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BULK MAIL PANEL REQUIREMENTS
United States Postal Service (USPS) uses automation equipment that is capable of high-speed processing 
while keeping down postal costs. High readability of critical components ensures automation success, 
therefore USPS requires certain clear zones be included in the design for the indicia, the recipient address 
area, and barcode placement.

LANDSCAPE FLAT MAIL PIECE SETUP: 
The preferred delivery address block location is  4” WIDE BY 2.745” TALL in the lower right-hand quadrant.

RETURN ADDRESS:
This can be placed in the 
upper left corner or over 
above the mail panel area.

	 !  �Return address can go 
in this area as long as it 
is completely above the 
mailing address below.

POSTAL INDICIA: 
This takes the place of a 
stamp and is an imprinted 
designation that denotes 
postage payment, permit 
number and mailing 
classification.

The size of the indicia must 
be a minimum of 1/2" high 
by 1/2" inch wide with 
a minimum 1/8" white 
space on all four sides.

	 !  �Postal indicia can go in 
this area as long as it is 
above and to the right of 
the mailing address

ADDRESS BLOCK:
Leave a clear zone that 
measures  4” wide by 
2.745” tall. This should 
be clear of graphics and 
extraneous information 
and should be opaque so 
that text or graphics in 
the background cannot 
be detected by processing 
equipment. 
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2” tall

An alternate address block location is the 
FULL  2" OF THE BOTTOM portion.
This design must be wide enough to fit 
return address, recipient address with 
barcode, and indicia.
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.6” ABOVE TRIMLINE

✔  �IMPORTANT 
NOTE: Only use this 
type of design if the 
barcode is printed 
prior to arriving at 
the USPS. 
Ex: Variable Merged 
Mailing  by 
Ultra Graphics

ALTERNATE  SETUPS FOR LANDSCAPE MAIL:

285003 6-25
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PORTRAIT SETUP: 
When the orientation of the piece is portrait,  the delivery 
address must be on the top half of the booklet, The spine 
is on the right side if it has one.

✔  �The top edge of the delivery address block should be 
as close as possible to the top edge of the mail piece to 
facilitate carrier scanning, but still remain one inch 
below the return address.

PERIODICALS SETUP: 

✔  �If address block is placed on FRONT, the orientation 
should be inverted to facilitate carrier scanning.

✔  �If address block is placed on BACK, use Portrait 
Setup requirements

.
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ADDRESS 
BLOCK:
Leave a clear 
zone (blank white 
space, no ink) 
that measures 
3.75” wide by 
2.25” tall. 

1” to right of return 
address, minimum

3/8″ clear area below, 
minimum

MAILING RECIPIENT ADDRESS AREA
NO ARTWORK IN THIS AREA

3.75” X 2.25”
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3.75” X 2.25”

✔  �IMPORTANT 
NOTE: The 
orientation should be 
inverted when placed 
on the front side.

1″ below return 
address, minimum
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✔  �Folded Self Mailers must open at the top and 
fold at the bottom. 

✔  �They must be sealed shut with a minimum of two 
tabs. 

TRIFOLD SETUP: 
The mailing address must be on the middle panel.

BIFOLD SETUP: 
✔  �Artwork is rotated away from each other on each 

side of the fold.
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