20 mm

CODE STRING CLEAR ZONE

ENCLOSING
MACHINE

40 mm Page
Safe

ADDRESS CLEAR ZONE

Put the recipient’s name and
address here. We read it from this
area, and it shows through the C4

and C5 window envelopes. Keep
everything else clear.

MAILMARK

A4 letter template

A4 210 x 297 mm - Safe 204 x 291 mm - No trimming — we print A4 as-is

DO

Safe zone — keep letter text, logos, and other content inside this box.
Anything closer than 3 mm to the page edge may not print.

Address clear zone — put the recipient’s name and address here. We read it
from this area, and it lines up with the window on our C4 and C5 envelopes.
No address here? Add one manually and we print a cover sheet — but for
bulk jobs, addressing in this position is fastest and prints correctly for the
envelope. Keep all other content clear so the address stays machine
readable.

Mailmark, code string, and enclosing machine zones — we add these when
we print. The Mailmark barcode helps Royal Mail sort your letter; the code
string and enclosing machine mark make sure the right pages go in the right
envelope. Leave them empty.

DON'T

— Save as a print-ready PDF at A4 — 210 x 297 mm. — Add bleed or crop marks — we print A4 as-is,

— Keep text and logos inside the safe zone.

without trimming.

— Place content behind the recipient address — it must

— Put the recipient’s address in the address clear zone
— and nothing else.

— Leave the Mailmark, code string, and enclosing

stay machine readable.

— Flatten your artwork below 300 dpi.

machine zones empty.

— Embed your fonts before saving.

Delete this guide layer before saving your artwork.

210 x 297 mm
204 x 291 mm
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