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Introduction

Your mail items on the doormat in one go without any unnecessary cost. Indeed, that is how you
communicate the message effectively and save costs at the same time. After all, when your mail
items have been designed in the right way, they can be processed and delivered efficiently. We do
everything we can to send your mail on time, to the right address and in good condition.

To enable you to hand over your mail to us in the correct way, we have listed the conditions for

designing mail items in this document. When do these conditions apply to you?

« Whenhanding over bulk mail in consignments of more than 2,500 mail items.

« When sending letterbox packet(s)+.

« Forbulk mailin consignments of less than 2,500 mail items, these conditions should be regarded
as guidelines, unless agreed otherwise (offer, contract).

Additional and specific conditions apply for international mail (unsorted consignments). See page
31. There are also different size categories for bulk mail; small, large and special. If this applies to you,
go to “Size Categories” on page 3. Anumber of general terms and conditions apply in this case. There
are also different design conditions per type of mail item. Such as envelopes, cards and periodicals.
Please make sure that you check what conditions apply to you!

If your mail can be sorted with the machine instead of by hand, it will save us time. While you will
save moneuy. This may depend on the quantity of mail items you hand over. But also on the layout of
the mail item and the areas that must be kept free. In particular, one zone where sorting information
is printed. If you would like to know more, please take a look at “index zone” on page 32.

If you doubt whether your mail items can be processed via the machine, or if you have other
questions about the conditions for designing mail items, please call us at +31 (0)88 868 68 68 or
contact your account manager.

4 N\
Tip!
PostNL delivers special moments and does so in a manner that is as
green, clean and sustainable as possible. If you would like to know
how we will achieve this, please go to https://www.postnl.nl/en/
about-postnl/strategy/corporate-responsibility/sustainable-
logistics for more information.



https://www.postnl.nl/en/about-postnl/strategy/corporate-responsibility/sustainable-logistics
https://www.postnl.nl/en/about-postnl/strategy/corporate-responsibility/sustainable-logistics
https://www.postnl.nl/en/about-postnl/strategy/corporate-responsibility/sustainable-logistics
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Types of mail items Shape Dimensions Weight Contents Packaging Type
Min. Max. Max.
Small Homogeneousin Rectangularandinone | 140x90 mm 5 50 Paper* Paper: sealed envelope,
appearance, size and piece (no openings or (229x162 mm) grams card or self-mailer
E weight cut-outs)
Thickness:5mm
Large Homogeneousin Rectangularandinone | 140x90 mm C4 350 Paper* Paper: sealed envelope,
appearance, size and piece (no openings or (324x229mm) grams card or self-mailer;
weight cut-outs) Items with awrapper,
Thickness: 10mm unpackagedorin
plastic foil: suitable in
accordance with machine
specifications
Mixed** Smalland Large whereby Rectangularandinone | 140x90 mm C4 350 Paper* Paper: sealed envelope,
E appearance, size and piece (no openings or (324x229mm) grams card or self-mailer
weight may vary cut-outs)
g Thickness: 10 mm
Special Homogeneousin Rectangularandinone | 140x90 mm letterbox 2.000 Alikinds, |  Allkinds: e.g. wrap-around
appearance, size and piece (no openings or 380x265mm grams including goods | label or sealed with a stapler
weight cut-outs) Plastic foil: not suitable in
Thickness: 32 mm accordance with machine
specifications
Mixed extra Appearance, size and Rectangularandinone | 140x90 mm letterbox 2.000 Allkinds, Allkinds of packaging
weight mayvary piece (no openings or 380x265mm grams including goods
E g cut-outs)
E m Thickness: 32 mm
Letterbox Appearance, size and Rectangularandinone | 140x90 mm letterbox 2.000 Allkinds, | Protective packaging, e.g.
Packet+ weight mayvary piece (no openings or 380x265mm grams including goods | carton letterboxes, closed

=

cut-outs)

Thickness: 32mm

pocket envelopes

*Itis possible to send plastic cards. See Chapter 1. Envelopes.
** A bulk mail consignment Mixed may only consist of Small and/or Large mail items. If this is not the case then bulk mail Mixed Extra.

If your mail items do not comply with the subscribed shape (rectangular) or size (minimum size), or are too light for the minimum
weight (see material information at Bulk mail composition), the address of the addressee isillegible, the index zone has not been kept
free or there is more than one return address per mail item, PostNL will reserve the right not to provide 24-hour delivery service for
these mail items and to charge extra processing costs. Please note: this applies to all consignment sizes.

In addition to these design requirements, the bulk mail handed over has to comply with the guidelines as described in the (latest
versions of the) Handover Conditions, the General Conditions for the Conveyance of Bulk Letterbox Mail (AVPB), the General
Conditions for the Conveyance of Letterbox Packet+, and, in case of international bulk mail, the Product and Handover Conditions for
International Bulk Mail.
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1. Envelope (machine-suitable

Features

Sizes

content, packaging

Content

Envelope material

Address window

Contrast and reflection

Flexibility

Print qualit:

Objectsin envelope

Envelope closure

ﬂ Layout

Address zone

Franking zone

Index zone

Return address zone

Address*

Address

Fontsize

Address labels

Return address

« SmallXX Largeg

For general conditions for designing Small and Large mail items see page 3.

« The contents consist exclusively of paper.
« Within the Small size, a maximum of 2 plastic cards can be sent; this is a maximum of 4 cards for the Large size.
« The cards must be fixed on the paper (contents) at least 30 mm from the bottom of the envelope.

« Paper envelope, at least 70 g/m2.
« Mail item sufficiently flexible.

« Address always visible (please ensure that the contents and address must not be able to shift within the envelope).
« Plastic foil covering window not too glossy and completely transparent (see Appendix 3).

« Good contrast between address, codings and franking mark and background (see Appendix 3).
«» The address side of the envelope is not too glossy (see Appendix 3).

« The long side of the envelope may bend up to no more than 65 mm at 100 mm free length.
« The short side of the envelope may bend up to no more than 85 mm at 100 mm free length.

« In case of light sliding force, the ink may not stain. This applies to the printing of the mail item itself as well as to the address
and coding.
« The print quality is at least 300 dpi.

« Envelopes with gadgets or samples must be sent as ‘Special’.
See page 21 for the applicable conditions.

« Envelope completely sealed by means of adhesive, tape lock or sticker (i.e. not folded).
« No staples, paper clips, metal eyelets or folding corners.
« Mail item not sticking (no glue residues or too much humidification of the glue edge of the flap).

« Subdivided into:
1. Address zone.
2.Franking zone.
3.Index zone (area within which PostNL prints the sorting codes).
4.Return address zone.
See the conditions below for further clarification of these elements.

« Inthe centre of the address zone, with due consideration to the franking zone, the index zone and the return address zone.

« Keep adistance of at least 10 mm between the smallest rectangle that can be drawn around the address and any other
printing on the envelope.

» Address zone at least 40 mm from the top and at least 15 mm from the other sides.

