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1. INTRODUCTION / CONTRACT DURATION
The Department of Finance (DoF) Construction & Procurement Delivery (CPD) have awarded a Contract for Postal Services to Whistl UK Limited. 	
The purpose of this document is to provide internal guidance on the use of the Contract.  It does not form part of the Contract and users should always refer to the Contract itself for a definitive understanding of its terms.

	Supplier
	Whistl UK Limited

	Initial Contract Period
	1st August 2026 – 31st July 2029 (3 Years)

	Extension Options
	Two (2) further individual periods of 24 months each 
(i.e. potential to extend to 31st July 2033)




2. SCOPE OF POSTAL SERVICES CONTRACT
· Standard delivery – 3 days
· Economy Delivery – 5 days
· Premium delivery – next day (for mail sent to UK mainland this timeframe may be extended by up to 1 day);
· Proof of Delivery/tracked mail
· Collection and delivery of Bulk mail (sorted and unsorted), unaddressed mail, secured mail and undelivered mail.
· Collection and delivery of International Mail (sorted and unsorted). 








3. SUPPLIER CONTACT DETAILS
The contact details for Whistl UK Limited are as below, contacts can provide the training and consumables necessary to on board the contract. 

Customer Services
cssupport@whistl.co.uk
Claire McMonagle - Tel: 01698 224240 
Shenice Dolan - Tel: 01698 224242 

Note: All queries must be directed to Whistl Customer Services in the first instance and if necessary the escalation process outlined at Section 16 must be followed. 

Contract Manager 
natalie.little@whistl.co.uk 
Tel:  01628 861360
Mobile: 07717305802

Supported by:
Credit Control
bev.frape@whistl.co.uk
Tel: 01628 816802

Operations : Including Collections / Transport / Consumables / Customer Portal  Issues & Mail Presentation queries
csoperations@whistl.co.uk
David Hutchinson - Tel : 01698 224233  
Ewan Millar – Tel: 01698 224236








4. ADDING AND REMOVING OF BUILDINGS / SERVICES
	One month’s written notice should be provided to the Supplier for the removal / addition of a site. Business areas may contact Whistl Customer Services to establish their arrangements / ending services within a building; however they must also inform their Departmental Representative (DR) or CoPE Representative (CR) of any changes. The representative must inform CPD so that this change can be recorded.

5. RATE CARD
Clients must complete a Non-Disclosure Agreement (NDA) attached at Annex A and available on the CPD Website at: https://www.finance-ni.gov.uk/publications/user-protocol-information-postal-services-arrangement 
Please return completed NDA to Collaboration.CPD@finance-ni.gov.uk in order to receive the contract rate card.

Pricing Adjustments During Initial Contract Period
The contract rates shall remain fixed for the duration of the initial contract period. However, as postal services are regulated by Ofcom and subject to the Royal Mail Universal Service Obligation (USO), the contract include provision for the supplier to pass through any price increases arising directly from changes to Royal Mail rates during this period.
CPD will notify Clients in advance of any such price increases and will issue a revised rate card to reflect the updated charges.












6.	DEPARTMENTAL / CoPE CONTACTS
	Department / Body

	Contact
	E-mail Address

	Department of Agriculture, Environment & Rural Affairs (DAERA)
	Procurement and Contracts
	ProcurementandContracts@daera-ni.gov.uk 

	Department for Communities (DfC)
	Commercial Services
	commercialservicescontractmanagement@communities-ni.gov.uk


	Department for the Economy (DfE)
	Adelaide Premises
	Adelaide.premises@economy-ni.gov.uk
 

	Department of Education (DE)
	James Kerr
	James.Kerr@education-ni.gov.uk



	Department of Health (DoH)
	Management Services
	ManagementServices.Unit@health-ni.gov.uk

	Department for Infrastructure (DfI) and Driver Vehicle Agency (DVA)
	Nicola Hunter
Tracy Gribbon
	nicola.hunter@infrastructure-ni.gov.uk
tracy.gribbon@infrastructure-ni.gov.uk


	Department of Justice (DoJ)
	DoJ Procurement
	 doj.procurement@justice-ni.gov.uk


	Department of Finance (DoF)
	Compliance Support
	Compliance.Support@finance-ni.gov.uk



	The Executive Office (TEO)
	Steven Bittles
Jeanette Richardson
	Steven.Bittles@executiveoffice-ni.gov.uk
Jeanette.richardson@executiveoffice-ni.gov.uk



	Public Prosecution Service (PPS)
	PPS Procurement
	PPSProcurement@ppsni.gov.uk

	NI Water

	Peter Crawford
	peter.crawford@niwater.com

	Northern Ireland Housing Executive (NIHE)
	Kim Harper
	kim.harper@nihe.gov.uk

	Translink
	Rhys Franklin
	rhys.franklin@translink.co.uk
procurement@translink.co.uk


	Education Authority
	Procurement Compliance
	procurementcompliance@eani.org.uk 

	NI Assembly
	NIA Procurement
	procurement@niassembly.gov.uk

	EONI

	Kieran Fee
	Kieran.fee@eoni.org.uk


	


7.  KEY NOTES
· Mail is to be presented according to Whistl standards and full training will be provided by Whistl.  
· User guides will be provided by Whistl and are included within this protocol as a reference. 
· Whistl will work in conjunction with Client and Business Area Representatives to make recommendations for efficiency savings through this contract. By reviewing Client’s mail profiles, current practices and envelope usage in order to ensure that the Client achieves the optimum price point for issuing Client’s mail. Whistl will provide training on mail quality improvements (to facilitate the transition from handwritten mail, reduction in the use of premium class etc). 


8.  ORDERING PRE PRINTED ENVELOPES
Departments are required to use pre-printed envelopes for processing of mail.  
Please see Annex C – ‘Pre-printed envelopes protocol’ for further information.


9. INVOICING ARRANGEMENTS FOR ACCOUNTNI USERS 
Departmental Consolidated invoice (Department with Central Finance processing team)
Account NI Best Practice Procedures
Consolidated invoices shall be emailed directly to AccountNI using invoices@accountni.gov.uk quoting the purchase order number. 

The invoice will detail the items processed each day throughout the month for each service, referenced against the corresponding e‑docket numbers

Separate detailed ‘back up invoices’ for each of the buildings within the estate will issue to Departmental Representatives quoting the PO number, to act as a trigger to receipt the postal service supplied for a given month. These back up invoices should not be sent to AccountNI.  Account NI will match the monthly consolidated invoice against the PO and receipted values.  Note that for any disputes involving the amount billed the invoice must first be paid in full and then dealt with through request of a credit note and not by placing the invoice on dispute. 

Purchase Order process for Departments utilising consolidated invoicing 
Create a purchase order for the cost of providing postal services for the initial contract period (3 years).  The purchase order should be a non-catalogue request using ‘Goods or services billed by amount’ linked to the relevant Contract Purchase Agreement (CPA) on the cover page of this document.  The order will be a single line PO with one GL distribution code used for the total amount. A journal adjustment must be completed in order to reapportion the amount over the relevant building locations.  

Departmental Non-Consolidated invoice (Departments wishing for business areas to process and approve own invoices)
A non-consolidated invoice can be provided to those Departments who wish to receive a separate invoice for each of the buildings within their estate. 

10. Contact for AccountNI queries

AccountNI Service desk: 

e-mail: servicedesk@accountni.gov.uk 



11. INVOICING ARRANGEMENT FOR NON ACCOUNT NI USERS

The Supplier will liaise with the individual Non ACCOUNTNI business area representatives to develop invoicing arrangements.

12. STAFF VETTING ARRANGEMENTS
Premises Officers must ensure that all service operatives working on their buildings have the correct level of security clearance. Note: For non-departmental public bodies (NDPB) DoF Appointments and Marketing Branch will no longer undertake security vetting for NDPBs with effect from 1 September 2016. NDPBs will be required to carry out the security vetting on Supplier staff using the same procedures they follow for the recruitment of their staff.

13. COLLECTION TIMES
The Client Building List (ID 5831752 - Annex 1 – Building List) details the current collection times and it’s anticipated that these times will need to be adhered to ensure business targets and objectives are met. Within the contract it is stated that service collections must not vary by more than 30 minutes in total from the times specified. The Supplier must inform the business area representatives within 1 day if any operational matter impacts on the delivery timeframes. 

14. TRAINING
Training will be provided by the Whistl Account Manager who will initiate contact with business areas to ascertain what their training requirements are. 

15. CONTRACT MANAGEMENT
Performance Monitoring and Contract Management will be taken forward as detailed in Mid-Tier Schedule 10 Performance Levels, Schedule 13 Contract Management and Schedule 02 – Specification.


	16. Resolution of Complaints 
	Whistl Customer Services 

A ‘Whistl Helpdesk’ facility is provided (Customer Operations Team for day to day activity including collections and consumables and Customer Services to respond to queries or issues). Core hours are 09:00 to 17:30 Monday to Friday. Communication is by phone or e-mail. Contact details are included within this protocol at section 3 and detailed below:

Customer Services
cssupport@whistl.co.uk
Claire McMonagle - Tel: 01698 224240 
Shenice Dolan - Tel: 01698 224242 

csoperations@whistl.co.uk
David Hutchinson - Tel : 01698 224233  
Ewan Millar – Tel: 01698 224236

· Business areas should email customer services detailing any complaint.
· Customer Services will log the issue, provide an acknowledgement and investigate. 
· Full on-going up-dates will be provided during the investigation process. 
· If an issue cannot be resolved satisfactory within the agreed timescales, and in line with the KPIs for the contract, customer services will escalate this to the Whistl Account Manager. 
· The Account Manager will investigate and progress directly with the Client until the issue is resolved. 
· In the case of serious issues escalation will be taken forward to the Account Director. 



17. CLIENT REFERENCE GUIDES
There are a number of client reference guides attached at Annex B. The guides detail how and what a customer should do to achieve the best from the products and services available. The guides are working documents and will be updated by the Supplier during the lifetime of the contract. CPD will be notified of any amendments and if appropriate will update the protocol. 













Annex A - Postal Specification 
	The postal specification attached details the scope of the contract, the participating bodies that may utilise the contract and the Client Building list.  Provision has been made within the specification to add or remove sites throughout the lifetime of the contract. 





       

	 
Annex B User Guides










*Note that these client user guides are a reference only and do not take precedence over the conditions of contract. 




Annex C - Pre-printed envelopes protocol

The Account NI Reference					
BPA Number: As detailed on the cover page of this document
1. [bookmark: three] Process for ordering pre-printed envelopes 
	Account NI Users

	For these users, the punch-out catalogue functionality is available – this will provide access to pre-printed envelopes to users through this agreement. 

When ordering pre-printed envelopes, the client must create a Purchase Order (PO) on Account NI, and then forward a completed template for the required envelopes to customquotes@whistl.co.uk


* Please note when creating a Purchase Order (PO) on Account NI ensure the PO is no more than 32 characters per line, max 4 lines and postcode is on the last line.  If this is not complete then the order will fail*

When ordering pre-printed envelopes, users should complete the pre-printed address template with the return address (the best practice would be to have a PO box, or use your address with no reference to your business area or department). 

The address should be checked before the order is placed with Whistl, as the department would be liable for the costs from this point, unless a printer error occurs. The return address should contain no more than 32 characters per line, max of 4 lines and postcode must be on the last line.  

When forwarding the template, please ensure that you quote the relevant PO order number. 

The respective Account NI punch out codes for pre-printed envelopes are detailed in this spreadsheet: 

Whistl will acknowledge receipt of your order. The delivery timeframe for the envelopes is 6 to 8 working days.

	Non-Account NI Users

	When ordering pre-printed envelopes, the client must create a Purchase Order (PO) and then forward the attached completed template to: customquotes@whistl.co.uk

* Please note when creating a Purchase Order (PO) on Account NI ensure the PO is no more than 32 characters per line, max 4 lines and postcode is on the last line.  If this is not complete then the order will fail*

When ordering pre -printed envelopes, users should complete the pre-printed address template with the return address (best practice would be to have a PO box or to use your address with no reference to your business or department.) 

The address should be checked before order placed with Whistl (the return address should include no more than 32 characters per line, max 4 lines and postcode must be on the last line.) The department would be liable for the costs from this point, unless a printer error occurs. 

The respective codes for pre-printed envelopes are detailed in the attached spreadsheet:

When forwarding the template please ensure that you quote the relevant PO order number. 

Whistl will acknowledge receipt of your order. The delivery timeframe for the envelopes is 6 to 8 working days.



[bookmark: five]2.    Envelope rates
The rates for envelopes are included in the Contract rate card – please refer to section 5 RATE CARD in the User Protocol for further information.

This contract is managed by: 
Collaboration FM & Postal
Construction & Procurement Delivery
Supplies and Services Division
303 Airport Road West
BELFAST
BT3 9ED

Collaboration.CPD@finance-ni.gov.uk 
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Glossary of Terms



		‘Down Stream Access (DSA)’ 



		a mail item that has been collected and distributed by a supplier, but is handed over to Royal Mail mail centres for final processing onto local delivery offices and final mile delivery. 





		‘Hybrid Mail Solution’ 

		mail that is delivered using a combination of electronic and physical delivery.  Involves digital data being transformed into physical letter items at distributed print centres located as close as possible to the final delivery addresses. 





		‘Mail Items’ 



		a letter, large letter or a packet. 



		‘Mailing Profile’ 

		the agreed parameters of mailing items to be collected and conveyed under this agreement as agreed by the Authority and/or Contracting Bodies and the Supplier.





		RoHS Regulations’ 

		he Restriction on Hazardous Substances Directive 2011/65/EU, as implemented by the Restriction of the Use of Certain Hazardous Substances in Electrical and Electronic Equipment Regulations 2012 (SI 2012 no 3032).





		‘Secure Mail’ 

		an item of mail that requires proof of delivery, a signature on delivery or has a value attached which requires it to be covered by a level of compensation for loss/damage. 





		‘Service Desk’ 

		a facility used by the Supplier to manage all Buyer contact through a variety of media such as telephone, fax, letter, e-mail and online live chat. One of the primary functions of the service desk is to answer technical questions from the Buyer and assist them using their equipment, service or software. 





		‘Sorted Mail’ 

		mail which has undergone a level of sortation. This could be sortation which separates the class of mail or alternatively the size of the item. Sortation could also include to postcode. 





		‘Unaddressed Mail Items’ 

		item of mail which does not bear an address. Unaddressed items of mail are delivered to all premises and/or households within an agreed radius or area. 





		‘Unsorted Mail’ 

		mail that has not undergone any form of sortation. 





		‘User Guide’ 

		a technical communication document intended to give assistance to people using a particular system, good or service. 





		Final mile

		A term used to describe the delivery of mail from the last Royal Mail mail centre to the doorstep.





		Premium Delivery

		The term used by CPD for the equivalent of 1st Class mail, in line with Royal Mail delivery targets 90% of items delivered next working day. i.e. D + 1 delivery.  

The day of collection (D) from the Buyer’s site will be considered Day 0.  



		Standard Delivery

		The term used by CPD for the equivalent of 2nd Class mail, in line with Royal Mail delivery targets 95% of items delivered within 3 working days.  The day of collection (D) from the Buyer’s site will be considered Day 0 and the Down Stream Access supplier will utilise Access Standard Service D + 3.





		Economy Delivery

		The term used by CPD, providing a 5 day delivery service.  The day of collection (D) from the Buyer’s site will be considered Day 0 and the Down Stream Access supplier will utilise Access Standard Service D + 5.



		Quality Mail



		Quality of mail refers to whether the address is printed or handwritten; printed being higher quality. 



		Machine readable

		Mail that conforms to specific requirements as set by the Supplier, which can be processed through their automated sortation process. e.g. This requires correct font format, address presented in the correct area of the envelope, correct addresses with full postcode.



		Non-machine readable

		Mail that does not conform to the specific requirements as set by the Supplier. Handwritten mail is classed as non-machine readable. However, even if an address is printed it may not be machine readable, e.g. if it’s not of correct font type, incorrect area on envelope or line of address / postcode is missing. 



		

Printed Postage Impression (PPI)

		

A pre-printed alternative to the traditional postage stamp or franking to indicate that postage has been (or will be) paid. 



































[bookmark: _Toc218002226]1.0	Introduction & Background

1.1	Construction and Procurement Delivery (CPD) seek to establish a Contract for the Provision of Postal Services on behalf of the Participating Bodies listed (hereafter referred to as the Buyer) at locations throughout Northern Ireland. Details of the individual premises are provided within Annex 1 - Buyer Building List. The Supplier will be responsible for managing and delivering the specified services at the different premises in a flexible and responsive way.

	

This contract will be awarded to a single Supplier who will be required to provide the services detailed in the contract to those participating bodies listed at Annex 3 – List of Participating Bodies. 



1.2	Through Service delivery, the Supplier will be required to;

· Implement a sustainable structure that encourages continued value for money, efficiencies, continuous improvement and innovations.

· Deliver a strategic partnership approach to the effective and efficient management of postal services across the Buyer’s estate.

· Foster and maintain a genuine spirit of partnership between the Supplier and the Buyer through the delivery of a high-quality, efficient Service, a proactive approach to issue resolution, and a firm commitment to effective dispute management.

· Regularly benchmark services to incorporate industry best practice and identify the most cost-effective means including reviews of the quality of mail for optimum pricing and reporting recommendations.

· Meet all legislative obligations in relation to the provision of the services.

· Maintain a robust programme of contract monitoring to ensure effective delivery of Services; and 

· Integrate environmental considerations and delivery on social considerations through the performance of the Contract. 







0. The key operational objectives and tasks of the Supplier in relation to the provision of the specified services are: -



· Deliver a consistent quality service to all Participating Bodies, meeting the Specification Schedule and the contracts Key Performance Indicators (KPIs);

· Ensure that the services are operated in an efficient and cost effective manner with regard to their business activity;

· Report to and liaise with the Buyer’s Representatives (and professional advisors) to compile and implement strategic policy for operating the Services in an efficient and cost effective manner;

· The Supplier shall ensure that it complies with the regulatory requirements and conditions imposed by the Regulator.  Further details can be found via the link https://www.ofcom.org.uk/post

· Offer continual advice and proposals to the Buyer on methods of introducing additional value for money and innovation into the delivery of the Services; and

· Ensure high levels of customer satisfaction.



1.4	The initial period of the contract will be for three (3) years.  Options to extend for two (2) further individual periods of 24 months shall be included subject to satisfactory performance.

Pricing shall be fixed for the initial contract period.  

The Buyer will only consider a price review during the initial contract period in line the Royal Mail Universal Service Obligation (USO) Tariff Review details below, 

· We acknowledge and accept that the Universal Service Obligation is a statutory requirement which can only be amended with the consent of the UK Parliament.  In order to retain the principles of the USO provisions, the Buyer accepts that the Price Control Agreement (USO Price Tariff Review) exists within the postal service market to protect the USO and that the Price Control Agreement (USO Price Tariff Review) is monitored and regulated by The Office of Communications (Ofcom).



· Prices for Goods and/or Services which fall under the USO provisions are reviewed, monitored and controlled by The Ofcom.  The Customer accepts that the USO provisions will impact upon the USO Goods and/or Services provided by USO holder under this Contract.  The Authority also accepts that the Price Control Agreement (USO Price Tariff Review) may impact on suppliers offering Down Stream Access (DSA), where these suppliers hold a valid Postal Services Licence.



· All Goods and/or Services which fall outside of the USO provision are deemed to be within the control of the Supplier and will be subject to the terms and conditions as set out in this Contract.



· Where the Supplier seeks an increase in pricing for items falling within the USO provision, the Supplier shall provide Constructions and Procurement Delivery with not less than thirty (30) days’ written notice. Such notice must specify the items affected, the proposed revised pricing, and the rationale for the increase as provided by Royal Mail.



· Any increase shall apply solely to the Royal Mail element of the item pricing. The Supplier’s element of the item pricing shall remain fixed for the initial contract period. Thereafter, any adjustment to Supplier pricing shall be made strictly in accordance with the procedures set out in ID 5831752 – Mid-Tier Schedule 3 – Charges.









1.5	The Northern Ireland Civil Service (NICS) is currently structured as 9 Departments.  Further information is available at the following link.



 	https://www.nidirect.gov.uk/articles/changes-government-departments



1.6	There is an ongoing review on the current use of the government estate and a commitment under the Asset Management Strategy to achieving savings through efficient use of assets. 



1.7	As such the Supplier shall be required to be flexible in the delivery of the services during the contract period. This will include allowing Buyers to make adjustments to services or the number of buildings as operational requirements change. The Buyer is entitled to add or delete Services or buildings from the contract, as operational requirements change.  Where possible the Buyer will provide one month’s written notice to the Supplier in doing so.  As such, the Buyer offers no guarantee that the value or volumes within the contract will remain unchanged throughout the contract period.  Any additions / reductions will be in line with the Supplier’s commercial offer submitted at the point of tender. 



1.8	All changes to the contract shall be the subject of a contract variation in line with clause 28 of the Mid-Tier Core Terms and Mid-Tier Schedule 21.  



1.9	Historical total item volumes have been provided for both 23/24 and 24/25 please see summary table below further detail can be found in Annex 2. 



		Year

		Total Number of mail items



		1 April 2023 – 31 March 2024

		6,902,192



		1 April 2024 – 31 March 2025

		7,254,496







The profile shows volumes recorded for all mail items including international requirements and bulk mail. The volumes detailed are intended to provide an indication of potential mail volumes, from all sites and locations as listed in Annex 1.  Exact figures cannot be guaranteed and as such may vary throughout the lifetime of the contract. Suppliers should note that volumes will vary depending upon the collection point.



1.10	Buyers reserve the right to reduce or remove volumes throughout the contract period in order to implement alternative mail solutions such as hybrid mail. 



1.11 	Within the Buyer Estate there are some sites which have low volumes. As this is a collaborative contract the Supplier is required to ensure a full service is provided to all Buyers listed including those identified as low volume sites.



[bookmark: _Toc218002227]2.0	Governance Arrangements

2.1	The Buyer will nominate a Representative for each location to whom the Supplier shall be responsible. The Buyer’s Representative may also nominate a deputy who can act in his/her absence.



2.2 	Whilst retaining overall strategic control, the Buyer shall delegate the day-today management and delivery of the Services to the Supplier. The Supplier shall manage the Services in support of the Buyer’s business aims and objectives. 



2.3 	The Supplier will be advised and directed by the Buyer’s Representative from whom the Supplier must seek guidance and direction as and when required; the Supplier is to observe and put in force such advice, guidance and directives.



2.4	The Supplier shall have full responsibility for the delivery of all Services whether by directly employed personnel or sub-contracted personnel and is fully liable should any theft, fraud or other malpractices result from the actions of the Supplier’s staff or sub-contractor’s staff. 



[bookmark: _Toc218002228]3.0	Purpose of the specification 

3.1 	The aim of this Specification is to state the minimum level of performance for the delivery of the Services and it should be read in conjunction with the other component elements of the tender documentation and supporting annexes.



3.2	The Supplier shall actively demonstrate innovative ways of delivering the Services and eliminating inefficiencies throughout the term of the Contract including new ways of working.  This shall include a continuous review of service delivery methods to eliminate inefficiencies (including improving the quality of mail), introduce innovation through the use of industry best practice, identify and realise cost savings and improve value for money.  This shall be achieved at no detriment to the quality of the Services delivered.  



3.3	In the spirit of continuous improvement, the Supplier shall carry out a strategic review of resources to improve the efficiency of operation. The Supplier shall provide an annual Continuous Improvement Plan to each Buyer to realise savings. The format of the plan and detail required must be agreed with the Buyer Department at the initiation meeting following award however it would be expected to include:-

· Review of the current position;

· Identification of improvement initiatives including timeframes, risks, opportunities and resources required for initiating;

· Define continuous improvement principles and how these will be incorporated;

· Continuous Improvement Tasks;

· Communication plan for ensuring objectives are met;

· Monitoring plan progress; and

· Evaluation



3.4	The Supplier shall demonstrate, throughout the term of the Contract that the performance standards with which they are required to comply are reflected throughout the supply chain with all sub-contractors, suppliers and consultants. A list of Key Performance Indicators (KPIs) has been provided in the Mid-Tier Schedule 10 Performance Levels.



[bookmark: _Toc218002229]4.0	Implementation of Operations

4.1	Given that services under this contract are business critical services to the delivery of the Buyers business objectives an effective and efficient implementation is a key priority. The Supplier will be required to ensure that a robust and tailored implementation plan is in place to ensure the smooth transition of services for each Buyer. The Supplier will be required to ensure that Buyers are onboarded to the contract within the timeframes stipulated. The Supplier shall comply with the implementation plan submitted within their tender submission.



4.2	At implementation the Supplier must ensure that operational activities are managed effectively.  The Supplier must provide support and guidance to Buyers throughout the implementation phases and during the contract term. 

The Supplier shall source and provide pre-printed envelopes to each Buyer listed on the contract.  

The purchase of new envelopes to include the Suppliers indicia and return address as required will be at the Buyer's expense.  

The Supplier shall communicate directly with the departmental contact in relation to the supply and printing of envelopes.  All printing costs must be included in the tendered rates as specified in the ‘Pre-Printed Envelopes’ tab of the pricing schedule.



4.3	The contract commencement date for all Buyers is the 1st of August 2026.



4.4	Within 5 working days of award of contract the Supplier will be required to contact the Buyer Representatives for all business areas to have an initiation meeting to agree and activate their previously submitted implementation plan which details key milestones, resource allocation and timeframes for the services to be established.



4.5	The implementation plan must be agreed within 5 working days of the initiation meeting taking place and will include as a minimum but is not limited to:-

· Site specific postal requirements including, delivery and collection times and specific security considerations;

· Risk assessments for sites and mitigating measures required. A copy of the risk register must be provided to the Buyer representative one month after contract commencement.  The risk register must cover risk for each premises and contained site specific contingencies to ensure delivery of service in event of staff absence, etc.  This register must be updated on a quarterly basis or when new information comes to light.

· Any revisions to the current risk assessment register must be agreed with the Buyer’s representative within 30 days from the Contract commencement date;

· Agree frequency and method of communication through implementation stage with Business representatives;

· Detail key dates, milestones, resource allocation and timescales;

· User Guides and training for online portal;

· Consumables required for the site(s) which are to be provided free of charge;

· Handling of Buyer’s existing stock of pre-printed envelopes if applicable  

· Business continuity plan;

· Confirm Key Performance Indicators (KPIs); and

· Process for managing an addition or deletion of a site 



4.6	During the implementation of services to Buyers the Supplier shall provide the other Buyers with any key findings of the implementation, identification of any operational issues and recommendations and lessons learnt which would be beneficial to note.



4.7	The Supplier must establish a communication process with the Buyer’s Representatives. The Buyer’s representatives (Departmental representatives) will require a weekly update with the Supplier during the period of implementation (i.e. between agreement of the implementation plan and Commencement Date of Contract), to discuss progress against the Implementation Plan and ensure service delivery on commencement of the contract.  



4.8	During the implementation stage the Supplier shall make contact with the current Supplier and the Buyer to arrange the transfer of services to ensure the smooth transition of services from the agreed commencement date of services.



[bookmark: _Toc218002230]5.0	Service Requirements

5.1	The Buyer requirement for postal services includes:-

· Daily collection and delivery of premium, standard and economy mail (sorted and unsorted) from all the sites listed in Annex 1 Buyer Building List; and

· Daily collection and delivery of International Mail (sorted and unsorted) from all the sites listed in Annex 1 Buyer Building List. 

· Collection and delivery of bulk mail (sorted and unsorted), unaddressed mail, secured mail and undelivered mail from sites currently listed in Annex 1 Buyer Building List.  

· Collection, delivery and tracking of mail items to be delivered the next working day and items to be delivered within 2 working days.



5.2	The primary requirement under this Contract is the provision of downstream access (“DSA”) postal services.

Where operationally required, the Supplier shall also be able to provide Royal Mail retail postal services, including services that are not available via downstream access.

Royal Mail retail services may include, by way of example:

· Retail tariff mailings e.g. RM Premium 1-2 day, RM Secure Tracked, RM Recorded Premium or Standard, RM International Tracked.

· Services falling outside the scope of downstream access

· Contingency, resilience or exception-handling mail services

The Supplier shall work collaboratively with the Buyer, where required, to develop, agree and implement appropriate processes to support the use of Royal Mail retail services. This may include, as appropriate, processes for ordering, approval, despatch, invoicing, reporting and management information.

Charges for Royal Mail retail services shall be based on Royal Mail’s prevailing published retail tariffs at the time of use, less any discounts offered by the Supplier. Charges shall be transparently itemised and clearly identifiable from downstream access charges.

The Buyer does not guarantee any minimum volumes of Royal Mail retail services under this Contract. Any such services are expected to represent a minority proportion of the overall postal requirement.



5.3	The Contracting Authority reserves the right to add or remove sites without invalidating the contract. The Supplier shall be required to collect mail items from the buildings detailed within Annex 1 Buyer Building List, and if required sort and make deliveries to any postal address within the UK including Scotland, Highlands, Islands and Internationally if required. 



5.4	Day to Day Mail Requirement

The Supplier shall provide the Buyer with a range of delivery options as a minimum these shall include:-

· Premium delivery – next day (it is recognised that if mail is being sent to UK mainland this timeframe could be extended by up to 1 day);

· Standard delivery – 3 days; and

· Economy Delivery – 5 days; and

· Proof of Delivery/tracked mail

· Next Day Delivery

· Ad hoc Services

Note for the above timeframes the day of collection from the Buyer’s site will be considered day 0.



5.5	The Buyers mailing requirements shall include but not be limited to: 

· Pre-sorted, unsorted, planned or on an ad-hoc basis. Where an ad-hoc requirement has been identified, the Buyer will provide 1-2 days written notice;

· Be of typed address face or hand-written with varying degree of mail quality; and

· a mixture of envelope sizes including but not limited to :-. DL, C5 and C4 etc.



5.6	Bulk Mail Requirement

The Supplier shall provide the following services as standard for the Buyer’s Bulk mail requirements:

· Planned, pre - sorted bulk mailings of 1000 items or more, per collection;

· Planned, un-sorted bulk mailings of 1000 items or more, per collection; 

· Ad-hoc pre-sorted, bulk mailings of 1000 items or more, per collection; and

· Ad-hoc unsorted, bulk mail items of 1000 items or more, per collection. 



The Electoral Office for Northern Ireland (EONI) is currently reviewing its requirements regarding the delivery of poll cards. The Buyer reserves the right to incorporate this requirement into the contract at any point during its term.



The Supplier must ensure that all bulk mail is stored securely until the release date that has been agreed with the Buyer, no items are to be released early. 





5.7		Mail Items 

For the purpose of this tender mail items are deemed to be items that conform to the following dimensions:



		

		Max Weight

		Max Length

		Max Width

		Max Thickness



		Letter

		100g

		240mm

		165mm

		5mm



		Large Letter

		750g

		353mm

		250mm

		25mm



		Packet/Small Parcel

		2kg

		450mm

		350mm

		80m









	





5.8	For the avoidance of doubt, any items over 2kgs will be deemed as a parcel and will be outside the scope of this requirement. 



5.9	International Services Requirement

Business areas have also described a requirement for international services including mail items to the Republic of Ireland, the European Union and the Rest of the World. Historical volumes indicate that the Buyers requirement for international mail represents less than 1.5% of the overall volumes collated for that period of time. 

The Pricing Schedule provides a breakdown of the potential volumes associated with International Mail. 

Note the volumes are only intended to provide an indication there is no guarantee of volumes which may fluctuate depending on business activity. 



5.10	International Services will cover collection from the sites listed in Annex 1 Buyer Building List with onward delivery to countries within the Republic of Ireland (RoI), European Union (EU), and Rest of the World (ROW) destinations.



5.11	Delivery Timescales 



The Supplier shall provide the Buyer with a range of delivery options as specified below, to service the various International Mailing services as a minimum these should be:

· EU Destinations within 3 working days; and

· ROW within 7 working days



5.12 	For the avoidance of doubt, any item considered to contain restricted/hazardous contents will be deemed as a courier piece and will be not within the scope of this contract. 

5.13 	The Supplier shall provide a mail solution or service to fulfil the following Buyer International mailing requirements: 

Standard International Mailings: 

· Mailings may be pre-sorted, unsorted, planned or on an ad-hoc basis. Mailings could be of typed address face or hand-written. 

