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This Mélaysian Standard, which had been approved by the Consumer Products Industry Standards
Committee and endorsed by the Council of the Standards and Industrial Research Institute of
Malaysia (SIRIM) was published under the authority of the SIRIM Council in December, 1992,

SIRIM wishes to draw attention to the fact that this Malaysian Standard does not purport to
include all the necessary provisions of a contract.

The Malaysian Standards are subject to periodical review to keep abreast of progress in the
industries concerned. Suggestions for improvements will be recorded and in due course brought
to the notice of the Committees charged with the revision of the standards to which they refer.

The following references relate to the work on this standard:
Committee reference : SIRIM 483/10
Draft for comment : D114 (ISC C) R

Amendments issued since publication
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FOREWORD

This Malaysian Standard was prepared by the'TeChnical Committee on Paper,'Paper Products and
Stationery under the authority of the Chemical and Pharmaceutical Industry Standards Committee.

In the preparation of this standard specification, the following sources were referred to .
0] 1SO 269 : 1985, 'Correspondence Envelopes, Designation and Sizes'.
(i) AS P2: 1969, 'Mailing Envelopes'.

(i) BS 4264 : 1987, 'Specification for Envelopes for Commercial, Official and Professional Use
{Terms and Sizes)'.

(iv)  MS 329, 'Specification for gummed paper tape'.

This standard shall supersede the Malaysian Standard, MS 120 : 1973 'Specification for mailing
envelopes'. ‘
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SPECIFICATION FOR ENVELOPES (FIRST REVISION)

1. SCOPE

1.1 This Malaysian Standard specifies the reqUirements for envelopes used for mailing purposes,
including window-faced envelopes. The styles and sealing of envelopes are also defined.

2. DEFINITIONS

2.1 For the purposes of this Malaysian Standard, the following definitions shall apply:

2.1.1 Banker envelope. An envelope that has its opening and flap on one of its longer sides
(see fig. 1).

2.1.2 Pocket envelope. An envelope that has its opening and flap on one of its shorter sides
(see fig. 2).

2.1.3 Window envelope. An envelope in which only one window panel of transparent material
is provided through which the address written on the contents can be read (see fig. 3).

3. DIMENSIONS OF ENVELOPES (other than window envelopes)

3.1  The dimensions of envelopes shall be as given in table 1.

3.2 Dimensions of window envelopes

3.2.1 The dimensions and position of windows in DL and C6 envelopes shall be as given in
fig. 3.

3.3 Tolerances
3.3.1 The tolerance on each dimension given in table 1 shall be + 2 mm.
3.4 Expression of dimensions

3.4.1 The dimension of the envelope shall be expressed either by its size symbol or by its
two dimensions in millimetres (or inches).

3.5 For Machine Handling

3.5.1 For machine handling by the Post Office the ratio of the length of the size of an envelope
shall not be less than the width multiplied by 1.4 subject to the following maximum and minimum
dimensions : maximum 165 mm (W) x 250 mm (L)

minimum 90 mm (W) x 140 mm (L)
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Table 1. Dimensions of envelopes

Symbols Dimensions
mm

Cc3 324 x 458
B4 250 x 353
c4 229 x 324
BS 176 x 250
*C5 165 x 229
*B6 125 x 176
*Cé 114 x 162
*DL 110 x 220

DL = Dimension Lengthwise

* Envelopes meeting the dimensions specified
may be marked as 'Standard preferred envelopes’,

3.5.2 Other sizes. Envelopes larger than the maximum size and/or not otherwise complying
with specification shall still be accepted by the Post Office but it shall be manually sorted.

4. PAPER

4.1 Weight of paper. The substance of paper used in the manufacture of envelopes depends
on the usage and size or dimensions of the envelopes. The following are the recommended
basis weight.

(a) Airmail envelopes should not be less than 45 g/m2.