« Used for PostNL Port Betaald (Postage Paid) logo or franking mark (see Appendix 1).
« Atrea measuring amaximum of 74 mm wide by 40 mm tall in top right-hand corner.
» Maximum size of PostNL Port Betaald logo or franking mark is the maximum size of the franking zone.

» See Appendix 4.

« Top left-hand corner.
« Size optional, taking into account specifications for the address, index and franking zones.

« At least 3, but not more than 6 lines.
« Order: name/company name, street and house number, postcode, town/city.
Addresses in the Netherlands only: add KIX code (customer index code) or Coding Line as last line (see Appendix 1 and/or 2).

« Sans serif font (font without a cross line at the end of the letters).
« Noitalic or gothic font.
« Well-spaced (see Appendix 1).

« Atleast 7-point font, but not larger than 17-point font.

*When 7 to 10-point fontis used: print address in capital letters.

« Use asingle font size for the entire address.

« KIX code in 10-point font. For coding lines, see specifications in Appendix 2.

« Rectangular.
« Place the address parallel to and at the bottom of the mail item.

« Every bulk mail item must have a complete return address within the Netherlands (street + house number, postcode,
town/city).

« [fonthe address side: complete return address on a single line and preferably underlined, so that the sorting machine does
not sort by sender.

« Smaller font than that of the delivery address, maximum font size 9.

« NoKIX code.

*For detailed information on how to address mail destined for the Netherlands and abroad see Appendix 1 and Appendix 3.
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A. Shape: rectangular and in one piece (no openings or cut-outs)

A X X

B. Address window: no movement

A X

C. Contrast: sufficient contrast with the background

D. Flexibility

Korte zijde Lange zijde

E. print quality: ink does not stain in case of light sliding force



F. Envelope closure: without any unevenness and does not stick

2

G. Layout of envelope, landscape

Small B3 LargeE

Afzenderadres Frankeerzone
o 74x40mm

15mm 15mm
o

Adreszone

$ Indexzone 140 x 20 mm
15mm o

H. content: letter with plastic card(s)
Small XX

L4
L4
K4
L4

4

,
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, Option1 §
card(s) atthe top :
half of the letter :
$ 30mm

) : Option 2
e : card(s) atthe bottom

half oftheletter ﬁ

X
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G. Lay-out of envelope, portrait

Small XX Large X

Afzenderadres Frankeerzone

15mm

n 74><40mm°

Adreszone o

Indexzone

° 140x20 mm

15mm

$15mm

2

PortBetaald
PortPayé
Pays Bas

30mm

Briefstraat 1-8
2345CD Envelopstad

#1234n5B46748901%

Place to affix
upto4cards

I 30mm

30mm
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2.Card (machine-suitable)

Features

Sizes

Shape, dimensions, thickness, weight

content, packaging

Card material

Contrast and reflection

Flexibility

Print quality

Layout

Address zone

Franking zone

Index zone

Return address zone

Address*

Address

Fontsize

Address labels

Return address

« SmallXX Largeg

« For general conditions for designing Small and Large mail items see page 3.

« Sufficiently sturdy and flexible paper or cardboard; the following specifications apply to each size:
- Small: minimum 170 g/m?2.
- Large: minimum 200 g/m?.
« The address side matt and without finishing layer (also known as varnish layer).
« The following finishing layers are recommended: glossy dispersion varnish, UV varnish and laminate.

« Good contrast between address, codings and franking mark and background (see Appendix 3).
« The address side of the card not too glossy (see Appendix 3).

« The long side of the envelope may bend up to no more than 65 mm at 100 mm free length.
« The short side of the envelope may bend up to no more than 85 mm at 100 mm free length.

« In case of light sliding force, the ink may not stain. This applies to the printing of the mail item itself as well as to the address
and coding.
« The print quality is at least 300 dpi.

« Subdivided into:
1. Address zone.
2.Franking zone.
3.Index zone (area within which PostNL prints the sorting codes).
4.Return address zone.
See the conditions below for further clarification of these elements.

« Inthe centre of the address zone, with due consideration to the franking zone, the index zone and the return address zone.
« Keep adistance of at least 10 mm between the smallest rectangle that can be drawn around the address and any other
printing on the envelope.
« Size Small: address zone at least 40 mm from the top and at least 5 mm from the other sides.
« Size Large: address zone at least 40 mm from the top and at least 15 mm from the other sides.
« For card with shared address side:
-Divisioninto aleft-hand and a right-hand side by aline that is at least 1.2 mm thick.
- Atleast 74 mm space on the right-hand side of the line.
- Address on the right-hand side of the line.

« Used for PostNL Port Betaald (Postage Paid) logo or franking mark (see (zie Appendix 1).
« Area measuring amaximum of 74 mm wide by 40 mm tall in top right-hand corner.
» Maximum size of PostNL Port Betaald logo or franking mark is the maximum size of the franking zone.

« See Appendix 4.

« Top left-hand corner.
« Size optional, taking into account specifications for the address, index and franking zones.

« At least 3, but not more than 6 lines.
« Order: name/company name, street and house number, postcode, town/city.
« Addresses in the Netherlands only: add KIX code (customer index code) or Coding Line as last line (see Appendix 1 and/or 2).

« Sans serif font (font without a cross line at the end of the letters).
« Noitalic or gothic font.
« Well-spaced (see Appendix 1).

« Atleast 7-point font, but not larger than 17-point font.

*«When 7 to 10-point fontis used: print address in capital letters.

« Use asingle font size for the entire address.

« KIX code in 10-point font. For coding lines, see specifications in Appendix 2.

« Rectangular.
« Place the address parallel to and at the bottom of the mail item.

« Every bulk mail item must have a complete return address within the Netherlands
(street + house number, postcode, town/city).

« Smaller font than that of the delivery address.

« NoKIX code.

« If on the address side: complete return address on a single line and preferably underlined, so that the sorting machine does
not sort by PO Box.

« If on a card with shared address side: preferably in the return address zone, but may also be positioned vertically in relation
to the delivery address.

