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Retail Letters, Flats, and Parcels
Priority Mail Express

Physical
Standards
(101.4.0)

Prices and Fees
(113.1.0)

Content
(113.3.0)

Service Features
(113.4.0)

Quick Service
Guide

Maximum weight: 70 pounds.
Maximum length and girth: 108 inches.

For a complete list of retail Priority Mail Express prices see, Notice 123—Price List.

Except for the Priority Mail Express Flat Rate packaging, Priority Mail Express prices are based on weight
and zone. Items are charged the 0.5-pound price for weights up to 0.5 pound (i.e. If a piece weighs 0.25
pound, the weight (postage) increment is 0.5 pound). Items over a 0.5 pound are rounded up to the next
whole pound (i.e. If a piece weighs 0.75 pound, the weight (postage) increment is 1 pound or if a piece
weighs 1.2 pounds, the weight (postage) increment is 2 pounds).

Matter mailed in USPS-produced Priority Mail Express Flat Rate packaging is charged one flat price
regardless of weight (up to 70 pounds) or domestic destination. Only USPS-produced Flat Rate packaging
is eligible for the Priority Mail Express Flat Rate price.

10:30 a.m. Delivery Fee: An optional fee is charged for a 10:30 a.m. request to have Priority Mail Express
items delivered to an addressee within the delivery area of the destination facility where available.

Sunday/Holiday Premium: Delivery guaranteed for a Sunday or a holiday is charged a premium fee.
Customers may avoid the Sunday or holiday premium fee by opting for guaranteed delivery on the
subsequent delivery day.

Pickup on Demand (507.7.0) is available regardless of the number of pieces. Only one fee includes Priority
Mail Express, Priority Mail, or Standard Post items picked up at same time. Service and information is
available by calling 1-800-222-1811 or at www.usps.com.

Package Pickup is available for free by submitting your request online at www.usps.com and having your
Priority Mail Express, Priority Mail, or international packages, with postage affixed, ready when your
carrier arrives for your regular mail delivery.

First-Class Mail, Priority Mail, or Priority Mail Express is required for personal correspondence, handwritten
or typewritten material, and bills or statements of account. Priority Mail Express also may be used for any
nonrestricted (601.8.0) mailable item.

Priority Mail Express is a money-back guaranteed overnight to 2-day service that includes tracking, proof of
delivery, and insurance coverage up to $100. Priority Mail Express Sunday/holiday delivery is available to
many destinations for an additional fee. Mailers may use the Domestic Price Calculator at pe.usps.com,
call 1-800-222-1811, or visit www.usps.com for delivery information between specific ZIP Codes.

Overnight guarantee is not available during the December 22 through December 25 time period.

Priority Mail Express envelopes and boxes are available from local Post Offices or online at www.usps.com
at no additional cost. Customized preprinted labels also are available by contacting your local Post Office.

m Priority Mail Express 1-Day Delivery (113.4.2) provides guaranteed overnight service to designated
destination 3-digit or 5-digit ZIP Code delivery areas. ltems are delivered to an addressee within the
designated delivery area of the destination facility by 12:00 p.m. or 3 p.m. on the next day. If delivery is not
made, the addressee is notified, and a reminder notice is also left on the third day. A second delivery is
attempted only upon customer request. For an additional option, see Hold for Pickup. ltems may be
delivered by 10:30 a.m. for a fee.

m Hold for Pickup (113.4.2.5) items presented for Priority Mail Express 1-Day Delivery are available for claim
by the addressee at the destination facility by 10:30 a.m. or 3 p.m. of the next day the destination office is
open for retail business.

m Priority Mail Express Military Service (113.4.4) is available between the United States and designated
APO/FPO or DPO destination addresses. Shipments are delivered in 2 to 3 days to more than 300
worldwide locations.

