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1. INTRODUCTION

1.1 DOCUMENT PURPOSE

This guide provides business customers with all the information they need
to properly package their items, in compliance with Poste Italiane’s policies,
thus ensuring safe and efficient shipping.

1.2 IMPORTANCE OF PROPER PACKAGING

Preparation includes all the activities necessary for the preparation of a shi-
pment, including the completion, printing and affixing of the waybill, packa-
ging, as well as compliance with the physical characteristics, weight and
dimensions consistent with the product sheets of the individual products
and services requested.

Unless otherwise agreed in writing, the Customer must ensure that ship-
ments are properly packaged so that the operational activities necessary
for the provision of delivery services are carried out safely and without hin-
drance. Any damage resulting from inadequate packaging shall be at the
Customer’s expense.

Proper packaging is essential to ensure that items arrive at their destination
in perfect condition, avoiding damage during transport and minimising the
risk of delay or loss.




2. SHIPMENT PACKAGING
PROCESS

2.1 CHOICE OF OUTER PACKAGING

2.1.1 To be filled out by Customer

The choice of the type of packaging according to the goods to be packed is
essential to protect the contents from shocks and damage. It must also pre-
vent the contents of the shipment from escaping during transport, handling
and processing in logistics centres.

The packaging must also ensure the safety of the operators and prevent
damage to the facilities or other shipments.

The Customer is obliged to respect the weight and size limits indicated in
the product data sheet for shipments, which vary depending on the accep-
tance channel. The packaging must be appropriate, in terms of type and
size, to the weight, shape and nature of the contents.

The following may be used for the outer packaging:

 Plastic, paper or cardboard envelope/flyer, specially designed for ship-
ments, without handles.
- Suitable for documents or small items.
- Bags with handles and/or shopping bags may not be used.




+ Cardboard box
- Use of boxes with a regular (cuboid) shape, in good condition, without
tears or dents, and strong enough to support the weight of the contents.
For shipments with an irregular shape (e.g. cylindrical), use a triangular
box.

» Pallets
- For bulky shipments, use standard pallets and make sure that the items
are securely fastened with straps and stretch film, ensuring that they do
not cover the wayhbill.

* Rigid crates
- Suitable for fragile or heavy items, such as electronic equipment or
machinery.
- They must be placed on pallets so that they are easily transportable,
taking care to tie them to the pallet itself.




2.1.2 Packaging with the “Boxless Service”

Boxless is an ancillary service of the Poste Delivery Business product for
shipments measuring 35x25x7cm, up to a maximum weight of 3kg, with ac-
ceptance at the Punto Poste Network and at Post Offices, from which liquid
contents and dangerous goods are excluded, including those under a total
or partial exemption regime*. Indeed, thanks to this service, e-sellers who
are looking to sell an item or e-shoppers who need to make a return can
go to a Post Office or an authorised Punto Poste*, bringing the item to be
shipped without worrying about the packaging or the waybill. The operator
will supply the packaging and, where applicable, print the label for shipping
by scanning the QR code that the client has received on their smartphone.

To consult the contractual conditions for the Boxless ancillary service and
the Paperless acceptance mode, refer to the documentation available in the
“Professionals and Small Businesses” or “Medium and Large Businesses”
sections on the poste.it website.

* For further specifications, please refer to the Product Sheet and the Ge-
neral Terms and Conditions in the paragraph dedicated to the handling of
liquids, fragile objects and dangerous goods.




Content protection materials (provided by the customer)

Depending on the type of goods to be shipped, it may be necessary to use
inner packaging to absorb shocks and stabilise the contents by filling the
empty spaces inside the box.

Expanded polystyrene Bubble wrap Wrapping paper
Air cushions Expanded Expanded
polystyrene buds polyethylene
Expanded foam for Protective sleeves
packaging

Figure 1: Protective materials



2.2 SEALING THE PARCEL (TO BE DONE BY THE
CUSTOMER)

Ensure that shipments are carefully and suitably sealed in order to prevent
deterioration of the contents and tampering. No laces, ropes, straps, staples,
or loose labels should be used to close the package, as they can get caught
in the sorting belts, damaging the integrity of the box and/or preventing the
shipment’s barcode from being read correctly. The use of wrapping paper,
paper adhesive tape or food film is not allowed, as they could tear during
sorting in the plants.

Before closing the package, it is advisable to insert a sheet of paper (copy of
the waybill) inside the box with the sender and recipient data, the postcode,
and the numerical identifier of the waybill.

Alternatively, this information can be written directly on the shipment, avoi-
ding overlapping with the contents of the waybill and possibly on a different
side from the one on which the waybill is affixed. This measure, which in no
way replaces the affixing of the waybill, helps to reduce the risk of non-deli-
very in the event that the waybill is damaged or lost, or in the event of dete-
rioration or damage to the packaging.

2.3 PRINTING AND APPLYING THE WAYBILL

2.3.1 To be filled out by Customer

The waybill is the document that accompanies the shipment and provides
all the information necessary for tracking and delivery.
* How to print the waybill:
- Make sure that the print is of high quality so that the text is clear and
legible and that the codes can be scanned correcily.
- Check that all information (sender’s address, recipient, tracking num-
ber, etc.) is correct and complete. The waybill must not contain cor-
rections of any kind.




