CANADA POSTES
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Thank you for using the Machineable Mail Advisor. We hope you enjoy the convenience and
creative flexibility that it brings to the machineable mail design process.

In this document, you'll find
o Instructions on how to use these templates
o A copy of the Mandatory Requirements for Standard Machineable Mail
o Design templates for the items you've selected

Using these templates in Adobe Illustrator™ (Al) | Layers | _
Please check the website periodically to make sure you have the latest version of i Cl=R SEa
this template 18 | » [ personslized il RPG Incicia |o
p : . . . . %] I‘ > Epersonalized Mail Indicia (o)
The Adobe lllustrator template is driven by layers. In Al, go to Window-Layers if 8> [ etemai tndicia o
the layers palette is not already displayed. ® 8 » Eeeneﬂcxndam o
H H H H ® a8 » Destination Address o
Simply click on the eye icon of a layer to show or hide the layer. I S 2
6 | » [ Address & Postage Zones :O
Tem plate featu res | a | ‘ > E Graphics & Quiet Zones :O
arll‘ PVDVGranhics Sample e}
Indicia layers 10 Layers CRC R
A variety of postal indicia are included on separate layers. Select the appropriate " 18 [ > [ rubleations Mt ndic o
layer/indicia required for your mailing. |8 | > [ personslized maiRPG Indica | O
a8 I > E Personalized Mail Indicia (e]
| q » E Lettermail Indicia (o]
Destination Address layer & Return Address layer Hf’,i 8 ,I*,%Pe‘““‘“’"“d*“ [o ‘I
. . @ a|» Return Address o
You can edit the addresses on these layers as required. — :
Address and Postage Zones layer
H a8 I] > UAddress&Poslage Zones (o] |I

This layer outlines the areas set out for the placement of addresses and postage.
The addresses must appear within the areas outlined.

|| 8 > f Graphics & Quiet Zones

o]
=

Graphics and Quiet Zones layer

This layer outlines the areas set out for the placement of text or image/graphics and
Quiet Zones which must be kept free of graphics and text (other than address information).

o
=

Graphics Sample layer [ 181> (] crphics sl

This layer contains an example of graphics/text and colours applied to the mail item.

After making edits or layer changes, simply save the file or export it to any preferred
file type. Your artwork is ready for your next mailing campaign!

Disclaimer

The Machineable Mail Advisor was developed to help customers design envelopes, self-mailers and cards that meet Canada Post's machineable specifications. By
delineating the areas that are reserved for addressing and barcoding, the tool is also meant to highlight and provide customers with the opportunity to leverage the
areas available for customization. The Advisor is based on Canada Post’s Machineable Mail Designing Module and outlines the basic design requirements for
machineable items. For complete requirements, customers must consult the applicable Customer Guide for their chosen service at canadapost.ca/postalservices.

This tool allows users to download a mail template and then modify certain elements using the design software of their choice. However, if customers alter the size or
layout of a template, it may render the item out of specification, potentially disqualifying it from the expected services and/or applicable rates. Such modifications may
also impact envelope/card manufacturing or postage costs. It is the customer’s responsibility to ensure that final printed envelopes, self-mailers, and/or cards meet all
requirements.

Canada Post has made reasonable efforts to ensure that the Machineable Mail Advisor is accurate at the time of release; however, the Corporation accepts no liability
for any potential inaccuracies or omissions.

™ Trademark of Adobe Systems Inc


http://www.canadapost.ca/postalservices
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Machineable Mail Advisor: Standard Cards and Postcards -

SIZE / ITEM

ASPECT RATIO

Standard®

Minimum

140 mm (5.6 in.)

90 mm (3.6 in.)

0.18 mm {0.007 in.)

131

20i0.07 oz.)

Maximum

245 mm (9.6 in.)

156 mm (6.1 in.)

5 mm (0.2 in.}

261

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.

