TREASURY INSPECTOR GENERAL 
FOR TAX ADMINISTRATION

DATE:  October 1, 2015
[bookmark: _GoBack]
CHAPTER 600 – MISSION SUPPORT

40 – Mission Support Activities

[bookmark: ML_40_2]40.2     Mail and Special Delivery

[bookmark: ML_40_2_1]40.2.1   Introduction.  
Per the Memorandum of Understanding (MOU) between the Treasury Inspector General for Tax Administration (TIGTA) and the Internal Revenue Service (IRS), the IRS supports the processing and delivery of both incoming and outgoing mail.  The Office of Mission Support (OMS) provides oversight and guidance on proper mail procedures and serves as liaison with the IRS per the MOU.  Mail services include United States Postal Service (USPS), Federal Express (FedEx), United Parcel Service (UPS) and other couriers under contract with the IRS.

[bookmark: ML_40_2_1_1]40.2.1.1   Mail Delivery.  Mail delivery is defined to include USPS, contract courier services and interoffice mail.  Per the MOU, incoming deliveries will be performed via the IRS staff, and outgoing mail will be processed through the IRS mail facilities.  Offices that maintain Post Office Boxes are responsible for the pickup of their mail as well as for the arrangement of funds to pay for the box.

[bookmark: ML_40_2_1_2]40.2.1.2   Incoming Mail Delivery.  Incoming mail delivery is defined to include USPS and interoffice mail.  Incoming mail that is processed through an IRS mail facility will be delivered by the IRS staff to predetermined delivery points.  Where there is no IRS mail facility, and arrangements have not been made with the IRS for delivery, the USPS will deliver as addressed.  The USPS will not deliver any mail that is not properly prepared and addressed.  If arrangements need to be made for mail delivery, please contact TIGTAOMSMailServices@tigta.treas.gov for guidance.

Exhibit (600)-40.1 identifies office mail routing symbols for offices in the TIGTA Headquarters building.

[bookmark: ML_40_2_1_3]40.2.1.3   Outgoing Mail Delivery.  Outgoing mail delivery is defined to include USPS and interoffice mail.  Per the MOU, where co-located with the IRS, outgoing mail will be processed through IRS mail facilities.  Where not co-located with the IRS and arrangements have not been made with the IRS, outgoing mail will be placed in the proper United States Post Office Boxes.  The USPS requires that all mail be properly prepared, addressed and have the proper postage affixed.  In those rare instances where there is no IRS facility and other arrangements need to be made, contact  TIGTAOMSMailServices@tigta.treas.gov for assistance.  

[bookmark: ML_40_2_1_4]40.2.1.4   Envelope Program.  TIGTA functions will use the procedures established by the IRS on its “Envelope Program” webpage (IRS Field Envelope Contract) to obtain envelopes.  This procedure will require each functional office to pay for the envelopes using a TIGTA small purchase card for supplies.  This applies to all envelopes, including those with the standard addresses for the Main IRS Building and the New Carrollton Federal Building.

[bookmark: ML_40_2_2]40.2.2   Special and Express Delivery.
Special delivery is defined as private courier services, and where offered, hand delivery.  Per the MOU, the IRS will continue to pay for next day, second day and ground service, and where offered, provide hand deliveries to other locations.  A Form 9814 (Exhibit (600)-40.19) must be completed for each package sent via special delivery.  Support Services will maintain a central file for two years with copies of both the Form 9814 and UPS Shippers form.  Functional offices that use private courier services are responsible for arranging and paying for the service. 

[bookmark: ML_40_2_2_1]40.2.2.1   United Parcel Service.  When requesting next day and second day service, the sending office is responsible for ensuring that the item is properly packaged.  A UPS Printable Document can be assigned to any TIGTA user thru their TIGTA e-mail.  The UPS CampusShip allows users to remotely ship from any post-of-duty location where a printer is used.  Access can be requested at TIGTAOMSMailServices@tigta.treas.gov.

Scheduling a pickup or tracking an item may be accomplished via the Internet at www.ups.com or by calling 1-800-742-5877.  Preprinted labels are available from UPS.

TIGTA only uses FedEx when a vendor provides their account information, usually in order to return packages.

[bookmark: ML_40_2_2_2]40.2.2.2   Guidance for Reducing Mail Cost.  In an effort to reduce shipping costs, all employees are reminded to use the most economical methods of shipment whenever possible.  Current mail services available to TIGTA include the USPS, FedEx and UPS, among a few others on contract with IRS.  Using expedited services results in a significant price increase, and should be reserved for special circumstances where material is truly time-sensitive.  Please use Next Day Air Services by exception only; using ground services whenever possible will help TIGTA achieve significant savings.  You may also use the USPS Online Postage Price Calculator and the UPS Calculate Time and Cost features to compare pricing and delivery.  For assistance in determining the most economical form of shipment, contact the TIGTAOMSMailServices@tigta.treas.gov.

