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CLASSES OF MAIL
Class of mail

Delivery timetable

Minimum

First Class

1-3 days

200 piece minimum

First Class Pre-sort

1-3 days

500 piece minimum

Pre-sort Standard

10-14 days

200 piece minimum

Non-profit

10-14 days

200 piece minimum

First Class Mail – First Class Pre-sort / First Class Single Piece
•
•
•
•

The benefit of mailing First Class is this mail takes priority at the Post Office, delivering to the
destination within 1 to 3 days.
Undeliverable mail pieces will be returned to the mail owner.
Must weigh 3.5 ounces or less.
Mail can go out at a single-piece postage rate or can be pre-sorted for a discounted
rate.

First Class (Single Piece)
Using an indicia at a single piece rate is less expensive than using a stamp.
Does not require National Change of Address (NCOA) and Coding Support System (CASS)
certification.

Pre-sorted First Class
Same delivery timetable as First Class. Postage is discounted because pieces are barcoded and sorted.
NCOA/CASS certification required.

Marketing Mail – Pre-sort Standard / Non-profit
•
•
•

Marketing Mail, also known as standard mail, is a less expensive option than First Class
mail.
The postage is discounted because pieces are barcoded and sorted.
NCOA/CASS certification is required.

Non-profit
The organization must have a non-profit account number, which is provided by the Post
Office. The return address on the mail piece must reflect the exact name and address of
the organization approved for non-profit status at the Post Office. Any separate divisions,
subsidiaries or locations must be registered with USPS to mail using the Non-profit rate.
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Any organization name or address change must be submitted in writing on the
organization’s letterhead to the Post Office and approved before mailing.

PHYSICAL STANDARDS - LETTER
Mail pieces are classified by shape, size and the way they are prepared. These classifications
are based on how efficiently mail pieces can be processed on Postal Service equipment. If
you prepare your letters and cards so that they can be processed on Postal Service
equipment, your mail is “machinable” and eligible for “pre-sort” prices. Machinable mail
pieces must meet specific standards, including size, shape and weight.
The aspect ratio is a formula used to determine if a mail piece can be processed on postal
equipment. The aspect ratio formula is the length of the mail piece divided by its height. The
result must be between 1.3 and 2.5.

Standard Letter
Minimum / Maximum
Length

5 in.

11-1/2 in.

Height

3-1/2 in.

6-1/8 in.

Thickness

0.007 in.

1/4 in.

Any aspect exceeding one of these maximum dimensions will cause the mail piece to be
processed as a flat piece.
Any piece weighing more than 3.5 ounces is subject to flat size prices.
Postcard
When mailing First Class, a smaller piece can be mailed at a lower rate if it fits within postcard size
specifications. This is not a discount eligible for Standard (Marketing) mail.

Minimum / Maximum
Length

5 in.

6 in.

Height

3-1/2 in.

4-1/4 in.

Thickness

0.007 inch

0.016 in.
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PHYSICAL STANDARDS – LETTER CONTINUED

Folded Self-Mailers & Booklets
The thickness and minimum dimension are the same as a standard letter. The maximum
dimensions are reduced to 6 inches in height by 10.5 inches in length.

Simple FSM: Final fold on bottom of piece, two tabs on top to enclose the piece.

Short Fold: Fold must be on lead edge, one tab on top on the trailing edge.

Simple booklet: Staples on long edge, two tabs on lead edge one on trailing edge.

Oblong booklet: Staples on short edge (must be lead edge) two tabs on top one on trailing
edge.

Non-machinable characteristics
If any letter-size mail piece meets any characteristic listed below, a non-machinable surcharge
will be added to the current postage rate.
•

•
•
•
•
•
•

It has an aspect ratio of less than 1.3 or more than 2.5.
o Example: A square envelope’s length and height equals 1, therefore it is
non-machinable.
Greater than 4.125 inches high OR 6 inches long while being less than 0.009 inches
thick.
It has closure devices such as clasps, strings or buttons.
It has an exterior surface made of material other than paper or is enclosed in any
type of plastic material such as poly-wrap.
It is too rigid or does not bend easily.
It contains items that create an uneven thickness.
The delivery address is parallel to the short edge of the mail piece.

