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How to segregate
1st and 2nd Class

parcels correctly [witdy

HOW TO GUIDE

This 1st and 2nd Class
parcel guide has been
designed to share with
your team, to help get
mails segregation right.

Getting mails segregation
right every time ensures
your customers receive
great service.

In this guide you will find
everything you need to

know, to segregate 1st and
2nd Class parcels correctly.

PLEASE NOTE: the most
common error reported
is 1st Class parcels in the
2nd Class Parcel bag and
2nd Class parcels in the 1st
Class Parcel bag, and the

S : majority of these items

}:’ % & have Horizon labels on

% ’ them.
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How to segregate 1st and 2nd Class parcels correctly

SEGREGATION

ITEMS TO BE SEGREGATED IN THE
1st CLASS PARCEL BAG
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ITEMS TO BE SEGREGATED IN THE
2nd CLASS PARCEL BAG
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ACCEPTANCE PROCESS WEIGHT AND SIZE

INLAND SMALL PARCEL INLAND MEDIUM PARCEL

Maximum size is: 45cm x 35cm x 16cm. Maximum size is:

Maximum weight is 2kg. Length 61cm x width 46cm x depth 46cm.
Use the small parcel size guide and a tape Maximum weight is 20kg.

measure if you are not sure of the fit.

B

INLAND AND INTERNATIONAL TUBES
Maximum length is 90cm.

Length + twice diameter not more than 104cm. \ L

Maximum weight 20kg for Inland and 2kg for -

International.

INTERNATIONAL SMALL PARCELS

Maximum size is length + width + depth not exceeding 90cm.

Any single side maximum of 60cm.

Use a measuring tape to check the size.

AND ROLLS
Maximum weight is 2kg.*

*Printed paper up to 5kg, check individual country.

MAIL BAG DESPATCH

Tie the mail bag around the neck

with the correct label when it is 3/4 full. HORIzoN / sTAMPED ]
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Direct to Sorting




BEST PRACTICE
AND TOP TIPS

1st Class

Small Parcel

Large lettar

2nd Class

Small Parcel

—— 5 Pou
Special Delivery @ | International Signed &
Guaranteed by o 22 [l Small Parcel B

BEED o DN

11-03F 389 CCF 11-00F 8FE 881

RH 0804 4524 4GB

Postage Cost
£7.50

Post by the end of
23.12.2020

Paid and panted from
Click & Drop.
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