· Mailings could be a mixture of envelope sizes i.e. DL, C5 and C4.

 

	Sorted and unsorted International mail items.

· The Buyer may sort their outgoing mail into delivery locations prior to hand over of the Mail Items however this cannot be guaranteed.  The Buyer will work with the Supplier regarding continuous improvement of mail presentation. 



Secured International mail items (Buyer receipted mail) 

· The Authority requires a delivery service where the Supplier can evidence the delivery of such items. This ‘premium’ service may be used where a Buyer requires an item to be delivered at a specified time or within a specified time window or: 

· Where the Buyer requires the item to be tracked through the mailing network; or 

· Where the Buyer requires confirmation or proof of delivery (POD)

· The Buyer shall determine the type of proof of delivery that is required to fulfil a specific requirement. This could include, but not be limited to: 

· Delivery, no signature required. 

· Delivery with signature required. 



5.14	Collections

	In general for the requirement in its entirety collections are required to be carried out once daily, however there may be occasions when the Buyer will request more than one collection, or a different time for collection. The Supplier will be provided with 1-2 days written notice when these occasions occur. 



5.15	The collection of all Mail Items from Buyer’s premises shall be made on a free of charge basis and at the agreed times. The Supplier accepts that on occasions, the Buyer may request an urgent, un-scheduled collection. The Buyer acknowledges that such collections may attract a fee; however the Buyer expects the Supplier to make every effort to keep such a charge to an absolute minimum. Where opportunities allow the Supplier will be provided with 1 days’ notice of such a requirement. The Supplier will be expected to provide flexibility. 



5.16	There may be occasions when normal pick-up times from Buyer’s sites will have to be changed at short notice. Such occasions are anticipated to be few in number, but a degree of flexibility will be required to be facilitated by the Supplier. Where opportunities allow the Supplier will be provided with 1 days’ notice of such a requirement. The Supplier will be expected to provide flexibility.



5.17	Sortation

	Buyers may or may not be able to sort their outgoing mail into “delivery locations” prior to hand over of the Mail Items. Where Buyers have undertaken this task the Mail Items shall be defined as Sorted Mail and where they have not been able to, the Mail Items will be defined as Unsorted Mail. The Supplier will be required to work in conjunction with Buyers to advise on the level of sortation required and ensure that appropriate training and operating procedures are in place to allow all mail to be sorted to the required level to ensure efficiency and the optimum price points are achieved. 



5.18	Secure Mail 

	The Supplier shall provide a secure mail item service to provide the Buyer with evidence that the item has been delivered successfully. This service may be used where a Buyer requires;

· an item to be delivered at a specified time or within a specified time window or;

· Where the Buyer requires the item to be tracked through the mailing network; or 

· Where the Buyer requires confirmation or proof of delivery (POD)

· Items to be delivered the next working day and items to be delivered within 2 working days.



5.19	The Buyer shall determine the type of proof of delivery that is required to fulfil a specific requirement. This may include, but is not limited to: 

· Delivery, no signature required; and

· Delivery with signature required. 



5.20	Mail Security 

The Supplier shall ensure the physical security of all Mail Items collected from each Buyer from time of collection to time of delivery to the customer address or, in the case of Down Stream Access (DSA), to the Royal Mail access point. Suppliers should note that there will be occasions when the delivery of bulk mail may need to be held at the point of production securely until a date and time specified by the Buyers. This is anticipated to be few in number but a degree of flexibility is required by the Supplier. 



5.21	The Supplier shall have reasonable rights of access to open mailing bags and inspect Mailing Items (but not their contents) in order to verify compliance with the requirements of the service. Envelopes shall remain unopened. 



5.22	The Supplier shall have a robust process for dealing with Mail Items which have not been delivered successfully (i.e. ‘Gone Away Items’ or incorrectly addressed items). The Supplier must work with the Buyer’s business areas to ensure that this process is fully understood and that any requirements for business areas to meet certain standards are met e.g. the use of return addresses on mail items as best practice.



5.23	Where the above services are required the Buyer expects the Supplier to work in conjunction with Buyer and Business Areas to ensure that this is implemented within an agreed timeframe with minimal impact on day to day business operations. 

5.24	The Supplier shall provide Buyers with the use of the property and materials necessary for the Supplier to undertake the service obligations in the most efficient and cost effective manner. Such property and materials may include as a minimum: 

· The necessary software (including installation, training and de-commissioning) to enable the Buyer to interface directly with suitable approved software or equivalent. The software browser must comply with His Majesty's Government (HMG) Information Security Standards and be available for Buyer Users free of charge. There shall be no charge to the Buyer for the use of the software i.e. no licence fee etc;

· Printer consumables;

· Labels and or rubber hand stamps;

· Mail bags/trays;

· Bag ties;

· Manifest templates;

· Mail cages; and

· Weighing Scales if required



The consumables detailed above will be provided to the Buyer at no additional cost. 



5.25	The Supplier will be required prior to implementation of services to schedule and provide free of charge training to the Buyers postal team for each premises. Such training will include but not limited to the new operating procedures at the Buyers premises, identification of appropriate personnel for training requirements, mail presentation including preparation training and user guides. All material required for the training must be accessible electronically however if required hard copies must be supplied free of charge.  Further training may be required during the contract period, for the avoidance of doubt this shall be provided free of charge.



5.26	The Supplier shall develop with Buyers a tailored User Guide for the Contract. User Guides shall provide detailed instructions pertaining to the operation of the Service(s) and may include, but shall not be limited to, any or all of the following subject areas: 

· Overview of the organisation and of the services provided;

· Each User Guide shall include a glossary of terms;

· Key Account Manager and Key Account Team Contact details;

· Guidance on correct use of services available;

· Guidance on correct use of consumables;

· Helpdesk and or local depot contact numbers;

· Mail Addressing standards;

· The Supplier’s mail indicia;

· Down Stream Access requirements (where applicable); 

· Mail piece accreditation and process for mail discounts; 

· Mail preparation, sortation and presentation requirements;

· Process for return addresses and undeliverable mail; 

· Customer obligations; 

· Incident escalation procedures and procedures for complaints handling;

· User Guides shall be provided on a free of charge basis and shall be produced electronically in an MS readable format; and

· User Guides shall be reviewed and updated as appropriate by the Supplier to reflect any changes in routine operational practice. Any changes must be agreed in advance and in writing with the Buyer. 



[bookmark: _Toc218002231]6.0	Continuous Improvement / Service improvement 

6.1	Analysis of the mail profile across the Buyer’s estate shows that the level of mail quality has improved over the last number of years.  As mail quality and continuous improvement are key objectives of this contract the Supplier will be required to work in partnership with Buyers to benchmark services and provide the Buyer with recommendations on their solutions for improving services and ensuring that the optimum price point available can be achieved. The Supplier will be required to engage with Buyers to inform and educate them on how quality improvements in mail results in optimum price points being achieved.  

In order to maximise the use of recycled materials and as such aim to restrict unnecessary non-sustainable alternatives and as envelopes are a major contributor to paper usage, there may be a requirement to review the use of non-recycled materials which will be discussed during the life of the contract.



6. 2	The Supplier will be required to review Buyers’ mail requirements and identify areas where efficiencies can be made. The Buyer will review these proposals and work in partnership with the Supplier to agree and progress if required. The Supplier shall be required to work with Buyer in partnership to achieve process efficiencies and savings and to:

· review, advise and change if necessary the Buyer’s document templates;

· cleanse the Buyer’s databases whilst adhering to Departmental Policies on Information Management to ensure the databases addresses meet machine readable criteria;

· Identify the level of handwritten mail per business site and identify solutions to reduce the volumes of handwritten mail items e.g. by encouraging and educating staff within Departments and Agencies to produce mail with type-faced addresses;

· seek to standardise, where possible, the use of ‘Letter’ sized mail items (i.e. DL and C5), thus removing the volume of Large Letters and Packets;

· ensure training for staff on new procedures required, regularly updated and adapt to meet users needs;  

· provide quarterly update reports to Buyers on the progress.

· Throughout the lifetime of the contract the Supplier will be required to optimise the Buyer’s internal collection and delivery routes, for example identifying efficiencies, and exploring the scope to consolidate mail volumes (e.g. low mail volume sites) to achieve higher volume discounts; and

· Following award of contract and the establishment of the first phase of service implementation the Supplier will be required to provide a report tailored for these business areas detailing recommendations to drive through process improvements, and efficiencies. 



6.3	The Supplier shall lead, free of charge, in benchmarking the Services annually for the duration of the Contract in order to compare the charges offered and quality of service received against comparable quantities of comparable services provided in the UK by the Supplier to any public/private sector organisation. This benchmarking must be provided in report format along with relevant data including statistical information and supporting written summary of the findings. 

6.4	Operational Checks and Audits

The Supplier shall carry out such operational checks and audits as are required to ensure the most cost effective and efficient provision of the services. The frequency of such checks and audits to be agreed with Buyers dependent on the service provided.



6.5	Service Enhancements 

	The Supplier will work with Buyers to provide a solution to ensure value for money is achieved. The Supplier will be required to provide a quarterly report to Buyers which addresses but is not limited to the following key areas:-



· Cost Savings – The Supplier will be expected to demonstrate an approach that is able to deliver significant cost savings to the Buyer in the elimination of unnecessary or duplicated effort and by assisting in keeping all administration costs to a minimum, consistent with providing service excellence and assuring quality. The Supplier must review and identify any areas through which efficiencies could be made, e.g. the amalgamation of low volume postal sites to drive efficiency and ensure volumes thresholds are achieved to obtain optimum pricing discounts;



· Service Improvements – The Supplier will be required to demonstrate an approach that is able to deliver service improvements. The Supplier will be required to provide an annual continuous improvement plan. The Supplier will be required to implement an innovative approach to service improvement and ensure that services are regularly reviewed to identify innovative solutions and continuous improvements throughout the life of the contract. The focus should be as a minimum but not limited to efficiency savings identified and trends highlighted within management information; and



· Quality Improvements – The Supplier is required to demonstrate a robust and tailored approach that is able to monitor and improve the quality of mail using continuous improvement methods to ensure that the optimum price point can be achieved. Value added principles must be demonstrated and addressed through service improvement plans.



6.6	Third Party Sub-Contracting – Down Stream Access (DSA) 

	The Buyer accepts that Down Stream Access (DSA) may be a solution offered by Suppliers. Where this is the case, the Supplier should be in possession of an access agreement with Royal Mail and at any time be able to provide the Buyer with evidence of this agreement. 

The Supplier shall convey and deliver to the relevant Royal Mail access point all mailing items collected by Supplier from the Buyer. 



Where required and where the Supplier is in possession of an access agreement with Royal Mail in order to provide Collection and Delivery services the Supplier shall:

1. convey and deliver to the relevant Royal Mail access point all Mailing Items collected by Supplier from the Buyers and accepted by the Supplier in accordance with an agreed Mailing Profile and the terms of this Contract;

1. provide the Buyer with an online and /or telephone facility to enable the tracking of Mailings at individual bag/tray level, from time of collection from the Buyer to the point of delivery to the relevant Royal Mail access point. A telephone helpdesk shall be made available by the Supplier to the Buyers, so that queries in relation to the delivery of Secure Mail items can be raised and escalated. Such facilities shall be provided to the Buyer on a free of charge basis;

1. provide a track and trace facility at individual bag/tray level to ensure that the location of a Mail Item can be identified at any appropriate point in the mail pipeline.

1. undertake the service at (e) in line with the Performance Targets as set out in this document.

1. Undertake a proactive approach with Royal Mail to resolving any complaints or issues that arise.



6.7	Key Account Manager and Key Account Team



6.8	On award the Supplier shall appoint a Key Account Manager and Key Account Team for the contract period that will be point of contact and escalation point for all contractual issues. The Key Account Manager and Key Account Team should be included in a full organisation chart showing the escalation contact points.



6.9	The Key Account Manager will be directly responsible for the day-to-day operations of the contract. The Key Account Team will provide operational support under the Key Account Manager’s direction to ensure the smooth implementation and service delivery for the duration of the contract period. 



6.10	Account Management must include as a minimum but is not limited to:

1. Sales and marketing;

1. Contract management and governance, including a complaints escalation procedure;

1.  Implementation activity, planning and technical assistance;

1.  Training and Training Guides/User Guides; 

1. Provision of Management Information;

1. Sharing and implementing of Industry Best Practice; 

1. Opportunities for innovation and how to implement within this contract;

1. Monthly invoices, broken down by cost centre, business area etc. where requested by the Buyer; and

1. Regular review meetings agreed with the Buyer representatives to discuss performance;

6.11	The Supplier shall have a complaints procedure in place to effectively manage and resolve issues on a day-to-day basis and an escalation process where issues cannot be resolved. A process chart should be provided to Buyer Representatives outlining the process should there be a complaint or issue identified. 



6.12	The Supplier shall provide a Helpdesk facility to deal with service request and offer a responsive service to deal with telephone enquiries where other means of resolving queries have failed. Core hours will be agreed between the Supplier and business areas but will typically be 09:00 hrs to 17:00 hrs Monday to Friday.



The Supplier shall provide the following support to the Buyer: 

· log support calls with a help desk by email, by phone or customer service portal. 

· receive telephone support for all services; and

· receive remote support via the network where this is specifically authorised and facilitated by the Buyer. 





6.13	Contract Management 

	Whilst retaining overall strategic control, the Buyer shall delegate the day-to-day management and delivery of the Services to the Supplier.   The Supplier shall manage the Services including any sub-contractors in support of the Buyer’s business aims and objectives. Further information on the contract management arrangements for the contract is included within ID 5831752 – Mid-Tier Schedule 13 Contract Management.
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7.1	The Supplier shall perform regular internal audits to check for duplicate charges and / or payments and provide the Buyer with a report of all items identified on a quarterly basis, arranging appropriate refunds to the Buyer as required.



[bookmark: _Toc218002233]8.0	International Quality Standards

8.1	The Supplier must ensure that they maintain current and valid ISO 9001 and ISO 27001 accreditation or an equivalent quality and security accreditation programme which must be capable of self and third-party audit. 



[bookmark: _Toc218002234]9.0	Management Information 

9.1	Management Information is required to accompany all monthly invoices in the form of a monthly report to Buyers and will be measured as a Key Performance Indicator (KPI). The Buyer will agree with the Supplier when the monthly report is to be completed by. The monthly reports shall include but shall not be limited to the following content:

· Performance against the Service Levels detailed in Mid-Tier Schedule 10 Performance Levels including where appropriate to the Supplier’s performance, information on mailing delivery failures by postcode area and/or postcode district; 

· Percentage of machine readable mail produced by the Buyer each month and recommendations for improving this;

· Breakdown of mail transaction activity by day per Buyer Breakdown of daily committed expenditure by the Buyer by the Buyer cost centre;

· Volumes of post across each classification and quality (show separate figures for machinable and non-machinable post);

· Complaints, issues and risks; including proposed remedial actions or actions taken. 

· Reports shall be submitted to the Buyer by the Supplier on the agreed date, covering the previous month’s activities. 

· The Supplier shall provide reports electronically in either MS Excel or PDF format as agreed with the Buyer. Where appropriate, the reports shall include statistical data (including visual representation of the statistics where relevant). The reports must include a written summary report explaining the findings of the data and include recommendations for continuous improvement. 

· The parties may agree additional reporting requirements from time to time in accordance with the Variation process. 

· Volume of mail that meets the required standard for OCR/machine readability and resulted in the optimum price point being achieved;

· Volume of mail that was deemed machine sortable, but failed OCR tests and impacted on the price point achieved;

· Volume of mail that was classified as premium class;

· Volume of mail that is classified as non-machinable which will allow analysis and opportunities to inform, train and implement users on the quality standards required in relation to addressing to improve efficiency and price; and

· Volume of mail in large letter format (C5 – over 100g) to identify whether further training is required to ensure the correct sized envelope is being used;

· Volume of mail not in pre–printed envelopes.

9.2	Exception Reporting 

	The Supplier shall provide reports of exceptions to the service level targets including but not limited to: 

· Mailing delivery failures; 

· Incident reports; 

· Mails pipeline failure; 

· IT/server failure; and

· Printer failure; 



9.3	Exception reports shall be provided to the Buyer immediately the exception occurs and provided in the format requested. 

9.4	Provision of monthly management information 

	All management information provided must be:-

· On time in line with the agreed Buyer requirement – 100%

· Content Complete – 100%; and

· In required format – 100%
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10.1	The Supplier’s performance will be measured against the Key Performance Indicators throughout the Contract period. The Buyer reserves the right to carry out a verification exercise to ensure performance standards are being met.    A list of Key Performance Indicators (KPIs) has been provided in Mid-Tier Schedule 10 Performance Levels. 

10.2	Where any of the Service Levels are not met, the Supplier shall pay to the Buyer (as an adjustment to charges) the Service Credits detailed in Schedule 10 Performance Levels. The parties specifically acknowledge that such Service Credits are a reasonable adjustment to charges to reflect the reduced Service given and do not in any way form a penalty. Service Credits shall only apply where failure to meet the Service Levels are directly attributable to the Supplier. 





10.3	Service Delivery

	Collections and deliveries must be made in accordance with this specification of requirements. Collection times are to be agreed post award.  Service collection must not vary by more than 30 minutes in total from the times agreed and thereafter specified. The Supplier must inform the Buyer within 1 day if any operational matter impacts on the delivery time frames. 



10.4	On-time Mailing collection 

	Mail is to be collected from the Mailing Location no earlier than the agreed collection time and no later than 30 minutes in total after the agreed collection time for 98% of collections made in the calendar month for each building/site.
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11.1	The Supplier must have a business continuity and disaster recovery plan to ensure uninterrupted delivery of the services. As a minimum the plan must deal with;

· Loss of IT Service provision e.g. tracking facility;

· Provision of adequate resources for a peak in demand for services; 

· Provision of adequate cover of appropriately security cleared staff during planned/unplanned absence;

· Continued access to a vehicle if regular driver is unavailable;

· Vehicle breakdown;

· Continuation in the event of severe weather;

· Business continuity in the event of pandemic illness;

· Business continuity in the event of loss or damage to premises;

· Business continuity in the event of loss or damage to equipment i.e. mail sorting equipment;

· Access to a suitable alternative vehicle to cover periods of planned/unplanned maintenance; and

· the maintenance of the Service in the event of fuel shortages;



[bookmark: _Toc218002237]12.0	 Incident Handling



12.1 	The Supplier must have an incident handling procedure for dealing with any incidents including security breaches. The Supplier is required to ensure the early identification and reporting (within 1 hour) of any loss or damage of mail either in transit or on the premises by email or phone to the relevant Buyer contact. The Supplier will undertake an immediate investigation (including premises and vehicle searches) and must provide feedback in writing on findings, including corrective actions required and trends observed, to the Buyer within 24 hours of the incident being reported by telephone/e-mail. 



12.2	Serious incidents can be categorised as but not limited to:

· Mail items that cannot be traced following despatch; 

· Any tracked item that has been delivered incorrectly; 

· Any items that are found in public places; 

· Any failed collections from the Buyer site; 

· Any items that have been stolen whilst in the Suppliers’ possession; 

· Any breach of security which may affect the security of data supplied by the Buyers to the Supplier; 

· Failure to deliver the required Services; and

· Any failure to deliver mail in mail ready state to any third party (i.e. if applicable, Royal Mail)



This list is indicative only and the Buyer may provide for further categories of serious incidents at contract initiation. 



12.3	The Supplier shall, in the event of a serious incident, provide from within Supplier’s senior management, a single point of contact person within 1 hour of notification of the incident. 



12.4	It shall be the responsibility of the contact person to pursue the investigation and mitigation of the incident to the satisfaction of the Buyer and shall be required to provide progress updates to them and the Buyer on request.



12.5	In addition to the above notification requirements, the Supplier shall have in place an effective and efficient incident handling procedure for dealing with security breaches in the provision of Service(s) to the Buyer and these shall be agreed by the Buyer and Supplier in advance. As a minimum it must include but not be limited to: 



· Early identification of any loss of data;

· Early notification to the Buyer of any security breaches; 

· Set procedures in place to conduct thorough premises searches;

· Ability to provide immediate feedback on investigations to Buyer contacts that may be requested at any time from the notification; 

· Report any possible impact that the incident may have on the services, including delivery timescales, provided to the Buyer;

· Internal escalation procedures in place to notify senior contract managers and security managers; 

· Ability within workforce planning to provide on-site management and assistance to ascertain the causes of the security breach and implement any immediate remedial actions in mitigation; 

· Final reporting writing procedures in agreement with the Buyer; 

· Full co-operation with any requests for written reports and information pertaining to security incidents; and

· Feedback in writing on findings, including corrective actions required and trends observed, to the Buyer within 24 hours of the incident being reported by telephone/e-mail. 





[bookmark: _Toc218002238]13.0	Staff and Vehicles

13.1	 The Supplier shall be responsible for the conduct of all employees and sub-contractor’s employees. This includes, but is not limited to, the acts or omissions of any employee sub-contractor.



13.2   The Supplier must ensure that all employees and sub-contractors are at all times licensed to drive the class of vehicle used in the transport operations.



13.3	It is the responsibility of the Supplier to ensure that employees and sub-contractor’s employees wear a photographic identity card that must include: 

1. Company’s name and address

1. Company logo

1. Employee’s Photograph

1. Name

1. Signature

1. Contact telephone number for verification



13.4	 The Supplier shall ensure that all vehicles operated in execution of the services under the Contract are suitably identifiable whilst on the Buyer’s premises.



13.5    Security Clearances

	The level of security vetting required is detailed in the Buyer Building List and ID 5831752 – Mid-Tier Schedule 16. 
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Several sustainability aspects will be incorporated into the Contract in terms of: - 

1.      Economic;

2.      Environmental; and

3.      Social Value.



14.1	Economic

	Suppliers are encouraged to work with small Suppliers (i.e. less than 50      employees); micro-Suppliers (i.e. less than 10 employees) or Social Economic Enterprises throughout their supply chain for this contract when established. Payment to sub-contractors should be made within 30 days of receipt of a valid invoice. 



14.2	Environmental

	The Supplier will develop and maintain a sound proactive environmental approach in the delivery of this Contract, designed to minimise harm to the environment by: 

· conserving fuel, energy, water, wood, paper and other resources

· reducing waste

· phasing out the use of single-use resources, instead re-using (where possible), recycling or using recycled resources

· use the most efficient routes in delivery of the services including route optimisation for low volume sites to ensure efficiencies 

· switching engines off when vehicles are stationery                  

· minimising the release of greenhouse gases, ozone depleting substances, volatile organic compounds and other substances damaging to health and/or the environment.

· maximise the use of fuel efficient vehicles, e.g. LPG. Bio-diesel                         





14.3	Social Value

Social Value requirements are detailed in Annex 4 of this Specification document.



[bookmark: _Toc218002240]15.0 Fair Work

[bookmark: _Hlk149561164]On 5 July 2021 the Northern Ireland Executive approved a revised policy on Scoring Social Value. The policy is set out in Procurement Policy Note 01/21 – Social Value in Procurement.  This policy requires, from the 1 September 2021, the following requirements to be incorporated into all government contracts: 

· compliance with relevant employment, equality and health and safety law and human rights standards; 

· adherence to relevant collective agreements; and 

· adoption of fair work practices for all workers engaged in the delivery of the contract.

There is a growing body of evidence about the importance of fair work practices and their impact on employees, employers and economic performance. Fair work plays a key role in supporting the positive behaviours and attitudes of employees that can lead to improved business performance, innovation and productivity, and can lead to better quality jobs.



Fair work practices should be respected by Suppliers that deliver public contracts, including sub-contractors.  Suppliers should be able to demonstrate that they are good employers who have policies that adopt fair work practices for all workers engaged in delivering the contract.  



The Executive is committed to the delivery of high-quality public services and recognises that this is critically dependent on a workforce that is well rewarded, well-motivated, and has access to appropriate opportunities for training and skills development.

In order to ensure the highest standards of service quality in this contract, we expect the Supplier to take a similarly positive approach to fair work practices. 



15.1 Living Wage



New Decade New Approach (NDNA) commits the Northern Ireland Executive to becoming a Living Wage Employer. The Living Wage is an estimate of the hourly wage that would provide a full-time worker with a reasonable standard of living calculated by the Living Wage Foundation. In line with NDNA, the Supplier must ensure that the Living Wage Foundations rates are applied to staff residing in the UK and, if applicable, their sub-contractors are on no less favourable terms. 



(See Living Wage Foundation | For the real cost of living for further information).

[bookmark: _Toc218002241]16.0	Handover of Services on Contract Expiry

16.1	On the expiry, or earlier determination, of the Contract, the Supplier shall: 



0. Comply with the TUPE requirements as stated at Mid-Tier Schedule 7 Staff Transfer; 

0. Ensure there is no diminution of the Services up to and including the final day of the Contract Period;

0. Ensure that all work is transferred to any new Supplier or Suppliers as smoothly and efficiently as possible;

0. Draw any outstanding work to a close at an appropriate stage as agreed with the Buyer;

0. As requested, provide the Buyer with information pertaining to the services and where applicable hand over appropriate documentation;

0. Return to the Buyer any security passes, access cards, keys equipment etc. owned by the Buyer and used by the Supplier; and

0. Co-operate fully with any incoming Supplier or Suppliers.



































Annex 1 - Buyer Building List



Please see separate document uploaded within eTendersNI CfT documents



Annex 1a – Buyers requiring tracked 24-hour & 48-hour letter, packet and parcel services



Please see separate document uploaded within eTendersNI CfT documents



Annex 2 - Historic Mail Volumes



Please see separate document uploaded within eTendersNI CfT documents











































Annex 3 - List of Participating Bodies



Department of Agriculture, Environment and Rural Affairs (DAERA)

Department for Infrastructure (DfI)

Department for the Economy (DfE)

Department of Education (DE)

Department of Finance (DoF)

Department of Health (DoH)

Department of Justice (DoJ)

Department for Communities (DfC)

The Executive Office (TEO)



The nine Northern Ireland Government Departments, their Arm’s Length Bodies (ALBs) and all associated Non-Departmental Public Bodies (NDPBs) shall be Participating Bodies in this contract. The below list identifies the ALBs and NDPBs at contract commencement but should not be considered exhaustive.

Other Public Bodies by Department

Department of Agriculture, Environment and Rural Affairs (DAERA)

Agri-Food and Biosciences Institute for NI (AFBINI)

Northern Ireland Environment Agency (NIEA)

College of Agriculture, Food and Rural Enterprise (CAFRE) 

Corporate Sponsor Branch  



Department for Infrastructure (DfI)

Driver Vehicle Agency



Department for the Economy (DfE)

Belfast Metropolitan College

Northern Regional College

North West Regional College

South Eastern Regional College

South West College

Southern Regional College

Stranmillis College

Northern Ireland Screen

Invest NI

Office of the Industrial Tribunal and Fair Employment Tribunal (OITFET)

The Consumer Council

Consumer Affairs/Trading Standards

Tourism NI

Labour Relations Agency

Construction Industry Training Board

Health and Safety Executive NI



Department of Education (DE)

Council for the Curriculum, Examinations and Assessment (CCEA)

The Council for Catholic Maintained Schools (CCMS)

Comhairle na Gaelscolaíochta (CnaG)

NI Council for Integrated Education (NICIE)



Department of Justice (DoJ)

Northern Ireland Courts and Tribunals Service

Northern Ireland Police Fund

Northern Ireland Policing Board

Police Rehabilitation and Retraining Trust

Office of the Police Ombudsman

Independent Monitoring Board

Probation Board Northern Ireland

Youth Justice Agency

Legal Services Agency Northern Ireland

Northern Ireland Prison Service

Access NI



Department for Communities (DfC)

Local Government Staff Commission for NI

Commissioner for Older People for NI (COPNI)

NI Museums Council

Charity Commission NI (CCNI)

Northern Ireland Commissioner for Children and Young People (NICCY)

Ulster Supported Employment Limited (USEL)

Sport Northern Ireland

Libraries NI

National Museums NI

The Arts Council of NI

Armagh Observatory and Planetarium (AOP)

Ulster Scots Agency

Foras na Gaeilge



The Executive Office (TEO)

Commissioner for Survivors of Institutional Childhood Abuse (COSICA)

Northern Ireland Judicial Appointments Commission (NIJAC)

Historical Institutional Abuse Redress Board 

Equality Commission for Northern Ireland (ECNI)

Victims and Survivors Service (VSS)



Others

Electoral Office for Northern Ireland

Public Prosecution Service



Centres of Procurement Expertise (CoPEs)

Education Authority

Northern Ireland Housing Executive 

Northern Ireland Water

Translink























































[bookmark: _9.11.1_The_Contractor]

Annex 4 – Social Value



Background



In accordance with the Procurement Policy Note (PPN) 01/21 (Scoring Social Value Policy), the successful Supplier will be required to deliver measurable social value outcomes. 

In support of the PPN 01/21, and in light of the subject matter of the contract, the Contracting Authority has selected theme 1 and 4 as the most relevant social value themes to include in this contract.  



Theme 1 – Increasing secure employment and skills – aims to create employment and training opportunities, contribute to in-work progression and skills development, create opportunities for entrepreneurs and support economic growth.  

The New Decade, New Approach Deal emphasised the importance of access to good jobs, where workers have a voice that provides a level of autonomy, a decent income, security of tenure, satisfying work in the right quantities and decent working conditions. Creating good jobs and protecting workers’ rights impacts upon better health and wellbeing by tackling inequalities, building self-efficacy and combating poverty and also helps employers to attract and retain the talent they need to grow and thrive.



Theme 4 – Promoting wellbeing – aims to improve the health and wellbeing of the contract workforce, tackle employment inequality, contribute to in-work progression and skills development, and improve community integration.  

The Public Health Agency (PHA)[footnoteRef:1] recognises that using the workplace as a setting to promote and support health and wellbeing makes good business sense and has many benefits for both employers and employees which is especially important as workplaces emerge from the COVID-19 pandemic. According to the World Health Organisation, the definition of a healthy workforce is: ‘... one in which workers and managers collaborate to use a continual improvement process to protect and promote the health, safety and wellbeing of all workers and the sustainability of the workplace’.[footnoteRef:2] [1:   The Public Health Agency has developed a resource guide to support employers and employees to access information on improving health and wellbeing at work which can be accessed here]  [2:  healthy_workplaces_model_action.pdf (who.int)] 


[bookmark: _Hlk179977311]To help achieve these objectives and address the strategic aims, it is required that the successful Supplier will deliver measurable social value outcomes.  



In addition to the social value requirements set out below, the Supplier is required to address the social value award criteria AC5 – Social Value as set out in the Instructions to Tender.



1.0 Paid Employment Opportunities  

[bookmark: _Hlk171087617][bookmark: _Hlk171085948][bookmark: _Hlk179977509]1.1 To maximise paid employment opportunities for people who face barriers to employment, a minimum of 40% of new personnel engaged on the contract (be it through the supplier or a sub-contractor) must satisfy one of the descriptions below. 

· a person who is in education or has left education in the last 12 months and is seeking employment; or  

· people who are long-term unemployed[footnoteRef:3] [3:  a person aged under 25 that has been unemployed for more than 26 weeks and is seeking employment; or
a person aged 25 or over that has been unemployed for more than 52 weeks and is seeking employment.] 


· [bookmark: _Hlk159943783]people who are located in deprived areas and are seeking employment

· people who are underrepresented in the contract's workforce, are new to the sector and are seeking employment

· another person who faces barriers to employment and is at risk of social exclusion and is seeking employment, as accepted by the Authority, at the Authority’s discretion 



1.2 Moreover, the Supplier will endeavour to fill 10% of vacancies by people who have a disability and are seeking employment. These beneficiaries may also contribute to the minimum target of 40% which is outlined at 1.1.   





1.3	Support and Training

Each beneficiary must be:

· provided with the opportunity to obtain training and accreditation relevant to the tasks they are expected to perform;

· asked if they would like to receive support with numeracy, literacy and information technology, and those that do must be signposted to sources of training and accreditation for these Essential Skills; and

· supported in undertaking training e.g. through flexible working arrangements, where practicable.

The costs of training and accreditation/registration must be covered by the Supplier either directly or through public or industry sources that they identify.



