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Enclosures Made Easy!

s Mail service is specifically designed for periodicals: magazines, newspapers and newsletters (referred to as 
ailed at least twice a year, its editorial content is at least 30% in half the issues in a year and it is mailed in Ca

ifications are based on format and content.

d or wrapped (paper or polybag)

sy to handle. For example, it should be easily foldable & stackable, must fit in mailboxes, have a uniform sha

ations Mail item may weigh up to 1.36 kg for presort or 500 g for machineable

Mail item can be made up of a host publication and enclosures (inserts and/or outserts that are enclosed or at
 on its weight, but can vary depending on its enclosures. Many enclosures can be priced with your host public

e paid for separately. These enclosures are either priced as a Sample and Promotional/Novelty Item or a co-pa

g enclosures

onalized advertising enclosures are priced with the host publication. Examples include flyers, sales brochures 

nclosures

onalized editorial enclosures are priced with the host publication. Examples include maps, posters and date c

orial and Advertising enclosures

ed published material such as advertorials.

DEFINITION I 

WITH THE H
PUBLICATI

Separate enclosure (normally a single sheet or overcover used to provide the recipient’s address for delivery purposes), 
which is either attached to the outside of the publication or enclosed as an outsert with the host publication in a 
wrapper. May contain advertising or a promotional message and a response mechanism, such as a Business Reply 
Mail™ item. Must not be personalized with more than the address block information of the addressee.

A thin collection of unbound or stapled or press-pasted printed pages displaying a sampling of products or services 
for sale, which may include prices and item numbers. Must not be perfect bound or similar to perfect bound. Must 
not contain the word “CATALOGUE” or “CATALOG”. Should not have an index or table of contents.
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vertorial An advertising piece that is formatted to look like a newsletter or other host publication in order to attract a reader’s 
attention. Must be clearly identified as “ADVERTISING”, “ADVERTORIAL” or “PROMOTIONAL” (or similar wording 
that makes it clear the item is an advertising piece) on the front page/cover, otherwise it will be treated as a co-
packaged.

nual / one-time 
blication

An enclosed publication (newspaper, magazine or newsletter) published at a frequency of less than twice a year. It 
does not otherwise qualify as an advertorial, ride-along publication or other acceptable enclosure. It is clearly 
identified on the cover or in the masthead, with the words “ANNUAL PUBLICATION” (or similar wording). It meets all 
other criteria to be considered a Publications Mail item.

other host 
blications Mail 
m

Separate publication title that qualifies as a host publication.

ck issues Previously published copy/issue of the host publication.

auty seals Less than a single use of a cosmetic product sealed and attached to a page or to another acceptable enclosure in a 
way that does not substantially increase the thickness of the page or enclosure.

ank generic 
mination forms

Non-personalized forms such as nomination forms, registration, entry or similar type forms.

ok A collection of printed or manuscript pages sewn or glued together along one side and bound between rigid boards 
or flexible covers, which is published or intended for publication. Published books normally contain an International 
Standard Book Number (ISBN).

oklet A thin collection of unbound or bound printed pages between flexible covers whose content is related to the editorial 
content of the host publication. Booklets must not adversely affect the ease of handling of the item. Booklets cannot 
be a book, handbook or manual.

-laws A law enacted by a legislature or made by a local authority to regulate its own affairs.

talogue Bound printed matter containing a listing of items arranged in alphabetical or systematic order with details of 
products or services for sale and which may include prices and item numbers. Catalogues typically contain an index or 
table of contents and/or the word “CATALOGUE” or “CATALOG”.

ancial report Annual, quarterly or other regular-frequency reports on financial performance.

ndbook/manual A book of reference or a guidebook that provides specific detailed information or instructions on a particular subject 
for use by a practitioner or operator.
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inutes of 
eetings

An informal document outlining what transpired at a meeting. Should be composed of only a few pages and have no 
separate cover.

ultiple Sample 
d/or 
omotional/ 
velty Items

Two or more Sample and/or Promotional/Novelty Items for the same product line or brand name, mounted on the 
same backing or packaged together as a chargeable enclosure, which may be separated from the host publication.

rsonalized 
vertising or 
itorial

Containing the name of the addressee (person the item is being sent to) plus one other piece of information relating 
to that individual. Types of personalization include: address, unique membership number, account balance, points 
record, financial information, purchase history with the exception of renewal notices.