Shape Rectangular cards and self-mailars. Ervelopas that do not meet the square dimensions must be rectangular.
Matarial + Must be paper; items cannot be made of plastic or wrapped in plastic.
+ Minimum paper weight for
v envelope: 75 gm? (approx. 20 Ib.)
v+ folded self-mailer: 30 gm? (approx. 60 [b. text)
+ card and postcard: 160 gm? (approx. 60 |b. cover)
+ Must be sufficiently flexible to bend; items cannot be rigid.
Enclosures * Any paper enclosure is acceptable.
+ Floxible magnets, CO/DVD, single coin, key tags and plastic cards are acceptable when firmly attached.
> Liguids, powders and gels are unacceptable unless tested and approved by Canada Post prior to deposit.
E [5ealing Envelopes must be closed and completely sealed with adhesive. To prevent anvelopas from sticking Together, do
=l not apply a surplus amount of adhesive. They must not be sealed with staples, clasps or other similar devices.
3 + Folded self-mailers: (5ee reverse side for illustrated examples.)
2 Single-sheet self-mailers Multiple-sheet self-mailers
E Must have the fold or continuous seal along the bottom edge [Must have the fold or continuous seal along the bottom edge
plus a dip/spot seal on top. and either:
g » aclipfspot seal on top and leading edge; or
v two dip'spot seals on the leading edge.
Creative Items with tha following features must be tested and approved by Canada Fost pnor 1o deposit:
Features + glternative tab / sealing locations
+ 7ipper seals / perforations on the exterior items
+ non-paper enclosures within a self-mailer
+ tip-on placed on a card
+ square self-mailers
+ die-cuts placed along the top, leading or trailing edge.
Once tested and approved, the service ticket # must be written on the Order (Statement of Mailing) at the time of depaosit.
See Section 11 "Assess Your Mail ltems Before Mailing™.
Addressing  |Each item must be addressed to a spedtic individual or company name or to a non-personalized descriptor, including
*OCCUPANT™ or similar wording. Each item must include the complete mailing address, including the valid Postal
Code®M for that address.
+ Address zone
Whether vertically or horizontally oriented, the complete address (see Addressing Guidelines at
canadapost.cafaddressing) 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 addrass zona.
¢ Quiet zone
. v Arcund the address block, leave at least 5 mm dear of printing and dark colours.
E v For window envelopes, ensure that the entire address remains fully visiblie through the window, even if the enclosure
= shifts within the envelope.
E Postage zone |* 1TIE (Op-TIOITL area 15 Teserved 107 Postage, measunng 3 Wit o 74 mim ang @ Nengit of 35 mm
{100 mm width for postage meters).
a # The indicia must be placed on the same side as the destination addrass (the front).
« |f the indicia is placed outside the postage zone it must be located above and to the right of the address.
Heturn * [Ne preferred 10Cation 15 Gh the TN O the Nem doove e 200ress ZONe L35 MM 1Tom the top)-
address zone |* Must be the same orientation as the destination address.
* A minimum vertical separation of 15 mm is required between the bottom of the return address and the top of the
destination address.
Fonts Human readzble commercially available fonts where the font characters are well defined and:
+ Do not overlap to the line above or below
+ Do not contain text effects (i.e. shadow, embass, etc)
+ Do mot contain random heights within characters
v Are not calligraphy style fonts (e, The gudek Bouer fox jospd evet e Ly deop).
v Good contrast between address and background. Fonts must be a dark colour (preferably black).

NOTE: Failure to meet these mandatory requirements may result in mail delays or surcharges. Mot all creative designs and sealing options
are mentionad above, assessment of your physical mail item is recommended.
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ACCEPTABLE SEALING LOCATION - STANDARD
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Notice Card

y Y
B THOMPSON :: CANADA POSTES
35 BRACO ST
OTTAWA ON K2L 1B6 f POST CANADA
35 mm |I Postage paid Port payé
o Return Address Zone |
mn. o Postage Zone
15 mm |I -
35mm from top / 74 mm from right
P N S0 I st A
I
I
I .
| Destination Address Zone I
I