(by Surface mail envelopes should not be less than 65 g/m2

5. WRITING QUALITIES

5.1 The paper shall be of such quality that when written or printed upon with blue, black
or red ink using steel pens and/or ball point writing instruments such writing is clearly legible.

6. SURFACE FINISH

6.1 The surface of the envelopes shall not reflect light to the extent that the reading of any
writing on it is difficult.
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7. SEALING

7.1  Gumming. The flap of the envelopes shall be provided with suitable and sufficient gumming
material for sealing purposes. (See fig. 1 and fig. 2).

A simple method of making a practical test of the adhesive quality of the gum is to moisten
the flap of the envelope containing the gum, and rubbing it well down. Allow ten to fifteen
seconds to elapse, then pull away the flap as shown in fig. 4 and if the adhesive is good,
a noticeable amount of the surface of the envelope will come away with the adhesive. After
2 h, the flap should remain so firmly affixed that it cannot be removed without tearing the envelope.
For machine handling by the Post Office, no metal fasteners, string, paper washers stapled
envelopes shall be allowed.

8. COLOUR

8.1 Paper for envelope manufacture shall be white or in soft colours and any dyes used shall
not contain phosphorescent substances.

9. MARKING/DESIGNS

9.1 Any printed designs, marks or words not forming part of the address shall be confined
to the left-hand half of the envelope leaving the right-hand half clear for the address, postal
stamps and for bar coding in machine handling Post Office.

10. WINDOW ENVELOPES

10.1 Description. Please refer to the clause on 'definition’.

10.2 Size of the window. The minimum dimensions of the window shall measure 100 mm
x 30 mm subject to a tolerance of + 2.0 mm. The longer side of the window shall be parallel
to the longer side of the envelope.

10.3 Position of the window

10.3.1 The window shall be positioned not less than 40 mm from the top edge and not less
than 20 mm from the left hand edge, the right hand edge and the bottom edge respectively
of the envelope.

10.4 Description of the panel

10.4.1 The panel shall be situated on the plain side of the envelope which is not provided with
the closing flap.

10.4.2 All the edge of the panel shall be stuck down on the inside edge of the panel in the
envelope.

10.4.3 The panel shall not be bordered by a coloured band or frame.

NOTE. Post Offices are now encouraging the use of envelopes with open panels.
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10.5 Transparency.The transparency of the window panel shall be regarded as adequate if
the opacity does not exceed 25 per cent when measured by the contrast ratio method given
in appendix A.

11. STORAGE

11.1 Advice about storage of envelopes is given in appendix B.

. // //I"" .

(a) Diamond flap, gummed

{b) Wallet flap, gummed

¥ L4

//

(c) Wallet flap, self-adhesive

Figure 1. Banker envelopes designated 110 mm x 220 mm

— 2277

n

(a) Gummed (b) Self-adhesive

(c) Pressure-sensitive
self-adhesive,with
removable backing

Figure 2. Pocket envelopes designated 220 mm x 110 mm
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Figure 3. Position of window in window envelopes

Figure 4. Simple adhesive test
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Appendix A

Test for opacity

A1. INTRODUCTION

This contrast ratio method for the determination of opacity compares the apparent light reflec-
tances of the panel when backed with two different standard surfaces. Contrast ratios measured
by this test can range from O per cent for a fully transparent panel to 100 per cent for a fully
opaque panel.

A2. DEFINITION

The contrast ratio is defined as the ratio of the apparent diffuse reflectance of the panel backed
with a standard black surface, to the apparent diffuse reflectance of the panel when backed
with a standard white surface.

A3. APPARATUS

An opacimeter for use with the contrast ratio method must be capable of measuring the reflectance
of a 1/2-in diameter test area of the panel when backed with either of the standard surfaces.
The instrument may be designed to measure the ratio of the two reflectances directly.

The standard black surface shall have an apparent reflectance of less than 0.5 per cent. It
may be a matt black-lined cavity to give this apparent reflectance.

The standard white surface shall be a block of magnesium carbonate with an absolute reflectance
89 per cent of that of freshly prepared magnesium oxide.

