
---

• File has to have a bleed of at least .125"
• All info/important pictures need to be at least .25" from the edge (so they don't

get cut off)
• The address of your business needs to be on the same side as the mailing

panel side (think of this like a return address when mailing something but it
doesn't have to be in the upper left hand corner, just somewhere on the same
side)

• You need to leave enough white space on the mailing panel side for both the
mailing names/addresses and indicia. This space has to be at least 3.625" from
the right and 2.5" up from the bottom.

• Images at least 300 DPI (you can do lower resolution pictures, however they will
print blurry or pixelated)

• Save as .pdf (or a workable file like .indd or .ai)
• When picking routes, they cannot be split. Must be full route
• Mailing has to be between 200 and 5,000 pieces per zip code, per mailing
• Route names -- the C stands for City route, the R stands for Rural
• Payment has to accompany mailing when delivered

Starting Address (Location): _ _ _ _ _ _ _ _ _ _ _ _ _  _ 
Delivery Type: Business & Residential Residential 
Route Types: City Rural/Highway P.O. Boxes 

Things to keep in mind: 

o These amounts/prices change daily depending on the routes from the postal
service. So on the day these print and go to mail, the mailing list could be more
or less than this quote. The totals are not firm until they print and go to mail.

o Postage will be due before the mailers are mailed out. It is very important that we 
receive payment for the postage total (I will notify you of the firm amount required
and when we need it by) before the mailing date. If we do not receive payment
before the mail date, it may delay mailin9 and prices will change. The time
line might be tight, so just keep that in mind! For this payment, we ask for a
check for the total made out to Postmaster or you can pay with a credit/debit card
over the phone - but fees may apply with a card. Again, we need the check in 
hand or payment with card in a short window .. so just a heads up! :) 

o You can pay for the print/mailing prep/1st time mailing after the job is completed
in whatever method you prefer. This is not as time sensitive as the postage
payment.

P r i n t # _  mailers: $ _  

• 




