ENVELOPE BASICS ¥

In this section you will find:
¢ Envelope Manufacturing Steps

¢ Envelope Construction

¢ Dimensions & Designations
¢ Flap Styles

¢ Seam Styles

¢ Sealing Methods & Closure Devices
¢ Window Envelopes

* Types of Papers Used
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ENVELOPE BASICS

Basic Die Cut ENVELOPE MANUFACTURING STEPS

We start
with paper...

)

which is die cut
into blanks. =
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The blanks are fed into an enve-
lope machine which scores, folds

and applies adhesives...

and produces the
finished product!




ENVELOPE DIE CUTTING

Properly manufactured commercial envelopes perform well on printing and
inserting equipment with either Straight or Diagonal Grain construction.

Straight Grain Cutting

Straight Grain cutting from a 34” x 28” Sheet of Bond or Writing Paper yields eight

No. 10 commercial envelopes.

It is our policy that envelopes created from directional paper, are Straight Grain cut;
however, envelopes marked (A) are grain parallel to the 9 1/2” length while those
marked (B) are grain parallel to the 4 1/8” length. If the grain direction runs the 34”

way this ratio is reversed.

p——— N

AY

)

>

T

P

——==

==

Diagonal Grain Cutting

Diagonal Grain cutting from a 17” x 22”
Sheet of Bond or Writing Paper yields five
No. 6 3/4” commercial envelopes. In diagonal
cutting the grain runs in a diagonal direction

on the blank and finished envelope.

Grain Direction
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Number of Envelope Cut Outs from Frequently
Used Standard Bond, Writing and Text Paper Sizes
Sheet Size 6 3/4* Monarch* No. 10%* A2 A-6%* AT 9 x 12 Booklet**
17x22 5 4 3
22 x 34 11 8 6 9 8 -
23x35 11 8 7 10 8 2
24 x 38 13 9 8 - -
25x 38 13 10 8 12 10 2
28 x 34 14 10 8 11 10 -
*OSDS (Diagonal Seam) Cross Grain. ~ ** Straight Grain.

To calculate the envelope weight from a sheet size, divide the number of envelopes cut from a given size into the sheet weight per M.

EXAMPLE: A sheet size 22 x 34, Sub 24 weighs 96 Lbs. per thousand sheets (expressed as 96M). The chart tells you sheet size 22 x 34
yields six No. 10 size envelopes. Dividing 6 into 96M equals 16Lbs. which is the number of pounds of paper used to make 1M No. 10
envelopes cut from this size and substance before waste.



ENVELOPE CONSTRUCTION

Envelopes can be manufactured in an almost endless number of sizes and shapes. However, almost all
envelopes stem from two basic construction designs; they are either open side or open end. Dozens of
different designs can be developed from these two basic styles to meet the customer’s particular require-
ments. [magination and creativity are extremely important parts of the envelope industry.

DIMENSIONS AND DESIGNATIONS

Sizes are listed in inches, the shortest dimension first. Designations depend, in part, on the location of the
opening and the seal flap. It is important to specify how the envelope should open for aesthetic reasons as

well as for functional considerations.
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Back or Bottom Flap
Open End

This is an Open End (OE) envelope.
The opening and the seal flap are locat-
ed on the short dimension. Open End
envelopes are well-suited to hand inser-
tion applications. Larger, Open End
envelopes are also called “Catalogs”. A
9 x 12” open end has its flap on the 9-

inch dimension.

Open Side

This is an Open Side (OS) envelope. The opening
and the seal flap are located on the long dimension.
Open Side envelopes are ideal for automatic inser-
tion applications and are suited for hand insertion
applications as well. Larger, Open Side envelopes
are also called “Booklets”. A 9 x 12” open side has
its flap on the 12-inch dimension.



ENVELOPE CONSTRUCTION
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SEAM STYLES

Seams also determine envelope style and functional application.

Diagonal Seams

Commonly used in correspondence commercials and pointed flap
announcements. This seam style is a workhorse and generally well-
suited for applications involving mechanical insertion equipment,
laser printing and postal meters.

Side Seams

These seams allow for a large, uninterrupted printing area on both
front and back of the envelope. Mostly found on booklets, square flap
and side seam commercial envelopes. Commercial sizes are suitable
for some laser and inserting applications; others should be tested first.

Center Seams

This seam is located in the center of the envelope, adding strength
for carrying heavy inserts to its design. Envelopes with a center seam
generally are not suitable for automatic insertion equipment or
postage meter applications. Testing is suggested before use in laser
printers.

r Single Side Seam

Seam is placed parallel to the edge of the envelope. Usually found
in open end style envelopes (with or without flap). The full-sized side
flap allows a larger printing area unobstructed by seams or multiple
paper thicknesses. Manual insertion is recommended for this style.
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FLAP STYLES

The seal flap is the part of the envelope folded over and sealed to secure the contents. The shape of the
seal flap is very important in the determination of the envelope’s style and functionality.

Pointed

Elegant, traditional, and more formal. Used primarily on Baronial,
greeting card and social stationery envelopes. Not recommended for
laser or inserting equipment applications.

Square

Provides large area for design on flap and has contemporary appearance.
May have deckle edge. The lack of a shoulder in this flap can create

problems during automatic insertion. Standard No. 10 sizes are suitable
for laser printing applications, while others sizes may present difficulties.

Wallet

Similar to a square flap, but with round corners. Standard flap on
most booklet, catalog and specialty commercial envelopes. Flap style
enables secure closure of bulky contents and is functional for automatic
inserting, mailing and laser equipment processing.

Commercial

Standard flap on correspondence-style envelopes for business and
commercial use. Quality commercial envelopes have full-cut commer-
cial style flaps. These flaps are designed to reduce make-ready for cor-
ner card printing, improve sealing when bulky inserts are used, and

enhance inserting and laser printing performance.

Mailpoint
Originally designed to enable volume mailings to run on automatic

equipment, the mailpoint flap, normally found on open end (catalog)
envelopes, is being replaced by the more modern wallet flap.

11



SEALING METHODS AND CLOSURE DEVICES

Remoistenable Seal Gum

Activated by moistening when flap is to be sealed.

\ Simple-Seal®

Self-adhering latex adhesive on two surfaces that seal on contact with-

out moisture. The unique folded flap feature on stationery envelopes
keeps the two latex flaps separate until sealing is desired.

Clasp

Double-pronged metal clasp for added security. Envelopes with this
closure treatment cannot be run through graphic or other automatic
processes after conversion.

> String & Button

g Tie-down closure for repeated use. Envelopes with this closure treat-
ment cannot be run through graphic and other automated processes
after conversion.

Latex Seal

Self-adhering latex adhesive on two surfaces that seal on contact
without moisture. Flaps are extended and adhesive is exposed.
Envelopes with this closure are not recommended for automatic
insertion or laser applications.

'ﬁW Peel & Seel®

A release tape liner is applied over a resin adhesive. When the
liner is removed and the flap is pressed down, it seals on contact
without moisture. Printing after the envelope is folded can be
accomplished without interfering with the quality of the seal.

Tac -n-Tac®

A Tac-n-Tac seal tape closure allows reusable sealing of flap.
Envelopes can be printed after folding.
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WINDOW ENVELOPES

Modern window envelopes may be used
for a variety of applications. Standard 4 Window Essentials:
windows are rectangular with slightly 1. Size
rounded corners. Special window sizes 2 Posit}ion 1
i = 3. Patch Materia
and styles are also available. ‘Leﬁ‘[: Length E‘ J 4 Shaoe | Sl
Bottom 4
Standard Position From

Item Size Window Size Left Bottom

61/4 31hx6 118x41) 3/4 1h

63/4 35/8x61)2 11l8x41)2 I3 1h

7 33/4x 634 11sx41p I3 1)

Monarch 37sx71 11/8x412 s 1h

73/4 37sx71)2 118x41) I8 15

8 5/s Check 35/8x85/8 1x4 1 34

9 37sx87fs 118x41) I8 1h

10 418x91) 118x41p s 1L

FASTforward® 10 418x912 11sx41p I3 5/8

11 412 x103/8 11sx41) I3 1h

12 43/4x 11 118x41)2 I8 15

14 5x1114 11l8x41h I3 15

NOTE: 8 5/8 also available with 1 1/8” x 4 1/2” window — positioned 7/8” from the left and 1/2” from the bottom.

TyYPES OF WINDOW MATERIALS USED

¢ Poly (in some areas referred to as EZC)
The most popular and cost- effective patching material, slightly frosted in appearance. Resistant to the effects of
humidity, but will melt in the thermographic process.

* Glassine
Generally used on recycled orders. Glassine lacks clarity and does not react well under humid conditions. Safe for
thermography, and 100% recyclable, because it is a wood product.

® Crystal Clear (Cello)
Completely transparent, but unable to withstand the heat of the thermographic process

* Open Face

Open windows have no patch material.

Double window envelopes do not need to have a patch on both windows, it is possible to leave one open
and the other patched.

