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OFFICE OF PRIME RESPONSIBILITY

Any questions or suggestions regarding this policy should be directed to Administration.

1.
POLICY
The purpose of this policy is to promote the use of an interoffice correspondence privacy label (see Fig. 1) to insure that personal material will not be opened by anyone except by the party to whom it is addressed.

2.
RESPONSIBILITY
2.1 Originator
It is the responsibility of the originator to determine whether the information contained in the correspondence requires the use of this added level of safeguarding (e.g. Employee Performance Appraisal, Merit Reviews, Benefit Information, etc.)

2.2 Employees
Use of the label is governed by Policy and Procedures. It is to be used for company business only.

3.
PROCEDURE
1. The originator fills out the name of addressee at the top of the label, and signs his/her name at the bottom.

2. The label is placed on the flap of the envelope so that it is destroyed when the envelope is opened.

3. If for any reason, the correspondence cannot be delivered, it is returned to the originator unopened.

4. This privacy label is not authorized for use in the shipping of Government Classified information. Contact your facility Security Officer regarding the mailing or shipping of Classified material.
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