MAIL CERTIFICATION - EXHIBITS
L.R.D.  03/30/10
When receipt of delivery is required, use certified mail.  Use the U. S. Postal forms and attach to the envelope or box.
1.  Prepare the U. S. Postal Service’s “Domestic Return Receipt”, PS Form 3811 as follows:
· On the front of the form, print the “Sender’s” address as follows:
Address Sample:

Mail Code:  ____________

Michael K. Jeanes

Clerk of the Superior Court

Maricopa County

201 W. Jefferson

Phoenix, Arizona  85003

· In the lower, left-hand corner of the “sender’s address box” include:
· Sender’s department name; CCB-Exhibits

· Enter the exhibits clerk’s name or initials; ATTN:  J. Smith or JS

· Enter the cause number

· On the reverse side of the form:
· Box 1 – “Article Address to”; enter the name of the recipient, include the complete address and/or P. O. Box and zip code
· Box 2 – “Article Number”, on the left side of the USPS “Certified Mail Receipt” form, remove the 20-digit tracking number and affix to Box 2

· Box 3 – “Service Type”; place a checkmark in the “Certified Mail” box
2.  Prepare the U. S. Postal Service “Certified Mail Receipt”, PS Form 3800:
· In the lower section of the form, under “Sent To,” print the name and address of the recipient; enter the case number after the party’s name

· Tear the barcode from the address portion of the U. S. Postal Service “Certified Mail Receipt” form
3.  Place the barcoded receipt at the top of the envelope/box; folding on the dotted line.  Affix the “Domestic Return Receipt” to the back of the envelope or the top of the box.

4.  Prepare the “Receipt – Certified Mail” form; docket code REC:
· Enter the cause number

· Enter the caption

· Tape the U. S. Postal Service “Certified Mail Receipt” PS Form 3800 to the left-side of the form.
· If mailing pursuant to a 2.8(d) letter, also attach/clip any corresponding paperwork
· Retain the “Receipt – Certified Mail” form, docket REC, until the U. S. Postal “Domestic Return Receipt” PS Form 3811 is returned.  This receipt includes the recipient’s signature and date of delivery which serves as the required proof of service.

· Attach to the right-side of the “Receipt – Certified Mail” form, docket code REC
5.  File the “Receipt – Certified Mail” form, docket code REC, and forward to docket for inclusion into the case record.[image: image1.png]