Page | 4

MAIL PIECE DESIGN - LETTER

When you look at a piece of direct mail, you’ll see several markings on the envelope or card.
While they may mean nothing to your prospective customers, they are important to delivering the
mail, and they need to go in specific places. These elements include postage, delivery address
and endorsements, barcode and, in most cases, a return address.
The delivery address must go on the front of the mail piece, on the same side as the postage.
And on a letter-size piece, it is recommended to place the address within the optical character
reader (OCR) area. This means the address should be within these boundaries:
•
•
•
•

1/2 inch from the left edge of the piece.
1/2 inch from the right edge of the piece.
2-3/4 inches from the top edge of the piece.
5/8 inch from the bottom edge of the piece.

•

Heritage requires an area of 3.75 inches long by 1.5 inches high to inkjet a delivery
address.

It is also recommended to leave
a dedicated area without any
print, the barcode clear zone.
This is a rectangular area in the
lower right corner of the address
side of cards and letter-size
pieces. This area is 4-¾ inches
from the right corner of the
piece along the bottom 5/8
inches. Obstructions in the
barcode clear zone may cause
delays in forwarding. All printing
and material in the clear zone
must meet the reflectance
standards, or the Post Office use
of a label covering the
customer’s printed material may
occur.
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PHYSICAL STANDARDS - FLAT
The Post Office uses the word "flats" to refer to large envelopes, newsletters and magazines. The
words large envelopes and flats are used interchangeably. Whatever you call them, flats must:
•
•
•
•

Have one dimension that is greater than 6-1/8 inches high OR 11-½ inches long OR ¼ inch
thick.*
No more than 12 inches high x 15 inches long x ¾ inch thick.
Maximum weight for First Class is 13 ounces.
Maximum weight for Standard (Marketing) Mail is 16 ounces.

* Flats must exceed one or more of the letter size maximum dimensions.

Minimum* / Maximum
Length

6 in.

15 in.

Height

5 in.

12 in.

Thickness

0.009 in.

3/4 in.

Uniform Thickness: Flat-size mail pieces must be uniformly thick so that any bumps, protrusions or
other irregularities do not cause more than a 1/4-inch variance in thickness. Mailers must secure
non-paper contents to prevent shifting of more than 2 inches within the mail piece if shifting
would cause the piece to be non-uniform in thickness or would result in the contents bursting out
of the mail piece.
Flexibility: Flat-size pieces must be flexible. Test flats as follows:
1. Place the piece with the length parallel to the edge of a flat surface and extend the
piece halfway off the surface.
2. Press down on the piece at a point 1 inch from the outer edge, in the center of the
piece's length, exerting steady pressure.
3. The piece is not flexible if it cannot bend at least 1 inch vertically without being damaged.
4. The piece is flexible if it can bend at least 1 inch vertically without being damaged and it
does not contain a rigid insert.
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MAIL PIECE DESIGN - FLAT
Larger-sized mail pieces will be processed on different postal equipment. Consequently, the
guidelines for addressing the mail piece are unlike the previous letter-size procedures. For flat-size
pieces, the entire delivery address must be within the top half of the mail piece. To find the top,
the length of a flat-size mail piece is the longest dimension. The height is the dimension
perpendicular to the length. In addition, the address can read in any direction except upside
down.

Barcodes must be at least 1/8 inch from any edge of the address side.
The surface the barcode is printed on must meet the Post Office reflectance standards.
The minimum clearance between the barcode and any information line above or below it within
the address block must be 0.028 inches for an Intelligent Mail barcode. The separation between
the barcode and the top line or bottom line of the address block must not exceed 0.625 (5/8)
inches. The clearance between the leftmost and rightmost bars and any printing must be at least
0.125 (1/8 inch).
Window Envelope & Address Label Barcode Placement:
§
§
§

0.125 (1/8) inch—minimum clearance between the leftmost and rightmost bars and any
printing, window edge or edges of the label.
0.028 inch—minimum clearance between Intelligent Mail barcode and the top and
bottom edges of window or address label.
For the envelope window, a clear space must be maintained when the insert is moved to
its full limits in each direction within the envelope (202.5.0).
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EDDM
Every Door Direct Mail (EDDM) is a direct mail service where you select neighborhoods
(carrier routes) where you would like to deliver a mail piece to every address or delivery
point within the route. This can be done city by city, by zip code or the mailer can
include or exclude individual routes within it.
Requirements:
•
•
•
•
•

