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NEW STANDARDS FOR ADDRESS PLACEMENT ON FLATS
Effective March 29, 2009, The United States Postal Service (USPS) will be changing where the delivery address on ‘flat’ mail can be located.  

What this means – The USPS is in the process of installing postal equipment that requires all delivery addresses on flat-size mail be placed in the top half of the mail piece.   This equipment is called the Flat Sequencing System (FSS) and it will fully automate the processing of flat mail that is currently processed manually at the USPS.  Clear, readable delivery addresses ensure accurate sorting and delivery and enables the USPS to process and deliver mail as quickly as possible. 

What is ‘Flat’ mail –  Flat-size mail consists of items such as catalogs, large manila envelopes, 8 ½ X 11 newsletters, magazines and newspapers that exceed one or more of the dimensions of  6 1/8” x 11 ½”, but that do not exceed 15 inches long, 12 inches high, 3/4-inch thick.   Length for a flat is always the longest side.
The Postal Service will require new delivery address placement standards for Standard Mail (including Nonprofit Mail), Library Mail, Media Mail, Periodicals and Bound Printed Matter that are flat-size mail pieces. Departments must place the delivery address in the upper portion (defined below) of the mail piece.  Flat-size mail that does not meet the new addressing standards will be mailed at the First-Class rate,  which can greatly increase your postage costs.

WHAT DO YOU NEED TO DO - Departments will need to make sure any large newsletters, magazines, envelopes, etc. that fall into a flats category are designed and printed to match the layout needed for correct address placement.  Mail Services always strives to mail ASU’s items at the most cost effective rates.  It is important all pieces conform to these standards to avoid ASU paying higher postage rates or, in some cases, having a mailpiece that cannot be mailed at all because the piece is designed incorrectly.

For more information, please contact Linda Augustine, 480-965-6522 or Maureen King, 480-965-9820.

Address Placement - The “top half” of the flat-size mail piece is the portion where the delivery address is placed. The postage must appear to the right or upper right, and the return address must appear to the upper left of the delivery address (see illustration at right). 

Mailers may place the delivery address parallel or perpendicular to the top edge, but not upside down as read in relation to the top edge. The Postal Service encourages that the address is placed as close to the top edge as possible (while still maintaining a 1/8-inch clearance from the edge). The “top edge” of the flat is defined as follows:

· For enveloped or polywrapped flats — the top edge is either of the shorter dimensions.   This means the address must be on the right or left hand side of the piece as shown in the examples below (not in the middle of the envelope, as most are accustomed to addressing a large envelope).
· For flats that are not enclosed — that is consist of three open edges and a single bound edge (or final folded edge), the top edge is the upper edge when the bound edge is vertical and on the right side.   This is critical in the design layout, as it is the leading edge to go into the USPS’ sorting equipment.
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Address Formatting - Departments must address flats using a minimum 8-point type (0.080-inch high). “Sans-serif” fonts are preferred, but not required. 

Mail Design Assistance or Additional Information - Please contact Linda Augustine, 480-965-6522 or Maureen King, 480-965-9820 for more information or to have your mail piece design reviewed before printing.  This step can save you a great deal of money in postage, labor and/or re-printing costs due to incorrect design layout. 
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