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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/ilpsupportdocuments for key support documents.

Important Updates Effective January 16, 2012:

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

Please note that when there is an amendment or a revision to the document, the version number will be modified 
as follows:

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

• a revision increases the second digit in the version (e.g., version 1.1, 1.2). 

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

 DESCRIPTION OF CHANGE LOCATION

Customers using Premium, Per Item and Standard Incentive 
Letter-post service can use either EST online version or Electronic 
Shipping Tools 2.0 version of EST to prepare their Orders 
(Statements of Mailing).

Customers using US Direct Entry Letter-post service must prepare 
their Orders (Statements of Mailing) using the EST online version.

section 4.1.2.1 Electronic Order (Statement of Mailing) - 
Electronic Shipping Tools (EST)

http://www.canadapost.ca/tools/pg/customerguides/CGiletpost-e.asp
http://www.canadapost.ca/tools/pg/customerguides/CGiletpost-e.asp


INTRODUCTION
Canada Post is in the business of providing mail and other related delivery products and services. The parties wish 
to set out the terms by which Canada Post will provide and the Customer will use such products and services.

1 INFORMATION SOURCES

Information on Canada Post products and services is available on the Canada Post website at:

• Addressed Admail™ – canadapost.ca/aasupportdocuments

• Business Reply Mail™ – canadapost.ca/brmsupportdocuments

• Incentive Lettermail™ – canadapost.ca/ilmsupportdocuments

• International Incentive Letter-post™ – canadapost.ca/ilpsupportdocuments

• Publications Mail™ – canadapost.ca/pmsupportdocuments

• Unaddressed Admail™ – canadapost.ca/uasupportdocuments

Table 1: Quick Reference Chart
INFORMATION

SOURCES
ADDRESSED

ADMAIL
BUSINESS

REPLY
MAIL

INCENTIVE
LETTERMAIL

INTERNATIONAL
INCENTIVE

LETTER-POST

PUBLICATIONS
MAIL

UNADDRESSED
ADMAIL

AdCardTM Services
canadapost.ca/adcard

X X

Canada Postal Guide
canadapost.ca/postalguide

X X X X X X

Customer Guide (including all 
amendments)
canadapost.ca/customerguides

X X X X X X

Data & Targeting Solutions
canadapost.ca/uasupportdocuments

X

Do-it-Yourself Checklists For 
Creating Machineable Items
canadapost.ca/postalstandards

X X X

Do-it-Yourself Checklists For 
Preparing Mailings
canadapost.ca/mailpreparation

X X X X

Electronic Shipping Tools (EST) 
User Guide
canadapost.ca/newuser

X X X X

FSA and Letter Carrier Walk Maps
canadapost.ca/uasupportdocuments

X

Householder Counts for Urban 
and Rural Delivery
canadapost.ca/uasupportdocuments

X

Induction Locations and Cut-off 
Times
canadapost.ca/cutofftimes

X X X X

Lettermail National Presortation 
Schematic (LNPS)
canadapost.ca/nps

X
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Customer Guide – Introduction
1.1 Information Sources Definitions
AdCard™ Services – Provides information on Canada Post’s advertising solution that combines convenience 
with the power of direct mail.

Canada Postal Guide – Contains detailed information on products and services offered by Canada Post for 
mailing within Canada, to the U.S.A. or to international destinations.

Customer Guide (including all amendments) – Forms part of the Agreement between the Customer and 
Canada Post. It explains the qualifications and other terms and conditions under which the service is provided.

Data & Targeting Solutions – Professional targeting services that uses geographic, demographic and lifestyle 
data so that Customers can target their Unaddressed Admail to reach only the neighbourhoods that match their 
customer profiles.

Do-it-Yourself Checklists For Creating Machineable Items – Checklists to help you meet and understand the 
requirements when creating machineable standard/short and long (S/L) items.

Do-it-Yourself Checklists For Preparing Mailings – Checklists to help you meet and understand the 
requirements when preparing your mailing.

Electronic Shipping Tools (EST) User Guide – This guide explains step-by-step on how to use the Electronic 
Shipping Tools (EST) application.

FSA and Letter Carrier Walk Maps – Provide Direct Marketers with information on how to target their 
audiences by providing data associated with the Forward Sortation Area (FSA) and Letter Carrier Walk (LCW) 
maps.

Induction Locations and Cut-off Times – Information on where and when to deposit your mail at a Canada 
Post Receipt Verification Unit (including Machineable Induction Locations and Cut-off Times).

Householder Counts for Urban and Rural Delivery – Provides information on the number of houses, 
apartments, farms and business points of call. Customers can use this information to determine the number of 
items to prepare their Unaddressed Admail mailing.

List of Recognized Presortation 
Software Vendors
canadapost.ca/presortationsoftware

X X X

Machineable Mail Advisor
canadapost.ca/mmadvisor

X X X

Mail Preparation and Presortation 
Guides
canadapost.ca/mailpreparation

X X X X

National Presortation Schematic 
(NPS)
canadapost.ca/nps

X X X

Postal Standards Guides
canadapost.ca/postalstandards

X X X

Publications Mail Enclosures Made 
Easy!
canadapost.ca/pmsupportdocuments

X

When to say YES – That’s 
Addressed Admail
canadapost.ca/aasupportdocuments

X

INFORMATION
SOURCES

ADDRESSED
ADMAIL

BUSINESS
REPLY
MAIL

INCENTIVE
LETTERMAIL

INTERNATIONAL
INCENTIVE

LETTER-POST

PUBLICATIONS
MAIL

UNADDRESSED
ADMAIL
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Customer Guide – Introduction
Lettermail National Presortation Schematic (LNPS) – This schematic will assist mailers and their suppliers in 
preparing their Lettermail mailings by defining how mail is consolidated to move across Canada.

