
Horizontal folded pieces:  1-6, 11-15, 17, 19-20, 22-23, 26-27, 29-30, 33
Vertical folded pieces (Oblong): 7-10, 16, 18, 21, 25, 28, 31-32
Multi-sheet pieces: 3, 5, 25-26, *11-14 are normally multi-sheet style
* Glue spots or elongated glue lines may be used vs. continuous glue line;
see information in General Standards - "Closure Method: Glue" section 
*Continuous or elongated glue line, or glue spots may be used on both Lead
and Trail edge instead of across top edge to seal horizontal folded pieces.

Perforations on non-Address Side Panel

Basic Folded Self-Mailer Styles

Quarter-Fold Style

Attachments or Loose Enclosures in Pocket (Internal)

Die-Cutout Perforated Tear-Off Devices on Lead or Trail Edge (Unenveloped - DMM 201.3.15.2)

These represent some of the variations for fold-style, closure method, and optional elements of a finished mailpiece.
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Die-Cutout on
non-address cover 

Die-Cutout on 
address cover

" Open Sleeve " 
(Unenveloped - DMM 201.3.15.1)

These illustrations are only intended to visually represent some of 
the potential variations of fold style / orientation, # panels, and 
closure methods. Designs are not restricted to these.*
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Vertical Pull-open strip 

31 33

 

( Non-address side ) 

Pull-open strip in flap 
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Name _______________________________________________________________________

Company/Business Name ______________________________________________________

Street Address _______________________________________________________________

City/State/Zip ________________________________________________________________

Phone ______________________________________________________________________

Email _______________________________________________________________________

NAICS Code _________________________________________________________________

Mailing List File Name: ____________________________________________  De-Dupe List

 Signed Processing Acknowledgment Form (PAF) submitted?  Yes   No____________

NORMAL MAIL PRODUCTION TIME is 2 days!  Delivery time is additional (see below)

 Hand Stamp (Full rate 1st class)   (Approx. 1-3 bus. day delivery)  any quantity of pieces 

 Hand Stamp (PreSrtd 1st class)   (Approx. 1-3 bus. day delivery)  minimum 500 pieces

 Hand Stamp (PreSrtd Std)    (Approx. 2-5 bus. day delivery)  minimum 500 pieces

 Hand Stamp (NonProfit PreCancelled)  (Approx. 2-5 bus. day delivery)  any quantity of pieces

 Indicia- 1st Class     (Approx. 1-3 bus. day delivery)  minimum 200 pieces

 Indicia- Pre-Srt First Class    (Approx. 1-3 bus. day delivery)  minimum 500 pieces 

 Indicia- Pre-Srt Std  (Approx. 2-5 bus. day delivery)  minimum 200 pieces

 Indicia- Non-Profit Bulk    (Approx. 2-5 bus. day delivery)  minimum 200 pieces

 Non-Profit Authorization  # _____________________(required to mail at non-profit postage rate)

 Indicia- Cust. Permit # ____________  Issuing Post Office  __________________________

 Qty Mailed  __________   Folding
 Extra for Mail Processing  _____ (min. 50)  Envelope Stuffing
 Qty to Customer  __________   Inserts: Size of Envelope______ No. of Inserts ____
 
Paper Stock: 
 80lb Uncoated Cougar Cover   70lb White Offset Text
 100lb Uncoated Cougar Cover	   80lb White Offset Text*
 80lb White Gloss Cover    80lb White Gloss Text	 	 	    
 100lb White Gloss Cover    100lb White Gloss Text

Postcard  4x6  5x7  5.5x8.5  6x9   EDDM:   6x11   8.5x11 

Self-Mailer  8.5x11- Trifold   Text     Cover  Tabs: 2
(fold at bottom)  8.5x11- Bifold    Text (min. 70lb Text)   Cover  Tabs: 2 
  8.5x14- Double-folded   Text     Cover  Tabs: 2

Booklet  5.5x8.5 (Tabs: 3)  	8.5x11 (No tabs)
 (staples at bottom)  (mail panel on top half)

Mailing Services Information Date Job must ship: _____________ 

Date shipped: __________________ 

For Office Use Only:
Mailing Services Est.  $ ____________________ Postage Estimate  $ ____________________
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