* For detailed information on how to address mail destined for the Netherlands and abroad see Appendix 1 and Appendix 3.



https://www.postnl.nl/klantenservice/bestellen-en-downloaden/documentatie-downloaden/port-betaald-aanduiding/
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A. Shape: rectangular and in one piece (no openings or cut-outs)

A X X

B. Contrast: sufficient contrast with the background

C. Flexibility

Korte zijde Lange zijde

D. print quality: ink does not stain in case of light sliding force



E. Layout of card, landscape

SmallXJ

o

Return address

—
F o

Frankeerzone” ,:\‘
744t P o)
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E. Layout of card with shared address side, landscape

SmallXJ

ma Audic en Video Import
S Adreszone o 5mm;

JEN HAAG

Indexzone 140 x 20 mm
$5mm

E. Layout of card, portrait

SmallBXJ

k[..u Afzenderadres

Frankeei-';qne_ h

Adreszone e

15mm

7440 mr"n‘o

Indexzone

° 140x20 mm

15mm

$15mm

kc‘"o

Return address

Frankeerjone ™,
Frdio i pw
bk

Adreszone e 5mm fe>|

A

$5mm

o Indexzone 140 x 20 mm 2




E. Layout of card, landscape

Large g

o Afzenderadres

Frankeerzone

74 x40 mm 0

15mm
o

Adreszone

15mm

$15mm

Indexzone 140 x 20 mm

E. Layout of card, portrait

Large E

o

Afzenderadres

Frankeerzone

74x40mm9

Adreszone e

15mm

Indexzone

° 140 x 20 mm

15mm

$15mm
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E. Layout of card with shared address side, landscape

Large g

o Afzenderadres

74 x40 mm

Frankeerzone

15mm

Adreszone

15mm

$15mm

Indexzone 140 x 20 mm

10
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3.Self-mailer (machine-suitable)

Features

u Self-mailers general

Sizes

B} shape. dimensions, thickness, weight,

content, packaging

Self-mailers material

Contrast and reflection
Flexibility

a
E Print quality
@

Fold and closure
a Layout
Address zone

Frankeerzone

a Indexzone

n Zone voor afzenderadres

Address*

Address

Fontsize

Address labels

Return address

« Aself-mailerisa (partly) closed and folded mailitem, which is sent without any plastic foil, envelope or banderole.

«SmallXX Largeg

« For general conditions for designing Small and Large mail items see page 3.

« Sufficiently sturdy and flexible paper or cardboard, at least 170 g/m?2.

« Good contrast between address, codings and franking mark and background (see Appendix 3).
« The address side of the self-mailer not too glossy (see Appendix 3).

« The long side of the self-mailer may bend up to no more than 65 mm at 100 mm free length.
« The short side of the self-mailer may bend up to no more than 85 mm at 100 mm free length.

« In case of light sliding force, the ink may not stain. This applies to the printing of the mail item itself as well as to the address
and coding.
« The print quality is at least 300 dpi.

« Foldedin suchaway that parts fit together fully with no protruding/uneven parts.
« Flaps are permitted, as long as 1 edge is visible at the bottom.
« Closure of the side to be opened by means of perforations, glue spots, stickers or tear-off edges.
Glueing: over the entire length of the mail item, at least one dot glue per 80 mm and no more than 20 mm from the side
Stickers: at least one sticker per 100 mm, unless 3 sides closed, in which case 120 mm suffices.
« Mail item not sticking (no glue residues).
« Tobe able to process self-mailers mechanically, they must comply with the following size-specific conditions:
-Small: closed on at least 3 sides; and at least closed on the side to the right of the address and the bottom side. The bottom
side (often the folding side below the address) is completely closed.
- Large: closed on at least 2 sides. In any event, the bottom side (often the folding side below the address) is completely
closed, as well as the side to the right of the address.
« Ifthe self-mailer cannot be processed mechanically, the conditions for designing Special mail items apply (page 21).

« Subdivided into:
1. Address zone.
2.Franking zone.
3.Index zone (area within which PostNL prints the sorting codes).
4.Return address zone.
See the conditions below for further clarification of these elements.

« Inthe centre of the address zone, with due consideration to the franking zone, the index zone and the return address zone.
« Keep adistance of at least 10 mm between the smallest rectangle that can be drawn around the address and any other
printing on the self-mailer.
« Size Small: address zone at least 40 mm from the top and at least 5 mm from the other sides.
« Size Large or Special: address zone at least 40 mm from the top and at least 15 mm from the other sides.
« For self-mailer with shared address side:
- Division into aleft-hand and a right-hand side by aline that is at least 1.2 mm thick.
- Atleast 74 mm space on the right-hand side of the line.
- Address on the right-hand side of the line.

« Used for PostNL Port Betaald (Postage Paid) logo or franking mark (see (zie Appendix 1).
« Area measuring amaximum of 74 mm wide by 40 mm tall in top right-hand corner.

« Maximum size of PostNL Port Betaald logo or franking mark is the maximum size of the franking zone.

« See Appendix 4.

« Top left-hand corner.
« Size optional, taking into account specifications for the address, index and franking zones.

« Atleast 3, but not more than 6 lines.
« Order: name/company name, street and house number, postcode, town/city.
« Addresses in the Netherlands only: add KIX code (customer index code) or Coding Line as last line (see Appendix 1 and/or 2).

« Sans serif font (font without a cross line at the end of the letters).
« Noitalic or gothic font.
« Well-spaced (see Appendix 1).

« Atleast 7-point font, but not larger than 17-point font.

«When 7 to 10-point fontis used: print address in capital letters.

« Use asingle font size for the entire address.

« KIX code in 10-point font. For coding lines, see specifications in Appendix 2.

« Rectangular.
« Place the address parallel to and at the bottom of the mail item.

« Every bulk mail item must have a complete return address within the Netherlands
(street + house number, postcode, town/city).

« Smaller font than that of the delivery address.

« NoKIX code.

« [fon the address side: complete return address on a single line and preferably underlined, so that the sorting machine does
not sort by PO Box.

« If on a card with shared address side: preferably in the return address zone, but may also be positioned vertically in relation
tothe delivery address.

*For detailed information on how to address mail destined for the Netherlands and abroad see Appendix 1 and Appendix 3.

11
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A. self-mailer

B. Shape: rectangular and in one piece (no openings or cut-outs)

A X X

C. Contrast: sufficient contrast with the background

D. Flexibility

Short side Long side

12
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E. print quality: ink does not stainin case of light sliding force

F. Foldand closure

Position of glue spot

o return address AT g

G. Layout of self-mailer (landscape) G. Layout of self-mailer with shared address side (landscape)
Small X Largeg SmallB3 Largeg
.g;“ g’iﬁ“d Frankeerrzrf7 ICL'D : Frankeerzt;r:gr-“ N
e ‘ o return address 7‘”““"?_?‘0’

fe>{ 5mm fe>{ 5mm

o ‘ dreszone o sl Adreszone o sl

’ Indexzone selfmailer 140 x 20 mm ’ Indexzone selfmailer 140 x 20 mm
$5mm $5mm

13



G. Layout of self-mailer (landscape)

Small XX Large X

F. Fold and closure - self-mailer (landscape)

Small XX
Figure on the left: bottom side completely closed, right-hand side closed, top side or left-hand side closed.

Image on the right: top side completely closed, left-hand side closed, bottom side or right-hand side closed.

Large g

Figure on the left: bottom side completely closed and right-hand side closed.
Image on theright: top side completely closed and left-hand side closed.

G. Layout of self-mailer (portrait)

Small XX Large X

F. Fold and closure - self-mailer (portrait)

Small XX

Image on the left: left-hand side completely closed, bottom side closed, top side or right-hand side closed.
Image on the right: right-hand side completely closed, closed at the top, bottom side or left-hand side closed.

Large g

Image on the left: left side completely closed and closed at the bottom.
Image on the right: right-hand side completely closed and closed at the top.

