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TYPOS are the most common and costly. A misspelled word can cost your brand. Or worse:
http://mentalfloss.com/article/49935/10-very-costly-typos




Mailhouse Support Form

Designer: ________________________ Tracking #: ____________________________________

Mailing name: ____________________________________________________________________

Client: ___________________________ Date: _________________________________________

Department: _______________________ Phone: ________________________________________

Campus/Building/Room: ____________________________________________________________

Client will provide list:   ______________________________ Date: ________________________

CC will provide list: _________________________________ Date: ________________________

ZIP will provide list: __________________________________ Date: ________________________

 Client will pay for postage   Budget #: ______________________________________

 CC will pay for postage  

 CCBC permit   ZIP first class permit   Non-profit stamps

Mailing DetailS

Live sample needed?  Quantity: ______ 

Return extras?       Send to: ___________________________      (If not checked, please recycle.)

Product being mailed: _________________________  Size: __________ Quantity: _________

Date sent to printer by designer: _____________ Name of printer: __________________________ 

Drop date: ________    Date to deliver in homes: ________    Date to deliver to mailhouse: ________

Salutation within letter (e.g. - To the parents of...): _____________________________________________

Address to (please be specific, e.g. first name, last name, title, company, full address):

Notes: 

Mailing liSt anD poStage



1675 Faraday Avenue  |  Carlsbad, CA 92008  |  Tel: 800.959.8365  |  www.modernpostcard.com

Postal Guide

BLEED EDGE

TRIM EDGE

5/8"
minimum

2 3/4"

MAILING ADDRESS
ONLY

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
IN THIS AREA

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.

POSTAGE
CLEAR
ZONE

11/4"

1
1

/4
"

2
3

/4
"

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 2013.

ALIGN WITH LOWER
RIGHT CORNER OF MAILING PANEL

If you are mailing your cards, the shaded areas should be clear of any text. �e 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

EXTERIOR  panel.�e mailing section must be on an 

On a tri-fold the mailing section must be on Panel 2 (the middle panel) of the exterior.
�e fold must be positioned at the bottom, with the open edge at the top.

M A I L E R
P L A C E M E N T
f o r  F O L D E D
P R O D U C T S
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LTR magazine folded in half, saved nearly half the cost to mail. Link Magazine.

http://pe.usps.com/text/dmm300/201.htm
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mda@us.gov request Anita Novia in subject line.
855-593-6093


	Designer: 
	Tracking: 
	Mailing name: 
	Client: 
	Date: 
	Department: 
	Phone: 
	CampusBuildingRoom: 
	Client will provide list: 
	Date_2: 
	CC will provide list: 
	Date_3: 
	ZIP will provide list: 
	Date_4: 
	Budget: 
	Quantity: 
	Send to: 
	Product being mailed: 
	Size: 
	Quantity_2: 
	Date sent to printer by designer: 
	Name of printer: 
	Drop date: 
	Date to deliver in homes: 
	Date to deliver to mailhouse: 
	Salutation within letter eg - To the parents of: 
	Check Box9: Off
	Check Box10: Off
	Check Box11: Off
	Check Box12: Off
	Check Box13: Off
	Check Box14: Off
	Check Box15: Off
	Text16: 
	Text17: 