There are two Priority Mail Express labels — Label 11-B or Label 11-F. The wording for requesting or waiving a
signature, will depend on the version of the label used. Most Post Offices should have labels that were updated
in January 2012. However, labels prior to that date may still be used. Labels produced prior to January 2012 will
have a "waiver of signature" box to check, while the updated labels will have a "signature required" box to check
as follows:

m Waiver of signature (for labels dated prior to January 2012): mailers may instruct the USPS to deliver Priority
Mail Express packages without obtaining the addressee's signature by signing the waiver on the Priority Mail
Express label. A waiver of signature cannot be used for Priority Mail Express COD or Priority Mail Express
with additional insurance.

m Signature required (for labels dated January 2012): mailers requiring a signature must instruct the USPS by
checking the "Signature Required" box on the label. A signature is required for Priority Mail Express Custom
Designed Service, Priority Mail Express COD, or Priority Mail Express with additional insurance.
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Deposit (116)

Extra Services
(503.1.0)

Retail Letters, Flats, and Parcels
Priority Mail Express

Retail Priority Mail Express postage may be paid by adhesive stamps (604.1.0) or postage meter (604.4.0).

Commercial base prices are available when postage is paid through the customer's USPS Corporate
Account (USPSCA), online using Click-N-Ship®, by registered end-users of PC Postage products using a
qualifying shipping label managed by the PC Postage system, or by using USPS-approved IBI postage
meters that print the 1Bl with the appropriate price marking and who electronically transmit transactional
data to the USPS and use an approved Priority Mail Express shipping label.

Matter mailed in USPS-produced Priority Mail Express packaging is subject to Priority Mail Express prices
regardless of how the packaging is reconfigured or how markings may be obliterated.

When sealing a Flat Rate package, the container flaps must be able to close within the normal folds. Tape
may be applied to the flaps and seams to reinforce the container provided the design of the container is
not enlarged by opening the sides, and the container is not reconstructed in any way.

For each Priority Mail Express item, the mailer must complete Label 11-B or Label 11-F or Label 11-HFPU
for Hold for Pickup service. Each piece should include a complete delivery and return address with the
correct ZIP Code or ZIP+4 code.

Retail Priority Mail Express 1-Day and 2-Day items may be mailed at Post Offices, stations, and branches;
dropped into Priority Mail Express collection boxes; handed to carriers; or picked up by the USPS. Priority
Mail Express weighing more than 13 ounces bearing only postage stamps may not be deposited into a
collection box or other unattended location, but must be presented at a Post Office retail counter.

Acceptance and collection information may be obtained by calling 1-800-222-1811 or contacting your local
postmaster.

Return receipt (Form 3811) service is available (503.6.0). Collect on Delivery (COD) (503.13.0). Insurance
against loss, damage, or rifling is included at no extra cost for coverage up to $100 (503.4.0). Additional
merchandise insurance may be available up to $5,000, depending on the value and nature of the item.
Indemnity claims must be filed within 60 days of the date of mailing (609.1.0). For an overview of extra
services, see Quick Service Guide 503.
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Retail Letters, Flats, and Parcels
Priority Mail

Physical
Standards
(101.5.0)

Prices and Fees
(123.1.0)

Content
(123.3.0)

Postage
Payment and
Documentation
(124)

Mail Preparation
(125)

Quick Service
Guide

Maximum weight: 70 pounds.
Maximum length and girth: 108 inches.

Regional Rate maximum weight:
e Box A — 15 pounds.
* Box B — 20 pounds.
¢ Box C — 25 pounds.

For a complete listing of retail Priority Mail prices, see Notice 123—Price List.

Except for Flat Rate and Regional Rate packaging, balloon, or dimensional weight, Priority Mail retail prices are
based on weight and zone. Mailpieces are charged per pound; any fraction of a pound is rounded up to the next
whole pound.

Balloon Price: Parcels addressed for delivery to Zones 1-4 that weigh less than 20 pounds but measure more than
84 inches (but not exceeding 108 inches) in combined length and girth are charged the 20-pound price for the
zone to which addressed.

Dimensional Weight Price: Postage for parcels addressed for delivery to Zones 5-9 and exceeding 1 cubic foot
(1,728 cubic inches) is based on the actual weight or the dimensional weight, whichever is greater.

