POSTAL FORM INSTRUCTIONS

All mail needing to be metered should be sent with a Postal Center Form with the following:

Q) spring Spring ISD Postal Center Form
PROCUREMENT All mail submitted with this form will receive 15t class postage » Date
SERVICES
— » Contact Name/Number
ate:
» Campus or Department
Contact Name: Phone Number:
» Budget code
School or Department Name: » Account unit
Budget Code (13 digits): Account Code: > # of pieces

Number of Pieces:

Total Cost (completed by Mail Room):
$

< You can find this form on the SISD Insider
under the Communications Tab

GUIDE TO PREPARING CERTIFIED MAIL

Front envelope
This is a guide to assist with ensuring timely delivery of Certified Mail. Correctly complete and apply the two forms:
When Certified Mail is not properly addressed the United States Post 1. Complete form PS3800 (see below photo)
Office will reject the piece causing delays in delivery. A. Name of Department mailing this piece
; g . B. Name and address of the recipient
Getting Started. You will need three items C. Peel off the tracking number located at the very top of this form

- . . and apply on FORM PS381], side B in section 2 (Article Number).
» PS3800 Certified Mail Receipt

U.S. Postal Service

» PS3811 Domestic Return Receipt Need the forms? . B cERTIEED MAIL. RECEPT
» Your mail piece Call Mail Room: ext. 106139 > [ Z T MALL SeRVICES |
S 2 3
2 Bi] g3
mmnmummm—v ® Complete items 1, 2, and 3. A. Signature - @ E é % BRI Y
R e ettt L — ~ [ o SAMPIE PeRson
¥ Attach this card to the back of the mailpiece, £ Paceuad by Fvied Nty = Sl - [(}\b AN\‘ pLACL H.DT‘)‘
l |’||“‘ Illw '—:%‘?ﬁ,ﬁfror";' SFaC_e = = D. Is delvery address diferant fror ‘ 17 O Yes ‘5)”\“1- vl 04 ‘42}& ‘
1 icke Addressed to: . Is delvery address ditferent from item Py
| ‘ If YES, enter delivery address below: 1 No
| |
7012 3050 0000 5022 48b9 2. Peel and apply the label no closer than 3 1/2 from the top right
7012 3050 0000 5022 4869 corner to the center of the mail piece.
: BEE s 0
g 2 ) i | I 3. Sw»celype O Prior my‘\l IEf’vrsA
- ig 1110 TRt P =
i = !i 9590 9403 0802 5215 5848 92 wa,u,mm.wwm JE‘L‘&?;:’”“ - 3 —>
| , i
;i i = e {0
= ;; DR Frrm 3R11 Anvil 9015 PEN 7530.02.000.8053 Domestic Return Receipt -vL 1”<; ];:g E S ‘—u k
b gi . i ]
4 HE A. This form may cover a s i"‘
~ (o] . 1 g
g i jg portion of the addressee 2 ED
; H p and/or the return address. §§
H E z B. Place the dotted line at the gr?
d top of your mailing piece and @
fold it over. i 5%
3. Complete from PS3811 (see images)
a. Side A: Type or print legible the b. Side B: (three sections to complete)
sender’s information; including
department name and UT Mail Stop BOX 1 Article Addressed to: Type or print legible the
recipient’s information on the left hand side
= BOX 2 Article Number: Make sure the tracking number
e | || || | s o from step 1C has been placed in this box.
DTN
Permit No. G-10

BOX 3 Service Type: Place a check mark next to
9590 3401 0000 5191 0000 12 “Certified Mail”

United States  Sender: Please print your name, address, and ZIP+4® in this box®
Postal Service

This is where the sender’s SENDER: COMPLETE THIS SECTION COMPLETE THIS SECTION ON DELIVERY

/nformctthn shoulc{ be ® Complte items 1, 2, and 3. A. Signature
placed. This card will be W Print your name and address on the reverse X IolAeii
returned to the sender so that we can return the card to you. I Addressse

with the recipient’s B Attach this card to the back of the mailpiece, B. Received by (Printed Name) (8 PR vy
Paireiie or on the front if space permits.
Ignature. () Artcle Addressed to: D. s delivery addrees different from ftem 17 LJ Yes

If YES, enter delivery address below: O No
Sample Perso

125 Ay P"”;SA PLE
Somewhere,

Service Type

3.

‘Adult Signature 0 Priority Mail Express®
£ Adult Signature Restricted Delivery ] Registered Mail™
® Certified Mail® O Registered Mall

9590 9401 0000 5191 0000 12 O Certified Mail Restricted Delivery Restricted Delivery

[ Collect on Delivery [ Signature Confirmation™
O Collect on Delivery Restricted Delivery [ Signature Confirmation
(2) Article Number (Transfer from service label) ) Celloc on Dellisry n sl ot
O Insured Mail Restricted Delive
(sticker from part 1C) s oy

PS Form 3811, July 2020 PSN 7530-02-000-9053 Domestic Return Receipt
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ENVELOPE CHOICES

Postcards minimum ~ maximum

T length 5" 6"

height 3" 43"
thickness 0.0o7™ 0.016"
weight 1 ounce or less

M
Length 5-1/2" 6
min.

max.

4-174"
max.
3-1/2"
min.

Height

A POSTCARD is larger than 3%" x 5”, smaller than 4%" x 6", between
0.007” and 0.016” and weighs less than one ounce.

Letters minimum  maximum
T length 5" T
max. hgight 3" 6"
7| S B 029 | ALETTER is usually a #10 envelope with correspondence. It is
" “ REUE Srhounceoriess larger than 3%” x 5”, smalller than 6” high x 11 %" long, be LESS than
e | = %" thick and weigh less than 3% ounces.
Length 5-1/2° 11-1/27
mir. ma.
Flats minimum  maximum
12" T length 11" 15"
max. height 6" 120
thickness 0.25" 0.75"
6-1/8" T weight 13 ounce or less
min. - —— A FLAT is a large envelope with correspondence. It is smaller than
T 12" high x 15” long, must be LESS than %" thick and weigh less than
e — 13 ounces.
Length 11_-1."2" 15"
min. max.
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