2.0 Promoting Wellbeing  



The Supplier will deliver initiatives to continuously improve the Health and Wellbeing of the contract workforce, particularly for the groups set out at clause 1.0. These initiatives should be above and beyond the legal and mandatory requirements of the contract.

The Supplier shall develop a staff well-being framework to ensure staff have access to appropriate support and well-being services.



3.0 Positive Action to maximise employment opportunities



All employment vacancies on the contract are to be notified by the Supplier to (www.jobapplyni.com) and one or more organisations registered on the Social Value Unit website (www.socialvalueni.org/contractors/find-a-broker/) and/or other agencies named by or agreed with the Authority for this purpose. Sufficient time must be allowed for information on vacancies to be made available and applications submitted.



4.0	Security clearance 



The Supplier shall obtain security clearance for all persons visiting the workplace in relation to employment opportunities and site visits to the same standard as all other personnel involved in the contract in accordance with the Contract Information.



5.0	Data Protection 



Where the Supplier has selected to provide paid employment opportunities for people who face barriers to employment the following Data Protection arrangements will apply.  

A Data Protection Consent Form (as provided) must be completed by each person in the Supplier’s Social Value Monitoring Report and therefore counted towards the Social Value target for the contract. Consent shall be provided on a voluntary basis and can be withdrawn at any time (as noted within the Data Protection Consent Form). Completed Consent Forms must be sent to the Strategic Investment Board.  Notwithstanding the above, the Supplier shall ensure it satisfies itself in respect of its obligations under the Data Protection Act 2018 (as may be amended from time to time) and the General Data Protection Regulation (UK GDPR).

The Supplier, at contract award, shall enter into a Data Processing Agreement with the Strategic Investment Board. This is to enable the sharing of personal information (provided in the Social Value Monitoring Report) for the purposes of checking and verification. 

The Supplier must only engage a Sub-processor, in relation to the Social Value requirements, with the prior consent of the Strategic Investment Board and must enter into a Data Processing Agreement with any Sub-processor with whom the information in the Supplier’s Social Value Monitoring Report is shared.  



6.0	Health and Safety 



It is the responsibility of the Supplier to ensure that persons recruited or otherwise visiting the worksite in relation to the social value requirements has or is supported to obtain the necessary health and safety accreditation or other appropriate measures and appropriate personal protective equipment if necessary.



7.0 The Authority’s Support Activities



Organisations delivering employability, education and skills training are listed on the Social Value Unit website (www.socialvalueni.org/Contractors/find-a-broker/) established for the purpose of helping Suppliers identify social value beneficiaries.  However, this action does not comprise or imply any promise on the part of the Authority or their agents to provide suitable services.  Responsibility for sourcing social value beneficiaries remains with the Supplier.

Any action taken by the Authority or their agents to broker relationships between the Supplier and local individuals/firms/agencies does not imply and should not be deemed to imply that they or their agents consider the individual/firm/agency as suitable for engagement by the Supplier. 



8.0	Costs



The Supplier shall deliver the social value requirements within their tender sum (omitting any grants or other public funding that will be obtained to offset the costs of delivering the social value requirements). 



9.0 Sub-contractors



[bookmark: _Hlk159922836]It is the Supplier’s responsibility to develop a working method and where necessary secure sub-contractor co-operation in order to achieve the Authority’s social value requirements.



10.0 Monitoring Information 



The Supplier shall provide a completed Social Value Monitoring Report every month. The Authority retains the right to request interim reports. 

This Report will include, subject to Data Protection:

· the number of people recruited during the period to the contract workforce and the percentage of these that meet the descriptions set out in clause 1.1 and 1.2;

· a listing of all of the new employees that meet the descriptions set out in clause 1.1 and 1.2, including which group they belong to (as set out in clause 1.1 and 1.2,), and the number of weeks they have delivered in the period reported on and the period since their employment;



In addition, this Report will include, subject to the initiatives set out for delivery by the Supplier at bid stage and Data Protection:

· Number of hours of health and wellbeing initiatives delivered to the contract workforce

· Other activities committed by the supplier at bid stage 



The Supplier shall provide all information necessary, including obtaining it from subcontractors and agencies, and cooperate with the Authority's Project Manager to review progress on delivering the overall social consideration requirement.

The Supplier should not record any activities on the Social Value Monitoring Reports to the extent that they are delivered, wholly or in part, for a purpose other than satisfying the requirements specified in this Schedule.
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ID 5831752 - Annex 1 - Building List.XLSX
Annex 1 - Building List

		Department/Organisation		Site Name		Address (1)		Address (2)		Town/City		Post Code		 Building Opening Times 
Monday - Friday		Security Clearance 
Requirement		Collection Point 

		Department for Communities		Department For Communities - Andersonstown JBO		580A Falls Road		N/A		Belfast		BT11 9AB		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Antrim JBO		20 Castle Street		N/A		Antrim		BT41 4JE		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Armagh JBO		10 Alexander Road		N/A		Armagh		BT61 8BB		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Ballymena JBO		2 Parkway		N/A		Ballymena		BT43 5ET		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department for Communities - Ballymena Service Centre DWP UC		2 Parkway		N/A		Ballymena		BT43 5ET		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Ballymoney JBO		37 - 45 John Street		N/A		Ballymoney		BT53 6DT		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Ballynahinch JBO		18 Crossgar Road		N/A		Ballynahinch		BT24 8EW		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Banbridge JBO		18 Castlewellan Road		N/A		Banbridge		BT32 4AZ		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Banbridge JBO - Benefit Security		18 Castlewellan Road		N/A		Banbridge		BT32 4AZ		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Bangor JBO		Bangor Crown Buildings		110 Hamilton Road		Bangor		BT20 4LJ		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Benefit Security Division Ballymena		County Hall		Galgorm Road		Ballymena		BT43 1QB		8.00 - 17.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Carrickfergus JBO		Davys Street		N/A		Carrickfergus		BT38 8DJ		7.30 - 18.00		Baseline Basic		Service Entrance

		Department for Communities		Department For Communities - Castlecourt Carers Attendance Allowance		Castle Court		Berry Street Service Entrance		Belfast		BT1 1FJ		7.00 - 18.30		Baseline Basic 		Service Entrance

		Department for Communities		Department For Communities - Castle Court Carers Allowance		Castle Court		Berry Street Service Entrance		Belfast		BT1 1FJ		7.00 - 18.30		Baseline Basic		Service Entrance

		Department for Communities		Department For Communities - Castlecourt DCS		Castle Court		Berry Street Service Entrance		Belfast		BT1 1FJ		7.00 - 18.30		Baseline Basic 		Service Entrance

		Department for Communities		Department For Communities - Castle Court Debt Management 		Castle Court		Berry Street Service Entrance		Belfast		BT1 1FJ		7.00 - 18.30		Baseline Basic 		Service Entrance

		Department for Communities		Department For Communities - Castlecourt Disability Living Allowance		Castle Court		Berry Street Service Entrance		Belfast		BT1 1FJ		7.00 - 18.30		Baseline Basic 		Service Entrance

		Department for Communities		Department For Communities - Castle Court DWP Cost of Living		Castle Court		Berry Street Service Entrance		Belfast		BT1 1FJ		7.00 - 18.30		Baseline Basic		Service Entrance

		Department for Communities		Department For Communities - Castle Court DWP Pension Credits		Castle Court		Berry Street Service Entrance		Belfast		BT1 1FJ		7.00 - 18.30		Baseline Basic 		Service Entrance

		Department for Communities		Department For Communities - Castle Court ESA		Castle Court		Berry Street Service Entrance		Belfast		BT1 1FJ		7.00 - 18.30		Baseline Basic		Service Entrance

		Department for Communities		Department For Communities - Castlecourt PIP		Castle Court		Berry Street Service Entrance		Belfast		BT1 1FJ		7.00 - 18.30		Baseline Basic 		Service Entrance

		Department for Communities		Department For Communities - Causeway Exchange		1-7 Bedford Street		N/A		Belfast		BT2 7EG		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Cleaver House		56 Donegall Place		N/A		Belfast		BT1 5BB		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Cleaver House President
of Appeal Tribunals		56 Donegall Place		N/A		Belfast		BT1 5BB		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Coleraine JBO		Artillery Road		N/A		Coleraine		BT52 2AA		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Coleraine Universal Credit Hub		Artillery Road		N/A		Coleraine		BT52 2AA		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Cookstown JBO		Unit 3 Molesworth Plaza		Molesworth Street		Cookstown		BT80 8NX		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Downpatrick JBO		Rathkeltair House		Market Street 		Downpatrick		BT30 6LZ		7.30 - 18.00		Baseline Basic 		Main Reception Rathkeltair House

		Department for Communities		Department For Communities - Dungannon JBO		36 Thomas St		N/A		Dungannon		BT70 1EN		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Enniskillen JBO		Crown Buildings 		Queen Elizabeth Road		Enniskillen		BT74 7JD		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Falls Road JBO		19 Falls Road		N/A		BELFAST		BT12 4PH		7.30 - 18.00		Baseline Basic 		Reception

		Department for Communities		Department For Communities - Foyle JBO		Asylum Road		N/A		Londonderry		BT48 7EA		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Great Northern Tower 		17-21 Great Victoria St		N/A		Belfast		BT2 7AD		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Holywood Road		106-108 Holywood Road 		N/A		Belfast		BT4 1NU		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Kilkeel JBO		Newry Street		N/A		Kilkeel		BT34 4DN		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Knockbreda JBO		210 Upper Knockbreda Road		N/A		Belfast		BT8 6SX		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Larne JBO		59 Pound Street		N/A		Larne		BT40 1SB		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Limavady JBO		9 Connell st		N/A		Limavady		BT49 0DU		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Limavady JBO (Mail Opening Unit)		9 Connell st		N/A		Limavady		BT49 0DU		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Lisburn JBO		69/71 Bow Street		N/A		Lisburn		BT28 1BB		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Lisnagelvin JBO		Lisnagelvin Jbo		2 Crescent Road		Derry		BT47 2NJ		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Lurgan JBO		Alexandra Crescent		N/A		Lurgan		BT66 6BB		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Magherafelt JBO		31 Station Road		N/A		Magherafelt		BT45 5DJ		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Newcastle JBO		31 Valentia Place		N/A		Newcastle		BT33 OEH		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Newry JBO		Phoenix House 		45 Bridge Street		Newry 		BT35 8AG		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Newtownabbey JBO		39-41 Church Rd		N/A		Newtownabbey		BT36 7LB		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Newtownards JBO		8 East Street		N/A		Newtownards		BT23 7EL		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Orchard House - NWDO		Orchard House		40 Foyle Street		Londonderry		BT48 6AT		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Omagh Appeals Service		Omagh Library HQ Building		1 Spillars Place Irishtown Road		Omagh		BT78 1HL		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Omagh JBO		7 Mountjoy Road		N/A		Omagh		BT79 7BB		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Portadown JBO		140 Jervis Street		N/A		Portadown		BT62 3BZ		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - PRONI		2 Titanic Boulevard		Titanic Quarter		Belfast		BT3 9HQ		7.45 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Shaftesbury Square JBO		Conor Buildings		107-111 Great Victoria St.		Belfast		BT2 7AG		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Shankill JBO		15-25 Snugville Street		N/A		Belfast		BT13 1PP		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - Strabane JBO		18 Urney Road		N/A		Strabane		BT82 9BX		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		Department For Communities - The Pension Centre		Orchard House		40 Foyle Street		Londonderry		BT48 6AT		7.30 - 18.00		Baseline Basic		Reception

		Department for Communities		AOP Armagh Observatory and Planetarium		College Hill		N/A		Armagh		BT61 9DG		10.00 - 17.00 Tues - Fri		Baseline Basic		Planetarium Entrance

		Department for Communities		The Charity Commission for Northern Ireland		Marlborough House		Central Way		Craigavon		BT64 1AD		07.00 - 19.00		Baseline Basic		Reception

		Department for Communities		Ballymena Library		Pat's Brae		N/A		Ballymena		BT43 5AX		10.00 - 17.00		Baseline Basic		Front Desk

		Department for Communities		Belfast Central Library		Royal Ave		N/A		Belfast		BT1 1EA 		09.00 - 17.30		Baseline Basic		Front Desk

		Department for Communities		Lisburn City Library		23 Linenhall Street		N/A		Lisburn		BT28 1FJ		09.00 - 17.00		Baseline Basic		Front Desk

		Department for Communities		Omagh Library		1 Spillars Place Irishtown Road		Omagh		N/A		BT78 1HL		09.00 - 17.00		Baseline Basic		Front Desk

		Department for Communities		Portadown Library		Church St		N/A		Portadown		BT62 3LQ 		10.00 - 17.30		Baseline Basic		Front Desk

		Department for Communities		Ulster American Folk Park		2 Mellon Road		Castletown		Omagh		BT78 5QU		09.00 -17.00 		Baseline Basic		Visitor Centre Reception 

		Department for Communities		Ulster Folk & Ulster Transport		Cultra		153 Bangor Road 		Holywood		BT18 0EU		08.00 -17.30 		Baseline Basic		Administration Reception 

		Department for Communities		Ulster Museum		Botanic Gardens		8 Stranmillis Road		Belfast		BT9 5AB		08.00 - 17.30 		Baseline Basic		Security Room 

		Department for Communities		SportNI		House of Sport		2a Upper Malone Road 		Belfast		BT9 5LA		08.00 - 18.00		Baseline Basic		Reception

		Department for Infrastructure		Department for Infrastucture - Roads Eastern		Hydebank House, 4a Hospital Road, 				Belfast		BT8 8JL		0800-1800		Baseline Basic		Reception

		Department for Infrastructure		Department For Infrastructure - County Hal - Ballymena		182 Galgorm Road				Ballymena		BT42 1QG		07.00 - 18.00		Baseline Basic		Reception

		Department for Infrastructure		Department For Infrastructure - County Hall - Coleraine		County Hall		7 Castlerock Road		Coleraine		BT51 3HS		0800-1800		Baseline Basic		Reception

		Department for Infrastructure		Department For Infrastructure - DFI – Parking Enforcement		County Hall		7 Castlerock Road		Coleraine		BT51 3HS		0800-1800		Baseline Basic		Reception

		Department for Infrastructure		Department For Infrastructure - DFI – Parking Enforcement		County Hall		Drumragh Avenue		Omagh		BT79 7AF		8am-6pm		Baseline Basic		Reception

		Department for Infrastructure		Department For Infrastructure - James House		Gasworks Site		2-4 Cromac Avenue		Belfast		BT7 2JB		7am-7pm		Baseline Basic		Reception

		Department for Infrastructure		Department For Infrastructure - Malborough House		Central Way				Craigavon		BT64 1AD		7am-7pm		Baseline Basic		Reception

		Department for Infrastructure		Department For Infrastructure - Omagh County Hall		County Hall		Drumragh Avenue		Omagh		BT79 7AF		8am-6pm		Baseline Basic		Reception

		Department for Infrastructure		Department for Infrastructure - Orchard House		DFI Roads Claims Unit, Orchard House		40 Foyle Street		Derry		BT48 6AT		07:30 to 18:00		Baseline Basic		Front Reception

		Department for Infrastructure		Department For Infrastructure - Rathkeltair House		Rathkeltair House 		Market street		Downpatrick		BT30 6AJ		08.00 to 18.00		Baseline Basic		Reception 

		Department for Infrastructure		Department For Infrastructure - Rivers Agency Admin		49 Tullywiggan Road		Loughry		Cookstown		BT80 8SG		7.30 - 18.00		Baseline Basic		Foyer

		Department for Infrastructure		Department for Infrastructure - Roads Service (Lisburn)		40A Benson Street				Lisburn		BT28 2BG		08.00-17.00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Armagh		47 Hamiltonsbawn Road, 		Ballynahome More, 		Armagh, 		BT60 1HW		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Ballymena		Pennybridge Ind Estate, 		Larne Road, Ballycraigy		Ballymena		BT42 3ER		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Belfast		 66 Balmoral Road, 		Malone Lower, 		Belfast, 		BT12 6QL		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Coleraine		 2 Loughan Hill Ind Estate, 		Gateside Road, Loughan Hill,		Coleraine, 		BT52 2NJ		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Cookstown		Sandholes Road, 		Coolkeeghan, 		Cookstown, 		BT80 9AR		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Craigavon		 3 Diviny Drive, 		Carn Ind Estate, Tarsan, 		Craigavon,		 BT63 5RY		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Downpatrick		Cloonagh Road, 		Flying Horse Road, Ballymote Upper,		Downpatrick, 		BT30 6DU		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Enniskillen		22 Coa Road,		 Chanterhill, 		Enniskillen, 		BT74 4AD		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Larne		Ballyboley Road, 		Ballyloran, 		Larne, 		BT40 2SY		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Lisburn		1 Enterprise Crescent, 		Ballinderry Road, Knockmore,		 Lisburn, 		BT28 2BP		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Londonderry		Newbuildings Ind Estate, 		Victoria Road, Ballyore,		Londonderry, 		BT47 2SX		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Mallusk		Commercial Way, 		Hydepark Ind Estate, Grange of Mallusk,		Mallusk, 		BT36 4YY		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Newry		51 Rathfriland Road,		Carneyhough, 		Newry, 		BT34 1LD		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Newtownards		Jubilee Road, 		Scrabo, 		Newtownards,		 BT23 4XP		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Omagh		2 Mullaghmena Park, 		Mullaghmenagh Upper, 		Omagh, 		BT78 5PW		08:00 - 20:00		Baseline Basic		Reception

		Department for Infrastructure		DVA - Customer Services, Room  101		County Hall		7 Castlerock Road		Coleraine		BT51 3HS		0800-1800		Baseline Basic		Reception

		Department for Infrastructure		DVA - Driver Licensing, Room 4 -13b		County Hall		7 Castlerock Road		Coleraine		BT51 3HS		0800-1800		Baseline Basic		Reception

		Department for Infrastructure		DVA - Passenger Transport Licensing,Room 121a		County Hall		7 Castlerock Road		Coleraine		BT51 3HS		0800-1800		Baseline Basic		Reception

		Department for Infrastructure		DVA - Transport NI Northern Division HQ Room 401		County Hall		7 Castlerock Road		Coleraine		BT51 3HS		0800-1800		Baseline Basic		Reception

		Department for Infrastructure		Department for Infrastructure- Crescent Link Londonderry		1 Crescent Road		Altnagelvin		Londonderry		BT47 2NQ		09:00 - 17:00		Baseline Basic		Reception

		Department for Infrastructure		Driver and Vehicle Agency - Hydebank		Hydebank House, 4a Hospital Road, 		Ballydollaghan, 		Belfast, 		BT8 8JL		08:00 - 18:00		Baseline Basic		Reception

		Department for the Economy		BMC Castlereagh Campus		Montgomery Road		N/A		Belfast		BT6 9JD		8.00 - 18.00               		N/A		CR Reception

		Department for the Economy		BMC, Titanic Quarter		7 Queens Road		N/A		Belfast		BT3 9DT		7.30 - 21.00 (Mon -Thur)                7.30-18.00 (Friday)          8.30-17.30 (Non Term) 		N/A		TQ Reception

		Department for the Economy		BMC,Millfield Campus		125-153 Millfield		N/A		Belfast		BT1 1HS		8.00 - 21.00 (Mon -Thur)                8.00-18.00 (Friday)          8.00-18.00 (Non Term) 		N/A		MF Reception B1/L0

		Department for the Economy		BMC, Springvale Campus		398 Springfield Road		N/A		Belfast		BT12 7DU		8.00 - 18.00               		N/A		E3 Reception

		Department for the Economy		Invest N.I		Bedford Square		1 Bedford Street		Belfast		BT2 7ES		07:30 - 19:00		N/A		Reception

		Department for the Economy		Northern Regional College - Coleraine		Union Street				Coleraine		BT52 1QA		08:45-17:00		No Particular Requirements		Reception

		Department for the Economy		Northern Regional College - Farm Lodge Building - Ballymena		40 Farm Lodge Avenue		Town Parks		Ballymena		BT43 7DF		08:45-17:00		No Particular Requirements		Reception

		Department for the Economy		Northern Regional College - Magherafelt		22 Moneymore Road				Magherafelt		BT45 6AE		08:45-17:00		No Particular Requirements		Reception

		Department for the Economy		Northern Regional College - Newtownabbey		400 Shore Road				Newtownabbey		BT37 9RS		08:45-17:00		No Particular Requirements		Reception

		Department for the Economy		NWRC - Limavady		Main Street		N/A		Limavady		BT49 0EX		M - T - 9 am to 5 pm, F 9-4		N/A		Reception

		Department for the Economy		NWRC - Limavady		11 Greystone Road		N/A		Limavady		BT49 0ND		M - T - 9 am to 5 pm, F 9-4		N/A		Reception

		Department for the Economy		NWRC - Londonderry		78 - 80 Strand Road		N/A		Londonderry		BT48 7AL		M - T - 9 am to 5 pm, F 9-4		N/A		Reception

		Department for the Economy		NWRC - Springtown Road - Derry		Springtown Industrial Estate		Springtown Road		Londonderry		BT48 0LY		M - T - 9 am to 5 pm, F 9-4		N/A		Reception

		Department for the Economy		NWRC - Strabane		39 Derry Road		N/A		Strabane		BT82 8DX		M - T - 9 am to 5 pm, F 9-4		N/A		Reception

		Department for the Economy		South West College - Cookstown		Burn Road		N/A		Cookstown		BT80 8DN		Mon-Thu: 08:30-17:00, Fri: 08:30-15:45		N/A		Reception

		Department for the Economy		South West College - Dungannon Campus		Circular Road		N/A		Dungannon		BT71 6BQ		Mon-Wed: 08:30-17:00 & 17:45-21:30, Thu: 08:30-17:00, Fri: 08:30-15:45		N/A		Reception

		Department for the Economy		South West College - Fairview Enniskillen		1 Cornagrade Road		N/A		Enniskillen		BT74 6DU		Mon-Wed: 08:30-21:30, Thu: 08:30-17:00, Fri: 08:30-15:45		N/A		Reception

		Department for the Economy		South West College - Omagh Campus		2 Mountjoy Road		N/A		Omagh		BT79 7AH		Mon-Wed: 08:30-21:30, Thu-Fri: 08:30-16:00		N/A		Reception

		Department for the Economy		South West College - Technology & Skills Centre		Killyhevlin Industrial Estate		N/A		Enniskillen		BT74 4EJ		Mon-Thu: 08:30-17:00, Fri: 08:30-15:45		N/A		Reception

		Department for the Economy		Southern Regional College - Armagh Campus		7 Lonsdale Road		N/A		Armagh		BT61 7JX		9am-5pm 		None		Reception

		Department for the Economy		Southern Regional College - Banbridge Campus		Castlewellan Road		N/A		Banbridge		BT32 4AY		9am-5pm 		None		Reception

		Department for the Economy		Southern Regional College - Kitchen Hill		Kitchen Hill		N/A		Lurgan		BT66 6AZ		9am-5pm 		None		Reception

		Department for the Economy		Southern Regional College - Newry Campus		Patrick Street		N/A		Newry		BT35 8DN		9am-5pm 		None		Reception

		Department for the Economy		Southern Regional College - Portadown Campus		36 Lurgan Road		N/A		Portadown		BT63 5BL		9am-5pm 		None		Reception

		Department for the Economy		The Labour Relations Agency - Belfast		James House, 2-4 Cromac Ave		N/A		Belfast		BT7 2JA		08:00 - 18.00		None		Reception

		Department for the Economy		The Labour Relations Agency - Derry		3rd Floor, Richmond Chambers		The Diamond		Londonderry		BT48 6HN		09:00 - 17.15		None		Reception

		Department for the Economy		Northern Ireland Certification Office for Trade Unions & Employers' Associations		James House, 2-4 Cromac Ave		N/A		Belfast		BT7 2JA		08:00 - 18.00		None		Reception

		Department for the Economy		The Industrial Court of Northern Ireland		James House, 2-4 Cromac Ave		N/A		Belfast		BT7 2JA		08:00 - 18.00		None		Reception

		Department for the Economy		Tourism Northern Ireland		Floors 10-12, Linum Chambers		Bedford Square, Bedford Street		Belfast		BT2 7ES		07:30-18:30		Swipe pass access. Visitors provided 
with passes but they must be
 escorted within the building. The 
building is opened/closed each day 
by the landlord's service provider 
(Serco).		Reception

		Department for the Economy 		Department for the Economy - Adelaide House		Adelaide House		39-49 Adelaide Street		Belfast		BT2 8FD		07:30-18:00		N/A		Reception

		Department for the Economy 		Department for the Economy - Insolvency Service- Adelaide House		Adelaide House		39-49 Adelaide Street		Belfast		BT2 8FD		07:30-18:00		N/A		Reception

		Department for the Economy 		Department for the Economy - Consumer Affairs		176 Newtownbreda Road				Belfast		BT8 6QS		08:00-18:00		N/A		Reception

		Department for the Economy 		Department for the Economy - OITFET, Killymeal House		Killymeal House		2 Cromac Quay		BELFAST		BT7 2JD		08:00 - 18.00		Baseline Basic		Reception

		Department for the Economy 		Northern Ireland Screen		3rd Floor Alfred House		21 Alfred Street		Belfast		BT2 8ED		07:30 - 18:30		None		Reception

		Department for the Economy 		SERC - Ballynahinch Campus		Church Street				Ballynahinch		BT24 8LP		Term Time 08:30-21:30 
Non Term Time  08:30 - 15:30		N/A		Reception

		Department for the Economy 		SERC - Bangor Campus		Castle Park Road				Bangor		BT20 4TD		Term Time 08:30-21:30 
Non Term Time  08:30 - 15:30		N/A		Reception

		Department for the Economy 		SERC - Downpatrick Campus		Market Street				Downpatrick		BT30 6LZ		Term Time 08:30-21:30 
Non Term Time  08:30 - 15:30		N/A		Reception

		Department for the Economy 		SERC - Lisburn Campus		Castle Street				Lisburn		BT27 4SU		Term Time 08:30-21:30 
Non Term Time  08:30 - 15:30		N/A		Reception

		Department for the Economy 		SERC - Newcastle Campus		Castlewellan Road				Newcastle		BT33 0UR		Term Time 08:30-21:30 
Non Term Time  08:30 - 15:30		N/A		Reception

		Department for the Economy 		SERC - Newtownards Campus		Victoria Avenue				Newtownards		BT23 7EH		Term Time 08:30-21:30 
Non Term Time  08:30 - 15:30		N/A		Reception

		Department of Agriculture Environment and Rural Affairs		DAERA -  Atek Building		Edenaveys Industrial Estate		Newry Road		Armagh		BT60 1NF		08.00 - 18.00		Yes		Reception

		Department of Agriculture Environment and Rural Affairs		DAERA -  Sperrin House		Sedan Avenue		Lisnamallard		Omagh		BT79 7AQ		09.00 - 17.00		No - Access granted when buzzer pressed		After gaining access continue through the double doors and the collection area is to the right hand side of the open area. It is labelled for postal collection.

		Department of Agriculture Environment and Rural Affairs		DAERA - Academy House		121a Broughshane Road		Town Parks		Ballymena		BT43 6HY		08.00 - 18.00		Y		Reception

		Department of Agriculture Environment and Rural Affairs		DAERA - Castleton House		15 Trench Road		Mallusk		Newtonabbey		BT36 4TY		9.00 - 17.00		Yes - If going in to staff area		Out in Foyer

		Department of Agriculture Environment and Rural Affairs		DAERA - Clare House		303 Airport Road West		Belfast		Antrim		BT3 9ED		08.00 - 18.00		Yes		Reception

		Department of Agriculture Environment and Rural Affairs		DAERA - CMB -  Molesworth - Cookstown		Molesworth Place		Molesworth Street		Cookstown		BT80 8NX		8am - 5.30PM		Baseline Basic		Reception Desk

		Department of Agriculture Environment and Rural Affairs		DAERA - Crown Buildings, Dungannon		36 Thomas Street		Drumcoo		Dungannon		BT70 1HR		08.00 - 18.00		Yes		Reception

		Department of Agriculture Environment and Rural Affairs		DAERA - Crown Buildings, Coleraine		Artillery Road		Millburn		Coleraine		BT52 2AJ		08.00 - 18.00		Yes		Reception

		Department of Agriculture Environment and Rural Affairs		DAERA - Enniskillen Campus		2 Mullaghmeen Road		Levaghy		Enniskillen		BT74 4GF		09.00 - 17.00		Baseline Basic		Main Campus Reception

		Department of Agriculture Environment and Rural Affairs		DAERA - Inishkeen House		Killyhevlin Industrial Estate		Killyhevlin		Enniskillen		BT74 4EJ		08.00 - 18.00		Yes		Portacabin at back of building

		Department of Agriculture Environment and Rural Affairs		DAERA - Lisburn		Northern Ireland Environment Agency		17 Antrim Road		Lisburn		BT28 3AL		07.30am		Baseline Basic		NIEA Lisburn Security Hut

		Department of Agriculture Environment and Rural Affairs		DAERA - Meadowlane		Meadowlane Shopping Centre, Office Units 36, 37 & 38		Moneymore Road		Magherafelt		BT45 6PR		9.00-12.30 & 1.30-4.00		None		Reception

		Department of Agriculture Environment and Rural Affairs		DAERA - Rathkeltair House		Market Street				Downpatrick		BT30 6AJ		8am to 6pm		Baseline Basic		Yes

		Department of Agriculture Environment and Rural Affairs		DAERA - Sketrick House		16 Jubilee Road		Corporation South		Newtownards		BT23 4YH		08.00 - 18.00		Baseline Basic		Reception

		Department of Agriculture Environment and Rural Affairs		DAERA JUBILEE HOUSE		111 Ballykelly Road		Limavady		Londonderry		BT49 9HP		07.30 - 18.00		Baseline Basic		Reception

		Department of Agriculture Environment and Rural Affairs		DAERA Larne SPS Inspection Facility		19 Redlands Road		Larne				BT40 1FD		Mon - Sun 24/7		Baseline Basic		Reception AIF1

		Department of Agriculture Environment and Rural Affairs		DAERA Larne		59 Pound Street		Larne		Antrim		BT40 1AH		08.00 - 18.00		Baseline Basic		Reception

		Department of Agriculture Environment and Rural Affairs		DAERA, Glenree House Main Building and Annexe		Unit 2 Springhill Road		Carnbane Industrial Estate		Newry		BT35 6EF		8:00-18:00		Swipe Card Access		Main Office

		Department of Agriculture Environment and Rural Affairs		DAERA, Greenmount Campus		45 Tirgracey Road		Muckamore		Antrim		BT41 4PS		09.00 - 17.00		Baseline Basic		Main Campus Reception

		Department of Agriculture Environment and Rural Affairs		DAERA, Loughry Campus		76 Dungannon Road				Cookstown		BT80 9AA		09.00 - 17.00		Baseline Basic		Main Campus Reception Food Technology Building

		Department of Agriculture Environment and Rural Affairs - AFBI		AFBI Crossnacreevy		AFBI Crossnacreevy		50 Houston Road		Belfast		BT6 9SH		09.00 - 17.00		Baseline Basic		Reception Main Building

		Department of Agriculture Environment and Rural Affairs - AFBI		AFBI Hillsborough		AFBI Hillsborough		22 Large Park		Royal Hillsborough		BT26 6DR		09.00 - 17.00		Baseline Basic		Reception Main Building

		Department of Agriculture Environment and Rural Affairs - AFBI		AFBI Loughgall		AFBI Loughgall		4 Manor House		Loughgall		BT61 8JA		09.00 - 17.00		Baseline Basic		Reception Dingwall Building

		Department of Agriculture Environment and Rural Affairs - AFBI		AFBI Newforge		AFBI Newforge		18a Newforge Lane		Belfast		BT9 5PX		09.00 - 17.00		Baseline Basic		Reception Main Building

		Department of Agriculture Environment and Rural Affairs - AFBI		AFBI Omagh		AFBI Omagh		43 Beltany Road		Omagh		BT78 5NF		09.00 - 17.00		Baseline Basic		Reception Main Building

		Department of Agriculture Environment and Rural Affairs - AFBI		AFBI Stormont		AFBI Stormont		12 Stoney Road		Belfast		BT4 3SD		09.00 - 17.00		Baseline Basic		Reception Main Building

