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POSTA LABELLING OF ITEMS

Validity from 1 July, 2019

Labelling of items by address labels shall be made in the case of posting of items for products Parcel
(Contract Customers) and Express Courier based on an obligation resulting from a Contract concluded
with Slovenskéa posta (hereinafter referred to as ,the SP*) and it is subject to a performance of further
actions related with the posting of items, under meeting conditions stipulated in the present Technical
Parameters.

1.

1.1.
1.2.

2.2.

2.3.

2.4,

3.2.

Introductory Provisions
The labelling of items shall be made by the address labels.

The address labels shall be produced in the Slovak language only.

Labelling of Items

The SP shall define to a customer, who will label the items by computing, separate ranges of
posting numbers for each selected category of items. After spending the assigned range of the
posting numbers, the customer shall apply for the new range at the e-mail address of the SP
contact person (specified in the Contract).

Printing of the address label shall go by the specification of its structure set forth in Annex 2 of the
present Technical Parameters. Before the first posting, the customer shall submit to the SP
business person at least 5 specimen address labels printed by computing, namely with different
combinations of the services provided.

The posting numbers shall always be used in ascending order only and a uniqueness of the
posting number shall be preserved, i.e. the assigned range of the posting numbers shall not be
used repeatedly.

A generation of bar code, that is a part of the address label, shall be made by the specification set
forth in Annex 1 of the present Technical Parameters.

Further Actions Related with Posting of Items

At the same time, the customer, who labels the items, shall ensure a weighing and weight
indication at the items where it is required by the special Postal Terms and Conditions. In doing
so, he shall comply with the following conditions:

- he shall indicate the recognized weight on the address labels directly and in the posting
documents;

- towards the weight of the items, he shall count a wrapping of the item along with a closure,
he shall not count in a weight of an export licence, declaration or any other document that
replaces them;

- the weight of the Parcel (Contract Customers) and Express items shall be indicated with the
hundred gram accuracy. If the customer weighs the Parcel (Contract Customers) and
Express items by means of digital scales, he may indicate the weight with the gram or ten
gram accuracy. Each fraction of hundred grams shall be rounded up to the next hundred.

If the customer labels Parcel (Contract Customers), at the same time, he shall ensure the
following:

a) indication of the name of the office of posting on the address label or logo of Slovenska posta;

b) attachment of the completed address label to the posted items, namely in the bottom right
corner of the address side.

If it is impossible to attach the address label to the item, the customer shall attach it to the tie-on
label.



Technical Parameters for Parcel (Contract Customers) and Express Courier — Labelling of Items

4.2.
4.3.

4.4,

Final Provisions

The Technical Parameters — Labelling of Items shall be binding for all the customers who label
the items.

The present Technical Parameters are available at the SP Customer Service at request.

The present Technical Parameters have come into force on the day of approval and become
operative from 1, July, 2009.

In the case of amendment to the present Technical Parameters, its full version with the
incorporated amendments shall be issued. They have become operative as follows:

= 1 January, 2010
= 1 April, 2010
= 1 January, 2012
= 1 July, 2015
= 1 July, 2019
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Annex 1 — Structure of Posting Number/Bar Code for Printing by Computing

Type and Structure:

= alphanumeric bar code 128
= structure consists of 13 characters (including a check digit)

= the minimum height of the barcode must be 12 mm. The minimum height of the characters of the
submission number below the barcode must be at least 3 mm

= the silent zone around the barcode is defined by the rules for creating code128

Service Code — 2 characters which remain unchanged
EA, EB, EC, El, EL, EP — Express Courier

Z (B — N) — Parcel (Contract Customers)

X (B = N) — Parcel (Contract Customers) with Reply Service (reply item)

Z (M = Z) — Parcel (Contract Customers) — Consignment

X (M = Z) — Parcel (Contract Customers) — Consignment with Reply Service (reply item)

Posting Number — 8 characters (digits) which are changed in ascending order and for each
organization in the assigned range (e.g. from 10,000,001 to 13,000,000 for the Customer XY).

