
POSTAGE REQUEST FORM 
*Form required for all items needing postage* 

 

Prepared by:_________________________         Phone:____________________________ 

Authorized by:________________________       Signature:__________________________ 

 

Date: ________________         

Department:________________________________________________________________ 

Program (PG)/Fund/Function:__________________________________________________ 

 

Number and Type of Items: 

Letters:_______           Large Envelopes:________          Packages:________ 
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