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PURPOSE:
To provide guidance for ordering USPS Domestic Return Receipts (Green Cards) for confirmation of receipt by the designated recipient of outgoing mail.

OBJECTIVE:
To provide the process for ordering the subject cards provided by the USPS.

EVENT DRIVER:
Receipt confirmation for an outgoing mail piece being mailed through the USPS is needed. 
RESPONSIBILITES:

· COSC outlying facilities order USPS Domestic Return Receipts directly from the Post Office using the USPS.com website (www.usps.com>Postal Store>Shipping Supplies>Forms and Labels; then look for the picture of the “Green Cards” (PS Form 3811) and place the order.  They are in packages of 10 cards so an order of 1 is for 10 cards.  Please note that the maximum order the website will accept for any one day is 750 cards).  Outlying facilities have their orders shipped directly to their facility.
· The COSC Mailroom in the Customer Service Center maintains an inventory of blank cards.
· Downtown facilities order their cards from the COSC Mailroom at: COCShip-Rec@cosc.maricopa.gov. 
PROCEDURES:
1. Obtain the required cards from either the US Post Office or the COSC Mailroom.
2. Open the MSWord Return Address Template for the desired return address to be printed on the cards. Enter how many return addresses are to be printed and Print.
3. Load a short stack of blank cards into side tray of the desired digital copy machine as shown in Figure 1.  Pay attention to the orientation of the cards (which side is up and the direction they are facing).  Be sure to make the side guides tight so that the cards don’t skew going through the copier making crooked addresses.
4. Remove the printed cards from the copier output tray.  Store in the designated stock area for use.
Figure 1

[image: image2.png]



POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· All COSC Departments using USPS Domestic Return Receipts
· USPS
TIME / VOLUME:
· Varied
FREQUENCY:
· As Needed
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Local digital copier/printer.
· MSWord
· Internet access for www.usps.com/
· Email for COCShip-Rec@cosc.maricopa.gov
REPORTS / FORMS:
· USPS: PS Form 3811 (Latest issue in effect)
· The respective MSWord Return Address Template for printing return addresses using the local digital copiers.  
· F-ODIR-1018: Template-Return Address (for USPS Domestic Return Receipts)-Grand Jury
· F-ODIR-1019: Template-Return Address (for USPS Domestic Return Receipts)-SCT/RCC-EDC
· F-ODIR-1020: Template-Return Address (for USPS Domestic Return Receipts)-SEA/RCC-EDC
Contact the Document Control System Administrator for any other return address templates.
DEFINITIONS:
· USPS: United States Postal Service
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court. 
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