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Introduction

The Franklin County Clerk of Courts will be
implementing Pitney Bowes’ new certified
mail solution, SendPro Enterprise.
This PowerPoint Presentation outlines the
changes users can expect to see once we go
live with SendPro Enterprise, which is
currently set for December 16, 2024.



SendPro 
Enterprise 

Changes

• SendPro Enterprise Certified Mail Coversheet
• Certified Mail Envelopes

• Proof of Issuance (POI) for Certified Mail
• USPS Address Validation Tool
• Service Error: Invalid Certified Mail Address Form

• Sample Service Error: Certified Mail Address Form
• Application Views of Docket with Invalid Address 
• Notice to Filer

• USPS Signature Page



SendPro Enterprise: Certified Mail Cover Sheet
A Certified Mail Cover Sheet will print any time United States Postal 
Service (USPS) certified mail service is requested and generated 
through the Clerk of Courts office. As shown later, this cover sheet 
will provide all of the information needed for certified mail service 
for the outgoing service packet, and it will be docketed to the case 
to show proof that certified mail was issued as requested by the 
filer.  

Here are some additional changes to note:
• New return address that now lists the Division/Court from where 

the Certified Mail originated
• Date of the Service Request – previously, this was exclusive to 

Domestic and Juvenile
• Service Item Code – describes primary document to be served in 

the service packet; previously, this was not printed on the service 
envelope



SendPro Enterprise: Certified Mail Envelopes

SendSuite Live Certified Mail Envelope New SendPro Enterprise Certified Mail Envelope

The Clerk of Courts will transition from a printed envelope, as seen below on the left, to a cover sheet that will be 
visible through a windowed envelope, as seen below on the right. Envelope size will vary based on the size of the 
service packet. 



SendPro Enterprise: Proof of Issuance (POI)

SendSuite Live POI SendPro Enterprise POI

A “Proof of Issuance” (POI) is docketed for each certified mail service request once the certified mail envelopes are 
processed and delivered to the County’s mail room. An image of the old POI is on the left. The new POI, on the right, 
will be a copy of the new Certified Mail Cover Sheet. This new POI will be imaged and docketed to the case just as 
the old POI was. 



USPS Address 
Validation Tool 

Pitney Bowes’ SendPro Enterprise utilizes the USPS Address 
Validation tool. This tool will validate an address based on the city, 
state, and zip code before generating a certified mail tracking 
number in order to reduce wasted postage. 

Addresses that are input as “unknown” or that have mismatching 
city, state, or zip code information will not generate a certified mail 
tracking number and will not be sent for delivery. 

“Unknown” addresses are most frequently used in two 
circumstances:

1. There is a known, named party to the case, yet their 
whereabouts are not known to another party to the case 
who is attempting service of pleadings; or 

2. A fictitious name, such as John Doe or Jane Doe, is used as a 
placeholder in the case when the name of a potential party 
is not yet known. The complaint can later be amended with 
an actual name should the party’s identity become known. 

In either situation, attempting certified mail service to an unknown 
address or upon an unknown party is not required by the Rules of 
Civil Procedure. 



USPS Address 
Validation Tool

USPS Tool Highlights

• Certified Mail with any combination of invalid city, state, or zip will 
cause a service error.

• The following city, state, and zip code inputs are no longer valid 
for Certified Mail: Unknown, ZZ, 11111 or 99999.

• USPS Address Validation Tool Fields:
• City

• Must be a valid City within the selected State.
• State

• Requires a valid two-letter state abbreviation that is 
contained in the USPS validation table. There are 65 
valid states/US Provinces including: District of Columbia 
(DC), Guam (GU), Puerto Rico (PR), etc.

• Zip Code
• Must be a valid zip code associated with the listed city 

and state.



Service Error: 
Invalid 

Certified Mail 
Address

When certified mail service is 
requested and a certified mail cover 
sheet does not generate from the 
SendPro Enterprise system, the Clerk 
of Courts will determine which case 
and service request contained the 
invalid address.

The Service Error: Invalid Certified 
Mail Address form will be generated 
by the Clerk and docketed to the 
case to alert the court and the filer 
that the certified mail service was 
not issued as requested. Please note 
that this is not the same as certified 
mail delivery “failing” or being  
“unsuccessful” as determined by the 
USPS, which in some circumstances 
is legally significant and would allow 
the sender to attempt service by 
another method. 



Service Error: 
Invalid 

Certified Mail 
Address



Application 
Views:
Invalid 

Certified Mail 
Address

Franklin County Justice System (FCJS)



Application 
Views:
Invalid 

Certified Mail 
Address

Case Information Online (CIO)



Application 
Views:
Invalid 

Certified Mail 
Address

eFlex Electronic Filing System



Notice to 
Filer

• In addition to the 
docketing of the 
Service Error: Invalid 
Certified Mail Address 
action code to the 
docket, filers will also 
receive a copy of the 
Invalid Certified Mail 
Address form (or a 
similar notice) in the 
mail to alert them of 
the error.  



USPS 
Signature Page

• Information pertaining to the 
Certified Mail/RRE item 
number, date of delivery, time 
of delivery, and city, state, and 
zip code remain unchanged.

• Signature section remains 
unchanged.

• What has changed? 
• Account name. There is a 

new reference to PB SPE 
(Pitney Bowes SendPro 
Enterprise)

• Customer Reference 
number elements: 
• Case number 
• Case name (the first 5 

letters of the first 
party’s last name)  

• Date of service 
request

• Sub # (numbering 
system for internal 
users designating 
each item docketed 
on a specific date)



Thank you

If you have further questions regarding these changes, 
please contact the Division you plan to file with. 
https://clerk.franklincountyohio.gov/contactus

https://clerk.franklincountyohio.gov/contactUs
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