
The USPS has updated the USPS 1583 form and the process that we use to submit them. Unfortu-
nately, they are also requiring that we receive a new, updated 1583 form for each of our clients. We 
understand that this is an inconvenience for our customers and we appreciate your assistance with 
this matter.  

We are required to receive a USPS 1583 form for all adults receiving mail at our 1530 P B Ln, Wichi-
ta Falls, TX 76302 address. Each adult will need to fill out a single 1583 form. This means that 
spouses cannot fill out 1 form together, they will need to fill out separate forms for each person. If 
you have businesses that use this address, you will need to fill out a single 1583 form for each busi-
ness name.  

In order to use a CMRA (Commercial Mail Receiving Agent) in the US, you are required to fill out this 
form. If you’re unable to complete the form or you do not send us a completed one by March 2024 
we will be unable to continue forwarding your mail after your service expires. 

Since this is a government form, it can be a little confusing. You will find instructions in this PDF for 
completing the form and information on the ID requirements. Please feel free to contact us with any 
questions you may have regarding this process and/or the form. These questions are best answered 
via email so that we can take time to address all of your concerns. You can email us at either 
elaine@texashomebase.com or dru@texashomebase.com. However, if you need to call us we an-
swer the phones from 8:30am—2:30pm CST, Monday through Friday. Our phone number is (866) 
766-2095 or the local number is (940) 766-2095.  

 

 

In our example, we will follow John Doe who is updating his USPS 1583 form. He will be including a 
business as well as an “authorized individual” on the form. An “authorized individual” is someone 
who is authorized to pick up his mail on his behalf. If John was married, his spouse would need to fill 
out a separate 1583 form and include 2 IDs as well.  

John Doe,  
current THB customer 

and happy traveler 

John’s sister,  
Jane Doe. She lives 

near THB and picks up 
his mail occasionally  

T h i s  i s  a  B u s i n e s s  

1234 State Street  
Anytown, TX 98715-
2345  

Phone: 555 999-3333 
Email: 
thisisanemail@gmail.c

O r g a n i za t i o n  

John also has a retail business that 
he receives mail for  

How to Fill Out Your Form Using an Example customer:  

New USPS 1583 form: What is it and why do I need to fill it out?  



John Doe is a current Texas Home Base client and needs to fill out his updated 1583 form. He 
shares his mailbox with one company and no other adults. However, his sister Jane Doe lives near 
Wichita Falls and picks up his mail periodically. He will need to fill out one 1583 form for himself that 
lists his information, his sister’s (or the “authorized individual”) information and his business infor-
mation. He will do so in the 3 sections of the form:  

Section 1: Client’s Information   

For the 2 forms of required identification he 
will use his Driver’s License and US Passport. 
At least one ID will need to include a photo of 

John.  



SecƟon 1: Client’s InformaƟon   

Boxes 4a-4c & 9a should match the name on 
John’s IDs.  

 

Boxes 4f-4j and 9b-9f should match the address 
on his ID(s).  

John will select the 2 forms of ID he’s using in 
boxes 8e & 9g. He’s using his US Passport &  

U.S. State Driver’s License  

In boxes 8a-8d, John will input the informaƟon 
from his first ID (or his “photo ID”). This includes 

the ID number, the issuing enƟty & the  
expiraƟon date 



John Doe’s sister lives near Wichita Falls and picks up his mail from time to time. He will need to use 
this form to add her as an “authorized individual” to allow her to do so. She will need to provide 2 
types of IDs as well for this form. Section 2 contains boxes 5, 10 & 11. The areas are similar the  
section 1 but will have Jane’s information included:  

Section 2: “Authorized Individual’s” Information   

For the 2 forms of required identification Jane 
will use her Driver’s License and US Passport. 
At least one ID will need to include a photo of 

Jane.  



Boxes 5a-5c & 11a should match the name 
on Jane’s the IDs.  

 

Boxes 5f-5j and 11b-11f should match the 
address on her ID(s).  

John will select the 2 forms of ID he’s  
using for his sister Jane in boxes 10e & 
11g. He’s using her US Passport & U.S. 

State Driver’s License  

In boxes 10a-10d, John will input the in-
formation from Jane’s first ID (or her 

“photo ID”). This includes the ID number, 
the issuing entity & the expiration date 

SecƟon 2: “Authorized Individual’s” InformaƟon   



John also has a business that he will receive mail for at his Texas Home Base address. He will need 
to list the business’s information in 7a. If John had 3 other separate businesses, he would need to fill 
out 3 more 1583 forms and list the separate businesses’ information on 7a of each form.  

Box 7 includes the business name, 
business type, the official street ad-
dress , the phone number and the 

County & state of registration (or where 
it’s “registered agent” is located)  

Section 3: Business Info & Signatures 

To complete the form, the USPS requires that John signs it in front of a 
notary or by using an online notary service. John will sign on line 13a and 

the notary will sign on line 14a. 

There is also an optional Notary seal area on the bottom of page 2 if the 
Notary does not use their own acknowledgement form.  

If John had a business partner or a minor child who might also re-
ceive  mail periodically, he would need to list that information on 

line 12 “Exceptions for Additional Recipients of Mail”  



Bringing it all together: 

To complete the form, John will need to send the original, signed USPS 1583 form along with an im-
age of the 2 forms of ID for himself and the 2 forms of ID he’s using for his sister Jane (or the 
“authorized individual) to Texas Home Base. If he’s filled out the form with an ink pen, he will need 
to send the original form to Texas Home Base, 1530 PB Ln, Wichita Falls, TX 76302. If he’s filled 
out the form digitally and used an online notary, he will need to send the completed digital document 
along with an image of the 2 forms of ID for himself and the 2 forms of ID he’s using for his sister 
Jane to elaine@texashomebase.com or dru@texashomebase.com.  



What if John is Just John?   

If John has no one that is authorized to pick up his mail and he has no business, how should 
he fill out the form? He will fill out boxes 4, 8 & 9 as well as his signature on line 13a. He will com-
plete the same process to send the updated form to Texas Home Base: If he’s filled out the form 
with an ink pen, he will need to send the original form along with a copy of his IDs (or an image sent 
to dru@texashomebase.com) to Texas Home Base, 1530 PB Ln, Wichita Falls, TX 76302. If he’s 
filled out the form digitally and used an online notary, he will need to send the completed digital doc-
ument along with an image of the 2 forms of ID for himself and the 2 forms of ID he’s using for his 
sister Jane to elaine@texashomebase.com or dru@texashomebase.com.  


