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1. PURPOSE AND INTENDED USE 

Packaging Guide (hereinafter: Guide) of AS Eesti Post regulates the packaging of parcel and courier shipments delivered by 
companies belonging to Eesti Post Group (hereinafter: Post). 

2. TERMS 

Terms will be used in the following context in the Packaging Guide. 

Sender is a person, who is responsible for content of the shipment and according to whose will and in whose name the 
shipment has been handed over to the Post for delivery to receiver. 

Business customer is a legal person that has concluded the General Terms Agreement with the Post. 

Postal worker (incl. Courier) is an employee of the Post or a person that provides postal, courier, transport or parcel 
machine services at the name of Post or a person performing tasks assigned by Post. 

Receiver is a person, to whom the shipment must be delivered to in line with instructions of sender. 

Shipment is a shipment unit properly addressed and packaged to be delivered simultaneously from one Sender to one 
Receiver, the itinerary and issuance of which can be tracked. 

Additional service is a service that supplements the main service or provides added value to it. The Post has the right to 
charge a supplementary fee for additional services. 

Pallet of Goods (hereinafter the pallet) is a special platform for the transport or processing of goods, which must allow the 
forks of a forklift enter, if appropriate, from all four sides. 

3. RESPONSIBLE PARTY AND TARGET AUDIENCE 

3.1 The Guide is meant to be used by customers and employees of the Post and will be published on the website of the 
Post. 

3.2 The Guide is approved by the Head of Parcels Business of AS Eesti Post. The business unit of Parcel Services is the 
administrator of the Guide. 

4. WHAT SHOULD BE PACKAGED? 

4.1 All courier and parcel shipments and parcels delivered through parcel terminals should be packaged. 

4.2 The following shipments will be accepted unpacked: 

 items that are inseparable from each other and which form a whole package while joined or pressed or bound 
together; 

 integrated items which can be transported unpacked without damaging the shipment (pieces of wood or metal, large 
items, etc.); 

 items in unopened manufacturer’s packaging, if the package corresponds to requirements described in this Guide and 
guarantees the integrity of its contents. 

NB! If the sender does not want address labels on the shipment, the items have to have an additional package. 

4.3 In case of unpacked shipments, the sender is responsible for potential damage during transportation (e.g. scratches 
and soiling). The sender must ensure the safety of the addressee, postal workers and third persons and not to harm 
their and the Post’s property. 

5. WHY IS CORRECT PACKAGING SO IMPORTANT? 

5.1 Correctly selected package helps to protect the contents of shipment against potential damage and soiling during 
transportation and guarantees a secure delivery of the parcel to the addressee. If manufacturer’s packaging does not 
correspond to the requirements described in this Guide, it is not always suitable for transportation, even if additional 
service “FRAGILE” has been added.  

5.2 If the Sender follows the requirements of the packaging, the Post is responsible for the potential losses that might 
arise during the transportation and handling of shipments. 

5.3 The Sender is required to ensure the safety of the addressee of the shipment, postal workers and others and not to 
harm their and the Post’s property. The Sender is responsible for the potential damages arising from non-compliance 
of the packaging requirements. In case of damaging other postal shipments, the Sender is responsible for the 
damaged shipment to the same extent as the Post. 
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5.4 Post has the right to refuse shipments that have not been packaged according to the requirements. 

5.5 In case of prohibited item shipment or non-compliance of conditions of shipment packaging and/or special labelling, 
the sender will be responsible even if the post office has accepted the shipment. 

6. HOW TO CHOOSE THE RIGHT PACKAGE? 

6.1 The Sender is responsible for the selection of the appropriate packaging for the shipment. Packaging should be 
durable and should take into account the mode and duration of transportation . 

6.2 The following materials are allowed for packaging: corrugated cardboard, plastic foil, kraft paper, tight plastic 
packaging and other protecting and a filling materials. 

6.3 When using the filling material the inner bottom of the package should be filled at least 5 cm in height with the 
padding material. 

6.4 Safest packages are cartons, boxes and security envelopes used for the first time. 

6.5 The packaging must protect the contents of the shipment from damage caused by bruising and repeated processing. 

6.6 Package must always be closed with a tape or a string. 

6.7 Package should cover the entire contents of the shipment. 

6.8 Package must not have loose ends or open edges. 

6.9 The contents, weight, and shape of the package have to be taken into account when choosing the package 

6.10 Packaging material must ensure that the content is intact and whole during the transportation – oversized boxes with 
small content can be crushed; overfilled boxes can be torn open. 

