
 

 
 
 
 
 
This guide explains how to personalize the Hope Through Healing Grief Mail Series using the HOPE 
templates.  Our templates have been created with the volunteer staff in mind and are compatible with a 
standard office printer.   
 
Each publication has a center blank panel which can be used to imprint your organization’s logo, 
personalized message, or bereavement care information.   You can also use the center panel as a 
mailing face, placing your return address in the upper left corner and your recipient’s name and address 
in the center.   
 
We’ve attached the following easy-to-use templates:   
 

· HOPE Text Word Document:   Pre-aligned with text boxes to add logos, supportive messages, 
or bereavement care information 

· HOPE Mail Template:  Used for mailing purposes or additional personalization 

· HOPE Tracking Form:  Tracks your monthly mailing schedule 

· HOPE User Guide:  Helpful tips on using the templates 
 

Copying Instructions 
 

· Modify the templates with your organization’s logo, personalized message, or bereavement care 
information.   

· Print onto plain paper to create the template you will place on the glass flatbed of your copier. 

· Check to ensure the text box lines up on the mailer by placing your personalized template on 
top of the issue you wish to mail. Then hold them up to a light or window. Do the templates 
lineup with the blank panels? 

· Make any necessary adjustments to the template, font size, spacing, etc before you continue to 
the copier phase.  Do this check after each new template you create.   

· Ensure you know which way the paper should face in the copier’s paper tray and that the glass 
is surface is clean.  
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The HOPE Tracking Form records mailings on a 30 day, 3-month, 6-month, 9-month, 11 month, and 13 
month schedule.  
 

· Enter contact information  

· Once the Date of Death is listed, mailing dates will populate  

· Create filters or a pivot table for advanced viewing 
 

Helpful Hints 
 

· We suggest you imprint only on the issues you are mailing each month and not your entire 
inventory. This will ensure you have product on hand for any contact changes that are needed. 
  

· If you are a hospice 

· Archive the HOPE Tracking Form if needed for JACHO or Medicare Surveyors. 

· Personalize your Post Anniversary (13-month/H6) to comply with Medicare regulations by 
indicating that it will be the 'last of the series' or 'final mailing' they will receive. 

· Placing a Hope Through Healing Grief Mail Series sample set in your bereavement 
procedure manual may be a helpful tool for hospice surveyors to review.  

 
Please know that you can always call with questions or needed support.  We are available during office 
hours Monday through Friday 9am-5pm, Arizona Time at 480-777-5828 or 
hopethroughhealing@gmail.com.   
 
Feel free to visit our website at hopethroughhealing.com for all Grief Mail Series products and a full line 
of Specialty Cards designed for healthcare workers and the people they support.  We hope you find the 
Hope Through Healing Grief Mail Series a useful tool for the very important work you do.   
 
Thank you for your business! 
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