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PURPOSE:

· To provide instructions for preparing U.S. Postal Service™ - Domestic Return Receipt, PS Form 3811 and the U.S. Postal Service™ – Certified Mail™ Receipt, PS Form 3800.
OBJECTIVE:
· Steps to complete the required fields on PS Forms 3800 and 3811.
EVENT DRIVER:

· When proof of service is required, complete and include PS forms 3800 and 3811 to record, track and confirm the receipt of exhibits sent through the U.S. Postal Service™.
PROCEDURE:

I.
Preparation OF U.S. Postal Service™ – Domestic Return Receipt, Form PS 3811:
1.
On the front of the form:
A. Legibly print the Recipient’s address under Section (1) Article Address to; includes the name of the party; title, if applicable; address, city and state and zip code.
B. Under Section (2) Article Number, affix the self-sticking, 20-digit tracking number from the USPS™ Certified Mail™ Receipt, PS Form 3800.  The tracking number is printed vertically to the left side of the form.
C. Under Section (3) Service Type, place a check-mark in the box next to Certified Mail.

NOTE:  Upon delivery, the recipient provides their signature and the date of delivery.

2.
On the reverse side of the form:
A. Legibly print the Sender’s address; including name, address and zip code:
Address Sample
Mail Code:  _________________

Clerk of the Superior Court
Maricopa County

175 W. Madison

Phoenix, AZ  85003

B. In the lower, left-hand corner of the sender’s address box, include:
a. The sender’s department name:  SCT or CSC-Exhibits
b. The cause number
c. The first initial and last name of the Exhibits Clerk; i.e. ATTN. J. Smith or JS.  After delivery, the receipt (PS Form 3811) is returned to the clerk that generated the forms.

II.
Preparation of U.S. Postal Service™ – Certified Mail™ Receipt, Form PS3800:
1.
In the lower section of the front of the form, under Sent To, legibly print the recipient’s name; title, when applicable; address, city and state and zip code.
III. Preparation of the Package:
1.
Place a preprinted address label to the front and center of the envelope or box; include the recipient’s name; title, when applicable, address, city and state and zip code.

2.
Detach the barcode from PS Form 3800; it is perforated just to the left of the Sent To address.

3.
Attach this section of the barcoded receipt to the top of the envelope or box; folding on the dotted line.

4.
Attach the PS Form 3811 to the back of the envelope or box.

IV. Preparation of F-EX-1043: Receipt – Certified Mail form (docket code REC):
1.
Enter the cause number
2.
Enter the case caption
3.
Tape the U.S. Postal™ - Certified Mail™ Receipt; PS Form 3800, to the left side of the form; under the section Tape Receipt here.
NOTE:  If the mailing is pursuant to the release of exhibits, attach/clip the letter and any corresponding paperwork to the Receipt – Certified Mail form.

4.
Retain the Receipt – Certified Mail form (docket REC) in Exhibits until the U.S. Postal™ - Domestic Return Receipt is returned.  Upon return, the receipt includes the recipient’s signature and date of delivery which serves as proof of service.
A. Tape the receipt (with signature and date of delivery) to the right-side of the Receipt – Certified Mail form (docket REC); under the section Tape Receipt here.
B. Hand-file the Receipt – Certified Mail form (docket REC) and forward to Docket for inclusion into the case record.
POLICIES / RELATED DOCUMENTS:
· N/A
OTHER PARTIES INVOLVED:
· Mail Services – Clerk of Court

TIME / VOLUME:
· N/A
FREQUENCY:
· Varied
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· Exhibit Tracking System (ETS)
· Microsoft Outlook – “exhibits@COSC.maricopa.gov”
· Microsoft Outlook – “supportservicecorrespondence@mail.maricopa.gov”
REPORTS / FORMS:
· PS Form 3800:  U.S. Postal Service™ – Certified Mail™ Receipt
· PS Form 3811:  U.S. Postal Service™ – Domestic Return Receipt
· F-EX-1043: Receipt – Certified Mail form (docket code REC) 
DEFINITIONS:
· CSC:  Customer Service Center

· PS:  Postal Service

· REC:  Receipt
· SCT:  South Court Tower

· U.S.:  United States

· USPS:  United States Postal Service™

APPLICABILITY:
This procedure applies to Adult and Juvenile exhibits.
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