•
•

Mailing to business and residents OR residents only.
Zip codes or carrier routes to be included.
“ECRWSS” must be included in the address area or within permit indicia. It
can also be added below it.
The address panel must be on the upper half of the mail piece/design.
The orientation of the address panel, whether it is applied on the long or
short side, does not matter (except that labels placed parallel to the
shortest end must not be upside down).
Up to 5,000 pieces can be done online “retail” before a permit is required.
Only includes standard mail flats; Must be one of the following:
o More than 10.5 in. long OR 6.125" in, high OR .25 in. thick
o Cannot be more than 15 in. long, 12 in. high and .75 in. thick.
o The maximum weight of an EDDM flat is 15.994 oz. (Retail max 3.3 oz)

n Rectangular

with four square corners or finished corners that do not exceed a radius of 1/8 inch (see Domestic Mail
Manual (DMM®) 301.1.1).

Cost is $0.076 per piece delivered to area post offices: DDU (Destination Delivery Unit). Mail
is taken to post offices within the zip code area of mailing (May include a multitude of post
offices).
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MAIL PIECE DESIGN ELEMENTS
Postage: Options to apply the payment to a mail piece include stamp, meter or indicia.
Meter: Use of this application benefits everyone by applying exact postage as
opposed to a stamp. Depending on the size and shape of the piece, postage can be
printed directly onto the mail piece. If the mail piece is too large or bulky to be applied
as machinable, postage can be printed on a label to be applied by hand. The metered
postage rate is less expensive than a stamp, typically saving 5 cents per piece.
Stamp: First Class stamps are sufficient postage for any letter-sized piece
weighing 1 ounce or less. Stamps are available in multiple denominations from 0.01
cents to 1.00 dollar.
Pre-canceled Stamp: Pre-canceled stamps are special stamps made exclusively
for pre-sorted First Class mail and USPS Marketing Mail mailings. The stamp does not
cover postage in full. It is applied at a lower value than the postage price and the
difference is paid via a permit with the Post Office. A permit is required for both steps in
this process.
Stamp Quantities Available:
First Class Pre-sort (25c)

3K or 10K

Pre-sort Standard (10c)

3K or 10KS

Non-profit (5c)