Be sure to specify when thermography for printing will be used on window envelopes.
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TYPES OF PAPER USED FOR ENVELOPES

* White and Colored Wove
¢ Kraft Paper
* White
* Brown
* Gray
* Manila
¢ Other Colors Are Available
* Recycled
* Proprietary

* Premium Sulphite  ® Text

* Cotton Papers * Opaque

® Translucent * Bond / Writing
¢ Coated Paper

e Matt / Dull / Gloss

* 500 sheets of the paper’s Basic Size will determine the “Basis” weight, also referred to as the
“Substance”, or “Sub Weight”.

¢ For Example- 500 sheets of 24# Bond Paper 17” x 22” will weigh 24 Ibs- 500 sheets of 70# text
paper 25” x 38” will weigh 70 Ibs.

o [t is not recommended to use paper heavier than 80# text for envelopes.

* The most common weight for envelopes is 24#, larger open ends are usually 28#.

¢ For more information on folding and scoring of these papers, look in Section D.
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ENVELOPE STYLES

In this section you will find:

¢ Visual reference for nearly every envelope
organized by style.
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BUSINESS CORRESPONDENCE
ENVELOPES:

Commercial

Drug and Pay

Side-Seamed

Square Flap

Combination Statement & Return
Order Blank Forms

Air Mail

Wallet Flap

Safety Fold

Document

Filing Jacket

2-way Remittance

Simple Seal®

Proxy Dual-Pak

Proxy Bi-Pack

BOOKLET STYLE ENVELOPES:
Booklet

Peel &Seel® (open side)

Square

Mailers (open side)

A-STYLE ENVELOPES

BARONIAL SIZES

EXPANSION ENVELOPES

CATALOG STYLE ENVELOPES:

Catalog

Coins

Latex Seal Catalogs

Clasp

First Class Mailers (open end)
Peel &Seel” (open end)
Drive-in Bank
Payroll/Jeweler
Interdepartmental
Tac-N-Tac”

Jumbo™

SPECIALTY PRODUCTS:
Brilliant™ Clasp

Brilliant™ Catalogs

Brilliant™ Squares

Brilliant Holiday Collection™
Brilliant™ Presentation Folders
Brilliant™ Translucents
Brilliant™ Imaging Products
Prints Collection™

Medical Imaging Products
Durable Mailers™

Magnetic Hotel Key Envelopes
CD ROM Envelopes

Tyvek®

TX3®
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BUSINESS CORRESPONDENCE ENVELOPES

Commercial

Frequently specified for a wide variety of business
and personal correspondence purposes such as
letterheads, invoices, statements, checks,
stationery and direct marketing. These envelopes
are open side, have diagonal seams and feature
deep, sharply dropping shoulders, which offer a
larger corner card printing area, making them
ideally suited for machine insertion, laser and
postal applications.

Item Envelope Size Enclosure Size
614 312x6 31/4x53/4
63/4 35/8x 612 312x614
858 358 x85/8 31 x83s
7 33/4ax 634 3lhx61)
73/4* 3sx 712 33/4x 714
Monarch* 37sx 71 33/4x 714
9 378x 878 33/4x85[8
10 41sx9') 4x91)s

11 41 %1038 414x 1018
12 43/4x 11 41/ x103/4
14 5x 111 43)4x 11 Y4

*7 3/4 — commercial flap; Monarch — pointed flap

Drug and Pay

These small open side envelopes are produced in a
variety of sizes, and are used by florists, druggists
and other businesses.

Item Envelope Size Enclosure Size
1 Drug 13/4x27]8 11/2x23/4

2 Drug 2116x3 14 1 Bhiex3 14
3 Drug 25/16x35/8 2116x33/8

2 Pay 2hx4 14 2ax4
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Side-Seam/E-Z Insert

This attractive, modern styling adds a touch of
visual impressiveness to today’s correspondence.

[t offers a larger printing area uninterrupted by
seams. The straight grain cutting and the

specially tapered seal flap and throat contribute to
better performance in sealing and automatic insert-
ing applications.

[tem Envelope Size Enclosure Size
614 31hx6 3 14x53/4
63/4 3568x61)2 312x61/4
73/4 3sx 712 33/ax 714

9 373x87fs 33/4x85/8
10 41sx91)2 4x91/a
Square Flap

This contemporary flap style adds a touch of
elegance to any business correspondence. Particularly
popular as part of an executive stationery suite.
Well suited for engraving, thermography and
lithographic process, but not recommended for
automatic insertion. Compatible with late model
laser printers.

[tem Envelope Size Enclosure Size
Monarch SF 3 7/sx 71/2 334x 714

9 SF 378x 878 33/4x 858
10 SF 418x 91 4x914




Combination Statement & Return/Remittance  Wallet Flap

A return envelope with large printing surface ideal for ~ Mostly used by banks or investment firms for mail-
mail order, subscriptions, donations, coupons, and gen-  ing statements and other documents. The deep flap

eral remittance needs. Usually included are different and extra-wide gummed area offer extra protection
elements to facilitate a response from the recipient. to the contents.
l J Item Envelope Size Enclosure Size
10 41/8x91)2 378x91/4
Item Envelope Size Enclosure Size 11 41/ x 1033 414x 10 s
61/4 312x6 3Y4x 534 12 43/4x 11 412 x103/4
61) 312x61/4 31/4x6 14 5x1114 43/4x 111/4
634 35kx61)2 312x61/4 16 6x12 53/4x 11 3/4
9 373x87fs 33/4x 858
10 413x 912 4x91/4
Document
Open side with two outside seams for easy inserting.
Order Blank Forms The heavily gummed hexagon flap ensure security for
Flat- not scored- gummed flaps. the contents.
J B Envelope Size Enclosure Size
; N 9x 12 83/ax 11 3/4
91hx12 9lsx11 1)
91lax121) 914x 12
10x 13 934ax 12 1)
10x 15 93/4x 14 )2
4‘)7&8" ?};Xelsllze Peel & Seel® Document

Available in 40 lb. Brown Kraft. These large envelopes
. . open on the long dimension with 4” gum flap for extra
Air Mail security when mailing important documents.
This envelope is used as a postage cost saver for

international applications and is made from light- Envelope Size Enclosure Size
weight papers with red and blue borders, inside tint 9x12 83/ax 1134

for opacity and air mail legends. May be used 91x 12 91sx 1112

domestically but will not receive preferential handling 91x12 12 91/sx 12

or meet OCR requirements for the U.S. Post Office. 10x 13 93/sx 12 12
10x 15 93/4ax 14 1)

Item Envelope Size Enclosure Size

10 41x91)2 4x91/4
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Simple-Seal®

This envelope has two latex surfaces that seal on
contact . Flaps are folded down to allow for printing
processes. Efficient and convenient for small businesses
and professional people, personal stationery.

[

|

Item Envelope Size Enclosure Size
634 3568x61)2 31x61/4
73)4* 37sx 71 33ax 714

9 37sx87fs 33/4x 858
10 41/8x91) 4x9 14

*Also referred to as Monarch.

2-Way Remittance (Hitchhiker)

Dual purpose envelope; includes statement and
provides for the return of orders and remittances.
The large flap can be printed with message,
detached at the perforation, inserted in the
envelope and sealed. Ideal for financial receipts,
memberships subscriptions, and fundraising.

Overall Size Mail Size Return Size
83sx61) 414x61/ 356x61)2
83/sx87s 41/4x878 35/8x87s
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Proxy Dual-Pack

Booklet style envelope with statement pocket
and polyclear covered address window on face.
For mailing annual reports and proxy statements.
Envelope design is compatible with inserting
equipment.

Enclosure Size

81lax11

Item Envelope Size
Proxy Dual-Pack ~ 9x 12
Window Size - 11/4x31/4

Pocket Size - 312x812

Proxy Bi-Pack

Booklet style envelope with window placement
on back. Polyclear covered address window on
back with pull-out tab and perfs. Data card/
statement pocket is placed on the back of the
envelope.

Enclosure Size

81l2x11

Item Envelope Size
Proxy Bi-Pack 9x12
Window Size - 11/4x 41/4

Pocket Size - 43/8x91/4




BOOKLET STYLE ENVELOPES

Booklet

For annual reports, brochures, sales literature and a
variety of printed material. The booklet’s open side
style and side seams make it suitable for automatic
insertion and the open side configuration allows
for overall printing.

[ O\

N vd

Item Envelope Size Enclosure Size
3 43l4x 612 414x6
412 51 x7s 51ax1

5 51/2x81/8 54x 758
6 53/4x 878 51/2x838
612 6x9 53/4x81)2
65/8 6x91)2 53/4x9
63/4 612x91h 614x9
714 7x 10 63/4x9 12
) 712x101/2 71/4x 10

9 83/ax111) 81lhx1l1
91/ 9x12 83/4x 1112
10 912 x125/8 91lsax 1218
13 10x 13 93/4x 1212
Peel & Seel® (Open Side)

When the release tape liner is removed and the flap
is pressed down, it seals on contact without moisture.

—
( )

Item Envelope Size  Enclosure Size
#10 41sx9 1) 4x9 s

9 1/2 Booklet  9x12 83/4x 1134
10 Booklet 912x1258 9 lsx 1238
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First Class Mailers (Open Side)

Booklet style envelopes printed with diamond
borders and first class to expedite postal handling.
Can be used for mailing reports, manuscripts,
brochures, and other flat materials. Not recommended
for automated inserting postage meter.