A4. PROCEDURE

Sample panels used must be perfectly clean and flat and free from flaws or defects. Samples

should not be less than 2 inches square, including where necessary a portion of the envelope
itself.

Place the sample window panel over the test area so that the panel completely covers the
test area. Back the test area panel with the standard white surface and adjust the instrument
to read 100 per cent.

Without moving the panel, remove the white surface and replace it with the black surface. The
instrument now gives the contrast ratio directly.

At all times the zero of the instrument must be kept adjusted so that a reading of less than
0.5 per cent is obtained when the test area of the instrument is covered by the standard black
surface alone.

For accurate results the mean of not less than ten samples should be taken as the contrast
ratio.

o Y
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Appendix B
Storage

B1. Envelopes should preferably be stored at a relative humidity within the range 40% to 60%
and at a temperature within the range 20°C to 25°C.

Self-adhesive envelopes should preferably be stored at a temperature of 18°C or below.
Boxes or cartons should be stored with the lid uppermost and not directly touching the floor,

They should not be stored close to pipes, radiators, hot-air ducts or open windows.

B2. Should not stack more than 10 to 12 boxes or cartons high. They should be supported
squarely at the bottom and should have not heavy weights placed upon them. Partly used boxes

should not be placed within a stack.
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TANDA-TANDA STANDARD SIRIM

Tanda-tanda Standard SIRIM seperti yang tertera di bawah adalah tanda-tanda pengesahan
dagangan berdaftar. Tanda-tanda ini hanya boleh digunakan oleh mereka yang dilesenkan
di bawah skim tanda pengesahan yang dijalankan oleh SIRIM mengikut nhombor Standard
Malaysia yang berkaitan. Kewujudan tanda-tanda ini pada atau berkaitan dengan sesuatu
barangan adalah sebagai jaminan bahawa barangan tersebut telah dikeluarkan melalui satu
sistem penyeliaan, kawalan dan ujian, yang dijalankan semasa pengeluaran. Ini termasuk
pemeriksaan berkala kerja-kerja pengeluaran menurut skim tanda pengesahan SIRIM yang
dibentuk untuk menentukan bahawa barangan tersebut menepati Standard Malaysia.

Keterangan-keterangan lanjut mengenai syarat-syarat lesen boleh didapati dari:

Ketua Pengarah
Institut Standard dan Penyelidikan Perindustrian Malaysia
Persiaran Dato’ Menteri, Seksyen 2, Peti Surat 7035
40911 Shah Alam
Selangor Darul Ehsan

SIRIM STANDARD MARKS

The SIRIM standard marks shown above are registered certification trade marks. They may
be used only by those licensed under the certification marking scheme operated by SIRIM
and in conjunction with relevant Malaysian Standard number. The presence of these Marks
on or relation to a product is assurance that the goods have been produced under a system
of supervision, control and testing, operated during production, and including periodi cal
inspection of the producer's works in accordance with the certification marking scheme of
SIRIM designed to ensure compliance with a Malaysian Standard.

Further particulars of the terms of license may be obtained from:

Director-General
Standards and Industrial Research Institute of Malaysia
Persiaran Dato’ Menteri, Section 2. P.O.Box 7035
40911 Shah Alam
Selangor Darul Ehsan



INSTITUT STANDARD DAN PENYELIDIKAN PERINDUSTRIAN MALAYSIA

Institut Standard dan Penyelidikan Perindustrian Malaysia (SIRIM) telah ditubuhkan hasil dari cantuman Institut

Piawaian Malaysia (SIM) dengan Institut Negara bagi Penyelidikan Sains dan Perusahaan (NISIR) di bawah

Undang-Undang Malaysia Akta 157 pada 16hb. September 1975:Akta Institut Standard dan Penyelidikan

Perindustrian Malaysia (Perbadanan) 1975. Institut ini diletakhak dengan kuasa untuk memamju dan

menjalankan penyelidikan perindustrian dan untuk menyedia dan memajukan standard-standard bagi barangan-

barangan, proses-proses, amalan-amalan dan perkhidmatan-perkhidmatan; dan bagi mengadakan peruntukan
bagi perkara-perkara yang bersampingan atau berkaitan dengan maksud-maksud itu.

