How to Send Certified Mail

1
Visit a local post office and obtain a Certified Mail Form 3800 and a Certified Mail Reciept

e This form contains a green and white sticker that includes a barcode, which will allow
vou to track your mail through the USPS.

o The form also contains a perforated receipt, which serves as proof that you mailed the
item.

o  Write all of the required information on the form, including the recipient’s name and
address.

Keep records. Collect and keep your receipt that has been stamped with the mailing date. A
number that is unique to your mailing allows you to confirm the mail delivery online.

o Keep all documentation for the mailing in a safe place.
e Locate a Post Office or Postal Annex with a Notary

Before going to the Notary

o Have a Manila Envelope Pre-Addressed and paper clipped to the File

e Have Green Card and Reciept Filled out Front and Back and paper clipped to the File
When you have Documents Notarized, have the Notary make a Stamped Copy of the
File as your Record. K e « I orRqina\SL A lLays pag |

o Seal your Documents in the Manila Envelope and have the Notary Mail the package.
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A Domestic Certified Mail Receipt is available at the time of mailing and provides the sender
with a mailing receipt and, upon request electronic verification that an article was delivered or
that a delivery attempt was made.

Customers may obtain a delivery record by purchasing return receipt service at the time of
mailing.

Track your Package and Print the results.
tools.usps.com/go/TrackConfirmActionlinput.action
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8 Complete items 1,2, and 3.
@ Print your name and address on the reverse

} compLeTE THIS SECTION ON DELIVERY:
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2 Priority Mail Express®
[ Registered Mail™

3. Serv;ce Type
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I Adult Signature Restricted Delivery
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O Insured Mail
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Restricted Delivery
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