guidance for correct
mail presentation

How to get it right

A Royal Mail guide to the presentation of mail.
Use it for information and advice about:

1 Envelope layout

2 Mailpiece specification

3 Window envelopes

4 Addressing

5 Clear zones
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Introduction

first impressions

When you send business mail, the envelope is the first point of
contact with your customer, and it sets the standard for its contents.
Your envelope layout also affects how accurately and quickly we can
process your mail with our automatic machines.

This guide is designed to help you, by providing critical parameters
and layout diagrams for the most commonly used DL and C5 sized
paper based envelopes.

If you have any questions, please don't hesitate to contact us on
08457 950 950. We can advise on a wide range of queries, including
envelope sizes and layouts, paper types and weights, and direct

or bulk mail issues, in addition to other general questions regarding
mail piece design.

This document is intended as a guide to achieve the highest level
of Royal Mail automation, however individual specifications such as
Cleanmail, Mailsort and Response Services will take precedent.

Royal Mail
_—

with us it’s personal®



1 Envelope layout

DL envelope front (220 x 110mm)

Use this layout when you send DL size envelopes with Printed Postage Impressions (PPI).
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All measurements are in millimetres. Measurements not to scale.

Logo or indicia zone Clear zone Address zone

A Customer Zone (Logos must ideally D Typical Customer Bar Code (CBC).
be placed in this area in the top left

hand corner). E Royal Mail indicia zone.

F Typical indicia positioned in top right corner
but must be 5mm minimum from all edges
of the Royal Mail indicia zone and edges

C Typical position for address block. of the envelope.

There must be a minimum 5mm text and
graphics clear area all around address text.

B Address block can be anywhere in the
hatched area.

G Codemark clear zone.
Reserved for Royal Mail use only.

Thickness: 0.25mm to 5mm (with no more than 2mm variation across height or length).
Weight: Minimum weight defined by paper weight. Recommended maximum weight 100g.
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1 Envelope layout

DL envelope rear (220 x 110mm)

Follow this template for the rear of a DL size envelope.
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All measurements are in millimetres. Measurements not to scale.
Return address zone Clear zone

A Royal Mail clear zone.

B Return address should be centrally
located at the top, rear of the
envelope occupying a box with
maximum dimensions 70 x 30mm.

For help at any time, call us on 08457 950 950.
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1 Envelope layout

C5 envelope front (229 x 162mm)

Use this layout when you send C5 size envelopes with Printed Postage Impressions (PPI).
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All measurements are in millimetres. Measurements not to scale.

Logo or indicia zone

A Customer Zone. Logos must ideally
be placed in this area in the top left

hand corner).

B Address block can be anywhere in the

hatched area.

C Typical position for address block.
There must be a minimum 5mm text and
graphics clear area all around address text.

Clear zone

Address zone

D Typical Customer Bar Code (CBC).

E Royal Mail indicia zone.

F Typical indicia positioned in top right
corner but must be 5mm minimum from
all edges of the Royal Mail Indicia Zone
and edges of the envelope.

G Codemark clear zone.
Reserved for Royal Mail use only.

Thickness: 0.25mm to 5mm (with no more than 2mm variation across height or length).
Weight: Minimum weight defined by paper weight. Recommended maximum weight 100g.
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1 Envelope layout

C5 envelope rear (229 x 162mm)

Follow this template for the rear of a C5 size envelope.

35 H H 70 H
A h B
40 30
/
35 H H 30
A _
40

70

All measurements are in millimetres. Measurements not to scale.
Return address zone Clear zone

A Royal Mail clear zone.

B Return address should be centrally located
at the top or middle (right hand side), rear
of the envelope occupying a box with
maximum dimensions 70mm x 30mm.

For help at any time, call us on 08457 950 950.
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1 Envelope layout

recommended minimum size (154 x 110mm)

Use this layout when you send minimum sized envelopes.
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All measurements are in millimetres. Measurements not to scale.

Logo or indicia zone

Clear zone Address zone

A Logo zone. (Logos and other postal D Typical Customer Bar Code (CBC).
operators’ indicia must ideally be placed

in this area in the top left hand corner).

B Address block can be anywhere in the

hatched area

E Royal Mail indicia zone.

F Typical indicia positioned in top right corner
but must be 5mm minimum from all edges
of the Royal Mail Indicia Zone and edges of

C Typical position for address block. the envelope.
There must be a minimum 5mm text and

graphics clear area all around address text.

G Codemark clear zone.
Reserved for Royal Mail use only.

Thickness: 0.25mm to 5mm (with no more than 2mm variation across height or length).
Weight: Minimum weight defined by paper weight. Recommended maximum weight 100g.
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1 Envelope layout

recommended minimum size (154 x 110mm)

Follow this template for the rear of a minimum size envelope.

¢ 35 * ! 70 ¢
@eeeenn : : : e °
If undelivered please return to:
A Royal Mail
148 Old Street
London 3 0
40 EC1V 9HQ B
P
* 35 ¢ e 30 ¢
P : ; Do
sty i e .
DERES
S2253
P g 3
Rt
g
®
2| 70
£
S
g
....... °

All measurements are in millimetres. Measurements not to scale.
Return address zone Clear zone

A Royal Mail clear zone.

