Instruction for Completion of PS Form 1583
Box 1
Enter date of application.
Box 2
Enter ALL names in which mail be received, including maiden names, business and personal names (NOTE:  Each individual whose name is entered here must provide two pieces of identification).

Box 3
Nothing to complete.

Box 4
Nothing to complete.

Box 5
Sign here if you wish to have Distinctive Notary & Services accept Restricted Delivery items.  This does not mean regular Certified, Insured, or Registered Mail – we must accept all of these items.  Restricted Delivery is a separate, more expensive service that mailers use to have only the addressee sign for a mail piece. 

Box 6
Name of applicant.  This name MUST match the ID asked for in box 9.  If there is more than one, all must be listed here.  For expediency, you may mark “same as Box 2”.  

Box 7
Your current home address and telephone number.  NOTE:  This cannot be the address of a commercial mail receiving agency or a P.O. Box. 

Box 8
Do not fill in this portion.  Fax copies of two pieces of identification to us.  We will fill in this box from the information on your ID.  Please note what are considered acceptable forms of ID as shown in Box 8.  You must provide two pieces of ID for every individual whose mail will be received, except for minor children. 

Box 9
If using box for business purposes, list the business name(s).  If not mark N/A. 

Box 10 If using box for business purposes, give business address and telephone number.  If not, mark N/A.  

Box 11 If using box for business purposes, write in the type of business.  If not mark N/A. 

Box 12 If using box for business purposes, list every individual whose name will appear on incoming mail.  Include photocopies of their ID as referenced in Box 8. 

Box 13 If using box for business purposes and the business is a corporation, list names and addresses of corporate officers. 

Box 14 If using box for business purposes, list the county, state and date of registration of the business name or mark N/A. 

Box 15 For notary or Distinctive Notary & Services agent signature. 
Box 16 Signature of applicant.  If this form is not signed in the presence of a Distinctive Notary & Services agent, it MUST be notarized.  All applicants whose names appear on this form must sign in the presence of a Notary Public or Distinctive Notary & Services agent. 
