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SECTION 4  CERTIFIED MAIL 

Certified mail should be prepared in the same manner as all other mail, with the 
addition of affixing the certified mail forms to the outside of the envelope. A 
supply of certified mail forms should be kept in each school’s office. 
 
SECTION 5  INTRA-DISTRICT MAIL 

Mail that is to be delivered from one school or building to another should be 
enclosed in inter-office envelopes, which are directly available in the school 
office. Additional inter-office envelopes may be ordered from the warehouse on a 
warehouse order form. 