]

First Class Mail

[tem Envelope Size Enclosure Size
1st Class 9x 12 83/4x 11 3/4
Squares

With square flap, its side seam construction allows
for printing uninterrupted by seams. Good choice
for announcements, booklets, promotions. All
square envelopes require a surcharge for mailing.

Item Envelope Size Enclosure Size
5 5x5 43/4x 434
51 51x51h 51/4x51/4
6 6x6 53/4 x5 3/4
61 61l2x61h 61/4x61/4
7 T1x1 63/4x 634
71h 7 x171) 7ax 714
8 8x8 73/ax 734
81 81/2x81) 8 1/4x81/4
9 9x9 83/4x 834
91) 912x91) 9 14x91/4
1312 1312x1312 13 14x 13 s




Catalog

Open end style (opening on shorter dimension)

with a center seam. For magazines and large book-

lets, as the heavily gummed flap offers protection
for heavy enclosure. Cannot be processed through
inserting equipment or laser printing.

Item Envelope Size Enclosure Size
8 glove 37sx 71 356x7

7 glove 4x63/8 33/4x57s
1 scarf 45/3x63/4 438x61/4
3 scarf 5x71 43/4x17

4 1/3 scarf 51x71) 514x7

6 scarf 512x81/4 51/ax73/4
10 policy 418x91) 378x9

11 policy 41 x1038 414x97s
12 policy 43ax 11 41 x101%
14 policy 5x111 43/4x 11

1 catalog 6x9 534x81)
1 3/4 catalog 612x91) 61/4x9

3 catalog 7x 10 63/4x9 1)
6 catalog 712 x101/2 714x 10

8 catalog 8 1/ax 1114 8x103/4
81/2 catalog 81 x101) 81/4x 10

9 3/4 catalog 83/ax 11 14 8 1/2x 10 3/4
10 !/2 catalog 9x12 83/ax 111
12 12 catalog 91hx121) 91/4x12

13 1/2 catalog 10x 13 93/ax12 1)
14 12 catalog 1112x14 1) 11 4x 14
15 catalog 10x15 93/ax 1412
15 12 catalog 12x151 113/4x 15

Coins

Small size envelope for multi-
purpose uses: for coins, small
parts, etc. Most coin envelopes
are not mailable or suitable for

CATALOG STYLE ENVELOPES

automatic processes.

Item Envelope Size Enclosure Size
00 1 U)16x2 34 17h6x21)2
1 21/4x3 1) 2x3 13

3 21 x41/4 21l/ax4

4 3x41) 23/4x 414
412 3x47s 23/ax 458
5 27/8x51/4 25B8x5
51/2 31l/gx51) 278x51/4
6 33/8x6 31/8x53/4
7 31hx61) 31l/ax61/4
Latex Seal Catalog

Similar style as catalog, but
with a latex closure con-
sisting of latex gum strips
applied to the body and
flap of the envelope. When
folded, flaps seal together
without requiring moisture.

Item Envelope Size Enclosure Size
1 catalog 6x9 53/4x 812
13/4 catalog 612x91) 61/4x9

6 catalog 712 x101) 714x 10

10 1/2 catalog  9x 12 83/4x 1112
12 2 catalog  912x 1212 91/4x12

13 1/2 catalog 10 x 13 93/4x 12122
15 catalog 10x 15 93/4x 1412
14 1/2 catalog 11 1/2x 14 )2 11 14x 14
1512 catalog  12x 1512 113/4x 15
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Clasp

Open end style, similar to the catalog, but with a
metal clasp, which ensures protection to its contents.
Usually inserted by hand is not suitable for printing or
mechanical applications after converting.

Item Envelope Size Enclosure Size
15 4x 638 33/ax578
25 45/8x 634 43/8x61/4
35 5x712 43)4x 17

40 51x 710 54x 7

55 6x9 53/4x81
63 612x91) 61/4x9

68 7x10 63/4x91)
75 712x1014 714x10
83 8lhx111h 81l/ax11
87 83/ax 1114 81/2x103/4
90 9x12 834x111p
93 91hx121h 91/4x12

95 10x 12 934x 1115
97 10x 13 934x 121
98 10x 15 934x 1412
105 111lhx141p 1114x 14
110 12x 1515 113/4x 15

Payroll/Jeweler | |

Open style envelope used for
special applications like payroll
and small jewelry.

Item Envelope Size Enclosure Size

512Coupon  31x51) 278x 514
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First Class Mailers (Open End)

Catalog style envelopes printed with green
diamond border and First Class to expedite
postal handling. Available with regular seal
adhesive(gum), latex seal and Peel & Seel®
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Item Envelope Size Enclosure Size
1st Class 9x12 83/ax11 1)
1st Class 91hx121h 91/4x12

1st Class 10x 13 934x12 11
Peel & Seel® (Open End)

When the release tape liner is removed and the flap
is pressed down it seals on contact without moisture.
Printing after the envelope is folded can be
accomplished without interfering with the quality

of the seal.

Item Envelope Size  Enclosure Size
1 Catalog 6x9 53/4x 81

1 3/4 Catalog 62x9 1) 61/4x9

6 Catalog 712 x101/2 714x 10

10 12 Catalog  9x 12 83/ax 111/
1212 Catalog  912x121) 91lax12

1312 Catalog  10x 13 93/ax12 1)
15 Catalog 10x 15 93/4x 14 1)
1412 Catalog  111'2x1412  111/4x 14
1512 Catalog  12x 151/ 113/4x 15




Interdepartmental

This style envelope is commonly used for interoffice
correspondence, has ungummed flap, eight holes,

printed route listing on front and back. Can be

plain or with button and string closure to assure pri-
vacy for the contents. Printing, closure and number

of holes can vary to meet material requirements.

INTER-DEPARTMENT MAIL

Jumbo

Jumbo envelopes are available in brown, gray and
white kraft with plain flap (no gum) or

gummed flap. They are used by advertising
agencies, printers, architects, engineering firms,
photographers, hospitals etc. requiring larger

than standard size envelopes.

Item Envelope Size Enclosure Size
*No. 11 412 x1038 414x 1018
##]0x13  10x13 93/ax12 1)

* Commercial style with two holes.
*## Also available with Tac-n-Tac™ closure.

Tac-n-Tac®

A special spot seal tape closure allows for repeat
sealing of flap.

o

Item Envelope Size Enclosure Size

13!/2Catalog  10x 13 93/4x 1212

Drive-In Bank

Open end style envelope with
scored and extended flap are
available with plain flap (no gum)

or latex seal.
/A—
Envelope Size Enclosure Size
3l4x7 3x63/4
33/4x7 312 x634

Envelope Size

Enclosure Size

11x17

113/4x 161

1212x16 12 /4x 151)2
12x 17 113/4x 1612
1212x 181/ 12 1/4x 18
1312x131) 13 1/4x 13

13x17

123/4x 16 1)2

13x 19

123/4x 1812

14x 16

133/4x151)2

14x 18

133/4x 17 )2

14x 21

133/4x 201

15x 18

143/4x 1712

15x 20

143/4x 1912

15x22

143/4x 211

16x 20

153/4x191)2

17x22

163/4x211)2

18x 23

173/4x 221

19x 26

183/4x251)2

20x 25

193/4x24 12

22x 21

213/4x26 1)

24x 30

233/4x29 1)

24x 36

233/4x 351
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EXPANSION ENVELOPES

Qur expansions are precision manufactured from steel rule die cut and pre-scored envelope blanks. Envelopes man-
ufactured bag bottom style means the side gussets are folded in at the time of manufacture, but the bottom gusset is
folded out. Box bottom style has both the side and bottom gussets folded prior to use. Both style bottoms are identi-
cal when they are inserted. Expansion envelopes manufactured with a box bottom are available at an extra charge.

Measuring Expansion Envelopes
1. Measure with envelope fully expanded.
2. Determine width.

%\\\ M%Dn#\\\\

3. Determine length (distance between two inner most scores).

k., /qf %, /

4. Determine expansion.
5. Determine flap size.

6. Determine if Bag Bottom “V” style (side gussets folded in, but
bottom gusset is folded out or Box Bottom “W” style (side and
bottom gussets are folded in).

7. Determine if Open End or Open Side. If Open Side, specify M&

with center and bottom seams or two side seams. ~

LENGTH /'\

LENGTH

8. If adding Button and String or Clasp closure, determine if —

W/DTH
envelope will be used with or without full expansion at flap.

Expansion Envelopes Are Manufactured To Order - Call your Local Division for more Information

Minimum expansion 1" ; maximum expansion 4'". Closure can be with regular gum, latex gum, or Peel & Seel®.

Pictorial Index: = Size Available:

A. Jumbo 418x912x2

B. Open-Side, Box-Bottom 5x11x2

C. Open-Side, Box-Bottom (W) Wallet 5x11x3

D. Open-End, Bag-Bottom (V-Style) 10x12x11p

E. Open-Side, Bag-Bottom (V-Style) 10x12x2

F Bank Statement (Window & Pocket) 10x13x11)2

G. Open-Side Document Style 10x13x2

H. Flat Safety Fold 10x15x2

I. Security Mailer 11x1412x2

J. First Class mail 11x15x2

K. Reinforced Tab File Jacket 12x15x2
Box Bottom Style 12x15x%3

L. Open-Side Reinforced Shelf Tab 12x16x2
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SPECIAL PURPOSE ENVELOPES

File-velope & File Jacket

File-velope is an open side/inside side seams enve-
lope produced from heavy weight papers such as 32
lb. Manila Kraft and 125 1b. Manila Tag.

