
Design 
Standards

TOPICS
101 Physical Standards
102 Elements on the Face 

of a Mailpiece

Domestic Mail Manual • Updated 7-28-13

Design Standards101

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Physical Standards

1.0 Physical Standards for Letters
1.1 Dimensional Standards for Letters
1.2 Nonmachinable Criteria

2.0 Physical Standards for Flats
2.1 General Definition of Flat-Size Mail
2.2 Length and Height of Flats
2.3 Minimum Flexibility Criteria for 

Flat-Size Pieces
2.4 Uniform Thickness
2.5 Flat-Size Pieces Not Eligible for 

Flat-Size Pricing

3.0 Physical Standards for Parcels
3.1 Processing Categories
3.2 Maximum Weight and Size
3.3 Two or More Packages
3.4 Machinable Parcels
3.5 Soft Goods and 

Enveloped Printed Matter
3.6 Irregular Parcels
3.7 Outside Parcel

4.0 Additional Physical Standards 
for Priority Mail Express

4.1 Physical Standards of Mailpieces
4.2 Two or More Packages

5.0 Additional Physical Standards 
for Priority Mail

5.1 Physical Standards of Mailpieces
5.2 Two or More Packages
5.3 Balloon Price
5.4 Dimensional Weight Price

6.0 Additional Physical Standards 
for First-Class Mail

6.1 Maximum Weight and Size
6.2 Minimum Standards
6.3 Cards Claimed at Card Prices
6.4 Nonmachinable Pieces
6.5 Parcels
6.6 Two or More Packages

7.0 Additional Physical Standards for 
Standard Post

7.1 Dimension and Weight Standards

8.0 Additional Physical Standards 
for Media Mail

8.1 Dimension and Weight Standards 

9.0 Additional Physical Standards 
for Library Mail

9.1 Dimension and Weight Standards 

102
Elements on the Face 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
of a Mailpiece

1.0 All Mailpieces
1.1 Clear Space
1.2 Delivery and Return Address
1.3 Postage Payment

2.0 Address Placement for Letters
2.1 Delivery Address Placement
2.2 Address Placement Causing Mail 

to be Nonmailable or 
Nonmachinable

3.0 Placement and Content 
of Mail Markings

3.1 Placement of Priority Mail Marking
3.2  Placement of First-Class Mail 

Markings
3.3 Mail Markings

4.0  Endorsement Placement
4.1 Endorsements for Delivery 

Instructions and Ancillary Services
4.2 Return Address
4.3 Placement of Endorsement
4.4 Physical Standards for 

Endorsements
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Prices and Eligibility

1.0 Priority Mail Express Prices and 
Fees 

1.1 Prices Charged Per Piece
1.2 Computing Postage
1.3 Prices
1.4 Flat Rate Packaging
1.5 Sunday and Holiday Premium
1.6 Pickup on Demand

2.0 Basic Eligibility Standards 
for Priority Mail Express 

2.1 Definition
2.2 Matter Closed Against 

Postal Inspection

3.0  Content Standards for Priority 
Mail Express

3.1 Eligibility
3.2 Matter Required to be Mailed as 

First-Class Mail

4.0  Service Features of Priority Mail 
Express

4.1 General
4.2 Priority Mail Express Next Day 

Delivery
4.3 Priority Mail Express Second Day 

Delivery
4.4 Priority Mail Express Military Service 

(PMEMS) 
4.5 Custom Designed
4.6 Priority Mail Express Open and 

Distribute

114

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Postage Payment Methods

1.0 Postage Payment Methods
1.1 Payment Method
1.2 Affixing Postage—Single-Piece 

Mailings
1.3 Prepaid Reply Postage
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Mail Preparation

