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1. GENERAL PROVISIONS 

1.1 The terms of service of the delivery of procedural documents of AS Eesti Post (hereinafter the terms of 
service) establish the terms and conditions for the delivery of procedural documents on the territory of the 
Republic of Estonia as provided by AS Eesti Post (hereinafter Omniva). 

1.2 The use of the service requires the sender to conclude a general terms and conditions agreement with 
Omniva. 

1.3 The sender must select the business customer mail package to use the services of the delivery of procedural 
documents. Omniva must act in accordance with the terms and conditions of the business customer package 
and has the right to apply the additional service fee in accordance with the package. The price list and terms 
and conditions of business customer mail service packages are available on the website of Omniva 
omniva.ee. 

1.4 Requirements and terms and conditions not regulated in the terms of service are subject to the standard terms 
and conditions of Omniva for business letters. 

2. NATURE OF THE SERVICE 

2.1 The delivery service of procedural documents is a service in the course of which registered (marked with a 
barcode) domestic letters are received, forwarded, and issued. Their notice of delivery complies with the 
requirements of the form published on the website of Omniva omniva.ee and they are subject to the terms and 
conditions that are partially different from the standard terms and conditions of Omniva for business letters. 

2.2 Procedural documents must comply with the following terms: 

 maximum weight: 2,000 grams; 

 minimum dimensions: 90 × 140 mm; 

 maximum dimensions: 230 × 330 × 20 mm; 

 content: deliveries on paper. 

2.3 In the terms of service, a signature is considered a hand-written signature, a qualified electronic signature, or 
a signature drawn by hand or with a stylus pen on a touch screen. 

3. SERVICE PROVISION PROCESS 

3.1 Handing over procedural documents to Omniva 

3.1.1 The sender will hand over procedural documents to Omniva with a delivery notice of a business letter in the 
course of a bilateral mail exchange, or deliver their shipments to a post office on their own.  

3.1.2 An employee of Omniva will inspect the conformity of the quantity of the procedural documents to the delivery 
notice in the sorting centre, make any necessary amendments to the delivery notice, approve the receipt 
thereof with their signature, and forward the data of the delivery notice to the sender pursuant to the terms and 
conditions for the business customer mail package. 

3.2 Delivery notice of procedural documents 

3.2.1 The printable form of the delivery notice is available on the website of Omniva omniva.ee and the delivery 
notice forms can also be ordered from the Omniva e-shop. If a different form of delivery notice is used, 
Omniva has the right to implement an additional fee.  

3.2.2 The sender will fill in the information of the sender and recipient and provide instructions for delivering the 
procedural document on the procedural document delivery notice and attach the delivery notice to the 
procedural document.  

3.2.3 The sender ensures that the address and contact details of the recipient are identical on the shipment and the 
delivery notice. 

3.2.4 In the case of pre-registered procedural documents, the sender must enter the barcode number generated in 
the e-service, i.e. the shipment number, in the upper right corner of the delivery notice. 

3.2.5 In the case of delivery notices that contain incomplete, inaccurate, or contradictory instructions, Omniva has 
the right to return the procedural document to the sender without refunding the service charge. 

3.2.6 After issuing the procedural document, Omniva will return the delivery notice to the sender as soon as 
possible, at the latest within two working days following the day of delivery of the shipment. 

3.3 Delivery attempts of procedural documents 

https://www.omniva.ee/eng
https://www.omniva.ee/eng
https://www.omniva.ee/eng
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3.3.1 In order to deliver the procedural document, up to two delivery attempts are made to the address indicated on 
the shipment at the request of the sender. The first delivery attempt is made at the place of residence or 
location of the recipient no later than on the working day following the day of handover (95% D+2). 

3.3.2 Omniva makes the first delivery attempt for both natural and legal persons on working days between 7 a.m. 
and 8 p.m. 

3.3.3 For those procedural documents that were not delivered on the first attempt, a second delivery attempt is 
made only if the sender has made a choice in the procedural document delivery notice that, after the first 
delivery attempt, a second delivery attempt must be made on Saturday. In this case, the second delivery 
attempt will be made on the Saturday following the first attempt between 7 a.m. and 8 p.m. (except if this 
Saturday falls on a state or national holiday – then the second attempt is made on the Saturday following the 
state holiday which is not a state or national holiday).  

3.3.4 Omniva charges an additional fee in accordance with the price list for the second (on Saturday) delivery 
attempt. The obligation to pay for the additional service arises upon ordering the service.  

3.4 Delivery of shipments addressed to a post office on demand or to a PO box 

3.4.1 Delivery attempts are not made with procedural documents addressed to a post office on demand or to a PO 
box. Instead, they are immediately sent to the post office or PO box for delivery. 

3.4.2 A procedural document addressed to a post office ‘on demand’ is immediately returned to the sender if: 

3.4.2.1 the shipment does not have the mobile phone number or email address of the recipient where to send a 
notification about the received letter; 

3.4.2.2 the delivery notice does not have the note ‘store in a post office’. 

3.4.3 A procedural document which is addressed to a PO box and marked with the note ‘store in a post office’  is 
stored in the post office for the period chosen by the sender in the delivery notice. If there is no note, the 
procedural document is immediately returned to the sender. 

3.4.3.1 A notification of the arrival of the shipment is left to the recipient in the PO box; 

3.4.3.2 If there is a ‘deliver to PO box’ note and the storage period specified by the sender expires, the procedural 
document will be delivered to the PO box; otherwise, the shipment will be returned to the sender. 

