Design
Standards

TOPICS
301 Physical Standards

302 Elements on the Face
of a Mailpiece

301
Physical Standards

1.0 Physical Standards for Flats
1.1 General Definition of Flat Size Mail
1.2 Length and Height of Flats

1.3 Minimum Flexibility for Flat-Size
Pieces

1.4 Uniform Thickness

1.5 Polywrap Coverings

1.6 Maximum Deflection for Flat-Size
Mailpieces

1.7 Flat-Size Pieces Not Eligible for
Flat-Size Prices

1.8 Labels, Stickers, and Release Cards

1.9 Catalogs

2.0 Physical Standards for
Nonautomation Flats

2.1 First-Class Mall

2.2 Standard Mail

2.3 Bound Printed Matter

2.4 Media Mall

2.5 Library Malil

2.6 Priority Mail Express, Priority Malil,
and Critical Mail Flats

3.0 Physical Standards for Automation
Flats

3.1 Basic Standards for Automation
Flats

3.2 Additional Criteria for Automation
Flats

3.3 Prohibitions
3.4 Tabs, Wafer Seals, Tape, and Glue
3.5 Uniformity and Exterior Format

302
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
2.1 Basic Standards

2.2 Address Placement on Enveloped or
Polywrapped Pieces

2.3 Address Placement on Bound or
Folded Pieces

2.4 Type Size and Line Spacing
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3.0

3.1

3.2

3.3

3.4
3.5
3.6

4.0

4.1

4.2
4.3
4.4

5.0
5.1
5.2

5.3
5.4

Placement and Content of Mail
Markings

Priority Mail Express, Priority Malil,
and Critical Mail Markings
First-Class Mail and Standard Mail
Markings

Bound Printed Matter, Media Mail,
and Library Mail Markings
Enclosures

Printing and Designs

Marking Hazardous Materials
Placement and Physical Standards
for Endorsements

Endorsements for Delivery
Instructions and Ancillary Services

Return Address

Placement of Endorsements
Physical Standards for
Endorsements

Barcode Placement
Barcode Placement for Flats

Delivery Point Routing Code
Numeric Equivalent

Barcode in Address Block
Window Cover



310

Priority Mail
Express
Flats

TOPICS

313 Prices and Eligibility

314 Postage Payment and
Documentation

315 Mail Preparation

316 Enter and Deposit

313
Prices and Eligibility

1.0 Prices and Fees

1.1 Prices Charged Per Piece

1.2 Determining Single-Piece Weight
1.3 Commercial Base Prices

1.4 Commercial Plus Prices

1.5 Flat Rate Envelopes

1.6 Sunday and Holiday Premium
1.7 Pickup on Demand

1.8 Delivery Stop

2.0 Content Standards for Priority Mail

Express
2.1 General

2.2 Matter Required to be Mailed as
First-Class Mail

Basic Standards for Priority Mail
Express

3.1 Definition

3.2 IMpb Standards

3.3 Matter Closed Against Postal
Inspection

3.0

4.0 Service Features of Priority Mail

Express
4.1 General

4.2 Priority Mail Express Next Day
Delivery

Priority Mail Express Second Day
Delivery

Priority Mail Express Custom
Designed

Priority Mail Express Military Service
(PMEMS)

4.6 Open and Distribute

4.3
4.4

4.5

314
Postage Payment and
Documentation

1.0 Basic Standards for Postage
Payment Options

1.1 Commercial Base Pricing
1.2 Commercial Plus Pricing

2.0 Corporate Accounts
2.1 Availability

2.2 Account

2.3 Postage Liability

2.4 Payment Method
2.5 USPS Report
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2.6 Closing Account

315
Mail Preparation

1.0 General Information for Mail
Preparation

1.1 Priority Mail Express Packaging
Provided by the USPS

1.2 Price Marking

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 Priority Mail Express Custom

Designed
3.1 Forms
3.2 Signature Required
3.3 Pouches

4.0 Firm Mailing Book

316
Enter and Deposit

1.0 Priority Mail Express Next Day and
Second Day Delivery

2.0 Priority Mail Express Custom

Designed

3.0 Priority Mail Express Military

Service

4.0 Pickup on Demand Service
4.1 Availability
4.2 Pickup on Demand Fee



320
Priority Mail
Flats

TOPICS

323 Prices and Eligibility

324 Postage Payment and
Documentation

325 Mail Preparation

326 Enter and Deposit

323 2.0 Markings

Prices and Eligibility 3.0 Preparation of Permit Imprint
........................................................................... Mailings