6.11 The packaging must ensure that the shipment can be handled without the packaging being damaged. 

6.12 The packaging has to carry the weight of up to five packages with similar weight and measurements on top of it  a 
minimum of 30 kg. 

6.13 The packaging must withstand a fall on its corner from the height of 80 cm. 

6.14 The contents of the packaging cannot shake when moved, and the selected packaging must not be too tight around 
the contents of the shipment, otherwise it may not withstand the pressures of the transportation and handling. 

6.15 The content of the shipment is packaged in such a way that its contents cannot be accessed without damaging the 
package. 

6.16 The external size of the package must comply with the minimum and maximum dimension range provided in the 
standard terms. In case the shipments are priced according to their dimensions the price shall be established 
according to the real dimensions of the external packaging. The shipments should not be folded or pressed together 
during measurement. 

7. SPECIAL CONDITIONS OF PACKAGING 

7.1 Fragile and delicate items (e.g. glass, ceramics, electronic devices etc.) 

 The shipment cannot touch the inner sides of the packaging. 

 The package must be large enough to surround the items with protective material (such as bubble wrap, corrugated 
cardboard, padding, packing cardboard, paper, beads) in order to avoid possible damage to the items during the 
transportation. 

 Must have the additional service "FRAGILE" attached to the shipment. Using the additional service guarantees manual 
sorting. 

 Upon using the additional service “Fragile”, the Business Customer is obliged to label a shipment with the respective 

sticker ( ), which can be obtained from post officers or the customer manager. 

 In case a private customer uses the additional service “Fragile”, a postal worker labels the shipment with the sticker. 

 Post does not assume any responsibility for the special handling of the shipment if the above mentioned additional 
service has not been used and the shipment is not labelled as required. 

 Additional service "FRAGILE" is not a substitute for careful packaging. 

The Post does not assume any responsibility for the preservation of delicate and/or fragile international shipments, 
which are addressed to a country that does not support the use of additional service “FRAGILE”. Information about 
countries that do not support the use of additional service “FRAGILE” is available at the website of the Post at 
omniva.ee. 

http://www.omniva.ee/
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7.2 Furniture 

 One pallet can hold a maximum of one large-dimensional furniture item (e.g. couch, mattress etc.). 

 No pallets with other shipments can be placed on top of the shipment. 

 Furniture must be packaged in foil with thickness of at least 100 mic, in order to protect it from possible damages and 
avoid the packaging falling apart during transportation and handling. 

 If the furniture item includes loose parts (plates, tables, etc.), those parts must be attached to the shipment (e.g. by 
using foil). 

 All corners and sides of the shipment must be protected with cardboard (e.g. cardboard frame) or other sturdy 
materials. 

 The edges of the shipment cannot touch the ground. If such a situation is unavoidable, edges touching the ground 
must be protected with additional cardboard or other stronger material. 

7.3 Courier shipments of the weight over 30 kg 

 Sender must place the goods in a secured and protected way on the pallet. 

 The goods must not exceed the pallet edges. 

 The Sender must take into account that the pallets are moved by a forklift. 

7.4 Liquids and liquefiable substances (including products that may contain liquids and liquefiable substances (e.g. 
engines, batteries, etc.) and products that need to be transported in a fixed position due to their nature) 

 The shipment must be packaged in a hermetically sealed container. 

 Each container must be placed into a strong box filled with absorbing material, in order to prevent the container from 
breaking, the liquid from flowing out and/or soiling the other postal items. The lid of a container must be closed in a 
way that excludes its opening during the transportation of the shipment. 

 The sender is obligated to label the item with arrows ( ), which show that the item may not be turned on its side 
during transportation. When applying the arrows label, terms specified in Section 8.11 of current Guide must be 
followed. 

7.5 Temperature-sensitive shipments (incl. plants) 

 Should be packaged in such a way that the packaging would protect the content from freezing or overheating. 

 The mode of transportation and the duration of the journey should also be taken into account when packaging the 
shipments. 

7.6 Paper documents 

 It is recommended to pack maps, plans, drawings and other large paper documents in mailing tubes and reinforced 
plastic foil to prevent crumpling of the paper and possible injuries. 

7.7 Insured parcels 

 The packaging should not enable any access (visual or physical) to the contents of the shipment and the postal secret 
should be preserved. 

