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Certified Mail provides proof of mailing at the time of mailing and date and time of delivery or 
attempted delivery. Certified mail is available with First-Class Mail and Priority Mail. (Supplies 
available at Distribution Services.)  

Please fill out the Certified Mail Receipt as seen in the sample below. You may type or print 
clearly in blue or black ink. Be sure to write in your name and/or department so that we can 
return the slip back to you after the Post Office has Postmarked it.  Your department is then 
responsible to keep this form on file to provide proof of mailing if necessary.   

Paperclip your Certified Mail Receipt to your item to be mailed. Do not fill in the postage 
costs; we will do this for you. 
  

 

  

 

  

 
  

For an additional fee, Certified Mail may be combined with a Return Receipt. 

 
 
 

  
 