File Jackets are open side/outside side seams to facil-
itate insertion of material and produced from 40 Ib.

Brown Kraft and 125 Ib. Manila tag.

Y C
File-velope ( \
9x113/4

File Jacket
83/4x 1134
83/4x 15 |

Job Ticket

Manufactured from Manila Tag or Coated One Side
Carbonless paper. These envelopes offer an extra
smooth surface for printing or writing.

Envelope Size
83/ax 11 14
91hx12

Perfect Vision® Display

Available in White Kraft and assorted colors. These
booklet style envelopes contain an oversized win-
dow centered on the face of the envelope. Ideal for
mailing catalogs, annual reports and sales literature.

\

Item Window Size
6x9 4x7
9x12 612x91
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Filing Envelopes

Filing Envelopes are Open End/Center Seam
envelopes produced from either Brown, Gray or
White Kraft paper. The finished size of these
envelopes is specified by the customer. The chart
below shows the industry’s standard “width” and
“height up to” on each size envelope. The customer
orders the width as shown and chooses the height
up to any size, as the chart indicates. The opening
for filing envelopes is always along the width.

Width (Opening) Height (Up to)

9 171 16 1915
91/ 12 14 16 12 16
10 171 17 2114
11 16 14 171/ 17
111 14 18 2214
12 14 181/ 18
121 18 19 251
13 16 1 191 19
1315 18 20 241
14 2014 2014 20
141/ 14 21 231
15 2114 2114 21
151 15 22 261




Securomail® Safety-Fold

Open side with center and bottom seams, top and
bottom “safety” fold. Bottom seams are deep and the
heavily gummed seal flap area ensure complete security.

Envelope Size Enclosure Size
5x11 43/4x103/4
51hx111p 51/ax 11 1/4
6x12 53/4x 11 3/4
10x 13 93/4x 1234
10x 15 93/4x 14 3/4

Peel & Seel® Envelopes of Tyvek®*

Envelopes of Tyvek,” spunbonded olefin, are the cost-efficient alterna-
tive to kraft envelopes. These strong, yet lightweight, envelopes pro-
vide that extra margin of protection against loss or damage of valuable
mailings, and the light weight reduces postage costs.

Plain Printed First Class  Printed Air Mail
Size Sub 14 Sub 18 Sub14 Sub 18 Sub 14
6x9 o o
612x91) . .
712 x101/4 .
9x12 ° ° ° °
9x 12 OS o
91hx 121 ° . .
10x 13 ° . . . .
10x 13 OS . . —
10x 15 o o
1112x141 o
12x 151 ° . .

NOTE: All items are open end unless otherwise noted.

Expansion Envelopes < g
Plain First Class r' W

Size Sub 18 Sub 18

10x13x1120E e o

10x13x2OS o o

10x 15x20OS e o

12x16x2 OE o o

12x16x20OS e o

Content

DuPont TyLels 25% Post-Consumer é

HDPE
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MEDICAL IMAGING PRODUCTS

Negative Preservers

Available in Sub. 28 and Sub. 32 Brown, Gray, Red
and Green Kraft. Stocked in sizes to accommodate
X-ray film. Negative Preservers are available open
end or open top, thumb-cut, plain or printed.

Size

8 1/2 x 10 1/2 (Open End)
10 1/Z x 12 1/2 (Open End)
11 1/2 x 14 1/2 (Open End)

14 1/2 x 17 1/2 (Open Top)

14 /2 x 17 12 (Open Side)

Expansion Jacket

Available in Sub. 40 Brown Kraft, the Expansion
X-Ray master jacket is an open top envelope
with 1” gusset. It also is printed and thumb cut.
Size

1412 x1712x1

Custom Category Inserts

Custom Color Border Sleeves are category jackets
which may be personalized to fulfill specific catego-
ry filing needs. these category inserts are available
with a printed 4-sided border or plain (no printing),
all of which are produced from White Kraft paper.

Size
14 1/4 x 17 1/2 (Open End)

Printed Border Colors

Black Light Green #375
Process Blue Gray #430
Yellow #109 Purple #527

Gold #117 Kelly Green #568
Orange #165 Yellow Green #381
Brown #168 Olive #582

Rust #180 Lavender #270
Red #185 Putty #454
Magenta #233 Manila #134
Dark Blue #287 Turquoise #326
Size

10 l/Z x12 1/2 (Open End)

Border only. Plain, no printing.

I'm
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Category Inserts, System I/Mailwell, System II/Ames and Others
Category inserts are available in four standard formats, all of which are thumb
cut and are produced from Kraft paper. These jackets are provided with system
compatible color coded borders.

Size

10 /2 x 12 12 (Open End)

14 1/4 x 17 1/2 (Open End)

17 1/2 x 14 1/4 (Open End)

System [ System II
Description Border Color ~ Description Border Color
Abdomen Yellow/Green ~ Abdomen Red
Angio Magenta Angio Stone
B.E. Gold B.E. Gold
Bone Yellow Bone Yellow
Bone Densitometry  Yellow Chest Briar
Chest Brown CT. Khaki
CT. Kelly Green C.T. (Khaki Kraft) Black
DS.A. Magenta D.S.A. Blue
Extremities Yellow G.L Putty Other Systems
Gall Bladder Light Green G.U. Orange Description Border Color
G.L Gray Head and Neck Lt. Blue Abdomen Lavender #270
G.U. Orange LVP. Orange Abdomen Plain/No Border
Head and Neck Blue Mammography Pink B.E. (Barium Enema) Putty #454
LV.P. Peach Miscellaneous - Chest Lt. Brown #152
Mammography Dark Blue MR Black C.T. (Cat Scan) Red #185
Miscellaneous - Nuclear Medicine Manila C.T. (Cat Scan) No Border/Black
M.R.L Rust Radiation Onocology Orange Mammography Manila #134
Nuclear Medicine Red Special Procedure Olive Mammography No Border/Black
Radiation Onocology  Yellow Spine Green MR Turquoise #326
Special Procedure Olive Ultra Sound Gray MR.L Gray #421
Spine Black Ultra Sound (Gray Kraft) Blue Myelogram Lavender #270
Ultra Sound Purple PET. Orange #165
Film Mailer, Open End

X-Ray mailers may be supplied with an ungummed flap,
latex sealing flap, or button and string fastener. They

are also available with a first class green diamond bor-
der, which expedites postal handling. These envelopes

are made from heavy duty Brown Kraft or Manila stock.

Size

11x13

15x 18

28




ANNOUNCEMENTS

There are two basic uses for announcements: Commercial and Social occasions.

These items can be used for both announcements and invitations, commemorating business open-
ings, changes of address, notifications of promotion, and other social and commercial events.

Commercial Announcements are usually supplied with a single gummed envelope. Social
Announcements, used as invitations, are supplied, in most cases, with an inside ungummed envelope
and an outside gummed envelope. Both are produced in a variety of sizes, papers and colors, and are
available in both plain and panel cards and folders.

Commercial Announcements

The most commonly used type of announcement is the
baronial card or folder. Baronials are usually manufactured
using a vellum finished paper in both white and ivory. In
recent years, a greater variety of papers have become avail-
able in a multitude of colors and finishes.

The baronial style announcement envelope is supplied in 5 [
standard sizes. (

Commercial Announcements are packaged in two different
formats. The economy grades, which are normally 14 pt.

card stock and 24 Ib. envelopes, are packaged 500 per box T
and 5M per carton.

The premium grades are generally 16 pt. card stock and 28 —
Ib. envelopes. These items are packaged 250 per box and
the usual carton packaging is 2500 per carton for all sizes.

Matching folders are available for most of these sizes.
These folders are generally 100 Ib. stock (Basis 25 x — |

38/500). These items are normally packaged 250 per box —
and 2 1/2M per carton.

Item Envelope Sizes Card Size Folder Size Panel margin

4 Baronial 35/8x51/8 31hx47 478x 7 15

5 Baronial 413x55/8 4x514 (not stocked) 12

5 1/2 Baronial 43/8x 534 41/4x51) 512x81) 15

6 Baronial 43/4x 61 45/8x 614 614x9 14 5/8

Lee 51ax 714 518x7 65l x 10 Card /3
7x101/4 Folder 3/4 or /8
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Social Announcements

There are two basic categories of Social Announcements: Traditional and Contemporary.

¢ Traditional Announcements are manufactured from white and natural shades of papeterie papers. Some
traditional announcements are produced from cotton fiber paper, but today most are made from high grade
sulphite paper. The matching envelope style is normally diagonal seam, pointed flap. The folders and cards
may be produced either with or without a debossed panel.

* Contemporary Announcements cover a wide range of styles and papers. They may incorporate color in the
design as well as a variety of colored inks in the personalization of the announcement. The paper used in
contemporary announcements may be vellum, laid, texture or parchment finishes. Deckle edge papers are
often used in these newer styled announcements. The matching envelopes may be square flap (side seam) or
pointed flap (diagonal seam).

