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Mailpiece Quality

Presenter
Presentation Notes

Good morning or afternoon.  My name is ___________.  Today’s presentation is on Mail piece Quality. After completing this presentation, you should have a better understanding of the USPS acceptance requirements as they relate to mail piece design.
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What am I mailing?

 Mailable
 Is your piece mailable?

 Machinable
 Can your piece be processed through USPS 

automated equipment?
 Automatable 

 Is your piece barcoded and automation 
compatible?

Presenter
Presentation Notes
Our goal here today is to give you a look into the way the Postal Service see, processes and handles your mail.  
We are going to go over a lot of information, some of which you probably already know or are aware of, and hopefully give you some new things to think about.  ��What we’d like you to be able to take away from this meeting is some basic ideas of what you can and can’t do when designing but more importantly when to call your contacts here at Quinnipiac University and what questions to ask them when designing a mailpiece. 
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Agenda
 Classes of Mail

 First-class Mail
 Standard Mail

 Mail Processing Categories 
 Postcard
 Letter
 Flat
 Parcel

 Mailpiece Characteristics
 Dimensions
 Aspect Ratio
 Plastic covering
 Odd-Shaped items
 Flexibility
 Paper Stock
 Reflectance
 Print Contrast

Presenter
Presentation Notes
The first topic that we will cover during the presentation is Mailpiece Characteristics.
Poor mail design can cause delays in the processing and delivery of your mail.  Understanding the requirements and the impact it can have on your mail will allow you to prepare mail pieces that are acceptable for mailing and qualify for our work share discounts.  Good designs give you the confidence that your time and effort will pay off in postal discounts and successful postal processing of your mail. 
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Classes of Mail
 First-class Mail

 1-3 day delivery time
 Mail forwarded or returned to sender at no additional charge
 Ancillary service endorsements available
 Single piece or quantity discounts/500 pieces of more
 Bills, statements or handwritten and/or personal correspondence
 Closed against inspection

 Standard Mail
 7-10 day delivery time
 If undeliverable mail can be disposed of by USPS.
 Ancillary service endorsements available
 Single piece not available – must mail 200 pieces or more
 Printed Matter, circulars, pamphlets, catalogs, newsletters, direct mail & merchandise
 Can be opened and inspected by USPS
 Non-profit mail

Presenter
Presentation Notes
*Standard mail is quoted to have a 7-10 day delivery time – this is approximate, depending on things like time of year, weather conditions, etc.  7-10 days is an average.  
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New Shape Based Prices

Shape Matters: First Class Mail                                                                                   

2 oz Letter    59¢

2 oz Flat       $1.00 

2 oz Package      $1.34
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 First-Class Postcard Rate

4 1/4"
Max.
Height

6" Max. Length

3 1/2”
Min.
Height

5" Min. Length

Thickness: 
.007" - .016"

Mailpiece Quality - Postcard Dimensions

Length
Height
Thickness

Minimum
5 inches
3-1/2 inches
0.007 inch

Maximum
6 inches
4-1/4 inches
0.016 inch

First-Class Mail
Price

$0.27

Presenter
Presentation Notes
Mail piece design and construction that conforms to Postal Service requirements reduces the cost for you and the Postal Service.  The proper design and construction also ensures that the piece is mailable.  Mail pieces that do not meet minimum requirements or exceed requirements are non-mailable.  As a reminder, non-mailabble means that the piece is prohibited from the mail stream. No surcharge, fee or additional postage make a non-mailable piece mailable.  

Here are some of the minimum and maximum dimensions for a Post Card.  You will see that the Postcard and letter size minimum and maximum are different. 

The minimum Postcard must be 3 ½” high X 5” long X .007” thick to be mailable.
The maximum Postcard Size is 4 1/4” high X 6” long X .016” thick

Mailpieces exceeding 4 ¼” high X 6” long must be a minimum of .009” thick to meet requirements.
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6 1/8"
Max.
Height

11 1/2" Max. Length

3 1/2”
Min.
Height

5" Min. Length

Mailpiece Quality - Letter-size Dimensions

Length
Height
Thickness

Minimum
5 inches
3-1/2 inches
0.007 inch

Maximum
11-1/2 inches
6-1/8 inches
1/4 inch

Weight 
not over 
(ounces)

1
2
3

3.5

First-Class 
Mail Price

$0.42
$0.59
$0.76
$0.93

Presenter
Presentation Notes
Letters, because they are processed differently, have some differing size requirements.  The Postal Service bases a mail piece’s processing category solely on the physical dimensions, not the address orientation. 

Here are the minimum and maximum dimensions for Letter Mail:

Pieces must be  3 ½” high X 5” long X .007” thick.  Same as Postcards
Maximum Letter Size: 6 1/8” high X 11 ½” long X .25” thick
Maximum weights differ (read off slide).