«_ ,/JOHN JONES
10 mm IMARKETING DEPT 10 mm
110-123 1/2 MAIN ST NW
:MONTREAL QC H3Z 2Y7

100 mm x 150 mm (4" x6")
Address: left



Notice Card

B THOMPSON
,q35 BRACO ST '
f OTTAWA ON.. K2Lj1B6

T CANADA Ry POSTES |
[ PosT cANADA |

Postage pald T

Qwet Zone for I\/Ieter only
(35 m.x. 100 mm) SRS

) Ponpaye SRR

JOHN JON{:S Quiet Zone
fﬁﬁ;MARKETING DEPT

'Q'E 10-123 1/2 MAIN ST NW
i MONTREAL QC H3Z 2Y7

100 mm x 150 mm (4" x6")
Address: left



Notice Card

B THOMPSON CANADA POSTES
35 BRACO ST
POST CANADA

OTTAWA ON K2L 1B6

Postage paid Port payé

JOHN JONES
s 5
MARKETING DEPT " off all line?®
10-123 1/2 MAIN ST NW EnjoY UP i customer®
[m’ﬂ“v,‘

MONTREAL QC H3Z 2Y7

100 mm x 150 mm (4" x6")
Address: left



Notice Card

B THOMPSON
35 BRACO ST
OTTAWA QN K2L 1B6

CANADA POSTES
POST CANADA

_—_ ]

35 mm Postage paid Port payé
o Return Address
o | Zone Postage Zone
1 35mm from top / 74 mm from right
- — —I-'-' ™ T T T el T T T i el T e —I——I——I——I——I——I——I——I——I——I——I——I——I——I——I—I— —
.. |
: Destination Address Zone |
|
S 2 |
[ JOHN JONES —>
10 mm MARKETING DEPT 10 mm

10-123 1/2 MAIN ST NW
MONTREAL QC H3Z 2Y7

100 mm x 150 mm (4" x6")
Address: centre



Notice Card

B THOMPSON
,q35 BRACO ST '
f OTTAWA ON.. K2Lj1B6

Qwet Zone for I\/Ieter only
(35 m.x. 100 mm) SRS

Postagepald IR Ponpaye SRR

E**MARKETING DEPT ;
5810 123 1/2 MAIN ST NWE*

MONTREAL QC H3Z 2Y7 Ei:
5mm¢ o

T CANADA Ry POSTES |-
| posT CANADA |-

100 mm x 150 mm (4" x 6")

Address: centre



Notice Card

B THOMPSON CANADA POSTES
35 BRACO ST
POST CANADA

OTTAWA ON K2L 1B6

Postage paid Port payé

JOHN JONES

MARKETING DEPT

10-123 1/2 MAIN ST NW
MONTREAL QC H3Z 2Y7

100 mm x 150 mm (4" x6")
Address: centre



Notice Card

B THOMPSON
35 BRACO ST
OTTAWA ON K2L 1B6
35 mm

Return Address Zone
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Postage paid

| Postage Zo

ne

Port payé

| 35mm from top / 74 mm from right

e T e T T TR TR TR TR TR TR TR e e

JOHN JONES

MARKETING DEPT
10-123 1/2 MAIN ST NW
MONTREAL QC H37Z 2Y7

100 mm x 150 mm (4" x 6")

Address: right



Notice Card

B THOMPSON
,q35 BRACO ST '
f OTTAWA ON.. K2Lj1B6

QUIEtZOﬂEfOI’Met@I’Oﬂ]y niied Postagepald 'v v: 'v )
(35mm.%100.mm). .- - S

) Ponpaye SRR

f**MARKETING DEPT
35810 123 1/2 MAIN ST NW™:
i MONTREAL QC H3Z 2Y7 £

T CANADA Ry POSTES |-
| posT CANADA |-

100 mm x 150 mm (4" x 6")

Address: right



Notice Card

B THOMPSON
35 BRACO ST
OTTAWA ON K2L 1B6

ﬁ% oﬁ r.'I“
Enjoy ;Pu?\r\? customer
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Postage paid

Port payé

JOHN JONES
MARKETING DEPT
10-123 1/2 MAI

N ST NW

MONTREAL QC H3Z 2Y7

100 mm x 150 mm (4" x 6")

Address: right



Notice Card

snmf " ewsdenes Recommended QuietZone |

100 mm x 150 mm (4" x 6")



Notice Card

Enjoy our
sizzling prices &
during the
dog days
of summer.
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100 mm x 150 mm (4" x 6")