3.1 Identical Weight Pieces

3.2 Nonidentical Weight Pieces

1.0 Prices and Fees
1.1 Price Application
1.2 Commercial Base Prices
1.3 Commercial Plus Prices 4.0 Additional Standards for Preparing

1.4 Critical Mail Prices i g"t'“,' Mg'_:'atlsM -
1.5 Flat Rate Envelopes-Basic ' repaning rtical Mait Fiats in frays

Standards 4.2 Pogtage for Critical Mail and Priority
1.6 Hold For Pickup Mai
1.7 Pickup on Demand Fee
1.8 Determining Single-Piece Weight 326

1.9 Computing Postage Enter and Deposit
2.0 Content Standards for Priority Mail 1,0 peposit

2.1 General 1.1 General

2.2 Matter Required to be Mailed as 1.2 Stamped Pieces

First-Class Mail

3.0 Basic Standards for Priority Mail

3.1 Definition

3.2 Additional Standards for Critical Mail
Flats

3.3 IMpb Standards

3.4 Service Objectives

3.5 Matter Closed Against Postal
Inspection

2.0 Pickup on Demand Service

324
Postage Payment and
Documentation

1.0 Basic Standards for Postage
Payment

1.1 Postage Payment Options

1.2 Affixing Postage —Single-Piece
Mailings

2.0 Postage Paid With Permit Imprint

2.1 Advance Deposit Account

2.2 Minimum Quantity

2.3 Postage Statement

325
Mail Preparation

1.0 General Information for Mail
Preparation

1.1 Priority Mail Packaging Provided by
the USPS

1.2 Required Use of Return Address
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330
First-Class Mail
Flats

TOPICS

333 Prices and Eligibility

334 Postage Payment and
Documentation

335 Mail Preparation

336 Enter and Deposit

333
Prices and Eligibility

1.0 Prices and Fees for First-Class
Mail
1.1 Price Application

1.2 Price Computation for
First-Class Mail Flats

Presorted and Automation Prices for
Flats

Presort Mailing Fee

Computing Postage for
First-Class Mail

Determining Single-Piece Weight

1.3

1.4
1.5

1.6

2.0 Content Standards for

First-Class Mail Flats
2.1 General
2.2 Bills and Statements of Account
2.3 Personal Information

2.4 Handwritten and Typewritten
Material

Matter Not Required to be Mailed as
First-Class Mail

Prohibited Air Transportation
Round-Trip Mailings with One
Optical Disc

Eligibility Standards for
First-Class Mail Flats

3.1 Description of Service

3.2 Defining Characteristics

3.3 Additional Basic Standards for
First-Class Mail

3.4 Presort Mailing Fee

3.5 Move Update Standards

3.6 ZIP Code Accuracy

4.0 Additional Eligibility Standards for

Nonautomation First-Class Mail
Flats

4.1 Basic Standards for Nonautomation
First-Class Mail

Barcodes on Nonautomation
First-Class Mail

Nonmachinable Flat-Size Pieces

Additional Eligibility Standards for
Automation First-Class Mail Flats
5.1 Basic Standards for Automation
First-Class Mall

Eligibility Standards for Full-Service
Automation First-Class Mail Flats
Price Application—