Priority Mail Flat Rate options offer one low price regardless how much the item weighs (up to 70 pounds) or the
domestic destination. Only USPS-produced Priority Mail Flat Rate packaging is eligible for Flat Rate pricing
(exception: USPS-produced Priority Mail envelopes smaller than 12.5" x 9.5"). Priority Mail Flat Rate Envelopes,
Flat Rate Boxes, and other packaging is available at no additional cost by phone at 1-800-222-1811 or via the
Web at USPS.com/shop. Some items are available at retail Post Office locations.

Priority Mail Forever Prepaid Flat Rate packaging is only available online at www.usps.com. Forever Prepaid
packaging is available for select Flat Rate Envelopes and Boxes and is equivalent to the current price paid at
retail Post Office locations; they compare to the Forever Stamp in that it can be used even after the price of
Priority Mail has increased.

Regional Rate Boxes are available to retail Priority Mail customers who use the USPS-produced packaging, with
prices based on one of the three box sizes and zone to which it is shipped. Regional Rate boxes exceeding the
maximum weight for the box size, or the container flaps do not close within the normal folds, will be assessed the
applicable Priority Mail prices.

The Priority Mail Large Flat Rate Box may be used for APO/FPO and DPO destination addresses at $2 off the
regular retail price. Forever Prepaid packaging may be sent to APO/FPO and DPO destinations; however, the
discounted military price is not available.

Pickup on Demand (507.7.0) is available regardless of the number of pieces. Only one fee includes Priority Malil
Express, Priority Mail, or Standard Post picked up at the same time. Service and information is available by
calling 1-800-222-1811 or at www.usps.com.

Package Pickup is available for free by submitting your request online at www.usps.com and having your Priority
Mail Express, Priority Mail, or international mail packages, with postage affixed, ready when your carrier arrives
for your regular mail delivery.

For a complete list of Flat Rate packaging items, see the Flat Rate Quick Reference section of Notice 123—Price
List.

Unless Priority Mail Express is used, Priority Mail prices are required for a mailpiece that weighs more than 13
ounces when the mailpiece contains matter that must be mailed as First-Class Mail (133.3.0). All mailable matter
may be sent as Priority Mail, except matter prohibited by standards (e.g., certain hazardous materials).

Retail Priority Mail postage may be paid by adhesive stamps (604.1.0), and postage meter.

Priority Mail Forever Prepaid Flat Rate packaging must be purchased with a credit card online through
www.usps.com. Packages will arrive with shipping labels and Forever Prepaid postage affixed. USPS Tracking
is included at no extra cost. Any additional services must be purchased at a retail Post Office location and
applicable extra service fee paid via postage stamps, postage validation imprint (PVI), or postage meter.

Commercial base prices are available when postage is paid through Click-N-Ship service or by registered end-
users of PC Postage products using a qualifying shipping label managed by the PC Postage system.

Matter mailed in USPS-produced Priority Mail packaging is subject to Priority Mail prices regardless of how the
packaging is reconfigured or how markings may be obliterated.

Shipping labels affixed to Priority Mail Forever Prepaid packaging may not be removed from its existing package
and placed on any other mailing container.

When sealing Flat Rate or Regional Rate packaging, the container flaps must be able to close within the normal
folds. Tape may be applied to the flaps and seams to reinforce the container provided the design of the container
is not enlarged by opening the sides and the container is not reconstructed in any way.

Each piece must include a complete delivery and return address with correct ZIP Code or ZIP+4 code (602.1.0).

Marking on each piece: "Priority Mail" must be placed prominently on the address side of each mailpiece.
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Retail Letters, Flats, and Parcels
Priority Mail

Quick Service
Guide

Deposit Packages with adhesive stamps (13 ounces or less) may be deposited in collection boxes, handed to carriers, or
(126) presented at Post Offices. Packages with adhesive stamps (more than 13 ounces) must be presented at a Post
Office retail counter. Packages with metered postage or PC Postage may be deposited in collection boxes or at
an acceptance point designated by USPS.

Delivery: At mailer's option, uninsured mail may be left in a protected place if endorsed "Carrier-Leave If No
Response" (508.1.2).