Print the Waybill in its original size, avoiding enlargements or reductions.
The information can be printed on adhesive paper to be affixed directly
to the shipment or on a sheet to be placed in a protective pocket atta-
ched to the packaging, making sure that it is well positioned and stable
inside the pocket.

The use of a low-quality printer, a lack of ink or a change in the size of
the waybill (too large or too small) can compromise the reading of the
information by the sorting systems.

Where to apply the Wayhbill:

The waybill must be affixed intact on the parcel: the parts making up the
label (various barcodes, data matrix, section with sender/recipient data
in plain text, etc.) must not be “split up” and affixed at different points
on the parcel.

The waybill must be applied on the side opposite the most stable side
of the package itself. Make sure that at least one side of the shipment
has adequate free space for application. This side must be larger than
the waybill.

Avoid placing the waybill on corners, edges or joints of the package, as
this could compromise its legibility and correct scanning.

Even in the case of soft packaging and/or contents, the waybill must be
affixed evenly, without creases or folded corners, so that the barcode
and other information always remain visible and legible

If the parcel is large (bulky and difficult to handle manually), consider
using multiple copies of the waybill to be affixed in clearly visible places.
For pallets or crates, the waybill must be affixed on one side and not on
the top.

Do not apply tape, straps, film or other coverings over the waybill, to
prevent the information and barcodes from becoming illegible.




Figure 2: Examples of waybills



By way of example, here are some images of incorrect waybill placement.

Figure 3: Examples of incorrect application of the Waybill



2.3.2 “Paperless Mode”

Paperless is the Poste Italiane service that gives e-shoppers the option of
sending an item or making a return without having to print the waynbill. It
can be activated by those who manage e-commerce on the MyPosteDe-
liveryBusiness portal as an option available for Poste Delivery Business
Standard and Poste Delivery Business Express services. This means that
customers who want to send an item or make a return can book the home
pick-up themselves on poste.it, choosing the day and time slot that best su-
its their needs. Or they can go to any collection point (Post Office or Punto
Poste Network point) and show the QR code on their smartphone. Poste
Italiane will take care of collecting the product and affixing the label.

To consult the contractual conditions for the Paperless acceptance mode,
refer to the documentation available in the “Professionals and Small Busi-
nesses” or “Medium and Large Businesses” sections on the poste.it website
(refer to the Product Sheet for delivery options).




3. HOW TO AVOID SURCHARGES
BY ENSURING THE CORRECT
SET-UP

If a shipment is not correctly prepared by the Customer, it can cause ope-
rational inconvenience, as well as posing a safety risk and possibly viola-
ting regulations. Compliance with the limits on weight, size and stability of
the preparation is essential to avoid the application of the ‘Oversize’, ‘Out-
of-Gauge’ and ‘Non-Stackable’ surcharges, as stipulated in the contract.
These surcharges are applied to cover the additional operational activities
required to handle the shipment. If detected, the three surcharges may be
applied simultaneously to the same shipment.

3.1 OVERSIZE SURCHARGE

If a shipment is made up of parcels that exceed the weight and/or size limi-
ts, an Oversize Surcharge will be applied to the total price for each excess
parcel (refer to the Product Sheet for the oversize surcharge; refer to the
General Terms and Conditions of Contract for the handling of liquids, fragile
items and dangerous goods). This surcharge is not applied if the Customer
delivers and/or picks up these shipments directly at the relevant branch.
The surcharge applies to all domestic shipments for Customers with a final
balance contract.

When calculating the measurements to check whether the shipment exce-
eds the weight and size limits provided for by the requested product/service,
the dimensions of the packaging are also taken into account.




The oversize surcharge applies to both Parcels and Pallets. In the case of

delivery by pallet:

« if the parcel(s) are handed over by the customer with a “Euro-pallet” type
pallet (80x120 or 100x120 or 80x60), secured to the pallet and packed
according to the provisions in the set-up guide, then the Oversize Rates
(per pallet) apply.

+ whereas if the parcel(s) are handed over by the customer with a non-"eu-
ropallet” type pallet, then the pallet is included in the calculation of the
weight/size measurements and the Oversize Rates (per parcel) apply.

Figure 4: Wooden pallet

Figure 5: Plastic pallet

3.2 OUTSIZED/IRREGULARLY SHAPED ITEMS
SURCHARGE

The ‘Outsized/Irregular Shaped items’ surcharge may be applied in addition

to the basic fee when the shipment contains a parcel of irregular size and/

or shape. In the case of a shipment comprising multiple parcels, even if

several parcels are classified as ‘Outsized/Irregular Shaped items’, the sur-

charge is applied only once for the entire shipment.

In particular, all parcels that meet at least one of the following conditions are

classified as ‘Outsized/Irregular Shaped items’:

* They have a shape, size or type of packaging that makes them unsuitable
for processing by machine.

» They come in shapes other than cuboid (e.g. spherical, cylindrical, pyra-
midal, irregular, etc.).




* They are not packed in boxes suitable for shipping and therefore at risk of
opening/damage: inadequate or unsuitable packaging for the item being
shipped, use of materials (paper/plastic bags) not specifically made for
the delivery of shipments.

By way of example, here are some images of outsized/irregularly shaped
shipments.

