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Posting of PP-franked letter mail
Product separation

1.2 Separation by product

1.3 Separation by format level and thickness

Separation by product and format applies to all business customers, but only to P.P.-

franked consignments (VGK delivery note). If the consignments are posted without

following the relevant directives, the acceptance point will carry out the separation. Any

additional costs incurred will be invoiced to the sender. The following conditions apply for

correct posting:

2.1 Letters with barcode – correct handling for A Mail Plus and R Switzerland

A Mail Plus and R Switzerland must be posted open and always separate 

from the other consignments, in front of the separator plate in the first 

letter crate, always with A Mail and without barcode list and not in a green 

folder.

2.3 Consignments without barcode: handover with letter crate; correct filling

Standard consignments up to B5 format must be placed upright in the letter crates with the face

value facing upwards. The addresses point to the yellow marking. The dividing plate can be used to

separate A Mail and B Mail items (or when not completely filled).

– Consignments in larger format than

B5 are placed flat in the letter crates.

The addresses do not point to the

yellow marking.

Portrait Landscape

2.2 Handover of remaining letters with barcode (with mailing documents)

Up to 100g
1-1000g

Standard letter
B5 format; 176 x 250mm

Max. thickness 6mm

Large letter
B4 format; 353 x 250mm

thickness max. 20mm

101-500g

Midi letter
B5 format; 176 x 250mm

Max. thickness 20mm

1.1 Separation into Switzerland/abroad

1. Separation of consignments

2. Picking and handover of consignments

Letters with barcode

International consignments must be declared correctly 

and separately on the VGK delivery note.

Consignments with a format surcharge must be separated according to format levels and thickness 

(standard and midi letters over 20 mm and up to 50 mm thickness)

A Mail B Mail

Company Ltd

P.O. Box

3001 Bern 

Switzerland

For the following consignments, please enclose the posting documents 
(delivery note, barcode list) with the consignments: court/debt collection 
documents, letters with ID check, R international and PRIORITY Plus.

Place the green folder flat in the letter crate. The duplicate, if available, will be 

returned to you by our processing branch in the same folder. For diverting 

consignments with bulk containers or pallets, please refer to the “Upstream 

services” specification at www.swisspost.ch/upstream-services.

For collection of these consignments with barcode, always use a green 
folder for document exchange; your acceptance point will be happy to 
provide it.

https://www.swisspost.ch/upstream-services


Posting with IFS/WebStamp/stamp franked letter mail
Handover of consignments

If the consignments are franked with IFS, WebStamp or stamps, no separation by product or format is required (with the exception of letters with barcode). To 

ensure that postal items are processed quickly, we recommend that you prepare and hand your consignments over to us in accordance with the following 

directives.

1. Small volumes (up to 1 letter crate)

2. Larger volumes (mixed services)

4. Letters with barcode A Mail Plus and R Switzerland

5 Handover of remaining letters with barcode (mailing documents)

A Mail Plus and R Switzerland must be posted open and 

always separate from the other consignments, in front of the 

separator plate in the first letter crate (letter crate), always with 

A Mail and without barcode list and not in a green folder.

For the following consignments, please enclose the posting 
documents (delivery note, barcode list) with the 
consignments: court/debt collection documents, letters with 
ID check, R international and PRIORITY Plus.

Place the green folder flat in the letter crate. The duplicate, if available, 

will be returned to you by our processing branch in the same folder. For 

diverting consignments with bulk containers or pallets, please refer to 

the “Upstream services” specification at www.swisspost.ch/upstream-

services.

The posting documents and green folders must always be handed over 

with the consignments.

▪ Place the mixed consignments flat into the letter crate.
▪ Letters with barcode must be separated from other consignments

(in a green folder or at the front of the first letter crate).

▪ The standard letters (up to B5 format) must be placed
upright in the letter crate (not separated by A/B Mail;
not aligned).

▪ The remaining consignments must be placed flat in
the letter crate.

▪ Letters with barcode must always be separated from
other consignments (see points 4 + 5) 6. Handover

Larger volumes (individual products and formats); handover in crates

Standard consignments up to B5 format must be placed

upright with the postage paid impression facing upwards

in the letter crates. The addresses point to the yellow

marking.

Consignments in larger format are placed flat in letter 

crates. The addresses do not point to the yellow marking.
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