omotional/
velty Items

A non-personalized item used to promote a brand name, a product or a service
• a Promotional/Novelty Item may be an actual product provided that it is intended as a trial to be used, displayed or 

worn by the reader of the publication
• some examples of Promotional/Novelty Items include: small articles of clothing, pens, date booklets and souvenirs
• if more than one identical paper or paper-like promotional item (e.g., brochures, maps) is enclosed with one host 

publication, then the Sample and Promotional/Novelty price will be applied to the collection of those items

oxy An official document used to authorize one person to act for another. A document providing authority/power to act 
for another specifically for voting purposes.

newal notices Printed notification, which may be personalized, to a subscriber about the status of the subscription and options for 
renewal of the host publication. Renewal notices may also contain subscription offers for the host publication or 
other publications or may be for renewal of request subscriptions.

ports (content 
lated to the host 
blication)

A printed document that describes the findings of some individual or group on a single subject.

ports (content 
T related to the 

st publication)

A printed document that describes the findings of some individual or group on a single subject.

positionable 
tes (RPNs)

RPNs must be applied by machine, not manually and may be applied in up to 3 layers in one (1) specified location.

e-along 
blications Mail

A complimentary, promotional copy of another title or the same title (a separate newspaper, magazine or newsletter 
that has not been requested) per mailing up to six (6) times in a calendar year with the intention of building 
subscription levels of the ride-along title. Must be clearly identified on the cover or on a separate sheet, card or 
overcover with the words “COMPLIMENTARY” or “FREE ISSUE/COPY” (or similar wording), and must include a call-
to-action for subscription, such as a Business Reply Mail item, otherwise it may be treated as a co-packaged 
publication and priced accordingly.
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* Add both the weight of the host publication and its enclosures to identify the total weight of the mailpiece, then refer to the Publica
supportdocuments/pm_pricesheet-e.pdf.

** The host publication and the enclosure are priced separately. The enclosure is priced as either another Publications Mail, Addressed A
Promotional/Novelty Item depending on the content of the enclosure. Refer to the appropriate price sheets for current prices.

TE: The information on this document is provided for informational purposes only and should not be regarded or rel

mples Trial or trial-sized item or specimen intended to indicate the nature of the product. May be an actual product provided 
that it is intended as a trial to be used, displayed or worn by the reader of the publication. Some examples of Samples 
include: food, personal care items and household products.

ent strips A portion of a page or of an acceptable enclosure that is impregnated with a fragrance (less than a single use) in such 
a way that the scent cannot be released during normal postal handling.

urce guide /
yer’s guides

It is comprised of printed matter of bound pages whose format is similar to the host publication, including a cover 
that is prominently “branded” with the title logo of the host publication and the words “SOURCE GUIDE” or 
“BUYER’S GUIDE”. May contain an alphabetical or classified listing of names, addresses and/or other data, and must 
contain editorial and advertising relating to the host publication. A source guide or buyer’s guide may be enclosed 
with, or be a regular issue of, the host publication magazine and tabloid formats may be combined as long as the 
host publication and enclosure(s) are of similar dimension to ensure ease of handling of the item.

ecial edition/
ue

A separate issue of the host publication published outside the regular frequency of the host publication.

rveys (content 
lated to the host 
blication)

A questionnaire that seeks to gather information or opinions.

rveys (content 
T related to the 

st publication)

A questionnaire that seeks to gather information or opinions.

reet, telephone 
 other 
rectories

Printed matter of bound or spiral-bound pages comprised of an alphabetical or classified listing of names, addresses 
and/or other data, usually with an index and often with page tabs. (see also Source/Buyer’s Guide)

nscripts of 
oceedings

Formal records of institutional meetings or formal proceedings.

ting ballot An official document used to cast or register a secret vote.

TYPE OF 
ENCLOSURE

DEFINITION

WITH THE
PUBLICA

http://www.postescanada.ca/tools/pg/supportdocuments/pm_pricesheet-e.pdf
http://www.postescanada.ca/tools/pg/supportdocuments/pm_pricesheet-e.pdf


<<
  /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
  /CreateJDFFile false
  /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 2.40
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /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 2.40
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /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

  /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