Figure 6: Examples of outsized/irregularly shaped shipments



3.3 NON-STACKABLE ITEMS SURCHARGE

The ‘Non-stackable items’ surcharge can be applied in addition to the basic
fee when the shipment contains a parcel with characteristics that make it
non-stackable. In the case of a shipment comprising multiple parcels, even
if several parcels are classified as ‘Non-Stackable’, the surcharge is applied
only once for the entire shipment.

‘Non-stackable’ is defined as any parcel which, due to its shape, nature,
weight or packaging method, cannot be stacked on top of other parcels

or which does not allow other parcels to be stacked on top of it.

By way of example, here are some images of non-stackable items.

Figure 7: Examples of non-stackable items




4. SET-UP GUIDELINES BY TYPE

4.1 PLASTIC, PAPER OR CARDBOARD ENVELOPE/
FLYERS

Suitable for light, small documents or items. It is important that this packa-
ging is sturdy so that it is not damaged during logistics processing.

Figure 8: Examples of plastic, paper or cardboard envelopes/flyers

* Preparation

1. Use a sturdy envelope in excellent condition.

2. Make sure the envelope is the right size for the contents: it must be
neither too large (to prevent the items from moving or the envelope
from bending, making the barcode unreadable during automated pro-
cessing) nor too small. It must also have at least an adequate free
space on one side where the transport documentation can be applied
(wayhbill).

3. If you have to reuse an envelope that has already been used, make
sure there are no rips, tears or damaged edges. Furthermore, ensure
to remove the labels, barcodes, stickers or other shipping marks from
the previous shipment.

4. Fill any space between the packaging and the contents of the shipment



with suitable filling material to avoid leaving empty spaces and to pre-
vent the envelope from folding during processing.

5. If it is necessary to affix markings indicating dangerous goods under
the simplified regime (Limited Quantities, Exempt Quantities and Spe-
cial Provisions such as, for example, lithium batteries), the size of at
least one of the sides must be such that the marking can be applied
without bending it.

* Filling:

1. Check that the documents or items you wish to send are properly fol-
ded and do not move inside the envelope.

2. Place the item in the centre of the envelope and, if the item is fragile
or tends to move, fill the remaining space inside the packaging with
protective material.

3. For irregularly shaped items, wrap them up and apply tape or bubble
wrap to all sharp edges or protrusions.

* Closure

Sealing the envelope is essential to ensure that the package remains clo-

sed during transport, safe and secure.

- If the envelope already has a closure system, remove the protective
film from the glue and place the flap on the part to be closed, taking par-
ticular care not to leave any flaps, creases or corners raised and free to
move, or any exposed glue.

- If there are two closing systems, use the outermost adhesive flap, lea-
ving the inner one for any returns or reuse.

4.2 CARDBOARD BOX

Use only boxes that are in good condition and not damaged. The use of
used packaging increases the likelihood of losing or damaging the contents
of the package.

For greater protection and stability, cardboard boxes should be double-laye-
red for heavier or more fragile parcels. Make sure the box is not too large for
the contents, to prevent the items from moving.



* Preparation

1. Use arigid cardboard box in excellent condition, with at least two layers
of cardboard to withstand impacts for heavier or more fragile items. The
box must be cuboid in shape and flat on each side.

2. If you have to reuse a previously used box (bear in mind that previously
used boxes can lose strength), make sure there are no rips, tears or
damaged edges. Furthermore, ensure to remove the labels, barcodes,
stickers or other shipping marks from the previous shipment.

3. If it is necessary to affix markings indicating dangerous goods under
the simplified regime (Limited Quantities, Exempt Quantities and Spe-
cial Provisions such as, for example, lithium batteries), the size of at
least one of the sides must be such that the marking can be applied
without bending it

4. Fill any space between the packaging and the contents of the shipment
with suitable filling material to avoid leaving empty spaces.

* Filling
- Place the item in the centre of the box and fill the remaining space with
at least 5 cm of protective material.

- In the case of fragile items, wrap each individual item in bubble wrap or
protective foam and fill the remaining space with protective material.
Alternatively, use the “double box” method: place the goods in an inner
box with filling material, then place this box in an outer box that is at
least 5 cm larger, filling all the space between the two with protective
material.




- For liquid, semi-liquid or greasy substances, make sure they are in sui-
table containers sealed with plastic and adhesive tape. Wrap them in
greaseproof paper and absorbent material to contain any leaks.

- Place items that could be damaged by contact
with dirt, water or moisture in a plastic bag.

* Closure
Sealing the shipment is essential to ensure that the package remains clo-
sed during transport, keeping it safe and secure. The use of high-quality
adhesive tape and a correct sealing technique is essential to avoid dama-
ge and hazards during transport.

1. Seal the top and bottom with high-quality, tear-resi-
stant adhesive tape at least 5 cm wide.

2. Use the “H” technique for sealing: apply the adhe-
sive tape to form an “H” on the top and bottom of
the box, sealing it both horizontally and vertically
for greater strength.

3. If necessary, reinforce the corners with extra adhe-
sive tape to prevent damage during transport.

4. If possible, use personalised or tamper-evident
tape.

4.3 PALLETS

Used for heavy or bulky loads, pallets allow goods to be moved easily and
provide a solid base for bulky items. The load must be balanced and well
secured with stretch film or adhesive tape to prevent it from shifting. The
pallets must be of the Euro pallet type (80x120 cm, 100x120 cm or 80x60
cm).