Social Announcements are available in a
wide variety of sizes. They are packaged both
bulk in cartons for high volume users, as well
as in the retail cabinet pack. In bulk pack,
envelopes are packaged separately from the
invitations. Cabinets for the invitations con-
sist of 52 sheets, 50 ungummed inside, 50
gummed outside envelopes and 50 tissues.
The box is shrink wrapped for cleanliness
and easy display, with a lid on the bottom for
reuse in delivering the printed invitation to
the end user. Cabinets for Thank You'’s, |
Reception and Response Folders or Cards are V
packed 102 sheets with 100 outside
envelopes. This box is also shrink wrapped.

Item Envelope Size* Card Size Panel Margin
Business Announcements

Gladstone 39%16x5 %6 338x538 1h

4 Baronial 35/8x518 31 x47 1h

21 4x 506 378 x 534 1h

5 Baronial 41/8x55/8 4x514 1h
53 41/8x61/4 4x6 5/8

5 1/2 Baronial 4 38x 534 414x51] 15

6 Baronial 43l4x61)2 45/8x61/4 58
110 5x714 43ax1 3
Lee 51ax 714 51/8x7 5/8 or 3/4
137 51x81h 51/4x81/4 34
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Baronial Pointed Flap Diagonal Seam Announcement

Envelopes with matching Plain or Panel Cards and Folders

Traditional announcements are manufactured from white and ivory shades of papeterie papers; however, they
are also available in colors and finishes. The folders and cards may be produced either with or without a
debossed panel.

Panel Card Panel Folder
|
ltem Envelope Sizes Card Size Folder Size Panel margin
4 Baronial 35/8x51/8 312x478 478x 7 1A
5 Baronial 41/8x55/8 4x514 (not stocked)
5 1/2 Baronial 43/3x53/4 41sx51)h 512 x81h h
6 Baronial 434x61)2 45[8x61/4 61/4x9 14 58
Lee 51ax71a 518x7 65/8x 10 Card 58

7x101/4 Folder 3/4 or 5/8

Product Size Comparison

A2 =5 1/2 Baronial
A6 = 6 Baronial
AT = Lee
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A-Style Square Flap Envelopes
and Announcements
For use with announcements, small booklets, brochures
or promotional pieces, and more recently for distinctive
business stationary. This style envelope is enhances by

the use of text paper. Use this chart to determine the
most appropriate A-Style envelope and enclosure size.

Narrowfold Card Broadfold Card French Fold Sheet

\ \

\ | \J-—
Item Envelope Size Single Card Narrowfold Card Broadfold Card French Fold Sheet
A-2 43[8x 534 41ax51) 414x 11 512x81) 8lax11
A-6 434x 61/ 412 x61/4 41hx12 1) 61/4x9 9x121)
A-7 51ax 714 518x7 5x 14 7x10 10x 14
A-8 512x818 538x 778 5UYsx151) 73/4x 1012 101ax151)
A9 53/4x 834 55/8x85/8 512x1714 81lax11 11x171h
A-10 6x91h 578x91/4 53/4x 181 91/ax 111 1112x181%
Slimline 378x87fs 33/4x85/8 33/4ax 17 Y4 85kx71) 71 x 1714
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SHIPPING WEIGHTS PER M FOR
CoMMON ENVELOPE STYLES AND SIZES

Booklet Envelopes, Open Side/Side Seam

Item Sizes Sub 24 Sub 28
3 434x61)2 12 14 ( \
5 512x818 16 19 - —
6 53/4x 878 18 21 ( \
614 6x9 20 23
65/8 6x91) 21 25
634 612x91) 23 26
714 7x 10 25 28
715 712x101/ 28 32
9 83/ax 111/ 36 41
91h 9x12 38 43
10 91hx 125/ 42 48
13 10x13 45 51
[ o ]

Catalog, Glove and Policy Envelopes Clasp Envelopes, Open End/Center Seam
Item Sizes Sub24  Sub28 Item Sizes Sub24  Sub28
7 Glove 4x638 9 11 No. 5 31l/gx51h 8 10
8 37sx 71 11 13 No. 10 338x6 11 13

No. 15 4x638 13 16
10 Policy 418x91) 15 17 No. 11 41/ x 1038 22 25
11 414 x1038 18 20 No. 25 4505 x 6 34 17 19
14 Sx111p 21 24 No. 35 5x71) 2 25
1 Scarf 455x 6 12 14 EO' 14 Sx1L s 21 0

0. 50 512x81/4 23 26

3 Sx1s 14 17 No. 55 6x9 26 29
43k > [1xT [ 16 19 No. 63 612x91) 28 32
6 512x81/4 18 23 -

No. 68 7x 10 35 39
1 Catalog 6x9 2 25 No. 75 Tpx10t 37 4
1 }/4 61/2)(91/2 24 28 No. 83 81/2X11 1/2 42 46
6 71/ZX10 1/2 30 34 No. 90 9x12 49 55
8 8 1/4)( 11 1/4 33 38 No. 93 9 1/2 x 12 1/2 53 59
9}/4 83/47( 11 1/4 35 40 No. 94 91/4X14 1/2 58 73
12 1/2 91/ZX 12 1/2 43 49 NO 97 10X13 54 61
14 1/2 11 1/2)(14 1/2 57 66 No. 105 11 1/2X14 1/2 70 79
1514 12x151) 63 73
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Baronial Flap envelopes

Item Sizes Flap Sub 24 Sub 28 Sub 32
4 Baronial 35/8x518 Pointed 7 8 9
5 Baronial 418x51) Pointed 8 9 10
5 1/2 Baronial 43[8x 534 Pointed 9 10 11
6 Baronial 43ax61)2 Pointed 11 12 13
Lee 5ax 714 Pointed 13 14 16

Square Flap Envelopes
Item Sizes Flap Sub 60 Sub 70 Sub 75 Sub 80
A-2 43[8x 534 Square 9 11 12 12 1/4
A-6 43/4x 612 Square 12 14 15 151

w ( A-7 5ax 714 Square 15 17 17 Y4 18

( ) A-8 514px81s  Square 18 20 201} 21

A9 53/4x 83/4 Square 20 23 25 26
A-10 6x91) Square 26 28 30 31
Slimline 3738x87s Square 12 14 15 16
#10 418x91p Square 14 15 16 18
9 1/2 Booklet 9x12 Booklet 39 43 44 45

Commercial/Official Envelopes

Item Sizes Flap Sub 20 Sub 22 Sub 24

61l 3lhx6 Commercial 7 8 8

634 358x612 Commercial 7 8 9

7 33/4ax63/4 Commercial 8 9 10

Monarch 37sx712 Pointed 10 11 12

734 37sx 712 Commercial 10 11 11

858 35/8x85/8 Commercial 10 11 12

9 378x878 Commercial 10 11 12

10 413x91) Commercial 12 13 14

11 41/ x103/8 Commercial 17

12 43/4x 11 Commercial 19

14 5x111/2 Commercial 20
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ENHANCEMENTS

In this section you will find:

¢ General information on envelope enhancements.

® Order checklist

o Printing:  Offset
Flexography
Embossing
Foil Stamping

Litho Converting
Laser Printing

¢ Embellishment Processes
¢ [nside Tints
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LiTHO CONVERTING

WHAT 1S LITHO CONVERTING!

e Litho converting is a process in which a flat sheet of paper, which previously may have
been printed, embossed and/or foil stamped, is converted into an envelope.

THE LITHO CONVERTING PROCESS- STEP BY STEP

Step 1: Request envelope layout from your local Paper Distributor. They will contact our closest
location and send the printer an envelope layout including instructions.

Step 2: Read the instructions carefully and strip film according to layout. Before printing, furnish one
complete full sheet blueline, along with the original layout furnished to printer. Send both items
to us for approval.

Step 3: After blueline approval, print and send lithoed paper to our nearest designated converting plant.
Step 4: We will die cut, approximately 200 sheets per lift.

Step 5: Die cut blanks will then be fed into the folding machine for gumming and folding to a complete
envelope. We will fold all blanks cut and invoice maximum yield possible.

Step 6: We will ship envelopes to customer as per order instructions from the Paper Merchant.

WHAT ARE THE BENEFITS OF LITHO CONVERTING!

o The creativeness of the finished piece is not limited because of printing capabilities on a
ready made envelope.

¢ Bleeds, large solids, or full custom tints can be printed on coated or uncoated stock to
enhance the appearance of the envelope.

¢ Foil stamping and register embossing can be done flat sheet without leaving a debossed
image on the envelope.

More literature on Litho Converting is available through our corporate sample department.
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T1ps FOR A SUCCESSFUL LITHO CONVERTING JOB

Tips for the Printer

Guide marks must be placed in the exact location indi-
cated on our tailor-made press layout sheet for each enve-
lope blank on the press sheet.

If a solid ink lay bleeds into the area containing the guide
marks then reverse the mark in the solid.

If the printed bleed is a pattern or design, place the guide
mark in the design where it can still be picked up by a
trained eye but will not be apparent to the average viewer.

