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UNITED STATES POSTAL SERVICE
MARKETING

UNITED STATES
POSTAL SERVICE

MAILPIEGE DESIGN

Bill Russell
3447 Harbor Dr.
Westridge VA 22192-1132

g

SCOTT JACKSON
1234 EAST DR
NEW BEDFORD MA 02740-3461

()

Woads Landscaping
567 0ak-St
Pinegrove GA 40834

AMY JONES
4532 WEST DRIVE
SAN ANTONIO TX 78284-9623

Sally Smith
123 Main Street
Washington DC 20260-6801

FOR AUTONATION
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UNITED STATES POSTAL SERVICE
MARKETING

BUSINESS MAIL ENTRY OFFICE
8101 BLUEBONNET BLVD
BATON ROUGE LA 70810-9651
MAIL PIECE DESIGN ANALYST

MAIL PIECE DESIGN ANALYST
PRISCILLA M. BAILEY

MANAGER, KELVIN DANSBY

PHONE: (225) 763-3691
FAX NO: (225) 763-3815
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UNITED STATES POSTAL SERVICE
AUTOMATION BENEFITS Industry

$ Greater Postage Discount

Faster Mail Processing

(D Better, More Consistent
Service
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UNITED STATES POSTAL SERVICE
AUTOMATION BENEFITS USPS

Increase Processing Speed
and Efficiency

Handles Mail Volume Increases
With Fewer Employees

Lower Operating Costs:
$29.68+ per hr per 1,000 letters

— Automated Processing $ 2.16+ per hr per 1,000 letters




5/18/2012

UNITED STATES POSTAL SERVICE
DESIGNING FOR AUTOMATION | etters

nysical Characteristics

acement of Information

Readability
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UNITED STATES POSTAL SERVICE
PHYSICAL CHARACTERISTICS Letters

11-1/2” —>‘

Maximum Weight A ZIP+4 _ Barcoded
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UNITED STATES POSTAL SERVICE
— | PHYSICAL CHARACTERISTICS

”
é‘
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UNITED STATES POSTAL SERVICE
— | PHYSICAL CHARACTERISTICS  shapes

Facing Issue

« Rectangular
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UNITED STATES POSTAL SERVICE

Length + Height = 1.3to 2.5




5/18/2012

UNITED STATES POSTAL SERVICE
— | PHYSICAL CHARACTERISTICS
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UNITED STATES POSTAL SERVICE
PHYSICAL CHARACTERISTICS

Polywrap, Polybag, Shrink-wrap

AMY JONES
4532 WEST DRIVE
SAN ANTONIO TX 78384
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UNITED STATES POSTAL SERVICE
PHYSICAL CHARACTERISTICS Tabbing

SELF-MAILERS

'//
BOOKLET / DOUBLE
POSTCARD

20 Ibs. 75 Ibs.

FOLDED FOLDED
SELF-MAILER SELF-MAILER FOLDED

28 Ibs. 24 |bs. 20 |bs.
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UNITED STATES POSTAL SERVICE
PHYSICAL CHARACTERISTICS Tabbing

BOOKLETS

'//
BOOKLET / DOUBLE
POSTCARD

20 Ibs. 75 Ibs.

FOLDED FOLDED
SELF-MAILER SELF-MAILER FOLDED

28 Ibs. 24 |bs. 20 |bs.
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UNITED STATES POSTAL SERVICE
DESIGNING FOR AUTOMATION  Letters

Physical Characteristics
Placement of information
Readability
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UNITED STATES POSTAL SERVICE
ADDRESS BLOCK

50% of Length
33%

of
Height RETURN ADDRESS AREA

1/2”

OCR READ AREA

(Position address block
in this area)
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UNITED STATES POSTAL SERVICE
NOTICE 67

UNITED STATES
POSTAL SERVICE
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UNITED STATES
POSTAL SERVICE

UNITED STATES POSTAL SERVICE

NOTICE 3A

LETTER-SIZE MAIL DIMENSIONAL STANDAHDS TEMPLATE Emmﬂ

v
]
=
d
w
s
w

e & 144 incheg =—

2 1#/2 inches

I USE THIS TEMPLATE TO CHECK FOR MINIMUM SIZE.
PROPER HEIGHT TO LENGTH RATIO AND THICKNESS.

e — e e mm e e e = e o e o e e e

MAXIMUM POSTCARD DIMENSIONS - 4 1/4" BY E

3'it“|1l1|..'r‘l Size

— e e s Ems

MINIMUM PIECE DIMENSIONS —

I 1/2° bu 5" and o
| least .ﬂ Im:hul- thtr_'h

Plecez .25 inch thick or lesg not meeting
any one aof these requirements are I
(Pieces such as kzs and identification
devicez are not subject to the minimum
standards except For the thickness

requirement. )

W

B S|

T0 USE TEMPLATE. PLACE LOMER
LEFT CORNER OF PIECE HERE.