		Department of Education		CCEA		29 Clarendon Road		Clarendon Dock		Belfast		BT1 3BG		8.30am 		Not required		Goods in/ Goods out

		Department of Education		Department of Education - Orchard House		40 Foyle Street				Londonderry		BT486AT		9am - 5pm		Baseline Basic		Reception

		Department of Education		Department of Education - Rathgael House		43 Balloo Road 		Rathgill		Bangor		BT19 7PR		7:30am - 6:30pm		Baseline Basic		Reception

		Department of Education		Extra Collection - CCEA		29 Clarendon Road		Clarendon Dock		Belfast		BT1 3BG		8.30am 		Not required		Goods in/ Goods out

		Department of Finance		Civil Sevice Pension		Orchard House		40 Foyle Street		Londonderry		BT48 6AT		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - Academy House		121a Broughshane Street		Townparks				BT43 6AY		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - Ascot House		24-31 Shaftsbury Square				Belfast		BT2 7DB		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - Boaz House		Boaz House		19 Scarffe's Entry		Omagh		BT78 1JG		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - Craigantlet Buildings		Stoney Road				Belfast		BT4 3SX		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - DOF - Bruce Street - OHS NI		2-4 Bruce Street				Belfast		BT2 7JD		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - General Registry Office - Colby house		Colby House		Stranmillis Court		Belfast		BT9 5RR		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - Goodwood House (NI Direct)		Goodwood House 		44-58 May Street		Belfast		BT1 4NN		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - Group Internal Audit & Fraud Investigation S		Craigantlet Buildings		Stoney Road		Belfast		BT4 3SX		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - International Fund for Ireland		Seatem House		28-32 Alfred Street		Belfast		BT2 8EN		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - Land & Property Services-Land Registry		Lanyon Plaza		7 Lanyon Place		Belfast		BT1 3LP		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - Lanyon Plaza		Lanyon Plaza		7 Lanyon Place		Belfast		BT1 3LP		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - Marlborough House		Central Way		Tamnafiglassan		Craigavon		BT64 1AD		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - NISRA - Colby House		Colby House		Stranmillis Court		Belfast		BT9 5RR		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - Orchard House		Orchard House		40 Foyle Street		Londonderry		BT48 6AT		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF (Bulk)		Wells Road				Radstock		BA3 3UP		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		LPS Revenues and Benefits		Boaz House		19 Scarffe's Entry		Omagh		BT78 1JG		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		LPS Valuations		Boaz House		19 Scarffe's Entry		Omagh		BT78 1JG		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		LPS Valuations		Orchard House		40 Folye Street		Londonderry		BT48 6AT		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		NICS HR		2-4 Bruce Street				Belfast		BT2 7JD		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		NICS Library Service		Craigantlet Buildings		Stoney Road		Belfast		BT4 3SX		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		DOF - Clare House 		303 Airport Road West				Belfast		BT3 9ED		8.00 - 6.00pm		Baseline Basic		Reception

		Department of Finance		DOF - DSO - Lanyon Plaza		7 Lanyon Place				Belfast		BT1 3LP		09.00 - 17.00		Baseline Basic		Reception

		Department of Finance		LPS Revenue and Benefits		Orchard House		40 Foyle Street		Londonderry		BT48 6AT		09.00 - 17.00		Baseline Basic		Reception

		Department of Health		Department Of Health		Castle Buildings		Stormont Estate		Belfast		BT4 3SQ		24 hours		Baseline Basic		Castle Buildings Reception

		Department of Justice		92 Ann Street  PACWAC		4th floor		92 Ann Street		Belfast		BT1 3HH		9.00 - 4.30pm		Baseline Basic 		Reception

		Department of Justice		Antrim Courthouse		Antrim Courthouse		30 Castle Way		Antrim		BT41 4AQ		8.00 - 6.00pm		Baseline Basic 		Sanger

		Department of Justice		Armagh Courthouse		Armagh Courthouse		The Mall		Armagh		BT61 9DJ		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Ballymena Courthouse		Ballymena Courthouse, Slemish House		51 Albert Place		Ballymena		BT43 6DY		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		CBU - Fine Default Notice -  Laganside House		23-27 Oxford Street				Belfast		BT1 3LA		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		CBU - ICOS Fine Notices -  Laganside House		23-27 Oxford Street				Belfast		BT1 3LA		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		CFO - Laganside House		23-27 Oxford Street				Belfast		BT1 3LA		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Coleraine Courthouse		45a Mountsandel Road				Coleraine		BT52 1NY		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Contract Branch - Laganside House		23-27 Oxford Street				Belfast		BT1 3LA		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Coroners Office - Laganside House		23-27 Oxford Street				Belfast		BT1 3LA		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Craigavon Courthouse		Central Way				Craigavon		BT64 1AP		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		DOJ - Castle Buildings		Stormont Estate		672 Upper Newtownards Road		Belfast		BT4 3XX		8.00-6.00pm		Baseline Basic		Reception

		Department of Justice		DOJ - Compensation Services Queens Court		5th Floor, Queens Court		56-66 Upper Queen Street		Belfast		BT1 6FD		7.00 - 5.00pm		N/A		Reception

		Department of Justice		DOJ - Forensic Science Northern Ireland		151 Belfast Road				Carrickfergus		BT38 8PL		8.00-5.00pm		Baseline Basic		Sanger

		Department of Justice		DOJ - Hillview Buildings		Stormont Estate		672 Upper Newtownards Road		Belfast		BT4 3SG		8.00-6.00pm		Baseline Basic		Reception

		Department of Justice		Downpatrick Courthouse		21 English Street				Downpatrick		BT30 6AB		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Dungannon Courthouse		Killyman Road				Dungannon		BT71 6DE		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		EJO - Laganside House		23-27 Oxford Street				Belfast		BT1 3LA		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Enniskillen Courthouse		East Bridge Street				Enniskillen		BT74 7BW		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Extra Collection - Londonderry Courthouse		Bishop Street				Londonderry		BT48 6PY		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Extra Collection - NI Courts - Laganside House		23-27 Oxford Street				Belfast		BT1 3LA		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Extra Collection - Royal Court Of Justice		Chichester Street				Belfast		BT1 3JF		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Fine Collection and Enforcement Services Team		23- 27 Oxford Street				Belfast		BT1 3LA		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Headline Building		Headline Building		10 - 14 Victoria Stret		Belfast		BT1 3GG		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Laganside Courts		45 Donegall Quay				Belfast		BT1 3LL		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Laganside Courts (Extra)		45 Donegall Quay				Belfast		BT1 3LL		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Laganside Courts- PCNI		45 Donegall Quay				Belfast		BT1 3LL		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Lisburn Courthouse		Railway Street				Lisburn		BT28 1XR		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Londonderry Courthouse		Bishop Street				Londonderry		BT48 6PY		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Londonderry Courthouse - Fine Default notice		Bishop Street				Londonderry		BT48 6PY		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Londonderry Courthouse - ICOS Fine notice		Bishop Street				Londonderry		BT48 6PY		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Newry Courthouse		23 New Street				Newry		BT35 6JD		8.00 - 6.00pm		Baseline Basic 		Sanger

		Department of Justice		Newry Courthouse - ICOS Fine notices		23 New Street				Newry		BT35 6JD		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Newry Courthouse- Fine Default		23 New Street				Newry		BT35 6JD		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Newtownards Courthouse		58-60 Regent Street				Newtownards		BT23 4LP		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Newtownards Courthouse - Fine Default notice		58-60 Regent Street				Newtownards		BT23 4LP		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Newtownards Courthouse - ICOS Fine notice		58-60 Regent Street				Newtownards		BT23 4LP		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Northern Ireland Police Fund		Maryfield Complex		100 Belfast Road		Holywood		BT18 9QY		8.30-5.00pm		Baseline Basic		Reception

		Department of Justice		Northern Ireland Policing Board		James House, Block D
2-4 Cromac Avenue The Gasworks		N/A		Belfast		BT7 2JA		8am-6pm		CTC		Reception

		Department of Justice		Omagh Courthouse		High Street				Omagh		BT78 1DU		8.00-6.00pm		Baseline Basic 		Reception

		Department of Justice		PBNI - Andersonstown Road		202A Anderstown Road				Belfast		BT11 9EB		9.00-500pm		Baseline Basic		Reception

		Department of Justice		PBNI - Armagh		25 College Street				Armagh		BT61 9BT		9.00-5.00pm		Baseline Basic

		Department of Justice		PBNI - Ballymena		3 Wellington Court				Ballymena		BT43 6EQ		9.00-5.00pm		Baseline Basic		Reception

		Department of Justice		PBNI - Coleraine		19/20 the Diamond				Coleraine		BT52 2DN		9.00-5.00pm		Baseline Basic		AO Office

		Department of Justice		PBNI - Enniskillen		Cathcart Square		14 Dublin Road		Enniskillen		BT74 6HH		9.00-5.00pm		Baseline Basic		Office

		Department of Justice		PBNI - Lisburn		Unit 4 Wallace Studios		27 Wallace Avenue		Lisburn		BT27 4AE		9.00-5.00pm		Baseline Basic		Office

		Department of Justice		PBNI - Magherafelt		9 Kirk Avenue				Magherafelt		BT45 6BT		9.00-5.00pm		Baseline Basic

		Department of Justice		PBNI - Newry		1D Monaghan Street				Newry		BT35 6BB		9.00-5.00pm		Baseline Basic		Office

		Department of Justice		PBNI - Newtownards		15 Castle Street				N'Ards		BT23 3PA		9.00-5.00pm		Baseline Basic		Office

		Department of Justice		PBNI - Newtownards Road		297 Newtownards Road				Belfast		BT4 1AG		9.00-5.00pm		Baseline Basic		Office

		Department of Justice		PBNI - North Belfast		171-179 Duncairn Gardens				Belfast		BT15 2GE		9.00-5.00pm		Baseline Basic		Office 

		Department of Justice		PBNI - North Street		80-90 North Street				Belfast		BT1 1LD		7.30-7.00pm		Baseline Basic		Reception

		Department of Justice		PBNI - Omagh		Sperrin Centre		1 Market Street		Omagh		BT78 1EE		9.00-5.00pm		Baseline Basic		AO office

		Department of Justice		PBNI - Ormeau Road		330 Ormeau Road				Belfast		BT7 2GE		9.00-5.00pm		Baseline Basic		Office

		Department of Justice		PBNI - PORTADOWN		12 Church Street				Portadown		BT62 3LQ		9.00-5.00pm		Baseline Basic		Office

		Department of Justice		PBNI - Shipquay Street		25 Shipquay Street				Londonderry		BT48 6DL		9.00-5.00pm		Baseline Basic		Office

		Department of Justice		Police Rehabilitation & Retraining Trust (PRRT)		Maryfield Complex		100 Belfast Road		Holywood		BT18 9QY		08.30 - 5.00pm		Baseline Basic		Reception

		Department of Justice		Royal Court Of Justice - Office of the Lord Chief 		Chichester Street				Belfast		BT1 3JF		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Royal Court Of Justice - Taxing Office		Chichester Street				Belfast		BT1 3JF		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Royal Court Of Justice - The Court of Judicature,		Chichester Street				Belfast		BT1 3JF		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		Royal Court Of Justice - Tribunals Hearing Centre		Chichester Street				Belfast		BT1 3JF		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		The Prisoner Ombudsman for NI		Maryfield Complex		100 Belfast Road		Holywood		BT18 9QY		08.30 - 5.00pm		N/A		Reception

		Department of Justice		YJA - Ballymena		7 Springwell Street				Ballymena		BT43 6AT		9.00-5.00pm		N/A		Admin office

		Department of Justice		YJA - Banbridge		15 Castlewellan Road				Banbridge		BT32 4AX		9.00-5.00pm		N/A		Front door

		Department of Justice		YJA - Charles House		103-111 Donegal Street				Belfast		BT1 2FJ		08.00-6.00pm		Enhanced Access NI		Ground Floor

		Department of Justice		YJA - Londonderry		3 Strand Road				Londonderry		BT48 7BH		09.00-5.00pm		N/A		Embassey Buildings

		Department of Justice		YJA - Newtownards		36 Francis Street				Newtownards		BT23 7DN		09.00-5.00pm		Baseline Basic		Office

		Department of Justice		YJA - Woodlands Juvenile Justice Centre		Rathgael Road				Bangor 		BT19 1TA		09.00-5.00pm		N/A		Front Hub

		Department of Justice		Customer Service Centre		Orchard House		Foyle Street		Londonderry		BT48 6BQ		8.00 - 9.00pm		Baseline Basic 		Reception

		Department of Justice		Strabane		Derry Road				Strabane		BT82 8DT		Thurs- Fri & 5th Wed 8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		HIA		Headline Building		10 - 14 Victoria Street		Belfast		BT1 3GG		8.00 - 6.00pm		Baseline Basic 		Reception

		Department of Justice		IMB Secretariat		Maryfield Complex		100 Belfast Road		Holywood		BT18 9QY		08.30 - 5.00pm		N/A		Reception

		Northern Ireland Assembly		Northern Ireland Assembly		Parliament Buildings		Ballymiscaw		Belfast		BT4 3XX		07.30am		N/A		Slope area

		Northern Ireland Housing Executive		NIHE - Antrim		55 HIGH STREET 				Antrim		BT41 4AN		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE - Armagh		48 Dobbin Street				Armagh		BT61 7QQ		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE - Ballymoney		50-54 Main St				Ballymoney		BT53 6AL		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE - Banbridge		56 Bridge Street				Banbridge		BT32 3JL		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE - Bangor		2 Alfred Street				Bangor		BT20 5DH		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE - Cookstown		15 Morgans Hill Road				Cookstown		BT80 8HA		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE - Counter Dungannon District Office		4 Ballygawley Road				Dungannon		BT70 1EL		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE - DLO - Coleraine		1a Hillmans Way				Coleraine		BT52 2ED		9am - 5pm Mon-Thurs. 9am -1pm Fri		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE - Downshire Civic Centre		2nd Floor		Downshire Civic Centre		Downpatrick		BT30 6RA		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE - Dundonald		30 church Rd				Dundonald		BT16 2LN		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE - Lurgan		122 Hill Street				Lurgan		BT66 6BH		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE - Magherafelt		3 Ballyronan Road				Magherafelt		BT45 6BP		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE - Newry		35-45 Boat Street				Newry		BT34 2DB		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE  Newtwonabbey - Rantalard House		Rantalard house		Rathcoole Drive		Newtownabbey		BT37 9BL		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE - Portadown		41 Thomas Street				Portadown		BT62 3AF		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE - Riverview House		15 Head Street				Enniskillen		BT74 7DA		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE Ballycastle		Fleming House 		Coleraine Road		Ballycastle		BT54 6EY 		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE Belfast City Council		2 Adelaide St 				Belfast		BT2 8PB		0900-1700		None		Back Gate

		Northern Ireland Housing Executive		NIHE  Dairy Farm		210 Stewartsown Rd				Belfast		Bt17 0SB		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE Coleraine		19 Abbey Street				Coleraine		BT52 1DU		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE Derry		14 Collon Terrace				Londonderry		BT48 7QJ		9am - 5pm		Baseline Basic		entrance of building

		Northern Ireland Housing Executive		NIHE High Street Carrickfergus		19 High Street				Carrickfergus		BT38 7AN		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE HQ		2 Adelaide St 				Belfast		BT2 8PB		0900-1700		None		Back Gate

		Northern Ireland Housing Executive		NIHE Larne		Sir Thomas Dixon Building		47 Victoria Road		Larne		BT40 1RU		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE Limavady		Unit A,  2 Fleming Way		57-59 Main Street		Limavady		BT49 0FB		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE Lisburn		29 Antrim St				Lisburn		BT28 1AU		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE Marlborough House Central Way		2 Central Way				Craigavon		BT64 1AD		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE MCallister House Omagh		16 Woodside Avenue				Omagh		BT79 7BP		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE Newtownabbey - Ballyearl Drive		2 Ballyearl Drive		New Mossley		Newtownabbey		BT12 5XJ		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE Richmond Chambers The Diamond		Richmond Chambers, The Diamond, Londonderry BT48 6QP		The Diamond		Londonderry		BT48 6QP		9am - 5pm		Baseline Basic		Post room - Floor 2

		Northern Ireland Housing Executive		NIHE Strabane		40 Railway Street				Strabane		BT82 8EH		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE Strangford House		28 Court Street				Newtownards		BT23 7NX		0900-1700		None		Reception

		Northern Ireland Housing Executive		NIHE Twickenham House		59 -71 Mount Sreet				Ballymena		BT43 6BP		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE Ulster Bank Buildings		1-3 Waterloo Place				londonderry		BT48 6BU		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Housing Executive		NIHE Waterside		2 Glendermott Road		Waterside 		londonderry		BT47 6AU		9am - 5pm		Baseline Basic		Reception Area

		Northern Ireland Office		Independent Commission for Reconciliation and Information Recovery		The Vantage		32-36 Great Victoria Street		BELFAST		BT2 7BA		09:00 - 17:00		Baseline Basic		Main Reception

		Northern Ireland Water		NI Water - Antrim (L&DC)		61 Milltown Road				Antrim		BT41 4NW		09:00 - 17:00		No		Main Office (Ground Floor)

		Northern Ireland Water		Northern Ireland Water - Armagh		Unit 41		Seagoe Industrial Estate		Craigavon		BT63 5QE 		09:00 - 17:00		No		Security Office at Front Gate

		Northern Ireland Water		Northern Ireland Water - Ballymena		188 Larne Road				Ballymena		BT42 3HA		09:00 - 17:00		No		Security Office at Front Gate

		Northern Ireland Water		Northern Ireland Water - Omagh		69 Gortin Road				Omagh		BT79 7HT		09:00 - 18:00		No		Security Office at Front Gate

		Northern Ireland Water		Northern Ireland Water Limited - HQ		40 Old Westland Road				Belfast		BT14 6TE		08:00 - 18:00		No		Reception

		Northern Ireland Water		Northern Ireland Water Limited - Londonderry		Gelvin Grange		Irish Street		Londonderry		BT47 2LD		09:00 - 17:00		No		Security Officer at Reception

		Public Prosecution Service for Northern Ireland		Public Prosecution Service for Northern Ireland		93 Chichester Street				Belfast		BT1 3JR		7AM-7PM		N/A		Reception

		Public Prosecution Service for Northern Ireland		Public Prosecution Service for Northern Ireland		1 Downshire Cose				Newry		BT34 1FD		7AM-7PM		N/A		Reception

		Public Prosecution Service for Northern Ireland		Public Prosecution Service for Northern Ireland		35 Limavady Road				Derry		BT47 6LP		7AM-7PM		N/A		Reception

		The Education Authority		Belfast Region		40 Academy Street				Belfast		BT1 2NQ		08:30 - 16:30 Monday - Friday		Baseline Basic		Reception Academy St

		The Education Authority		Child Guidance Centre		45 Derrychara 				Enniskillen		BT74 6JF		09:00 - 17:00 Monday - Friday		Baseline Basic		Portacabin Foyer

		The Education Authority		Enniskillen Transport Depot		117 Sligo Road				Enniskillen		BT74 7JZ		09:00 - 17:00 Monday - Friday		Baseline Basic		Building Entrance

		The Education Authority		North Eastern Region - Antrim Board Centre		17 Lough Road				Antrim		BT41 4DH		08:30 - 16:30 Monday - Friday		Baseline Basic		Reception Antrim Board Centre

		The Education Authority		North Eastern Region - Ballee Centre - Ballymena		2-6 Ballee Road West				Ballymena		BT42 2HS		08:30 - 16:30 Monday - Friday		Baseline Basic		Reception, Ballee Rd West

		The Education Authority		South Eastern Region HQ		Grahamsbridge Road		Dundonald		Belfast		BT16 2HS		08:30 - 16:30 Monday - Friday		Baseline Basic		Reception, Grahamsbridge Rd

		The Education Authority		Southern Region		3 Charlemont Place		The Mall		Armagh		BT61 9AX		08:30 - 16:30 Monday - Friday		Baseline Basic		Reception, Charlemont Plac

		The Education Authority		Western Region		1 Hospital Road 				Omagh		BT79 0AW		08:30 - 16:30 Monday - Friday		Baseline Basic		Reception, 1 Hospital Road

		The Electoral Office for Northern Ireland		Electoral Office for Northern Ireland		Colby House		Stranmillis Court		Belast		BT9 5TA		07:30-18:00		Baseline Basic		Reception

		The Executive Office		ECNI - Advice & Compliance		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		ECNI - Commission for Victims and Survivors		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		ECNI - Commissioner for Older People NI		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		ECNI - Communications & Secretariat		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		ECNI - Community Relations Council		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		ECNI - Legal Services		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		ECNI - NICCYP		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		ECNI - Policy		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		ECNI - Research & Investigations		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		Equality Commission NI - Corporate Services		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		Northern Ireland Judicial Appointments Commission		Headline Building		10-14 Victoria Street		Belfast		BT1 3GG		08.00 - 18.00		None		Main Reception

		The Executive Office		The Executive Office - Stormont Castle		Stormont Estate				Belfast		BT4 3TT		08:00-18:00		Baseline Basic		Main Reception

		The Executive Office		Victims and Survivors Service 		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		Office of Identity & Cultural Expression 		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		Commissioner for Ulster Scots		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		The Executive Office		Commissioner for Irish Language		Equality House		7-9 Shaftesbury Square		BELFAST		BT2 7DP		07:45 - 18:00		Baseline Basic		Main Reception

		Translink		22 Great Victoria Street		22 Great Victoria Street				Belfast		BT2 7LX		07.00am -  19.00pm		N/A		Reception 

		Translink		Lanyon Place Station		East Bridge Street				Belfast		BT1 3PB		05.10am -  23.50pm		N/A		Post Room

		Translink		Translink Contact Centre		Adelaide Depot		8 Falcon Road,  Building B		Belfast		BT12 6PU		9.00am   - 12 noon		N/A		On entrance                                                                                     

		Translink		Translink Engineering Department		25 Duncrue Street				Belfast		BT3 9AR		Open 24 hrs 		N/A		Reception 

		Translink		Translink Metro & Glider Bus Ops		25 Duncrue Street				Belfast		BT3 9AR		Open 24 hrs 		N/A		Reception 

		Translink		Translink Milewater Centre		25 Duncrue Street				Belfast		BT3 9AR		Open 24 hrs 		N/A		Reception 
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1.0  PremierSort Flex 
Overview 


 


1.1 PremierSort Flex service summary 
PremierSort Flex 2 or 3 day service offers customers a competitive and flexible service by sorting machine-
readable mail, automatically. The service aim of the PremierSort Flex service is to deliver by the third working day 
(Mon-Sat) after the day of posting. The geographic location that the mail will be collected from and delivered to 
will depend on whether it will be a 2 day or 3 day delivery. Whistl will collect and prepare your unsorted mail, 
saving time and money. * 
 
Summary of PremierSort Flex service 
  
Day 0 


• Unsorted mail collected from customers 


• Mail delivered to Whistl sortation centre 


• Mail machine sorted 
 
Day 1 or Day 2** 


• Bags of sorted mail delivered to Royal Mail 


• Bags are signed for by the Royal Mail 


• Royal Mail local sortation 
 
Day 2 or Day 3** 


• Delivered by Royal Mail 
 
* The service aims are targets only and the time and date for processing and delivery are not guaranteed. Whistl 
will not be liable for the speed of collection, processing, handover and delivery which are affected (directly or 
indirectly) by any event or circumstance outside Whistl’s reasonable control (see below for more details) or by an 
act or omission of the Customer (or its employees, agents or contractors). The dates for collection, processing, 
handover and delivery exclude any day which is a public holiday in any part of the United Kingdom. 
 
** Geography dependent 
  
 


Summary or PremierSort Flex Service 
 


 
Service 


 


Format Weight Bands 
 


 
Letters 
(DL/C5) 


 


 
Large 


Letters  


 
Packets 


 
0-100g 


 
101-250g 


 
251-500g 


 
500-750g 


 
PremierSort 


Flex 
 


 
Y 


 
Y 


 
N 


 
Y 


 
N 


 
N 


 
N 


 


1.2 Force Majeure Events 
Whistl is not liable for delay in performing, or failure to perform, any of its obligations if such delay or failure results 
from any event or combination of events adversely affecting the ability of Whistl to perform its obligations where 
such event arises from or is attributable to acts, events, omissions or accidents that were beyond the reasonable 
control of Whistl. These include (without limitation) strikes, lock-outs or other industrial disputes (whether involving 
the workforce of Whistl or any other party), failure of a utility service, disruption to transport network, act of God, 
war, riot, civil commotion, epidemic, pandemnic, acts (or threat) of terrorism, malicious damage, compliance with 
any law or governmental order, rule, regulation or direction, acts of local or central government or other 
competent authorities, seizure or forfeiture under legal process, inherent liability to wastage in bulk or weight, 
faulty design, latent defect or inherent defect, vice or natural deterioration of the items, insufficient or improper 
packing, insufficient or improper labelling or addressing, accident, breakdown of plant or machinery, fire, 
earthquake, explosion, flood, storm, ice, frost or default of Whistl or its carriers or subcontractors and any event or 
other consequences arising as a result of or in connection with the full or partial withdrawal of the United Kingdom 
after the transition period from the European Union.  
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2.0  Entry Qualifications 
 
  


2.1 Minimum volumes 
A minimum of 250 items per collection is required. Volume requirements per collection are also geographic 
dependent. 
 


2.2 Addressing standards 
The customer must ensure that the addressing standards set out in section 2.2.1 are met. The customer must 
also ensure that each mailing item is addressed to its recipient so that the address is visible and legible at all 
times. 
 
Whistl reserves the right to test mailings and postings received from the customer to ensure compliance with the 
addressing standards. The sample quantity will be the first pre-go live mail items of the forecasted daily collection. 
Failure to meet required standards will result in Whistl taking action in accordance with the procedures for 
handling non- compliant postings (see section 9 of the Customer Guide). 
 
Test mail will be collected 7 days prior to the go live date. The customer will be notified of the test results and if 
successful will go live on the 7th day following the test mail collection. 
  
 
2.2.1 Mail addressing 
Customers shall take into account changes to postcodes and other address information over time and ensure that 
new records are accurate (e.g. quarterly updates). Cleaning address data should not be a one-off activity, but an 
ongoing process. If you need further details please contact Whistl Customer Services. 
 
The best way to ensure that customers maintain the accuracy of their address files is to link their databases to 
Royal Mail’s Postcode Address File (PAF®) by using one of the third party products based on PAF® which are 
available. 
 
PAF® contains over 27 million UK addresses, including 1.7 million business addresses and 1.7 million postcodes, 
which Royal Mail constantly update to maintain its accuracy. 
 
2.2.2 The elements of an address 
To meet the required address standards each address includes one premise element, one thoroughfare element, 
one locality element and the postcode as a minimum. Other elements may be included. If there is no thoroughfare 
element contained in PAF® this need not be included. 
 
To fully explain these requirements, each element is described below. 
  


 J Bloggs 


Organisation A Posting House 


Sub-building South Wing 


Building name Bell House 


Building number B-25 Bell Complex 


Dependent thoroughfare The Mews 


Thoroughfare 300 Western Road 


Double dependent locality Otterley 


Dependent locality Hedge End 


Posttown OXFORD 


Postcode OX4 5ZZ 


 
 


i) Premise elements 
Customers must include at least one of these four elements so that a single delivery point is defined. 
Customers do not have to include all the premise elements (unless the premise elements used do not 
sufficiently describe an address), even if they are included in PAF®. 


 
ii) Thoroughfare elements 


PAF® will give one of three possible combinations: 


• No thoroughfare – no need to include anything in this part of the address 


• A thoroughfare but not a dependent thoroughfare - include the thoroughfare 


• Both a dependent thoroughfare and a thoroughfare - include the former. If space allows customers can 
also include the thoroughfare, though it’s not compulsory  


 


Premise elements 
 


Thoroughfare elements 
 


Location elements 
 


Postcode elements 
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iii) Locality elements 
Customers must include at least one locality element. 
They don’t have to include them all, even if they are included in PAF®. The post town shall always be 
printed in capital letters (upper case). For example BIRMINGHAM on a line on its own. The rest of the 
address can either be in all capital letters or in capital and non-capital letters. 


 
iv) Address structure 


Each address element must be on a separate line with the postcode included as the last line of the 
address. 


 
Mr AN Other 
47 Polmaise Crescent Fallin 
STIRLING FK7 7EE 
 
 


2.3 Address Format 
Whichever delivery option is chosen, PremierSort Flex allows significant savings to be realised on postage costs. 
How much depends on the address format chosen and quality of your mail. 
 
Machine Readable Mail 
Whistl’s advanced technology has the unique capability to machine-read a higher proportion of printed mail. More 
mail will qualify for the PremierSort Flex discount depending on the readability rate of the address. 
 
Mailings presented per collection must meet a minimum read rate of 95% to take advantage of the PremierSort 
Flex pre-sorted savings. If the 95% read rate is not met, the percentage of items qualifying will be charged at the 
PremierSort Flex agreed rate and the remainder will be charged at the reject rate defined in the contract 
agreement. 
  


2.4 Suitable fonts and print formats 
Comprehensive testing has been completed by our machine supplier to provide a list of recommended fonts that 
are available to customers. See Appendix A for the recommended fonts to be used. 
 
In order for maximum read rates to be achieved, only certain fonts can be used and the print quality must be of a 
high standard. For example using typefaces that are more unevenly spaced than others (or printing labels on a 
dot matrix printer or on a printer where the ink is running low) may cause the item to be rejected by our sortation 
machines, which means having to resort to manual sortation – this can cause delay and affect the rate charged. 
 
The readability of the address font will always be assessed during the pre-go live test. 
 


2.5 Item dimensions & weight 
Any item defined as a letter can be sent through Whistl for sortation provided that it meets the following 
requirements: 
 
The below specifications reflect the letter envelope: 


 Minimum Maximum 


Length (mm)        140 240 


Height (mm) 90 165 


Thickness (mm) 0.25 5 


Weight (grams) 2 100 


 
 
The below specifications reflect the light large letter size envelope: 


 Minimum Maximum 


Length (mm)        241 330 


Height (mm) 166 240 


Thickness (mm) 1 4 


Weight (grams) 2 100 


 
Note: The dimensions above have been determined by combining the Royal Mail specifications and the Whistl 
sortation machine specifications. 
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3.0  Indicia for PremierSort 
Flex 


 
  
For ease of coordination and sortation of your mail, Whistl has a preference that mail is presented without the 
Whistl indicia. 
 
For customers who want to provide envelopes that are pre-printed with the Whistl indicia (either directly or via a 
third party) please follow the guidelines in section 3.1 and 3.2. 
 


3.1 Pre-printed indicia for PremierSort Flex 
Mailing items will only be accepted at Whistl DSA Centres if they bear an indicia approved by Whistl. The indicia 
cannot be used to access retail end-to-end services nor for any other purpose than as set out in the contract 
agreement and this Customer Guide. 
  
All mailing items must carry a Whistl approved indicia. This indicia comprises: 


• Whistl’s Access Indicator which clearly identifies: 
– The contract holder’s legal entity name 
– A registered design of the contract holder 
– A trademark design of the contract holder 


 


• The Royal Mail Access Indicator, an example of which is set out overleaf. The Royal Mail Access Indicator 
must not be used on any mailing items except in accordance with the agreement and comprises: 


– A service indicator ‘S’ 
– The words ‘Postage Paid GB’ 
– The unique licence number – which will be provided once a credit account has been set up 
– Royal Mail’s letter fan device (a registered trademark) 


 
An example of the indicia template to be used can be found within this document. 
  
 
Indicia positioning template for the large design 
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Indicia positioning template for the small design 
 
 


 
  
The top and right hand edge of the indicia zone (as set out in the above indicia template) should be aligned 
exactly to the top and right hand edges of the envelope. The preferred clear zone round the Access indicia is 
5mm, there is no minimum clear zone. However the entire indicia must be displayed on the envelope i.e. anything 
less than 100% of the indicia design on the envelope will constitute non- compliance. 
 
The Whistl unique licence number will be incorporated within the Royal Mail Access indicator for use by the 
customer. Mailings will not be accepted unless all mailing items show the licence number, which matches the 
account to which the mailing will be charged. 
  