B Return address should be centrally located
at the top or middle (right hand side), rear
of the envelope occupying a box with
maximum dimensions 70mm x 30mm.

For help at any time, call us on 08457 950 950.
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1 Envelope layout

recommended maximum size (240 x 165mm)

Use this layout when you send maximum sized envelopes.
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All measurements are in millimetres. Measurements not to scale.

Logo or indicia zone

A Customer Zone (Logos must ideally

Clear zone Address zone

D Typical Customer Bar Code (CBC).

be placed in this area in the top left

hand corner).

B Address block can be anywhere in the

hatched area.

C Typical position for address block.
There must be a minimum 5mm text and

graphics clear area all around address text.

E Royal Mail indicia zone.

F Typical indicia positioned in top right corner
but must be 5mm minimum from all edges
of the Royal Mail indicia zone and edges
of the envelope.

G Codemark Clear Zone. Reserved for
Royal Mail use only.

Thickness: 0.25mm to 5mm (with no more than 2mm variation across height or length).
Weight: Minimum weight defined by paper weight. Recommended maximum weight 100g.

Royal Mail
_—

with us it’s personal®



1 Envelope layout

recommended maximum size (240 x 165mm)
Follow this template for the rear of a maximum size envelope.
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All measurements are in millimetres. Measurements not to scale.
Return address zone Clear zone

A Royal Mail clear zone.

B Return address should be centrally located
at the top or middle (right hand) rear of the
envelope occupying a box with maximum
dimensions 70mm x 30mm.

For help at any time, call us on 08457 950 950.
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2 Mailpiece specification

vital statistics

Please use these size constraints as a guide
for your mail sizes. Check with your printer

or stationer if you are concerned that your

items will not meet these requirements.

Length
This must be a minimum of 154mm and
a maximum of 240mm.

Height
This must be a minimum of 120mm and
a maximum of 165mm.

Recommended minimum size:
110 x 154mm.
Recommended maximum size:
165mm x 240mm.

Shape

Mail items should be rectangular in shape and
the longest edge must be a minimum of 1.4
times the length of the shorter edge.

We recommend standards C5, C6 or DL
envelopes, all of which meet our size
guidelines. Items should not be a portrait or
square format.

Royal Mail

Thickness

Mail should be between 0.25mm and 5mm
thick. Thickness variation should be no more
than 2mm across height or length of

mail item.

Weight

For maximum quality of service and to
ensure that an item will pass through our
automated equipment, items should weigh
no more than 100g.

Flexibility

ltems must be flexible enough to bend easily
into an S-shape along the longest edge.
Please do not enclose items such as coins,
keys and thick card coupons. The minimum
flexibility is pre-defined by the minimum
paper weight. The maximum flexibility is
defined as the force to deflect the mail item
(with all enclosures) 5mm when placed
between two fulcrums 75mm apart.
Maximum 2kg force.

Opacity

The envelope paper needs to be at least 85%
opaque. This will prevent any character of
pattern on the inside from showing through
the envelope material, preventing our
equipment form reading the address.
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2 Mailpiece specification

Paper Weight

Envelope paper should be a minimum of
70gsm, and single piece mail a minimum of
100gsm before folding (the lower the paper
weight, the thinner and less robust the mail
item will be). There is an exception for
postcards, where there is no minimum paper
weight, but all mail pieces should be a
minimum of 0.25mm thick.

Reflection

The background reflectivity of the address
material should be at least 35% in the red
region (600nm) when measured by a spectral
reflectometer.

Water Absorbency

Water absorbency should be 15-35 gsm
water in 1 minute. We require this because
the absorbency of the mailpiece affects the
migration of the ink used for codemarks and
cancellation marks into the mail item. If the
absorbency is too low then the ink will sit on
the mailpiece surface resulting in smudging,
whilst high absorbency causes the ink to be
absorbed into the paper and marking it. In
both cases our sorting equipment cannot
read the codemark.

Royal Mail

Porosity

The paper used for postcards and single piece
mail must have a porosity value between 400
and 700 ml/minute. The paper used for
envelopes must have a porosity value greater
than 400ml/minute.

Sealing

Ensure the item is securely continuously
sealed on all sides, taking care to avoid a
residue of gum on the item itself. Please do
not use metal clips or staples.

Paper Colour
When sending items in envelopes the best
colours to use are white, cream or light buff.

Please do not use dark coloured or red
envelopes.

Fluorescence and Phosphorescence

The ink used for printing codemarks contains
both phosphorescent and fluorescent materials.
When passed beneath a high intensity long
wave ultra violet light source this ink gives
out a strong light signal, which is read by the
equipment. If the mail item contains impurities,
our equipment could have difficulty in
distinguishing the codemark from the
background. The use of brightening agents,
particularly within white envelopes, is common
and generally does not cause problems as
long as they are kept to a minimum.
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3 Window envelopes

looking in

Window size

There is no maximum or minimum size for
a window. However, the window size is
constrained by the length of the address,
font size, number of lines of the address,
address boundaries and the clear zones.