Bundle-Based Flats

2.5

2.6
2.7

3.0

4.2

4.3
5.0

5.2

5.3

Domestic Mail Manual ® Updated 7-28-13

5.4 Price Application—Tray-Based Flats

5.5 Address Standards for
Barcoded Pieces

334
Postage Payment and
Documentation

1.0 Basic Standards for
Postage Payment

1.1 Postage Payment Options

2.0 Postage Payment for Presorted

and Automation Flats

2.1 Payment Methods

2.2 Affixing Postage for Presorted and
Automation First-Class Mail

Postage Affixed at Lowest Price
to All Pieces

2.3

3.0 Mailing Documentation
3.1 Completing Postage Statements
3.2 Basic Documentation Standards

3.3 Documentation Standards for
Automation Mailings

Documentation Submission—
Full-Service Automation Option

3.5 Preparing Documentation

3.6 Multiple Standards

3.7 Standard Format for Documentation
3.8 Providing Additional Information

3.9 Reporting Multiple Mailings on
One Statement

3.10 Facsimile Postage Statements

3.4

335
Mail Preparation

1.0 General Definition of Terms

1.1 Definition of Presort Process

1.2 Definition of Mailings

1.3 Terms for Presort Levels

1.4 Preparation Definitions and
Instructions

2.0 Bundles

2.1 General

3.0 Flat Trays

3.1 Presort

3.2 Standard Containers

3.3 Flat Tray and Letter Tray Sizes
3.4 Preparation for Flats in Flat Trays



330
First-Class Mail
Flats

3.5

3.6

4.0
4.1
4.2

4.3
4.4
45

4.6
4.7

4.8
4.9

5.0

5.1
5.2

5.3
5.4
5.5
5.6

6.0
6.1
6.2
6.3
6.4
6.5

6.6

6.7
6.8

Preparation for Flats in EMM Letter
Trays
Origin/Entry 3-Digit/Scheme Trays

Tray Labels
Basic Standards

Physical Characteristics of a Tray
Label

Line 1 (Destination Line)
Line 2 (Content Line)

Line 3 (Office of Mailing or Mailer
Information Line)

Abbreviations for Lines 1 and 3

Placement of Extraneous
Information

Placement of a Tray Label
Barcoded Tray Labels
Preparation of Nonautomation
Flats

Basic Standards

Single-Piece Price Pieces Presented
With Presort Mailings

Nonautomation Pieces

Bundling and Labeling

Traying and Labeling

Cotraying and Cobundling With
Automation Price Mail
Preparation of Automation Flats
Basic Standards

Mailings

Marking

General Preparation

First-Class Mail Required
Bundle-Based Preparation

First-Class Mail Optional Tray-Based
Preparation

5-Digit Scheme Bundle Preparation

Cotraying and Cobundling With
Presorted Price Mail

336
Enter and Deposit

1.0
1.1
1.2
1.3
1.4

Deposit

Service Objectives

Time and Location of Deposit
Approved Collections

Permit Imprint Collection
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2.0 Verification

2.1 USPS Verification and
Mailer Correction

2.2 Timeframe for Corrective Action

2.3 Payment at Single-Piece Price
Rather than Correcting Errors



340
Standard Mail
Flats

TOPICS

343 Prices and Eligibility

344 Postage Payment and
Documentation

345 Mail Preparation

346 Enter and Deposit

343
Prices and Eligibility

1.0
1.1
1.2
1.3

1.4
15

2.0

2.1
2.2
2.3
2.4
2.5
2.6

3.0

3.1
3.2
3.3

3.4
3.5
3.6
3.7

3.8
3.9

4.0
4.1
4.2
4.3
4.4

5.0

5.1
5.2
5.3
54
5.5
5.6

Prices and Fees for Standard Mail
Price Application
Standard Mail Price Application

Regular and Nonprofit Standard
Mail—Presorted, Enhanced Carrier
Route, and Automation Prices

Fees

Computing Postage —

Standard Mail

Content Standards for

Standard Mail Flats

Definition and Weight

Personal Information

Bills and Statements of Account
Handwritten and Typewritten Matter
Attachments and Enclosures
Written Additions

Basic Standards for Standard Mail
Flats

Description of Service

Defining Characteristics

Additional Basic Standards for
Standard Mail

Presort Mailing Fees
Merging Similar Standard Mailings
Residual Volume Requirement

Residual Mail Subject to First-Class
Mail or Priority Mail Prices

ZIP Code Accuracy
Move Update Standard

Price Eligibility for Standard Mail
General Information

Minimum Per Piece Prices
Piece/Pound Prices

Shape, Flexibility, and Uniform
Thickness

Additional Eligibility Standards for
Nonautomation Standard Mail
Flats

Basic Standards

Price Application

5-Digit Prices for Flats
3-Digit Prices for Flats
ADC Prices for Flats

Mixed ADC Prices for Flats
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6.0 Additional Eligibility Standards for
Enhanced Carrier Route
Standard Mail Flats