List of Recognized Presortation Software Vendors – This list is the result of a program that evaluates and 
recognizes presortation and bar code recognition software products that are deemed acceptable by Canada Post 
standards.

Machineable Mail Advisor – With this tool, you’ll be able to browse, preview and download machineable card 
and envelope templates, complete with built-in guidelines.

Mail Preparation and Presortation Guides – Provide Customers with a thorough understanding of Canada 
Post’s mail preparation and presortation requirements.

National Presortation Schematic (NPS) – This schematic will assist mailers and their suppliers in preparing their 
mailings by defining how mail is consolidated to move across Canada.

Postal Standards Guides – Primarily intended to assist mailers and their suppliers in properly preparing items 
that will have the physical characteristics necessary for effective processing by Canada Post’s automated mail 
processing equipment.

Publications Mail™ Enclosures Made Easy! – A handy resource tool that will assist Customers in identifying 
which enclosures (inserts/outserts) would be priced with the host publication or separately at an additional cost.

When to say YES – That’s Addressed Admail™ – Provides detailed information about the Addressed Admail 
definition, gives examples of the various items that qualify and those that do not qualify as Addressed Admail.

2 COMMUNICATING WITH CANADA POST

Table 2: How to Reach Us

3 POSTAL CODE AND OTHER DATA PRODUCTS

Customers may enter into a licence agreement with Canada Post to obtain Postal Code Address data, Delivery 
Mode data, Householder Counts data, and Householder Counts-Plus data. These products assist Customers in 
address validation and correction, Mail Preparation and Presortation, as well as Unaddressed Admail targeting.

For information on subscribing to these data products, Customers can contact a Canada Post Representative, visit 
the Canada Post Address Management Tools web page at canadapost.ca/am or send an email to 
data.product@canadapost.ca

Customers can also write to the following address:

DATA LICENSING 
CANADA POST 
2701 RIVERSIDE DR SUITE N0671 
OTTAWA ON  K1A 0B1

FOR ENQUIRIES REGARDING WEBSITE CALL

General Information on Products and Services canadapost.ca Commercial Service Network 
1.866.757.5480

Electronic Shipping Tools (EST) canadapost.ca/newuser Technical Help Line 
1.800.277.4799

Payment and Account Information email cmg@canadapost.ca Credit Management Group 
1.800.267.7651
January 16, 2012
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INTERNATIONAL INCENTIVE LETTER-POST™ – 
CUSTOMER GUIDE

1 SERVICE OVERVIEW

1.1 The Purpose of This International Incentive Letter-post 
Customer Guide

This Customer Guide has been designed to give Customers detailed information needed to get the most from 
Canada Post’s International Incentive Letter-post services.

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/ilpsupportdocuments for key support documents.

It is the Customer’s obligation to meet all the requirements outlined in the International Incentive Letter-post 
Agreement.

NOTE: Some words and expressions used in this document have a specific meaning. See 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 International Incentive Letter-post?
International Incentive Letter-post provides Canadian-based mailers with a competitive, incentive-based Premium, 
Per Item or Standard service for mail destined to the United States and other international destinations. In order 
to access International Incentive Letter-post and prices, a Customer must enter into an appropriate Agreement 
with Canada Post. U.S. Direct Entry Letter-post services are also available for mail destined to the U.S.A.

International Incentive Letter-post items are composed of paper or material with the general characteristics of 
paper. These items must meet the requirements for International Incentive Letter-post, including size and weight.

Except where the product names are identified in full for clarity reasons (i.e. delivery standards, mail preparation, 
etc.), throughout this document the categories of services International Premium Incentive and U.S.A. Premium 
Incentive will be referred to as Premium Incentive, International Per Item Incentive and U.S.A. Per Item Incentive 
will be referred to as Per Item Incentive, International Standard Incentive and U.S.A. Standard Incentive will be 
referred to as Standard Incentive. U.S. First-Class Direct and U.S. Standard Direct will remain as is.

International Incentive Letter-post must be posted in Canada for delivery outside of Canada.

There are eight (8) categories of International Incentive Letter-post:

• International Premium Incentive

• U.S.A. Premium Incentive

• International Per Item Incentive

• U.S.A. Per Item Incentive

• International Standard Incentive
Customer Guide Version 1.0 Page 1 January 16, 2012
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Customer Guide – International Incentive Letter-post™
• U.S.A. Standard Incentive

• U.S. First-Class Direct and

• U.S. Standard Direct.

Premium Incentive and Per Item Incentive are air mail services that feature direct return of undeliverable mail 
items at no extra charge, provided there is a Canadian return address on the outside of the mail item. Redirection 
to the addressee is dependent on the practices and requirements of the receiving destination postal 
administration.

