INSTRUCTIONS FOR MAILING NOTICES
* Download and Print the Notice on Legal size Paper (8.5 x 14”). You will need to make a
copy for each recipient
*  You will need to purchase 10” x 15 envelopes to complete your mailing
o Besure NOT to staple any of the sheets together; you may use paper clip instead
* The Recipient list should be included in each envelope package you put together

* Once you have your NOTICE and RECIPENT LIST in your envelope you will mail using
Certified Mail with Return Signature Receipt.

o Certified Mail USPS

o Certified Signature Return Receipt

Example of Labeling used for USPS Certified Mail with Signature Return Receipt

8 Cuvgsels ey 1.3, 0 ) A Symn
L T e ) X O b .
i1 e e Gl B o I3 A n 1
@ Ak 1o 22 0 e DacK 3 TS MG 0, Ry Fvmns by € Tub ot Crbumy = : hmh wnor meDabe o) < e ]
O e 1 "y
T A At 11 ety by W0t oo de 1 e -
F LS v ey atieee e [ = 0.48
= 3,30
1= 2.70 cpirmet
SAMPLE = g
2 $11.53
rvvw Tow $
- oot e gl = o
Eiesriarvwviaamnalood :---— o = 3
4590 303 0000 5341 0000 12 [[ imperivmwmoemy a0 ~ et 123 N Main 51
e e I oo e v H AnyTown IL 99999
T M v et S vt adad Ot iy O G e aones H m
e 1 e —— -
=
P8 e 3811 sy 2044 re e - Care S Parae

o You will receive your signature slips as the recipients receive the NOTICE. Keep those slips in a
safe place and never throw them away. That is your proof they received the NOTICE
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o If you would like to add to the recipient list and send to your local district representatives, you
can find and just add them to the recipient list we have provided.


https://faq.usps.com/s/article/What-is-Certified-Mail
https://faq.usps.com/s/article/What-is-Certified-Mail
https://faq.usps.com/s/article/Return-Receipt-The-Basics
https://faq.usps.com/s/article/Return-Receipt-The-Basics