6.1 General Enhanced Carrier Route
Standards

6.2 Carrier Route Code Accuracy

6.3 Basic Price Enhanced Carrier Route
Standards

6.4 High Density and High Density Plus
(Enhanced Carrier Route) Standards

6.5 Saturation Enhanced Carrier Route
Standards

7.0 Additional Eligibility Standards for
Automation Standard Mail Flats

7.1 Basic Eligibility Standards for
Automation Standard Mail

7.2 Eligibility Standards for Full-Service
Automation Standard Mail Flats

7.3 Price Application

7.4 Address Standards for
Barcoded Pieces

8.0 Incentive Programs for Standard
Mail Flats

8.1 General Description

8.2 Saturation and High Density
Incentive Program

344
Postage Payment and
Documentation

1.0 Basic Standards for
Postage Payment

1.1 Postage Payment Options

2.0 Postage Payment for Presorted
and Enhanced Carrier Route Flats

2.1 Identical-Weight Pieces

2.2 Nonidentical-Weight Pieces

2.3 Combined Price

3.0 Postage Payment for
Automation Flats

3.1 All Pieces

3.2 Affixing Postage for Automation
Standard Mail Flats

3.3 Mixed Price Mailing Documentation

4.0 Mailing Documentation
4.1 Completing Postage Statements
4.2 Basic Documentation Standards

4.3 Documentation Standards for
Automation Mailings



340
Standard Mail
Flats

4.4 Documentation Submission—
Full-Service Automation Option

4.5 Preparing Documentation

4.6 Multiple Standards

4.7 Standard Format for Documentation
4.8 Providing Additional Information

4.9 Reporting Multiple Mailings on
One Statement

4.10 Facsimile Postage Statements

5.0 Residual Pieces

5.1 Residual Standard Mail Subject to
First-Class Mail Prices

5.2 Residual Standard Mail Subject to
Priority Mail Prices

345
Mail Preparation

1.0 General Information for
Mail Preparation

1.1 Definition of Presort Process
1.2 Definition of Mailings
1.3 Terms for Presort Levels

1.4 Preparation Definitions
and Instructions

1.5 Optional Containerization

2.0 Bundles
2.1 General

3.0 Sacks and Trays

3.1 Standard Containers

3.2 Sack Preparation

3.3 Tray Sizes

3.4 Preparing Flats in Letter Trays
3.5 Tray Sleeving and Strapping
3.6 Strapping Exception

3.7 Origin/Entry 3-Digit Sacks

4.0 Sack and Tray Labels
4.1 Basic Standards

4.2 Line 1 (Destination Line)
4.3 Line 2 (Content Line)

4.4 Line 3 (Office of Mailing or Mailer
Information Line)

4.5 Abbreviations for Lines 1 and 3

4.6 Placement of Extraneous
Information

4.7 Sack Label
4.8 Tray Labels

4.9 Use of Barcoded Sack and Tray
Labels

Domestic Mail Manual ® Updated 7-28-13

5.0 Preparing Nonautomation Flats
5.1 Basic Standards

5.2 Required Bundling

5.3 Bundling and Labeling

5.4 Loose Packing

5.5 Required Sacking or Traying

5.6 Drop Shipment

5.7 Sacking and Labeling

5.8 Cotraying and Cobundling Flats With
Automation Mail

5.9 Merged Containerization of Carrier
Route, Automation, and