Determining Priority Mail Dimensional Weight

Priority Mail dimensional weight for rectangular shaped parcels to zones 5-8.

1. Measure the length, width, and height in inches. Round off! each

20" =
measurement to the nearest whole inch: width -
(length = 21, height = 20, and width = 20). = g
2. Multiply length x height x width: (21 x 20 x 20) = 8,400 cubic inches.

3. If the result exceeds 1,728 cubic inches, divide the result by 194 and

round up2 to the next whole number to determine dimensional weight in Height
pounds:(8,400/194 = 43.29) 43.29 rounded up to the next pound is 44. 20-1/4"
4. The price is based on the actual weight or dimensional weight, l
whichever is greater. Len
In this example the dimensional weight for this rectangular package to 20-3/4" Sth

zones 5-8 is 44 pounds.

Priority Mail dimensional weight for nonrectangular shaped parcels to zones 5-8.

1. Measure the length, width, and height in inches at their extreme
dimensions. Round off! each measurement to the nearest whole
inch: (length = 30, height = 9, and width = 18).

2. Multiply length x height x width: (30 x 9 x 18) = 4,860 cubic inches.

3. Multiply the result by an adjustment factor of 0.785: 4,860 x 0.785
= 3,815.1 cubic inches.

4.1f the final result exceeds 1,728 cubic inches, divide the result by
194 and round up2 to the next whole number to determine the

dimensional weight in pounds: (3,815.1/194 = 19.66) 19.66 ‘ /| Jeight
rounded up to the next pound is 20.

5. The price is based on the actual weight or dimensional weight,
whichever is greater.

6. If the dimensional weight exceeds 70 pounds, the package pays
the 70 pound price.

£ 914"

<s s

M y &

In this example the dimensional weight for this nonrectangular package to zones 5-8 is 20 pounds.

Additional examples of nonrectangular measurement.

-

=,

Hei ¥

1. Round off (e.g., 20.5 rounded off to the next whole number is 21, and 20.4 rounded off is 20), see 604.7.1.3.
2. Round up (e.g., rounding up either 44.2 or 44.8 to the next whole pound is 45).
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EDDM-Retail
Standard Mail Flats

Physical
Standards
(101.2.1)

Prices and Fees
(143.1.0)

Content
(143.2.0)

Eligibility
Standards (143)

Postage
Payment and
Documentation
(144)

Mail Preparation
(145)

Enter and
Deposit (146)

Quick Service
Guide

Maximum weight: 3.3 ounces.

Minimum size: All pieces must be at least 5 inches long, 3-1/2 inches high and 0.007 inch thick. EDDM

Retail flats also must have at least one dimension greater than 10-'2 inches long, 6-1/8 inches high, or %4
inch thick.

Maximum size: 15 inches long, 12 inches high, and 0.75 inch thick.

For EDDM-Retail prices, see Notice 123-Price List.
EDDM-Retail saturation flats have a maximum weight of 3.3 ounces. There are no annual presort or mailing
fees to mail pieces as EDDM-Retail.

EDDM-Retalil flats are Standard Mail. EDDM-Retail enables customers to mail saturation flats with simplified
addresses to all types of delivery in an even more simplified manner, subject to basic standards in DMM
140.

EDDM-Retail must be part of a saturation flats mailing with all pieces bearing simplified addresses meeting
the saturation and addressing standards in 602.3.0. Each mailing must consist of 200 or more pieces or
50 or more pounds of mail up to a maximum of 5000 pieces per day per 5-digit ZIP Code. See Mail
Preparation below for more information.

The mailer is responsible for proper postage payment. Postage for EDDM-Retail flats must be paid with a
postage evidencing system indicia (604.4.0) with the correct amount of postage affixed to each piece or
payment at the time of mailing by cash, check, debit card, or credit card. See Exhibit below for the wording
of the indicia required on each piece. Each mailing of EDDM-Retail flats must be accompanied by a
postage statement (PS Form 3587) completed and signed by the mailer.