Afzenderadres Frankeerzone

74 x l’lmﬂe

Indexzone
140x20mm

Adreszone o

Back to Contents

14
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4. Mailitems in plastic foil (machine-suitable)

Features

General

Sizes

Shape, content, packaging Dimensions,

thickness, weight

Material

Plastic foil wrapping

Inserts in plastic foil:

Plastic foil gloss and transparency

Flexibility

Print quality

Layout

Address zone

Franking zone

Return address zone

Address*
Address

Font

Font size

Address on a label under plastic foil cover

Address printed on plastic foil

Address labels on plastic foil

Return address

« If the mail items in plastic foil do not meet the conditions stated below for the purpose of machine-suitability, they must be
sentas 'Special'(page 21).

e Large E

« For general conditions for designing Large mail items see page 3.

« Plastic foil wrapping.

« Close-fitting plastic foil, no loose flaps:
Long side: max. 35 mm overlap (total overlap of both sides combined)
Short side: max 10 mm overlap (total overlap of both sides combined)

« Properly sealed seams that will not come undone, the seams must be stronger than the material. The seams must not tear
or break when the plasticis pulled.

«No seam or loose flaps covering the address, making it illegible.

« Insertsincluded in plastic foil should not exceed the maximum size of the main mail item.
« Enclosing gadgets or samples is not permitted. If these are included, they must be sent as 'Special'(page 15).

« Plastic foil not too slippery or too sticky, specified as a Coefficient of Friction (COF) value between 0.25 and 0.45.
« Clear and transparent, if the address has been affixed under plastic foil (see Appendix 5).

« At least 25 pm thick.

« Plastic foil and bundles need to be anti-static.

« The long side of the mail item may bend up to no more than 65 mm at 100 mm free length
« The short side of the mail item may bend up to no more than 85 mm at 100 mm free length.

« Incase of light sliding force, the ink may not stain. This applies to the printing of the mail item itself as well as to the address
and coding.
« The print quality is at least 300 dpi.

« For mail items in plastic foil, the following elements must be present on an address label
(fixed under plastic foil cover or affixed to plastic foil) or on a white band on the plastic foil:
1. Address zone.

2. Franking zone.
3.Return address zone.
See the conditions below for further clarification of these elements.

« Inthe centre of the address zone, with due consideration to the franking zone, the index zone and the return address zone.
« Keep a distance of at least 10 mm between the smallest rectangle that can be drawn around the address and any other printing.
« Address zone at least 40 mm from the top and at least 20 mm from the other sides.

« Used for PostNL Port Betaald (Postage Paid) logo or franking mark (see Appendix 1).
« Area measuring a maximum of 74 mm wide by 40 mm tall in top right-hand corner.
« Maximum size of PostNL Port Betaald logo or franking mark is the maximum size of the franking zone.

« Top left-hand corner.
« Size optional, taking into account specifications for the address, index and franking zones.

« Address always visible and legible.

« Atleast 3, but not more than 6 lines.

« Order: name/company name, street and house number, postcode, town/city.

« Place the address parallel to the longest side of the mail item.

« Addresses in the Netherlands only: add KIX code (customer index code) or Coding Line as last line (see Appendix 1 and/or 2).

« Sans serif font (font without a cross line at the end of the letters).
«Noitalic or gothic font.
« Well-spaced (see Appendix 1).

« Atleast 7-point font, but not larger than 17-point font.

«When 7 to 10-point font is used: print address in capital letters.

« Use asingle font size for the entire address.

« KIX code in 10-point font. For coding lines, see specifications in Appendix 2.

« Address label must not be able to shift within plastic foiland be placed against and parallel to the back side on the top half of the mail item.
«No seam orloose flaps covering the address, making tillegible.
« Addresses outside the Netherlands: the address must be printed on an address sheet equal to the size of the full mail item.

« Address printed on opaque plastic foil or an opaque white strip on the plastic foil in abackground colour as specified in the
table in Appendix 4 (maximum translucency: 25%).

« In case of an opaque plastic foil, the address must be placed on the plastic foil against and parallel to the back side on the top
half and over the entire length.

« Address printed on a flat, continuous area of the plastic foil, without creases, etc.

« Good contrast between address, codings and franking mark and background (see Appendix 3).

« Rectangular.
« Address label placed against and parallel to the back side on the top half of the mail item.

« Every bulk mail item must have a complete return address within the Netherlands (street + house number, postcode, town/city).

« Smaller font than that of the delivery address.

«NoKIX code.

« If onthe address side: complete return address on a single line and preferably underlined, so that the sorting machine does
not sort by PO Box.

«Ifonacard with shared address side: preferably in the return address zone, but may also be positioned vertically in relation
to the delivery address.

* For detailed information on how to address mail destined for the Netherlands and abroad see Appendix 1 and Appendix 3.
*In case of unsorted consignments in plastic foil, PostNL may paste a peel-off sticker on the left of the back side for the purpose of sorting.

Tip!

Are you sending more than 5,000 mail items with gadgets or samples, or thick or heavy mail items?
Then you can hand over the consignment as sorted. For additional conditions and information about this, visit postnl.nl
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A. Shape: rectangular and in one piece (no openings or cut-outs)

A X X

B. Packaging: plastic foil wrapping

X

Long size overlength: A + B =max 35 mm Short
side overlength: K+ L =max 10 mm

C. Flexibility

Short side Longside

D. Print quality: ink does not stainin case of light sliding force

A X

E. Addresson plastic foil packaging

Addressing onlabelin/on plastic foil Address on (white strip) plastic foil
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5.Unpackaged mail item (machine-suitable)*

Features

General

Sizes

n Shape

Dimensions, thickness, weight
Material (cover), content

B Affixation of cover

Inserts, outserts

Loose flap, wrappers

[) Flexibilit

E Print qualitt

Layout

Address zone

Franking zone

Return address zone

Address**
Address

ny
(=]
-
=

Fontsize

ﬂ Contrast and reflection
ﬂ Address labels

Return address

« Ifthe unpackaged mail items do not meet the conditions stated below for the purpose of machine-suitability, they must be
sentas 'Special' (page 21)

. Largeg

« Rectangularandin one piece (no openings or cut-outs)
« For general conditions for designing Large mail items see page 3.
« Paper

« The cover must be sturdy, not crease easily and not tear if the machine pulls the mail item.
« Tear-resistance: the paper thickness of the cover s at least 2 times the thickness of the inside paper. The sturdiness of the
inside paperis at least 60 g/m2

1) Mail items may not contain any hard, rigid or sharp parts such as e.g. pens, key rings, USB sticks. Under no circumstances
may the contents cut through the packaging during machine processing. The addition of cards is permitted, however.

2) Anyinserts may not stick out in relation to the main product

3) Inserts on the inside of the mail item must be glued if they are of a different material than the main item

4) Outserts on the outside of the mail item must be glued. Measured from the back, a minimum of 8 cm must be kept free.
Inthe longitudinal direction, preferably centred.

