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Dieser Umschlag wird vom Zustellpersonal geöffnet! 
Cette enveloppe sera ouverte par le personnel de distribution! 
Questa busta viene aperta del personale addetto al recapito!

Vertrag / contrat / contratto 

Information / Informazione

1. Barcode scannen und für 
Sendung unterschreiben lassen

2. Umschlag öffnen
3. Verträge entnehmen
4. Verträge unterschreiben lassen 
5. Ein Vertragsexemplar dem 

Kunden aushändigen
6. Ein unterschriebener Vertrag 

in Umschlag stecken (Pfeile 
beachten)

7. A+ Barcode mit Ereignis 01 
oder «Aufgabe» scannen

8. Sendung ableiten

Kunde kann auch vorher 
unterschriebenen Vertrag mitgeben

1. Scanner le code à barre et 
le faire signer pour l'envoi

2. Ouvrir l’enveloppe
3. Retirer les contrats
4. Faire signer les contrats 
5. Remettre un exemplaire du 

contrat au client
6. Glisser un exemplaire du contrat

signé dans l’enveloppe (tenir
compte des flèches)

7. Scanner le code à barres A+
avec l’événement 01 ou «Dépôt».

8. Transmettre correctement 
l’envoi

Le client peut aussi remettre le contrat 
signé avant

1. Scansionare il codice a barre 
e fare firmare per invio

2. Aprire la busta
3. Estrarre i contratti
4. Fare firmare i contratti 
5. Consegnare al cliente una copia

del contratto
6. Inserire un contratto firmato

nella busta (osservare la freccia)
7. Scansionare il codice a barre A+

con l’evento 01 oppure 
«Impostazione»

8. Inoltrare l’invio correttamente

Il cliente può consegnare anche prima 
il contratto firmato

Festhalten! Tenir!
Tenere!
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Two-way envelope

Specifications

Please do not print on the front side of the two-
way envelope. The edge of the envelope with pan-
orama window is used for coding. Printing on it will 
interfere with the address reading.

On the reverse side of the envelope there are two 
zones for you to print on freely, e.g. your corporate 
logo. Please print the instructions for the delivery 
staff using the Helvetica Bold 75 font with 12 
point font size.
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LETTER WITH ID CHECK AND LETTER WITH ID CHECK 
AND CONTRACT SIGNING
SPECIFICATIONS FOR TWO-WAY ENVELOPE AND ADDRESS 
LABELS

Feature Description

Format 245 × 170 mm

Paper Min. 110 g/m2 strength, white

Side flaps The side flaps are gummed on the inside

Window film Transparent film, no glassine

Window position Panorama window
Distance from edge:
Left and right 32.5 mm each
Above and below 40 mm each

Perforation The tear tab opens from right to left

Sealing Adhesive strips or gummed; can be freely selected

Seal flap Minimum height: 52 mm

Position of the seal flap Above for first mailing, below for return mailing by delivery personnel
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www.swisspost.ch/bmid
Phone 0848 000 025
pm-produkt-support@swisspost.ch

Post CH Ltd
Logistics services
Wankdorfallee 4
3030 Berne
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Letter with ID check and letter with ID check and contract signing
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30 mm

105 mm

Company name
Department
Street and house number
Postcode and town

Zustellinformation auf der Rückseite des Umschlags beachten!
Observer les informations de distribution figurant au verso de l’enveloppe!
Osservare le informazioni di recapito sul retro della busta!

Sender
details

return as
unregistered

↑
optical

return note
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Glisser l’adresse dans l’enveloppe dans le sens des flèches
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15 mm
In Pfeilrichtung gegen Fenster im Couvert einschieben

45 mm

10 mm – min. 5 mm

Ms
Marianne Muster
Sample Street 9
9999 Example Town

Address labels

Specifications
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