* Preparation
If the load is heavy or bulky, make sure the pallet is sturdy, undamaged
and stable. Check that it is large enough to hold the load without beco-
ming unbalanced.




* Positioning of items:

1. Heavy items: Place them in the centre of the
pallet, so that the weight is evenly distributed
and does not protrude beyond the edges.

2. Lighter and more fragile items: Place them on
top of the heavier items, but wrap them in bub-
ble wrap or foam to prevent damage during
transport.

3. Make sure that the upper side of the load also forms a flat and stable
surface.

4. Arrange the parcels in columns or interlocked, leaving no gaps and
stacking them to form a single, rigid block.

5. Avoid forming a pyramid or allowing any part of the packages to protru-
de from the edges of the pallet.

» Securing the load: Use stretch film to securely secure the items to the
pallet. The film must adhere well to the contents and be tied to the lower
surface of the pallet. Be careful not to overload the pallet and, if neces-
sary, use corner protectors to protect the edges from damage.

* Final check: Make sure everything is secure and the load does not move,
by carrying out a further stability check.



4.4 RIGID CRATES ON PALLETS

For very large, heavy or fragile items, the crate provides additional pro-
tection. Crates are particularly useful for preventing damage during long-di-
stance transport. If possible, use wooden or reinforced plastic crates.

* Preparation:
Make sure the crate is sufficiently strong for the
weight of the load. If necessary, use solid wood
crates with a diagonal band to optimise the hold.
The crate must be well sealed and free of cracks.

* Positioning of items:
Place items inside the box so that they are protected with protective ma-
terial and are stable inside the box.

+ Seal the pallet and crate on the pallet:
Use nylon straps or adhesive tape to ensure
that the load does not move. Once the box is se-
aled, perform a final check to make sure the load
is secure and safe.




5. WHAT NOT TO SHIP

Items prohibited by law or considered dangerous under current legislation or
which, due to their nature or packaging, may represent damage to humans,
the environment or cause damage to other shipments are not allowed to be
shipped.

The following may not be included in any shipment:

» coins and banknotes, whether or not out of circulation, value cards of
other types;

* cheques, bills of exchange and other negotiable instruments;

 securities that are not nominative;

 platinum, gold, silver and other precious metals, whether worked or not;

* precious stones and jewellery.

Furthermore, objects of artistic value, works of art or parts thereof, antiques
in general, cultural goods protected by EU or national regulations in force
and carpets (more than 50 years old or not mass-produced) are not permit-
ted.

Weapons of any type or parts of them are not allowed, with the exception
of the provisions of art. 45 of the Regulations for the execution of the Con-
solidated Law on Public Safety which states “Pointing and cutting tools are
not considered weapons, although they may occasionally be used to cause
injury, but they have a specific and different purpose, such as work tools,
and those intended for domestic, agricultural, scientific, sports, industrial
and similar use”.

Explosive, flammable material, infectious, irritating, radioactive substances,
pornographic material, live or dead animals, plants (except for miniature
ones such as bonsai, succulent or dry), perishable products and any sub-
stance dangerous to health or the environment as well as goods dangerous
for the safety of transport subject to ADR and ICAO T.I./IATA's DGR, ADN
and IMDG restrictions (see par. Dangerous goods).




6. DANGEROUS GOODS

The transport of dangerous goods by road, by air, by sea and by inland
waterways is governed by specific regulations, respectively ADR, ICAO TI/
IATA DGR, IMDG and ADN, so that it takes place in safe conditions for pe-
ople, the environment and property.

The general requirements of these rules concern:

+ the use of suitable product packaging, internal and external;

* he use of marks and labels to identify the contents of a package without
having to open it;

* the integration of transport documents with specific information on the
product.

Due to the danger level of some categories of substances, Poste Italiane
does not accept dangerous goods to which all the prescriptions provided for
by the above-mentioned regulations are applicable (ordinary system), such
as, for example, those relating to the transport of explosive, highly inflam-
mable, toxic, infectious or radioactive goods, due to the risk related to the
handling of such goods for the personnel and the intrinsic risk of the goods
themselves, in addition to the need for special devices/equipment.

These goods are identified by the specific danger labels, shown below, in
relation to the material transported and are not part of the goods handled by
Poste.

Figure 9: Hazard labels




However, the rules provide for particular “simplified systems” applicable
to the transport of objects of common use provided that specific methods
of packaging the product are respected (e.g. limits on product quantities
and specific packaging instructions as well as the affixing of marks on the
package other than the above mentioned danger labels).

In view of the above, Poste ltaliane accepts shipments of the following go-
ods falling under the simplified system by road and inland waterway tran-
sport only:

* goods not subject to the provisions of the ADR/ADN regulations if they are
shipped in accordance with specific special provisions of Chapter 3.3 of
the ADR (e.g. lithium batteries shipped in accordance with Special Provi-
sion 188, certain compressed gases in accordance with Special Provi-
sions 378 or 653, etc.);

+ exempted goods in small quantities (Chap. 3.4 of the ADR);




» exempted goods in exempted quantities (Chap. 3.5 of the ADR).

