MACHINEABLE MAIL - STANDARD CANADA POSTES
SELF-ASSESSMENT TOOL CANADA

The requirements outlined below are the mandatory specifications that must be met in order to access the machineable mail option
to avoid mail delays or surcharges.

NOTE: Imperial measures are provided for convenience only.

DIMENSIONS LENGTH WIDTH THICKNESS ASPECT RATIO WEIGHT
(LENGTH/WIDTH)
Standard Minimum 140 mm (5.6 in.) 90 mm (3.6 in.) 0.18 mm (0.007 in.) 1.3 29 (0.07 oz.)
Maximum 245 mm (9.6 in.) 156 mm (6.1 in.) 5mm (0.2in.) 2.6 50 g (1.76 oz.)
* Square Envelopes are acceptable - min. 140 mm x 140 mm x 0.18 mm and max. 156 mm x 156 mm x 5 mm
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Shape Rectangular cards and self-mailers. Envelopes that do not meet the square dimensions must be rectangular. D D D
Material * Must be paper; items cannot be made of plastic or wrapped in plastic.
* Minimum paper weight for: D D D

» envelope: 75 gsm (approx. 20 Ib.)
»  folded self-mailer: 90 gsm (approx. 60 Ib. text)
»  card and postcard: 160 gsm (approx. 60 Ib. cover)
« Must be sufficiently flexible to bend; items cannot be rigid.

Enclosures |* Any paper enclosure is acceptable.

= Flexible magnets, CD/DVD, single coin, key tags and plastic cards are acceptable when firmly attached. D D D
« Liquids, powders and gels are unacceptable unless tested and approved by Canada Post prior to deposit.

E Sealing « Envelopes must be closed and sealed with adhesive, with no more than 35 mm of the flap unsealed on each end. To

= prevent envelopes from sticking together, do not apply a surplus amount of adhesive. They must not be sealed with staples, D D D

“<3 clasps or other similar devices.

w * Folded self-mailers: (See reverse side for illustrated examples.)

% Single sheet self-mailers Multiple sheet self-mailers

2 « Are formed by a single sheet of paper, folded once or « Contain multiple sheets of paper, folded once or multiple

s multiple times into panels. times into panels and are bound / stitched together.
* Must have the fold or continuous seal along the bottom |e Must have the fold or continuous seal along the bottom

edge plus a clip/spot seal on top. edge and either:
> aclip/spot seal on top and leading edge; or
> two clip/spot seals on the leading edge.

Creative Items with the following features must be tested and approved by Canada Post prior to deposit:

Features  |. giternative sealing locations - square self-mailers and cards
« zipper seals / perforations on the exterior items « die-cuts placed along the top, leading or trailing edge D D D
* non-paper enclosures within a self-mailer « decorative and creative font.

tip-on placed on a card
Once tested and approved, the service ticket # must be written on the Order (Statement of Mailing) at the time of deposit.

Addressing |Each item must bear a complete address which includes an individual, company or non-personalized descriptor
(e.g., “OCCUPANT”), a street address, municipality, province and a valid Postal Code®M. D D D
* Address zone
Whether vertically or horizontally oriented, the complete address must appear inside the following area:
» 35 mm from the top
» 10 mm from the bottom, left and right edges
Address labels and windows must be within the address zone.
e Quiet zone
»  Around the address block, leave at least 5 mm clear of printing and dark colours.
»  For window envelopes, ensure that the entire address remains fully visible through the window, even if the enclosure

> shifts within the envelope.
5 Postage * The top-right area is reserved for postage, measuring a width of 74 mm and a height of 35 mm (100 mm width for postage
ol o meter) Oaia
< « The indicia must be placed on the same side as the destination address (the front).
2 = If the indicia is placed outside the postage zone it must be located above and to the right of the address.
'5'.% Return « The preferred location is on the front of the item above the address zone (35 mm from the top).
address = Must be the same orientation as the destination address. D D D
zone * A minimum separation of 15 mm is required between the bottom of the return address and the top of the destination
address.
Fonts Human readable commercially available fonts where the font characters are well defined and:
» Do not overlap to the line above or below D D D
» Do not contain text effects (i.e. shadow, emboss, etc.)
» Do not contain random heights within characters
»  Are not calligraphy style fonts (i.e. The quick brown fox jumps over the lazy dog).
»

Good contrast between address and background. Fonts must be a dark colour (preferably black) on a white or light
coloured background.

NOTE:  N/A = not assessed due to missing information or the inability to confirm pass or fail based on the information known at the time of assessment.
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ACCEPTABLE SEALING LOCATION - STANDARD
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with no more than 35 mm
of the flap unsealed on each end.

Single sheet

. 4
self-mailer
Leading %
Edge Leading Edge
Bottom
BottorE Edge Edge | . @
: Bottom
Edge
— @ D
[ Bottorh Edge 4
The flap and clip/spot seal must be above the bottom edge Leading Edge
Single sheet ApprOx. 50% of tems engthy
(flaps folded Approx. 50% o itemslengt (Back)
on non- . Clip seal on the back of the item
address s|de) (Back) up to 90% flom top
Clip seal on the back of the item T
Bottom Edge
(Back)
Botton’r‘v Edge
Multiple e
sheet self- == E
mailer S/ teading
Edge e
% |
z
Bottom Edge Bottom Bottom
4 = Edge . Edge
Leading
Edge
T
Bottom Edge ?
Leading Edge Leading Edge
ADDRESS ZONE
HORIZONTAL ORIENTATION VERTICAL ORIENTATION
oty Ay g P
2105 S6K N8 : _ MOOSE AW SK 56K 8
\Ow'mvi i\Omrr‘ . N
> . i«—|_Leading 10mm Address Zone 10mm
Address Zone }-— { Edge
EI Bottom T I -
e 3 Edge
Bottom Edge

Leading Edge

Page 2

August 21,2017




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (Adobe RGB \0501998\051)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.5
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo true
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Average
  /ColorImageResolution 150
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages false
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Average
  /GrayImageResolution 150
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages false
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Average
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e55464e1a65876863768467e5770b548c62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc666e901a554652d965874ef6768467e5770b548c52175370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA (Utilizzare queste impostazioni per creare documenti Adobe PDF adatti per visualizzare e stampare documenti aziendali in modo affidabile. I documenti PDF creati possono essere aperti con Acrobat e Adobe Reader 5.0 e versioni successive.)
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020be44c988b2c8c2a40020bb38c11cb97c0020c548c815c801c73cb85c0020bcf4ace00020c778c1c4d558b2940020b3700020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken waarmee zakelijke documenten betrouwbaar kunnen worden weergegeven en afgedrukt. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents suitable for reliable viewing and printing of business documents.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
>> setdistillerparams
<<
  /HWResolution [300 300]
  /PageSize [612.000 792.000]
>> setpagedevice


	Length: Off
	Width: Off
	Thickness: Off
	Aspect Ratio: Off
	Weight: Off
	Shape: Off
	Material: Off
	Enclosures: Off
	Sealing: Off
	Addressing: Off
	Postage Zone: Off
	Return Address Zone: Off
	Fonts: Off
	Reset: 
	Print: 
	Creative: Off


