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HRT TER / GOVERNMENT OF INDIA
Oig gft@gs AAGY/MINISTRY OF SHIPPING
AlaEe FAEIIGATET / DIRECTORATE GENERAL OF SHIPPING

ereeT: 91-22-25752040/1/2/3 “¥eT R, 9 & Ao / “BETA BUILDING”, 9" FLOOR Tele: 91-22-25752040/1/3
¥ 022-25752029/35 3a-RAiF 2F=r 79 [ 1-THINK TECHNO CAMPUS Fax:022-25752029/35

&-e: dgship-dgs@nic.in FIST AT ($3€) / KANJUR MARG(EAST) E-mail: dgship-dgs@nic.in
39 www.dgshipping.gov.in Ha$ - 400 042 / MUMBAI - 400 042 Web: www.dgshipping.gov.in
No. 18 Admn(7)/2017 Dated: 01.01.2018
Subject: - Quotation for supply of envelops (as per sample) to this Directorate-reg.
Sir,

| am directed to inform that this Directorate has use different types of envelops
(with window and without window) to forward letter to different Place (India/Foreign) for
correspondence through Indian Postal System. The consumption of different type of
envelops for every months for this Directorate is 2000 nos. Now, Indian Postal
Department, New Delhi has forward specification (size/weight etc.) of envelops. (Copy

enclosed)

In view of the above, it is requested to interested firms may furnish the sealed
quotations with sample based on Indian Postal Department's specification of envelops
by 15" January, 2018. The same of above items may be inspected in this Directorate

during the office time on or before 20" January, 2018.

Y faithfyll
D\\D\“Y)/
(Surendfa Kumar)

Asstt. Director General off Shipping
To

1. (As per list attached)
\2/.Ccpy forwarded to computer cell with a request to place this quotation on DGS
website for wide publicity.



| M/s Letter Print,

Guru Kripa Building,

2" Floor, Marine Lines(East)
Mumbai-400002

E-mail: sales@letterprint.co.in

M/s Vasant Traders,
161, Modi Street,
Fort Market,

Fort,
Mumbai-400001

Email: alam.khan365@yahoo.com

M/s NG Enterprises,
3, 137 Modi Street,
J.S. House, Fort,
Mumbai-400001

Email: nareshndewda@yahoo.com

M/s Ashish Stationery & Xerox,
282,S.B.S. Road, Khandke Building,
Vaju kotak Marg, 59-A, Shop No. 4,
Mumbai-400001

Email: ashishishsty.xerox@gmail.com

M/s Naresh Computer Stationery,

A/14, Hind Saurashtra Industrial Estate,
Andheri Kurla Road, Marol, Andheri(E)
Mumba-400059

Mob- 9820658219

M/s Shruti Enterprises,

99A, C.K.P. Wadi, R.B.Marg, Kala Chowki,

Mumbai-400033

Mob- 8898382491
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Preferred Layout of Address on an Envelope with Window with EMS/RL barcode and
2D barcode

“.J{ii‘l"‘ M \«51: Window

Min 35mm to Max SOmm-

MaTraen Mo

Back Side of Envelope

If Undelivered Please return to:
FICCI

Federation House, Tansen Marg,
New Delhi-110001




Preferred Layout of Address Block on an envelope without window

[J Ensure that Destination Address Block is printed on the center of the article and not on the left

side.

% Use 2D Dara Matrix with destination Pin code to eliminate Mis-sort (Preferably for Bulk
Mailers)

Address block

ot ¥

Min 15 s

Preferred Layout of Address Block on an Envelope with Window

L] In case the window has to be on the left side due to the position of address block in the content

then use the positon as below:

N 4w

Franking / Stamp Area

Address Bock Windeow

in 35mm to KMax 50mm
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As far as possible WHITE coloured envelopes shall be used.
Envelope must be flexible enough to bend into U shape.

Letter Cards of private manufacture shall be suitably folded and fully closed on three sides by
continuous gumming, glue or any other adhesive provided the dimensions and other conditions

mentioned in this rule are complied with
Metal clips or staples should not be used for closing envelope.

Filling (of Envelope): Should be Uniform throughout the envelope and proper. Use envelope that
is not longer or wider than folded article inside the envelope i.e. “Choose the Size of the Envelope

according to the size of the matter /-paper to be put in the envelope.

Lvery Character in Delivery Address, including any postal barcode or 2D barcode, must be
completely visible through the address window.

a. Printed Barcode:- should be 60mm in length & 10mm in breadth

b. 2D Barcode:-should have minimum size 18X18 mm.

A clear space of 3mm is required between address block and the top, bottom, left and right edges
of the address window to ensure that address is easily read.

Printing Quality of Address Block

< Use Laser printer for printing the address block.

EX

o’

Avoid using Dot Matrix Printers :

% Print contrast ratio with respect to background shall be at least 40 per cent when tested
according to 5.4 of IS 12736

*  Address format should be proper viz.

Addressee Name .

Premise Number/Name

Sub Locality/Street/ Colony name

Locality name

City/Town

State-PINCODE (Six Digits)

Incorrect Address- Correct Address-
First Line-  Shri Neeraj Prakash Sharmg First Line- Shri Neeraj Prakash Sharm
Second Line- A-1/14, Adarsh- Second Line- A-1/14, Adarshnagar
Third Line- nagar, Najibabad- Third Line-  Najibabad
Fourth Line- 246763, District Bijnor, UP | Fourth Line- District- Bijnor
: Fifth Line- UP - 246763 &

There shall be no gap between lines of address

Address of the addressec shall be written on front side and address of the sender may be
written on top left-hand corner of back.

A quiet zone of minimum 10 mm on all sides of address block must be maintained if advertisement
is printed on privately manufactured envelope or inland letter card.



PREFERRED SPECIFICATIONS FOR MACHINEABLE MAIL

[l Specifications (Size/Weight etc.) of Mail- Letter Sorting Machine(LSM)

Letters Minimum Maximum
Dimensions (\WxL)) with 2 MM 90 x140 mm 165 x 245 mm
Tolerance in width & Length
Thickness (Un-Compressed) 0.15 mm 5 mm
Weight 3.27 gm 50 gm
Paper ; 60 gsm 140 gsm
Card 110 gsm 500 gsm
Window paper 35 gsm 80 gsm
L} Specifications of Speed Post Mail- Mixed Mail Sorter (MMS)
Letters Minimum Maximum
V"I-V:)imensions(\\” x L) with 2] 90x 140 mm 165x 290 mm
MM Tolerance in Width &
length
Thickness(Un- Compressed) 0.15 mm 5 mm
“{\'"eighr 3.27.gm 50 gm
Paper | 60gm 140 gsm
Card 110 gsm 500 gsm
Window paper 35 gsm 80 gsm
Flats Mail Minimum Maximum
_D;Hm;nsions(\\’/' x-L) 90x 140 mm 260 x 380 mm
Thickness(Un-compressed) 1 mm 30 mm
W ‘elght 5 gm 2000 gm
Paper [ 70gsm 140 gsm
 Window paper 35 gsm 80 gsm

[1 Window Envelope:

%+ Paper Quality of Envelope: >70 gsm for articles less than 170 mm long and >100 gsm for
articles of length >170 to 245 mm. This is to comply with stiffness requirements.

%+ Paper Quality of Window: Glassine paper of 35 GSM, Cellophane paper of 40 GSM fand
PVC or BOPP of 15 micron thickness. '

< The window material shall stick without any wrinkles to the inner side of the plain front ot

the envelope, gloss value must be < 150, haze value must be < 75%