Satu daripada tugas-tugas Institut ini adalah menyediakan Standard-Standard Malaysia dalam bentuk
penentuan-penentuan bagi bahan-bahan, keluaran-keluaran, kaedah-kaedah ujian, kod-kod amalan yang
sempurna dan selamat, sistem penamaan dan lain-lain. Standard-Standard Malaysia disediakan oleh
jawatankuasa-jawatankuasa perwakilan yang menyelaras keupayaan pengilang dan kecekapan pengeluaran
dengan kehendak-kehendak yang munasabah dari pengguna. la menuju ke arah mencapai kesesuaian bagi
maksud, memudahkan pengeluaran dan pengedaran, kebolehsalingtukaran gantian dan pelbagai pilihan yang
mencukupi tanpa pembaziran.

Standard-Standard Malaysia disediakan hanya setelah penyiasatan yang lengkap menujukkan bahawa sesuatu
projek itu disahkan sebagai yang dikehendaki dan berpadanan dengan usaha yang terlibat. Hasil ini berasaskan
persetujuan sukarela dan memberi pertimbangan kepada kepentingan pengeluar dan pengguna. Standard-
Standard Malaysia adalah sukarela kecuali is dimestikan oleh badan-badan berkuasa melalui peraturan-
peraturan, undang-undang persekutuan dan tempatan atau cara-cara lain yang sepertinya.

Institut ini beroperasi semata-mata berasaskan tanpa keuntungan. la adalah satu badan yang menerima bantuan
kewangan dari Kerajaan, kumpulan wang dari bayaran keahlian, hasil dari jualan Standard-Standard dan
terbitan-terbitan lain, bayaran-bayaran ujian dan bayaran-bayaran lesen untuk mengguna Tanda Pengesahan
SIRIM dan kegiatan-kegiatan lain yang berhubung dengan Penstandardan, Penyelidikan Perindustrian dan
Khidmat Perunding.

STANDARDS AND INDUSTRIAL RESEARCH INSTITUTE OF MALAYSIA

The Standard and Industrial research Institute of Malaysia (SIRIM) is established with the merger of the
Standards Institution of Malaysia (SIM) and the National Institute for Scientific and Industrial Research (NISIR)
under the Laws of Malaysia Act 157 on 16", September 1975: Standards and Industrial Research Institute of
Malaysia -(Incorporation) Act 1975. The Institute is vested with the power to provide for the promotion and
undertaking of industrial research and for the preparation and promotion of standards for commodities,
processes, practices and services; and to provide for matters incidental to or connected with those purposes.

One 6f the functions of the Institute is to prepare Malaysian Standards in the form of specifications for materials
and products, methods of testing, codes of sound and safe practice, nomenclature, etc. Malaysian Standards are
prepared by representative committees which co-ordinate manufacturing capacity and production efficiency with
the user's reasonable needs. They seek to achieve fitness for purpose, simplified production and distribution
replacement interchangeability, and adequate variety of choice without wasteful diversify.

Malaysian Standards are prepared only after a full enquiry has shown that the project is endorsed as a desirable
one and worth the effort involved. The work is based on voluntary agreement, and recognition of the community
of interest of producer and consumer. The use of Malaysian Standards is voluntary except in so far as they are
made mandatory by statutory authorities by means of regulations, federal and local by-laws or any other similar
ways.

The Institute operates entirely on a non-profits basis. It is a grant aided body receiving financial aid from the
Government, funds from membership subscriptions and proceeds from sales of Standards and other
publications, fees and licence fees for the use of SIRIM Certification Mark and other activities associated with
Standardization, Industrial Research and Consultancy Services.