Standard Incentive service is an economy service that provides non-priority transportation to destinations 
outside of Canada. It is ideal for printed matter where price, rather than speed, is important. Undeliverable items 
of Standard Incentive will be disposed of or recycled locally, as determined by Canada Post.

U.S. First-Class Direct service is ideal for sending time-sensitive business correspondence to addresses in the 
U.S.A. The service enables Canadian-based commercial Customers to project a “U.S. look” on their mail items.

U.S. Standard Direct service is a proven cost-effective service designed for the movement of non-time sensitive 
items such as advertising mail, catalogues, etc., that require a “U.S. look”.

1.3 Delivery Standards
Canada Post has developed delivery standards for properly prepared International Incentive Letter-post.

Customers must comply with the scheduling requirements specified in Scheduling to help ensure proper delivery 
arrangements are in place to meet Customer delivery requests.

Delivery standards are estimates of how long it will take for the mail to be delivered (from the major Canadian 
centres to the major centres in the destination country). These delivery standards are not guaranteed.

An overview of International Incentive Letter-post delivery standards is as follows:

NOTE 1: Delivery estimates are from major Canadian centres only.

2: The number of days excludes the day of mailing, weekends, and statutory holidays.

3: These delivery standards do not apply to redirected or returned items.

4: Weekend and statutory holiday deposits are considered deposited on the following business day.

5: All items shipped to a destination outside of Canada will be delivered by and in accordance with the 
requirements of the destination country.

6: Delivery standards are subject to change without notice.

1.4 Service Features and Options

1.4.1 FEATURES

A feature is provided as part of the basic service.

1.4.1.1 Redirection

This feature is available to all categories of International Incentive Letter-post. All mail items will be redirected to 
the addressee based on the practices and requirements of the receiving destination postal administration.

U.S.A. Premium Incentive, U.S.A. Per Item Incentive and U.S First Class Direct 4 to 6 business days

International Premium Incentive/International Per Item Incentive 4 to 7 business days

U.S.A. Standard Incentive and U.S. Standard Direct 5 to 7 business days

International Standard Incentive 4 to 6 weeks
Page 2 Version 1.0 January 16, 2012



Customer Guide – International Incentive Letter-post™
1.4.1.2 Return to Sender

This feature applies only to Premium Incentive, Per Item Incentive and U.S. First-Class Direct. All undeliverable 
items of Premium Incentive and Per Item Incentive with a Canadian return address on the outside of the item are 
returned directly to the Customer at no extra charge. When the return address is on the inside of the mail item, 
the item will be returned to the Customer for a fee.

All undeliverable items of U.S. First-Class Direct with a U.S. return address on the outside of the item are returned 
to the sender’s address specified on the envelope at no extra charge. A fee will apply if the Customer wishes to 
have undeliverable items returned to their Canadian address.

1.4.1.3 Pickup

Pick-up is available to International Incentive Letter-post Customers at no additional charge, in certain locations.

Customers can arrange for pick-up by contacting the Customer Relationship Network at 1.888.550.6333.

1.4.2 OPTIONS

An option is a service enhancement that is not provided automatically as part of the basic service. There are no 
options available for International Incentive Letter-post.

2 CONTENT, FORMAT AND PHYSICAL CHARACTERISTICS

To be eligible to use the International Incentive Letter-post service, the items mailed must meet the criteria 
specified for International Incentive Letter-post service and must be prepared for mailing in such a manner as to 
prevent loss or damage to any item and permit easy verification of each item. See section 5 “Criteria for 
Qualification” in the General Terms and Conditions.

Items submitted as International Incentive Letter-post that do not meet the content, format and physical 
characteristics specified for International Incentive Letter-post and the various mail preparation and other 
requirements outlined in this Agreement, are not acceptable as International Incentive Letter-post and may be 
subject to price adjustments and/or surcharges or may not qualify for the Incentive Letter-post services and prices. 
See section 6 “Surcharges” in the General Terms and Conditions. 

2.1 Content

2.1.1 WHAT IS ACCEPTABLE AS INTERNATIONAL INCENTIVE LETTER-POST?

International Incentive Letter-post is mail that is composed of paper or other material with the general 
characteristics of paper, falling within the minimum and maximum dimensions and weight established by Canada 
Post for International Incentive Letter-post, and otherwise meeting the applicable requirements.

The following qualifying items may be mailed using Premium Incentive, Per Item Incentive and U.S. First-
Class Direct:

• letters

• cards

• postcards

• self-mailers (must be sealed or glued on all four (4) sides)

• receipts

• invoices or similar financial documents

• other printed matter that meets the service requirements.
January 16, 2012 Version 1.0 Page 3
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Standard Incentive and U.S. Standard Direct can only be used to send qualifying mail which does not include 
any information specific or relevant to the addressee. Standard Incentive and U.S. Standard Direct consist of 
printed matter that has been reproduced in several identical copies by means of a mechanical or a photographic 
process, such as:

• magazines

• newspapers and newsletters

• pamphlets and other promotional literature

• advertising and promotional postcards

• advertising and promotional self-mailers.