«Aloose flap is permitted provided:

1) the address s fully placed on the flap/wrapper. In other words, not (partly) under the flap, nor partly on the flap and partly
on the mail item.

2) the flap both on the front and back is at least 75 mm wide.

3) the flap must meet all other requirements with regard to unpackaged mail items.

« Wrappers:
1) atleast 75 mmwide.
2) glued to the magazine.

« The long side of the mail item may bend up to no more than 65 mm at 100 mm free length.
« The short side of the mail item may bend up to no more than 85 mm at 100 mm free length.

«In case of light sliding force, the ink may not stain. This applies to the printing of the mail item itself as well as to the address
and coding.
« The print quality is at least 300 dpi.

« In case of unpackaged mail items, the following components must be present:
1. Address zone.

2. Franking zone.

3.Return address zone.

See the conditions below for further clarification of these elements.

« Inthe centre of the address zone, with due consideration to the franking zone, the index zone and the return address zone.

« Keep a distance of at least 10 mm between the smallest rectangle that can be drawn around the address and any other
printing.

« Address zone at least 40 mm from the top and at least 20 mm from the other sides.

« Used for PostNL Port Betaald (Postage Paid) logo or franking mark (see Appendix 1).
« Area measuring a maximum of 74 mm wide by 40 mm tall in top right-hand corner.
« Maximum size of PostNL Port Betaald logo or franking mark is the maximum size of the franking zone.

« Top left-hand corner.
« Size optional, taking into account specifications for the address, index and franking zones.

« Address always visible and legible.

« Atleast 3, but not more than 6 lines.

« Address field is always rectangular and measures at least 95 x 50 mm

« Order: name/company name, street and house number, postcode, town/city.

« Place the address parallel to the longest side of the mail item.

« Addresses in the Netherlands only: add KIX code (customer index code) as last line (see Appendix 1 and/or 2).

« Keep a distance of at least 10 mm between the smallest rectangle that can be drawn around the address and any other printing.

« Sans serif font (font without a cross line at the end of the letters).
« Noitalic or gothic font.
« Well-spaced (see Appendix 1).

« At least 10-point font, but not larger than 17-point font.
« Use asingle font size for the entire address.
« KIX code in 10-point font. For coding lines, see specifications in Appendix 2.

« Good contrast between address, codings and franking mark and background (see Appendix 3).
« The address side of the mail item not too glossy (see Appendix 3).

« Rectangular.
« Address label placed against the back (of the magazine) on the top half of the mail item.

« Every bulk mail item must have a complete return address within the Netherlands
(street + house number, postcode, town/city).

«Smaller font than that of the delivery address.

«NoKIX code.

« If onthe address side: complete return address on a single line and preferably underlined, so that the sorting machine does
not sort by PO Box.

«Ifonacard with shared address side: preferably in the return address zone, but may also be positioned vertically in relation
to the delivery address.

*If you wish to hand over bulk mail without packaging for the first time, please contact your account manager or our employees of the business customer service on
telephone number +31 (0)88 868 68 68 in advance. Please note that in the event of bad weather, unpackaged mail items may be damaged.

**For detailed information on how to address mail destined for the Netherlands and abroad see Appendix 1 and Appendix 3.

**1n case of unsorted consignments of unpackaged mail items, PostNL may paste a peel-off sticker on the left of the back side for the purpose of sorting.
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A. Shape: rectangular and in one piece (no openings or cut-outs)

B. Affixation of cover

When light perpendicular (1) or parallel (2) tensile force is exerted on the binding, the cover
must not come apart from the content

C. Loose flap and wrapper

Atleast 75 mm

Atleast 75 mm -
Wrapper glued to the mail item

D. Flexibility

Short side

Long side

Back to Contents
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E. print quality: ink does not stain in case of light sliding force

A X

F. Contrast: sufficient contrast with the background

G. Address

19
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6. Periodicals

Features

General
Sizes

u Shape, dimensions, thickness, weight

content

E Print qualitt

Packaging

A. shape: rectangular mail item

« These conditions apply to mail items that fall under the definition of Periodicals, as stated in the General Conditions for the

Conveyance of Bulk Letterbox Mail (latest version)

«Small XX Largeg Special m (related to the packaging method)

« Conditions for designing mail items, see Size Categories page 3.

«In case of light sliding force, the ink may not stain. This applies to the printing of the mail item itself as well as to the address
and coding.
« The print quality is at least 300 dpi.

A Periodical should preferably be handed over packaged. The packaging determines which design requirements are in force.

The starting point is that a Periodical can be mechanically processed by PostNL:

« For the specifications for sending a Periodical in an envelope, see conditions for designing Envelopes.

« For the specifications for sending a Periodical in plastic foil, see conditions for designing Mail Items in plastic foil.

« For the specifications for sending an unpackaged Periodical, see conditions for designing Unpackaged mail items.

A Periodical that cannot be processed mechanically because of its weight, size, thickness, content (e.g. a gadget or sample)

or packaging.

« Forthe specifications for sending a Periodical that cannot be processed mechanically, see conditions for designing Special
mail items.

A X

B. Print quality: ink does not stainin case of light sliding force

20


https://www.postnl.nl/algemene-voorwaarden/alle-voorwaarden/
https://www.postnl.nl/algemene-voorwaarden/alle-voorwaarden/

7.Special (

Features

General
Sizes

n Shape, dimensions, thickness, weight,

content, packaging

Material
B Content with gadget or sample*
Address window

m Contrast and reflection

B Print quality

Closure

Layout

Address zone
Franking zone

Index zone

Return address zone

Address**
Address

Font

Font size

Address labels

Return address

Back to Contents

non-machine-suitable)

« These conditions apply for all mail items other than Small or Large. Therefore, these mail items cannot be processed
mechanically.

. Specialm

« Conditions for designing Special mail items, see page 3.

« Alltypes of packaging and content.
« Ensure that the gadget or sample cannot move.

« Address always visible and legible (please ensure that the content cannot move).
« Plastic foil covering window not too glossy and completely transparent (see Appendix 3).

« Good contrast between address, codings and franking mark and background (see Appendix 3).
« The address side of the mail item not too glossy (see Appendix 3).

«In case of light sliding force, the ink may not stain. This applies to the printing of the mail item itself as well as to the address
and coding.
« The print quality is at least 300 dpi.

« Completely closed with gum, tape lock or sticker, therefore do not fold so that the content can fall out during processing.
« Mail items are not sticking (no glue residues).

« Subdivided into:

1. Address zone.

2. Franking zone.

3.Return address zone.

See the conditions below for further clarification of these elements.

« Inthe centre of the address zone, with due consideration to the franking zone, the index zone and the return address zone.
« Keep a distance of at least 10 mm between the smallest rectangle that can be drawn around the address and any other printing.
« Address zone at least 40 mm from the top and at least 15 mm from the other sides.

« Used for PostNL Port Betaald (Postage Paid) logo or franking mark (see Appendix 1).
« Area measuring a maximum of 74 mm wide by 40 mm tall in top right-hand corner.
« Maximum size of PostNL Port Betaald logo or franking mark is the maximum size of the franking zone.