3.2 Indicia Size 
There are 2 specified sizes the customer can choose to use for their pre-printed envelopes. 
 
Note: where envelopes are not pre-printed with the Whistl indicia, only the small standard design indicia will be 
printed by the station machine. 
 
Customer indicator 


• Large customer indicator – maximum area available is 30mm tall x 50mm wide 


• Small customer indicator – maximum area available is 20mm tall x 50mm wide 
 
There is no minimum size for the customer indicator but it needs to be visible and any words used need to be in a 
font larger than 10 point. 
 
Any variation in size from that submitted by the customer will need to be checked through Whistl machinery 
before use. 
  


Large 
PPI (‘S’) = 30mm tall & 15mm wide 


Small 
PPI (‘S’) = 20mm tall & 15mm wide 


 


 
 


Total Length: 70mm 
 


 
 


 
 
 


Total Length: 61mm 
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3.3 Return Addresses and Undeliverable Mail 
The customer shall ensure that every mailing item is clearly marked on the reverse with a UK Return Address. 
The below diagram shows the recommended format and positioning of the Return Address for all mailing items. 
This should be preceded with the words ‘Return Address’. 
 
Recommended format and positioning of a return address on the back of an envelope. 
 
 


  
 
 
The recommended position for a return address is on the reverse of the mailing item, in order to minimise 
confusion with the delivery address. Where it is not possible to print the return address on the back, it can be 
printed on the front (see diagram below). 
 
Recommended format and positioning of a return address on the front of the envelope. 
 


 
  
Any undeliverable mailing item will be returned to the UK return address, provided on the mailing item. 
 
The format should consist of: 


• PO BOX Number (fixed element of the address) 


• The Customer Reference Number (variable element of the address. Each customer has one or more 
unique four digit identification numbers ascribed to them e.g. one number may denote marketing 
postings; one may denote billing postings) 


• The customer’s name (fixed element of the address) 


• Post Town (fixed element of the address) 


• PO Box postcode (fixed element of the address 
The return address should always be prefixed with the words ‘Return Address’ – this is to ensure 
optimum processing through Royal Mail’s machines 


 
Any alterations with this format should be clarified with the Whistl Account Manager. 
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4.0  Mail Presentation 
 
 
Mail must be presented in mail trays provided by Whistl. Mail must be placed in the trays un-banded, all facing in 
the same direction and the correct way up. Trays should not be overfilled as it makes handling difficult and can 
cause sticking envelopes. Each tray will need to be clearly identified with a tray label. See section 6.3 for tray 
labelling. 
 
In the case of letter sized envelopes the mail should be placed with the address the right way up and sitting 
upright. 
 
E.g. 
 
 
 
 
 
 
 
 
 
In the case of light large letter envelopes the mail should be placed in the same direction with the address side 
facing down. 
 
Note: mail in trays cannot be double stacked. 
 


4.1 Mailing items 
The customer must ensure where possible that mailing items of a similar weight, shape or size are securely 
placed in Whistl trays. The number of mailing items in each tray will depend on the nature of the mailing items. 
This will normally be determined by their size and thickness. 
 
Mailings that are presented must be separated according to format: 


• Letter 


• Large letter 


• Items will also need to be separated if you require part of your mailing to have the indicia or the return 
address sprayed by our sortation machine 


  


4.2 Mail sequence 
PremierSort Flex mail should be presented in a geographically random order. This maximizes throughput of the 
process and minimises risk of delay. 
 
The easiest way to make sure the mail is in random order is to stack the ‘print file’ by surname in alphabetical 
order. 
 


4.3 Flexibility 
Items must be flexible enough to bend into an ‘S’ along their longest edge. 
The ‘S’ test is intended to indicate when a mail piece is too stiff to be safely handled by the automation equipment 
without it being damaged by the equipment or it damaging the equipment. 
 


4.4 Non-machineable items 
The following are classed as non-machineable: 


• Polywrap, plastic or window envelopes without plastic film 


• Enclosed inflexible objects such as coins, pens and keys >5mm thick per item 


• Heavier than 100g per item 


• Metal inserts (e.g. foil or aluminium), as any detection of metal will not allow the item to be machine 
sorted 


 


4.5 Paper weight 
• Envelopes – 70gsm minimum 


• Postcards – 200gsm minimum with a minimum thickness of 0.25mm 
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4.6 Sealing 
Each item must be well sealed, taking care to avoid the use of too much gum or excess water which could result 
in envelopes sticking together. 


• Metal clips or staples must not be used 


• The items must be sealed on all sides 
 


4.7 Using window envelopes 
Please follow these requirements if the address is to be read through a window: 


• The window position must be at least 15mm from the left hand edge of the envelope and at least 18mm 
from its bottom edge 


• The maximum gloss value of the window material should be 150 when measured at 60° in accordance 
with ASTM 2457 standard test method for specular gloss of plastic films 


• The window haze should not exceed 75% in accordance with ASTM D1003 standard test method for 
haze of plastic films 


• The item inside the envelope must fit securely and not move around. The address must always be fully 
visible 


 
The window should not infringe any of the clear zones on the mail piece. See Appendix B for the optimum mail 
template. 
 


4.8 Address 
• All lines of the address must be justified left 


• The extremities of the address block must be at least 5mm away from the edge of the label or window 


• Excessively skewed addresses cannot be read. The Whistl sortation machine can only tolerate a 
maximum skew of plus or minus five degrees from the horizontal 


• Punctuation should be avoided if possible e.g. don’t put commas or full stops at the end of lines 
 


4.9 Address block 
The address block is defined as an imaginary box which surrounds the address (including the addressee’s 
name).There must be a 5mm clear zone around this block. See Appendix B for the optimum mail template. 
 
If you want to print a reference number or code near the address this must be printed either: 
 


1. Within the address block as the top line of the address and left justified to form part of the address 
                            Or 


2. Outside the 5mm clear zone 
  


4.10 Clear Zones 
You should leave the following areas clear of any markings. These areas are called ‘clear zones’ and are used by 
Whistl machines to print, read codes and locate the address on mail items. The address must not encroach into 
any of these clear zones: 


• 5mm around the address 


• 18mm from the bottom edge and 115mm from the right edge 


• A zone 15mm from the right hand edge and 70mm from the bottom edge 


• A zone 115mm from the right hand edge and 10mm high with the zone’s top edge starting 70mm from 
the bottom edge of the item 


 
Additionally, no part of the address should fall within 40mm of the top of the mail piece. 
 


4.11 Paper colour 
The most suitable colours for envelopes are white, cream or buff. Other colours may be used so long as they are 
light or pastel shades which contrast by at least 50% in tone with the address. 
 
Please do not use red or dark coloured envelopes as it makes it difficult for our machines to read the address or 
codes. 
 
 


4.12 Printing 
The address must be darker than the paper, e.g. don’t print the address in white ink on dark paper. 
 
Please do not use red or dark colour ink for printing logos, designs or text behind the address, as our machines 
cannot read against it. 
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5.0  Consumables 
 
 
Whistl will supply the required equipment to Whistl customers which will only be used for the final transportation of 
mail to Whistl centres. Whistl will provide the initial tray and container allocation based on the forecast figures 
provided by the customer. Whistl Customer Services will determine a replenishment of Whistl trays and magnums 
based on the weekly forecast provided by the customer and exchanged on a one for one basis. 
 
Re-ordering equipment 
Please contact Customer Services on 0808 262 0808.   
Refer to the notice period for trays and magnums below. Requests for delivery of consumables the next day must 
be received by no later than 14:30hrs. 
 


5.1 Trays 
Whistl will supply the customer with Whistl trays and lids for the sole use of conveying Whistl specific mailings 
from the customer nominated site to the Whistl Sorting Centre. 
 
Whistl trays and lids must not be used for moving mailing items between either the customer’s sites or agent’s 
sites without prior agreement with Whistl Customer Services. Customers should use the tray lid at all times as this 
will secure the tray label identification. 
 
The customer will provide Whistl Customer Services with notice of their requirements and Whistl will endeavour to 
provide the customer’s required amounts within the notice period. 
 


• 0-200 trays require 24 hours’ notice 


• 201-400 trays require 48 hours’ notice 


• 400+ trays require 96 hours’ notice 
  


5.2 Magnum 
Whistl will supply the magnums with containers for the sole use of conveying Whistl specific mailings from the 
customer nominated site to the Whistl Sorting Centre. 
 
Whistl magnums must not be used for moving mailing items between either the customer’s sites or agent’s sites 
without prior agreement with Whistl Customer Services. 
 
The customer will provide Whistl Customer Services with notice of their requirements and Whistl will endeavour to 
provide the customer’s required amounts within the notice period. 
 


• 0-50 magnums require 24 hours’ notice 


• 51-100 magnums require 48 hours’ notice 


• 100+ magnums require 96 hours’ notice 
 


5.3 Tray labels 
Whistl will provide an electronic template of the tray label during the initial customer set up. There are two formats 
of tray labels, one being for letters and the other for light large letters. 
 
The customer is required to print off one copy and place it on top of the mail inside every tray that is to be 
collected. The label should sit facing upright so that it can be visible through the transparent tray lids. 
  


5.4 E-Dockets and Collection Receipt 
E-Dockets 
This tool has been designed to be easily accessible via the Whistl website. The tool allows you to declare your 
daily volumes for each of Whistl’s unsorted services: PremierSort, PremierSort Flex and AllSort. It allows you to 
create a unique tray card, which should accompany every mailing. 
 
Whistl will provide the customer with a login at the initial customer implementation. If you are an existing customer 
please contact your Whistl Account Manager for your login details. 
 
Please refer to the E-Docket Customer Guide for more information. 
  
Collection Receipt 
Whistl will provide the customer with a collection receipt booklet during the initial customer set up. The collection 
receipt is a quadruplicate copy and the customer will be required to complete, sign, time and date the receipt and 
also have it checked and signed by the Whistl collection driver. Three copies will be retained by the Whistl 
employee and the other by the customer as a receipt of collection. 
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The handover of mailing items and the signing of the collection receipt does not constitute acceptance of the 
mailing items by Whistl. Acceptance of a mailing by Whistl only occurs after Whistl revenue protection and mail 
verification checks have been completed and all issues have been resolved. 
 
A mailing will be deemed to have been accepted by Whistl and subsequently the Royal Mail. 
 
Example of a collection receipt: 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  
  


 


 


 
 


Goods in signature 


Goods in name 


Signature 


 


PremierSort Flex 


Letter – 2/3 day 


PremierSort Flex 


Large letter – 2/3 day 


Driver name 


Signature 


 


 


Customer name 


 
PremierSort 


Packet – 3 day 


 Departure 
time 


 


Vehicle number 
 


Arrival time 


AllSort 
 


Letter     Large Letter     Packet Parcel PremierSort 
Light large letter – 2 day 


PremierSort 


Light large letter – 3 day 


PremierSort 


Heavy large letter – 3 day 


 


Collection address 


 
PremierSort 


Letter – 2 day 


PremierSort 


Letter – 3 day 


 


Magnums Yorks Bags Trays Date 


 
 SERVICE ITEMS TRAYS 


PremierSort Flex 2. PremierSort  1. Collection Details  


Customer name 


 
 


3. AllSort 
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6.0  Forecasting Variance 
 
 
The customer must provide Whistl Customer Services with a variance forecast of their mailing if it varies from the 
initial forecast provided. The forecast variance will include anticipated volume of mailing items and must provide 
details of the format of mailing items expected to be handed over on each of the next 7 working days. 
  
  







 


14 Whistl PremierSort Flex Customer Guide | January 2024 v1.5 


7.0  Collection Process 
 
  
 


7.1 Collection times 
Standard collection times will be set up prior to the customer’s first collection and will be regarded as fixed from 
this point. These collection times are flexible however, if mutually agreeable to both the customer and Whistl 
Customer Services. Changes to collection times are to be considered by Whistl at the request of the customer. 
 


7.2 Collection Time Change Process 
The aim of this process is to ensure that requests for new, or changes to existing collection times, are managed in 
a controlled way. Whistl Customer Services will coordinate requests and provide notification of changes to 
collection times. 
 
Any requests to change collection times must be made by e-mail to Whistl Customer Services and may require at 
least 14 working days for changes to be processed. Whistl Customer Services will confirm by e-mail, subject to 
capacity and capability, whether the change of collection time is acceptable. Whilst Whistl will endeavour to meet 
the customer’s requirements, this may not be possible in every instance. The final decision regarding the 
allocation of collection times rests with Whistl. 
  
 


7.3 Customer health and safety procedures 
Whistl will require all drivers to wear safety shoes and high visibility jackets whilst on customer premises and 
comply with all customer site traffic rules. All drivers should only have access to the areas of the customer 
premises directly related to the handover of mailing items unless previously agreed with Whistl. 
 


7.4 Unloading and handover 
• Where the customer has been provided with Whistl containers, the customer site is responsible for 


loading and unloading the containers when and where directed by the Whistl driver. 


• All postings handed over to a Whistl driver must be accompanied by a collection receipt. At handover, 
the Whistl employee will sign, time and date both copies of the collection receipt. Whistl and the 
customer’s driver will each, retain one copy of the collection receipt. 


 


7.5 Contingency 
In the event of a customer’s premises being inaccessible for any reason, the customer must notify Whistl 
Customer Services of any alternative arrangements and any subsequent change to normal practice at the earliest 
opportunity. 
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8.0  Procedures for Handling 
Non-compliant Mailings 


 
 
 
Whistl reserves the right to sample mailings and postings received from the customer to ensure compliance with 
the Customer Guide. Failure to meet required standards will result in Whistl taking action in accordance with the 
procedures for handling non-compliant mailings. 
 


• If after revenue protection, Whistl has identified mailings which fail to comply with the customer Guide, 
Whistl shall notify the customer by telephone and e-mail. Whistl will offer the customer a reasonable 
opportunity to inspect the mailing as soon as is reasonably practicable after identifying the error, but no 
later than 24 hours after notification. If following the customer’s inspection (or the expiry of the 24 hour 
period) Whistl remains satisfied that there has been failure to comply, Whistl may proceed to implement 
the procedures within this section 


• The following table details the actions Whistl may take in the event of non-compliance. In this table, 
‘Relevant Segment of the Mailing’ refers to that part of the posting which relates to an individual mailing 
in relation to which the non-compliance has been identified 


 


8.1 Collections 
Issue Resultant and corrective actions where applicable 


Posting unavailable at 
collection 


If a pre-notified posting is not available for collection on the nominated day despite the 
pre-notification that posting will be considered void and will be logged by Whistl. 


Delay of collection 
If the customer is unable to meet the agreed collection time and Whistl is not 
contacted to agree the delay of the collection, Whistl may not accept the handover of 
the posting. 


  
 


8.2 Documentation 
Issue Resultant and corrective actions where applicable 


No signed collection 
receipt 


If the relevant collection receipt has not been signed by a customer employee, Whistl 
will not accept the posting until confirmation of the collection volume has been 
received. 


 
 


8.3 Addressing Standards 
Issue Resultant and corrective actions where applicable 


Mailing items that fail 
to meet the 
addressing standards 
as specified in 
Section 2.2 of the 
Customer Guide  


• If the amount of reject mail is > 5% of the total mailing, then the items will be 
manually sorted if Whistl agree it is operationally feasible to process. In this case 
the customer will be charged at the defined tariff rate for the rejected mail as set 
out in the contract agreement and the mail will be processed one day later 


• If the amount of reject mail is less than 5% of the total mailing, then Whistl will 
agree to sort the rejected mail manually at no extra charge 


 


 
 


8.4 Mail Presentation 
Issue Resultant and corrective actions where applicable 


The customer hands 
over mailing items in 
poor condition 


• Whistl staff will visually check the condition of the trays of mailing items upon 
handover. Any posting/mailing or relevant segment of the mailing obviously 
damaged or in a generally poor condition will not be accepted by Whistl. 


• Any mailing items that Whistl employees subsequently discover (prior to 
acceptance) to be damaged or in generally poor condition will not be processed. 
Whistl will contact the customer’s nominated contact and the customer may 
collect the mailing items 


The customer hands 
over mailing items 
that are stuck 
together 


If mailing items within a mailing or relevant segment of the mailing are stuck together 
then it will not be processed – Whistl will contact the customer. Where Whistl agrees 
that is practicable to separate the mailing items, Whistl will do so. If, in the opinion of 
Whistl, the mailing items cannot be separated without damaging them the customer 
must collect the mailing items 
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The customer hands 
over mailing items 
without a Whistl Tray 
card placed on top of 
each tray 


• Over a 4 week period the customer will be given the opportunity to correct 
their actions before Whistl reserves the right to charge any applicable 
surcharges 


• The process will work as follows: 
- Week 1 – if a customer is identified to be not providing a relevant tray card 


– the Internal Account Executive (IAE) from the Whistl Customer Services 


team will contact the customer – the customer is given 1 week to correct the 


issue 


- Week 2 – if the customer still hasn’t resolved the issue, the IAE will 


escalate to the customer’s Account Manager, who will contact the customer 


again to help them resolve the issue 


- Week 3 – if the customer is identified for a 3rd week in a row, the customer 


will be contacted to be advised that the relevant surcharge will now be 


charged to them.  The surcharge will be charged daily for every time the 


customer presents items of mail without a relevant tray card until such time 


as the customer corrects the issue 


The customer will remain on the monitoring list for a 13 week period, if the corrective 
action is taken within this time and is consistent then surcharges will no longer apply 


 


 
8.5 Non-machineable or non-routable mail 


Issue Resultant and corrective actions where applicable 


The customer hands 
over non-
machineable or non-
routable mail 
  


Non machineable or non-routable mail (which includes mail for an address outside the 
United Kingdom, for a BFPO address, without a full address or that does not comply 
with or is not presented in accordance with the specification outlined in the Premier 
sort Flex Customer Guide) shall be defaulted to the AllSort product, if possible 
operationally and Whistl so elects, and the customer shall pay Whistl’s then current 
AllSort rates and handling charge. 
 
If Whistl cannot, or elects not to, process the non-machineable mail, then the items 
will be returned to the customer at such time as Whistl may elect. This is likely to be at 
the same time as a future collection from the customer 
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9.0  Data Protection 
 
 


9.1 Data Processing carried out by Whistl 
This section relates to the parties obligations under Data Protection Legislation which means all applicable data 
protection and privacy legislation in force from time to time in the UK including the Data Protection Act 2018 and 
the Privacy and Electronic Communications Regulations 2003 as amended and any other laws, regulations and 
secondary legislation, as amended or updated from time to time, in the UK 
 
The following table sets out the personal data that Whistl processes when providing delivery services for the 
Customer: 
 


Data subjects Recipients of the Customer’s mail items. 


Categories of Data Data subject’s name and address as printed on the front of the mail item. 


Processing Operations / 
Subject Matter 


The processing operations are as follows (further detail is set out in this 
table): 


• Recording 


• Storage 


• Retrieval 


• Use 


• Disclosure by transmission 


• Erasure 


Purpose Whistl processes personal data for the following purposes: 
 


• Address read by sortation machine in order to sort the mail to the 
correct geographical location 


 


• Image of the front of the item is recorded, stored using a 3rd-party 
application, and retrieved to assist with delivery and invoicing 
queries 


• Where the video encoding service is used an image of the name 
and address on the front of an unsorted item, which cannot be 
machine-read, is recorded and transmitted to our third party 
processors to be read 


Duration The duration of the processing is as follows: 
 


• Processing for sortation takes less than 2 seconds 


• Images of the front of the envelope are stored for 90 days 


• Video encoded images are accessed for less than 5 minutes 


Deletion of Processed Data At the end of these periods, the personal data is automatically deleted. 


Third party processors Whistl uses third party processors to store envelope images and also in 
relation to the video encoding service. Details of the third party processors 
and their activities is set out below. 


 


9.2 Third party processors 
Where the video encoding service is used, Whistl uses the following third parties to carry on processing on its 
behalf: 
 


Name of third party 


processor 


PostNL Data Solutions 


BV 


Straive Prime Vision BV 


Location Netherlands Philippines & Vietnam Netherlands 


Categories of data 


processed 


An image of the name 


and address on the front 


of unsorted items which 


cannot be machine-read. 


An image of the name 


and address on the front 


of unsorted items which 


cannot be machine-read. 


An image of the name and 


address on the front of 


unsorted items. 


Details of processing PostNL Data Solutions 


receive the personal 


data from Whistl into 


their systems and allow 


personnel from Straive 


The image is made 


available by PostNL 


Data Solutions to view 


the address. 


Prime Vision provide an 


application for the storage 


of images. 
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access to read the 


personal data. 


Purpose Receipt of the personal 


data to be read by 


personnel from Straive 


(see below). Image is 


auto deleted once used. 


To manually read 


addresses which cannot 


be machine-read. The 


address is then sent to 


the Supplier and the 


image of the Personal 


Data is deleted. 


To assist with delivery and 


invoicing queries. 


 
 


9.3 How Whistl treats Personal Data 
 


• Both of Whistl and the Customer will comply with all applicable requirements of Data Protection 
Legislation. 


 


• Although the overall purpose of the data processing described above is agreed with the Customer (to 
deliver relevant items provided by the Customer to the addressees of each item), Whistl retains control 
over the manner in which it processes the relevant personal data in order to fulfil the purpose concerned. 
Accordingly, Whistl will in general be acting as a Data Controller when processing personal data as set 
out above, in line with the relevant guidance from the Information Commissioner in the UK 
(https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/controllers-and-
processors/controllers-and-processors/how-do-you-determine-whether-you-are-a-controller-or-
processor/#2). 


 


• The table above sets out the scope, nature and purpose of processing, the duration of the processing 
and the types of personal data and categories of data subject which are subject to processing. 


 


• The Customer confirms that any personal data provided to Whistl by the Customer or on its behalf has 
been collected and disclosed in accordance with the Data Protection Legislation. When using Whistl’s 
services, the Customer will take reasonable steps to ensure that no irrelevant or unnecessary 
information about individuals is provided to Whistl for or on behalf of the Customer. 


 


• If and to the extent that Whistl processes any personal data on behalf of the Customer in connection with 
the performance by Whistl of its services (in circumstances in which the Customer controls both the 
purpose and the manner of the processing and the processing is carried out by Whistl solely on behalf of 
the Customer, it will: 


 


▪ Process the personal data only on the written instructions of the Customer unless Whistl is required 
to process it for other purposes by any laws of the European Union which are applicable to the 
services to process. Whistl will give the Customer notice of that requirement unless it is required not 
to do so; 


 


▪ Maintain appropriate physical, technical and organisational measures, to protect against 
unauthorised or unlawful processing of personal data and against accidental loss or destruction of, 
or damage to, personal data, appropriate to the harm that might result from the unauthorised or 
unlawful processing or accidental loss, destruction or damage and the nature of the data to be 
protected, having regard to the state of technological development and the cost of implementing any 
measures; 


 


▪ Ensure that all personnel who have access to and/or process personal data are obliged to keep the 
personal data confidential; 


 


▪ Transfer personal data outside of the European Economic Area only where: 
 


o Appropriate safeguards in relation to the transfer are in place; 
 


o The data subject has enforceable rights and effective legal remedies; 
 


o Whistl complies with its obligations under the Data Protection Legislation by providing an 
adequate level of protection to any personal data that is transferred; and 
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o Whistl complies with reasonable instructions notified to it in advance by the Customer with 


respect to the processing of the personal data; 
 


▪ Assist the Customer, at the Customer's cost, in responding to any request from a data subject and 
in ensuring compliance with its obligations under the Data Protection Legislation with respect to 
security, breach notifications, impact assessments and consultations with supervisory authorities or 
regulators; 


 


▪ Notify the Customer within 24 hours on becoming aware of a personal data breach; 
 


▪ At the written direction of the Customer, delete or return personal data and any copies to the 
Customer on termination of the agreement unless required by any applicable laws to store the 
personal data; 


 


▪ Maintain complete and accurate records and information to demonstrate its compliance with the 
Data Protection Legislation; and 


 


▪ The Customer generally authorises Whistl to engage processors to process personal data. A list of 
the processors is set out in the section above. This list will be updated by Whistl and Whistl will give 
the Customer notice of any proposed change. If the Customer reasonably objects to a change, 
Whistl may either (at its option): (i) give the Customer an option to pay for the provision of the 
service without the use of the new processor; or (ii) terminate the provision of the affected service. 


 


Whistl will share the Customer’s data with credit reference agencies who may share that data with other 


organisations to assess credit risk.  For more details, please see https://www.experian.co.uk/crain/index.html 
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Appendix A  
Recommended machine-readable 


fonts 
 
 


Things to avoid 
Typical problems that can cause your mail to be rejected are as follows: 
 


▪ Characters with incorrect proportions e.g. stretched or condensed typefaces. Over large or small 
characters. 


▪ Quality of characters that are poorly printed or defined, either because they have been printed by poor 
quality printers, low resolution dot matrix printers or because the printer needs maintenance – worn 
ribbon, low on toner etc. 


 
Note: 10 point fonts read consistently better than 12 point fonts. A 12 point in one font may be smaller or larger 
than a 12 point in another font. 
 


Font Size 


Arial 10pt 


Capelli-Plain 10pt 


Century-WP 10pt 


Classic Typewriter-Plain 10pt 


Corporate Mono-Plain 10pt 


Courier 
10pt 


12pt 


Courier New (TT) 
10pt 


12pt 


Draft Plate-Plain 10pt 


Dutch SWA 10pt 


Helvetica 10pt 


Letter Gothic Plain 
10pt 


12pt 


Microscan-A 10pt 


Microscan-B 
10pt 


12pt 


New Century Schoolbook 10pt 


Palatino 10pt 


Pica Plain 
10pt 


12pt 


Prestige Plain 
10pt 


12pt 


Souvienne-Plain 10pt 


Swiss SWA 10pt 


Times Roman 10pt 


Weissach-Plain 10pt 
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Appendix B 
Envelope specification 
 
 


 
Mail piece guide shown 50% actual size 
 
  
Please note the diagram above is not to scale. The measurements above apply to letter and light large letter 
envelopes 
 


• The address must appear in the address zone, but must be at least 15mm from any edge and 15mm 
away from logo/design 


• Leave a clear zone 18mm from the bottom edge and 115mm from the right edge 


• Leave a clear zone 115mm from the right edge and 5mm high with its top edge 70mm from the bottom 
edge 


• The yellow clear zones must be kept clear for code marking and for a return address to be sprayed by 
Whistl (if required) 


 
 
For letters the address should appear  
On its long edge 
 


 
 
 
 
 
 
 
 
 
  
 
  


For Light Large Letters, Heavy Large Letters 
and Packets the address should appear on its 
short edge 
 







 


22 Whistl PremierSort Flex Customer Guide | January 2024 v1.5 


PremierSort Flex 
Customer Guide Version 
Control 
 


 


Document history  


 


Date 
Version 


No. 
Section Revised Revision Summary 


10/03/2020 1.0 All Due to changes to our brand design, the changes 


made were for design purposes only. 


05/02/2021 1.1 9.0 Data Protection Amendments to Data Protection section 


04/08/2021 1.2 8.0 Procedures for Handling 


Non-compliant Mailings 


8.4 Post Presentation section added to table 


21/11/2022 1.3 Last page New HQ address change 


28/07/2023 1.4 9.0  Data Protection Updates throughout 


23/01/2024 1.5 All Design Changes 
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1.0  AllSort Overview 
 


 
AllSort is an unsorted service for Letters and Large Letters where the service aim is to deliver within the UK in 3 
days, an unsorted service for Packets where the service aim is to deliver within the UK in 3 days and an unsorted 
service for Parcels up to 15kg where the service aim is to deliver within the UK in 3-5 days. We also provide an 
unsorted service for items delivered internationally or addressed to the BFPO where the service aim is to deliver 
in 4 – 8 days.† 
 
AllSort offers customers a competitive and flexible service by sorting non-machineable or non-readable unsorted 
mail. This includes handwritten mail, international mail, BFPO and items outside the Premier or PremierSort 
specification. AllSort includes all formats such as letters, large letters, packets and parcels. 
 


1.1 Who it suits 
AllSort is perfect for businesses currently using Whistl Premier, PremierSort and PremierSort Flex that have 
additional volumes of mail items that do not meet the specification. 
 
AllSort is also ideal for customers currently using franking machines and send mail items 2nd class within the UK, 
or for people who send international mail and items to the Armed Forces (BFPO). 
 
AllSort will eliminate the additional costs associated with franking such as lease payments, maintenance charges, 
meter reset charges, consumable costs and rate update charges. Not only will AllSort save you money, but it will 
save you time and hassle. 
 
 


1.2 Minimum volumes 
A minimum of 250 items per collection is required. Volume requirements per collection are also geographic 
dependent. 
 


1.3 Included services † 
• Unsorted 3 day service for UK bound letters and large letters 


• Unsorted 3 day service for UK bound packets 


• Unsorted 3-5 day service for UK bound Parcels up to 15kg 


• Unsorted 4-8 day service for International mail 


• Unsorted 4-8 day service for BFPO 


• Handwritten items 


• Polywrapped items 


• Packets 


• Parcels* 


• >5mm per item 


• >100g per item 


• Return of undeliverables for UK bound and BFPO mail only. International mail undeliverables will not be 
returned 


 
Excluded Services: 


• 1st Class items 


• Special delivery 


• Recorded delivery 
 
*For Parcels, is the service aim is for the first delivery attempt to be made within 3-5 days.Up to 3 attempts will be made after 
which the item will be deemed undeliverable and returned. 
 
† The service aims are targets only and the time and date for processing and delivery are not guaranteed. Whistl will not be 


liable for the speed of collection, processing, handover and delivery which are affected (directly or indirectly) by any event or 
circumstance outside Whistl’s reasonable control (see below for more details) or by an act or omission of the Customer (or its 
employees, agents or contractors). The dates for collection, processing, handover and delivery exclude any day which is a 
public holiday in any part of the United Kingdom and also for international items, any day which is a public holiday in the country 
in which the recipient is resident or through which the item is transported. 


 
 


1.4 Collections 
Collections from customers will be between Monday and Friday, not including public holidays in any part of the 
United Kingdom. Saturday collections will be by agreement only. Collection times will be by agreement between 
the customer and Whistl. 
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1.5 Presentation 
• UK bound mail to be separated by format – letters, large letters, packets, parcels. Items are to be 


presented in Whistl orange trays with the correct tray labels 


• International mail to be presented in mail trays, unsorted with the correct tray labels. Separation by 
format is not required 


• BFPO mail to be presented in mail trays, unsorted with the correct tray labels. Separation by format is 
not required 


 


1.6 AllSort service summary by format 
 


Service 


 
AllSort 
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Letters Y Y** Y Y N N N N N N N 


Large letters Y Y** Y Y Y Y Y N N N N 


Packets Y Y** Y Y Y Y Y Y Y Y N 


Parcels Y N Y* Y Y Y Y Y Y Y Y 


 
*See weight restrictions for BFPO in section 4.5 
**Our International AllSort service does not require sortation by format. 


 


1.7 Force Majeure Events 
Whistl is not liable for delay in performing, or failure to perform, any of its obligations if such delay or failure results 
from any event or combination of events adversely affecting the ability of Whistl to perform its obligations where 
such event arises from or is attributable to acts, events, omissions or accidents that were beyond the reasonable 
control of Whistl. These include (without limitation) strikes, lock-outs or other industrial disputes (whether involving 
the workforce of Whistl or any other party), failure of a utility service, disruption to transport network, act of God, 
war, riot, civil commotion, epidemic, pandemnic, acts (or threat) of terrorism, malicious damage, compliance with 
any law or governmental order, rule, regulation or direction, acts of local or central government or other 
competent authorities, seizure or forfeiture under legal process, inherent liability to wastage in bulk or weight, 
faulty design, latent defect or inherent defect, vice or natural deterioration of the items, insufficient or improper 
packing, insufficient or improper labelling or addressing, accident, breakdown of plant or machinery, fire, 
earthquake, explosion, flood, storm, ice, frost or default of Whistl or its carriers or subcontractors and any event or 
other consequences arising as a result of or in connection with the full or partial withdrawal of the United Kingdom 
after the transition period from the European Union. 
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2.0  AllSort National (UK) 
Items 


 
  


2.1 Description † 
• A 3 day national service within the UK for unsorted letters and large letters that do not meet the 


machineable item specification. 