3K or 10K

Indicia: The postage is paid to a permit account before mailing. Permit accounts
are set up with the mailer’s local post office. Heritage has an account with the
Milwaukee Post Office. Customers may use Heritage’s permit or provide their own.
Heritage is a validated Mail Anywhere Mail Service Provider. Therefore, we can
use a customer permit from another city/post office and deliver the final mail product to
our local SCF post office, Milwaukee. It is always our preferred verification facility. We will
only deliver mail to other locations upon request, and this will be charged for
accordingly. A mailing list must be provided and the postage invoice will be returned
within 24 hours in most cases. There are minimum requirements to use an indicia. They
include:
• 200 piece minimum for First Class, Pre-sort Standard and Non-profit.
• 500 piece minimum for pre-sorted First Class.
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MAIL PIECE DESIGN ELEMENTS CONTINUED
Return Address: The return address informs USPS where the sender wants the mail
returned if it is undeliverable. It is required on certain types of mail. Preferred return
address placement is the upper left portion of the mail piece or the upper left part of the
address area—on the side of the piece where the postage appears. Mail qualifying for
Non-profit Standard mail prices must have the name and return address of the
authorized non-profit organization either on the outside of the mail piece or in a
prominent location on the material being mailed (inside the mail piece).
Exceptional Addressing: The format (“Or Current Resident”) may be used in addition to
the addressee's name; it indicates that the mail piece should be delivered to the current
resident if the addressee has moved. Exceptional addressing can be used as a substitute
for running a Move Update/NCOA Report processing on a list. If a customer is targeting
locations rather than individuals, they may not want to alter the records or individuals
that have moved out of state. However, some type of NCOA is required on most
mailings. To avoid this, we often substitute by adding, “Or Current Resident.”
Ancillary Services: The USPS uses the return address to provide ancillary services
requested by the mailer (e.g., “Return Service Requested”). The return address on any
mail piece endorsed for an ancillary service must identify where the piece is to be
returned and where the mailer is prepared to pay applicable postage and fees for
pieces returned or for ancillary service provided.
Address: A complete address has all the address elements necessary to allow an exact
match with the current USPS ZIP+4 service to obtain an exact ZIP+4 code for the delivery
address. A complete address may be required on mail at some automation prices. The
following guidelines for addressing a mail piece are in USPS Publication 28, Postal
Addressing Standards:
� Use simple sans-serif type with uniform stroke thickness.
� Type or machine print in dark ink on a light background with a uniform left margin.
� Left-justify every line in the address block.
� Use two-letter state abbreviations.
� Use one space between the city and state, and two spaces between the state and
the ZIP+4 code.
� Use appropriate ZIP+4 code (if unknown, use 5-digit ZIP Code).
� A minimum of 8-point type. If the mail piece bears a POSTNET or Intelligent Mail
barcode with a delivery point routing code, a minimum of 6-point type is acceptable if
printed in all capital letters.
Ink/Paper Colors
Not all colors of paper and/or ink and typestyles are compatible with automated
equipment. The testing process can take up to a week. Physical samples must be
produced and mailed to a facility that has the necessary equipment to run a
reflectance test. See your mailing specialist for assistance.
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NCOA & CASS
NCOA and CASS are two processes that are used to update and format address
information. They reduce the number of pieces that require forwarding or return.
The Coding Accuracy Support System (CASS) corrects and standardizes addresses, adds
missing address information such as ZIP codes, cities and states to ensure the address is complete,
performs delivery point validation to verify whether or not an address is a deliverable address,
and checks against the USPS Locatable Address Conversion System, updating addresses that
have been renamed or renumbered.
The National Change of Address (NCOA) program makes change-of-address (COA)
information available to mailers to help reduce undeliverable or duplicate mail pieces.
Address information provided by a mailer to the NCOA licensee is standardized to conform
to USPS requirements, including the ZIP+4 code. NCOA helps reduce undeliverable-asaddressed mail by correcting input addresses before mailing.
NCOA data is a 48-month rolling dataset. Once the change of address rolls off the NCOA list, the
address is forever undeliverable as addressed. It is very important that list owners manage this
data and keep their lists up-to-date.
A report will be provided presenting results and updates to list owners' records. Definitions of list
results:
Move Type - Contains the type of match:
I - Individual Match, F - Family Match, B - Business Name Match
Move Effective Date – Adds the date that the matched move is active.
Match Flag – Adds a code that describes the type of match found. Indicators:
M – Moved; New address found; record updated.
N – No move information was found for the address submitted.
G – PO Box closed; PO Box was closed without a forwarding address.
K – Moved but no forwarding address on file.
F – Move to a foreign address found, original record was not changed.
X – Other. Unable to process this address for move information. Unknown error.

The Error code & Description is included to help the list owner understand any issues with data.
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UNDELIVERABLE RECORDS
Undeliverable-as-Addressed (UAA) Mail
UAA mail is all mail that cannot be delivered to the name and address specified on the
mail piece. It must be forwarded, returned to sender or properly treated as waste, as
authorized for by the class of mail and ancillary service endorsement on the mail piece.
The actions required to process UAA mail create additional costs for the Post Office and
have an impact on postal operations. In addition, UAA mail affects the timeliness of mail
delivery. Mail may be considered UAA because:
•

•

•
•
•
•
•
•
•

The address is incomplete, incorrect or illegible. The address given does not pass
"address correction." It is not an address that the Post Office recognizes as
accepting mail. This includes situations where the address of a building is valid,
but the apartment or suite number is missing or invalid.
The address may be valid but be flagged as vacant. The house may be vacant
because it is for sale, there was a fire or the owner may have left without filing a
change of address.
The party the piece is addressed to has closed their PO Box and has not left a
forwarding address.
The person has moved and the new address is a foreign address.
The person, family or business has moved more than 48 months ago. This is the
maximum length of time that a change of address is kept in the database.
The address may be flagged if the person is in a correctional facility or deceased.
The addressee is unknown.
The addressee refuses or fails to claim the mail.
Data Services may also flag someone as being on a "Do Not Mail" list.