1.0 Priority Mail Express Supplies
1.1 Packaging Provided by USPS
1.2 Labels

2.0 Priority Mail Express 
Next Day and Second Day

2.1 Mailing Label
2.2 Waiver of Signature
2.3 Signature Required
2.4 ZIP Code Determination

3.0 Firm Mailing Book
3.1 Completing a Firm Mailing Book
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Deposit

1.0 Priority Mail Express Next Day 
and Second Day Delivery

1.1 Deposit of Next Day and Second 
Day Delivery

2.0 Priority Mail Express Military 
Service

2.1 Deposit

3.0 Pickup on Demand Service
3.1 Availability
3.2 Pickup on Demand Fee
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Priority Mail
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Priority Mail
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Prices and Eligibility

1.0 Priority Mail Prices and Fees
1.1 Price Application
1.2 Prices
1.3 Balloon Price
1.4 Dimensional Weight Price for 

Low-Density Parcels to Zones 5-8
1.5 Flat Rate Envelopes and Boxes
1.6 Regional Rate Boxes
1.7 Prices for Keys and 

Identification Devices
1.8 Keys and Identification Devices
1.9 Pickup on Demand Fee
1.10 Determining Single-Piece Weight
1.11 Computing Postage

2.0 Basic Eligibility Standards 
for Priority Mail

2.1 Definition
2.2 Service Objectives
2.3 Matter Closed Against 

Postal Inspection

3.0 Content Standards for Priority Mail
3.1 Eligibility
3.2 Matter Required to be Mailed as 

First-Class Mail
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Postage Payment Methods

1.0 Basic Standards for Postage 
Payment

1.1 Payment Method
1.2 Affixing Postage—

Single-Piece Mailings 
1.3 Forever Prepaid Flat Rate Packaging
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Mail Preparation

1.0 Preparation
1.1 Priority Mail Packaging 

Provided by the USPS
1.2 Required Use

2.0 Marking for Priority Mail
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Deposit

1.0 Deposit
1.1 Pieces Weighing 13 Ounces or Less
1.2 Pieces Weighing More than 

13 Ounces

2.0 Pickup on Demand Service
2.1 Availability
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Prices and Eligibility

1.0 First-Class Mail Prices and Fees
1.1 First-Class Mail Single-Piece Price 

Application
1.2 Price Computation for 

First-Class Mail
1.3 Determining Single-Piece Weight
1.4 Keys and Identification Devices
1.5 Nonmachinable Surcharge
1.6 Computing Postage—

First-Class Mail

2.0 Basic Eligibility Standards for 
First-Class Mail

2.1 Description of Service
2.2 Defining Characteristics

3.0 Content Standards
3.1 General Eligibility
3.2 Bills and Statements of Account
3.3 Personal Information
3.4 Handwritten and Typewritten 

Material
3.5 Matter Marked Postcard or Double 

Postcard
3.6 Matter Not Required to be Mailed as 

First-Class Mail
3.7 Prohibited Air Transportation
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Postage Payment Methods

1.0 Postage Payment Methods for 
First-Class Mail

1.1 Payment Method
1.2 Affixing Postage—Single-Piece Price 

Mailings
1.3 More Than One Mailer
1.4 More Than One Letter
1.5 Agent

2.0 Postage Paid With Permit Imprint
2.1 Advance Deposit Account
2.2 Minimum Quantity
2.3 Postage Statement 
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Mail Preparation

1.0 Preparation for First-Class Mail
1.1 Preparation of First-Class Mail
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Deposit

1.0 Deposit for First-Class Mail
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(EDDM-Retail)

143 Prices and Eligibility
144 Postage Payment and 

Documentation
145 Mail Preparation
146 Enter and Deposit
First-Class Mail

143

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Prices and Eligibility

1.0 Description, Price, and Fees
1.1 General Description of EDDM-Retail 

Service
1.2 EDDM-Retail Flats Characteristics
1.3 Price
1.4 Fees and Services

2.0 Content Standards for 
EDDM-Retail Flats 

2.1 Definition and Weight 
2.2 Personal Information 
2.3 Bills and Statements of Account 
2.4 Handwritten and Typewritten Matter 
2.5 Attachments and Enclosures 
2.6 Inspection of Contents 

