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TOWN OF NEW DURHAM LAND USE OFFICE
P.O. Box 207, 4 Main Street, New Durham, NH 03855 603-859-7171

Preparation of Envelopes for ZBA or Planning Board

1. We recommend using town envelopes that have either ZBA or Planning Board
return address. You are welcome to use your own envelopes as long as you add
the return address for ZBA or Planning Board, P.O. Box 207, New Durham, NH
03855. You will also need a green return receipt card (Post Office form 3811)
and a Certified Mail Receipt slip (Post Office form 3800)

2. Address envelopes to every individual on your abutters’ list, including yourself and
any professionals who worked on the application. If you have more than a
handful to send out, we recommend doing it with labels and make three copies.

Joseph Abutter Smith
123 Permanent Address St.
West Town, NH, 03999

3. Filling out gtreen card:

*  On the side that has “Sender: please ptint your name, address, and ZIP+4 in this
box” put the Town hall address with the name “Planning Board” or “Zoning
Board of Adjustment” on it.

! Urmen Stares PosmaL Service I I

Il B

Permit No, G-10

* Sender: Fleaso print your name, address, and ZIP+4 In this box *
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4. Then turn the card over

* InBox 1 “Article Addressed to:” place your first copy of the recipient address
labels or write in the name and address

* In Box 2 “Article Number” Peel the long 20 digit number off the far left side of
the “Certified Mail Receipt” slip. Place in this box.

* InBox 3 “Service Type” check the “Certified Mail” box.

SENDER: COMPLETE THIS SECTION COMPLETE THIS SECTIOJ;J ON DELIVERY

B Ccmplate items 1, 2, and 3. Abocemp!ote A SBignatiro
itcm4lmaatrt cted Delivery I3 desired. %
] Prlntyournamemdaddressonﬂwmem

80 that we can retum the card to ; e
m Aftach this card 1o the hack of the mallplece, || & FO°tod by (Printed Name) | C. Dato of Caiory

or on.the front if spaca permits.
1. Articls Addragsed to:

D. ls dalivery address diferent from item 17 [ Yes
1t YES, erer defivery eddress below: [ No

Ab»“c( Navwa «

QLBcess
3. Servico Typa
MmﬂnodMuH 1 Express Mail
‘O Rogiatorod £ Rotum Rocolpt for Merchandise
O suedMal O C.0D.
4. Restrictod Dofivery? (Extra Feo) O Yos
: moommmm Lrom tre. ‘4 ot shp -
PS Form 3811, February 2004 Do 2011 1570 []lJU]. E‘lS& BLBE

5. Fill in the postage boxes on the “Certified Mail Receipt” as follows:

* Postage $.46 Certified Fee $3.10 Return Receipt Fee $2.55

* Total Postage and Fees $6.11. (current fees as of 2/ 1/ 2013. Please check with your local
post office to see if the rates have changed.)

Do not separate the parts of the green “certified mail receipt”, and do not
attach it to the envelopes.

6. Now put the second copy of the recipient address label on the green “Certified
Mail Receipt” at the bottom where it says “Sent To”--or write in the address by
hand.
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Put both the Return Receipt card and “Certified Mail Receipt” inside the
envelope that is addressed to the same person. DO NOT SEAL THE
ENVELOPE.

Put §6.11 in stamps (postage strips with dates are not accepted) on each envelope.

Bring the envelopes and your list of abuttets to the Town office. That's it. We
do the rest (writing the notice, stuffing it and mailing it out).
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