
A4 Letter
Design Guidelines
This short guide takes you through the 
step-by-step process to ensure your 
important text fits in correctly with imail’s 
printing system. 
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We’ve put together this easy-to-follow guide to help ensure you 
get your letters out the door quickly, effectively and looking the 
best they can. Please review this short guide before submitting 
your artwork.

A4 letter front (sheet 1), highlighting 
address box, print and safe areas

Guides for additional A4 letters (front) 
highlighting print and safe areas

A4 letter reverse (sheet 1 and additional 
pages), highlighting 2D code, print and 
safe areas
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Contents:

Introduction

Key information:

Your letter artwork should be sent as A4  
(210mm x 297mm), with no bleed or print marks.

06 A4 letter front (sheet 1), highlighting address 
scrape area and address placement
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A4 Letter Mailing  
Design Guidelines
Here at imail we want to make it even easier for you to get yourletters out the door 
quickly & effectively.

We’ve put together a simple guide taking you through the step by step process to 
ensure your important text fits in correctly with imail’s printing system.

Page 1 & 2 - focuses on the front & back of the first sheet of your mailing document. 
Page 2 also explains the placement of the new 2D barcode, which will be on the reverse 
of every sheet i.e. side 2,4,6,8 etc…

Page 3 - if your mailer holds more than one sheet, this page will talk you through every 
odd page of your document. There’s now no need to accommodate your mailing for  
the OMR mark as this has now been removed!

Page 4, 5 & 6 - covers the exact size and positioning of the address details and 2D 
barcode for your mailing document.

Page 7,8 & 9 - if you’re uploading your own letterhead, these pages will show you 
exactly where your text will need to go inorder to fit in with the imail printing process.

Just a few important points to remember; we don’t print edge to edge so every page 
will have a 5mm no print area around the edge of the page. When submitting your 
artwork through imail, you wont need to submit your A4 letter with tick marks, crop 
marks or registration marks.

With our simple guideline you’ll be a pro in no time!
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A4 letter - Sheet 1 | front

85.5mm x 39mm

Scape area.
Place your address 
within this box.

Area visible through window based on 
the 4 way tap test (109mm – 58mm)

Any content in this area will be 
overwritten with a white box, and then 
the address will be correctly placed by 
imail along with the Mailmark Barcode.
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A4 letter - Additional pages | front & 
reverse

5

200mm
287m

m
Print area

210mm
297m

m
Artwork supply size

180mm
267m

m
Safe area (best for text and important information)

A4 letter - Additional sheets | front 
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Page 3 - if your mailer holds more than one sheet, this page will talk you through every 
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barcode for your mailing document.
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exactly where your text will need to go inorder to fit in with the imail printing process.

Just a few important points to remember; we don’t print edge to edge so every page 
will have a 5mm no print area around the edge of the page. When submitting your 
artwork through imail, you wont need to submit your A4 letter with tick marks, crop 
marks or registration marks.
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A4 letter - Sheet 1 | front

Your address can be place anywhere 
inside this scrape area. Please note: The 
final placement of your address will be 
moved to mirror this example on the left 
which includes a 2D barcode.