3.0 Basic Standards for EDDM-Retail 
Flats 

3.1 Basic Standards  
3.2 Forwarding and Return Service 
3.3 Extra Services
3.4 Additional Standards for 

EDDM-Retail Flats 
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Documentation

1.0 Basic Standards for 
Postage Payment

1.1 Postage Payment Options
1.2 Customer Registration
1.3 Postage Indicia

2.0 Mailing Documentation 
2.1 Completing Postage Statements 
2.2 Basic Documentation Standards 
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Mail Preparation

1.0 Preparation of EDDM-Retail Flats
1.1 General Information
1.2 Quantity per Mailing
1.3 Delivery Statistics, Sortation, and 

Bundling
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Enter and Deposit

1.0 Basic Options
1.1 Entry at Delivery Post Office
1.2 Alternate Entry by Priority Mail
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Standard Post

153 Prices and Eligibility
154 Postage Payment 

Methods
155 Mail Preparation
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Standard Post
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Prices and Eligibility

1.0 Standard Post Prices and Fees
1.1 Price Eligibility
1.2 Standard Post Price Application
1.3 Computing Postage—Standard 

Post With Postage Affixed
1.4 Pickup on Demand Fees

2.0 Basic Eligibility Standards for 
Standard Post

2.1 Definition of Standard Post
2.2 Service Objectives
2.3 Postal Inspection
2.4 Delivery and Return Addresses

3.0 Content Standards
3.1 General Content Standards
3.2 Attachments or Enclosures of 

Periodicals Sample Copies

4.0 Attachments and Enclosures
4.1 Enclosures
4.2 Written Additions
4.3 Invoice
4.4 Incidental First-Class Mail 

Attachments and Enclosures

154
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Postage Payment Methods

1.0 Postage Payment Methods for 
Standard Post
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Mail Preparation

1.0 Preparation for Standard Post
1.1 Basic Preparation
1.2 Delivery and Return Addresses
1.3 Basic Markings
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Deposit

1.0 Deposit for Standard Post
1.1 Deposit
1.2 Pickup on Demand Fees 
1.3 Stamped Pieces over 13 Ounces
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Library Mail

173 Prices and Eligibility
174 Postage Payment and 

Documentation
175 Mail Preparation
176 Deposit and Entry
Media Mail
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Prices and Eligibility

1.0 Media Mail and Library Mail Prices
1.1 Prices
1.2 Determining Single-Piece Weight
1.3 Price Application
1.4 Computing Postage—Pieces With 

Permit Imprint
1.5 Computing Postage—Pieces With 

Postage Affixed

2.0 Basic Eligibility Standards for 
Media Mail and Library Mail

2.1 Service Objectives
2.2 Postal Inspection
2.3 Delivery and Return Addresses

3.0 General Content Standards

4.0 Content Standards for Media Mail
4.1 Qualified Items
4.2 Enclosures in Books Mailed as 

Media Mail

5.0 Content Standards for Library Mail
5.1 Eligible Senders and Addressees
5.2 Qualified Mailings Between Entities
5.3 Qualified Mailings “To” or “From”
5.4 Enclosures in Books and Sound 

Recordings Mailed as Library Mail
5.5 Other Material in Library Mail

6.0 Enclosures and Attachments for 
both Media Mail and Library Mail

6.1 Loose Enclosures
6.2 Written Additions
6.3 Invoice
6.4 Incidental First-Class Mail 

Attachments and Enclosures

174
Postage Payment and 
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Documentation

1.0 Postage Payment Methods for 
Media Mail and Library Mail

1.1 Payment Method
1.2 Affixing Postage—Single-Piece Price 

Mailings

2.0 Postage Paid With Permit Imprint
2.1 Advance Deposit Account
2.2 Minimum Quantity
2.3 Postage Statement
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Mail Preparation

1.0 Preparation for Media Mail and 
Library Mail

1.1 Basic Preparation
1.2 Delivery and Return Addresses
1.3 Basic Markings
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Deposit and Entry

1.0 Deposit for Media Mail and Library 
Mail

1.1 Single-Piece Mailings
1.2 Stamped Pieces over 13 Ounces
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