“Notice” Instructions:
1 - Print Notice “A” and Notice “B” for each person to receive “Notice of Exemption”

      Write the name of the man or woman receiving the Notice on both the notice…

You are addressing them man or the woman not the office… that who is being held liable

1 - Notice “A” - the original you keep in your possession.  If go to court always have to have 

the original because a copy is ‘hearsay’
2 - Notice “B” - contains the closing sentence: 
“This is a true copy of the original in my possession.”

3 - Notice “B” is to be mailed to whoever in management needs to be Noticed.
4 - Send certified mail return receipt for your records to be kept with Notice “A”

5 - Write the certified mail receipt number on each copy “A” and “B” BEFORE mailing.

6 - Create a “Notice Mailing History” record page.

Example:    1 - John Smith, HR - mailed 9/27/2021    
Responded: No - Yes - ______________ m/d/y
2 - Jane Doe, CEO - mailed 10/1/21
Responded: No - Yes - ______________ m/d/y