HMDWSEEB {!’.‘ml for First=Class Mai]l and
Single um Standard 1l {#A) welighing cne ounde
or loss
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Cheek the thickress and helashrt standards by sliding
tha piece through tha 1/4<inch slot lengthwize. IF
plece does not pass through, CHARGE REGULAR POSTAGE

PLUS SURCGHARGE,

Mornstandard First=Class Mail and Standard HMail {A)
Size Limita. & plece of First=Class Mall or Standard
Mail (A) Single-Plece Rate Majil weighing | ounce ar
less = nonstandard if [t excesds any of the
following size limits!

Its length exceeds 11-1/2 inches.
Its height exceeds 6=1/8 inches.
Its thickness exceeds L/6 inch.

: Its aspect vatlo (lengeth divided by height)
does not fall between | to -3 and 1 to 2.5
inclusive

0 inches
——— 8 Lachag m——

— - ——11 142 inghes

Hotice 3A/Maw 1997
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UNITED STATES POSTAL SERVICE
BARCODE CLEAR ZONE

Postal Applied Barcodes

Barcode Clear Zone Barcode Clear Zone

Barcode Clear Zone

Barcode Clear Zone
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UNITED STATES POSTAL SERVICE
PLACEMENT OF INFORMATION

Return Address and Endorsement

Left Half —|

UNITED STATES
POSTAL SERVICE

APPLETREE POINT
123 MAPLE ST. i
WASHINGTON DC 20260-6801 ey ADDRESS SERVICE REQUESTED 3 Postage

ADDRESS SERVICE REQUESTED 1

ADDRESS SERVICE REQUISTED 4

ADDRESS SERVICE REQUESTED 2

DEBBIE DOOLE
1234 SPURS ST
SAN ANTONIO TX 78284-9623
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UNITED STATES POSTAL SERVICE
PLACEMENT OF INFORMATION

Logos and Teaser Copy

APPLETREE POINT

123 MAPLE ST.
WASHINGTON DC 20260-6801
RETURN POSTAGE GUARANTEED

. 1me ffex
T‘W‘W

DEBBIE DOODLE
1234 SPURS ST
SAN ANTONIO TX 78284-9623
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UNITED STATES POSTAL SERVICE
— | DESIGNING FOR AUTOMATION  Letters

Physical Characteristics
Placement of Information
Readability
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UNITED STATES POSTAL SERVICE
ADDRESS INFORMATION Readability

UNITED STATES
POSTAL SERVICE

Postage
Area

Return Address Area

(OPTIONAL) Information/Attention MR S ONEIL PRES
Name of Recipient SEAN ONEIL INC
Delivery Address 3241 MAPLE ST
Post Office, State, ZIP BLACKSBURG VA 24060-1345

Barcode Clear Zone 4 3/4”
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UNITED STATES POSTAL SERVICE
AUTOMATED PROCESSING

UNITED STATES
POSTAL SERVICE

OCR Readable Type Fonts

CENTURY ARIAL

ALL BUT THE KITCHEN SINK INC. ALL BUT THE KITCHEN SINK INC.
1234 EAST DR 1234 EAST DR
NEW BEDFORD MA 02740-3461 NEW BEDFORD MA 02740-3461

TRADE GOTHIC UNIVERS

ALL BUT THE KITCHEN SINK INC. ALL BUT THE KITCHEN SINK INC.
1234 EAST DR 1234 EAST DR
NEW BEDFORD MA 02740-3461 NEW BEDFORD MA 02740-3461
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UNITED STATES POSTAL SERVICE
2/ Address Format

POS

Non-Address Data __, FELO 1225-66H
Information/Attention —— KAREN MAGAZINO

Name of Recipient —— NATIONAL POSTAL FORUM
Delivery Address —— 801 MOUNT VERNON PLACE NW
City, State, ZIP+4 — WASHINGTON DC 20001-3614

GRAND PRODUCTS INC
100 MAJOR ST

PO BOX 200

NEW YORK NY 10001-0200
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UNITED STATES POSTAL SERVICE
READABILITY Insert Shift

UNITED STATES
POSTAL SERVICE

1/8”

MATT HELM

MAX SMART
86 K ST SE
WASHINGTO
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UNITED STATES POSTAL SERVICE
Tap Test
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UNITED STATES POSTAL SERVICE
READABILITY Reflectance
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UNITED STATES POSTAL SERVICE
Print Contrast

UNITED STATES
POSTAL SERVICE

[ ] []

National Postal Forum National Postal Forum
810 Mount Vernon PL NW 810 Mount Vernon PL NW
Washington DC 20001-3614 Washington DC 20001-3614

[ ] L]

National Postal Forum National Postal Forum
810 Mount Vernon PL NW 810 Mount Vernon PL NW
Washington DC 20001-3614 Washington DC 20001-3614
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UNITED STATES POSTAL SIEIWIBIE
Paper Color

RECOMMENDED light pastels or neutrals
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UNITED STATES POSTAL SERVICE
READABILITY Background Interference

r Bleed Through

Background
= Patterns

MAX SMART
86 K ST NW
CHICAGO ILL 60745-1234

Dark Fibers
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UNITED STATES POSTAL SERVICE
Z/ Barcode Placement