• A 3 day national service for all packets that do not meet the machineable item specification 


• A 3-5 day national service for parcels up to 15kg 


• Flexible collection times to be arranged between the customer and Whistl 


• Items must have a full address and postcode 


• Pre-printed return address preferred 
 
AllSort national (UK) service summary 
 
Day 0   Unsorted mail collected from the customer, mail delivered to Whistl sortation centre 
 
Day 1   Mail recorded, sorted and bagged 
 
Day 2   Bags of sorted mail delivered to the Royal Mail/3rd party carrier 
 
Day 3   Letters, Large Letters and Packets delivered, DSA mail delivered by Royal Mail 
 
Day 3-5   Mail delivered by a 3rd Party Carrier for parcels 
 
† The times and dates stated are targets only and the time and date for processing and delivery are not guaranteed. Whistl will 


not be liable for the speed of collection, processing, handover and delivery which are affected (directly or indirectly) by any 
event or circumstance outside Whistl’s reasonable control (see above for more details) or by an act or omission of the Customer 
(or its employees, agents or contractors). The dates for collection, processing, handover and delivery exclude any day which is 
a public holiday in any part of the United Kingdom. 


 


2.2 Addressing layout for national letters, large letters, packets & parcels 
The addressing layout for national letters, large letters, packets and parcels are as follows: 


• Envelopes, packets and parcels should not have a pre-printed Whistl indicia 


• The indicia zone must be kept clear for Whistl indicia spraying 


• Return addresses must be provided for all items. Preferably with the return address pre-printed on the 
envelope, packet or parcel. If return addresses cannot be pre-printed, then the address details must be 
provided on the tray label 


• The customer must ensure each mailing item is addressed to its recipient so the address is visible and 
legible at all times (handwriting must be neat) 


• Parcels cannot be delivered to a PO Box address for security reasons as they are delivered by a 3rd 
party carrier 


• A full postcode is required 


• The address should be left justified, keeping the right hand side clear of any address details for code 
marking 


• For machineable* letters (DL and C5), the address should appear parallel to the longest edge 


• For machineable large letters (C4), the address should appear parallel to the shortest edge 


• Please refer to Appendix A for more information on the AllSort machineable letter envelope layout 
 
*Machineable items are items that are <100g & <5mm thick that will pass through the sortation machine. Non-machineable 
items are items that are oversized or polywrapped and don’t pass through the sortation machine. 


 


2.3 Presentation requirements 
• Mailings that are presented must be separated into different trays according to format (UK only) and 


destination: 


- UK bound – letters 


- UK bound – large letters 


- UK bound – packets 


- UK bound – parcels 


- International mail (see section 3.0) 


- BFPO (see section 4.0) 


• Letters and Large Letters must be supplied in trays, unbranded facing the same direction 
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• Goods fulfilment items (Large Letters and Packets) can be presented loose in bags, magnums or alps. 


• DL/C5 envelopes should be placed upright, standing on their long edge, C4 envelopes should be placed 
face down 


• Trays should not be overfilled as it makes handling difficult and can cause envelopes to stick 


• Items must be clearly labelled using the Whistl tray label for the applicable product 


• Items must be presented with an AllSort collection receipt upon collection by Whistl 


 2.4 Size limits – letter, large letter, packet and parcel 
 


  
Letter 


 


 
Large letter 


 
Packet 


 
Parcel 


  


 
 


  


 


  
E.g. Unfolded letters, 


postcards, bills, 
statements 


DL & C5 size 
 


E.g. Unfolded A4 
letters, brochures 


& magazines C4 size 


E.g. Books, videos, 
cassettes, product 


samples 


E.g. Large boxes, large 
jiffy bags 


 


 
Machineable 


 
Length: 240mm max 
Width: 165mm max 


Thickness: 5mm max 
Weight: 100g max 


 


Length: 353mm max 
Width: 250mm max 


Thickness: 4mm max 
Weight: 100g max 


N/A N/A 


 
Non- 
machineable 


 
Length: 240mm max 
Width: 165mm max 


Thickness: 5mm max 
Weight: 100g max 


 
* Any letter that is not 


flexible is polywrapped 
or cannot be sorted 


mechanically. 
 


Length: 353mm max 
Width: 250mm max 


Thickness: 25mm max 
Weight: 750g max 


 
* Any letter that is not 
flexible is polywrapped 


or cannot be sorted 
mechanically. 


Length: 610mm max 
Width: 460mm max 


Thickness: 460mm max 
Weight: 2kg max 


Length: 1200mm max 
Width: 600mm max 


Thickness: 600mm max 
Volume: 0.432m³ max 


Weight: 15kg max 
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3.0  AllSort International Mail 
 
  


3.1 Description † 
• A 4-8 day international service for unsorted letters, large letters and packets 


• AllSort international items are delivered between 4-6 working days in Europe and 6-8 days for rest of the 
world 


• Flexible collection times to be arranged between the customer and Whistl 


• Items must have a full address including the destination country 


• Items must not carry any perishable items, dangerous substances or prohibited items, these items will be 
destroyed immediately – see Appendix B for a full list of prohibited items 


 
AllSort international service summary 
 
Day 0  Unsorted mail collected from customer. Mail delivered to Whistl sortation centre Mail sorted and 


 then recorded into international zones 
 
Day 1  Bags of sorted mail delivered to our international mailing partner Mail sorted to country destination 
 
Day 2  International mail dispatched 
 
Day 2-3  Mail in transit to destination country 
 
Day 4-8  Mail delivered internationally 
† The times and dates stated are targets only and the time and date for processing and delivery are not guaranteed. Whistl will 


not be liable for the speed of collection, processing, handover and delivery which are affected (directly or indirectly) by any 
event or circumstance outside Whistl’s reasonable control (see above for more details) or by an act or omission of the Customer 
(or its employees, agents or contractors). The dates for collection, processing, handover and delivery exclude any day which is 
a public holiday in any part of the United Kingdom and also for international items, any day which is a public holiday in the 
country in which the recipient is resident or through which the item is transported. 


 


 
3.2 Addressing requirements 
There are three basic rules: 
 


1. Many countries operate a postcode system. Therefore please make sure the postcode is on the item. 
2. For European destinations the postcode usually goes to the left of the town e.g. 04103 LEIPZIG, 11780 


ATHENS 
3. Always write the town and country in capital letters with the full country name appearing last in the 


address. Do not abbreviate as this can cause confusion e.g. items addressed to Kingston WI may end 
up in London W1 rather than the West Indies 


 
Please see Appendix C for a full listing of countries and correct addressing examples. 
 


3.3 Customs declaration 
If you are sending a package to a destination outside the European Union you will probably need to add a 
customs label to the item. 
 
For items with a value up to and including £270 you must attach a completed and signed CN22 label as near as 
possible to the top left hand corner on the front of the item, without obscuring the address. 
 
For items with a value over £270 you must attach the top part of the CN22 and a CN23 form in a plastic wallet. 
 
In both cases you will need to sign to certify the item does not contain any dangerous articles prohibited by postal 
regulations. Please ensure that your item has a CN22 affixed and that you have written the name and address of 
the person who signed the CN22 on the front of the package. 
 
If you require the CN22 and CN23 customs labels please contact your Whistl Account Manager. 
 


3.4 Presentation requirements 
• All international items must be presented in an agreed consumable 


• International items do not need to be separated by format or country destination 


• Items must be clearly labelled using the correct AllSort tray label for international items 


• On collection items must be presented with an AllSort collection receipt 
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3.5 Size limits 
 


  
Maximum weight 


 
Description 


Letter & postcards 2kg 
Personal items, anything you would normally send in the 


post 


Packets 2kg 


Goods, gifts and commercial samples up to 2kg (1kg to 
Saudi Arabia) 


 
Simply write PACKET on the front top left hand corner 


and attach a Customs declaration 
 


 
 


  
Maximum size 


 
Maximum size 


Letter or packet 


 
One surface at least 


90mm x 140mm 
 


Length, width and depth combined – 900mm  
(e.g. 300mm Length x 300mm width x 300mm depth) 


Greatest single dimension – 600mm 


Postcode 90mm x 140mm 
 


120mm x 235mm  
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4.0  AllSort BFPO Mail 
 
 
  


4.1 Description † 
• A 4-8 day BFPO service for unsorted letters, large letters, packets & parcels 


• Flexible collection times to be arranged between the customer and Whistl 


• Items must have the correct BFPO number 


• Items must not carry any dangerous substance or prohibited items, these items will be destroyed 
immediately – see Appendix B for a full list of prohibited items 


 
AllSort BFPO service summary 
 
Day 0   Unsorted mail collected from customer  


  Mail delivered to Whistl sortation centre  
  BFPO mail sorted, recorded & bagged 


 
Day 1   Bags of sorted mail delivered to BFPO 
 
Day 2-3   Mail sorted by BFPO Number Mail dispatched by BFPO 
Day 2-3   Mail in transit to destination country 
 
Day 4-8   Mail delivered to BFPO recipient 
† The times and dates stated are targets only and the time and date for processing and delivery are not guaranteed. Whistl will 
not be liable for the speed of collection, processing, handover and delivery which are affected (directly or indirectly) by any 
event or circumstance outside Whistl’s reasonable control (see above for more details) or by an act or omission of the Customer 
(or its employees, agents or contractors). The dates for collection, processing, handover and delivery exclude any day which is 
a public holiday in any part of the United Kingdom and also for international items, any day which is a public holiday in the 
country in which the recipient is resident or through which the item is transported. 


 
 


4.2 Addressing requirements 
Each item should be addressed correctly to the addressee as the following: 
 
 
 
 
 
 
 
 
 


• Do not indicate the geographical location (i.e. Germany) – this will prevent the item entering the civil 
system in the country 


• A return address clearly showing the company name should be shown on each item in the event of a 
non-delivery 


• For BFPO numbers and locations please see Appendix D for more detail 
 


4.3 Customs declaration 
Mail to BFPOs 801 to 825 and to BFPO addresses in EU countries do not need a Customs document. 
For all other destinations where mail contains goods (regardless of value) please attach a signed CN22 Customs 
label to the outside of the item. 
 
HM Customs and Excise pay particular attention to all BFPO mail arriving to or leaving the UK. It is important the 
sender correctly completes and signs the declaration on Customs label CN22. Local Customs authorities at 
overseas bases may also have the right to examine mail addressed to HM Forces and may make charges under 
local regulations. 
 
If you require the CN22 Customs labels please contact your Whistl Account Manager. 
 


4.4 Presentation requirements 
• All BFPO items must be presented in an agreed consumable 


• BFPO items do not need to be separated by format 


• Items must be clearly labelled using the correct tray label for BFPO 


• Upon collection items must be presented with an AllSort collection receipt 


 


Name (of addressee) 


Unit (e.g 13 Regiment RA) 


Operation Name 


BFPO Number (e.g. 40) 
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4.5 Size limits 
 
Maximum weight 
 


All BFPO’s except the following: 15kg 


BFPO ships 11kg (due to operation reasons we are unable to 
accept items over 11kg to BFPO 203 to 482 and 485 
to 495) 


BFPO 747 No service available 


Exercise & operation 2kg (seek advice of BFPO Number) 


 
 
Minimum weight 
 


Maximum length 1.05m 


Max length and width combined 2.00m 
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5.0  AllSort Returns Policy 
 
 
Any undeliverable mailing item will be returned to the UK return address provided on the mailing item or otherwise 
established by Whistl. 
 
Any BFPO item will only be returned to the customer if the company name is clearly shown. The return of BFPO 
items will be made on the next collection. 
 
Whistl cannot deliver any undeliverable items that carry an international address. 
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6.0  Consumables 
 
 
Whistl will supply the relevant equipment required by Whistl customers which will only be used for the final 
transportation of mail to Whistl centres. Whistl will provide the initial tray and container allocation based on the 
forecast figures provided by the customer. Whistl Customer Services will determine a replenishment of Whistl 
trays based on the weekly forecast provided by the customer and exchanged on a one for one basis. 
 


6.1 Re-ordering consumables 
The customer will provide Whistl Customer Services with two (working) days’ notice of their requirements and 
Whistl will endeavour to provide the customer’s required amounts within the notice period. Please contact Whistl 
Customer Services on 01628 816768 to re-order consumables. 
  


6.2 Tray labels 
Whistl will provide an electronic template of the AllSort tray label during the initial customer go live presentation. 
There are six formats of tray labels – UK bound letters, UK bound large letters, UK bound packets, UK bound 
parcels, international items, and BFPO items. 
  
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  


 


 


 
White Copy: Whistl Operations, Yellow Copy: Whistl Accounts, Green Copy: Transport, Pink Copy: Customer  


  


  


  


 


 


 


 


 
 


 


 


 


 


 


Letter Large Letter Packet Parcel  
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7.0  Forecasting 
 
 
The customer must provide Whistl Customer Services with a 7 day and 24 hour forecast of their mailing. 
The forecast will include anticipated volume of mailing items and must provide details of the format and 
destination of mailing items expected to be handed over on each of the next 7 working days and the day prior to 
collection. 
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8.0  Collection Process 
 
 
 


 8.1 Collection times 
Standard collection times will be set up prior to the customer’s first collection and will be considered fixed from 
this point. However, if mutually agreeable to both the customer and Whistl Customer Services, these collection 
times are flexible. 
 


8.2 Collection time change process 
The aim of this process is to ensure requests for new or changes to existing collection times are managed in a 
controlled way. Whistl Customer Services will coordinate requests and notification of changes to collection times. 
 
Any requests to change collection times must be made by e-mail to Whistl Customer Services and may require at 
least 14 working days for changes to be processed. Whistl Customer Services will confirm by e-mail, subject to 
capacity and capability, whether the change of collection time is acceptable. 
 
Although Whistl will endeavour to meet the customer’s requirements, this may not be possible in every instance. 
The final decision regarding the allocation of collection times rests with Whistl. 
 


8.3 Customer Health and Safety procedures 
Whistl will require all drivers to wear safety shoes, high visibility jackets and comply with all customer site traffic 
rules whilst on customer premises. All drivers should only have access to those areas directly related to the 
handover of mailing items unless previously agreed with Whistl Operations. 
  


8.4 Unloading and handover at customer premises 
• Separate mailings must be unloaded into separate containers which will facilitate the revenue protection 


checks against each mailing 


• Customers provided with Whistl containers are responsible for loading and unloading the containers 
when and where directed by the Whistl driver 


• All mailings handed over to a Whistl driver must be accompanied by a collection receipt. 


• At handover, the Whistl employee will sign, time and date both copies of the collection receipt. Whistl 
and the customer’s driver will each retain one copy of the collection receipt 


 


8.5 Contingency 
In the event of customer premises being inaccessible for any reason, the customer must notify Whistl Customer 
Services of any alternative arrangements and any subsequent change to normal practice at the earliest 
opportunity. 
 


8.6 Non-machineable or non-routable mail 
Non-machineable or non-routable mail includes mail for addresses outside the UK, for BFPO addresses, without 
a full address, or does not comply with, or is not presented in accordance with the specification outlined in the 
PremierSort Customer Guide. Mail classified as non-machineable or non-routable will be defaulted to Whistl 
AllSort wherever possible if Whistl so elects. In this case the customer shall pay the current Whistl AllSort rates 
and handling charge. 
 
If Whistl cannot, or elects not to, process the non- machineable mail, then the items will be returned to the 
customer at such time as Whistl may elect. 
 
This is likely to be at the same time as a future collection from the customer. 
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9.0 Data Protection 
 
9.1 Data Processing carried out by Whistl 
This section relates to the parties obligations under Data Protection Legislation which means all 
applicable data protection and privacy legislation in force from time to time in the UK including the 
Data Protection Act 2018 and the Privacy and Electronic Communications Regulations 2003 as 
amended and any other laws, regulations and secondary legislation, as amended or updated from 
time to time, in the UK.   
 
The following table sets out the personal data that Whistl processes when providing delivery services for the 
Customer:   


Data subjects  
Recipients of the Customer’s mail items.  


Categories of Data 


 


Data subject’s name and address as printed on the front of the mail 
item. 


Processing Operations / 
Subject Matter 


 


The processing operations are as follows (further detail is set out in this 
table): 


• Recording 


• Storage 


• Retrieval 


• Use 


• Disclosure by transmission 


• Erasure 


Purpose 


Whistl processes personal data for the following purposes: 


• address read manually or by sortation machine in order to sort the 
mail to the correct geographical location 


• Image of the front of the item is recorded, stored using a 3rd-party 
application, and retrieved to assist with delivery and invoicing 
queries 


• where the video encoding service is used an image of the name 
and address on the front of an unsorted item is recorded and 
transmitted to our third party processors to be read 


Duration 


 


The duration of the processing is as follows: 


• machine-processing for sortation takes less than 2 seconds 


• manual processing for sortation takes less than 1 day 


• images of the front of the envelope are stored for 90 days 


• video encoded images are accessed for less than 5 minutes 


Deletion of Processed Data 
At the end of these periods, the personal data is automatically deleted. 
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Third party processors Whistl uses third party processors to store envelope images and also in 
relation to the video encoding service. Details of the third party 
processors and their activities is set out below. 


 


9.2 Third Party Processors 
Where the video encoding service is used, Whistl uses the following third parties to carry on processing on its 
behalf: 
 


Name of third party 


processor 


PostNL Data Solutions 


BV 


Straive Prime Vision BV 


Location Netherlands Philippines & Vietnam Netherlands 


Categories of data 


processed 


An image of the name 


and address on the front 


of unsorted items which 


cannot be machine-read. 


An image of the name 


and address on the front 


of unsorted items which 


cannot be machine-read. 


An image of the name and 


address on the front of 


unsorted items. 


Details of processing PostNL Data Solutions 


receive the personal 


data from Whistl into 


their systems and allow 


personnel from Straive 


access to read the 


personal data. 


The image is made 


available by PostNL 


Data Solutions to view 


the address. 


Prime Vision provide an 


application for the storage 


of images. 


Purpose Receipt of the personal 


data to be read by 


personnel from Straive 


(see below). Image is 


auto deleted once used. 


To manually read 


addresses which cannot 


be machine-read. The 


address is then sent to 


the Supplier and the 


image of the Personal 


Data is deleted. 


To assist with delivery and 


invoicing queries. 


 


9.3 How Whistl treats Personal Data 
• Both of Whistl and the Customer will comply with all applicable requirements of Data Protection 


Legislation.  
 


• Although the overall purpose of the data processing described above is agreed with the Customer (to 
deliver relevant items provided by the Customer to the addressees of each item), Whistl retains control 
over the manner in which it processes the relevant personal data in order to fulfil the purpose concerned. 
Accordingly, Whistl will in general be acting as a Data Controller when processing personal data as set 
out above, in line with the relevant guidance from the Information Commissioner in the UK 
(https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/controllers-and-
processors/controllers-and-processors/how-do-you-determine-whether-you-are-a-controller-or-
processor/#2). 


 


• The table above sets out the scope, nature and purpose of processing, the duration of the processing 
and the types of personal data and categories of data subject which are subject to processing. 


 


• The Customer confirms that any personal data provided to Whistl by the Customer or on its behalf has 
been collected and disclosed in accordance with the Data Protection Legislation. When using Whistl’s 
services, the Customer will take reasonable steps to ensure that no irrelevant or unnecessary 
information about individuals is provided to Whistl for or on behalf of the Customer. 


 


• If and to the extent that Whistl processes any personal data on behalf of the Customer in connection with 
the performance by Whistl of its services (in circumstances in which the Customer controls both the 
purpose and the manner of the processing and the processing is carried out by Whistl solely on behalf of 
the Customer, it will: 


 
o process the personal data only on the written instructions of the Customer unless Whistl is 


required to process it for other purposes by any laws of the European Union which are 
applicable to the services to process. Whistl will give the Customer notice of that requirement 
unless it is required not to do so; 
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o maintain appropriate physical, technical and organisational measures, to protect against 


unauthorised or unlawful processing of personal data and against accidental loss or destruction 
of, or damage to, personal data, appropriate to the harm that might result from the unauthorised 
or unlawful processing or accidental loss, destruction or damage and the nature of the data to 
be protected, having regard to the state of technological development and the cost of 
implementing any measures;  


 


 
o ensure that all personnel who have access to and/or process personal data are obliged to keep 


the personal data confidential; 
 


o transfer personal data outside of the European Economic Area only where: 
▪ appropriate safeguards in relation to the transfer are in place; 


 
▪ the data subject has enforceable rights and effective legal remedies; 


 
▪ Whistl complies with its obligations under the Data Protection Legislation by providing 


an adequate level of protection to any personal data that is transferred; and 
 


▪ Whistl complies with reasonable instructions notified to it in advance by the Customer 
with respect to the processing of the personal data; 


 
o assist the Customer, at the Customer's cost, in responding to any request from a data subject 


and in ensuring compliance with its obligations under the Data Protection Legislation with 
respect to security, breach notifications, impact assessments and consultations with 
supervisory authorities or regulators; 
 


o notify the Customer within 24 hours on becoming aware of a personal data breach; 
 


o at the written direction of the Customer, delete or return personal data and any copies to the 
Customer on termination of the agreement unless required by any applicable laws to store the 
personal data;  


 
o maintain complete and accurate records and information to demonstrate its compliance with the 


Data Protection Legislation; and 
 


o The Customer generally authorises Whistl to engage processors to process personal data. A 
list of the processors is set out in the section above. This list will be updated by Whistl and 
Whistl will give the Customer notice of any proposed change. If the Customer reasonably 
objects to a change, Whistl may either (at its option): (i) give the Customer an option to pay for 
the provision of the service without the use of the new processor; or (ii) terminate the provision 
of the affected service.  


 
 
Whistl will share the Customer’s data with credit reference agencies who may share that data with other 
organisations to assess credit risk.  For more details please see https://www.experian.co.uk/crain/index.html 
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Appendix A 
AllSort envelope layout requirements 


for machineable items 
 


 
 
Please note the diagram above is not to scale. The measurements above apply to DL, C5 and C4 
machineable items 


• The address must be left-justified, keeping the right hand side clear of any address detail for code 
marking (this is the yellow shaded areas) 


• The address must appear in the Address Zone, but must be at least 15mm from any edge and 5mm 
away from logo/design 


• The Indicia Zone must be kept clear for Whistl indicia spraying 


• Leave clear a zone 18mm from the bottom edge and 15mm from the right edge 


• If you require a return address sprayed (this is the top yellow shaded area), no part of the address can 
fall within 40mm of the top of the mail piece 


 
 
 
 
 
 
 
 


• For DL and C5 envelopes the address should appear parallel to its long 
edge 


• For C4 envelopes the address should appear parallel to its short edge 
  
 
 
 


Machineable Item 
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Appendix B  
Prohibited items – UK Bound, 


International & BFPO 
 
 
Note: this list is not exhaustive 
 
  


• Aerosols – except inhalers with a volume of 50ml or less 


• Alcoholic liquids with alcohol content higher than 70% 


• Asbestos 


• Batteries classed as dangerous goods by the latest edition of the International Civil Aviation 
Organisation’s Technical Instructions 


• Butane lighters and refills 


• Clinical and medical waste 


• Flammable, non-flammable, toxic compressed gases 


• Corrosives 


• Counterfeit money or counterfeit postage stamps 


• Drugs of any description unless approved (see below) 


• Dry ice 


• Environmental waste 


• Explosives 


• Flammable liquids or solids 


• Lottery tickets excepts for United Kingdom lottery tickets 


• Indecent, obscene or offensive material 


• UN2814 OR UN290 Infectious substances as classified at 6.2 of the 2005-2006 edition technical 
instructions for the Safe Transport of Dangerous Goods by Air, published by ICAO (International Civil 
Aviation Organisation) 


• Magnetised material with a magnetic field strength of 0.159A/m or more at a distance of 2.1m from the 
outside of the package 


• Matches 


• Oxidising materials or organic peroxides 


• Pesticides 


• Toxic liquids, solids or gases 


• Poisons 


• All radioactive material and samples classified as radioactive using table 2-12 of the latest edition of the 
International Civil Aviation Organisation’s technical instructions 


• Weapons of war, except as permitted by part exclusions below 


• Ammunition 


• Solvent-based paints, varnishes and enamels 


• Water-based paints, varnishes and enamels with volume over 150ml 


• Any other item prohibited by law or, that in the opinion of Whistl, may be harmful or dangerous to Whistl 
employees 
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Appendix C 
How to address your items correctly 


by country 
  
 


Europe 
 
1. Austria 


Herr Franz Huber  
Beethovenstrasse 12 
1010 WIEN  
AUSTRIA 


 
2. Belgium 


M. Emile Dubois  
Rue du Diamant 215  
4800 VERVIERS  
BELGIUM 


 
3. Denmark 


Mr Thor Nielsen  
Tietgensgade 137 
8800 VIBORG  
DENMARK 


 
Mr Torben Raldorf  
PO Box 100  
COPENHAGEN  
1004 VIBORG  
DENMARK 


 
4. Finland 


Mr Asko Teirila  
PO Box 511 
39140 AKDENMAA  
FINLAND 


 
5. France 


M. Robert MARIN  
Rue de l’Eglise Dunes 
82340 AUVILLAR  
FRANCE 


 
Mme Marie PAGE  
23 Rue de Grenell 
75700 PARIS CEDEX  
FRANCE 


 
When addressing mail to 
France, write the addressee’s 
surname in CAPITAL letters. 


 
6. Germany   


Mrs F Meier  
Weberstr. 2  
53113 BONN 1  
GERMANY 


 
 


Mr P Kunde  
Lange Str. 12 
04103 LEIPZIG  
GERMANY 


 
Germany has strict rules about 
receiving mail which, if ignored, 
may result in your mail being 
undelivered 
 
When addressing mail to 
Germany always use the new 
five-digit postcode. Using an 
old four-digit postcode will 
cause delay. Put the postcode 
before the town name and put 
the house number after the 
street name. 
 
7. Greece 


Mr George Latsis  
Alkamenou 37 
117 80 ATHENS  
GREECE 


 
8. Iceland 


Mr Jon Jonsson  
Einimel 80 
107 REYKJAVIK  
ICELAND 


 
9. Republic of Ireland 


Mr Gerard Carey 45 
O’Connell Street 
DUBLIN 1 
REPUBLIC OF IRELAND 


 
(Only Dublin has postcodes) 


 
10. Italy 


Sig. Giovanni Masci  
via Garibaldi 27 
47037 RIMINI RN ITALY 


 
11. Luxembourg 


M. Jaques Muller 
71 route de Longway  
4750 PETANGE  
LUXEMBOURG 


 
12. Monaco 


As France 


 
13. The Netherlands  


Mr J van Dieten  
Morsstr 111 
2312 BK LEIDEN  
THE NETHERLANDS 


 
There should be a double 
space between the postcode 
and the post town. 
 
14. Norway 


Herr Hans Hansen  
Svingen 22 
9230 BEKKEHAUG  
NORWAY 


 
15. Portugal 


Senhor Carlos Manuel 
Pereira  
Av das A’Augsa Livres 
Monte Trigo  
7220 PORTEL  
PORTUGAL 


 
Rosalina Silva 
R Conde Redondo 80  
1192 LISBOA CODEX  
PORTUGAL 


 
16. Spain 


Sra Ana Jimenez  
Mimbreras 4 
03201 ELCHE (Alicante)  
SPAIN 


 
The province should be 
included in brackets after the 
town. 
 
17. Sweden 


Fru Inger Lilja  
Vasavagen 3 4tr 
582 20 LINKOPING  
SWEDEN 


 
18. Switzerland  


M.Andre Perret  
Schanzenstrasse 7  
3030 BERNE  
SWITZERLAND 
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Rest of the World 
 
Australia 
 
1. Mr J Brownhall  


264 High Street 
ALLAMBIE NSW 2100  
AUSTRALIA 


 
The state abbreviation should 
be inserted on the same line as 
and between the town and the 
postcode. 
 
2. Brazil 


Sr. Ronaldo Ganclaves  
Av Paulista 952, Apto 16  
B VISTA 
01311-300 Sâo Paulo - SP  
BRAZIL 


 
3. Bulgaria 


Dr Tzantcho Gantchev  
Dimo Hadjikimov 6 
1606 SOFIA  
BULGARIA 


 
4. Canada 


M. Jen Durand 
150 Rue Nepeau App5  
OTTAWA ON K1P 2P6  
CANADA 


 
5. Croatia 


Ana Car  
Ilica 25 
41 000 ZAGREB  
CROATIA 


 
6. Czech Republic 


M. Miroslav Ondevejka 
Fibichova 92 
125 02 PRAGUE 3  
CZECH REPUBLIC 


 
7. Hungary 


M. Horvath LASZLO  
Budapest 
Kossuth u.7  
1055  
HUNGARY 


 
8. Israel 


Mr G Kaul  
27 Rue Yafo 
91999 JERUSALEM 
ISRAEL 


 


9. Japan 
Mr Yushi Morimoto 
504 Kasumigaseki 1 
chome,  
Chiyoda-ku 
TOKYO 100 JAPAN 


 
10. Republic of Korea 


Mr Hong Kil-Dong 
100 Sejongno, Jongno-gu 
SEOUL 110-050  
REPUBLIC OF KOREA 


 
11. Mexico 


Mr Joaquim Cepeda 
San Antonio Abad 120 – 
Piso 4  
06820 CIUDAD DE 
MEXICO  
MEXICO 


 
12. New Zealand 


Mr B Parker 
64 Waterloo Quay 
WELLINGTON 1  
NEW ZEALAND 


 
13. Poland 


Mr Jan Kalinkowski  
ul Cicha 5 
62-806 KALISZ  
POLAND 


 
14. Romania 


Mr Gheorghe Petraru  
Bd Golescu 38 
77113 BUCHAREST  
ROMANIA 


 
15. Russia 


Ivanova I.S. Medyn oulitsa  
Gazagin 7 
103375 MOSCOW K-375  
RUSSIAN FEDERATION 


 
16. Serbia 


Mr Stevan Raukovic  
Palmoticeva 2 
11001 BELGRADE  
SERBIA 


 
Items for the former Yugoslavia 
should be addressed to the 
relevant Republic. 


17. Republic of Singapore 
Mr Tan Kay Hui 
532 Chai Chee Road  
SINGAPORE 1646  
REPUBLIC OF 
SINGAPORE 


 
18. Slovak Republic  


M Jan Kemr  
Olsanka 18 
820 01 BRATISLAVA 1  
SLOVAK REPUBLIC 


 
19. Thailand 


Mr Sudhorn Yoothong  
13/54-26 Chaeng 
Waltana Road  
Bang Kehn  
BANGKOK 10002  
THAILAND 


 
20. Turkey 


Mr Mazhar Alkan  
Iskele Caddesi 35 
06101 ANKARA  
TURKEY 


 
21. Ukraine 


Mrs L Projivalsky  
252001 KIEV 
Prospect F Skaryna  
UKRAINE 


 
22. USA 


Mr Joe Engle 
1612 Dexter Street 
FORT WAYNE IN 46805  
UNITED STATES OF 
AMERICA 


 
Mr Bill Harrison 
347 L’Enfant Plaza SW  
WASHINGTON DC 
20260-6500 
USA 


 
If only the first half of the 
postcode is known, this will be 
sufficient, although both parts 
are preferred. The abbreviation 
USA is also acceptable 
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Appendix D  
BFPO numbers – static and ship 
 
 
If you require BFPO numbers for exercise and operational areas in the world please contact BFPO Customer 
Services Centre on 08457 69 79 78. 
 
