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Postcard & Newsletter Design Guidelines
Copy King produces numerous postcards and newsletters for our customers. We are extremely 
familiar with the post office guidelines to follow when designing those pieces. Our graphic designer, 
Joanna, would be happy to assist with your lay-out keeping in mind the design parameters set-up 
by the post office.

However, if you wish to provide us artwork for either postcards or newsletters we’d like to provide 
you with a few helpful tips.

Postcards: The template below is for a standard 6” x 4.25”postcard. The sample is meant to serve 
only as a guide to help you design your postcard. Please contact our Director of Direct Mailing 
for updated mailing guidelines and helpful information regarding mailing eligibility, pricing and 
preparation.
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standard Postcard   4.25'' x 6''

Folded Greeting Card   6'' x 8.5''  (folds to 4.25" x 6")

Triple standard   6'' x 12.75''  (folds to 4.25" x 6")

no MAILABLE ADDREss
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To eliminate the risk of your postcards being returned to

you by the postal automation process, any address that  

is placed lower than 2 3/4'' from the bottom of the card 

should not contain a state or zip code. The Post Office 

scans this entire area for addresses and zip codes.

Full Color on mailing side MUST adhere to postal regulations.
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BARCoDE & PosTAL MARkInGs AREA

This mailing template reflects current postal requirements and these requirements allow for the proper automated
handling of your postcards. Please make sure your layout complies with this template.  Valid as of 10/2005.

ALIGN WITH LOWER
RIGHT CORNER OF MAILER

If you are mailing your cards, the shaded areas should be clear of any text.  The mailing address is the only text allowed in this area and should not 
interfere with the barcode area. Any background images in this area should be at 7% density or less.  Unless instructed otherwise, we will automatically 
comply with these guides when typesetting your card. IF WE ARE MAILING YOUR CARDS, THIS GUIDE MUST BE FOLLOWED.

AVOID THE
SHADED
A R E A S

Please remember to place the mailing section on an EXTERIOR panel, if ordering a folding product.
On a tri-fold the mailing section must go on either Panel 1 or Panel 2 (of the exterior).

M A I L E R
P L A C E M E N T
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Domestic Mail Manual • Updated 3-5-18

201
201.3.18

Commercial Mail: Physical Standards

3.16.8   Folded Booklets
Folded booklets are mailpieces that are bound and then folded to letter-size. The 
folded spine may be the leading edge or at the top of the booklet. If necessary, 
the booklet may be prepared with the spine as the trailing edge, however, this 
configuration is not recommended. The cover is at least 40-pound paper. Folded 
booklets must be sealed with nonperforated 1.5" tabs.

Exhibit 3.16.8  Folded Booklets

3.17 Postcard
Any postcard must be prepared from paper stock meeting the industry standard 
with a minimum 75-pound paper basis weight or equivalent, with none less than 
71.25 pounds (measured weight for 500 25- by 38-inch sheets). The stock must 
be free from groundwood unless coated with a substance adding to the stock’s 
ability to resist an applied bending force. A double postcard not prepared with all 
edges sealed must have the folded edge at the top or bottom, and the open 
edge parallel to the address must be secured with one tab (or other permitted 
closure) in the middle of the length. Pieces claimed at First-Class Mail 
automation card prices also must meet the standards in 1.2.

3.18 Enclosed Reply Cards and Envelopes
Mailers may enclose reply cards or envelopes, addressed for return to a 
domestic delivery address, within automation mailings subject to provisions in 
3.0 for enclosures. For Business Reply Mail (BRM) see 505.1.0, for pre-paid reply 
mail (also known as Metered Reply Mail) or Courtesy Reply Mail (CRM) see 
505.2.5.

FOLDED BOOKLETS 
Maximum weight—3 ounces
Maximum height—6 inches
Maximum length—10.5 inches unless noted
Cover paper weight—60-pound paper basis weight or equivalent unless noted:

Vertical Spine Cover paper weight—40-pound paper
Two 1.5" nonperforated tabs on leading edge and one 
tab on trailing edge. Position upper tabs within 1-inch 
from the top edge. Position lower leading tab 0.5 inch 
from the bottom edge.

Horizontal Spine Cover paper weight—up to 9" long 50 pounds; 
over 9" up to 10.5" 60 pounds.

Tabs up to 2oz use 1.5" nonperforated tabs; 
over 2oz use 2" nonperforated tabs.
Spine at top on address-side panel.
Place one tab on the leading and trailing edge within 1" 
from the top; position one tab on the lower leading edge 
0.5" from the bottom.
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Folded Booklet/Newsletter Mailing:
Whenever you have an 11x17 mailing piece (or similar size) folded in half to 8.5x11 and then 
folded in half again to 8.5x5.5 you must take note of two elements. Mailing information (name, 
address etc.) must be printed on the correct panel.  Text and graphics should not fall where the 
wafer seals are placed. Below is an illustration showing the details for both.

wafer seal will 
cover design 
elements