ZB12345678kSK

Check Digit (k) — A sum of digits (numerical values multiplied by weight factors) shall be divided by the
module 11. Consequently, a division remainder shall be deducted from the digit 11 and if:

= adifference is a number in the space of 1 — 9, the check digit is the digit of this difference;

= adifference is 10, the check digit is the digit O;

= adifference is 11, the check digit is the digit 5.

Example of the check digit calculation and the value of the 128 code indication for registered items:
Bar code with the structure: ZB 34 321 688 6 SK

Code string: 34321688
Weight factor: 86 42 359 7 (remains unchanged)
Product and sum: (3x8)+(4x6)+(3x4)+(2x2)+(1x3)+(6Xx5)+(8x9)+(8x7)=225
24 + 24 + 12 + 4 + 3 + 30 + 72 + 56 =225
Divided by the module 11: 225: 11 =20 + remainder 5
Deduction of the remainder from the module 11: module 11 —remainder 5=6
As theresult is in the space of 1 -9, it is also a check digit.
check digit—6

Country Code — 2 characters remaining unchanged

SK — Slovak Republic
Destination string: ZB343216886SK



Annex 2 — Examples of Address Labels for Parcel (Contract Customers) and Express Courier

Example of Address Label for Parcel (Contract Customers) — address delivery

Product code and of the
Parcel — address delivery:
BnA — Balik na adresu

Method of Postage Payment
according the Contract

Type of product —

Dispositional Services -
Ulozit ... dni

(Note: Return to Sender
after ... Days*, a number of
days (e.g. 4)

™~

Sender’s Address

Addressee’s Address

Pictogram of the Service —
Fragile

Horny Konec 12
951 05 Velky Cetin

Vh‘v sti
: BA-OU NR oioe )
2 POSTA
BhA | LA —
WA200008044SK
Balnlﬁaadresu
Ulozit' 4 dni
Tonko Hrask Janka Kratka
O Hr. (s anka Kratka
057 44 Serdosin 1 iy i 2
/
tel. OB88735632 |

LUZBY
Supplementary Services — L.
given in abbreviations Dobierka liHﬂ-‘El/
from Fh_e Postal Terms and ¢ 30.00 €
Conditions
[ Nesadné
Weight given in kg — -KB.E& /
[ Hmotos® 0.985 kg Poistenie®30.00 €
Notes of Sender <+ 1252015 |45

Code for routing of the
Parcel. The list of codes will
be send by Customer
Services or contact person.

Posting Number + Bar
Code

Dispositional Services
,,Return‘:

Addresse’s Mobile
number

COD given in EUR

Insurance given in EUR

1

Sender’s identification
of Parcel




Example of Address Label for Parcel (Contract Customers) — post office delivery

Product code and of the
Parcel — address delivery:
BnP — Balik na postu

Method of Postage Payment
according the contract

Code for routing of the

-
BA-OSSNR ==

Parcel. The list of codes will
be send by Customer
Services or contact person.

Posting Number + Bar
Code

Dispositional Services
,,Return®:

Addressee’s Address or ZIP
and Post Office

Pictogram of the Service —
Fragile

w
Type of product G &
Dispositional Services - - STA Verky Cetin
- Ulozit ... dni
(Note: Return to Sender
days (e.g. 5) F
WA200008058SK
Balik ha postu
Sender’s Address U|02It' 5 dni /
Odosielatel: SpiM:
ko Hrasko Janka Kra
Krash@ Horka 15 Kapitana Jaro 0
027 44 Tvrdosin 1 020 01 v
| P

-
tel. 00421988745632

Addresse’s Mobile
number

Supplementary Services —
given in abbreviations
from the Postal Terms and
Conditions