2.1.2 WHAT IS UNACCEPTABLE AS INTERNATIONAL INCENTIVE LETTER-POST?

The following items may not be sent as International Incentive Letter-post (Premium, Per Item, Standard, U.S. 
First-Class Direct and U.S. Standard Direct):

• items that do not meet the product specifications or otherwise meet the requirements for International 
Incentive Letter-post, such as:

Ċ mail items that do not include the service indicator (not applicable for U.S. First-Class Direct and U.S. 
Standard Direct)

Ċ Small Packet items

Ċ goods

Ċ films, audio or video recordings (e.g.,CDs, DVDs).

The Customer has the responsibility of ensuring that the contents of an item can be shipped under law. Canadian 
legislation, including but not limited to the Criminal Code, the Canada Post Corporation Act and Regulations 
(including, in particular, the Non-mailable Matter Regulations and International Letter-post Regulations), the 
Tobacco Act and the Transportation of Dangerous Goods Act, may prohibit the mailing of certain items. 
Restricted and prohibited items also vary by country.

NOTE: Restrictions change from time to time, therefore the Customer must ensure the contents meet all 
current applicable requirements. When shipping outside of Canada, the Customer must ensure the 
items meet all current applicable requirements of the destination country and that all properly 
completed Customs documentation is provided. Visit the International Destination Listing at 
canadapost.ca/internationallistings for more information.

In addition, Customers shall not ship items that:

• contain products or substances that could harm Canada Post employees

• can soil and damage equipment

• expose a person to danger

• emit an offensive odour

• are prohibited by law.

Commingling is not permitted. Commingling occurs when separate mailings are prepared for mail processing in 
such a way that they are intermingled together to create a single sequenced mailing (either within the same 
packaging, bundle/grouping, container or shipping unit). See “Ownership of Mail” in General Terms and 
Conditions.
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2.1.3 ENCLOSURES AND ATTACHMENTS

For Premium Incentive, Per Item Incentive and Standard Incentive Letter-post, no attachments are 
acceptable except those that are necessary for the purpose of addressing, payment of postage, service 
endorsements and Customs requirements.

Only enclosures which meet the requirements for International Incentive Letter-post are acceptable provided the 
item still meets all applicable size and weight requirements.

For U.S. First-Class Direct and Standard Direct Letter-post, permanent labels and stickers (those designed not 
to be removed or relocated) must be affixed directly to the outside of the item with a permanent adhesive. A 
mailer may provide recipients with relocatable labels to place on the outside of response pieces sent back to the 
mailer. Labels and stickers may be used on U.S. First-Class Direct card items only if permitted by the applicable 
United States Postal Service (USPS) standards.

When mail of a higher class (U.S. First-Class Direct) is enclosed with mail of a lower class (U.S. Standard Direct), 
the postage on the entire item is charged at the rate of the higher class item.

2.1.4 NON-MAILABLE MATTER

Generally, non-mailable matter means any item that:

• is prohibited by law (e.g., illegal, obscene, fraudulent)

• is non-mailable due to the fact that it fails to meet certain physical characteristics (see section 2.3) or marking 
requirements (see section 2.2.2)

• contains products or substances that could:

Ċ cause injury to those handling the mail

Ċ cause damage to postal equipment or other items

Ċ cause entrapment of other items.

Any item bearing a modified postage stamp in contravention of section 52, or bearing a word or mark in 
contravention of section 58, of the Canada Post Corporation Act and Regulations is also non-mailable matter. 
Dangerous substances or articles prohibited by law are not acceptable as International Incentive Letter-post.

It is the Customer’s obligation to ensure an item does not constitute non-mailable matter and is otherwise 
acceptable for mailing. For information on how non-compliant items will be handled, refer to the International 
Incentive Letter-post General Terms and Conditions.

Visit Non-mailable Matter at canadapost.ca/postalguide for more information.

2.1.4.1 Solicitations by Mail

Solicitations (offers) having the general appearance of a bill, invoice, or statement of account where there is no 
obligation to make a payment in relation to the offer unless accepted, must adhere to the regulatory obligations 
detailing wording and format requirements. For the official requirements of the Solicitations by Mail Regulations 
made under the Canada Post Corporation Act, go to http://laws.justice.gc.ca/en/showtdm/cr/C.R.C.-c.1295.

2.2 Format
International Incentive Letter-post requirements include location and printing of destination and the use of 
markings.
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2.2.1 ADDRESSING

2.2.1.1 Destination Address

Every item in a deposit of International Incentive Letter-post must be addressed to a specific individual or a 
company and include the complete mailing address, including the country of destination which must be spelled 
in full and be printed alone on the last line, in capital letters, in English or French. U.S. First-Class Direct and U.S. 
Standard Direct items must include a complete delivery address with the correct ZIP Code or ZIP+4 Code.

2.2.1.2 Return Address

For Premium Incentive, Per Item Incentive and Standard Incentive Letter-post items, there must be only one (1) 
return address on the outside of each item, and that return address must be Canadian.

Each item of U.S. First-Class Direct and U.S. Standard Direct must bear only one (1) return address. If used, that 
return address must be American. If the return address is a multiple delivery address, it must show a unit 
designator (e.g.: a suite/apartment number).

For more information on addressing, visit the Canada Postal Guide at under Addressing Guidelines.

2.2.2 MARKINGS

For Premium Incentive, Per Item Incentive and Standard Incentive Letter-Post, Customers may only use Canada 
Post postage indicia, logos, trademarks or markings if the Customer has obtained the prior written consent of 
Canada Post. Any use by the Customer must then be only in strict accordance with the consent granted. Any 
unauthorized use is an offence under the Canada Post Corporation Act and Regulations.

