
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 Be sure 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 

 
 

 

 

 

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 

 

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

