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1. GENERAL PROVISIONS 

1.1 The standard conditions for the service of periodical and of promotional shipments are 

applicable for the pre-sorting, packaging and marking of periodical and promotional shipments 

according to the present instructions. Compliance with the requirements ensures faster 
processing and delivery of shipments to the addressee. 

1.2 If unsorted and/or unpackaged items are transferred to Estonian Post Ltd, then Estonian Post 

Ltd will sort/package these items and the client will be required to pay a fee for the additional 
services rendered as specified in the valid price list for additional services. 

2. TRANSFER OF UNADDRESSED SHIPMENTS 

2.1 Packaging of unaddressed shipments into containers 

 The maximum height of the container may be 1,5 m, its weight 600 kg. 

 The maximum weight of one grouped bundle in the container is 5 kg. 

 The items must be packaged so that the materials are securely fixed (banded together) to avoid 

items getting lost and damaged during regular transportation. 

 The pallet must be secured with plastic or metal bands, an international pallet must additionally 

be wrapped into foil. 

 One container may contain shipments of one order; orders with different target countries must 

be completed onto different pallets. 

 Domestic shipments must be completed with equal bundles in terms of the amount contained 

(50 pieces, 100 piece. etc.), international shipments into bundles of 200 pieces. 

   

Shipments completed into the container  Items completed in one bundle 

2.2 Marking of containers with unaddressed shipments 

The following information must be marked on the container: 

 target country; 

 sender data; 

 name of promotion; 

 target group; 

 number of shipments on the pallet (+ items per bundle); 

 weight per copy; 

 net / gross weight of pallet. 

Additional information according to service: 

 delivery speed for promotional shipment (D+1, D+3, D+6). 
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3. TRANSFER OF ADDRESSED SHIPMENTS 

3.1 Terms of pre-sorting of national addressed shipments 

 Save the zip codes of your address database to a data file (hereinafter calculator), which you 

can find at the website of Eesti Post at www.omniva.ee. 

 The calculator will automatically add a corresponding Postal Exchange Point (hereinafter PEP) 

code to the zip code. 

 Save the PEP code to your database; 

 Sort address data by two data fields: 

PEP code and; 

zip code. 

 Print the PEP code on the right lower corner of the shipment or address sticker. 

 

 Hand the shipments over according to the handover list. You can find the handover list in the 

calculator where it will be created on a separate sheet after zip codes have been inserted. The 

handover list will show the number of advertisements by PEP codes. 

3.2 National addressed shipments packaged into containers 

Requirements for containers: 

 maximum allowed height of a container is 1.5 m, weight 600 kg; 

 place shipments of larger volume at the bottom of the container; 

 one container must only include shipments from one order; 

 sort shipments that are meant for different PEPs into different containers and mark the name of 

the PEP on the container; 

 when putting different PEPs into one container, mark each shipment with the name of the 

according PEP;  

 or mark the changeover in the container clearly with the name of the PEP; 

 mark the changeover in the container in a way that would stop the PEP-s from getting mixed up 

(e.g. paper, cardboard, plastic wrapping). 

Requirements for shipments placed in containers: 

 maximum allowed weight of one sorted shipment is 5 kg; 

 one shipment must only include items assigned for one PEP; 

 items in the shipment must be sorted in ascending order by the zip code, whereby the last item 

must be placed in the shipment contrariwise (address side facing outwards). 

 PEP-s that include less than 10 items can be placed into one or multiple shipments that are 

marked with a tag „MIX“. „MIX“ cannot include shipments without a zip code. 

 Shipments that do not have a zip code must be packaged separately and the package must be 

marked with a tag „NO ZIP CODE“. Shipments without a zip code will be sorted by the Post and 

the customer will pay for the service according to the relevant price list. 

http://www.omniva.ee/
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Completed container    Completed bundles 

 

3.3 Packaging of international addressed shipments into containers 

 When more than 500 shipments are forwarded into one target country, they must be fixed into 

bundles with a thickness of up to 15 cm. 

 The promotional shipments must be transferred to the Post in packages sorted according to the 

target countries. 

 The promotional item must be packaged into an envelope or into plastic foil. 

 With this service, no unusually sized or unpackaged promotional items may be forwarded. 

3.4 Marking of containers with addressed shipments 

The following information must be marked on the container: 

 target country; 

 sender data; 

 name of the promotion; 

 number of shipments on the pallet; 

 weight per copy; 

 net / gross weight of pallet. 

Additional information according to respective services: 

 delivery speed for promotional shipment (D+3, D+6); 

 number of periodical publication; 

 name of PEP, if container holds one PEP 

Exception: Regarding domestic addressed promotional shipments not sorted according to 
PEPs, Estonian Post Ltd will accept shipments that meet the standards of envelopes under 50 g. 

4. CONDITIONS FOR DOMESTIC ADDRESSED SHIPMENTS TO BE SORTED BY MACHINE 

The shipments must meet the following conditions: 

 the shipment may only contain materials printed on paper; 

 colours of envelope: white, light grey, beige; 

 in case of window envelopes the address must be printed on a light background; 

 the maximum thickness of an item may be 3 mm and it must be packaged in an envelope of 

one of the following sizes: 
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Size Measures (mm) 

C6 114 x 162 

C65 114 x 229 

E65 110 x 220 

C5 162 x 229 

E5 156 x 220 

*a 3 mm envelope sized C5 may contain about 10 pages of usual A4 copying paper 

 the maximum weight of the shipment is 50 g. 

Addressing conditions for the shipment: 

 the recipient address must be printed on the envelope and placed on the field intended for 

it (area D on the samples). The different parts of the address data must be placed vertically 
according to the following subdivision: 

 

o recipient’s name; 

o street, house, apartment number; 

o name of village and district; 

o postal code, name of city or county (the postal code must be at the beginning of the line 

and separated from the other text with a space); 

o country (only for international shipments); 

 the recipient address must be placed on the right side of the address side; 

 in case of a window envelope the address must be placed on the left side of the address 

side under the sender address (area C on sample 4). The sender address may not be  

placed lower than the recipient address; 

 the following most widely spread fonts are permitted for printing the address: Times New 

Roman, Verdana, Arial, Lucida Console. In case of the fonts of Arial and Lucida Console the 
text must be written in bold style; 

 in case of a window envelope the shipment must be packaged in a way that allows for the 

visibility of all parts of the address and that no other information may be seen except the 

address data; 

 when the sender address or the logo of the company is added, then this data must be 

placed in the field provided for it on the top left of the address side (area C on the samples) 

or on the back flap of the envelope; 

 the separate markings of „otsepost“ („direct mail“), „reklaam“ („promotion“) or 

„reklaampost“ („promotional shipment“) on addressed promotional shipments must be 

placed in area B or below the recipient address, provided that the distance to the sender 
address forms at least 5 mm; 

 a free space must be left on the envelope for the printing of the bar code (area A on the 

samples). The bar code is placed in the same area for all sizes of envelopes and the 

measures for the place are calculated from the top left corner. The bottom edge of the 

address window must be higher from the bar code by at least 5 mm. The area of the 
envelope where the bar code is printed must be of light colour. 
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5. SAMPLES OF ENVELOPES 

Sample 1. C5 sized envelope measuring 162 x 229 

 

Sample 2. C6 sized envelope measuring 114 x 162 

 



Estonian Post Ltd  Instructions on the sorting, packaging and marking of promotional shipments 

7 

Sample 3. C65 sized envelope measuring 114 x 229 

 

 

 

Sample 4. E5 sized envelope measuring 156 x 220 

 