PRSRT STD
ECRWSS
U.S. POSTAGE

PAID
EDDM-Retail

EDDM-Retail flats must be in bundles of 50-100. A facing slip must be on top of each bundle, under the
straps, with the number of pieces in the bundle written on the facing slip. All pieces must be presented
directly to the correct delivery Post Office or destination delivery unit (DDU).

EDDM-Retail flats must be part of one mailing of at least 200 pieces (or 50 pounds), but no more than 5000
pieces per mailing per day at any 5-digit ZIP Code location.. As an exception to this minimum quantity, a
mailing to all addresses in a 5-digit ZIP Code area may contain fewer than 200 pieces when there are
fewer than 200 deliverable addresses in the entire ZIP Code service area to which the pieces are mailed.
All pieces in a mailing must be entered at the designated Post Office servicing the routes and Post Office
Box sections to which delivery is intended.

All EDDM-Retail mailings must be entered directly at the Post Office (or DDU) responsible for the Post Office
Box or carrier route delivery for which the mailing is prepared, or shipped to that Post Office under 146.1.2.
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Retail Parcels
Standard Post

Physical
Standards
(101.7.0)

Prices and Fees
(153.1.0)

Content
(153.3.0)

Eligibility
Standards
(153.2.0)

Postage
Payment
(154)

Mail Preparation
(155)

Enter and
Deposit
(156)

Extra Services
(503)

Quick Service
Guide

Maximum weight: 70 pounds.
Maximum length and girth: 130 inches.

For a complete list of retail Standard Post prices, see Notice 123—Price List.
Prices are calculated based on weight and zone.

Standard Post Zones 1 through 4 up to 70 pounds is limited to shipments of mailable hazardous materials,
live animals, or other items required by standard to be shipped by ground transportation only. Standard
Post Zones 5 through 9 up to 70 pounds is available for all mailable items.

Standard Post is charged per pound or fraction thereof; any fraction of a pound is considered a whole pound.

Oversized price: pieces exceeding 108 inches but not more than 130 inches in combined length and girth are
mailable at the Standard Post oversized price for the zone to which addressed, regardless of weight.

Balloon price: parcels that weigh less than 20 pounds but measuring more than 84 inches (but not exceeding
108 inches) in combined length and girth are charged the 20-pound price for the zone to which addressed.

Standard Post is mailable matter that is neither mailed or required to be mailed as First-Class Mail nor
entered as Periodicals (except as permitted or required by standard).

Generally used for shipping merchandise.
Each piece must include a complete delivery and return address.

Mailing items with no ancillary service endorsement obligates the mailer to pay any applicable forwarding
and return postage charges at the single-piece price (507.1.5.4).

Stamps (604.1.0) or Meter (604.4.0). Pieces with postage affixed must bear the correct postage.
Precancelled stamps and permit imprint not permitted.

Marking: Pieces must be marked “Standard Post” (or “SP”) in the postage area (155.1.3).
There are no presort, sacking, or labeling standards for retail Standard Post with the correct postage affixed.

Deposit: Retail Standard Post entered at a retail window or acceptance unit designated by USPS. Standard
Post weighing more than 13 ounces bearing only postage stamps may not be deposited into a collection
box or other unattended location, but must be presented at a Post Office retail counter.

May use COD, USPS Tracking, insurance, return receipt for merchandise, Signature Confirmation, and
special handling. Return receipt and restricted delivery are available for COD mail or mail insured for more
than $200.00.
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Commercial Letters and Postcards
Physical Standards for Commercial Letters and Postcards

Quick Service
Guide

Overview . .
Card Dimensions

4-1/4" . :

max. - Minimum Maximum
3-1/2" Length 5 inches 6 inches
min. Height 3-1/2 inches 4-1/4 inches
Height ¥ ! Thickness 0.007 inch 0.016 inch

—

D—

Length 5" 6"
min. max.

Letter Dimensions

6-1/8" Minimum Maximum
max.
Length 5 inches 11-1/2 inches

3.1/2" T Height 3-1/2 inches 6-1/8 inches
min. Thickness 0.007 inch 1/4 inch
Height 1 Y

o |

Length 5" 11-1/2"

min. max.