For such shipments, the Customer is responsible for verifying the complian-
ce of the goods with the above “Guidelines for the transport of dangerous
goods by road under the simplified system” In addition, the Customer is
responsible for providing appropriate instructions to the recipient so that the
latter, in case of return of shipments governed by separate agreements, can
proceed with the correct repackaging of the goods in such a way that the
above mentioned specifications are respected. It is specified that such go-
ods, although under the simplified system, may not be shipped or returned
with the boxless accessory, but must be packed in the original packaging or
in suitable packaging that allows identification by means of replication of the
permitted markings.

If it is found that a shipment already started contains hazardous material,

the service will be suspended and the shipment will be immediately blocked

and segregated in a safe area. The Customer Service Department will im-

mediately inform the sender, who has the right to:

a) arrange for the immediate collection of the shipment from the place of
detection, at his own care and expense;

b) authorise the abandonment of the shipment in the manner indicated by
customer service, with the relevant disposal costs charged.




7. INTERNATIONAL SHIPMENTS

This paragraph describes further restrictions, in addition to those already
described above, which apply to international products in terms of the type
of goods to be shipped, preparation and documentation.

7.1 WHAT YOU CAN SHIP

Shipments may contain objects for which air transport is not expressly prohi-
bited and which are admitted to the country of destination.

It is not possible to send items that are prohibited by law, considered dange-
rous under ltalian or international law, or the transportation, import or export
of which is prohibited by any law, regulation or statute pro tempore issued
by any federal, state or local government of any country to or through which
the shipment may be carried.

Packages or packagings with a hazard label, hazard warning diamond
(see “Dangerous Goods” section) are not accepted. Specific information
on wrappings and liquids and phytosanitary regulations are available in the
appendix.

Furthermore, it is not permitted to send objects which, by their nature or
packaging characteristics, could constitute a danger to human or animal
safety, cause damage to means of transport, compromise the proper fun-
ctioning of processing facilities within the warehouses, or damage or conta-
minate other goods being transported.

Bulky and oversized shipments and shipments on pallets are only permitted
for European destinations and only for B2B traffic, which is managed by the
EURODIS foreign network, the network underlying the PDB Inter-




National Standard and PDB International Plus services (for details of the
maximum weight and dimensions allowed, see the product sheet for Poste
Delivery Business International services).

For the International Plus Poste Delivery Business service, DHL foreign
network (waybill code JJ...), the following are considered bulky packages:

MAXIMUM
SHAPE SIZES WEIGHT NOTES

Max. 200 cm for the longest side -
Box-shaped 225 cm as the sum of the 3 dimensions - 30 kg Bulky parcel
Max. circumference 360 cm

Max. @ 60 cm - Max. length 200 cm -

Roll-shaped Max. circumference 360 cm

30 kg Bulky parcel

Notes:

The girth is calculated as:

* Box: length + 2 x width + 2 x height
* Roll-shaped: length + 2xdiameter

Irregularly shaped parcels or flexible packaging may require manual han-
dling and are therefore subject to the bulky surcharge. Bulky parcels, par-
cels that exceed the weight and size limits provided for by service and type
of shipment (see for details the Poste Delivery Business International pro-
duct sheet) or parcels on a pallet are not operationally manageable for 2C
deliveries.

In addition to the items listed in the paragraph What not to ship (Chap. 5), in
the case of international shipments it is not possible to ship:

+ watches with a value higher than the maximum insurable;

» whole furs (whole garments);

 perishable foodstuffs, or temperature-controlled goods;

+ depleted cartridges and toner;

» Other goods prohibited by EC Regulations such as:

- fluorinated greenhouse gases;

- products containing cat and dog fur, leather or objects made with parts
of specimens protected by the Washington Convention, in accordance
with Council Regulation (EC) No 338/97 of 9 December 1996, as amen-
ded;




- other products derived from seals;

- goods that could be used for capital punishment, torture or other cruel,
inhuman or degrading treatment or punishment;

- products indicated by Regulation (EU) No. 821/2021 of the European
Parliament and of the Council of 20 May 2021, as amended, as “dual
use” (for civil and non-military use only).

Please note that succulent plants are not allowed for the PDB Internatio-
nal Express service. Furthermore, succulent plants are not allowed for any
shipments, for any international service used, if destined for the United Kin-
gdom. There are generally strict customs restrictions on entry for various
non-EU destinations.

7.2 SHIPMENT DOCUMENTS

Below is a list of the documentation required for shipments with Interna-
tional Poste Delivery Business services. This may vary depending on the
destination (EU and non-EU) and the type of goods sent (intended for sale;
not intended for sale, documents and samples).