« See Appendix 4.

« Top left-hand corner.
« Size optional, taking into account specifications for the address, index and franking zones.

« Foraddressing mail items in plastic foil, see the conditions for designing Special mail items in plastic foil (page 17).
« Atleast 3, but not more than 6 lines.

« Order: name/company name, street and house number, postcode, town/city.

« Addresses in the Netherlands only: add KIX code (customer index code) or Coding Line as last line

(see Appendix 1 and/or 2).

« Sans serif font (font without a cross line at the end of the letters).
«Noitalic or gothic font.
« Well-spaced (see Appendix 1).

« Atleast 7-point font, but not larger than 17-point font.

«When 7 to 10-point font is used: print address in capital letters.

«Use asingle font size for the entire address.

« KIX code in 10-point font. For coding lines, see specifications in Appendix 2.

« Rectangular.
« Place the address parallel to and at the bottom of the mail item.

« Every bulk mail item must have a complete return address within the Netherlands
(streetand house number or PO Box and PO Box number, postcode, town/city).

« Smaller font than that of the delivery address.

«NoKIX code.

« [fonthe address side: complete return address on a single line and preferably underlined, so that the sorting machine does not
sortby PO Box.

«Ifacard has a shared address side: preferably in the return address zone, but may also be positioned vertically in relation to the
delivery address.

*Itis not possible to send unpackaged mail items to which gadgets/samples have been added.
**For detailed information on how to address mail destined for the Netherlands and abroad see Appendix 1 and Appendix 3.

Tip!

Are you sending more than 5,000 mail items with gadgets or samples, or thick or heavy mail items?

Then you can hand over the consignment as sorted. For additional conditions and information about this, visit postnl.nl
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A. Shape: rectangular and in one piece (no openings or cut-outs)

A X

B. content: including a gadget or sample

A X

C. Address window: no movemen

A X

D. Contrast: sufficient contrast with the background

A X

E. Print quality: ink does not stainin case of light sliding force
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8. Business reply items (machine-suitable)

Features

Business reply items general

Sizes

Shape, dimensions, thickness, weight,

content, packaging

Business reply items material

Contrast and reflection

Print quality

Layout

Address zone

Frankeerzone

Index zone

Return address zone

Address*
Address

ny
o
-
=1

Font size

Address labels

Return address

« These conditions apply to mail items that you prepare for your customers and that they can return via your business reply
number.

« SmallXX

« For general conditions for designing Small mail items see page 3.

In case of abusiness reply card:
« Sufficiently sturdy and flexible paper or cardboard, at least 170 g/m2 (Small size).
« At least one side mat and without finishing layer (also known as varnish layer).

« Good contrast between address, codings and franking mark and background (see Appendix 3).
« The address side of the business reply item not too glossy (see Appendix 3).

« In case of light sliding force, the ink may not stain. This applies to the printing of the mail item itself as well as to the address
and coding.
« The print quality is at least 300 dpi.

« Subdivided into:
1. Address zone.
2. Franking zone.
3.Index zone (area within which PostNL prints the sorting codes).
4. Return address zone.
See the conditions below for further clarification of these elements.

« Inthe centre of the address zone, with due consideration to the franking zone, the index zone and the return address zone.
Atleast 40 mm from the top and at least 5 mm from the other sides.

« Keep adistance of at least 10 mm between the smallest rectangle that can be drawn around the address and any other
printing.

« For abusiness reply item with shared address side:
- Divisioninto a left-hand and a right-hand side by aline that is at least 1.2 mm thick.
- Atleast 74 mm space on the right-hand side of the line.
- Address on the right-hand side of the line.

« Area measuring a maximum of 74 mm wide by 40 mm tall in top right-hand corner.

« For business reply items, you should put the ‘Postzegel niet nodig’ (No stamp required)** mark in the franking zone.
Download the mark t

« You can put the ‘Postzegel niet nodig’ (No stamp required) mark in the top right-hand corner, 10 mm from the top and 20
mm from the right-hand side.

« Different rules apply to international business reply items; see https://www.postnl.nl/en/business-solutions/

«See Appendix 4.

« Top left-hand corner.
« Size optional, taking into account specifications for the address, index and franking zones.

« Atleast 3, but not more than 6 lines.

« Order: name/company name, business reply number, postcode, town/city.

« Addresses in the Netherlands only: add KIX code (customer index code) or Coding Line as last line
(see Appendix 1 and/or 2).

« Sans serif font (font without a cross line at the end of the letters).
« Noitalic or gothic font.
« Well-spaced

« Atleast 7-point font, but not larger than 17-point font.

«When 7 to 10-point fontis used: print address in capital letters.

« Use asingle font size for the entire address.

« KIX code in 10-point font. For coding lines, see specifications in Appendix 2.

« Rectangular.
« Place the address parallel to and at the bottom of the mail item.

« Every bulk mailitem must have a complete return address within the Netherlands
(street + house number, postcode, town/city).

«Smaller font than that of the delivery address.

«NoKIX code.

« If on the address side: complete return address on a single line and preferably underlined, so that the sorting machine does
not sort by PO Box.

«|facard has ashared address side: preferably in the return address zone, but may also be positioned vertically in relation to
the delivery address.

*For detailed information on how to address mail destined for the Netherlands and abroad see Appendix 1 and Appendix 3.
**This designation tells your customer that you will pay the postage.
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A. Shape: rectangular and in one piece (no openings or cut-outs)

2

B. Contrast: sufficient contrast with the background

A

C. print quality: ink does not stain in case of light sliding force

A

D. Layout of business reply item

X

Back to Contents

D. Layout of business reply item with

shared address side

Postzegel
Fi nkeew&r‘e'md'g
74x40mm

Adreszone

5mmfes|

Indexzone 140 x 20 mm Q 2

SmallBXJ SmallXX
Postzegel
Fri nkeew@r&'md'g
74X40T™Mm |
Adreszone
Indexzone 140 x 20 mm 2
§5mm a §5mm
50mm 20mm
(2
- N ** This designation tells your customer
Postzegel N that you will pay the postage.
. . 3
niet nodig :
N\ v
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9. Letterbox Packet+

Features
General

Sizes

Shape, dimensions, thickness,
weight, content, packaging

Material
Contentsincluding gadget or sample

Verzendlabel

Contrast and reflection

Print quality

Closure

Unigue barcode

Return address zone

Position of address label

« These conditions apply to Letterbox Packets+

o Letterbox Packet+ g

« For general conditions for designing Letterbox Packets+, see page 3.
« Goods that fit in the Letterbox can be sent as a Letterbox Packet+ within the Netherlands.

« Protective packaging e.g. carton letterboxes, closed pocket envelopes.
« Ensure that the gadget or saample cannot move.

Rectangular address label, with a complete address and aunique barcode, generated in Mijn PostNL or an
application approved by PostNL and thus prepared for correct processing using the 'PostNL Port betaald' (postage
paid) franking mark and with the correct font and the correct font size.

