Request for Mailing Service
ACCOUNT NUMBER: ______

DEPARTMENT: 


DATE:
        /         /

FUND



    ORGANIZATION



PROGRAM

	NUMBER OF PIECES
	DESCRIPTION
	CLASS

	
	LETTERS
	

	
	FLAT
	

	
	AIR MAIL
	

	
	PARCELS
	

	
	CERTIFIED MAIL RETURN
	

	
	*RECEIPT REQUESTED
	

	
	PRIORITY MAIL – 2nd DAY
	

	
	EXPRESS MAIL – NEXT DAY
	


SPECIAL INSTRUCTIONS FOR PARCELS: INSURE OR CERTIFY AND STATE CLASS
TOTAL POSTAGE USED 





(FOR POST OFFICE USE ONLY)






SIGNED:



               

[image: image1.wmf]
MAIL SHOULD BE SUBMITTD BEFORE:

9:00 AM  FOR  MORNING DELIVERY
4:00 PM  FOR  EVENING DELIVERY
**SPECIAL MAILING INSTRUCTION**





Letters mailed should be submitted with flaps standing up and unsealed as postage machine is designed to seal as well as stamp.  The machine will not seal invitations.





Second class mail must have flaps tucked in.





Special instructions are necessary for bulk mail.  - SEE POST MASTER











Department Head








