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handgun, revolver, rifle, shotgun, knife, 
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Additional Information: Note anything 
that the offender may have said, his or 
her accent, if he or she used any 
names, his or her movements, etc.



Post Office Robbery
The likelihood of a Postal Service employee becoming a 
robbery victim is small, but unfortunately it can happen. This 
pamphlet provides steps to take to reduce your chance of 
being robbed and increase your personal safety if a robbery 
occurs.

IMPORTANT:
All Postal Service employees must 
know what actions to take before, 
during, and after a robbery

Preventive Measures 
1.  Be alert for indications of trouble: (a) on your way to work, 

(b) in the parking area, (c) around entry and exit doors, and, 
(d) in the Post Office™ lobby.

2.  Report suspicious circumstances and individuals to the 
police and Postal Inspectors. This includes anyone who 
appears to be loitering on Postal Service premises. Get the 
vehicle license number and description, if possible.

3.  Do not retain excess cash in the office or carry large 
amounts of personal cash.

4.  Never leave cash, blank money orders, or stamp stock 
within reach of a customer or in plain view.

5. Lock your cash drawer when you are away from it.

6.  Be aware of what's happening around you...in the lobby or 
at the next window.

7.  Keep all exterior doors that allow access to work areas 
closed and locked when not in use.

8.  Be identification-conscious. Using caution, question all 
unknown personnel entering mail handling areas.

  9.  If you receive a call from the police to report to your office 
after hours, telephone back and verify the call. Do not enter 
the Post Office until the police or Postal Inspectors arrive.

10.  Do not discuss money or valuable mail on hand in the Post 
Office, transportation methods, or details of your security 
system with persons outside your office other than  
authorized Postal Service employees. Confine such 
information to employees with a need to know. 

11.  Where possible, keep windows facing the street  
unobstructed so that the counterline can be viewed from 
outside.

IF A ROBBERY DOES OCCUR...
Do not panic! Do not yell for help!
Do not resist the robber! 
Do not run away!

Actions During Robbery 
1.  Don't take any action that would jeopardize your personal 

safety. 

2.  If the robber displays a firearm, consider it loaded and 
assume that he or she is willing to use it. 

3.  Don't panic. Remain calm and do exactly as you are told.

4.  If you have a silent alarm and/or a camera and can reach it 
unnoticed, use it. Otherwise, wait until the robber leaves to 
activate the system. 

5.  If the robber gives you a note, place it aside and attempt to 
retain it as evidence. 

6.  Do not be obvious, but carefully observe the robber and his 
or her actions. Get a clear picture of the person in your mind, 
i.e., his or her facial features, voice, clothes, manner, and 
direction of escape. 

7.  If you can do so safely, get a description and the license 
number of the vehicle used.

8.  If possible, signal other employees. It would be a good idea 
to have a prearranged signal for such emergencies. Again, 
if the robber might see you, wait. Try to avoid any sudden 
moves. Most robbers are just as nervous as you are. 

Actions After Robbery 
1.  Telephone the police immediately. If possible, provide a 

detailed description of the robber, type of weapon and  
vehicle used, direction of getaway, and exact time of the 
robber's departure. Then immediately notify Postal 
Inspectors. 

2.  Ask witnesses and all employees to remain until police and 
Inspectors arrive. If witnesses must leave, get their names 
and addresses. 

3.  Protect the scene of the crime. Lock doors, if necessary. 
Don't touch anything in the area of the crime and keep 
others away. 

4.  Immediately write down all information, including a 
description of the robber. 

5.  Do not compare notes with others until you have given your 
information to Postal Inspectors or police.

Remember...Be alert...
Be observant and above all...
BE CAREFUL!

Emergency Numbers to Call:
Police 

Postal Inspectors 

Ambulance  

Your Post Office
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