Each item must bear the approved Canada Post indicia (see canadapost.ca/indicia), including the Customer’s 
account number. Each item must also bear on the front of the item in an area specified by Canada Post, the 
applicable service indicator as follows:

• Premium Incentive and Per Item Incentive: “AIR MAIL/PAR AVION”

• Standard Incentive: “NON-PRIORITY”.

Note that an item will be non-mailable matter if, on the outside, it is marked or labelled with any of the following 
that were not provided or authorized by Canada Post:

• any design likely to be mistaken for a postage stamp, franking impression or service label

• any label or endorsement implying that it will be given special handling, delivered faster or be provided with 
any service that has not been purchased by the Customer. (However, Customers may include labels on items 
that are directed to the addressee as an instruction that is clearly related only to the enclosure and would not 
otherwise result in the item being non-mailable matter)

• any facsimile of any label, endorsement or marking used by Canada Post that might cause confusion so as to 
affect its handling, e.g., confusion as to the service the Customer has paid for.

It is the Customer’s obligation to obtain approval for any proposed endorsement or other markings from Canada 
Post prior to printing.

For U.S. First-Class Direct and Standard Direct Letter-post, all items must be presented to Canada Post without a 
postmark. An approved USPS permit indicia or meter impression will be applied by an authorized supplier located 
in the United States of America. The application of the USPS authorized postmark will comply with the 
requirements laid out in the USPS Domestic Mail Manual. Visit usps.com for more information.

NOTE: In no event may third parties use or replicate the tagline “From anywhere... to anyone™”. This tagline is 
Canada Post’s corporate tagline and is reserved for the exclusive use of Canada Post. No third parties 
will be granted permission to use or replicate this tagline or permitted to create a “spin-off” of this 
tagline.
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2.3 Physical Characteristics
All International Incentive Letter-post items must meet the following size and weight specifications.

With the exception of rectangular promotional postcards (must have no projecting or raised relief parts), and self-
mailers (without an attached pin-feed strip), Premium Incentive, Per Item Incentive and U.S. First-Class Direct 
items must be in a completely sealed envelope.

Standard Incentive and U.S. Standard Direct items should be securely closed (e.g., tabbed, spot-sealed or in a 
wrapper), but easy to open and close again to allow for inspection.

NOTE: Transparent plastic envelopes (also referred to as polybags) are acceptable for movement of 
International Incentive Letter-post, noting that the polybag must be completely sealed for the 
movement of Premium Incentive, Per Item Incentive and U.S. First-Class Direct items.

The metric unit is the official measure. Imperial equivalents are provided for reference and convenience only.

Table 1: Size – Premium Incentive, Per Item Incentive and Standard Incentive Letter-post

* All Short and Long items or postcards that exceed any one (1) of the applicable maximum dimensions becomes an Oversize 
item. All Short and Long items and postcards must be rectangular in shape. If a postcard is not rectangular in shape, it must 
be enclosed in a rectangular envelope.

Table 2: Size – U.S. First-Class Direct and Standard Direct Letter-post

* Letters and cards must be rectangular, with four (4) square corners and parallel opposite sides. Letter size, card-type items 
made of card stock may have finished corners that do not exceed a radius of 3.175 mm (0.125 in).

** Flats must be rectangular with four (4) square corners or with finished corners that do not exceed a radius of 3.175 mm 
(0.125 in).

CATEGORY LENGTH WIDTH HEIGHT LENGTH TO WIDTH 
RATIO

Short and Long (S/L)* max. 245 mm
(9.6 in)

156 mm
(6 in)

5 mm
(0.2 in)

2.6:1

min. 140 mm
(5.5 in)

90 mm
(3.5 in)

0.18 mm
(0.007 in)

1.3:1

Postcards* max. 235 mm
(9.2 in)

120 mm
(4.7 in)

5 mm
(0.2 in)

–

min. 140 mm
(5.5 in)

90 mm
(3.5 in)

0.18 mm
(0.007 in)

–

Oversize (O/S) max. 380 mm
(15.0 in)

270 mm
(10.6 in)

20 mm
(0.8 in)

–

min. 140 mm
(5.5 in)

90 mm
(3.5 in)

0.18 mm
(0.007 in)

–

CATEGORY LENGTH WIDTH THICKNESS ASPECT RATIO

Letters* max. 292.1 mm
(11.5 in)

155.58 mm
(6.125 in)

6.35 mm
(0.25 in)

Length of item 
divided by height 
must be between 

1.3 and 2.5 
inclusive.

min. 127 mm
(5 in)

88.9 mm
(3.5 in)

0.178 mm
(0.007 in)

Cards* max. 152.4 mm
(6 in)

107.95 mm
(4.25 in)

0.406 mm
(0.016 in)

min. 127 mm
(5 in)

88.9 mm
(3.5 in)

0.178 mm
(0.007 in)

Flats** max. 381 mm
(15 in)

304.8 mm
(12 in)

19.05 mm
(0.75 in)

min. 292.1 mm
(11.5 in)

155.58 mm
(6.125 in)

6.35 mm
(0.25 in)
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Table 3: Weight – Premium Incentive, Per Item Incentive and Standard Incentive Letter-post