Nonautomation Flats

5.10 Residual Pieces

6.0 Preparing Enhanced Carrier Route
Flats

6.1 Basic Standards

6.2 Residual Pieces

6.3 Carrier Route Bundle Preparation

6.4 Bundles, Trays, and Sacks With
Fewer Than the Minimum Number of
Pieces Required

6.5 Multi Carrier Routes Bundle
6.6 Required Sack Minimums
6.7 Sack Preparation

6.8 Merged Containerization of
Carrier Route, Automation, and
Presorted Price Flats

6.9 Delivery Sequence Standards
6.10 Delivery Sequence Documentation

7.0 Preparing Automation Flats
7.1 Basic Standards

7.2 Mailings

7.3 Marking

7.4 Standard Mail Bundle and Sack
Preparation

346
Enter and Deposit

1.0 Presenting a Mailing

1.1 Basic Standards for
Standard Mail Deposit

1.2 Separation of Mailing

2.0 Destination Entry
2.1 General
2.2 Minimum Volume

2.3 Postage Payment and
Documentation

2.4 Plant Loads



340
Standard Mail
Flats

2.5
2.6

3.0

3.1
3.2
3.3
3.4

3.5
3.6

4.0

4.1
4.2
4.3

5.0

5.1
52

Verification

Deposit

Destination Network Distribution
Center (DNDC) Entry

Definition

Eligibility

Eligibility for ADC Mailpieces
Eligibility for Mixed ADC Bundles,
Sacks or Trays

Vehicles

Form 4410

Destination Sectional Center
Facility (DSCF) Entry

Definition

Eligibility

Vehicles

Destination Delivery Unit

(DDU) Entry

Definition

Eligibility
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360

Bound
Printed Matter
Flats

TOPICS

363 Prices and Eligibility

364 Postage Payment and
Documentation

365 Mail Preparation

366 Enter and Deposit

363
Prices and Eligibility

1.0 Prices and Fees for Bound Printed
Matter

1.1 Nonpresorted Bound Printed Matter

1.2 Commercial Bound Printed Matter

2.0 Basic Eligibility Standards for
Bound Printed Matter

2.1 Service Objectives

2.2 Postal Inspection

2.3 Delivery and Return Addresses

3.0 Content Standards for Bound
Printed Matter Flats

3.1 Basic Content Standards

3.2 Attachments or Enclosures of
Periodicals Sample Copies

3.3 Attachments and Enclosures

3.4 Written Additions

4.0 Price Eligibility for Bound Printed
Matter Flats

4.1 Price Eligibility

4.2 Nonidentical Weight Pieces

4.3 ZIP Code Accuracy

5.0 Additional Eligibility Standards for
Presorted and Carrier Route
Bound Printed Matter Flats

5.1 Basic Standards

5.2 Additional Standards for Carrier
Route Bound Printed Matter

5.3 Full-Service Intelligent Mail Eligibility
Standards for Carrier Route Flats

5.4 Carrier Route Accuracy
6.0 Additional Eligibility Standards for

Barcoded Bound Printed Matter
Flats

6.1 Basic Eligibility Standards for
Barcoded Bound Printed Matter

6.2 Eligibility Standards for Full-Service
Automation Bound Printed Matter
Flats

6.3 Weight Standard

6.4 Address Standards for Barcode
Discount
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364
Postage Payment and
Documentation

