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IAM certified mail user guide 

Overview 
This guide instructs the user how to properly prepare certified mail. 

Procedure 
Step 1. Ensure the front of your mail piece has the return address in the top left corner and a visible 

recipient name/address in the center or window of the envelope. 
Step 2. Collect PS Form 3800, a dark green and white 

Certified Mail Receipt (Figure 1), and PS Form 3811, a 
light green Domestic Return Receipt (Figure 2). 

 

 

 

 

 

 

 

 

 

 

 
 

Figure 1: Certified Mail Receipt. 

Figure 2: Domestic Return Receipt. 
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Step 3. Copy the return address on the back side of the 
Domestic Return Receipt, in the Sender box, to 
ensure your return receipt can be returned to you 
(Figure 3). 

 

 

 

Step 4. On the front side of the Domestic Return Receipt, 
copy the recipient’s name and address into box one; 
transfer the white strip with the Certified Mail 
number from the top of the Certified Mail Receipt to 
box two; and mark your desired service type, 
Certified Mail or Certified Mail Restricted Delivery, in 
box three (Figure 4).  

 

 

Step 5. Use the sticky strips on the back of the Domestic Return Receipt to adhere it to the back of your 
envelope. 
 

Step 6. Copy the recipient’s name and address on the 
bottom three lines of the Certified Mail Receipt 
(Figure 5). 

 

 

 

 

 

Figure 3: Sender box on back side of Domestic Return 
Receipt. 

Figure 4: Filling out the Domestic Return Receipt. 

Figure 5: Recipient's name and address. 
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Step 7. Write your agency or division name in the top right 
corner on the dark green bar to ensure Interagency 
Mail can return your Certified Mail Receipt to you 
(Figure 6).  

 

 

 

 

Step 8. Line up the dotted line of the Certified Mail Receipt with the top of the envelope and leave about 
three inches of space in the top right corner of the envelope for postage to be applied. The return 
address can be partially covered to allow room for postage to be applied. Use the sticky back to 
adhere it to the front of the envelope.  

Figure 6: Adding agency or division name. 
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