Table 4: Weight – U.S. First-Class Direct

Table 5: Weight – U.S. Standard Direct

CATEGORY WEIGHT

Short and Long (S/L) max. 50 g
(1.8 oz)

min. 3 g
(0.11 oz)

Postcards max. 50 g
(1.8 oz)

min. 3 g
(0.11 oz)

Oversize max. 1,000 g
(35 oz)

min. 10 g
(0.35 oz)

CATEGORY WEIGHT

Letters max. 113.4 g
(4 oz)

min. 3 g
(0.11 oz)

Cards max. 113.4 g
(4 oz)

min. 3 g
(0.11 oz)

Flats max. 368.55 g
(13 oz)

min. 10 g
(0.35 oz)

CATEGORY WEIGHT

Letters max. 453.60 g
(16 oz)

min. 3 g
(0.11 oz)

Cards max. 453.60 g
(16 oz)

min. 3 g
(0.11 oz)

Flats max. 453.60 g
(16 oz)

min. 10 g
(0.35 oz)
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3 PREPARING THE MAILING

Proper mail preparation is important to ensure that International Incentive Letter-post items are processed and 
delivered efficiently. Adjustments and/or surcharges may be applied to improperly prepared mailings.

3.1 Mail Preparation
Mail preparation is the process of facing, containerizing the items and labelling the containers. It helps ensure 
machineability of mail (where applicable), protection of mail, identification of type of mail and ease of handling.

In all instances, the Customer must separate International Incentive Letter-post items by destination (either U.S.A. 
or International) and by service (U.S.A. Premium Incentive, International Premium Incentive, U.S.A. Per Item 
Incentive, International Per Item Incentive, U.S.A. Standard Incentive, International Standard Incentive, U.S. First-
Class Direct and U.S. Standard Direct) and complete and sign a corresponding Order (Statement of Mailing) for 
presentation with the items.

NOTE: Separate Orders (Statements of Mailing), including the respective Agreement number must be 
completed for each category of International Incentive Letter-post (Premium, Per Item, Standard and 
U.S. Direct Entry Letter-post). See Creating an Order (Statement of Mailing).

In certain locations, a contractor prepares and applies the approved Canada Post Letter-post indicia and the 
applicable service indicator to Customers’ items of International Incentive Letter-post (Premium Incentive, Per 
Item Incentive and Standard Incentive). At dispatch time, the contractor deposits the Customer’s International 
Incentive Letter-post items and Order (Statement of Mailing) at the designated Canada Post facility. 

3.2 Summary of Key Requirements

3.2.1 PREMIUM INCENTIVE LETTER-POST

Table 6: Short and Long (S/L) and Oversize (O/S)

* A single deposit refers to all items deposited by the Customer on one (1) Order (Statement of Mailing) at one (1) location.

3.2.2 STANDARD INCENTIVE LETTER-POST

Table 7: Short and Long (S/L) and Oversize (O/S)

* A single deposit refers to all items deposited by the Customer on one (1) Order (Statement of Mailing) at one (1) location.

KEY REQUIREMENTS

• Minimum 100 mail items per single deposit*
• Meets all the physical characteristics of the service
• “AIR MAIL” service indicator must be placed on each item of mail
• Containerization: For Short and Long (S/L) items – Lettertainer (a hard-sided container used primarily to transport Short/Long 

mail). For Oversize items – Flats Tub (a hard-sided container used primarily to transport Oversize (O/S) mail)
• Container label states: “INTERNATIONAL PREMIUM INCENTIVE” or “U.S.A. PREMIUM INCENTIVE”, as appropriate. 
NOTE: U.S.A. and International Premium Incentive mail cannot be combined within the same container. Premium Incentive 

Customers cannot access the Per Item Incentive service. 

KEY REQUIREMENTS

• Minimum 100 mail items per single deposit*
• Meets all the physical characteristics of the service
• “NON-PRIORITY” service indicator must be placed on each item of mail
• Containerization: For Short and Long (S/L) items – Lettertainer (a hard-sided container used primarily to transport Short/Long 

mail). For Oversize items – Flats Tub (a hard-sided container used primarily to transport Oversize (O/S) mail)
• Container label states: “INTERNATIONAL STANDARD INCENTIVE” or “U.S.A. STANDARD INCENTIVE”, as appropriate. 
NOTE: U.S.A. and International Standard Incentive mail cannot be combined within the same container.
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3.2.3 PER ITEM INCENTIVE LETTER-POST

Table 8: Short and Long (S/L) and Oversize (O/S)

* A single deposit refers to all items deposited by the Customer on one (1) Order (Statement of Mailing) at one (1) location.

3.2.4 U.S. DIRECT ENTRY LETTER-POST

Table 9: U.S. First-Class Direct and U.S. Standard Direct

Customers may combine U.S. First-Class and Standard Direct volumes on one (1) Order (Statement of Mailing). 
Each category must be listed separately, according to the applicable rate structure.