CAUTION: Without guide marks on the finished press
sheets, it will be impossible or very expensive to attempt
to register die cutting to printed images.

Trimming

Generally the full press sheets will be repacked in cartons
or on skids for shipment to us. If, by prior agreement, the
press sheets are to be split by the printer before shipment,
it is essential that lifts be piled by cut. Each pile should
be clearly marked and packed separately. It is also helpful
to include with the shipment to us a full press sheet with
the cuts, gripper and side guide clearly indicated.

Tips for the Printer and Designer

The more complicated or unusual your design, the more
you need to communicate with us early in the concept
phase while design adjustments can still be made.
Incidentally, it’s a good idea at some time to consult your
local U.S. Post Office to be sure your design concept does
not conflict with postal regulations.

Scheduling

Register of Design Elements Across Envelope Seams:
This is without question the most difficult register prob-
lem in converting envelopes. Whenever possible, avoid
design concepts that call for an exact register of graphics
across any envelope seam. Consult a National Envelope
or Williamhouse expert early in the design stage and per-
haps suggestions can be offered to provide the “look” you
are after without an exact register across a seam.

Multiple Return Address: Litho converted envelope
jobs that require many address changes need proper
design planning. Jobs requiring address changes that reg-
ister close to a logo or other printed copy and quantities
for each are known, can be done by printing different
versions that are properly marked. However, some clients
require logo “shells” printed flat sheet and converted to
be overprinted with address changes at a later time.
These do not make good litho converting jobs. Due to

converting variance, copy on the envelope will move up
to 1/8". Trying to register address copy on a printed piece
after the envelope is converted is risky at best. Jobs
requiring overprint after envelope conversion should be
designed so that the address is on the back flap, not regis-
tered next to the logo or copy on the face.

Bleeds

For the sake of simplicity, we will use a #10 Commercial
envelope for the following illustrations to define proper
terminology:

Full bleed: Ink is to cover entire visible front and/or back
of envelope. The printed image must extend 1/8" beyond
the die cut edge of the envelope to insure full coverage in
the final envelope. When an envelope will appear to be
fully covered with ink, our press sheet layout will indicate
void areas in the envelope blank which should not be
printed. These voids will be areas to which envelope
adhesive will be applied.

Partial bleed: Ink coverage indicates that the printed
image extends over part of a fold off part of an edge of
the envelope blank. It is difficult to die cut and fold
envelopes in hairline register with printing. We suggest
the graphics be designed to print over the envelope fold
and on to the back of the envelope by 1/8".

Printing/Tinting: Solid or screen coverage on inside of
envelope. Full coverage, line or screen images (tinting)
on the inside of the envelope, offers several benefits. The
inside printing particularly in White Wove Commuodity
envelopes increases the opacity of the finished envelope.
Personalized tints incorporating company logos provide
added security and prestige. Tinting has become associat-
ed with envelopes containing confidential information
such as bills, checks, policies, etc., and therefore can be
used as a design technique on any style envelope or paper
for increased impression value. Full ink coverage can add
richness to the presentation of the material contained.
However, the use of a full coverage of darker ink colors
may show through the envelope paper, detracting from
the appearance.

Printed image: Printed on front of envelope, not touch-
ing a fold. The printed image should be at least 1/8"
from any fold. Avoid printing in address, postage and bar
code areas of envelope front. Consult your local Post
Office for guidelines and regulations.



LASER PRINTING FACTS

Most laser printers have feeding mechanisms designed for single sheet applications. Envelopes are sheets
of paper cut and folded into multi-thicknesses. Each printer model may produce different results, larger
volume models usually handle envelopes better than smaller desk-top models. Commercial design
envelopes are best suited for laser applications.

MOISTURE is the true enemy of laser printers when running envelopes. Premature sealing is caused by
a moisture build-up inside the printer when heat from the fusion chamber evaporates moisture in the
paper and/or the air.

Most envelopes have at least three thicknesses of paper. It is advisable to specify a paper that has a
caliper thickness that facilitates the fully closed envelope passing through the paper path of the laser
printer. Generally, substance 24 paper is the most compatible for use in laser printing equipment.

Commercial flap and diagonal seam envelopes perform the best.

Value-added operations such as thermography, offset printing, and embossing may affect the envelope
feeding process.

Since moisture (high humidity of 60% or higher) is an enemy of laser printers, it is recommended that
envelopes be stored in a cool, dry location (40% to 50% relative humidity).

Never use a poly or cellophane window in a laser printer.
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WHAT TO LOOK FOR IN A
QUALITY ENVELOPE:

In this section you will find:

* How to identify a quality envelope
¢ How superior envelopes are created.
o Straight-grain vs. diagonal-grain

¢ Order Checklist
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ORDER CHECKLIST

We can help you obtain the best results for your envelopes by following this checklist when ordering:
¢ Envelope size and style
* Type of stock (grade, weight, color, finish)

* Window size, style, position and window patch material
(if a window is needed)

¢ Quantity of envelopes required
¢ Description of Enhancement (or Embellishment) method including:
[ Full coverage/heavy coverage
[ Bleed
[ Reverse print
[ Perfecting (printing on sealing flap or back side as well as front)
[ Close registration
0 PMS Color(s)
[ Tinting inside
[J Sample, artwork or negative to be supplied
[ Delivery requirements
[ Color of foil needed for stamping or embossing
[ Blind embossing
[ Litho Converting
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How SUPERIOR ENVELOPES ARE CREATED

We are dedicated to the task of manufacturing superior quality envelopes, announcements and related
accessories. Every single envelope that we manufacture — from the broad offerings of over 30 leading
paper mills — is perfectly squared, precisely sized and smoothly tapered.

WHAT MAKES A QUALITY ENVELOPE?

There are real quality differences in envelopes that affect their functionality. With the increased
demand in laser printing applications, the use of automatic insertion equipment for bulk mailings and
the growth in postage meters for business, a well-engineered envelope that can withstand multiple
downstream applications is more critical than ever. Here’s what you should look for in evaluating the
quality of an envelope, no matter what job your envelope was created for:

No loose flaps No curled flaps

No loose corners

Good fold line
Y4
No puckered seams
No misplaced patches
No clipped edges No holes

AN ENVELOPE THAT DOESN’T GET ATTENTION GETS TOSSED

An envelope is a potential customer’s first impression of your company. It is a powerful communicative tool
that speaks to the recipient even before the envelope is opened. The envelope should not be an after-
thought in the design process. It should be created when a project is conceived for maximum value.
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POSTAL REQUIREMENTS

In this section you will find:

Some of the most recent guidelines from the U.S. Post Office for
business mailings.

* Clear Zones

¢ Barcoding

¢ Envelope Mailability with Template
* Automation

¢ FASTforward™

* QBRM

* Merlin

* Automatic Inserting

* Sources for more information

(Note: All postal and mailing regulations subject to change
without notice. Please verify prior to printing and mailing.)
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POSTAL REQUIREMENTS

The U.S. Postal Service establishes and publishes in the Domestic Mail Manual (DMM) an extensive list of requirements with
which business mailings must comply. These requirements determine (among other things) acceptable envelope sizes, position and
sequence of address lines, graphic restrictions, and mandatory “clear zones”.

The DMM is available in two formats: paper and electronic.!

The electronic version of the DMM is available in two formats: on the Internet and on an interactive CD-ROM. The internet
address is http://pe.usps.gov, where the DMM is updated monthly.2

While it is impossible to list all the requirements, here are a few which should prove helpful. Consult with your local Postmaster
where envelopes will be mailed from, on any additional questions you may have.

Clear Zones

o When the envelope is addressed with a name, address, and zip code, the Post Office will read the zip code with an OCR
(Optical Character Reader) and print a barcode on the envelope in the lower right hand corner. This is why you must keep a
“clear zone” on the lower right hand corner of the envelope (now °/8” up from the bottom and 4 °/4” out from right edge).

G 50% OF LENGTH a

33%

OF RETURN ADDRESS AREA
HEIGHT

—a| e |o— W OCR READ AREA - " |-
(POSITION ADDRESS BLOCK IN THIS AREA)

J: BARCODE CLEAR ZONE E 5[

E; e a ‘

*Standard stocked window envelopes now provide 1/2" clearance. The Postal Service recommends allowing 5/s"

Barcoding

* The Post Office has recently found a way to more completely automate letter sorting in first, second and third class mail. This
involves the software to transform a Zip+4 zip code into a larger barcode, called a Delivery Point Barcode (DPBC), which desig-
nates a specific city block, an apartment house, or even a particular floor in a large office building.

MARK POLLAN
1Q1\MAIN ST
ANYTOWN US 12345-6789

~
~ ~
N
N ~

N ~
\ ~
~
A N

4———— ZIPCode ————— P 4———— +4 ————p«Delivery Point»

* This coding enables the automatic sorting of mail exactly to a carrier’s delivery route, eliminating time consuming hand sorting
by as much as 50%. This new, larger barcode is the basis for the new postal requirements for a larger “clear zone” (from 4 1/2”
to 4 3/4” out from right edge in the lower right hand corner of the envelope when the mailer does not put the barcode on him-
self). Mailers must develop the capability to put their own expanded barcode on those pieces of mail that they barcode them-
selves. They are not allowed the pre-sort discount associated with barcoding unless they comply with the new expanded bar-
code guidelines.

