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Customer Guide - Business Reply Mail™

IMPORTANT UPDATES

Any description of change is provided for reference and convenience purposes only. The
description of change does not form part of the Agreement between the Customer and Canada

Post.

Customers should ensure they are using the most current version of the Customer Guide, including all
amendments and other applicable documents, which are posted on the Canada Post website. See in particular,
canadapost.ca/brmsupportdocuments for key support documents.

Important Updates Effective January 16, 2012:

DESCRIPTION OF CHANGE LOCATION

Clarified the “Self-mailer”” definition.

section 2.3.1 “Domestic Business Reply Mail”
section 2.3.2 “International Business Reply Mail”

VES Bar Code area must be left clear of printing, images and dark
colours.

section 2.4 “lllustrations™

Figure 4: “Location of the VES Bar Code on the back of
machineable BRM items™

section 2.4.1 ““Domestic Business Reply Mail Artwork (Responses
Within Canada)”

Reduced the “Quiet Zone™ for bar coding on the front of the
item from 19 mm high by 150 mm long to 19 mm high by
105 mm long for Domestic and International BRM.

section 2.4.1 ““Domestic Business Reply Mail Artwork (Responses
Within Canada)”

Figure 1: “Machineable (Standard) Domestic Business Reply
Mail”

Figure 3: “Machineable (Standard) International Business Reply
Mail”

Paper type requirements, sealing requirements, as well as mail
item strength and flexibility and firmness requirements are now
only available in the Machineable Postal Standards guide.

section 3.2.5 “Paper Type”’
section 3.2.6 “Sealing”
section 3.2.7 “Mail Item Strength, Flexibility and Firmness”

Modifications made throughout - Machineable category is
referred to as Machineable (Standard) and Other category is
referred to as Other [Oversize (O/S)].

Throughout document.

NOTE: This amendment updates the January 17, 2011 version 1.0 guide.

When there is an amendment or a revision to the document, the version number will be modified as follows:

e an amendment increases the first digit in the version (e.g., version 2.0, 3.0).

e arevision increases the second digit in the version (e.g., version 1.1, 1.2).

e the version number restarts at 1.0 every January of a given year.

Version 1.0

January 16, 2012
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http://www.canadapost.ca/tools/pg/standards/PSMach-e.pdf
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Customer Guide - Business Reply Mail™

BUSINESS REPLY MAIL™ CUSTOMER GUIDE —
DOMESTIC AND INTERNATIONAL

1 SERVICE OVERVIEW

1.1 THE PURPOSE OF THIS BUSINESS REPLY MAIL CUSTOMER GUIDE

This Customer Guide has been designed to give Customers detailed information needed to get the most from
Canada Post’s Business Reply Mail (BRM) service.

This Customer Guide forms part of the Agreement between the Customer and Canada Post. It explains the
qualifications and other Terms and Conditions under which this service is provided.

Customers should ensure they are using the most current version of the Customer Guide, including all
amendments and other applicable documents, which are posted on the Canada Post website. See in particular,
canadapost.ca/brmsupportdocuments for key support documents.

It is the Customer’s obligation to meet all the requirements outlined in the Business Reply Mail Agreement.

NOTE: Some words and expressions used in this document have a specific meaning. See to section 1
“Definitions” of the General Terms and Conditions for the definition of specific terms referenced
throughout this document and this Agreement.

1.2 WHAT IS BUSINESS REPLY MAIL?

Business Reply Mail (BRM) service is a direct response vehicle that is used by businesses, publishers, government
departments, fundraisers and other organizations to seek responses from recipients within Canada (Domestic
Business Reply Mail) and from recipients around the world (International Business Reply Mail).

Business Reply Mail is available in both envelope and card format. Domestic Business Reply Mail is available in
Machineable (Standard) and Other [Oversize (O/S)] formats. International Business Reply Mail is only available in a
Machineable (Standard) format.

Customers must pay an annual, non-refundable fee and then only pay for items that are returned to them
(see section 5 ““Pricing” for more information).