Mailpieces are classified by shape and by the way they are prepared. These classifications are based on
how efficiently mailpieces can be processed on Postal Service equipment. The Postal Service classifies
letters and cards into one of three categories: machinable, nonmachinable, and automation. For the
purposes of determining mailability or machinabilty, the length is the dimension parallel to the address as
read (601.1.1.2).

Machinable If you prepare your letters and cards so that they have an accurate address and can be processed on Postal
Letters and Service equipment, your mail is “machinable” and eligible for “presort” prices. Machinable mailpieces must
Cards meet specific standards, including size, shape, and weight.
(201.1.0) Maximum weight: First-Class Mail, machinable letters and Standard Mail machinable letters: 3.3 ounces,
Periodicals letters: 3.5 ounces.
Machinable letters must not meet any of the nonmachinable characteristics (201.2.0).
Dimensions:
m Minimum: 5 inches long, 3-1/2 inches high, and 0.007 inch thick.
m Maximum for First-Class Mail card prices: 6 inches long, 4-1/4 inches high, and 0.016 inch thick.
m Maximum for letters and other cards: 11-1/2 inches long, 6-1/8 inches high, and 1/4 inch thick.
m Rectangular, with four square corners and parallel opposite sides. Letter-size, card-type mailpieces made
of cardstock may have finished corners that do not exceed a radius of 1/8 inch.

Nonmachinable = Maximum weight: First-Class Mail and Periodicals nonmachinable letters 3.5 ounces; Standard Mail
Letters nonmachinable letters; less than 16 ounces.
(201.2.0) = Presorted First-Class Mail letters are subject to a nonmachinable surcharge if they meet any of the
characteristics in 201.2.1. The nonmachinable characteristics do not apply to pieces mailed at card prices.
m Standard Mail letters that have one or more of the nonmachinable characteristics in 201.2.1 are subject to
the nonmachinable letter prices in 243.1.3.

Examples of a nonmachinable letter include:

m It has an aspect ratio (length divided by height) of less than 1.3 or more than 2.5 (a square envelope has
an aspect ratio of 1, making it nonmachinable).

m It is more than 4-1/4 inches high or more than 6 inches long and is less than 0.009 inch thick.

m It has clasps, strings, buttons, or similar closure devices.

m It is too rigid.

m It has a delivery address parallel to the shorter side of the mailpiece.

m It contains items such as pens, pencils, or keys that create an uneven thickness.

m Letters with nonpaper surfaces, other than envelope windows or attachments that are allowed under
eligibility standards by class of mail.
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Commercial Letters and Postcards
Physical Standards for Commercial Letters and Postcards

If your letter-size mailpiece is machinable and displays the correct delivery point barcode or Intelligent Mail
barcode, you may qualify for lower, “automation” prices. A letter or card meets automation standards and
qualifies for automation prices if it meets the specific addressing, barcoding, and design standards.

For additional information, see:
m Quick Service Guide 201a, Designing Letters and Cards for Automated Processing.
m Quick Service Guide 201b, Using Tabs, Wafer Seals, and Glue Strips.

Maximum weight:

m First-Class Mail automation letters: 3.5 ounces.

m Periodicals automation letters: 3.5 ounces.

m Standard Mail automation letters and carrier route letters: 3.5 ounces.

m See 201.3.6 for heavy letter mail weighing over 3 ounces.

Shape: rectangular. Aspect ratio (length divided by height): 1.3 to 2.5 (201.3.7).

Dimensions:

m Minimum: 3-1/2 inches high, 5 inches long, and either 0.007 inch thick if not more than 4-1/4 inches high
and 6 inches long; or 0.009 inch thick if more than 4-1/4 inches high or 6 inches long, or both.

m Maximum for First-Class Mail card prices: 4-1/4 inches high, 6 inches long, and 0.016 inch thick.

m Maximum for letters and other cards: 6-1/8 inches high, 11-1/2 inches long, and 1/4 inch thick.

Length is the dimension parallel to the address as read (601.1.1.2).