3 DIFFERENT BARCODE LOCATIONS

Left most bar in address block at 10 1/2” maximum from right edge

POSTAL BUSINESS CENTER
1760 W 2100 S
SALT LAKE CITY UT 84199-9602
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2/ UNITED STATES POSTAL SERVICE

Designing
Standards for
Commercial
Flat-Size Mallpieces

Postal Bulletin 22252 March 29, 2009
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UNITED STATES POSTAL SERVICE
2/ Flat Design Characteristics

Auto Flats - Must be ! Commercial Flats But Not Too
Rectangular in Shape & ! Must be Flexible Flexible
Uniform in Thickness 5
(Max. — 34")

UNITED STATES

Automated flat-sized i Flat-sized mailpiece is | Flat-sized mailpieces
mailpieces must have a flexible if it can bend at cannot droop too much.
smooth & regular shape. least 1-inch vertically Commercial flat-sized
without being damaged mailpieces must pass
and it does not containa  deflection standards.
rigid inset.
*Deflection criteria effective June 2010
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Z/ UNITED STATES POSTAL SERVICE

DROOP TEST

For flats 10 inches
or longer
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UNITED STATES POSTAL SERVICE

Flat Design <10 inches long

Commercial flats must meet deflection criteria

For flats, length is the longest dimension.

SLB g,
12350y, :-"
oy
| q i 134
|
.L _ Cannat droop more
I | than 2 inches less than
the extended lenglh

DROOP

TEST | é}

For flats less than |
10 inches long '

= A 9-inch piece is extended 4.5 inches and can droop 2.5 inches.
= An 8-inch piece is extended 4 inches and can droop 2 inches.
= A 7-inch piece is extended 3.5 inches and can droop 1.5 inches.
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Z/ UNITED STATES POSTAL SERVICE

DROOP TEST

For flats 10 inches
or longer
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UNITED STATES POSTAL SERVICE
ZZ/ New Address Standards

New standards for the delivery address on
commercial flats specify:

Minimum type size

Horizontal and vertical character spacing

Placement within the top half of the mailpiece
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UNITED STATES POSTAL SERVICE
ZZ/ Address Characteristics

UNITED STATES
POSTAL SERVICE
Mini Si

All presorted and carrier route flats must be
addressed using at least 8-point type.

Each letter or figure must be at least
0.080 inch high.

Flats using the Intelligent Mail barcode may use 6-

point type if the address is printed in all capital
letters.

Each letter or figure must be at least
0.065 inch high.
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UNITED STATES POSTAL SERVICE
2/ Standard Mail Format

Address Placement

The new placement standards apply to all
Periodicals, Standard Mail, and Package Services
flats mailed at presort, carrier route, and
automation prices.

They do not apply to First-Class Mail!
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UNITED STATES POSTAL SERVICE
ZZ/ Address Placement

The delivery address must be entirely within the top
half of the mailpiece.
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UNITED STATES POSTAL SERVICE
2/ Address Placement

Placement of the “top” Is:

Either of the shorter edges on enveloped or
polywrapped pieces, and on all Carrier Route (or
ECR) Saturation pieces.

The upper edge when the spine is placed on the
right-hand side of an unenclosed piece.
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UNITED STATES POSTAL SERVICE

UNITED STATES

TGP half portion of the flat

Address cannot read upside Address can read right or left
down and must be within and n!ua_t be within top half
top half of mailpiece of mailpiece

Front or Back of Piece Front or Back of Piece

New Address Standards for Commercial Flat-Size Mail — Updated 3/3/09
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UNITED STATES POSTAL SERVICE
Z/ Address Placement

“Vertical” address may cross midpoint if it begins
or ends within 1 inch of top edge

e

“Xepiiue; Peduo)

ize Mail — Updated 3/3/09
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UNITED STATES POSTAL SERVICE
Z/ Address Placement

“Catalog Example

) 'EW_

Usually addressed

on back cover

New Address Standards for Commercial Flat-Size Mail — Updated 3/3/09
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UNITED STATES POSTAL SERVICE
ZZ/ Address Placement

‘Magazine Example

Usually addressed

on front cover

New Address Standards for Commercial Flat-Size Mail — Updated 3/3/09
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UNITED STATES POSTAL SERVICE
2/ Address Placement

Polywrapped

When the address is on aloose enclosure
polywrapped with the host piece, at least the first
half-inch of the address must remain within the

top half throughout processing and delivery.
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UNITED STATES POSTAL SERVICE
Z/ Address Placement

“NM4gazine in Polywrap Example

Often addressed
on aloose
enclosure

New Address Standards for Commercial Flat-Size Mail — Updated 3/3/09
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UNITED STATES POSTAL SERVICE
Z/ Address Placement

““f*arge Envelope Examples

Horizontal format is fine:

New Address Standards for Commercial Flat-Size Mail — Updated 3/3/09
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2/ UNITED STATES POSTAL SERVICE

MAILPIECE DESIGN FOR AUTOMATION

]
TS D