Gloss of the window film

Gloss is expressed as a unit, and refers to the
amount of light that is reflected back from the
surface being measured. The higher the unit,
the glossier the surface being measured.

The recommended maximum value of gloss
when measured at 60 degrees in accordance
with ASTM 2457 is 150.

Haze of the window film

Haze is an indication of the clarity of the
material being measured. The higher the
haze the more difficult it is to see through
the material. The recommended maximum
value of haze when measured in accordance
with ASTM D 1003 (Procedure A -
Hazemeter) is 75%.

Position of the address within the window
In order to read and interpret the address,
the automation equipment locates the
position of the window and takes an image
of the address. The complete address must
be clearly visible through the window with a
2mm clear zone around it.

Strength of the window film

If window material can be safely handled
during its production process, it will be strong
enough to affix to an envelope. However, any
wrinkling or creasing of the window will
significantly affect the ability of our equipment
to read the address. It is therefore essential
that the window is robust enough not to
become deformed.

For help at any time, call us on 08457 950 950.

Royal Mail

with us it’s personal®



4 Addressing

written rules

As well as having an important function,

the address location is the key visual feature
of your item of mail. The information in this

section will give you the freedom to design as
you want, while making sure your customers,

our machines and our staff can see who the

mail is for.

Address orientation

The address should ideally be kept parallel
to the longest side of the envelope with

a skew of no more that 5 degrees.

Address location

The address must be written with a 5mm
clear zone around it which must not encroach
on another clear zone. The area around the
address block cannot include graphics,
printing and variations in background, so
that the Optical Character Reading (OCR)
equipment can locate the address and obtain
a clean address image. There must be a
clear zone of 5mm around the address
block, including any customer barcode.

Please see the diagrams in Section 1 for
location of the address block and clear zones.

Royal Mail

Address background

Our equipment must be able to clearly
differentiate the address information from
the envelope background. Two things are
important: the contrast ratio between the
address and the background and the fact
that the address must be darker than the
background (no reverse contrast is allowed).
This applies whether addresses are printed
directly onto the envelope, or on an insert
behind a window.

Wherever the address is printed in this area,
and for 5mm all around the address, the
background must have:

e A spectral reflectance of at least 30% higher
than the colour used for the address
(i.e. the minimum reflectance between the
address and the background must be 30%)
when measured in the red region (600nm)
with a spectral reflectometer

e A minimum spectral reflectance of 35%
(in the red 600nm region)

e Positive contrast (address darker than
the background).
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4 Addressing

Typeface

When choosing a typeface, clarity is the key.
Be sure to pick a typeface that is clear and
sharp to complement a contrasting
background. ltalic or calligraphic typography
is not advised.

Font sizes can generally be between 10 —15pt,
with 12pt offering optimum readability. Poorly
spaced or inconsistent alignment can not only
ruin the appearance of your mail but also
make it harder for our machines to process.

The easiest typefaces for our machines
to read are as follows:

Arial 10-12 point

Avant Garde 11-15 point
Century School Book 10-11 point
Courier 10-15 point
Courier New 10-15 point
Franklin Gothic 10-12 point
Franklin Gothic (Book) 11-14 point
Geneva 10-12 point

Helvetica 10—-14 point

News Gothic MT 10-12 point
Univers 10-15 point

Verdana 10-12 point

Royal Mail

Text spacing

All fonts used should be true type.
Proportionately spaced text is not easily
read by OCR, although increasing the gap
between characters by 0.75mm dramatically
improves the rate at which addresses can
be read.

Format

Royal Mail has a range of products and
services to help you keep your contact
addresses correct and up to date. Visit
the Frequently Asked Questions within
the Address Management Centre to find
comprehensive information about correct
address formatting.

Return address location

This should be placed on the rear of the
envelope, avoiding the rear quality mark zone
in the top left hand corner. Please refer to the
diagrams in Section 1.
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4 Addressing

Printing Characteristics

Each line of the address must be made up of
characters of the same font and size

Characters printed per inch (25.4mm) 10-12 characters

Spacing between words 10mm (maximum)

Uniform spacing between lines Imm (minimum)

Maximum characters per line of address 32 characters (including spaces)
Number of lines per inch (25.4mm) 6 lines

Skew of address block 3 degrees

Negative contrast is not allowed

Print quality must be such that characters are not
blurred, smudged or incomplete

Separation between the two parts of the postcode 2 white spaces
Preferred print colour for the address Black

Yellow print must not be used

For help at any time, call us on 08457 950 950.
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5 Clear zones

breathing space

In order for the mail piece to be automatically
and accurately processed, it is important
that key elements can be easily located and
identified. This can be achieved by keeping
certain areas of the mailpiece are kept
clear of anything other than the required
information. These key areas are:

e Address block

e Codemark clear zone

e Indicia zone

e Rear quality mark zone

Codemarks are printed in codemark clear
zones. The envelope colour in these areas
must have a minimum accepted spectral
reflectance of 28% in the red region
(600nm). Please see the envelope diagrams
in Section 1 for location of the clear zones.

For help at any time, call us on 08457 950 950.
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