Below are BFPO of static locations  
   


BFPO numbers Location Country 
2 Washington USA 


4 Kathmandu Nepal 


6 Lisbon Portugal 


8 Naples Italy 


10 Nairobi Kenya 


11 Seria Brunei 


12 Belize City Belize 


14 Suffield Canada 


15 Herford Germany 


16 Sennelager Germany 


17 Munster Germany 


18 Maastricht Holland 


19 Monchengladbach Germany 


22 Paderborn Germany 


23 Celle Germany 


26 Casteau Belgium 


28 Brunssum Holland 


30 Hohne/Berlin/Hamburg Germany 


31 Hameln Germany 


35 Elmpt Germany 


36 Osnabruck Germany 


38 Fallingbostel Germany 


39 Bielefeld Germany 


40 Rheindahlen Germany 


44 Dulmen Germany 


47 Gutersloh Germany 


49 Brussels Belgium 


50 Stavanger Norway 


52 Gibraltar Gibraltar 


53 Episkopi Cyprus 


57 Akrotiri Cyprus 


58 Dhekelia Cyprus 


59 Ayios Nikolaos Cyprus 


61 Milan Italy 


62 Valencia Spain 


63 Virginia USA 


65  Rome Italy 


105 Isolated detachments See table below 


109 Ramstein Germany 


113 Mansergh Bks Germany 


115 Heidelberg Germany 


140 JHQ Rheindahlen Germany 


150 Karup Denmark 


599 UKSUPU (Izmir) Turkey 


622 IMATT (SL) Sierra Leone 


655 Mount Pleasant Airport Falkland Islands 


655 Stanley Falkland Islands 


655 Mount Alice Falkland Islands 


655 Byron Heights Falkland Islands 


655 South Georgia Falkland Islands 


677 RAF Ascension Ascension Island 
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BFPO numbers Location Country 
700 PC Div, School of Log Deepcut 


747 DMC Mill Hill London 


777 D Def PCS London 


785 SSVC HQ London 


786 SSVC TV & Radio London 


794 FRACAS Centre Andover 


801 Lisburn Northern Ireland 


802 Ballykelly Northern Ireland 


803 Armagh Northern Ireland 


804 Omagh Northern Ireland 


805 Ballykinler Northern Ireland 


806 Holywood Northern Ireland 


808 Aldergrove Northern Ireland 


1000 London Courier Terminal London 


1001 RAF Brize Norton Courier Terminal Brize Norton, England 


  
 
Below are Ship BFPO numbers 
 


BFPO No HM Ship BFPO No HM Ship 


200 Ships Office 335 HMS Middleton 


204 HMS Albion 338 HMS Monmouth 


208 HMS Archer 339 HMS Montrose 


210 HMS Argyll 345 HMS Northumberland 


212 HMS Ark Royal 346 HMS Nottingham 


214 HMS Astute 350 HMS Ocean 


215 HMS Atherstone 357 HMS Pembroke 


221 HMS Blyth 358 HMS Penzance 


222 HMS Bangor 361 HMS Portland 


229 HMS Biter 362 HMS Puncher 


231 HMS Blazer 363 HMS Pursuer 


241 HMS Brocklesby 366 HMS Quorn 


243 HMS Bulwalk 368 HMS Ramsey 


248 HMS Campbeltown 369 HMS Ranger 


251 HMS Cattistock 375 HMS Richmond 


252 HMS Charger 376 HMS Roebuck 


253 HMS Chatham 377 HMS Raider 


254 HMS Chiddingfold 378 HMS Sabre 


255 HMS Clyde 380 HMS Sceptre 


256 HMS Cornwall 381 HMS Scott 


261 HMS Cumberland 382 HMS Severn 


271 HMS Dasher 384 HMS Scimitar 


274 HMS Dumbarton Castle 386 HMS Shoreham 


275 HMS Echo 387 HMS Smiter 


276 HMS Enterprise 389 HMS Southampton 


277 HMS Edinburgh 390 HMS Sovereign 


278 HMS Exeter 391 HMS Spartan 


279 HMS Endurance 393 HMS Splendid 


280 HMS Explorer 395 HMS Somerset 


281 HMS Example 396 HMS Superb 


282 HMS Express 398 HMS Sutherland 


285 HMS Exploit 399 HMS St Albans 


288 HMS Gleaner 401 HMS Talent 


289  HMS Gloucester 402 HMS Tireless 


292  HMS Grimsby 403 HMS Torbay 


300  HMS Hurworth 404 HMS Trafalgar 


305  HMS Illustrious 405 HMS Trenchant 


309  HMS Iron Duke 406  HMS Triumph 


318  HMS Kent 407  HMS Trumpeter 


323  HMS Lancaster 408  HMS Turbulent 


324  HMS Ledbury 409  HMS Tracker 


327  HMS Liverpool 412  HMS Tyne 


331  HMS Manchester 418 HMS Vanguard 


334  HMS Mersey 419 HMS Victorious 
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BFPO No HM Ship BFPO No HM Ship 


420 HMS Vigilant 443 RFA  Gold Rover 


421 HMS Vengeance 445 RFA Oakleaf 


423 HMS Walney 446 RFA Largs Bay 


426 HMS Westminster 447 RFA Lyme Bay 


430 HMS York 448 RFA Mounts Bay  


431 RFA Wave Ruler  449 RFA Orangeleaf 


432 RFA  Wave Knight 452 RFA Sir Bedivere  


433 RFA Argus 464 RMAS Newton 


434 RFA Bayleaf  465 MV Anvil Point 


435 RFA Black Rover  466 MV Beachy Head  


436 RFA Cardigan Bay 467 MV Eddystone 


437 RFA Brambleleaf  468 MV Hartland Point 


438 RFA Diligence 469 MV Hurst Point 


439 RFA Fort Austin 470 MV Langstone 


440 RFA Fort George 478 MV Indomitable 


441 RFA Fort Rosalie  482 MV St Brandon 


442 RFA Fort Victoria    
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Whistl AllSort Customer 
Guide Version Control 
 


 


Document history  


 


Date 
Version 


No. 
Section Revised Revision Summary 


10/03/2020 All All Due to changes to our brand design, the changes 


made were for design purposes only. 


05/02/2021 V1.1 9.0 Data Protection Changes to Data Protection  


21/11/2022 V1.2 Last page New HQ address change 


26/07/2023 V1.3 9.0 Data Protection Various updates in 9.1, 9.2 and 9.3 


23/01/2024 V1.4 All Design changes  


22/02/2024 V1.5 5.0 AllSorts Returns Policy Change to first sentence to ‘Any undeliverable 


mailing item will be returned to the UK return 


address provided on the mailing item or 


otherwise established by Whistl.’ 


 


Whistl Ltd 


Network House 


Third Avenue 


Marlow 


Buckinghamshire 


SL7 1EY 


 
Tel 01628 891644 
Email moreinfo@whistl.co.uk 
https://www.whistl.co.uk/  



https://www.whistl.co.uk/
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CPD Envelope ordering process.pdf


Envelope ordering process 


 


1. Ensure you have the most up to date order form from Custom Quotes 
 


2. Please complete the order form in full – all fields must be completed 
 


3. Orders will not be accepted without a valid purchase order (PO) 
 


4. Completed order forms are sent to customquotes@whistl.co.uk  you will receive 
an email confirming acceptance, along with your CPD reference number  
 


5. Your CPD Order reference must be retained for your records and quoted in any 
future communications regarding your order 
 


6. Standard delivery for envelopes is typically 5–8 days. If your order is urgent, 
please advise at the time of submission 
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CPD Envelope Order Form - AUGUST 2026.xlsx
Production Form



		Whistl Envelope Supply Order Form August 2026						Please Complete required order details and send to customquotes@whistl.co.uk



		Account Name:

		Customer ID for Billing (7 Digits) :

		PO Number: 

		Order Date:

		Ordered by:

		E-mail Address:

		Tel Number:						Required Delivery Address: 

		Required Return Address:







								Delivery Location Contact Name: 





		C5 Window - 1W43 						C5 Non Window 

		Volume						Volume

		Price (excl. VAT)						Price (excl. VAT)		



		DL Window - 1W34						DL Non Window - 1W27

		Volume						Volume

		Price (excl. VAT)						Price (excl. VAT)		



		DL Window - 1W34						DL Non Window - 1W27

		Volume						Volume

		Price (excl. VAT)						Price (excl. VAT)		



		DL Window - 1W34						DL Non Window - 1W27

		Volume						Volume

		Price (excl. VAT)						Price (excl. VAT)		



		DL Window - 1W34						DL Non Window - 1W27

		Volume						Volume

		Price (excl. VAT)						Price (excl. VAT)		



								Total Cost (exl. VAT) 		£0.00





























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































https://www.google.co.uk/imgres?imgurl=https://pbs.twimg.com/profile_images/511438094902374400/2szN9GcD_400x400.jpeg&imgrefurl=https://twitter.com/whistluknews&docid=hQaZGBdIxDbOYM&tbnid=qNQ-Lph4nS-SrM:&vet=10ahUKEwj_4ffxoK7UAhWJvhQKHVghCaEQMwhBKAcwBw..i&w=400&h=400&bih=955&biw=1680&q=whistl%20logo&ved=0ahUKEwj_4ffxoK7UAhWJvhQKHVghCaEQMwhBKAcwBw&iact=mrc&uact=8https://www.google.co.uk/imgres?imgurl=https://pbs.twimg.com/profile_images/511438094902374400/2szN9GcD_400x400.jpeg&imgrefurl=https://twitter.com/whistluknews&docid=hQaZGBdIxDbOYM&tbnid=qNQ-Lph4nS-SrM:&vet=10ahUKEwj_4ffxoK7UAhWJvhQKHVghCaEQMwhBKAcwBw..i&w=400&h=400&bih=955&biw=1680&q=whistl%20logo&ved=0ahUKEwj_4ffxoK7UAhWJvhQKHVghCaEQMwhBKAcwBw&iact=mrc&uact=8C5 Window - 1W43 (Gummed) 

#'1W43'!A1C5 Non Window - 1W42 (Gummed)

#'1W42'!A1DL Window - 1W34 (Gummed)

#'1W34'!A1DL Non Window - 1W27 (Gummed)

#'1W27'!A1DL Window - 1A24I (Self-Seal) 

#'1A42I'!A1DL Non Window - 1A041 (Self-Seal) 

#'1A041'!A1C5 Window - 1A43 (Self-Seal) 

#'1A43'!A1C5 Non Window - 1A42 (Self-Seal) 

#'1A42'!A1C4 Window - 1D41 (Self-Seal) 

#'1D41'!A1C4 Non Window - 1D27 (Self-Seal) 

#'1D27'!A1

Drop Down Data 

				Type 						Items						Type Code 						Boxes		Items 						Qty / Type								Boxes		Items 				New Data >>		Qty / Type		Trimfold Code		Window / Non/Window		Gummed / Self-Seal		TRIMFOLD CHARGES		Size 		Boxes		Items 

		drop down 1 		C5 Window				drop down 2		1000				Drop down 3 		Code - C5 Window				Drop Down 4 		2		1k				Drop Down 5		1000 DLNW SS		Drop Down 5		£37.95		DL		2		1k						1000 DLNW SS		1A04I		Non-Window		Self-Seal		1000 DLNW SS 1A04I Non-Window Self-Seal		DL		2		1k

				C5 Non Window						2000						Code - C5 Non Window						4		2k						2000 DLNW SS				£75.46		DL		4		2k						2000 DLNW SS		1A04I		Non-Window		Self-Seal		2000 DLNW SS 1A04I Non-Window Self-Seal		DL		4		2k

				DL Window						3000						Code - DL Window						6		3k						3000 DLNW SS				£109.96		DL		6		3k						3000 DLNW SS		1A04I		Non-Window		Self-Seal		3000 DLNW SS 1A04I Non-Window Self-Seal		DL		6		3k

				DL Non Window						4000						Code - DL Non Window						8		4k						4000 DLNW SS				£146.61		DL		8		4k						4000 DLNW SS		1A04I		Non-Window		Self-Seal		4000 DLNW SS 1A04I Non-Window Self-Seal		DL		8		4k

										5000												10		5k						5000 DLNW SS				£175.18		DL		10		5k						5000 DLNW SS		1A04I		Non-Window		Self-Seal		5000 DLNW SS 1A04I Non-Window Self-Seal		DL		10		5k

										10000												20		10k						10000 DLNW SS				£341.44		DL		20		10k						10000 DLNW SS		1A04I		Non-Window		Self-Seal		10000 DLNW SS 1A04I Non-Window Self-Seal		DL		20		10k

										15000												30		15k						15000 DLNW SS				£506.88		DL		30		15k						15000 DLNW SS		1A04I		Non-Window		Self-Seal		15000 DLNW SS 1A04I Non-Window Self-Seal		DL		30		15k

										20000												40		20k						20000 DLNW SS				£647.90		DL		40		20k						20000 DLNW SS		1A04I		Non-Window		Self-Seal		20000 DLNW SS 1A04I Non-Window Self-Seal		DL		40		20k

										50000												100		50k						50000 DLNW SS				£1,525.15		DL		100		50k						50000 DLNW SS		1A04I		Non-Window		Self-Seal		50000 DLNW SS 1A04I Non-Window Self-Seal		DL		100		50k

																														1000 DLW SS				£42.69		DL		2		1k						1000 DLW SS		1A24I		Window		Self-Seal		1000 DLW SS 1A24I Window Self-Seal		DL		2		1k

																														2000 DLW SS				£85.38		DL		4		2k						2000 DLW SS		1A24I		Window		Self-Seal		2000 DLW SS 1A24I Window Self-Seal		DL		4		2k

																														3000 DLW SS				£124.51		DL		6		3k						3000 DLW SS		1A24I		Window		Self-Seal		3000 DLW SS 1A24I Window Self-Seal		DL		6		3k

																														4000 DLW SS				£166.01		DL		8		4k						4000 DLW SS		1A24I		Window		Self-Seal		4000 DLW SS 1A24I Window Self-Seal		DL		8		4k

																														5000 DLW SS				£198.61		DL		10		5k						5000 DLW SS		1A24I		Window		Self-Seal		5000 DLW SS 1A24I Window Self-Seal		DL		10		5k

																														10000 DLW SS				£387.31		DL		20		10k						10000 DLW SS		1A24I		Window		Self-Seal		10000 DLW SS 1A24I Window Self-Seal		DL		20		10k

																														15000 DLW SS				£575.03		DL		30		15k						15000 DLW SS		1A24I		Window		Self-Seal		15000 DLW SS 1A24I Window Self-Seal		DL		30		15k

																														20000 DLW SS				£668.80		DL		40		20k						20000 DLW SS		1A24I		Window		Self-Seal		20000 DLW SS 1A24I Window Self-Seal		DL		40		20k

																														50000 DLW SS				£1,576.85		DL		100		50k						50000 DLW SS		1A24I		Window		Self-Seal		50000 DLW SS 1A24I Window Self-Seal		DL		100		50k

																														1000 C5NW SS				£55.74		C5		2		1k						1000 C5NW SS		1A42		Non-Window		Self-Seal		1000 C5NW SS 1A42 Non-Window Self-Seal		C5		2		1k

																														2000 C5NW SS				£111.47		C5		4		2k						2000 C5NW SS		1A42		Non-Window		Self-Seal		2000 C5NW SS 1A42 Non-Window Self-Seal		C5		4		2k

																														3000 C5NW SS				£163.65		C5		6		3k						3000 C5NW SS		1A42		Non-Window		Self-Seal		3000 C5NW SS 1A42 Non-Window Self-Seal		C5		6		3k

																														4000 C5NW SS				£218.20		C5		8		4k						4000 C5NW SS		1A42		Non-Window		Self-Seal		4000 C5NW SS 1A42 Non-Window Self-Seal		C5		8		4k

																														5000 C5NW SS				£263.84		C5		10		5k						5000 C5NW SS		1A42		Non-Window		Self-Seal		5000 C5NW SS 1A42 Non-Window Self-Seal		C5		10		5k

																														10000 C5NW SS				£516.45		C5		20		10k						10000 C5NW SS		1A42		Non-Window		Self-Seal		10000 C5NW SS 1A42 Non-Window Self-Seal		C5		20		10k

																														15000 C5NW SS				£766.59		C5		30		15k						15000 C5NW SS		1A42		Non-Window		Self-Seal		15000 C5NW SS 1A42 Non-Window Self-Seal		C5		30		15k

																														20000 C5NW SS				£898.70		C5		40		20k						20000 C5NW SS		1A42		Non-Window		Self-Seal		20000 C5NW SS 1A42 Non-Window Self-Seal		C5		40		20k

																														50000 C5NW SS				£2,145.55		C5		100		50k						50000 C5NW SS		1A42		Non-Window		Self-Seal		50000 C5NW SS 1A42 Non-Window Self-Seal		C5		100		50k

																														1000 C5W SS				£64.68		C5		2		1k						1000 C5W SS		1A43		Window		Self-Seal		1000 C5W SS 1A43 Window Self-Seal		C5		2		1k

																														2000 C5W SS				£129.36		C5		4		2k						2000 C5W SS		1A43		Window		Self-Seal		2000 C5W SS 1A43 Window Self-Seal		C5		4		2k

																														3000 C5W SS				£190.01		C5		6		3k						3000 C5W SS		1A43		Window		Self-Seal		3000 C5W SS 1A43 Window Self-Seal		C5		6		3k

																														4000 C5W SS				£253.35		C5		8		4k						4000 C5W SS		1A43		Window		Self-Seal		4000 C5W SS 1A43 Window Self-Seal		C5		8		4k

																														5000 C5W SS				£306.57		C5		10		5k						5000 C5W SS		1A43		Window		Self-Seal		5000 C5W SS 1A43 Window Self-Seal		C5		10		5k

																														10000 C5W SS				£600.16		C5		20		10k						10000 C5W SS		1A43		Window		Self-Seal		10000 C5W SS 1A43 Window Self-Seal		C5		20		10k

																														15000 C5W SS				£855.36		C5		30		15k						15000 C5W SS		1A43		Window		Self-Seal		15000 C5W SS 1A43 Window Self-Seal		C5		30		15k

																														20000 C5W SS				£965.58		C5		40		20k						20000 C5W SS		1A43		Window		Self-Seal		20000 C5W SS 1A43 Window Self-Seal		C5		40		20k

																														50000 C5W SS				£2,197.25		C5		100		50k						50000 C5W SS		1A43		Window		Self-Seal		50000 C5W SS 1A43 Window Self-Seal		C5		100		50k

																														1000 C4NW SS				£76.81		C4		4		1k						1000 C4NW SS		1D27		Non-Window		Self-Seal		1000 C4NW SS 1D27 Non-Window Self-Seal		C4		4		1k

																														2000 C4NW SS				£153.63		C4		8		2k						2000 C4NW SS		1D27		Non-Window		Self-Seal		2000 C4NW SS 1D27 Non-Window Self-Seal		C4		8		2k

																														3000 C4NW SS				£226.38		C4		12		3k						3000 C4NW SS		1D27		Non-Window		Self-Seal		3000 C4NW SS 1D27 Non-Window Self-Seal		C4		12		3k

																														4000 C4NW SS				£301.84		C4		16		4k						4000 C4NW SS		1D27		Non-Window		Self-Seal		4000 C4NW SS 1D27 Non-Window Self-Seal		C4		16		4k

																														5000 C4NW SS				£367.18		C4		20		5k						5000 C4NW SS		1D27		Non-Window		Self-Seal		5000 C4NW SS 1D27 Non-Window Self-Seal		C4		20		5k

																														10000 C4NW SS				£720.28		C4		40		10k						10000 C4NW SS		1D27		Non-Window		Self-Seal		10000 C4NW SS 1D27 Non-Window Self-Seal		C4		40		10k

																														15000 C4NW SS				£1,026.47		C4		60		15k						15000 C4NW SS		1D27		Non-Window		Self-Seal		15000 C4NW SS 1D27 Non-Window Self-Seal		C4		60		15k

																														20000 C4NW SS				£1,163.14		C4		80		20k						20000 C4NW SS		1D27		Non-Window		Self-Seal		20000 C4NW SS 1D27 Non-Window Self-Seal		C4		80		20k

																														50000 C4NW SS				£2,662.55		C4		200		50k						50000 C4NW SS		1D27		Non-Window		Self-Seal		50000 C4NW SS 1D27 Non-Window Self-Seal		C4		200		50k

																														1000 C4W SS				£78.16		C4		4		1k						1000 C4W SS		1D41		Window		Self-Seal		1000 C4W SS 1D41 Window Self-Seal		C4		4		1k

																														2000 C4W SS				£156.31		C4		8		2k						2000 C4W SS		1D41		Window		Self-Seal		2000 C4W SS 1D41 Window Self-Seal		C4		8		2k

																														3000 C4W SS				£230.44		C4		12		3k						3000 C4W SS		1D41		Window		Self-Seal		3000 C4W SS 1D41 Window Self-Seal		C4		12		3k

																														4000 C4W SS				£307.25		C4		16		4k						4000 C4W SS		1D41		Window		Self-Seal		4000 C4W SS 1D41 Window Self-Seal		C4		16		4k

																														5000 C4W SS				£373.95		C4		20		5k						5000 C4W SS		1D41		Window		Self-Seal		5000 C4W SS 1D41 Window Self-Seal		C4		20		5k

																														10000 C4W SS				£733.59		C4		40		10k						10000 C4W SS		1D41		Window		Self-Seal		10000 C4W SS 1D41 Window Self-Seal		C4		40		10k

																														15000 C4W SS				£1,045.44		C4		60		15k						15000 C4W SS		1D41		Window		Self-Seal		15000 C4W SS 1D41 Window Self-Seal		C4		60		15k

																														20000 C4W SS				£1,185.14		C4		80		20k						20000 C4W SS		1D41		Window		Self-Seal		20000 C4W SS 1D41 Window Self-Seal		C4		80		20k

																														50000 C4W SS				£2,714.25		C4		200		50k						50000 C4W SS		1D41		Window		Self-Seal		50000 C4W SS 1D41 Window Self-Seal		C4		200		50k

																														1000 DLNW				£35.57		DL		2		1k						1000 DLNW		IW27		Non-Window		Gummed		1000 DLNW IW27 Non-Window Gummed		DL		2		1k

																														2000 DLNW				£71.15		DL		4		2k						2000 DLNW		IW27		Non-Window		Gummed		2000 DLNW IW27 Non-Window Gummed		DL		4		2k

																														3000 DLNW				£103.49		DL		6		3k						3000 DLNW		IW27		Non-Window		Gummed		3000 DLNW IW27 Non-Window Gummed		DL		6		3k

																														4000 DLNW				£137.98		DL		8		4k						4000 DLNW		IW27		Non-Window		Gummed		4000 DLNW IW27 Non-Window Gummed		DL		8		4k

																														5000 DLNW				£164.40		DL		10		5k						5000 DLNW		IW27		Non-Window		Gummed		5000 DLNW IW27 Non-Window Gummed		DL		10		5k

																														10000 DLNW				£320.10		DL		20		10k						10000 DLNW		IW27		Non-Window		Gummed		10000 DLNW IW27 Non-Window Gummed		DL		20		10k

																														15000 DLNW				£475.20		DL		30		15k						15000 DLNW		IW27		Non-Window		Gummed		15000 DLNW IW27 Non-Window Gummed		DL		30		15k

																														20000 DLNW				£606.10		DL		40		20k						20000 DLNW		IW27		Non-Window		Gummed		20000 DLNW IW27 Non-Window Gummed		DL		40		20k

																														50000 DLNW				£1,421.75		DL		100		50k						50000 DLNW		IW27		Non-Window		Gummed		50000 DLNW IW27 Non-Window Gummed		DL		100		50k

																														1000 DLW				£40.32		DL		2		1k						1000 DLW		IW34		Window		Gummed		1000 DLW IW34 Window Gummed		DL		2		1k

																														2000 DLW				£80.63		DL		4		2k						2000 DLW		IW34		Window		Gummed		2000 DLW IW34 Window Gummed		DL		4		2k

																														3000 DLW				£117.38		DL		6		3k						3000 DLW		IW34		Window		Gummed		3000 DLW IW34 Window Gummed		DL		6		3k

																														4000 DLW				£156.51		DL		8		4k						4000 DLW		IW34		Window		Gummed		4000 DLW IW34 Window Gummed		DL		8		4k

																														5000 DLW				£186.78		DL		10		5k						5000 DLW		IW34		Window		Gummed		5000 DLW IW34 Window Gummed		DL		10		5k

																														10000 DLW				£363.88		DL		20		10k						10000 DLW		IW34		Window		Gummed		10000 DLW IW34 Window Gummed		DL		20		10k

																														15000 DLW				£540.21		DL		30		15k						15000 DLW		IW34		Window		Gummed		15000 DLW IW34 Window Gummed		DL		30		15k

																														20000 DLW				£627.00		DL		40		20k						20000 DLW		IW34		Window		Gummed		20000 DLW IW34 Window Gummed		DL		40		20k

																														50000 DLW				£1,473.45		DL		100		50k						50000 DLW		IW34		Window		Gummed		50000 DLW IW34 Window Gummed		DL		100		50k

																														1000 C5NW				£40.96		C5		2		1k						1000 C5NW		IW42		Non-Window		Gummed		1000 C5NW IW42 Non-Window Gummed		C5		2		1k

																														2000 C5NW				£81.93		C5		4		2k						2000 C5NW		IW42		Non-Window		Gummed		2000 C5NW IW42 Non-Window Gummed		C5		4		2k

																														3000 C5NW				£119.66		C5		6		3k						3000 C5NW		IW42		Non-Window		Gummed		3000 C5NW IW42 Non-Window Gummed		C5		6		3k

																														4000 C5NW				£159.54		C5		8		4k						4000 C5NW		IW42		Non-Window		Gummed		4000 C5NW IW42 Non-Window Gummed		C5		8		4k

																														5000 C5NW				£191.35		C5		10		5k						5000 C5NW		IW42		Non-Window		Gummed		5000 C5NW IW42 Non-Window Gummed		C5		10		5k

																														10000 C5NW				£373.45		C5		20		10k						10000 C5NW		IW42		Non-Window		Gummed		10000 C5NW IW42 Non-Window Gummed		C5		20		10k

																														15000 C5NW				£554.40		C5		30		15k						15000 C5NW		IW42		Non-Window		Gummed		15000 C5NW IW42 Non-Window Gummed		C5		30		15k

																														20000 C5NW				£710.60		C5		40		20k						20000 C5NW		IW42		Non-Window		Gummed		20000 C5NW IW42 Non-Window Gummed		C5		40		20k

																														50000 C5NW				£1,680.25		C5		100		50k						50000 C5NW		IW42		Non-Window		Gummed		50000 C5NW IW42 Non-Window Gummed		C5		100		50k

																														1000 C5W				£52.56		C5		2		1k						1000 C5W		IW43		Window		Gummed		1000 C5W IW43 Window Gummed		C5		2		1k

																														2000 C5W				£105.12		C5		4		2k						2000 C5W		IW43		Window		Gummed		2000 C5W IW43 Window Gummed		C5		4		2k

																														3000 C5W				£153.62		C5		6		3k						3000 C5W		IW43		Window		Gummed		3000 C5W IW43 Window Gummed		C5		6		3k

																														4000 C5W				£204.82		C5		8		4k						4000 C5W		IW43		Window		Gummed		4000 C5W IW43 Window Gummed		C5		8		4k

																														5000 C5W				£245.91		C5		10		5k						5000 C5W		IW43		Window		Gummed		5000 C5W IW43 Window Gummed		C5		10		5k

																														10000 C5W				£480.15		C5		20		10k						10000 C5W		IW43		Window		Gummed		10000 C5W IW43 Window Gummed		C5		20		10k

																														15000 C5W				£684.26		C5		30		15k						15000 C5W		IW43		Window		Gummed		15000 C5W IW43 Window Gummed		C5		30		15k

																														20000 C5W				£768.02		C5		40		20k						20000 C5W		IW43		Window		Gummed		20000 C5W IW43 Window Gummed		C5		40		20k

																														50000 C5W				£1,731.95		C5		100		50k						50000 C5W		IW43		Window		Gummed		50000 C5W IW43 Window Gummed		C5		100		50k































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































E-Catalogue

		Base Catalogue				MAIN PRICELIST - EUR



										Window Size & Position		 						Catalogue Price

		CODE				Size / Description 		Description #2		with Flap at Top		GSM				Boxed		per 1,000

																		Eur

				89 x 152mm  (3½ x 6”)		89 x 152mm  (3½ x 6”)

		1B02		89 x 152mm  (3½ x 6”)		Harrier Manilla Gummed 						70		*		1000		13.19

		2B32		89 x 152mm  (3½ x 6”)		Harrier Manilla Window Gummed				32 x 108mm - 18mm up - centred		70		*		1000		17.99

		1M06		89 x 152mm  (3½ x 6”)		Merlin White Opaqued Gummed						80				1000		17.50

		1A02		89 x 152mm  (3½ x 6”)		Kestrel White Opaqued Fastseal 						100				1000		26.24



				105 x 216mm (41/8 x 8½”)		105 x 216mm (41/8 x 8½”)

		1R20		105 x 216mm (41/8 x 8½”)		Treesaver Manilla Gummed						80		*		1000		17.87

		1M07		105 x 216mm (41/8 x 8½”)		Merlin White Opaqued Gummed						80				1000		18.62



				DL 110 x 220mm (4¼ x 85/8”)		DL 110 x 220mm (4¼ x 85/8”)

		1B09		DL 110 x 220mm (4¼ x 85/8”)		Harrier Manilla Gummed						70		*		1000		16.48

		1B09A		DL 110 x 220mm (4¼ x 85/8”)		Harrier Manilla Gummed						70		*		1000		18.65

		1B09I		DL 110 x 220mm (4¼ x 85/8”)		Harrier Manilla Gummed						70		*		500		16.68

		1B35		DL 110 x 220mm (4¼ x 85/8”)		Harrier Manilla Window Gummed				39 x 93mm - 18mm up - 19mm left		70		*		1000		17.99

		1B35I		DL 110 x 220mm (4¼ x 85/8”)		Harrier Manilla Window Gummed				39 x 93mm – 18mm up – 19mm left		70		*		500		18.49

		1W01		DL 110 x 220mm (4¼ x 85/8”)		Autofast Treesaver Manilla Gummed						80		*		500		23.27

		1A95		DL 110 x 220mm (4¼ x 85/8”)		Treesaver Manilla Fastseal 						80		*		500		20.96

		1A98		DL 110 x 220mm (4¼ x 85/8”)		Treesaver Manilla Window Fastseal 				39 x 93mm - 18mm up - 19mm left 		80		*		500		22.45

		1M04		DL 110 x 220mm (4¼ x 85/8”)		Merlin White Opaqued Gummed 						80				1000		20.80

		1M02		DL 110 x 220mm (4¼ x 85/8”)		Merlin White Opaqued Fastseal						80				1000		16.49

		1M03		DL 110 x 220mm (4¼ x 85/8”)		Merlin White Window Opaqued Gummed 				39 x 93mm – 18mm up – 19mm left		80				1000		17.50

		1W02		DL 110 x 220mm (4¼ x 85/8”)		Autofast White Opaqued Gummed						90				500		23.45

		1W04		DL 110 x 220mm (4¼ x 85/8”)		Autofast White Window Opaqued  Gummed				39 x 93mm - 22mm up - 17mm left		90				500		25.26

		1B18I		DL 110 x 220mm (4¼ x 85/8”)		Hawk White Opaqued Gummed						90				500		22.29

		1A07		DL 110 x 220mm (4¼ x 85/8”)		Hawk White Opaqued Fastseal 						90				1000		18.14

		1A07I		DL 110 x 220mm (4¼ x 85/8”)		Hawk White Opaqued Fastseal 						90				500		18.82

		1A27		DL 110 x 220mm (4¼ x 85/8”)		Hawk White Window Opaqued Fastseal 				39 x 93mm - 18mm up - 19mm left		90				1000		19.48

		1A27I		DL 110 x 220mm (4¼ x 85/8”)		Hawk White Window Opaqued Fastseal				39 x 93mm – 18mm up – 19mm left		90				500		19.81

		1B11I		DL 110 x 220mm (4¼ x 85/8”)		Kestrel White Opaqued Gummed 		Trapezium Flaps – Inside Seams				100				500		23.11

		1A04		DL 110 x 220mm (4¼ x 85/8”)		Kestrel White Opaqued Fastseal						100				1000		24.20

		1A04I		DL 110 x 220mm (4¼ x 85/8”)		Kestrel White Opaqued Fastseal		(Fitted with Security Slits)				100				500		24.53

		1A24		DL 110 x 220mm (4¼ x 85/8”)		Kestrel White Window Opaqued Fastseal				39 x 93mm – 18mm up – 19mm left		100				1000		25.55

		1A24I		DL 110 x 220mm (4¼ x 85/8”)		Kestrel White Window Opaqued Fastseal				39 x 93mm – 18mm up – 19mm left		100				500		25.89

		1P04		DL 110 x 220mm (4¼ x 85/8”)		Kestrel White Opaqued Peelseal						100				500		29.19

