APPENDIX H – Certified Mail Procedures

Certified mail is a type of mailing service that provides proof of mailing at the time of mailing. If restricted delivery and a return receipt are requested in conjunction with certified mail, the post office will return a completed green postal receipt card that includes, upon successful delivery, the date delivery was made, the name and signature of the person who received the mailing, and the delivery address.  The post office charges a separate fee for each service (certified mail, return receipt, and restricted delivery). 
Some documents are required by rule or statute to be served by registered or certified mail with restricted delivery and return receipt requested; other documents are sent in this manner to obtain proof of delivery to the right person.  See Appendix K, Service of Process and Other Papers/Proof of Service, for the kinds of process that may be served by certified mail.

Note:  When a statute or rule provides for service by registered or certified mail, certified mail is most commonly used because it is less expensive than registered mail.   Also, pursuant to AS 1.10.065, when the use of registered mail is authorized or required by the laws of the state, certified mail, with return receipt requested, may be used.
1.
When to Use Certified Mail
(a)
When a subpoena is served by registered or certified mail.  In such case, the clerk shall mail the subpoena for delivery only to the person subpoenaed and with return receipt requested.  Civil Rule 45, District Court Civil Rule 11(f), and Criminal Rule 17(d)(2).
(b)
When a party requests the court to serve process by certified mail pursuant to court rules.  For example, a party to a case may request that a summons and complaint be mailed by the clerk by certified mail, with restricted delivery and return receipt requested pursuant to District Court Civil Rule 11(a)(2) and Civil Rule 4(h).  Also, a prosecutor may request or a judge may direct that a summons be sent to a defendant by certified mail as provided in Criminal Rules 4(b)(3) and 9(c)(3).  
(c)
When a judge directs the clerk to send a document by certified mail.  For example, a judge may request that an order to show cause be sent by certified mail with a request for return receipt.
(d)
When sending an original case file to another court.  (Restricted delivery is not necessary).  Administrative Bulletin No. 48, Standard 8.

Note:  The bulletin does not require that individual case documents be sent by certified mail when sending case documents to another court.  Individual case documents may be sent by regular first class mail.  However, in order to ensure preservation of the record in the event that a document is lost in the mail, clerks should first scan the document and forward it to the receiving court before mailing it.

Exception:  The Anchorage Trial Court has been instructed by Fiscal Operations to use delivery confirmation instead of certified mail when sending court generated documents that are required to be sent by certified mail.  However, when a document must be served with delivery restricted to a specific individual, certified mail must be used because the “restricted delivery” service is not available with the signature or delivery confirmation methods.  

2.
Certified Mail Sent by Court on Behalf of Party
When the court serves process by certified mail on behalf of a party, the party must provide the following:

(A)
Adequate postage (including the certified mail fee and the fees for return receipt and restricted delivery) affixed to a properly addressed envelope


(B)
Completed certified mail forms


(C)
The court’s fee for processing certified mail as set by Administrative Rule 9(e)(6).  
Exception:  Although Administrative Rule 9 does not exempt state agencies from paying the court’s certified mail fee, courts do not collect this fee.  Courts do require state agencies to pay the postage fees for service of process by certified mail.  
3.
Certified Mail Sent on Behalf of the Court

When the clerk must mail a case file or other document such as an Order to Show Cause by certified mail, the clerk should do the following:

(a)
Prepare envelope.


(1)
Address envelope to proper court or party.

NOTE:  Each party to be served must have a separate envelope even when two or more parties are at the same address.  Due process requires proof of service for each person.

(2)
Insert the documents to be served, for example, a copy of an order to show cause.

(3)
If requesting delivery to a specific person, write or stamp on the front of the envelope:  "RESTRICTED DELIVERY".

(b)
Prepare Certified Mail Receipt (Postal form PS 3800).  See example.  

(1)
Fill out the name and address of addressee.

(2)
Attach the numbered portion (green with white numbers) next to the return address at the top of the envelope.

(3)
Beneath the certified mail sticker on the envelope, write "Return Receipt Requested".


(4)
Write the case number on the white portion.


(5)
Staple the white portion to the document retained in the case file.

(c)
Prepare a green postal card (Domestic Return Receipt, Postal form PS 3811).  See example.


(1)
Front:
(A)
Write or stamp your court name and address on sender side of form.  In larger courts, include the department or office name.

(B)
Write the case number in the lower left corner.


(2)
Back:
(A)
If necessary, check the "Restricted Delivery" box.  This is not necessary when sending case files to another court.
(B)
In the "Article Addressed To" box, fill in the name and address of the person to whom the envelope is being mailed, and if applicable, write "Restricted Delivery" 
(C)
In the "Article Number" box, write the certified mail number.

(D)
In the "Service Type" box, check "Certified".

(3)
After sealing envelope, attach green card to back of envelope.

(d)
Place correct amount of postage, including additional fees, on envelope and mail it.

(e)
When green card is returned by the post office, attach to the same document to which the matching Certified Mail Receipt was attached. 
4.
When to use Signature Confirmation
Use Signature Confirmation when it is only necessary to confirm the date and time of delivery and the signature of the person accepting delivery.  This method of delivery is less expensive than certified mail.  You should use Signature Confirmation when:
· sending surrendered licenses and identification cards to the Division of Motor Vehicles, and 
· sending the following vital statistics forms to the Bureau of Vital Statistics:

· Report of Adoption, VS-501

· Certificate of Divorce, Dissolution of Marriage, or Annulment, VS 401

· Application/Certificate of Legal Name Change, VS-405.
SAMPLE ENVELOPE
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RECEIPT FOR CERTIFIED MAIL (PS 3800)
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GREEN POSTAL RECEIPT CARD (PS 3811)
(front)



(back)    
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Completed Green Postal Receipt Card
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Signature Confirmation (PS 153)
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Alaska Court System


Court Address


Somewhere  AK  99501
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