« Good contrast between address and franking mark and background (see Appendix 3).
« The address side of the mail item not too glossy (see Appendix 3).

«In case of light sliding force, the ink may not stain. This applies to the printing of the mail item itself as well as to the
address.

« The print quality is at least Grade B (in accordance with ISO/IEC 15416)

« The background on which the address label is printed must be as white as possible

Barcode specifications (code 39):

*barcode has alength of 13 or 15 characters and begins with 3S

*height of the barcode is 23-25 mm

*width of the bars and the intermediate areas is between 0.4 mmand 0.5 mm

*the ratio between narrow and wide bars and intermediate spaces (=ratio) is between 1:2 and 1.3

*awhite space before and after the barcode of at least 10 times the width of the narrow bar

*awhite space of at least 2 mm above and below the barcode a

« Completely closed.
* Aunique barcode and coding line are part of the address and have been integrated into the address label.

« Every Letterbox Packet+ must have a complete return address within the Netherlands (street + house number,
postcode, town/city).

« A Letterbox Packet+ must have a fully completed address label with inter alia an address and a unique barcode, affixed
tothe front of the packaging of the Letterbox Packet+ and not folded over the edges. The address label has been
placed parallel to and at the bottom of the mail item.

* For detailed information on how to address mail destined for the Netherlands and abroad see Appendix 1 and Appendix 3.
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A. Letterbox Packets+ address label

o

B. Print quality: ink does not stainin case of light sliding force

A X

C. Position of the address label: parallel to the bottom sides

A X

Position of the address label: not folded over the edge
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10. Medical Mall

Features
General « Medical Mail contains urgent information and/or perishable content and therefore requires additional attention. When you
place the specially developed 'Medische Post' (Medical Mail) logo on your envelope or envopak, we can give it the attention
it deserves.
« You can download the Medische Post (Medical Mail) logo print file at postnl.nl/medische-post. The logo consists of a
pictorial mark and a chequered attention bar.
Sizes

«Small XX Largeg Specialm

Features and addressing « Medical mail items should preferably contain the Medische Post (Medical Mail) logo.
« A consignment with diagnostic material must be sent to a business reply number (using a medical FIM code as a franking
designation).

For the ‘Medical Mail’ design conditions visit postnl.nl/medische-post.

E IS E S E S S EE SN EEEEEEEEEEEEEEEEEEEEESN
I [— MEDISCHE Maat logo s gekoppeld @ ( )
= e () MEDISCHE
S——_ L S0 posT
Ruimte voor adresgegevens

afzender Kader is onderdeel van het digitale
bestand en helpt bj de uiste plaatsing

MEDISCHE

POST

11.Registered Letters

Features
General « Aregistered letter must always be recognisable by a unique barcode and the designation 'R'. In addition to the delivery
address, itis also mandatory to state the return address in small print.
Sizes « Maximum weight of 2,000 grams
« Letterbox size (maximum 380 x 265 x 32 mm)
Address label « The Registered label generated via Mijn PostNL or the PostNL API contains all mandatory data. When creating an address
label via Mijn PostNL or the PostNL API, the consignment is also immediately correctly pre-announced.
« The print quality is at least Grade B (in accordance with ISO/IEC 15416)
Position of address label « The address label must be positioned within the address zone and must be placed below or to the left of the delivery
address. The address and the index zone must remain free.
« The address label may not be folded over the edge of the mail item.
Franking mark « The 'Port Betaald' (Postage Paid) franking mark applies for sending on account.

« If a franking machine or (digital) stamp is used, both the franking and an address label must be affixed.

For the conditions for Registered Letters, see https://www.postnl.nl/en/business-solutions/.
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12. Track & Check Letters

Features

General « For sending bulk mail with Track & Check Letters, the mail items must meet the requirements described for each method of
conveyance and must also include a current coding line in combination with a letter code in the form of a KIX code under the
address (see Appendix 2).
This letter code corresponds with the mail item that has been pre-announced in Mijn PostNL. Instead of the letter code, a 2D
matrix code may also be used in combination with a current coding line.
«Inthe 'Track & Check Letters Manual' you can find all information about the creation of letter codes.

Sizes «SmallXX Largeg

Forthe terms and conditions for Track & Check Letters, see the 'Track & Check Letters Manual
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Appendix 1: Address and KIX code

Adresregels en spaties

Space between

two words inasingle street name

street name and house number

PO Box and PO Box number

house number and house number suffix
postcode digits and letters

postcode and town/city

two words in a single town/city name

town/city and province

*Use ahyphenif the house number suffix starts with a digit.

« Make sure that the linesinthe address run parallel to the
bottom side of the mail item.

« Always use the same line spacing between the lines: at least

1 mm and not more than 5 mm.

« Usetheinstructions given above for spaces and line spacing.

« Forspacesalways use a gap between 0.2 and 0.4 mm.
« Alignthe address to the left.

« Avoid underlining.

« Avoidblankrulesinthe address

o Usetheinstructions for Contrast and Reflection in Appendix 5

forapplying the address.

Addresses in the Netherlands

Use atleast three, but not more than six lines for the address.
Put any line with ‘For the attention of’ before the penultimate
line.

Put street name, house number and any house number suffix

(or PO Box plus the number or Business Reply number plus the

number) before the penultimate line.

Put the postcode and TOWN/CITY (in capital letters) on the last
line, with a double space between the postcode and town/city.

If you are using the KIX code (customerindex code), putiton
thelastline.

Forbusinessreply items, put the ‘Postzegel niet nodig’

(No stamp required) indication in the franking zone.

For other mailitems, put the national PostNL Port Betaald
(Postage Paid) logo in the franking zone. Download the logo
here. Do not change the proportions of the downloaded
image(s).

PostNL Port Betaald
Port Betaald Port Betaald Port Payé
Pays-Bas

Back to Contents

Minimum Maximum

1space 1space

1space 10 mm

1space 10mm

1space (or hyphen*) 1space (or hyphen*)
1space 1space

2 spaces 10 mm

1space 1space

1space 1space

KIX Code

The KIX code (customerindex code) gives the address
information in the form of a barcode. Our sorting machines
recognise the KIX code and use it when sorting.

The KIX code can easily be generated yourself using a special
program on our website. Go to: postnl.nl.

« Printthe KIX code below the last address line (as an extraline).

o Make sure that the KIX code is at least 2 mm, but not more
than 15 mm from the last address line.

« Useonlyal0-pointfont for the KIX code.

« Donotuse amatrix printer to print the KIX code.

« TheKIX code is acombination of the postcode, house number,
PO Box number or business reply number and any house
number suffix. The KIX code does not contain any spaces.

» Moreinformation about the KIX code is available in the 'KIX_
code Manual’ brochure.

Example illustration

PostNL

Port Betaald
Port Payé
Pays-Bas
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Appendix 2: Coding and Sorting

« KIX code.See Appendix 1

+ Letter code
The letter code is a one-dimensional barcode with a unique 9-digit code at the end.
The code contains information about the party that hands over the mail. A letter
code is used when handing over a consignment unsorted and is always printed in
combination with the coding line (preferred position: under the name and address).

