that the form is filled out completely to assure that your
order is processed correctly by the GPO financial management system.

Federal agencies may purchase TSWG materials using IPAC funds. To do this, you may use your agencys
standard Intra-Governmental Payment and Collection (IPAC) form. Be sure to include the Accounting and
Appropriation Data (a code number consisting of numbers and/or letters), the Agency Location Code, the Date,
and the Purchase order Number. MIPR and Purchase Orders should be coordinated with the following
individual:

Esther Edmonds

Manager, GPO Contact Center
U.S. Government Printing Office
Washington, DC 20402

Stop: IDCC

202-512-1694 (Direct)
202-997-5815 (Cell)
eedmonds@gpo.gov