3.5 Delivery of a procedural document 

3.5.1 The procedural document is delivered: 

 to the recipient against their signature; 

 if the recipient is not present at the moment of delivery, the procedural document is delivered against 
signature to a person present at the address of the receiver. The person must be at least 14 years old 
and live in the dwelling of the receiver or be in the service of the family. The delivery of procedural 
documents to the address of the receiver requires presenting an identity document. When documents are 
delivered at a post office, a basic power of attorney must also be presented in addition to an identity 
document. 

 If it is not possible to deliver the procedural document to a person living in the same dwelling as the 
recipient, the procedural document may be delivered to the apartment association that manages the 
apartment building or the manager of the jointly owned item or the landlord of the recipient, as well as 
their employer or another person to whom the recipient provides services on the basis of the contract. 

 If the recipient is a natural person engaged in economic or professional activity, the procedural document 
may be delivered to an employee permanently present in their business premises or to a person providing 
services to the recipient if the recipient themselves are not present in the business premises during 
normal working hours or if they cannot accept the document. 

 If the procedural document must be delivered to a recipient in the Defence Forces, prison, health care 
institution, or other such place, the procedural document may also be delivered to the head of that 
institution or a person appointed by them. 

 at the request of the sender, via the post box of the recipient.  

3.5.2 If the delivery notice includes the note that the shipment must be delivered ‘in person’, the shipment is only 
delivered to the recipient in person. The shipment is not delivered to another person connected with the 
recipient at the address of the recipient or delivered to another person based on a power of attorney at post 
offices. 

3.5.3 Upon the delivery of a procedural document, the recipient will write, either on paper or on an electronic 

delivery note and on the notice of delivery: 
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 the first and last name of the recipient; 

 the relationship with the recipient (if the shipment is not delivered to the recipient in person); 

 the official title if the shipment is delivered to a representative of the receiver who is a legal person; 

 the signature of the recipient; 

 the date and place of delivery (if the delivery address is different from the address of the recipient); 

 the identity document number of the recipient. If the representative is a legal person, the personal 
identification code may be written instead of the document number. 

 the official title if the shipment is delivered to a representative of the receiver who is a legal person; 

3.5.4 Omniva will fill in the delivery notice of a procedural document with the following data 

 dates and times of delivery attempts; 

 any notes related to the delivery; 

 position, name, and signature of the person delivering the document. 

3.5.5  At the request of the recipient, procedural documents can be redirected to another address for delivery. 

3.6 Failure to deliver a procedural document 

3.6.1 If the recipient personally refuses to accept the document or if the person cannot be identified, regardless of 
whether it was the first or second delivery attempt, the document is deemed to have been delivered from the 
time of refusal to accept it. 

 The procedural document is left in the residence or business premises of the recipient or placed in their 
post box or in another place that the recipient uses to receive the shipment and which usually ensures the 
preservation of the shipment; 

 The date and time of refusal of acceptance will be noted on the delivery notice; 

 Upon the absence of premises or a post box or access thereto, the procedural document to be delivered 
will be returned to the sender and the reason for return will be marked on the delivery notice by ticking the 
respective box; 

3.6.2 Regardless of the instructions left by the sender in the event of a failed delivery attempt, the procedural 
document will be returned to the sender if one of the following circumstances has been identified on the first or 
second attempt: 

 it has become evident that the recipient is away for a long period of time (the recipient is away for a longer 
period of time than the storage period marked on the delivery notice); 

 it has become evident that the receiver is deceased; 

 it has become evident that the address is incorrect or the recipient does not live/is not located at this 
address, and the mobile phone number or email address of the recipient for sending an electronic 
notification in case of storage of the document in a post office is not indicated on the shipment;  

3.6.3 The reason for the return is indicated in the ‘Reasons for failure’ block of the delivery notice, and if Omniva 
has become aware of the new address of the recipient or other information necessary for the delivery of the 
procedural document, it is noted in the ‘Other reason/comment’ field. 

3.6.4 If the procedural document could not be delivered because the recipient was not present or for some other 
reason, the instructions indicated by the sender in the delivery notice will be followed, and the procedural 
document: 

3.6.4.1 will be delivered to the post box. If the recipient does not have a post pox and Omniva has agreed with the 
recipient on another similar place that the recipient uses to receive shipments that usually ensures the 
preservation of the shipments, the shipment will be delivered to the agreed place. A note is made on the 
envelope of the procedural document about the date it was left in the post box. The date and time when the 
shipment was left in the post box and a note that the shipment was delivered to the post box are indicated in 
the delivery notice. 

3.6.4.2 will be returned to the sender. The dates and times of delivery attempts and a note that the shipment will be 
returned to the sender will be indicated in the delivery notice. If possible, a brief description of the reason for 
the return is added to the comment line. 

3.6.4.3 will be stored in a post office for either 15 or 30 calendar days based on the request of the sender (if the 
sender has not selected a storage period, the storage period is 15 days). Only the sender can extend the 
storage time of the procedural document. If the recipient does not pick up the procedural document within 
the storage period, it will be returned to the sender at the end of the storage period. 

3.6.4.4 will be delivered with a second delivery attempt on Saturday (see clauses 3.3.3 and 3.3.4). 
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4. SERVICE FEE 

4.5 The procedural document delivery price list is available in the price list of business letters, which is available 
on the website of Omniva omniva.ee. The base price of the service consists of the following components: 

 forwarding the procedural document; 

 making one delivery attempt; 

 delivery in person; 

 storage period chosen by the sender;  

 return of a simple delivery notice to the sender. 