KEY REQUIREMENTS

• Minimum 100 mail items per single deposit*
• Meets all the physical characteristics of the service
• “AIR MAIL” service indicator must be placed on each item of mail
• Items must be separated by destination (“U.S.A.” and “International”) according to the designated weight steps
• Containerization: items should be containerized according to “Short and Long” and “Oversize” by destination
• Container label states: “INTERNATIONAL PREMIUM INCENTIVE” or “U.S.A. PREMIUM INCENTIVE”, as appropriate.
NOTE: U.S.A. and International Per Item Incentive mail cannot be combined within the same container. Per Item Incentive 

Customers cannot access the Premium Incentive service.

KEY REQUIREMENTS

• No minimum single deposit requirement
• Meets all the physical characteristics of the service
• Customers must separate their mail into U.S. First-Class Direct Letters, U.S. First-Class Direct Flats, U.S. Standard Direct Letters, 

and U.S. Standard Direct Flats
• U.S. First-Class Direct Letters and U.S. First-Class Direct Flats may be shipped in a single container (box) but must be separated 

into letters and flats within the box
• U.S. Standard Direct Letters and U.S. Standard Direct Flats may be shipped in a single container (box) but must be separated into 

letters and flats within the box
• In addition to their EST Order, the Customer must complete a corresponding Customs Invoice with a Pre-Arrival Processing 

System (PAPS) Bar code Label attached, and a Shipping Label/U.S. Mail Receipt. The Customer must insert these documents in a 
shipping pouch (provided by Canada Post) and place the pouch into the last box of the shipment (e.g.: box 2 of 2)

• The following are one-time documents that need to be completed: Power of Attorney, Certificate by non-resident Corporation, 
Third Party Billing Agreement, Client Profile & Credit Application, and a Bond Application

• A NAFTA Certificate of Origin document must be completed on a yearly basis
• Items of U.S. First-Class Direct and of U.S. Standard Direct are to be contained in fully sealed sturdy unmarked cardboard boxes
• The weight of each individual box cannot exceed 5 kilograms. Each box must bear a Prepaid, Preprinted Xpresspost label 

(supplied by Canada Post). The box number (i.e. 1 of 2, 2 of 2) must be identified in the appropriate field on the prepaid 
Xpresspost label. Note that the $100 Liability Coverage and Additional Liability Coverage is not applicable for shipments bearing 
the referenced Prepaid, Preprinted Xpresspost labels supplied by Canada Post

• Customers must call Customer Service at 1.888.550.6333 to arrange for on-demand pick-up of their boxes. They must also 
inform the Customer Service Network agent that the items for pick-up are Xpresspost and provide the Customer Number on the 
label (#7198825)

• The minimum number of boxes for pick-up of Xpresspost items does not apply.

NOTE 1: U.S. First-Class Direct and U.S. Standard Direct items cannot be combined in the same box.

2: A parcel order document (manifest) will not be required for the Prepaid/Preprinted Xpresspost labels.
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4 DEPOSITING THE MAILING

4.1 Prior to Depositing

4.1.1 SCHEDULING

Customers must give 24 hours notice of any planned deposit of 20,000 items or more so that Canada Post can 
arrange for necessary transportation. This information will help efficient deposit and processing of Customer’s 
mailings.

4.1.2 CREATING AN ORDER (STATEMENT OF MAILING)

A completed Order (Statement of Mailing) produced by EST, or a manually-prepared Order (Statement of 
Mailing), is required for each single deposit of Premium Incentive, Per Item Incentive or Standard Incentive Letter-
post. Two (2) printed copies of the Order (Statement of Mailing) prepared electronically, or the original of a 
manually prepared Order (Statement of Mailing), must be provided to an authorized Canada Post Representative 
at a postal facility approved by Canada Post at the time of mailing.

Customers are required to complete an Order (Statement of Mailing) produced by our Electronic Shipping Tools 
for each single deposit of U.S. First-Class Direct and/or U.S. Standard Direct Letter-post.

Customers mailing U.S. First-Class Direct and/or U.S. Standard Direct Letter-post are also required to complete a 
U.S. Customs Invoice with a Pre-Arrival Processing System (PAPS) Bar code Label attached and a Shipping Label/
U.S. Mail Receipt for each single deposit.

Customers must complete separate Orders (Statements of Mailing) for deposits of Premium Incentive, Per Item 
Incentive and Standard Incentive. These services may not be combined on the same Order. 

U.S. First-Class Direct and U.S. Standard Direct may not be combined on the same Order (Statement of Mailing) 
with Premium Incentive, Per Item Incentive or Standard Incentive Letter-post.

U.S. First-Class Direct and U.S. Standard Direct may be combined on the same Order (Statement of Mailing), but 
the physical items must be presented to Canada Post in separate containers (boxes).

4.1.2.1 Electronic Order (Statement of Mailing) - Electronic Shipping Tools (EST)

The EST software is free of charge and can be accessed through the Business segment of the Canada Post 
website at canadapost.ca/newuser. Customers must register once in the Business segment of the website to 
access the EST. For technical enquiries, Customers can call the Technical Help Line at 1.800.277.4799.

Customers have the option of using either the EST online version or the Electronic Shipping Tools 2.0 version of 
EST (for Premium, Per Item and Standard Incentive), which can be downloaded to prepare Orders (Statements of 
Mailing) offline and submitted at the time of deposit. US Direct Entry Letter-post Orders must be prepared using 
EST online version. This method reduces paperwork and risk of error, while providing added Customer 
convenience.