Correction characterT
Frame bars 3
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o If a mailer is applying his own barcodes to an address block to be shown through the envelope window, care should be taken
that the window is large enough so that the barcode is clear of the edge at least 1/8” left and right and 1/25” top and bottom, no
matter where the piece moves inside the envelope. Therefore, some windows may need to be expanded to accommodate the

new, larger barcode.

A4

» 1/8" min. 1/8" min. 4

1/25" min. ¢ / R

A

1/25" min. 3

4653 GEORGIA AVE NW
WASHINGTON DC.20011-7128_..

1/25' min. 3 \ J4

o If the mailer has the software to print a barcode along with the name, address, and zip code, either directly above or directly below
the name, address, and zip code, or showing through a window, then there is no need to maintain the “clear zone” on the lower
right hand corner of the envelope since the Post Office will not be printing the barcode. Therefore, you won’t have any restric-
tions on the graphics you can apply to your outer envelope, as long as you leave the needed clear space around the barcode itself.

Exceptions:

o If the mailing piece weighs more than one ounce, there will be no surcharge for the envelope size.
o If the piece is sent third class, there will be no surcharge for a single piece weighing one ounce or more.

Automation

® Because the costs of processing mail are steadily increasing, the use of automation is the logical choice for improving productivity
and reducing expenses. Sorting 1,000 letters through automation saves up to $45 compared with processing the same mail by
other, less efficient methods. 3

® The Postal Service uses a variety of automated equipment. The most efficient and accurate mail processing results from using
automated, high-speed, computerized mail sorting and processing equipment. The Postal Service uses two basic types of automat-
ed equipment to process letter-size mail. 0

Multiline Optical Character Reader
* A multiline optical character reader (MLOCR) scans the address block on each letter-size mailpiece to determine the ZIP+4
code and the delivery point information. The MLOCR verifies the address information against an internal database. 7

© MLOCRs are capable of reading, barcoding, and sorting mail at a rate of 40,000 pieces per hour—about 11 pieces per second.
These machines are used not only by the Postal Service but also by large companies and collateral mailing agents like presort

bureaus and letter shops. 8

o [f you accurately barcode your letter-size mailpieces, they can skip the entire MLOCR process and go straight to a barcode sorter.
Mail in this category can receive the maximum postage discount. ?

Barcode Sorter
* A barcode sorter (BCS) “reads” POSTNET barcodes on letter-size pieces and sorts the mail accordingly. This machine doesn't
read addresses, so it will missort a piece if the customer has applied an incorrect barcode. The BCS can read and sort 40,000

pieces per hour as well. 10

® POSTNET (Postal Numeric Encoding Technique) is the USPS-developed barcode method to encode ZIP Code information on
mail that can be read for sorting by automated machines.!!
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GLOSSARY & INDEX

In this section you will find:
o A glossary of terms commonly used in the envelope industry.

* An alphabetic listing of envelope related topics to help you
quickly find the information you're looking for.
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(GLOSSARY OF ENVELOPE TERMS

Listed below are the most widely used terms in the envelope industry. It is recommended that you
familiarize yourself with these terms.

ABSORPTION: A property of paper; absorption is the ability of paper to take up liquids or
vapors. This plays a key role in the quality of the bonding process of the adhe-
sives used to manufacture an envelope, and in the storage process as the stored
envelopes are subjected to humidity.

ADHESIVES: There are two main groups of adhesives used to manufacture an envelope. The
first group consists of fastening agents used to bind the seams of the envelope
together permanently. The second group includes the various sealing agents
used to bind the seal flap to the back side of the envelope.

ADJUSTABLE DIE: Device designed to cut envelope blanks utilizing a system of movable blades.
This is a cost effective way to produce small, odd-size runs where the only
alternative is purchasing a new high die.

AIR MAIL ENVELOPE: A light-weight envelope with red and blue border and "Air Mail" printed on
the face, specifically designed for keeping the cost of postage down by reducing
the weight of the mailing.

A-STYLE ENVELOPE: Announcement style, open side envelope with double side seam construction
and a square flap. Available in six standard sizes and most often converted
from text paper.

BACK GUM: Also called seam gum. It is the adhesive used to seal the seams on the back of

the envelope to form the envelope pocket.

BANDING: A counting method in which a paper band is placed around a specific number
of envelopes. Most commonly used for greeting envelopes.
BANKERS FLAP ENVELOPE:

Also known as a wallet flap, this envelope is readily available in the larger
commercial envelope sizes and is used for heavy mailing applications, such as
bank statements that must get through the mail system intact and secure.

BARONIAL: Often used for announcements and greeting cards, this envelope has a large point-
ed flap and diagonal seams, and is available in five popular sizes. Companion
panel and plain cards and folders are readily available in the standard sizes.

BASIS WEIGHT: The weight of 500 sheets of a standard size paper of a given grade. For example,
500 sheets of a 25 x 38 Basis 80 text paper weigh 80 pounds. In another example,
500 sheets of 17 x 22 Substance 24 bond or writing paper weigh 24 pounds.

BLANK: The die cut paper in the form of an envelope prior to folding.

BLEED: When the printed image extends beyond the fold of an envelope or off the
edge of an envelope blank.

BLOCKING: The premature activation of the front seal gum in areas other than those
directly above the back seam gum.
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BOOKLET:

BOTTOM FLAP:

BANG TAIL:

An open side, double side seam envelope, usually having a wallet style flap.
This envelope comes in many standard sizes. The most popular size is 9 x 12.

The section of the envelope folded up from the bottom score to form that por-
tion of the back of an envelope.

A booklet style envelope with an extension on the bottom flap that is "perfed"
at the throat. This extension, or tail, is usually printed as an order form. Bang
tail envelopes are commonly used by mail order companies and as credit card
statement remittance envelopes.

BUSINESS REPLY OR RETURN ENVELOPE:

CATALOG ENVELOPE:

CENTER SEAM:

CLASP ENVELOPE:

CLOSURES:

These envelopes can be any style or size. The distinct difference is "Who pays
the postage!" A BUSINESS REPLY is pre-printed with a first class permit and
return address in which the original sender pays for its return. It is commonly
referred to as B.R.E. The BUSINESS RETURN has a pre-printed return
address, but the individual returning the envelope must apply postage. The
most commonly used envelopes for either purpose are the commercial style-sizes

6 1/4, 6 3/4, #9.

An open end center seam envelope with the seal flap on the short dimension.
Catalog envelopes with a single side seam are not commonly used, but are avail-
able upon special order.

Most common on open end envelopes, this is the permanent seam that joins
the two side flaps together at the center of the envelope, running from the bot-
tom of the envelope to the throat of the envelope.

Almost always made from an open end envelope, a clasp is secured to the back
side of the envelope with a small reinforced hole punched in the flap for the
clasp to slip through and be secured. The flap is usually gummed. The clasp
can be used for added security if the seal is activated, or can be used repeatedly
if the gum stays inactive.

Various methods of securing the seal flap to the back of the envelope.

STRING-AND-BUTTON: A string is affixed to the outside of the seal flap
that the user winds around a disc that is affixed to the back of the envelope
directly below the flap. Most commonly used on an inter-office envelope.

LATEX: A self-sealing adhesive that requires no moisture. Latex gum is
applied to the seal flap and to the back flap where the seal flap touches when
closed. When the two latex gummed surfaces are pressed together, a bond is
formed, holding the seal flap to the body of the envelope.

REMOISTENABLE SEAL GUM: Commonly referred to as regular gum.
Requires moistening to achieve a seal. There are two main types of seal gum.
They are dextrine, a natural vegetable bi-product, and resin, a synthetic sub-
stance. Most remoistenable gum used today is a mixture of the two types.

METAL CLASP: A winged metal device that is affixed to the back of the
envelope just below the throat and behind the seal flap. It is bent open by the
user, inserted through a reinforced hole in the seal flap, and bent back down to
temporarily close the envelope.
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CELLO:
COIN ENVELOPE:

COMMERCIAL STYLE:

PEEL & SEEL": This closure consists of a "super sticky" gum line applied to the
seal flap that is covered by a strip of release paper. The extremely aggressive nature
of this adhesive creates a very secure closure.

TAC-N-TAC: A re-sealable closure consisting of a clear vinyl tape affixed
over a hole punched into the seal flap. Another piece of release tape is affixed
to the back of the envelope below the throat and behind the flap. When the
seal flap is closed, the tape exposed through the hole and the seal flap adheres
itself to the release tape on the back of the envelope. This closure can be sealed
and re-sealed many times. It is used as an alternative to the button and string
closure on inter-office type envelopes.

Super clear cellophane window patch material. More costly than poly.

A small open end envelope ranging in size from a #00 -11/16 x 2 3/4 to a
#312x61/2.

Open side, diagonal or double side seam envelope with a commercial style flap.
The most popular envelope for business, it is sometimes referred to as an "offi-
cial" envelope. It is readily available in many paper varieties and comes in 11
common sizes, with or without a window.

COMMODITY ENVELOPE: Envelopes usually mass produced in standard sizes from open line papers, such

as white wove and brown kraft. They are available for all customers of record to
purchase.