Heavy letter mail (i.e., barcoded letter-size mail weighing more than 3 ounces) must have a barcode in the address block and must be prepared in a sealed envelope. Heavy letter mail may neither contain stiff enclosures nor be prepared as a self-mailer or booklet-type mailpiece.
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3.5” to
4.25”
High

5” to 6” Long

Thickness: .007”
- up to .016” for postcards 
- up to .25” for letters

4.25” to 
6.125”
High

6” to 11.5” Long

Thickness: 
.009” to .025”

Mailpiece Quality - Letters Thickness

 Pieces exceeding 4 ¼” X 6” and less than .009” 
thick cannot be mailed

 Automation letter rate pieces must meet the 
above dimensions

Presenter
Presentation Notes
Based on the processing equipment and the handling processes that the USPS has there are limitations to the thinness and thickness of a mail piece.  This is especially critical when you are designing mail that will be claiming any type of automation work share discounts.  If a mail piece is too thin, it can just fly all over when it is run on high speed automation. Larger mail pieces tend to jam the automated machinery if they are too flimsy. 

Mail pieces more than 4-1/4”or 6” long and less than 0.009” thick incur a nonmachinable surcharge.





9

Mailpiece Quality - Flat-size Dimensions
12”
max.

6-1/8”
min.

Height

Minimum*   Maximum

Length 11-1/2”           15 “

Height 6-1/8 “ 12 “

Thickness ¼ inch         ¾ inch

*Flats exceed at least one of these dimensions

Length
11-1/2”
min.

15”
max.

Weight not 
over 

(ounces)
1
2
3
4

First-Class
Mail Price

$0.83
1.00
1.17
1.34
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Self-folded Mailers

Tabs 
Wafer Seals 
Spot Glue

FOLDED
SELF-MAILER

FOLDED
SELF-MAILER

20 lbs.

20 lbs.

Single Sheet Multiple Sheets

Is the fold on top?  If so, two tabs are required on the bottom  (1” in 
from either side).

When saddle stitched, spine MUST be on the bottom.

FOLDED
SELF-MAILER FOLDED

28 lbs. 24 lbs.
Single/Multiple Sheets

FOLDED
SELF-MAILER

BOOKLET
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Non-machinable Surcharges
Examples of Letter Nonmachinablity:

Rigid or contains odd-shaped items, such as: 
Keys, Coins, Pencils, Pens, etc…

The delivery address is not parallel to the 
longest side of the mailpiece

Has clasps, strings, buttons, or similar closure 
devices

Enclosed in plastic material
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Odd-Shaped Items – Letters & Flats 

 Contains items such as pens, pencils, or loose 
keys or coins that cause the thickness of the 
mailpiece to be uneven

 Also not permitted on automation-rate                
letter-size or flat-size mail

Presenter
Presentation Notes
Sometimes when we are designing a mailpiece, we are thinking of what the customer will think when they open the item.  This does not always coincide with Postal requirements for automation.  If you are claiming automation rates, the mailpiece needs to be uniform in thickness.  So if you want to design mailpiece that contains items such as pens, pencils, or loose keys or coins that cause the thickness of the mailpiece to be uneven it would incur a nonmachinable surcharge.  

This is not to say that you cannot mail these types of items, just that you cannot claim automation rates which are more favorable.  Mailpieces need to be uniform in thickness to be processed on automation equipment.

If you do however decide to place items such as this in a mailpiece please ensure it’s secured in the envelope.  �
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Closure Devices – Letters Only!

Has claps, strings, buttons, or similar closure devices

Also not permitted on automation-rate letter-size mail.



14

5"

4"

4"

Machinable
4” X 6” = 1.5

Non-machinable
4” X 5” = 1.25

6"

Aspect Ratio – Letters Only
 Aspect ratio (length divided by height) does not 

meet spec if less than 1.3 or greater than 2.5  

 Also applicable for automation or Qualified Business Reply Mail rates

Presenter
Presentation Notes
The aspect ratio of a mail piece is determined by it’s length divided by it’s height.  Why is this important to you, you ask?  Well a mail piece is considered nonmachinable if it has an aspect ratio of less than 1.3 or more than 2.5.

So again, the aspect ratio is determined by dividing the length by the height of a mailpiece.  So in the example above, the pieces length is 5” and it’s height is 4”.   So if you divide the length 5” by height 4” you come up with 1.25 which is non-machinable.

In the next example, the mailpiece length is 6” and the height is 4”.  So, 6” 1/4” is 1.5” making the mail pieces acceptable.

Now, if the aspect ration is under or over acceptable sizes the mailpiece incurs a non-automation surcharge.  The reason for this is the same reason there are size limits, due to the processing of the mail.  