Applications include:

* receiving payments

e generating sales leads

e initiating customer service

e identifying customer needs
e building databases

e raising funds

e voting

e researching the marketplace

* developing retail trade

January 16, 2012 Version 1.0 Page 1
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2.3.1 DoOMESTIC BUSINESS REPLY MAIL

Table 1: Size and Weight

CATEGORY LENGTH WIDTH THICKNESS ASPECT RATIO WEIGHT
Machineable min. 140 mm 90 mm 0.18 mm 1.3 39
(Standard) (5.6in) (3.61in) (0.007 in) (0.11 02)
i Er_1|ve|opes and Self- [ o 245 mm 156 mm 5mm 2.6 50 g
mailers (9.6 in) (6.1 in) (0.2 in) (1.76 0z)
Machineable min. 140 mm 90 mm 0.18 mm 1.3 N/A
(Standard) (5.6 in) (3.61in) (0.007 in)

- Cards max.|  235mm 120 mm 5 mm 26 50 g
(9.2in) (4.7 in) (0.2in) (1.76 0z)

Other [Oversize (O/S)] | min. 140 mm 90 mm 0.18 mm N/A 10g

- Envelopes and Self- (5.6 in) (3.61in) (0.007 in) (0.4 02)

mailers max. 380 mm 270 mm 20 mm N/A 500 g
(14.9in) (10.6in) (0.81n) (17.6 0z)

NOTE 1: Any Domestic Business Reply Mail item weighing more than 500 g will not qualify for the Business Reply

Mail service. Such items will be treated as parcels and will be subject to the applicable parcel service

price.

2: There is no Other [Oversize (O/S)] format available for cards.

3: All BRM items including Other [Oversize (O/S)] envelopes and Self-mailers must be rectangular in shape.

4: A Self-mailer is a printed item folded in such a way that it can be mailed without an envelope.

2.3.2 INTERNATIONAL BUSINESS REPLY MAIL

Table 2: Size and Weight

CATEGORY LENGTH WIDTH THICKNESS ASPECT RATIO WEIGHT
Machineable min. 140 mm 90 mm 0.18 mm 1.4 39
(Standard) (5.6in) (3.61in) (0.007 in) (0.11 02)
) Er?l"e'OpeS and Self- oy 245 mm 156 mm 5 mm 26 509
matlers (9.6 in) (6.1 in) (0.2 in) (1.76 02)
Machineable min. 140 mm 90 mm 0.18 mm 1.4 N/A
(Standard) (5.6in) (3.61in) (0.007 in)

- Cards max. 235 mm 120 mm 5mm 2.6 50 g
(9.21in) (4.7 in) (0.2in) (1.76 0z)

*  Aspect Ratio is the ratio of length to width.

NOTE: To be considered International Business Reply Mail, the item must be rectangular in shape.A Self-mailer
is a printed item folded in such a way that it can be mailed without an envelope.

Any International Business Reply Mail item weighing more than 50 g or exceeding the size specifications of

International Business Reply Mail may not be returned as International Business Reply Mail from other postal
administrations, as per Universal Postal Union Regulations. Where items weighing over 50 g are returned, they
will be considered as Letter-post — International and, will be subject to the applicable weight category at the
Other Letter-post price.

January 16, 2012
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Customer Guide — Business Reply Mail™

2.4

ILLUSTRATIONS

These illustrations are provided as a visual aid to help ensure Customers produce Business Reply Mail items that

meet all the applicable specifications and requirements, while leveraging the areas available for customizing (i.e.,
Customer-Controlled Area, first line [title], etc.). Refer to the following legend for an explanation of the various

graphical elements in the figures below:

® A

> b

> > b b

Business Reply Mail Indicia — The Domestic Business Reply Mail indicia is the “postage stamp™. It contains the
Customer number and Customer Surtaxing Code. Do not alter. The International Business Reply Mail indicia is the
“postage stamp”. It contains the Customer number and has bars in both top/left and bottom/right corners. Do not alter.

Chevrons — The chevrons shown below the indicia are the Business Reply Mail service identifier. These chevrons are not
to be used on any other Canada Post service. Do not alter.

Three (3) Extraction Bars — The three (3) vertical bars to the left of the indicia on the Domestic Business Reply Mail card
or envelope prompt Canada Post’s mail processing to extract items for special handling. Do not alter.

NOTE: These three (3) vertical bars are not to be used on International Business Reply Mail. Do not
alter.

Business Reply Mail Bar Code and Human-Readable Line — The bar code and the human-readable line directly above
it contain Customer identification information. These elements must be placed together on the Business Reply Mail item.
Do not alter.

Business Reply Mail Address — This area is for the Customer‘s company name and the Business Reply Mail address.
Customers can request the address block to be provided in a single or bilingual (swiss style) format. Do not alter either the
address or Postal Code provided by Canada Post for Business Reply Mail mailings. Customers may only modify the first
line (title). Depending on the size of the envelope or card, a second line (title) may be available for customizing.

