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COURIER BRIEFING 
As a designated courier of classified material, you are authorized to hand carry or escort material while in an official travel status between the __Company Name________________ and other locations, as specified in your courier authorization document. In some situations, you may not have actual access or specific knowledge of the information you are carrying. However, when you receive material in a sealed envelope or other container, you become, as defined in the National Industrial Security Program Operating Manual (NISPOM) under Chapter 5 Section 4, the custodian of that information. The intent of this briefing is to help you become familiar with your responsibilities as a courier, duties as a custodian, and the security and administrative procedures governing the safeguards and protection of classified information.

Prior to becoming a courier of classified material, designated employees must be briefed as follows:

-          The classified material must be in your physical possession at all times, unless proper storage at a United States Government facility or appropriately cleared contractor facility (continental U.S. only) is available.  Hand-carrying classified material on trips that involve overnight stopover is not permitted without advance arrangements for proper overnight storage in a Government or a cleared contractor facility.  When you surrender any package containing classified material for temporary storage (e.g., overnight or during meals) you must obtain a receipt signed by an appropriately cleared, authorized representative of the Government or contractor facility accepting responsibility for safeguarding the material.

-          You may not read, study, display, discuss, or use classified material in any manner on a public conveyance or in a public place.

-          When the classified material is carried in a private, public or Government conveyance, you will not store it in any detachable storage compartment such as an automobile luggage rack, aircraft travel pod or drop tank.  You may not leave classified material unattended under any circumstances.

-          A list of all classified material carried or escorted by you will be maintained by the organization.  Upon return, you must account for all classified material.

-          Whenever possible, you should return the classified material to the organization by one of the other approved methods for transmission.

I have read the above statement and understand my responsibilities as a courier/escort of classified material.

 

Signature:___________________________________________        Date:___________________