The information we receive back is that of the Post Office’s discretion and the
responsibility of the individual and resident. We do not determine if an address is valid or
not, nor does the software we use. NCOA footnotes and NCOA Link footnotes are
returned when the move update service compares the mailing records to the USPS
NCOA Link data set.
The footnotes provide information about the records processed through the service. It is
the choice of the mail owner if they would like to mail these or remove them. It is their
responsibility to fix and amend them. Heritage cannot fix records that are not up-to-date
in the USPS database.
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MACHINEABLE INSERTING SPECIFICATIONS

Capabilities:
§
§
§
§
§

§

Typically operates from 3,000-5,000 finished pieces per hour, depending on the
job requirements.
Up to 4 individual inserts (Including one exception insert).
Exception Insert – A piece folded with an open edge on the bottom edge. A Zfold is a common exception piece.
Insert dimensions: Minimum 2 in. x 3.5 in. / Maximum 6.5 in. x 9.5 in.
To receive a machine-insertable rate, inserts must have a minimum 1/8-inch
clearance on each edge from the outer envelope. For a 6x9 envelope, the
maximum dimension of an insert must be 5.75 x 8.875 inches. This leaves a 1/8inch space on the left, right, and top/bottom to fit in the envelope as required
by the demands of the machine. This margin will have to increase when
adding additional inserts. Additional inserts will cause the margin to be
consumed in the thickness of the envelope.
It cannot accommodate flat-sized pieces. These must be inserted by hand.

Letter fold: This is the most common and acceptable fold type. The bottom
edge is a fold, not an open edge. This prevents any issues of the piece interacting
with the machine or the envelope.

Double Parallel: When inserting a 14-inch legal size sheet, the address block
must be placed in a specific position. The address block must be on the top panel
to receive a machinable rate. If it is placed on the bottom-most panel, this will be
counted as the one exception piece on the machine or it will need to be inserted
by hand. These are typically seen along with window envelopes, making this
even more critical.

Z-Fold: We would be able to facilitate only one piece with this fold type
because of the open edge. If a job requires multiple pieces with a Z-Fold, it will
need to be done by hand.

Single Fold/Half Fold: Invitations and any other type of single fold pieces need
to be folded on the long edge, to be inserted fold first. We cannot machine insert
any piece folded on the short edge, being on the left or right side of the insert.
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MACHINEABLE ENVELOPE SPECIFICATIONS

Maximum size of outer envelope: 6.5 in. x 10 in. / Minimum: 4.75 in. x 6.5 in. (A-6)
Cannot accommodate flat-size envelopes, these jobs must be hand-inserted.
Machinable

#9
#10
A-6
A-7
6x9
6.5x9.5
A-8, A-9, A-10

Nonmachinable

A-2
9x12
10x13

The type of back flap and sealing application can cause issues with production
equipment.
Machinable Flaps: Envelopes that will successfully run on Heritage’s inserting and sealing
equipment.

Non-machinable Flaps: Envelopes with long or pointed flaps will cause issues with
inserting and sealing operations. These are not machinable and require hand
inserting.
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LINKS/REFERENCES

USPS Main Web site: http://www.usps.com
Business Customer Gateway: https://gateway.usps.com/eAdmin/view/signin
USPS Postal Explorer: http://pe.usps.gov
USPS Postal Pro: https://postalpro.usps.com
Price List: http://www.usps.com/prices/
Quick Service Guides: http://pe.usps.gov/text/qsg300/q000.htm
Domestic Mail Manual: http://pe.usps.com/text/dmm300/dmm300_landing.htm
Introduction to Business Mail: http://pe.usps.com/businessmail101/
Physical Standards for Commercial Letters, Flats, Parcels, Mail (DMM 201):
http://pe.usps.com/cpim/ftp/manuals/dmm300/201.pdf
Mailpiece Design: http://pe.usps.com/MailpieceDesign
The MDA Support Center hours are Monday through Friday, 8:00 a.m. to 5:00 p.m. CST.
Customers may contact the MDA Support Center by calling 855-593-6093 or via email
to mda@usps.gov.

Contact us with any questions on your mailing project
at 262-790-5000 or email outcomes@clickheritage.com.
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