1.0 Basic Standards for Postage
Payment

1.1 Postage Payment Options
1.2 Minimum Volume Requirements

2.0 Mailing Documentation
2.1 Completing Postage Statements
2.2 Basic Documentation Standards

2.3 Documentation for Nonpresorted,
Nonidentical-Weight Mailpieces

2.4 Documentation Submission—
Full-Service Automation Option

2.5 Preparing Documentation

2.6 Multiple Standards

2.7 Standard Format for Documentation
2.8 Providing Additional Information

2.9 Reporting Multiple Mailings on One
Statement

2.10 Facsimile Postage Statements

365
Mail Preparation

1.0 General Information for Mail
Preparation

1.1 Basic Preparation—Nonpresorted

1.2 Definition of Presort Process

1.3 Definition of Mailings

1.4 Terms for Presort Levels

1.5 Preparation Definitions and
Instructions

2.0 Bundles

2.1 General

2.2 Preparing Bundles

2.3 Bundle Sizes

3.0 Sacks
3.1 Preparation

4.0 Sack Labels
4.1 Basic Standards

4.2 Physical Characteristics of a Sack
Label

4.3 Additional Standards for Barcoded
Sack Labels

4.4 Line 1 (Destination Line)
4.5 Line 2 (Content Line)

4.6 Line 3 (Office of Mailing or Mailer
Information Line)



360

Bound
Printed Matter
Flats

4.7 Abbreviations for Lines 1 and 3

4.8 Placement of Extraneous
Information

4.9 Basic Standards for Barcoded Sack
Labels

5.0 Preparing Presorted Flats
5.1 Basic Standards

5.2 Bundling

5.3 Sacking

6.0 Preparing Carrier Route Flats
6.1 Basic Standards

6.2 Required Bundling

6.3 Sacking

7.0 Preparing Barcoded Flats
7.1 Basic Standards

7.2 Mailings

7.3 Bundling

7.4 Sacking

7.5 Mixed Price Preparation

366
Enter and Deposit

1.0 Deposit of Nonpresorted Bound
Printed Matter

1.1 Nonpresorted Mailings

2.0 Presenting a Mailing

2.1 Verification and Entry—Presorted,
Carrier Route, Destination Entry, and
Barcoded Mailings

2.2 Verification and Entry—
Nonpresorted Mailings

2.3 Office of Mailing

2.4 Redirected Mailings

2.5 NDC Acceptance

2.6 Drop Shipment Information

3.0 Destination Entry

3.1 General

3.2 Minimum Volume

3.3 Postage Payment

3.4 Mailing Fee

3.5 Documentation

3.6 Plant Loads

3.7 Mailings of Unsacked Bundles
3.8 Verification

3.9 Deposit
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4.0

4.1
4.2

5.0

5.1
5.2
5.3

6.0

6.1
6.2
6.3

Destination Network Distribution
Center (DNDC) Entry

Eligibility

Presorted and Carrier Route Flats
Destination Sectional Center
Facility (DSCF) Entry

Eligibility

Presorted Flats

Carrier Route Flats

Destination Delivery Unit (DDU)
Entry

Eligibility

Presorted Flats

Carrier Route Flats



370

Media Mail and
Library Mail
Flats

TOPICS

373 Prices and Eligibility

374 Postage Payment and
Documentation

375 Mail Preparation

376 Enter and Deposit

373
Prices and Eligibility

1.0

1.1
1.2
1.3

1.4
1.5

2.0

2.1
2.2
2.3
2.4

3.0

3.1
3.2

4.0

4.1
4.2

4.3
4.4

5.0
5.1
5.2

5.3
54

6.0

6.1
6.2
6.3

Prices and Fees for Media Mail and
Library Mail

Price Application

Shape, Flexibility, and Thickness

Media Mail Prices and Library Mail
Presorted Prices

Mailing Fees for Presorted Prices
Computing Postage

General Content Standards for
Media Mail and Library Mail Flats
General

Delivery and Return Addresses
Postal Inspection

Enclosures

Content Standards for Media Mail
Flats

Content Standards

Enclosures in Books

Content Standards for Library Mail
Flats

Sender and Recipient Qualifications

Content Standards for Mailings
Between Entities

Qualified Mailings “To” or “From”

Enclosures in Books and Sound
Recordings

Enclosures and Attachments
Invoice

Incidental First-Class Malil
Attachments and Enclosures

Loose Enclosures

Written Additions

Price Eligibility for Media Mail and
Library Mail Flats

Basic Weight Standards

Price Eligibility Standards

Price Categories for Media Mail and
Library Mail

374
Postage Payment and
Documentation

1.0

1.1

Basic Standards for Postage
Payment

Postage Payment Options
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2.0 Mailing Documentation
2.1 Completing Postage Statements
2.2 Basic Documentation Standards

2.3 Reporting Multiple Mailings on One

Statement
2.4 Facsimile Postage Statements

375
Mail Preparation

1.0 General Information for Mail
Preparation

1.1 Definition of Presort Process

1.2 Definition of Mailings

1.3 Terms for Presort Levels

1.4 Preparation Definitions and
Instructions

2.0

2.1

3.0
3.1
3.2
3.3

Bundles
General

Sacks and Sack Labels
Maximum Weight of Sacks
Basic Standards for Sack Labels

Physical Characteristics of a Sack
Label

Line 1 (Destination Line)
Line 2 (Content Line)

Line 3 (Office of Mailing or Mailer
Information Line)

Abbreviations for Lines 1 and 3

Placement of Extraneous
Information

3.4
3.5
3.6

3.7
3.8

4.0
4.1
4.2
4.3

Preparing Presorted Flats
Basic Standards

Bundling

Sacking

376
Enter and Deposit

1.0 Verification and Deposit
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