Mail pieces that are under the aspect ration tolerance tend to tumble through our automation equipment.  Larger items that exceed the limits tend to jam the machinery more often and the exceptionally long mailpieces throw off the timing of the machines.  By timing, we are referring to the readability components of the system such as the barcode and address.
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PLASTICS INC
PO BOX 0000
ANYWHERE IN 46206-0001

U.S. 
POSTAGE 

PAID

PERMIT 
xxx

City State

POSTAL FORUM
801 Mount Vernon Place NW

Washington  DC  20001 
Don’t even think about it!!

Plastic Covers – Not for Letters!

 Is polybagged, polywrapped, or enclosed in any 
plastic material OK?

 Also not permitted on automation-rate               letter-
size mail

Presenter
Presentation Notes
The USPS continues to offer a range of options for nonautomation-compatible mailpieces of all classes, however at somewhat higher postage rates. 
You may design your mailpieces to be compatible with the Postal Service's optical character readers, which can add barcodes to pieces not originally bearing them. If you do not prebarcode your mailpieces, it is likely that the Postal Service will attempt to do so itself. 
In this case one thing you must remember not to do is use  polybag, polywrap, or enclose your mailpiece in any plastic material.  Your mail will be handled as non-machinable and you may pay a non-machinable surcharge.
The reason this incurs a surcharge is that plastic material jams in the machines and causes static electricity.
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Automating Your Mailpieces Flexibility                                                
-- Letters                      --
 Is too rigid (does not bend easily when 

subjected to a transport belt tension of 40 
pounds around an 11-inch diameter turn)

 Automation-rate letter-size mail must be flexible

Presenter
Presentation Notes
The Postal Service processes and distributes mail through a variety of mechanized and automated equipment. The most efficient and accurate processing comes from the use of automated, high-speed, computerized mail sorting and processing equipment. The Postal Service uses two basic types of automated equipment to process letter-size mail: Optical Character Readers (OCR) and Barcode Sorters (BCS). 
If a mailpiece is too rigid (does not bend easily when subjected to a transport belt tension of 40-pounds around an 11-inch diameter turn), a nonmachinable surcharge is incurred. 
In addition to size, shape, and material used to create letter mail, flexibility and rigidity of the mailpiece are important. The contents of mail must be reasonably flexible to ensure proper transport through postal processing equipment. 
At the same time, if your mail is too flimsy, it might catch in the metal joints of the processing equipment. Extremely flimsy or thin mailpieces also tend to stick together or adhere to other pieces easily, causing missorts and possible delays in delivery of the mail. 
Items such as credit cards and small coins firmly attached to the contents of the mailpiece are usually acceptable if the mailpiece and its contents can bend easily around an 11-inch diameter steel drum (11-inch diameter drums are used in the USPS's automated machinery's belt transport system

The reason for this criteria is that the automation equipment has many twists and turns that the mailpiece must travel around.
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Flats and Large Envelopes
Nonmachinable Large Envelopes

Large envelopes with the following characteristics 
are subject to package prices:

Not flexible (Rigid)

Not rectangular (Squares are considered rectangular)

Not uniform in thickness (1/4” variation in thickness 
allowed)
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National Postal Forum
810 Mount Vernon PL NW
Washington  DC  20001-3614

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

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

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

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

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

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

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

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

Mailpiece Quality - Print Contrast

Presenter
Presentation Notes
Sufficient contrast between the print and the background must be apparent to be successfully processed on the Optical Character Reader (OCR) or Barcode Scanner (BCS). The lighter the background and the darker the print the better the chance for automation compatibility.

Although a white background is preferred, pastels and a number of other light colors are acceptable.

A black envelope with a white delivery address (reverse printing) is not acceptable for OCR processing.
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Mailpiece Quality - Choose the 
Right Colors – Letters & Flats
 White paper/black ink is BEST!
 Pastel colors with dark ink work

Be
st

Presenter
Presentation Notes
To maintain an adequate contrast, using dark ink on a light background is needed.  The best possible contrast is black ink on white paper.  This is a chart to refer to if you want to use color because I know sometimes black and white does not grab your audience’s attention…But remember, always use dark ink, preferably black.
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Quality “Not-to-do’s” 
Incompatible Materials
 Textured/Glossy Paper
 Metallic Paper
 Fluorescence/ 

Phosphorescence
 Some Recycled Paper          

Dark Fibers
 Security Patterns
 15% Maximum Contrast
 Opacity

Presenter
Presentation Notes
Some materials are incompatible with automation processing.  They include things such as:

Textured/Glossy Paper – When the Postal Service applies barcodes to glossy paper, it tends to smear before it has a chance to dry.

Fluorescence/Phosphorescence are incompatible.