 For example, packaging made of several parts and/or with transparent parts are strictly forbidden. 

 The packaging must be durable and not inhibit sealing the packaging of the shipment in other efficient ways. 

It is recommended to additionally pack the items before the outer packaging, using a strong inner packaging 
(cardboard, plastic, metal, etc.). 

 Precious metals and jewellery products must be packaged in durable metal or wood boxes, the walls of which must 
be 1 cm for parcels weighing up to 10 kg, and 1.5 cm for those weighing over 10 kg. 

7.8 Powders and other fine-grained materials 

 Dry paint powders will be accepted for delivery only in hermetically sealed boxes, which are in turn placed into 
durable boxes filled with the corresponding protective and absorbent material. 

 Dry non-paint powders and bulk goods will be placed into a durable container (box, bag), which is then placed into a 
box of durable material. 

7.9 Greasy substances that liquefy with difficulty (such as salves, resins, soft soaps etc.) 

 Must be double-boxed. First into a box, fabric bag, or plastic casing, which must then be placed in a packaging made 
of durable material that does not allow leakage of the shipment’s contents. 
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 The inner packaging must prevent soiling of the shipment and/or leaks. 

 The purpose of outer packaging is to offer protection against the damage of internal packaging. 

7.10 Live animals, shipment of which is allowed as an exception (bees, leeches, silkworms, pest parasites and 
exterminators intended for repelling pests, and flies from the Drosophilidae families): 

 Must be packed in specialized boxes, which protect them from damage and prevent their escape from the packaging. 

7.11 The Sender must mark the shipment with a special label “Caution. Live animals.” or in case of international 
shipments, the correct label is "Animaux Vivants".  

7.12 Seeds and medications must be tightly packaged in an additional interior envelope, bag or box. 

7.13 A light-green tag with a respective symbol is attached next to the recipient’s address in the case of shipments 
containing urgent medication and samples of chemical substances. 

7.14 Plans, pictures, maps etc. must be packaged as rolled around a strong cardboard support/tube. 

8. LABELLING OF SHIPMENTS AND SPECIAL LABELLING 

8.1 Labelling of shipment is done according to the shipment type and additional services of the shipment. 

8.2 Address label has to be attached/marked on the top side of the parcel, in the same direction with the longer side of 
the parcel. If the height of the shipment exceeds 1.5 meters, it is recommended to attach/mark the address 
information or special labelling on the longer side of the parcel. 

8.3 Parcels have to be provided with the clearly written or typed name and address of the addressee and the sender. 

8.4 In case there is no address card on the shipment because of the type of the shipment, the sender has to write the 
addresses or post office on the upper side of the parcel, in the same direction with the longer side of the parcel 
(address field):  

 The Sender’s information (upper left side) and 

 The Receiver’s information (right side of the address field). 

8.5 If the addressee’s name and address is illegible, incomplete or inaccurate (e.g. no first- and/or surname of the 
Receiver), the Post has the right not to deliver the postal item due to the impossibility of delivery. 

8.6 The packaging must have sufficiently flat surface area, to attach the label or mark the data of the sender and the 
addressee so that the data does not cover the edges of the shipment. 

8.7 In case of used packaging the old labels, barcodes, special labelling, or other forms of shipment information should 
be removed or covered. 

8.8 The sender has an obligation to make sure that the label or the information of the sender and the addressee remain 
on the packaging material during the transport - otherwise the information of the shipment may be lost, and the 
parcel may not reach the addressee on time. 

8.9 If an address cannot be written or an address label glued on the postal item, the address label can be glued to a 
strong base and tied to the item. 

8.10 For unpacked postal items that consist of one integrated item the address information may be entered directly on the 
item. 

8.11 Products that need to be transported in a specific position by nature, must be provided with a special “arrows” ( ) 
label by the Sender to prevent the shipment from being placed on the side upon transport. The special label shall be 
secured on the packaging according to the required transport position, where the arrowheads refer to the upper side 
of the packaging. In order to use the special “arrows” label, the Sender must purchase an additional service called 

“Fragile”( ), except in the case of international shipments where the destination country does not accept 
shipments with the “Fragile” additional service. 

8.12 Other special labels (e.g. “Fragile”, “Caution. Live animals” / “Animaux Vivants") must be fastened next to the address 
card, and ensure that the information accompanying the shipment is visible, and different labels do not overlap. 

8.13 Address information and special labelling must be visible on the outermost package. 
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9. LABELS 
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