NOTE: When customizing the first line (title) or second line (title), Customers are not permitted to
include addressing information.

Business Reply Mail Postal Code — The Business Reply Mail Postal Code may differ from the Customer’s regular Postal
Code. Do not alter the Postal Code provided to Customers for Business Reply Mail mailings. For Customers who
have a rural address [e.g., Postal Code with a ““0” (zero)] as the second character, the Postal Code will remain the same.

Customer-Controlled Area — The Customer-Controlled Area is available for Customers to customize the item by adding
their corporate logo or a special message. Fluorescent inks must not be used. International Business Reply Mail items
must include the “BY AIRMAIL/PAR AVION” indicator at the top/left corner.

Quiet Zones — The areas that must be left clear of printing, images and dark colours:
* Quiet Zone on the front: the area 19 mm high by 105 mm long measured from the bottom right edge.
« VES Bar Code Area on the back: the area 15 mm high by 140 mm long measured from the bottom left edge.

“REPLY PAID / REPONSE PAYEE” and “CANADA” - This designation is printed directly above the human-readable line.
This designation is required to meet international mailing requirements. Do not alter.

Page 8
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24.1

DOMESTIC BUSINESS REPLY MAIL ARTWORK (RESPONSES WITHIN CANADA)

Figure 1: Machineable (Standard) Domestic Business Reply Mail

60.0+5mm —

3 CANADA POSTES
' @ POST CANADA
27 mm Postage paid Port payé si posté
+5 if mailed in Canada au Canada
Business Reply Mail  Correspondance- 48 mm
réponse d'affaires max.
Customer Controlled Area o 1234567@ o1
2 mm min
123456789-A1A1A1-BROI___,
6 mm 1771
I e
I 2 mm min.
ABC COMPANYLTD
@ ‘123 MAIN ST @ 50 Noted
HOMETOWNNL A1A929 7 o
| i 19 mm Quiet Zone
! ! min. @
! < 105 mm min.
3 LY
Not to Scale L 92-230 mm )

- see Note2 i

Note1. Maximum: 35 mm down from the top edge;
Minimum: 40 mm from the bottom edge.

Note2. Maximum: left edge of barcode or address block, up to 15 mm from the left edge of the mail item;
Minimum: right edge of barcode or address block, up to 15 mm from the right edge of the mail item.

See also Figure 4.

Figure 2: Other Domestic Business Reply Mail [Oversize (0O/S)]

60046mm —

Customer Controlled Area

©‘ABC COMPANY LTD
1123 MAIN ST
<—>U-LOME,TOWN NL

ALA 929 @D

(9 Quiet Zone

150 mm min.

@ CANADA POSTES
POST CANADA
Postage paid Port payé si posté
if mailed in Canada au Canada
Business Reply Mail  Correspondance- 48 mm
réponse d’affaires max.
1234567 01

62 mm +60 mm/-5 mm

Not to Scale

See also Figure 4.

¢ 132 mm +100 mm /-10 mm.

Y
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2.4.2 INTERNATIONAL BUSINESS REPLY MAIL ARTWORK
(RESPONSES FROM INTERNATIONAL DESTINATIONS)

Figure 3: Machineable (Standard) International Business Reply Mail

2to , ) <> 2t0
8gmm__¢ 5 mm min. e s 74 mm min.

[l By airmail / Par avion [ : No— e

-«

2mmY--- ]
min.f 1 POST eCANADA
: Postage paid Port payé si posté
1 A if mailed to Canada vers le Canada 48 mm
1 Business Reply Mail Correspondance- max.
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71‘77 1234567 N
Ime min. v
REPLY PAID / REPONSE PAYEE 4o
A CANADA 2 mm min A
. 4
6mm 7895612374-A1A1A1-01 2T TII T TII I I TR v
i E T b Ry e ||'|'||,'1,,,,T ,,,,,,,
7777777777777777777777777777777777777777777 2 mm min. A
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CANADA ,,,,,,,,,,,,,,,,,,,,, A ,,,,,,,,,,,,,,,,,,,, Tnji ,,,,,,,,,,,,,,,,,,,,,,,,,,,
3 1 19 mm min. A Quiet Zone
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Not to Scale ; 9. 220 1
< - mm >

See also Figure 4.

