
Law firm mail log Firm: ______________________    Page ____ of ____

One row per envelope. Write the date you handed the letter to USPS and how you know it: for example a round-dated Certificate of Mailing
(PS Form 3817) or a manual postmark from the counter. If a mail vendor sent it, write the vendor, the order ID and what its record shows.

Matter Document Recipient Address as on envelope Method Date
handed to
USPS

Source of that
date

Place of
deposit

Deposited by (or
vendor and order
ID)

Pages Postage Tracking Proof kept Certificate
of service
filed

Free template from Postmarkr. Spreadsheet version: postmarkr.com/downloads/law-firm-mail-log.csv. Guide: postmarkr.com/blog/how-to-postmark-a-letter. Not legal advice: check the service rule for your court.


