


Address
Recipient’s Name

City, State   Zip Code

The certified 
mail receipt 
provides the 
sender with a 
mailing receipt 
and, upon 
request 
electronic 
verification that 
an article was 
delivered or 
that a delivery 
attempt was 
made. 

Tear off this part 
and keep for your 
records.

If using a return receipt, 
this part is peeled and 
placed on the back side 
of the form under #2 
Article Number. 



Return receipt service provides a mailer 

with evidence of delivery (to whom the mail 

was delivered and date of delivery), along 

with information about the recipient's 

delivery address.  (It may be used with 

certified mail and express mail.)

Front 
View

Your Name
School / Department 

Name
Address

City, State Zip Code

Back
View

Peel sticker with tracking number from the form you’re

 using and place here.

Return Receipt

Recipient’s Name
Address

City, State Zip 
Code



Certified Return Receipt Letter

Proper Front View 

of a Certified Letter

Name of Person/Company

Address

City, State Zip Code

Meter Postage Goes Here

Proper Back View 

of a Certified 

Letter

Recipient’s Name

Address
City, State Zip Code



Certified Return Receipt –
Large Envelope

Back View

Front View
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Name of 
Person/Company

Address
City, State Zip Code

Meter Postage Goes Here



Mail Services

9400 North Central 

Expressway

Box 107

Dallas, Texas 75231

 972-925-3168
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