All letter-size reply cards and envelopes (Business Reply Mail, Courtesy Reply Mail, and meter reply mail)
provided as enclosures must meet the physical standards for automation letters and cards in 201.3.17.

First-Class Mail

See Quick Service Guides:
230a Nonmachinable Letters
230b Machinable Letters and Cards
230c Automation Letters and Cards

Standard Mail

See Quick Service Guides:
240a Nonmachinable Letters
240b Machinable Letters
240c Automation Letters
240d Carrier Route Letters

Periodicals
See Quick Service Guides:
207c¢c Nonbarcoded Letters
207e Barcoded (Automation) Letters

DMM © USPS, Page 2, Effective July 28, 2014



Commercial Letters and Postcards
Designing Letters and Postcards for Automated Processing

Related QSGs

Overview

Physical
Standards
(201.3.0,

708.4.0)
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(202.5.0)

Quick Service
Guide

230c, First-Class Mail Automation Letters and Postcards
240c, Standard Mail Automation Letters
207e, Periodicals Barcoded (Automation) Letters

Letter-size mail and card-size pieces meeting the applicable automation standards are entitled to automation
prices. This Quick Service Guide summarizes the standards for mail with 100% delivery point barcodes
and mail without barcodes processed on USPS optical character readers (OCRs).

Must meet all physical standards in 201.3.0.

Aspect ratio from 1.3 to 2.5 (201.3.7).

Dimensions:

m Minimum: 3-1/2 inches high, 5 inches long, and either 0.007 inch thick if not more than 4-1/4 inches high
and 6 inches long; or 0.009 inch thick if more than 4-1/4 inches high or 6 inches long, or both.

m Maximum for cards at card rates: 4-1/4 inches high, 6 inches long, and 0.016 inch thick.

m Maximum for letters and other cards: 6-1/8 inches high, 11-1/2 inches long, 1/4 inch thick.

m Rectangular, with four square corners and parallel opposite sides. Letter-size, card-type mailpieces made
of cardstock may have finished corners that do not exceed a radius of 0.125 inch (1/8 inch).

Maximum Weight:

m First-Class Mail Presorted Machinable—3.3 ounces (0.2063 pound).
m First-Class Mail Automation—3.5 ounces (0.2188 pound).1

m Periodicals Barcoded (Automation)—3.5 ounces (0.2188 pound)
m Standard Mail Automation—3.5 ounces (0.2188 pound).’

m Enhanced Carrier Route—3.5 ounces (0.2188 pound).'

1. Heavy letters over 3 ounces, if barcoded, must bear an address block delivery point barcode under
201.3.6, and be part of a 100% delivery point or Intelligent Mail barcoded mailing. Heavy letters must be
prepared in a sealed envelope, and may not contain stiff enclosures or be prepared as a self-mailer or
booklet-type mailpiece.

1

Prohibitions:

m Polywrap, polybag, and shrinkwrap.

m Clasps, strings, staples, buttons, or protrusions that might impede or damage the mail or mail processing
equipment (201.3.8).

Other machinability standards:
m Rigid and odd-shaped items prohibited or restricted (201.3.10).
m Tabbing for self-mailers or booklets (see 201.3.11 or Quick Service Guide 201b).

Pieces with delivery point barcodes or Intelligent Mail barcodes must meet all standards in 708.4.0:

m Format of barcode bars (e.g., dimensions and spacing, 708.4.2).

m Minimum clearance around barcode for barcodes printed on a mailpiece or label: 1/8 inch on left and right
sides; 1/25 inch above and below barcode.

m Placement of address block barcode, lower right barcode, or barcode within a window: see page two.

m Reflectance standards for barcode and portion of mailpiece on which barcode is printed (708.4.4).

When the barcode is included as part of the address block the barcode must be placed in one of these
positions:

m Above the address line containing the recipient’s name.

m Below the city, state, and ZIP Code line.

m Above or below the keyline information.

m Above or below the optional endorsement line.
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Commercial Letters and Postcards

Designing Letters and Postcards for Automated Processing

Quick Service
Guide

Physical Standards for Automation-Compatible Mail (
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