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Airport Operations
Methods and Procedures
Materials Needed
0�����	���
���
��������
��
��	�����
�������/��
�1����������������
�
�
���
�������
��
.	���	������
��
���
����	�2

◆ ������	
��
���	������

◆ 
����	�������	��������������	������	��	�������

◆ 3���������/��������
��	���

◆ )
����'%%&�)
����45/���	�����������	
��6
�	��/�����
�����
����
��	�����
���(

◆ 
��
�
�

◆ 7�����
�����������	���8������	��������	��

◆ 7������

◆ ����
�����

◆ )
�����

◆ -��������

◆ ��������	���������	���!
+��

◆ %���
������������8�	�����

◆ %�
!�

◆ ����	�������

◆ ��!���
��	������	
�������.	������8������	���	���

Local Variations
7�������
�������	����������	������
�����
�������/��
��������	�	���
��
�������/������
���������	���/���������
���
��	������	�����	������

�������
���
����
��
����-
.����/������
���.���
����	������������	���

����	������	���
���
����	����	�/��
��������
��
.���������!�	������
���
�������	
������
����������������.�������/��
���+�����/�����

������
����
��
���	����
����	����	��

Maintaining Contact with Customs and USPS
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Airport Operations
Methods and Procedures
Step 1: Determining the Thoroughness of Inspection Required
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Step 2: Checking for Permits
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Never open parcels bearing green and yellow labels addressed to Beltsville or 
those moving under Departmental Permit. The risk of opening these parcels 
may be great since they could be carrying prohibited plant materials that are 
attacked by serious plant pests in the country of origin.
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Methods and Procedures
Step 3: Opening Parcels
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Airport Operations
Methods and Procedures
Step 4: Determining the Condition of the Shipment
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Characteristics of Suspicious Parcels 

Characteristics of suspicious parcels include the following:

◆ Crystals, powder, or powder-like residue on the parcel’s surface 

◆ Suspicious or threatening language on the outside of the parcel 

◆ Postmark that does not match the return address or there is no return address 

◆ Excessive postage 

◆ Restrictive endorsements such as “Personal” or “Confidential” 

◆ Distorted handwriting, handwritten block-printed, or poorly-typed address 

◆ Title but no name or an incorrect title 

◆ Misspelled addressee’s name, title, or location

◆ Excessive tape or string 

◆ Rigid, uneven, irregular, or lopsided parcel 

◆ Soft spots, bulges, or excessive weight parcel

◆ Discoloration or an unusual odor 

FIGURE 2-6-2  Characteristics of Suspicious Parcels

TABLE 2-6-1  Determine Action to Take Based on the Condition of the Shipment

If the condition of the parcel’s contents is: Then:

Satisfactory CONTINUE to Step 5: Determining 
Admissibility

Unsatisfactory as evidenced by decay or 
rotting of animal or plant materials1

1 If the condition of the parcel is unsatisfactory due to other than plant or animal material, turn 
it over to USCS or USPS for disposition.

1. REMOVE the questionable material
2. DISPOSE of the questionable material
09/2002-02 Airport and Maritime Operations Manual 2-6-5
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Step 6: Inspecting the Parcel’s Contents
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Step 7: Taking Regulatory Action
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TABLE 2-6-2  Determine the Correct Regulatory Action on Parcels

If the 
contents 
are:

And the remaining 
contents are: Then:

Admissible 
or not 
regulated

1. STAMP ‘RELEASE’ and enter your badge number 
2. RECONDITON the parcel and ALLOW it to proceed
3. CONTINUE to Step 11: Documenting Action Taken 

and Submitting Intercepted Pests

Inadmissible Uncontaminated 1. REMOVE the inadmissible material
2. COMPLETE PPQ Form 287, Mail Interception Notice 

and place in the parcel
3. RECONDITION the parcel and ALLOW it to proceed
4. CONTINUE to Step 8: Determining Whether to 

Issue a Civil Penalty

Contaminated 1. STAMP ‘REFUSED ENTRY’ and enter your badge 
number

2. RECONDITION the parcel 
3. COMPLETE PPQ Form 287, Mail Interception Notice, 

and place in the parcel
4. RETURN the entire parcel to the sender 
5. CONTINUE to Step 8: Determining Whether to 

Issue a Civil Penalty
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Step 8: Determining Whether to Issue a Civil Penalty
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Step 9: Issuing Civil Penalty

Step 10: Applying a Civil Penalty
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TABLE 2-6-3  Determine if You May Issue a Civil Penalty

If the parcel is: Then:

From U.S. Military Mail or U.S. Mail en-route 
to the Mainland from Hawaii

CONTINUE to Step 10: Applying a Civil 
Penalty

Neither U.S. Military Mail nor U.S. Mail 
en-route to the Mainland from Hawaii

SKIP to Step 11: Documenting Action Taken 
and Submitting Intercepted Pests. You do 
not have the authority to issue a civil penalty

TABLE 2-6-4  Criteria to Issue a Civil Penalty

If: Then:

All three of the following criteria are met:

◆ Sender made a false declaration about the parcel’s 
contents

◆ You have the legal authority to access the civil 
penalty for the illicit item

◆ Parcel was either U.S. Military Mail (APO) or 
Hawaiian Parcel Post destined to the U.S. mainland

CONTINUE to the steps that follow

If one or more of the above bulleted criteria are unmet SKIP to Step 11: Documenting 
Action Taken and Submitting 
Intercepted Pests. You do not 
have the authority to issue a civil 
penalty 

1 For a more detailed description of civil penalties, see Assessing Civil Penalties in Reference section of 
Clearing Passengers/Crew.
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General Procedures for Inspecting Domestic Mail
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Step 11: Documenting Action Taken and Submitting Intercepted 
Pests
0
��������������	
����$���������!�	��	���������������������
��
.�2

◆ ��!�	��	�������������������	���%%&�)
���D>E
/����������	
��
3��
������$��������
�����
���F��	�:�	�������C������������������

!�
�$�
�������
����'���������	��������������
����	�� �
	���


�����	��������(

◆ �
��������
����
�����
��	�������������.�����������

◆ )	������
���
�������
��������%%&�)
����45/���	�����������	
��

6
�	���	�����	�����.�������
���

General Procedures for Inspecting Domestic Mail
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Step 1: Profile the packages.
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General Procedures for Inspecting Domestic Mail
Step 2: Check for excess postage or no return address.

Step 3: Segregate packages you deem suspicious.
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Step 4: Prepare a case file. 
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Step 5: Present material and warrant to Judge or Federal Magistrate 
for signing.
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Step 6: Return to the Post Office and follow local USPS procedures for 
the intent of opening parcels and getting the required signatures.
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Step 7: Place a copy of the warrant in the opened package(s). 
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Step 8: Return the appropriate paperwork to the Court.

Step 9: File warrants and PPQ Form 287, Mail Interception Notice, for 
future reference.
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