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Dear Valued PO Box Customer:
Our goal is to give you excellent service.  We need your help in meeting that goal.  With the automated processing equipment that is used to sort your mail, it is a must to have your correct mailing address in order for your mail to be delivered to you and not returned to the sender.  When your mail comes addressed to the street the automated equipment could return that mail.  To avoid delays or returns of your mail it is very important to have each piece properly addressed.
Please ensure that you are using you PO Box number as your mailing address.  Inform all individuals and all businesses that send you mail that your correct mailing address is your PO Box number.

If you must include your physical address for shipping purposes, please format as below:

NAME

PHYSICAL STREET ADDRESS

PO BOX NUMBER MAILING ADDRESS  
(Insert your CITY STATE ZIP CODE)
Your cooperation regarding this important matter is greatly appreciated.

Thank you,
Postmaster

Address

Your city state and zip
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