+ Codingline
A codinglineis a sorting code with a unique code per address and handover location.
You always use the coding line in combination with a 2D matrix code (preferred
position: under the name and address).

« Printline (also referred to as Sorting line)
You use a print line when you hand over your consignment sorted. A printline is
unique to every mail item and contains information about the consignment and the
place of the item in the consignment, for example in which bundle the mail item is
handed over. The printline always ends on the coding line. The coding line is
therefore part of the print line. Preferred position of the print line: under the name
and address

« 2D matrix code
A 2D matrix code is a two-dimensional barcode containing unique information about
your mail item. This code is made of black and white cells in a square pattern. The
information in this pattern includes the identification number of your mail item and
the destination. Our sorting machines can then easily recognise and read it. Even
when part of your sorting code is damaged. A 2D matrix code is used when handing
over a consignment sorted or unsorted and is always printed in combination with the
coding line. Preferably place the 2D matrix code near the Address zone, taking into
account the other specifications.

2D Type 8 2D Type 9 2D Type 29
Number of modules 26x26 32x32 16 x48
Module size 0.5mm-0.7mm 0.5mm-0.7mm 0.5mm-0.7mm
Total minimum size 13 mm x 13 mm (for modules of 0.5 mm) 16 mm x 16 mm (for modules of 0.5 mm) 8 mm x 24 mm (for modules of 0.5 mm)
Total maximum size 18.2mmx 18.2 mm (formodulesof 0.7 mm)  22.4mmx 22.4mm (formodulesof 0.7mm)  11.2 mmx 33.6 mm (for modules of 0.7 mm)
Total number of characters 59 characters 86 karakters 66 characters

Number of characters forthe 51 characters required for PostNL information such as coding data, 35, etc. Other characters are available for use by the customer.
customer

Example .
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Appendix 3: Addressing International Mail

Addressing International Mail
Use of address lines and spaces in accordance with Appendix 1. « PutaPriority sticker on Priority mail or pre-print the image on

Put the postcode (if applicable) and TOWN/CITY (in capital
letters) on the penultimate line, with a double space between
the postcode and town/city.

Write the country name in CAPITAL LETTERS in Dutch or
English onthe lastline.

The KIX code does not apply to international mail.

You can find more detailed information on the composition of
international Addresses in the Addressing International Mail
Items brochure or visit the UPU (Universal Postal Union)
website.

Put the international Port Betaald (Postage Paid) logo or the
composite variant in the franking zone. Download the logo via
postnl.nl/downloads.

A.
. PostNL
Port Payé Port Payé
Pays-Bas Pays-Bas
C. PRIORITY

—
PRIORITAIRE

the mail items. The Priority image and conditions can be
found on our website, click here. If no correct Priority image is
used, this willresultin alonger arrival period.

« International Business Reply Items are subject to specific

conditions for the layout. These can be found at
https://www.postnl.nl/en/business-solutions/.

PostNL

Port Betaalgi Port Betaald
Port Payé Port Payé
Pays-Bas Pays-Bas
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Appendix 4:Index zone

Index zone

« Free from any printing and preferably white. But some pastel shades can also be processed mechanically. See Table.

« Landscape format: at bottom right on the long side, a blank area measuring 20 mm tall by 140 mm wide.

« Portrait format: a blank area of 20 mm wide and 140 mm high, positioned to the right of the centre on the fully closed long side, taking
into account franking and address zones.

Layout of landscape card or self-mailer
Layout of landscape mail item with shared address side Layout of portrait mail item

SmallX Large X} Specialm SmallX Large X} SmallX Large X} Specialm

Afzenderadres Frankeerzone
4 %401 74 x40 mm

Adreszone o Adreszone 5mmles|

Adreszone

o Indexzone selfmailer 140x 20 mm o Indexzone selfmailer 140 x 20 mir 15m 15mm
i I —> <>

Background colour (Pantone)
The table below shows the background colours (other than white) that can be used in the index zone or address zone.
Each Pantone colour reference contains its quadri equivalent (Cyan - Magenta - Yellow - Black).

* conversion via the Pantone range® COLOR BRIDGE / coated euro
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Appendix 5: Contrast and reflection

To ensure that addresses, codings and franking marks are
machine-readable, they must be clearly visible. The quality of
the printed address must be at least Grade B (in accordance with
ISO/IEC 15416). The reflection of light on the mail item and the
contrast between the letters and the background are important
factors. In the guidelines for contrast and reflection we use the
Print Contrast Ratio (PCR) and the Print Reflectance Difference
(PRD) criteria. For window envelopes and mail items in plastic
foilit must be possible to measure this through the window.

Print Contrast Ratio (PCR)

Definition:

PCR% = ((Rs-Rb) /Rs) x 100

RS = the minimum reflection of the background Rb = the
maximum reflection of the characters

« The PCRismeasuredinaccordance with NEN-1SO 1831.

« The minimum PCR is 60%, measured in the green (B530) and
red (B680) parts of the spectrum.

« Ifyou wish to have background printing, make sure you have a
printraster of atleast 400 dpi. In addition, the PCR of the
background printing must be less than 15%.

« Diapositive (light letters on a dark background) is not
permitted.

Print Reflectance Difference (PRD)
Definition:

PRD=Rs-Rb

Rs = the minimum reflection of the background
Rb = the maximum reflection of the characters

« The minimum Print Reflectance Difference (PRD) is 60%.
« Theminimum reflection of the backgroundis 70%.

The background on which the address is printed must be as
white as possible.

2D data matrix code

The barcode is a 2D data matrix code (see Appendix 2) that
complies with the specifications of Data matrix type ECC200, in
accordance with ISO/IEC 16022 version 2006. This data matrix
contains Reed Solomon Error Correction.

Character set: the C40 character setis used.

The customer can choose from 3 sizes/types of Data Matrix
type ECC200:

« Type 8 (26 x 26 modules)

« Type 9 (32x32modules)

o Type 29 (16 x48 modules)

Back to Contents

The module size of the 2D must be a at least 0.5 mm and no more

than 0.7 mm.

o The print quality must correspond to ISO 15415 grade 4/A or
3/B.

« Forthe module size, 0.5 mmis recommended (corresponds to
6 dots at 300 dpi). The module can be enlarged uptoa
maximum of 0.7 mm to meet print quality requirements.

« Azone of at least four times the module size must be left blank
around the barcode.

Finishing and refinement

Cards and self-mailers are increasingly provided with a finishing
layer (avarnish or refinement). In the guidelines for contrast and
reflection of the address side, PostNL states that these may not
be too glossy, so that mail items can be processed mechanically
and priced as Small or Large.

Preferably, cards and self-mailers are made from sulphate carton,
without a finishing layer on the address side.
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For more information,

call+31 (0)88 868 68 68 or visit postnl.nl.
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