Shipments to European Union countries
* Waynbill

Shipments to Extra-European Union countries

In all cases, the following documentation is required

* Waynbill

» Customs declaration (for the International Standard Postedelivery Busi-
ness International Standard and the Poste Delivery Business Internatio-
nal Plus services, the declaration is integrated in the waybill and valid as
proof of export since it is stamped and returned to the Customer)

In addition, depending on the following specific cases, the following docu-
ments are required in addition to the above.

a. Goods for sale < € 1,000.00
- Commercial invoice




al. Goods for sale = € 1,000.00
- Free export declaration
- Commercial invoice

b. Goods not for sale < € 1,000.00
- Waybill and Declaration for customs purposes

b1. Goods not for sale = € 1,000.00
- Free export declaration

The forms for completing the Free Export Declaration and the Customs
Declaration are available for download at www.poste.it in the Business
parcels sections, Poste Delivery Business International services ran-
ge, subsection

CUSTOMS DOCUMENTATION

In general, shipments of goods to non-EU countries (regardless of value)

must be accompanied by the correct customs documentation required by

the customs legislation of the country of destination. Below is a summary of

what should be remembered:

+ customs documents must be drawn up in English;

» a commercial invoice is required for goods for sale;

 acorrect and detailed description of the goods, the detailed customs code
(HS Code) and an indication of the currency are absolutely essential;

 the Free Export Declaration is mandatory for goods with a value

+ 2€1,000;

» from 01/01/21, the recipient's EORI GB number is mandatory for ship-
ments directed to the United Kingdom for goods with a commercial value
of £0 to £135.

7.2.1 Waynbill

The service solution chosen allows access to different ways of printing the
waybill, generally in A4 or ZPL formats.

If the chosen access solution allows it, the waybill may be produced using
a thermal printer and applied directly to the parcel, in accordance with the
operating specifications described in this document.




In general, if a thermal printer is not available, the standard format used will
be A4, which must be suitably adapted to the size of the adhesive pocket
used and inserted inside it so that the waybill is legible in all its parts, to-
gether with any accompanying documentation produced.

Customs declaration

Shipments to extra-EU countries including overseas islands (for example
the Canary Islands, although they are part of Spain) containing goods
(even if not intended for sale) are subject to customs verification and re-
quire the completion of a Customs Declaration (integrated into the waybill
for the International Standard Poste Delivery Business and Poste Delivery
Business International Plus services). The Customs Declaration must con-
tain: sender and recipient (name and address), precise description of the
content and TARIC code, weight, quantity, value of each item described and
total of the goods, indicating the currency used, type of transaction, country
of origin, date and signature.

For the International Express Poste Delivery Business service, shipments

to non-EU countries containing goods must be provided with the following

customs documentation:

» 5 copies of pro forma invoice (or, in the case of sales, the commercial
invoice);

» 2 copies of free export declaration.

Such documentation is also required for shipments containing samples, go-
ods not for sale, free gifts or presents. In this case, the value to be indicated
on the pro forma will correspond to a realistic value of the goods, which
must always be non-zero (see instructions for completing).

Additional documentation may be required depending on the content or de-
stination of the shipment.

Only envelopes containing documents do not have to be issued with cu-
stoms documentation: this category refers exclusively to unbound sheets
of paper.




Therefore, the following are not included in this category:
* Magazines;

* Brochures;

+ Catalogues;

+ Books.

7.2.2 Commercial Invoice

Shipments of goods and materials intended for sale and not classifiable as
documents to extra-EU countries must be accompanied by a commercial in-
voice in three copies (5 copies for the International Express Poste Delivery
Business service).

The invoice must contain:

* invoice number;

* name and full address of the sender, VAT number, TAX ID;

* name, full address and telephone number of the recipient;

* net and gross weight of the goods;

+ detailed description of the goods, avoiding generic expressions;
 country of origin of the goods for the purposes of duty exemptions;
* unit value of each item;

« subtotal value for each type of product;

« total value as the sum of the values listed above;

» currency EUR or USD;

» date and place of issue;

« original signature and stamp.

Also in the commercial invoice:

* The total value and currency must correspond to that indicated on the
waybill.

* itis necessary to describe in detail what you are sending and the compo-
sition material. E.g. in the case of “textiles” and “clothing”, it must be spe-
cified whether they contain “leather” parts, as required by the Washington
Convention.



* Examples of description:

INCORRECT GENERIC

DESCRIPTION CORRECT DETAILED DESCRIPTION
Documents Business contract

Gifts Books sent as a Christmas gift

Spare parts Needle valve

Textiles Men'’s shirt 100% cotton

N.B. “Descriptions” that declare “no value” or a value of “0” (zero) are not considered valid. The
“COUNTRY OF ORIGIN” - origin of the goods (5) - of what is being shipped must be indicated

Some countries apply stricter controls and almost always require a commer-
cial invoice (e.g. Andorra - Bolivia - Botswana - Guadeloupe - Madagascar
- Namibia - Peru - Saint Barthelemy - Singapore - South Africa - Venezuela).

7.3 QUICK GUIDE TO FILLING THE COMMERCIAL OR
PROFORMA INVOICE

Below is a Guide to the filling of the Commercial Invoice or Proforma Invoi-
ce.

Shipments of goods and materials not classifiable as documents, addressed
to countries outside the European Union, are subject to customs regulations
that provide for the issue of the Commercial Invoice or Proforma Invoice.

These are documents with which the sender declares the content, the value
of the shipment and the material composition of the goods, in accordance
with the various international regulations, which prescribe certain require-
ments of exportability. They are therefore necessary for export customs cle-
arance operations, to facilitate checks by the Customs Authorities and to
ensure timely delivery.

The Commercial Invoice is provided for by customs legislation in the case
of shipments of goods and materials of commercial value intended for sale.

The Proforma is used in the case of shipments of goods and materials not
classifiable as documents and not intended for sale. These shipments are
usually made between private individuals.