[bookmark: ML_40_2_2_3]40.2.2.3   Packaging and Transmittal of Evidence and Sensitive Items.  Agents routinely ship evidence and/or sensitive but unclassified investigative information between offices.  Such material includes original evidence, working copies and investigative work products, both digital and paper media, which, if publicly released, could negatively affect the outcome of an investigation or cause a loss of Personally Identifiable Information (PII).  Digital media includes magnetic tapes (both audio and video), digital memory cards, CD ROMs, DVD ROMs, and computer hard drives with exposed circuit boards.  Paper media includes investigative case files, investigative reports, forensic laboratory reports and other miscellaneous investigative documentation.



It is often necessary for Inspections and Evaluations and the Office of Audit to ship tax records and PII.  The exterior and shipping label of packages that contain tax returns and/or PII will not be marked indicating the contents.  The contents will be double packaged in a confidential envelope with appropriate markings on both.  Monitor all shipments through the tracking number assigned by the carrier, and document receipt of package.  If a package containing tax returns or PII is lost or undelivered, the sender will notify his/her immediate supervisor; the supervisor will notify the Office of Investigations.

For additional details please refer to Chapter (400)-190.9  Packaging and Transmittal of Evidence and Sensitive Items.

[bookmark: ML_40_2_3]40.2.3   Anthrax and Other Biological Agent Threats.
Anthrax organisms can cause infection in the skin, gastrointestinal system, or the lungs.  To do so, the organism must be rubbed into abraded skin, swallowed, or inhaled as a fine, aerosolized mist.  Disease can be prevented after exposure to the anthrax spores by early treatment with the appropriate antibiotics.  Anthrax is not spread from one person to another person.  For anthrax to be effective as a covert agent, it must be aerosolized into very small particles.  If these small particles are inhaled, life-threatening lung infection can occur, but prompt recognition and treatment are effective.

[bookmark: ML_40_2_3_1]40.2.3.1   How to Handle Anthrax and Other Biological Agent Threats.  Many facilities in communities around the country have received anthrax threat letters.  Most were empty envelopes; some have contained powdery substances.  The purpose of these guidelines is to establish procedures for handling such incidents.  

All Mail should be visually inspected prior to distribution.  If a suspicious Unopened Letter or Package marked with a threatening message is received:  

· Do not shake or empty the contents of the suspicious envelope or package.
· Place the envelope or package in a plastic bag or some other type of container to prevent any leakage of the contents.
· If you do not have a container, cover the envelope or package with anything (e.g., clothing, paper, trashcan, etc.), and do not remove this cover.
· CLOSE the door, or section off the area to prevent others from entering.
· Report the incident to your local TIGTA Special Agent or Representative and notify your building security official or an available supervisor.
· LIST all the people who were in the room or area when this suspicious letter or package was recognized.  Give this list to authorities investigating the incident.


If you open an envelope with powder and/or if powder spills out: 

· DO NOT clean up the powder.  COVER the spilled contents immediately with anything (e.g., clothing, paper, trashcan, etc.) and do not remove this cover.  Since aerosolized anthrax can be dispersed by the slightest of air movement, caution should be taken when covering the substance to prevent additional dispersion.
· CLOSE the door, or section off the area to prevent others from entering (i.e., keep others away).
· Report the incident to the local emergency authorities immediately and notify a TIGTA Special Agent and local security.
· List all people who were in the room or area, especially those who had actual contact with the powder.  Give this list to authorities investigating the incident.

[bookmark: ML_40_2_3_2]40.2.3.2   Identifying Suspicious Packages and Letters.  Some characteristics of suspicious packages and letters include the following:

· Excessive postage;
· Handwritten or poorly typed addresses;
· Incorrect titles;
· Title, but no name;
· Misspellings of common words;
· Oily stains, discoloration or odor;
· No return address or a fraudulent return address;
· Excessive weight;
· Lopsided or uneven envelope;
· Protruding wires or aluminum foil;
· Excessive security material such as masking tape, string, etc.;
· Visual distractions;
· Ticking sound;
· Marked with restrictive endorsements, such as “Personal” or “Confidential;”
· Shows a city or State in the postmark that does not match the return address; or
· Addressee not expecting the mailing or does not recognize the sender.

[bookmark: ML_40_2_3_3]40.2.3.3   Additional Recommended Precautions.  Provide the following equipment to those individuals handling mail:

· Latex gloves – can be purchased at a drug store or medical supply house;
· Protective eyewear similar to shooting glasses; and
· Protective facial masks – recommended type, Johnson & Johnson SOFLOOP 4225, Laser Plume Face Mask, #55910, available from Moore Medical at 1-800-234-1464.

[bookmark: ML_40_2_3_4]40.2.3.4   Logging System for UPS, FedEx, and Certified Mail.  All package recipients must sign the Package and Mail Receipt log Exhibit (600)-40.18 upon delivery.  This log is stored in a binder that is maintained by the OMS/Support Services Mail Clerk.  This system has been created to provide better accountability for packages received at the TIGTA National Headquarters mailroom and delivered to individuals designated to accept packages for their function.

· All incoming packages must be signed for with a legible signature along with a clearly printed name before being delivered to recipients; and
· All individuals receiving packages must write the date that the packages were actually accepted.

To request assistance with the process, contact the OMS/Support Services Mail Clerk at TIGTAOMSMailServices@tigta.treas.gov or (202) 622-2800.
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