CONVERTING ONLY: Paper is supplied by the customer for conversion into envelopes.

COUPON HITCH-HIKER: A remittance envelope with a perforated coupon extending from the flap, and a
perforated tail extending from the back flap.

DIAGONAL GRAIN CUTTING:

The grain of the paper runs diagonally across the face of the envelope (corner
to corner). Also known as cross grain or random cutting.

DIAGONAL SEAM: A seam running diagonally from the bottom fold and comes upward toward the
throat of the envelope.

DIE: In envelope making, this term usually refers to a high die for cutting envelope
blanks or a window die for cutting a window opening.

DIE-CUT: A process of cutting envelope blanks utilizing a high die.

DOCUMENT ENVELOPE:  Sometimes referred to as legal envelopes, these are large, open side, double side
seam outside, hex flap envelopes produced from heavy manila or brown kraft
stock with heavy seal gum, used for mailing and storage of documents requiring
security and confidentiality.

EXPANSION ENVELOPE:  Much like a grocery bag. The gussets in an expansion envelope allow it to be

expanded to accommodate such things as books, binders, manuscripts, and
countless other bulky items. They are made in both open end and open side
styles, most commonly of 40 Ib. Kraft paper.
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EXPANSION SCORE:

ENVELOPE PRINTING:

FILE-VELOPE:

FIRST CLASS MAILER:

FLAPS EXTENDED:

FLUSH CUT:
FOIL LINED:

An additional score on a seal flap, running its length in order to accommodate
bulk contents

FLEXO OR LETTERPRESS: Good quality. Raised type on rubber or polymer

plate. Uses aniline inks.

DRY OFFSET: Better quality. 120 line screen maximum. Oil or rubber based
inks.

WET OFFSET: Best quality. 150 line screen maximum. Oil or rubber based
inks. Includes flat sheet lithography.

JET' OFFSET: High speed imprinting of folded envelopes. 2 color, 2 sides.
Tight registration at speeds of up to 60,000 impressions per hour. Allows for fast
turnaround on printing of stock envelopes.

CORNER CARD: Printing of return address, logo, etc. in upper left hand corner.

INDICIA: Printing in upper right hand corner of an envelope indicating that
sender will pay postage.

TINTING: Patterned printing on inside of envelope for added opacity and
security. Corporate logos are commonly used in custom tints.

CAMERA READY ART WORK: Professionally produced black and white
layout of exact copy to be printed. This includes all typesetting and/or logo art.
This is photographed in order to produce a negative for plate making.

COLOR SEPARATED ART WORK: Each color requires its own art work for

producing negatives and plates.

PANTONE MATCHING SYSTEM (PMS): A book of standard ink colors
and various shades of each, which are used to match and identify the colors of
pre-printed samples. It is a universal ink matching system put out by Pantone
Ink Company.

NEGATIVE: Produced from the art work and is used to "burn" the image to be
printed onto the printing plates.

A large, open side envelope, without a flap, which has inside side seams and a
short tab at its opening. Generally used as a file pocket.

Any type or size of envelope with a pre-printed diamond shaped border around
its perimeter. A break in the border is left in the upper right hand comer on the
face of the envelope to accommodate postage and eliminate interference of
postal scanners. The words "FIRST CLASS" are normally pre-printed on the
face and seal flap, but are not required. The most common color used in print-
ing is green, but most any color can be used.

A term used to describe a request to have envelopes produced and packed with
their flaps open and extended.

The seal flap is removed, leaving a straight opening at the top of the envelope.

The inside of the flap and throat are lined with a decorative foil. Used most
often in greeting cards.
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FOLD:

GUM:
GUM SLING:

GUM SEEPAGE:

Any folded edge of the envelope. Generally referred to as the side, top, or bot-
tom fold.

Any type of adhesive or glue used in the manufacturing of envelopes.

A term used to describe a manufacturing problem caused by back gum applica-
tors splattering gum onto other surfaces of the envelope resulting in
consecutive envelopes tacking or sticking together.

A term used to describe a manufacturing problem caused by an excessive applica-
tion of back gum resulting in consecutive envelopes sticking together at the seam
or the inside pocket of the envelope being stuck closed at the seam(s).

HITCH-HIKER ENVELOPE: A dual-purpose envelope for use in both outbound and return response mailing.

INDICIA:

Mailing permits that are printed on an envelope where a stamp would normally
be placed.

INTER-OFFICE ENVELOPE:

JOB JACKET ENVELOPE:
JUMBO ENVELOPE:

LAYOUT:

OPEN END:

OPEN PANEL:

OPEN SIDE:

POLICY ENVELOPE:

POLY:

Usually an open end or catalog style envelope which is preprinted on both sides
with lines depicting the person(s) and department that the envelope is to be
delivered to. On a standard 10 x 13 size there are enough spaces to accommo-
date 56 deliveries. Eight 3/8" holes are drilled completely though the envelope
for visible conformation of any contents. Button and string or Tac-N-Tac clo-
sures are used on this type of envelope.

A large envelope in which all aspects of a print job are kept for reference.

A very large envelope of either open end or open side construction. Ranging in
size from 9 x 16 to 24 x 36 which can be machine folded to even larger sizes,
which must be hand folded. Most super size envelopes are constructed of 28 Ib.
to 40 Ib. Kraft paper.

In envelope making, a diagram showing the position of blanks on the sheet size
to be utilized for a job. A layout is provided to allow a printer to strip his job
up so as to have the printed image fall within the area from which the envelope
blank is to be cut.

An envelope term describing an envelope with the seal flap on the shorter of
the two dimensions.

A term used when any envelope with a window does not have any type of clear
window patch material affixed over the window opening from inside the envelope.

An envelope term describing an envelope with the seal flap on the longer of
the two dimensions.

An open end style envelope with the same dimensions as a #10 through a #14
commercial envelope.

Polyclear window patch material, the most common window patch material.
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PROXY ENVELOPE:

REGULAR:

A booklet style envelope with either an inside pocket affixed on three sides
behind a window, or one with separate commercial type envelope affixed to the
outside. The proxy envelope is used to mail annual reports along with proxy
voting cards to corporate stockholders.

A term used to describe any commercial envelope that does not have a window.

REMITTANCE ENVELOPE: A booklet or side seam style envelope with a long wallet type seal flap covering

most of the back of the envelope. Used as a collection envelope. Most common
sizes being of the commercial and official sizes #6 1/4, #6 3/4, and #9. Boxed
with flaps extended.

SAFETY FOLD ENVELOPE: An open side, center seam envelope with a large wallet flap and a high throat
designed to fold over with the flap to increase the security of the contents.

SEAL GUM: Any adhesive applied to the seal flap of the envelope in order to achieve a seal.
See closures.

SEAL FLAP: The flap that folds down over the envelopes opening in order to seal it.

SHOULDER: The top edge of the side flaps at the envelope opening.

SIDE FLAPS: Fold in from the sides to form the sides of the envelope.

SIDE SEAM: A seam that runs perpendicular to the envelope opening.

SIDE SEAM INSIDE: The term applied to the side seam when it folds UNDER the bottom flap.

SIDE SEAM OUTSIDE:  The term applied to the side seam when it folds OVER the bottom flap.

SPECIAL: A very general term used to describe any envelope that is not of a standard size,
window position, or paper grade.

STRAIGHT GRAIN CUTTING:

Cutting the blanks for an envelope so the grain of the paper runs parallel to
the folds.

SUBSTANCE WEIGHT: A measure to weight for business papers, utilizing 500 sheets of 17 x 22 paper as
the basis for establishing the substance weight of a particular paper.

TABBED: A counting method for packaged envelopes, which places a paper tab at speci-
fied quantities within the box or carton to assist the printer or inserter to select
the correct amount of envelopes needed for the operation being performed.

TACKING: The premature activation of the seal gum at the points where it is over the
back seams of an envelope.

THROAT: The opening at the top of the envelope. The size of the throat is measured from
the top edge of the bottom flap to the fold line of the seal flap.

THUMB CUT: A rounded opening cut through the back, front, or both sides of an envelope

opening to facilitate the removal of its contents.
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TYVEK: A synthetic paper made of spunbonded olefin by the DuPont Corp. It is an
ultra-lightweight, tear-proof, and water-proof "paper" which when converted
into envelopes can accommodate heavy, bulky, and highly confidential mail-

ings. Although Tyvek has countless uses, 14 Ib. And 20 Ib. Stock is used for

envelope converting.
WALLET FLAP: A type of seal flap that is deep and square in shape.

WEB CUT: Any envelope manufactured by means of feeding a continuous roll of paper
into an envelope machine which cuts the envelope blanks individually with in-
line rotary knives. The most common web-cut envelope style is of side seam
construction.

WINDOW: An opening in the envelope with or without a translucent patch designed to
allow the contents inside the envelope to show through.

COMMONLY USED ABBREVIATIONS

OSDS Open side, diagonal seam

OSSS Open side, side seam

OESSS Open end, single side seam

SWC Special window charge

BRE Business reply envelope

PMS Pantone matching system

IBM Any odd size commercial envelope
FCGDB First class green diamond border
FCM First class mailer
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