To ensure fast and accurate customs clearance, it is necessary that Com-
mercial Invoice and Proforma contain complete and correct information. Er-
rors or failures could lead to a customs delay, incorrect calculation of the
charges to be paid with consequent fines and penalties.

Every Commercial Invoice and Proforma Invoice must necessarily be writ-
ten in English. If it is written in Italian it must be translated into the language
of the destination country and must be produced in five copies.

What are the mandatory information?

* Waybill number;

* Name and surname, address and VAT number of the sender or exporter;

» First and last name, address with postal code and telephone number of
the recipient;

» Country of manufacture or origin.

The country of origin is the country where the goods were produced and
not the country of export. If the products have been manufactured in more
than one country, indicate each country of origin next to the corresponding
product.

The Customer is required to describe all products in detail in English. The

generic description of the goods (e.g. “parts”, “samples”) is not sufficient.

You must specify:

» what the product is;

* what material it is made of;

+ the quantity of the product;

+ the total number of packages and, for each package, the quantity, unit of
measurement, weight, individual and total value

* the final use of the product.

For example: “10 boxes of stainless steel screws for civil aircraft” rather than
“Civil aircraft parts”.

The Customer is required to indicate the currency, clearly specifying the
currency he/she is using for example (USD,CAD,EUR). The “$” symbol is
not sufficient.




8. APPENDIX

8.1 SPECIFIC PACKAGING METHODS

Double box with protective bubble wrap

Sturdy outer box 15
cm wider on each
side

Single box with the item wrapped

Products wrapped in
protective material with
a minimum thickness
of 8 cm

Sturdy outer box

Filling material (e.g.
polystyrene chips) with
a minimum thickness
of 5 cm on each side

Filling material (e.g.
polystyrene chips) with
a minimum thickness
of 8 cm on each side

Sturdy outer
box

Single box with polystyrene chips

Non-fragile product
surrounded by protective
material to prevent
movement

Sturdy outer box

Figure 10: Examples of packaging

Double box with polystyrene chips

Inner box



8.2 LIQUIDS, SEMI-LIQUIDS, FLUIDS, GREASES, DYES

The shipment of liquids is only permitted in special packaging. Liquids must
be placed in watertight containers. Each container must be placed in a contai-
ner made of metal, wood, plastic or cardboard filled with sawdust or equiva-
lent material in sufficient quantity to absorb the liquid in the event of breakage
of the container. The correctness of the packaging can be checked if there is
no noise when shaking the container vigorously.

Packages or packagings with a hazard label are not accepted (see paragraph
Dangerous goods).

Shipments of wine are only permitted if it is produced according to the regula-
tions in force and bottled by wineries in possession of all possible authorisa-
tions for its production.

The transport of wine is subject to special rules and tax regulations and the
payment of tax, for bottled wines, is affixed to the bottle itself with the so-called
tax capsule, band or seal. In this case, the wine may be transported freely, wi-
thout quantity restrictions, within the country of origin, and, limited to ten cases
(equal to 120 bottles), between two EU countries®. The transport of wine is
also allowed to non-EU destinations, but before shipping, the restrictions and
prohibitions must be checked.

Packaging requirements: the shipment and transport of wine must follow
some specific rules, relating to packaging and temperature?. The packaging
must be suitable and in accordance with the type of shipment to be made, in
order to minimise the risk of glass bottle breakage. In addition, the wrappings
must be organised in a practical and functional manner so that, in the event of
breakage, no liquids are spilled which could contaminate other types of pro-
duct-goods along the supply chain.

1 More detailed information on the excise duty system has been published by the European Commission and can be found on
the following websites:
« https://commission.europa.eu/index_it
« https://europa.eu/youreurope/business/taxation/excise-duties-eu/product-excise-duties/index_it.htm

2 Ifitis too cold or too hot, the condition of the wine may be compromised and it risks spoiling on arrival at its destination.




All shipments must meet the following packaging requirements for the tran-
sport of wine: inner packaging of moulded polystyrene foam, folded corruga-
ted cardboard trays or moulded fibre trays. Each packaging component will
secure the bottles in the centre of the shipping container away from the side
walls of the package. Sturdy outer corrugated cardboard containers are requi-
red.

The outer box will thus be suitable for dispatch and also easy to transport, so
it can hold a maximum of six 75 cl bottles.

All flaps of the packaging must be sealed with reinforced corners on the top
and back of the carton with pressure-sensitive tape to avoid any risk of spilling
in the event of a fall.

8.3 PACKING SMALL ITEMS

For the packaging of small items, it is recommended that they be placed in a
package of a suitable size so that the waybill can be affixed in a clear and legi-
ble manner. In particular, if the item is smaller than the wayhbill, it is mandatory
to use a larger box or envelope, so as to ensure a stable and sulfficiently large
area for the correct application of the transport documentation.

In the case of small items, it is not possible to resize the waybill to fit the item
to be shipped. The waybill must be printed in its original format.

In the case of large consignments of small items, it is not permitted to place
them inside closed boxes: each item must be individually packaged so that it
is always identifiable and the waybill can be correctly applied to each parcel.
Alternatively, if the volumes require it and agreed in advance with Poste, open
handling units (e.g. carton pallets) may be used that allow easy visibility of the
individual items to be processed.