2.4.3 BACK OF A DOMESTIC AND INTERNATIONAL MACHINEABLE BRM
Figure 4: Location of the VES Bar Code on the back of machineable BRM items

VES Bar Code Area 140 mm x 15 mm
Zone de code barres du SVC

Not to scale Pas a I'échelle

Canada Post will print a fluorescent bar code on the back of machineable Domestic and International mail items.
This area for this bar code is defined as 140 mm long by 15 mm high, measured from the bottom left-hand
corner. This area must be left clear of printing, images and dark colours.

Page 10 Version 1.0 January 16, 2012
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3 PREPARING BUSINESS REPLY MAIL

3.1 PREPARING BUSINESS REPLY MAIL ITEMS

If the Customer or the Customer’s Representative (e.g., graphics department, printing agency) alters any of the
Business Reply Mail artwork (indicia, extraction bars, bar code, address, font, “BY AIRMAIL designation, etc.) or
alters the physical characteristics, rendering the item out of specification, or places content or graphics (e.g.,
logos) outside of the designated Customer Controlled Area, then surcharges for Machineable (Standard) and
Other [Oversize (O/S)] Business Reply Mail may apply or the item(s) may not qualify as Business Reply Mail and/or
the Customer’s Agreement may be cancelled.

3.1.1 CONFIRMATION OF ARTWORK PLACEMENT AND ASSESSMENT OF MACHINEABILITY

Prior to printing Business Reply Mail items, Canada Post provides two (2) processes to help ensure Business Reply
Mail items qualify for the lowest applicable published Business Reply Mail price:

1. The Confirmation of Artwork Placement process is the first recommended step Customers should take to
ensure Business Reply Mail elements are positioned correctly on the items.

2. The Assessment of Machineability process is the final recommended step Customers should take to
ensure Business Reply Mail items are assessed as machineable.

3.1.1.1 Confirmation of Artwork Placement

Canada Post recommends Customers submit an electronic sample of their final Business Reply Mail artwork
before printing to the Customer Data Management (CDM) group at cdmpublic@canadapost.ca. Customers must
send the electronic sample in PDF format at 1:1 ratio, capable of being read in Adobe®?! Acrobat version 5 or as
otherwise required by Canada Post. Customers are to include the size of the envelope or card as well as the
Customer’s crop marks in the electronic file.

The artwork will be reviewed (using the Size/Rating Template) to determine if the Business Reply Mail elements
are positioned correctly on the item. The results are provided to the Customer. If issues with placement are
identified, the Customer should correct the artwork and re-submit another electronic sample.

Customers remain responsible for any errors or omissions.

3.1.1.2 Assessment of Machineability

To avoid surcharges and delays, Canada Post recommends Customers submit a minimum of 50 physical samples
of the items to Canada Post’s Mail Standards and Testing group.

The samples will be tested and Customers will be provided with the results. A result of “PASS” indicates the
items, as submitted, qualify for the applicable Business Reply Mail price.

A result of “FAIL” indicates the items, as submitted, are not machineable. If this occurs, a list of deficiencies will
be provided to the Customer. The Customer should correct the deficiencies and re-submit the items for testing.
Otherwise, surcharges may apply or the item(s) may not qualify as Business Reply Mail and/or the Customer’s
Agreement may be cancelled.

Send samples to:

CANADA POST

MAIL STANDARDS AND TESTING
NATIONAL EQUIPMENT ENGINEERING
2701 RIVERSIDE DR SUITE N0625
OTTAWA ON K1A 0B1

1. Adobe® Acrobat is a trade-mark of Adobe Systems Incorporated.

January 16, 2012 Version 1.0 Page 11


mailto:cdmpublic@canadapost.ca


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (Adobe RGB \0501998\051)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.5
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo true
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 150
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 150
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e55464e1a65876863768467e5770b548c62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc666e901a554652d965874ef6768467e5770b548c52175370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA (Utilizzare queste impostazioni per creare documenti Adobe PDF adatti per visualizzare e stampare documenti aziendali in modo affidabile. I documenti PDF creati possono essere aperti con Acrobat e Adobe Reader 5.0 e versioni successive.)
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020be44c988b2c8c2a40020bb38c11cb97c0020c548c815c801c73cb85c0020bcf4ace00020c778c1c4d558b2940020b3700020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken waarmee zakelijke documenten betrouwbaar kunnen worden weergegeven en afgedrukt. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents suitable for reliable viewing and printing of business documents.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
>> setdistillerparams
<<
  /HWResolution [300 300]
  /PageSize [612.000 792.000]
>> setpagedevice