4.1.2.2 Manual Order (Statement of Mailing)

Customers can choose to manually prepare an Order (Statement of Mailing) using a hard copy form (for Premium 
Incentive, Per Item Incentive and Standard Incentive only). However, manually prepared Orders are subject to a 
manual Order processing fee.
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4.2 At the Time of Deposit

4.2.1 WHERE TO DEPOSIT

International Incentive Letter-post items must be deposited with an authorized representative of Canada Post at a 
Receipt Verification Unit (RVU), where they exist, or at any postal facility approved by Canada Post. International 
Incentive Letter-post items cannot be deposited in street letter boxes or other mail receptacles. Each deposit must 
be accompanied by an Order (Statement of Mailing).

5 PRICING

5.1 Prices
Please refer to the applicable International Incentive Letter-post Price Sheet.

In order to access these prices, the Customer must meet all applicable requirements, including the specifications 
and Mail Preparation requirements for International Incentive Letter-post, as outlined in this Agreement.

5.1.1 MINIMUM VOLUME AND PHANTOM PRICING

Customers may deposit less than the minimum volume requirement provided that the difference between the 
actual volume and the minimum volume is entered and paid at the applicable phantom price.

Regardless of destination, the phantom price for each phantom item of:

• Premium Incentive will be charged at the then current U.S.A. Premium Incentive, “Up to 50 g”, Short and 
Long per item price

• Standard Incentive will be charged at the then current U.S.A. Standard Incentive, “Up to 50 g”, Short and 
Long per item price

• Per Item Incentive will be charged at the then current U.S.A. Per Item Incentive, “Up to 30 g” per item price.

NOTE: There is no minimum volume requirement for U.S. First-Class Direct and U.S. Standard Direct.

6 INTERNATIONAL INCENTIVE LETTER-POST SPECIFIC TERMS 
AND CONDITIONS

6.1 Payment Terms
For general payment terms, see Paying For Your Mailing.

6.2 General Terms and Conditions
See General Terms and Conditions, which are modified as follows:

Add:

25 Receiving Postal Administration Surcharge

The Customer agrees to reimburse Canada Post for any incremental terminal dues costs such as, but not limited 
to, bulk mail and remail charges that are applied by the receiving Postal Administration, as specified in the 
Universal Postal Union Convention.
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26 Ownership of Mail

The Customer agrees that Items mailed under this Agreement will be mailed only on the Customer's or its 
Authorized User's behalf, and that Items will not include commingled mail, being consolidated mail of a type or 
from sources other than those approved by Canada Post.
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PAYING FOR YOUR MAILING

1 APPLICATION

The information found in Paying for Your Mailing applies to the following products and services: Addressed 
Admail™, Business Reply Mail™, Incentive Lettermail™, International Incentive Letter-post™, Publications Mail™ 
and Unaddressed Admail™.

2 PAYMENT METHOD OPTIONS

The following describes various payment method options acceptable to Canada Post. However, not all options 
may be accepted at all Canada Post facilities. 

2.1 USE OF ACCOUNT 

2.1.1 ADDRESSED ADMAIL™, INCENTIVE LETTERMAIL™, INTERNATIONAL INCENTIVE LETTER-
POST™, PUBLICATIONS MAIL™ AND UNADDRESSED ADMAIL™

• Customers with pre-approved credit terms may elect “ACCOUNT” as a method of payment if the mailing is 
to be invoiced and charged to the Customer’s Account and for applicable credit terms to apply. See section 3 
Pre-Approved Credit Terms - Account for details.

• Customers who do not qualify for credit terms must provide full payment at the time of mailing. Otherwise, 
the mailing will not be accepted. See section 4 Payment at Time of Mailing – No Credit Terms for details.

2.1.2 BUSINESS REPLY MAIL™

Customers must use an Account to access and pay for Business Reply Mail services. See section 3 Pre-Approved 
Credit Terms - Account for details.

3 PRE-APPROVED CREDIT TERMS - ACCOUNT

3.1 USE OF ACCOUNT

Customers with pre-approved credit terms may elect “ACCOUNT” as a method of payment if the mailing is to be 
invoiced and charged to the Customer’s Account and for applicable credit terms to apply or if Business Reply Mail 
services are used. Following approval by Canada Post and continued credit worthiness as determined by Canada 
Post, at its discretion, credit terms of net fifteen (15) days from date of invoice will apply.


	International Incentive Letter-post™ – Customer Guide
	1 Service Overview
	1.1 The Purpose of This International Incentive Letter-post Customer Guide
	1.2 What is International Incentive Letter-post?
	1.3 Delivery Standards
	1.4 Service Features and Options

	2 Content, Format and Physical Characteristics
	2.1 Content
	2.2 Format
	2.3 Physical Characteristics

	3 Preparing the Mailing
	3.1 Mail Preparation
	3.2 Summary of Key Requirements

	4 Depositing the Mailing
	4.1 Prior to Depositing
	4.2 At the Time of Deposit

	5 Pricing
	5.1 Prices

	6 International Incentive Letter-post Specific Terms and Conditions
	6.1 Payment Terms
	6.2 General Terms and Conditions


	CGintro-e.pdf
	Introduction
	1 Information Sources
	1.1 Information Sources Definitions

	2 Communicating with Canada Post
	3 Postal Code and Other Data Products




<<
  /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