8.4 LUGGAGE

For the correct packaging of luggage, the following instructions must be fol-

lowed:

+ Fill in the waybill accompanying the shipment clearly and legibly

» Place a copy of the waybill in one of the suitcase’s zipped pockets

 Attach the appropriate identification tag to the suitcase handle, if available

» Wrap the luggage with at least 3 turns of transparent film and tie the end
of the film to the handle or grip of the suitcase

» Affix the adhesive document holder pocket in a visible position, on the
stable side, ensuring it adheres perfectly

* Place the waybill in the adhesive pocket so that it is legible in all its parts,
taking care to close the upper flap correctly.

8.5 PHYTOSANITARY REGULATION WOOD ISPM 15

International Plant Protection Convention (IPPC) for the use of wooden
packaging.

FAQ approved in 2002 the “Guidelines for the Regulation of Wood Packaging
Materials in International Trade” (ISPM-15), which aim to reduce the spread
of forest pests through the packaging of raw wood used in international trade.
ISPM 15 (International Standards for Phytosanitary Measures) requires wood
packaging companies and exporters (export/import) using wood packaging to
certify with a universally recognised symbol (IPPC/FAO mark) that the wood
packaging material has been fumigated or heat treated.

Wooden packaging, therefore, must bear the FAO IPPC mark which gua-
rantees compliance with the FAO ISPM 15 standard. The IPPC/FAO Mark is
permanent, non-transferable and must be visible (preferably on opposite sides
of the wooden packaging).




The sender is required to ensure in advance that the wooden packaging used
for the shipment bears the IPPC/FAO mark to avoid the application of the
required phytosanitary measures (return, pest control or destruction).

IPPC/FAO mark scheme
XX - ISO code of the producing country 000 - producer code and zone of ori-
gin YY — type of treatment: HT - Heat treatment DB - Fumigation.




9. OPERATIONAL GUIDELINES
FOR THE SET-UP OF SHIPMENTS
AT THE ACCEPTANCE STAGE IN
THE PUNTO POSTE NETWORK,
POST OFFICE AND RETURNS
DESKS

Guidelines for the identification of correct packaging, which customers and
senders must follow to access the acceptance channels at Post Offices and
PuntoPoste network points for return and second-hand shipments.

9.1 INADEQUATE PACKAGING

Incorrect packaging

1.Packaging that is already damaged, worn, with rips, tears and damaged
edges.

2.Packaging that is dirty or unsuitable for the item being sent.

3.Packages with cling film.

4.Packages with laces, strings, wrapping paper, paper adhesive tape.

5. Paper/plastic bags provided by shops that are not specially made for the
delivery of shipments.




9.2 LABELS / WAYBILLS

Incorrect application of waybills

1. Waybill/label applied with adhesive tape affixed incorrectly and partially or
in a way that makes it illegible.

2.Packaging with labels from previous consignments.

3. Shipments with handwritten text that overlaps the information on the way-
bill.

4. Partial, damaged or incomplete waybills/labels.

5.Waybills on corners, edges or joints of the package.

9.3 NON-COMPLIANT SIZES

Failure to comply with the shape and size limits

1. Shipment with irregular or unusual shapes (e.g. cylindrical or spherical).
2.Shipment too bulky.

3.Shipment too long.

4.Packaging too small for the waybill to be applied.

9.4 NON-COMPLIANT WEIGHT

Failure to comply with weight limits
1.Packaging too heavy.
2.Packaging cannot be moved without an aid (e.g. trolley).




COMPLIANT PACKAGING

The use of shipping boxes and envelopes is recommended

* Regularly shaped boxes

» Preferably padded and sturdy, suitable for the weight of the shipment.

* Adequate minimum dimensions to ensure a side suitable for the applica-
tion of the waybill

* Maximum dimensions required by the channel

COMPLIANT LABELLING

Affixing the label/waybill

* Legible in all its parts

+ Affixed to one side of the parcel (the largest)

* In a clear pouch

* If prepared by the customer: make sure it is affixed with adhesive tape
* (not paper) on the 4 sides of the label




UNSUITABLE PACKAGING NOT COMPLIANT FOR TRANSPORT

1.Packaging that is already damaged, worn, with rips, tears and damaged
edges.

2.Packaging that is dirty and unsuitable for the item being sent.

3. Paper/plastic bags provided by shops that are not specially made for the
delivery of shipments.

4.Packages with cling film.

5.Packages with laces, ropes, straps, staples, wrapping paper, paper adhe-
sive tape.




WAYBILLS NOT PROPERLY APPLIED OR INCOMPLETE

1. Waybill applied with adhesive tape affixed incorrectly and partially or in a
way that makes it illegible.

2.Packaging with labels from previous consignments.

3. Shipments with handwritten text that overlaps the information on the way-
bill.

4.Partial, damaged, incomplete or illegible waybills.

5.Waybills on corners, edges or joints of the package.




NON-COMPLIANT SIZES DUE TO FAILURE TO COMPLY WITH SHAPE
AND SIZE LIMITS

1.Visually excessive volume or excessive length.
2.Packaging too small for the waybill to be applied.

NON-COMPLIANT WEIGHT DUE TO FAILURE TO COMPLY WITH PRO-
DUCT OR CHANNEL LIMITS

1.Very heavy packaging.
2.Packaging cannot be handled by the receiving operator.
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