		1P24		DL 110 x 220mm (4¼ x 85/8”)		Kestrel White Window Opaqued Peelseal				39 x 93mm – 18mm up – 19mm left		100				500		30.67

		1B12I		DL 110 x 220mm (4¼ x 85/8”)		Eagle White Opaqued Gummed						110				500		27.08

		1B47I		DL 110 x 220mm (4¼ x 85/8”)		Eagle White Window Opaqued Gummed				39 x 93mm – 18mm up – 19mm left		110				500		28.50

		1A06		DL 110 x 220mm (4¼ x 85/8”)		Eagle White Fastseal						110				500		27.40

		1A06I		DL 110 x 220mm (4¼ x 85/8”)		Eagle White Opaqued Fastseal						110				500		27.73

		1A26I		DL 110 x 220mm (4¼ x 85/8”)		Eagle White Window Opaqued Fastseal				39 x 93mm – 18mm up – 19mm left		110				500		29.48

		1P12		DL 110 x 220mm (4¼ x 85/8”)		Eagle White Peelseal						110				500		30.05

		1P91		DL 110 x 220mm (4¼ x 85/8”)		Eagle White Laid Peelseal						110				500		56.13

		1P93		DL 110 x 220mm (4¼ x 85/8”)		Eagle Vellum Laid Peelseal						110				500		56.13

		1P94		DL 110 x 220mm (4¼ x 85/8”)		Eagle Vellum Laid Window Peelseal				39 x 93mm – 18mm up – 19mm left		110				500		59.43

		1N08		DL 110 x 220mm (4¼ x 85/8”)		Osprey Brilliant White Pealseal						125				250		82.21

		1N28		DL 110 x 220mm (4¼ x 85/8”)		Osprey Brilliant White Window Pealseal				39 x 93mm – 18mm up – 19mm left		125				250		92.45



				110 x 232mm (4¼ x 91/8”)		110 x 232mm (4¼ x 91/8”)

		1W13		110 x 232mm (4¼ x 91/8”)		Autofast Treesaver Manilla Window Gummed				39 x 93mm – 22mm up – 23mm left		80		*		500		27.90

		1W14		110 x 232mm (4¼ x 91/8”)		Autofast White Window Opaqued Gummed				39 x 93mm – 22mm up – 23mm left		90				500		28.55



				C6 114 x 162mm (4½ x 63/8”)		C6 114 x 162mm (4½ x 63/8”)

		1B13		C6 114 x 162mm (4½ x 63/8”)		Harrier Manilla Gummed						70		*		1000		15.84

		1M01		C6 114 x 162mm (4½ x 63/8”)		Merlin White Opaqued Gummed						80				1000		18.15

		1M08		C6 114 x 162mm (4½ x 63/8”)		Merlin White Opaqued Fastseal						80				1000		19.25

		1B15		C6 114 x 162mm (4½ x 63/8”)		Kestrel White Opaqued Gummed						100				1000		20.30

		1A05		C6 114 x 162mm (4½ x 63/8”)		Kestrel White Opaqued Fastseal						100				1000		21.30



				114 x 232mm (4½ x 91/8”)		114 x 232mm (4½ x 91/8”)

		1W32		114 x 232mm (4½ x 91/8”)		Autofast White Window Opaqued Gummed 				39 x 93mm – 22mm up – 23mm left		90				500		28.23



				114 x 235mm (4½ x 9¼”)		114 x 235mm (4½ x 9¼”)

		1W58		114 x 235mm (4½ x 9¼”)		Autofast Treesaver Manilla Gummed						80		*		500		28.07

		1W33		114 x 235mm (4½ x 9¼”)		Autofast Treesaver Manilla Window Gummed				39 x 93mm – 22mm up – 23mm left		80		*		500		31.36

		1W27		114 x 235mm (4½ x 9¼”)		Autofast White Opaqued Gummed						90				500		29.71

		1W34		114 x 235mm (4½ x 9¼”)		Autofast White Window Opaqued Gummed 				39 x 93mm – 22mm up – 23mm left		90				500		34.67



				121 x 235mm (4¾ x 9¼”)		121 x 235mm (4¾ x 9¼”)

		1W37		121 x 235mm (4¾ x 9¼”)		Autofast Treesaver Manilla Window Gummed				39 x 93mm – 22mm up – 23mm left		80		*		500		31.54

		1W38		121 x 235mm (4¾ x 9¼”)		Autofast White Window Opaqued Gummed 				39 x 93mm – 22mm up – 23mm left		90				500		35.66



				156 x 220mm (6 1/4 x 8 5/8”)		156 x 220mm (6 1/4 x 8 5/8”)

		1M11		156 x 220mm (6 1/4 x 8 5/8”)		Merlin White Opaqued Gummed						80				500		33.02



				C5 162 x 229mm (63/8 x 9”)		C5 162 x 229mm (63/8 x 9”)

		1W41		C5 162 x 229mm (63/8 x 9”)		Autofast Treesaver Manilla Gummed						80		*		500		24.73

		1W42		C5 162 x 229mm (63/8 x 9”)		Autofast White Opaqued Gummed						90				500		30.40

		1W66		C5 162 x 229mm (63/8 x 9”)		Autofast White Window Opaqued Gummed				90 x 35mm – 55mm up – 140mm left		90				500		35.47

		1W43		C5 162 x 229mm (63/8 x 9”)		Autofast White Window Opaqued Gummed 				45 x 100mm – 72mm up – 15mm left		90				500		32.98

		1W44		C5 162 x 229mm (63/8 x 9”)		Autofast White Window Opaqued Gummed 				45 x 100mm – 60mm up – 18mm left		90				500		32.98

		1W45		C5 162 x 229mm (63/8 x 9”)		Autofast White Window Opaqued Gummed 				39 x 93mm – 20mm up – 15mm left		90				500		32.98

		1A42		C5 162 x 229mm (63/8 x 9”)		Kestrel White Opaqued Fastseal						100				500		39.63

		1A43		C5 162 x 229mm (63/8 x 9”)		Kestrel White Window Opaqued Fastseal				45 x 90mm – 72mm up – 18mm left		100				500		42.92

		1A44		C5 162 x 229mm (63/8 x 9”)		Kestrel White Window Opaqued Fastseal				45 x 90mm – 60mm up – 18mm left		100				500		42.92

		1N42		C5 162 x 229mm (63/8 x 9”)		Osprey Brilliant White Pealseal						125				250		105.66

		1N43		C5 162 x 229mm (63/8 x 9”)		Osprey Brilliant White Window Pealseal				45 x 100mm – 72mm up – 15mm left		125				250		113.91



				C5 162 x 235mm (63/8 x 9¼”)		C5 162 x 235mm (63/8 x 9¼”)

		1W56		C5 162 x 235mm (63/8 x 9¼”)		Autofast White Window Opaqued Gummed 				45 x 100mm – 60mm up – 18mm left		90				500		36.82



				C5+ 162 x 240mm (63/8 x 97/16”)		C5+ 162 x 240mm (63/8 x 97/16”)

		1W51		C5+ 162 x 240mm (63/8 x 97/16”)		Autofast Treesaver Manilla Gummed						80		*		500		33.02

		1W52		C5+ 162 x 240mm (63/8 x 97/16”)		Autofast White Opaqued Gummed						90				500		35.00

		1W54		C5+ 162 x 240mm (63/8 x 97/16”)		Autofast White Window Opaqued Gummed				45 x 100mm – 72mm up – 15mm left		90				500		38.13



				220 x 220mm (85/8 x 85/8”)		220 x 220mm (85/8 x 85/8”)

		1W61		220 x 220mm (85/8 x 85/8”)		Autofast White Opaqued Gummed						90				500		59.43

		1W63		220 x 220mm (85/8 x 85/8”)		Autofast White Window Opaqued Gummed 				39 x 93mm – 130mm up – 15mm left		90				500		64.38

		1W62		220 x 220mm (85/8 x 85/8”)		Autofast White Window Opaqued Gummed 				40 x 100mm – 130mm up – 23mm left		90				500		64.38

		1A61		220 x 220mm (85/8 x 85/8”)		Kestrel White Opaqued Fastseal						100				500		73.46

		1A63		220 x 220mm (85/8 x 85/8”)		Kestrel White Window Opaqued Fastseal 				39 x 93mm – 130mm up – 15mm left		100				500		75.61



				C4 229 x 324mm (9 x 12¾”)		C4 229 x 324mm (9 x 12¾”)

		1W71		C4 229 x 324mm (9 x 12¾”)		Autofast Treesaver Manilla Gummed						115		*		250		62.07

		1W72		C4 229 x 324mm (9 x 12¾”)		Autofast White Opaqued Gummed						100				250		63.92

		1W74		C4 229 x 324mm (9 x 12¾”)		Autofast White Window Opaqued Gummed				100 x 40mm – 24mm up – 70mm left		100				250		69.27



				98 x 67mm (37/8x 25/8”)		98 x 67mm (37/8x 25/8”)

		2E02		98 x 67mm (37/8x 25/8”)		Harrier Manilla Gummed						70		*		2000		23.11



				102 x 76mm (4 x 3”)		102 x 76mm (4 x 3”)

		2E03		102 x 76mm (4 x 3”)		Merlin White Gummed						80				1000		25.76



				108 x 92mm (4¼ x 35/8”)		108 x 92mm (4¼ x 35/8”)

				108 x 92mm (4¼ x 35/8”)		WAGE POCKETS

		2L42		108 x 92mm (4¼ x 35/8”)		Falcon Manilla Fastseal		WAGE POCKETS				90		*		1000		23.08



				108 x 102mm (4¼ x 4”)		108 x 102mm (4¼ x 4”)

				108 x 102mm (4¼ x 4”)		WAGE POCKETS

		2L44		108 x 102mm (4¼ x 4”)		Falcon Manilla Fastseal		WAGE POCKETS				90		*		1000		25.55

		2L45		108 x 102mm (4¼ x 4”)		Falcon Manilla Fastseal Printed Wage Details		WAGE POCKETS				90		*		1000		26.38



				DL 220 x 110mm (85/8 x 4¼”)		DL 220 x 110mm (85/8 x 4¼”)

		1E07		DL 220 x 110mm (85/8 x 4¼”)		Harrier Manilla Gummed						70		*		1000		23.45

		1E07I		DL 220 x 110mm (85/8 x 4¼”)		Harrier Manilla Gummed						70		*		500		24.43

		1D12		DL 220 x 110mm (85/8 x 4¼”)		Condor Manilla Fastseal						115				500		41.27

		1E10		DL 220 x 110mm (85/8 x 4¼”)		Kestrel White Opaqued Gummed						100				500		45.89

		1D01		DL 220 x 110mm (85/8 x 4¼”)		Kestrel White Opaqued Fastseal						100				500		47.04

		1D05		DL 220 x 110mm (85/8 x 4¼”)		Kestrel White Window Opaqued Fastseal				105 x 32mm – 25mm up – 60mm left		100				500		49.53



				229 x 102mm (9 x 4”)		229 x 102mm (9 x 4”)

		1E14		229 x 102mm (9 x 4”)		Harrier Manilla Gummed						70		*		1000		23.61

		1E19		229 x 102mm (9 x 4”)		Harrier Manilla Window Gummed				105 x 32mm – 32mm up – 52mm left		70		*		1000		28.07



				C5 229 x 162mm (9 x 63/8”)		C5 229 x 162mm (9 x 63/8”)

		1R22		C5 229 x 162mm (9 x 63/8”)		Treesaver Manilla Gummed						80		*		500		26.42

		1R23		C5 229 x 162mm (9 x 63/8”)		Treesaver Manilla Fastseal						80		*		500		28.07

		1F04		C5 229 x 162mm (9 x 63/8”)		Falcon Manilla Gummed						90		*		500		33.02

		1D06		C5 229 x 162mm (9 x 63/8”)		Falcon Manilla Fastseal						90		*		500		36.32

		1D51		C5 229 x 162mm (9 x 63/8”)		Falcon Manilla Window Fastseal				95 x 45mm – 15mm up – 45mm left		90		*		500		41.27

		1D07		C5 229 x 162mm (9 x 63/8”)		Condor Manilla Fastseal						115				500		40.45

		1P07		C5 229 x 162mm (9 x 63/8”)		Condor Manilla Peelseal						115				500		43.75

		1R11		C5 229 x 162mm (9 x 63/8”)		Treesaver Green Manilla Internal Mail Ungummed		- Printed on Face and Reverse - Punched 8 Holes				110		*		500		128.77

				C5 229 x 162mm (9 x 63/8”)		- Printed on Face and Reverse - Punched 8 Holes

		1D60		C5 229 x 162mm (9 x 63/8”)		Hawk White Opaqued Fastseal						90				500		44.57

		1D61		C5 229 x 162mm (9 x 63/8”)		Hawk White Window Opaqued Fastseal				95 x 45mm – 15mm up – 45mm left		90				500		47.88

		1F06		C5 229 x 162mm (9 x 63/8”)		Kestrel White Opaqued Gummed						100				500		46.22

		1D08		C5 229 x 162mm (9 x 63/8”)		Kestrel White Opaqued Fastseal						100				500		49.53

		1D53		C5 229 x 162mm (9 x 63/8”)		Kestrel White Window Opaqued Fastseal 				95 x 45mm – 18mm up – 57mm left		100				500		54.47

		1D54		C5 229 x 162mm (9 x 63/8”)		Kestrel White Window Opaqued Fastseal				95 x 45mm – 15mm up – 45mm left		100				500		54.47

		1P08		C5 229 x 162mm (9 x 63/8”)		Kestrel White Opaqued Peelseal						100				500		52.82



				241 x 165mm (9½ x 6½”)		241 x 165mm (9½ x 6½”)

		1D10		241 x 165mm (9½ x 6½”)		Falcon Manilla Fastseal						90		*		500		46.19



				241 x 165 x 25mm (9½ x 6½ x 1”)		241 x 165 x 25mm (9½ x 6½ x 1”)

		2K28		241 x 165 x 25mm (9½ x 6½ x 1”)		Cream Manilla Gusset Peelseal						135				125		244.33



				254 x 178mm (10 x 7”)		254 x 178mm (10 x 7”)

		1R27		254 x 178mm (10 x 7”)		Treesaver Manilla Fastseal						80		*		500		37.97

		1D14		254 x 178mm (10 x 7”)		Condor Manilla Fastseal						115				500		42.36

		1D14I		254 x 178mm (10 x 7”)		Condor Manilla Fastseal						115				250		43.25

		1D15		254 x 178mm (10 x 7”)		Kestrel White Opaqued Fastseal						100				500		62.74



				267 x 216mm (10½ x 8½”)		267 x 216mm (10½ x 8½”)

		1K04		267 x 216mm (10½ x 8½”)		Condor Manilla Board Back Peelseal						115				125		247.63



				270 x 216mm (105/8 x 8½”)		270 x 216mm (105/8 x 8½”)

		1F25		270 x 216mm (105/8 x 8½”)		Condor Manilla Gummed						115				250		64.38

		1D18		270 x 216mm (105/8 x 8½”)		Condor Manilla Fastseal						115				250		67.68



				305 x 127mm (12 x 5”)		305 x 127mm (12 x 5”)

		1D20		305 x 127mm (12 x 5”)		Condor Manilla Fastseal						115				250		79.24

		1P20		305 x 127mm (12 x 5”)		Condor Manilla Peelseal						115				250		82.54

		1D21		305 x 127mm (12 x 5”)		Kestrel White Opaqued Fastseal						100				250		85.85



				305 x 152mm (12 x 6”)		305 x 152mm (12 x 6”)

		1P68		305 x 152mm (12 x 6”)		Kestrel White Opaqued Peelseal						100		*		250		97.41



				305 x 254mm (12 x 10”)		305 x 254mm (12 x 10”)

		1G03		305 x 254mm (12 x 10”)		Treesaver Manilla Gummed						90		*		250		79.24

		1D22		305 x 254mm (12 x 10”)		Treesaver Manilla Fastseal						90		*		250		82.54

		1G04		305 x 254mm (12 x 10”)		Condor Manilla Gummed						115				250		84.20

		1D23		305 x 254mm (12 x 10”)		Condor Manilla Fastseal						115				250		87.49



				318 x 267mm (12½ x 10½”)		318 x 267mm (12½ x 10½”)

		1K06		318 x 267mm (12½ x 10½”)		Condor Manilla Board Back Peelseal						115				125		280.65



				C4 324 x 229mm (12¾ x 9”)		C4 324 x 229mm (12¾ x 9”)

		1R32		C4 324 x 229mm (12¾ x 9”)		Treesaver Manilla Gummed						80		*		250		39.29

		1R33		C4 324 x 229mm (12¾ x 9”)		Treesaver Manilla Fastseal						80		*		250		41.27

		1G08		C4 324 x 229mm (12¾ x 9”)		Falcon Manilla Gummed						90		*		250		44.57

		1D25		C4 324 x 229mm (12¾ x 9”)		Falcon Manilla Fastseal						90		*		250		46.22

		1D40		C4 324 x 229mm (12¾ x 9”)		Falcon Manilla Window Fastseal				40 x 100mm – 215mm up – 24mm left		90		*		250		59.43

		1G09		C4 324 x 229mm (12¾ x 9”)		Condor Manilla Gummed						115				250		52.50

		1D26		C4 324 x 229mm (12¾ x 9”)		Condor Manilla Fastseal						115				250		54.15

		1D39		C4 324 x 229mm (12¾ x 9”)		Condor Manilla Window Fastseal				40 x 100mm – 215mm up – 24mm left		115				250		64.38

		1P26		C4 324 x 229mm (12¾ x 9”)		Condor Manilla Peelseal						115				250		57.78

		1K07		C4 324 x 229mm (12¾ x 9”)		Condor Manilla Board Back Peelseal						115				125		201.41

		1R14		C4 324 x 229mm (12¾ x 9”)		Treesaver Green Manilla Internal Mail Ungummed 		– Printed on Face and Reverse Punched 8 Holes				110		*		250		145.27

				C4 324 x 229mm (12¾ x 9”)		– Printed on Face and Reverse Punched 8 Holes (For Attachments Refer Sales Desk)

		1D70		C4 324 x 229mm (12¾ x 9”)		Hawk White Opaqued Fastseal						90				250		52.82

		1D71		C4 324 x 229mm (12¾ x 9”)		Hawk White Window Opaqued Fastseal				40 x 100mm – 215mm up – 24mm left		90				250		57.78

		1G10		C4 324 x 229mm (12¾ x 9”)		Kestrel White Opaqued Gummed 						100				250		56.13

		1G41		C4 324 x 229mm (12¾ x 9”)		Kestrel White Window Opaqued Gummed				40 x 100mm – 215mm up – 24mm left		100				250		62.74

		1D27		C4 324 x 229mm (12¾ x 9”)		Kestrel White Opaqued Fastseal						100				250		57.78

		1D41		C4 324 x 229mm (12¾ x 9”)		Kestrel White Window Opaqued Fastseal				40 x 100mm – 215mm up – 24mm left		100				250		63.72

		1P27		C4 324 x 229mm (12¾ x 9”)		Kestrel White Opaqued Pealseal						100				250		61.09

		1P41		C4 324 x 229mm (12¾ x 9”)		Kestrel White Window Opaqued Pealseal				40 x 100mm – 215mm up – 24mm left		100				250		67.36

		1D28		C4 324 x 229mm (12¾ x 9”)		Eagle White Opaqued Fastseal						110				250		74.29

		1P28		C4 324 x 229mm (12¾ x 9”)		Eagle White Opaqued Peelseal						110				250		77.59

		1N80		C4 324 x 229mm (12¾ x 9”)		Osprey Brilliant White Pealseal						125				250		125.46

		1N81		C4 324 x 229mm (12¾ x 9”)		Osprey Brilliant White Window Pealseal				46 x 102mm – 213mm up – 24mm left		125				250		132.07

		2P44		C4 324 x 229mm (12¾ x 9”)		Tyvek Peelseal						55				100		416.02



				324 x 229 x 25mm (12¾ x 9 x 1”)		324 x 229 x 25mm (12¾ x 9 x 1”)

		2K23		324 x 229 x 25mm (12¾ x 9 x 1”)		Cream Manilla Gusset Peelseal						135				125		277.34

		2K33		324 x 229 x 25mm (12¾ x 9 x 1”)		Cream Manilla Window Gusset Peelseal				45 x 100mm – 210mm up – 24mm left		135				125		323.57

		2K30		324 x 229 x 25mm (12¾ x 9 x 1”)		White Cartridge Gusset Peelseal						135				125		346.68

		2K34		324 x 229 x 25mm (12¾ x 9 x 1”)		White Cartridge Window Gusset Peelseal				45 x 100mm – 210mm up – 24mm left		135				125		383.00



				330 x 279mm (13 x 11”)		330 x 279mm (13 x 11”)

		1D29		330 x 279mm (13 x 11”)		Condor Manilla Fastseal						115				250		99.05



				B4 353 x 250mm (13 7/8 x 9 7/8”)		B4 353 x 250mm (13 7/8 x 9 7/8”)

		1P57		B4 353 x 250mm (13 7/8 x 9 7/8”)		Condor Manilla Peelseal						115				250		99.05

		1P58		B4 353 x 250mm (13 7/8 x 9 7/8”)		Eagle White Opaqued Peelseal						110				250		125.46



				356 x 254 x 25mm (14 x 10 x 1”)		356 x 254 x 25mm (14 x 10 x 1”)

		2K27		356 x 254 x 25mm (14 x 10 x 1”)		Cream Manilla Gusset Peelseal						135				125		307.05



				381 x 152mm (15 x 6”)		381 x 152mm (15 x 6”)

		1P34		381 x 152mm (15 x 6”)		Condor Manilla Peelseal						115				250		92.45



				381 x 152 x 25mm (15 x 6 x 1”)		381 x 152 x 25mm (15 x 6 x 1”)

		2K24		381 x 152 x 25mm (15 x 6 x 1”)		Cream Manilla Gusset Peelseal						135				125		277.34



				381 x 254mm (15 x 10”)		381 x 254mm (15 x 10”)

		1G27		381 x 254mm (15 x 10”)		Treesaver Manilla Gummed						90		*		250		69.34

		1D36		381 x 254mm (15 x 10”)		Treesaver Manilla Fastseal						90		*		250		70.33

		1D35		381 x 254mm (15 x 10”)		Condor Manilla Fastseal		- Printed on Face and Reverse - Punched 8 Holes				115				250		74.29

		1P30		381 x 254mm (15 x 10”)		Eagle White Opaqued Peelseal						110		*		250		128.77



				381 x 254 x 25mm (15 x 10 x 1”)		381 x 254 x 25mm (15 x 10 x 1”)

		2K25		381 x 254 x 25mm (15 x 10 x 1”)		Cream Manilla Gusset Peelseal						135				125		310.36



				394 x 318mm (15½ x 12½”)		394 x 318mm (15½ x 12½”)

		1K08		394 x 318mm (15½ x 12½”)		Condor Manilla Board Back Peelseal						115				125		392.90



				406 x 305mm (16 x 12”)		406 x 305mm (16 x 12”)

		1G31		406 x 305mm (16 x 12”)		Falcon Manilla Gummed						90		*		250		79.24

		1D38		406 x 305mm (16 x 12”)		Falcon Manilla Fastseal						90		*		250		82.54

		1G32		406 x 305mm (16 x 12”)		Condor Manilla Gummed						115				250		85.85

		1D37		406 x 305mm (16 x 12”)		Condor Manilla Fastseal						115				250		87.49

		1P65		406 x 305mm (16 x 12”)		Eagle White Opaqued Peelseal						110				250		138.67



				406 x 305 x 25mm (16 x 12 x 1”)		406 x 305 x 25mm (16 x 12 x 1”)

		2K26		406 x 305 x 25mm (16 x 12 x 1”)		Cream Manilla Gusset Peelseal						135				125		462.24



				406 x 305 x 51mm (16 x 12 x 2”)		406 x 305 x 51mm (16 x 12 x 2”)

		2P58		406 x 305 x 51mm (16 x 12 x 2”)		Tyvek Gusset Peelseal						68				100		1,456.06



				444 x 368mm (17½ x 14½”)		444 x 368mm (17½ x 14½”)

				444 x 368mm (17½ x 14½”)		(Smooth Side In)

		1K09		444 x 368mm (17½ x 14½”)		Condor Manilla Board Back Peelseal 						115				50		528.27



				C3 457 x 324mm (18 x 12¾)		C3 457 x 324mm (18 x 12¾)

		2G36		C3 457 x 324mm (18 x 12¾)		Condor Manilla Gummed 						115				125		168.38

		1D56		C3 457 x 324mm (18 x 12¾)		Condor Manilla Fastseal						115				125		178.30

		1P56		C3 457 x 324mm (18 x 12¾)		Condor Manilla Peelseal						115				125		178.30

		1K19		C3 457 x 324mm (18 x 12¾)		Condor Manilla Board Back Peelseal						115				50		511.77

		1K20		C3 457 x 324mm (18 x 12¾)		Kestrel White Peelseal Boardback						100				50		524.98

		1P66		C3 457 x 324mm (18 x 12¾)		Eagle White Opaqued Peelseal						110				125		227.81



				C3 457 x 330mm (18 x 13)		C3 457 x 330mm (18 x 13)

		2F93		C3 457 x 330mm (18 x 13)		Kite White - Tuck Flap ALL BOARD Pockets						100				50		564.59



				B3 510 x 356mm (20 1/16 x 14)		B3 510 x 356mm (20 1/16 x 14)

		2F94		B3 510 x 356mm (20 1/16 x 14)		Kite White - Double Tuck Flap ALL BOARD Pockets						100				50		729.68



						OTHER COLOURS & SIZES AVAILABLE ON REQUEST

						square envelopes

						Non Opaqued Unless Specified

				127 x 127mm (5 x 5 ”)		127 x 127mm (5 x 5 ”)

		1S02		127 x 127mm (5 x 5 ”)		Kestrel White Window Gummed CD Mailer				Circular- 109 Dia - Centred		100				500		59.43



				130 x 130mm (5 1/8 x 5 1/8”)		130 x 130mm (5 1/8 x 5 1/8”)

		1S01		130 x 130mm (5 1/8 x 5 1/8”)		Kestrel White Gummed						100				500		52.82



				140 x 140mm (51/2 x 51/2”)		140 x 140mm (51/2 x 51/2”)

		1S11		140 x 140mm (51/2 x 51/2”)		Kestrel White Gummed						100				500		56.13



				145 x 145mm (5 11/16 x 5 11/16”)		145 x 145mm (5 11/16 x 5 11/16”)

		1S03		145 x 145mm (5 11/16 x 5 11/16”)		Kestrel White Gummed						100				500		57.78



				155 x 155mm (6 1/16 x 6 1/16”)		155 x 155mm (6 1/16 x 6 1/16”)

		1S05		155 x 155mm (6 1/16 x 6 1/16”)		Kestrel White Gummed						100				500		59.43



				165 x 165mm (6 1/2 x 6 1/2”)		165 x 165mm (6 1/2 x 6 1/2”)

		1S07		165 x 165mm (6 1/2 x 6 1/2”)		Kestrel White Gummed						100				500		61.09



				170 x 170mm (611/16 x 611/16”)		170 x 170mm (611/16 x 611/16”)

		1S13		170 x 170mm (611/16 x 611/16”)		Kestrel White Gummed						100				500		62.74



				175 x 175mm (6 7/8 x 6 7/8”)		175 x 175mm (6 7/8 x 6 7/8”)

		1S09		175 x 175mm (6 7/8 x 6 7/8”)		Kestrel White Gummed						100				500		64.38



				180 x 180mm (7 1/16 x 7 1/16”)		180 x 180mm (7 1/16 x 7 1/16”)

		1S19		180 x 180mm (7 1/16 x 7 1/16”)		Kestrel White Gummed						100				500		66.03



				190 x 190mm (71/2 x 71/2”)		190 x 190mm (71/2 x 71/2”)

		1S15		190 x 190mm (71/2 x 71/2”)		Kestrel White Gummed						100				500		67.68



				240 x 240mm (97/16 x 97/16”)		240 x 240mm (97/16 x 97/16”)

		1S21		240 x 240mm (97/16 x 97/16”)		Kestrel White Gummed						100				250		108.96



						greeting card envelopes

						Non Opaqued - Diamond Flap  

				92 x 130mm (35/8 x 51/8”)		92 x 130mm (35/8 x 51/8”)

		1J01		92 x 130mm (35/8 x 51/8”)		Kestrel White Gummed 						100				500		40.61



				95 x 146mm (3¾ x 5¾”)		95 x 146mm (3¾ x 5¾”)

		1J03		95 x 146mm (3¾ x 5¾”)		Kestrel White Gummed 						100				500		41.44



				108 x 133mm (4¼ x 5¼”)		108 x 133mm (4¼ x 5¼”)

		1J05		108 x 133mm (4¼ x 5¼”)		Kestrel White Gummed 						100				500		41.94



				108 x 186mm (4¼ x 7 5/16”)		108 x 186mm (4¼ x 7 5/16”)

		1J06		108 x 186mm (4¼ x 7 5/16”)		Kestrel White Gummed 						100				500		42.60



				114 x 162mm (4½ x 63/8”)		114 x 162mm (4½ x 63/8”)

		1J09		114 x 162mm (4½ x 63/8”)		Kestrel White Gummed 						100				500		42.76

		1J51		114 x 162mm (4½ x 63/8”)		Kestrel Cream Gummed 						100				500		72.64



				127 x 190mm (5 x 7½”)		127 x 190mm (5 x 7½”)

		1J16		127 x 190mm (5 x 7½”)		Kestrel White Gummed 						100				500		49.03



				155 x 220mm (6 1/16 x 8 5/8")		155 x 220mm (6 1/16 x 8 5/8")

		1J20		155 x 220mm (6 1/16 x 8 5/8")		Kestrel White Gummed 						100				500		56.13



				162 x 229mm (63/8 x 9”)		162 x 229mm (63/8 x 9”)

		1J21		162 x 229mm (63/8 x 9”)		Kestrel White Gummed 						100				500		53.82

		1J69		162 x 229mm (63/8 x 9”)		Kestrel Cream Gummed 						100				500		100.04



						air padded bags 				lightweight bubble wrap

						Buff & White Kraft				Various Widths & Lengths 

						Peelseal – Punched holes for securing with clips				diskette padded mailers 

										Anti-static

		2Y12		120x215 / 140x275 mm Buff		120x215 / 140x275 mm Buff		Padded Bags								200		149.41

		2Y03		150x215 / 170x275 mm White		150x215 / 170x275 mm White		Padded Bags								100		164.26

		2Y13		150x215 / 170x275 mm Buff		150x215 / 170x275 mm Buff		Padded Bags								100		164.26

		2Y04		180x265 / 200x325 mm White		180x265 / 200x325 mm White		Padded Bags								100		204.70

		2Y14		180x265 / 200x325 mm Buff		180x265 / 200x325 mm Buff		Padded Bags								100		204.70

		2Y05		220x265 / 240x325 mm White		220x265 / 240x325 mm White		Padded Bags								100		234.43

		2Y15		220x265 / 240x325 mm Buff		220x265 / 240x325 mm Buff		Padded Bags								100		234.43

		2Y06		220x340 / 240x400 mm White		220x340 / 240x400 mm White		Padded Bags								100		280.65

		2Y16		220x340 / 240x400 mm Buff		220x340 / 240x400 mm Buff		Padded Bags								100		280.65

		2Y07		240x340 / 260x400 mm White		240x340 / 260x400 mm White		Padded Bags								100		320.26

		2Y17		240x340 / 260x400 mm Buff		240x340 / 260x400 mm Buff		Padded Bags								100		320.26

		2Y08		270x360 / 290x420 mm White		270x360 / 290x420 mm White		Padded Bags								100		396.21

		2Y18		270x360 / 290x420 mm Buff		270x360 / 290x420 mm Buff		Padded Bags								100		396.21

		2Y09		300x445 / 320x505 mm White		300x445 / 320x505 mm White		Padded Bags								50		508.46

		2Y19		300x445 / 320x505 mm Buff		300x445 / 320x505 mm Buff		Padded Bags								50		508.46

		2Y10		350x470 / 370x530 mm White		350x470 / 370x530 mm White		Padded Bags								50		673.55

		2Y20		350x470 / 370x530 mm Buff		350x470 / 370x530 mm Buff		Padded Bags								50		673.55
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