Some recycled paper tends to have dark fibers.  The OCR sees the fibers as characters and times out before successfully barcoding the piece.

Security patterns pose the same problem as recycled paper.  The pattern causes the machine to look harder for the address, thus causing a potential to time out before successfully barcoding the piece.

Opacity often causes problems because the information on the insert shows through the envelope paper.

http://www.envelopemall.com/_vti_bin/shtml.dll/index.html/map2�
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POSTAL CUSTOMER COUNCIL
475 L’Enfant Plz
Washington  DC  20260-0846

POSTAL CUSTOMER COUNCIL
475 L’Enfant Plz
Washington  DC  20260-0846

U.S. 
POSTAGE 

PAID

PERMIT 
xxx

City State

U.S. 
POSTAGE 

PAID

PERMIT 
xxx

City State

Building Quality – Letters & Flats 
Address Orientation
 Has a delivery address parallel to the shorter 

dimension of the mailpiece

 Automation rates require that the delivery 
address be parallel to the longest dimension

Presenter
Presentation Notes
As I mentioned in a prior slide, the Postal Service bases a mail piece’s processing category solely on the physical dimensions, not the address orientation. 
Now, that being said it is very important to place the mailing address correctly on your mailpieces to ensure the proper handling and processing of your mail.  

If the delivery address is parallel to the shorter dimension of the mailpiece the mail tends to tumble and, therefore, the machine cannot read the address.

Generally, the placement of the delivery address establishes which dimensions of the piece are the length and height for determining the mailability.  The length is the dimension that is parallel to the address as it is read.  The height is the dimension that is perpendicular to the address. 
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Allow a clear space of 1/8” to the left and right and 1/25” above and below 
between the barcode and printing to the window or label edge

Maximum weights for automation rate mail are listed in DMM C810.2.3

1735 N LYNN ST
ARLINGTON  VA  22209-6030

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

1/8”

Min.

1/25” 
Min.

1/8”

Min.

Building Quality Barcode 
Clearance & Window Insert Shift

Presenter
Presentation Notes
If you are preparing automation mailpieces, the enhanced capabilities of current USPS barcode readers allow for the placement of barcodes in either of two possible locations on the face of a letter-size mailpiece. The barcode must appear either in the lower right corner of the mailpiece in the barcode clear zone, or if printed as part of the address, in the address block barcode read area. 

For the Barcode Sorters to successfully read a barcode, a clearance of 1/25” above and below and 1/8” on the left and right side of the barcode must be maintained.

Window envelopes must maintain this clearance when tapped to the left, tapped to the right and also tapped down.  
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Barcode must be within 4” of mailpiece bottom and at least 1/2” 
from right or left edge

Entire address block and barcode must be at least 5/8” from bottom

POSTAL CUSTOMER COUNCIL
475 L’ENFANT PLZ
WASHINGTON  DC  20260-0846

BARCODE READ AREA

4”

Quality Mailpieces Barcode 
Placement - Letters

1/2” 1/2”

Presenter
Presentation Notes
For the Barcode Sorter to successfully read the barcode, it must be placed within 4” from the bottom and at least ½” from the right or left edge of the mailpiece.

The address block and barcode must be at least 5/8” from the bottom of the mailpiece.
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New from the USPS

 Customized MarketMail – your mailpiece no 
longer needs to be a square or rectangle, any 
size or shape can now be mailed*.

*Specific rules and regulations apply to these mailpieces.
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Customized MarketMail

Innovative Customized MarketMail pieces help 
advertisers and direct marketers break through 
the mailbox clutter and enhance response rates

High-Impact Design Relevant Offer

A Creative Tool for Advertisers & Marketers
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Customized MarketMail
Maximum Creative Flexibility

 Customized MarketMail provides 
generous size and weight options

 Height: 3 ½” to 12”

 Length: 5” to 15”

 Thickness: 0.007” to 3/4”
Non-uniform thickness
Voids and holes within piece

 Weight: May not exceed 3.3 ounces
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Customized MarketMail

Plastic

Virtually Unlimited Creative Options 

Paper
Foam

Rubber
Cardstock

Cardboard
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Customized MarketMail
So What’s the Catch?

 CMM pieces must be flexible enough to allow placement in 
smaller mailboxes

 A CMM mailing must contain a minimum of 200 pieces

 CMM pieces must be delivered to the Postal Service’s 
Delivery Unit’s by the customer

 There is no forwarding or “Return to Sender” for 
undeliverable as addressed CMM pieces; undeliverable 
pieces will be discarded

 “Current Resident” or “Occupant Addressee” endorsement 
required on all CMM pieces
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Questions?

Build Quality Mailpieces Every 
Time!!

Presenter
Presentation Notes
Thank you for attending today’s presentation. Now I will open it up for any questions or comments that you might have.
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