COD given in EUR

[ /[ [/

Weight given in kg

[

Insurance given in EUR

Notes of Sender

A

Sender’s identification

LA

of Parcel

Adresat:
Jozef M
951 05 Velky Cetin
SLUZBY
Dobierkagaéet
30.00 €
—e
KREHKE
~Hmetaagl 0.958 kg Poisteni.’w.o{f
1 ?3&01 4 *734'5




Example of Address Label for Express Courier — address delivery

Product code and of the
Parcel — address delivery:
EXA — Expres kuriér na
adresu

Method of Postage
Payment according the
contract

Type of product

Dispositional Services -

- Ulozit ... dni

(Note: Return to Sender
after ... Days*, a number of
days (e.g. 5)

- Dorucit do 10.00

- Dorucit do 14.00

- Dorucit aj v sobotu

- Dorucit'v den podania

i(Gy| BA-OUNR— =]

Code for routing of the
Parcel. The list of codes
will be send by Customer
Services or contact person.

/

i
ExA [l

EN200006318SK

Posting Number + Bar
Code

Sender’s Address

Expres kuriér na adresu
Do 14:00

Addressee’s Address

Pictogram of the Service —
Fragile

Supplementary Services —
given in abbreviations from
the Postal Terms and
Conditions

Odosielatel: (]
Wraéko Janka tka
Krasna®orka 15 Kapitana Mrosa 10

020 01 Puchov

tel. 0988745632

027 44 Tvrdosin 1

Horny KonieC 12
951 05 Velky Cetin

Dispositional Services
,.Return“:

Addresse’s Mobile
number

COD given in EUR

/

[ ~ ] |

Weight given in kg

\SLUZBY
Dobierka m»ﬂ'éet/

22.30 €

mea%om. Neukladat, Neskiadné
. lastny
KREHKE Do vias 1 ruk

Poistenie 5040(&‘

+ @56 kg

/

Insurance given in EUR

Notes of Sender

| 1 ®/2014 1%

o

Sender’s identification
of Parcel




Example of Address Label for Express Courier — post office delivery

Product code and of the
Parcel — address delivery:
EXP — Expres kuriér na
postu

Method of Postage
Payment according the

contract

Type of product

Dispositional Services -

- Ulozit ... dni

(Note: Return to Sender
after ... Days®, a number of
days (e.g. 5)

BA-OSS NR Vhovost
Velky Cedin——— |

Code for routing of the
Parcel. The list of codes will
be send by Customer
Services or contact person

/

g
o PO
EN200006321SK

L

Posting Number + Bar
Code

Sender’s Address

Expres-kuriér na postu

Dispositional Services
,,Return®:

Addressee’s Address or ZIP
and Post Office

Pictogram of the Service —
Fragile

] 7

Supplementary Services —
given in abbreviations from
the Postal Terms and
Conditions

Ulozit' 5 dni
ogielatel: Spiit:
Mm Janka ’S‘r%tk{
Krasna ails Kapitana Jar 10
027 44 TvrdoSin 1 020 01 Puchov

tel. 00421988745632 |

Jozef Ma
Horny Koniec

\951 05 Velky Cetin

L\

Addresse’s Mobile
number

COD given in EUR

[

Weight given in kg

shuzey
Dobierka na geet—
25.60 €
[T @ doruceni, Neskladné, Do viastnych rik
KREHKE
kg Poistenie 50..0{

Notes of Sender

Insurance given in EUR

1 055

| 1228014

L\

Sender’s identification
of Parcel




Example of Address Label for Parcel (Contract Customers) — Reply Item:

Product code and of the
Parcel — address delivery:
BnA — Balik na adresu

Code for routing of the Parcel. The list of codes
will be send by Customer Services or contact
person

Method of Postage
Payment according the
contract

Slovenska

SI\VAT

TA

% ZA-OU TS i

BnA |

XA458210026SK

LI

Balik na adresu

Odosielatel:

Posting Number + Bar Code

Sender’s Address

Jozef Mak
Homy Koniec 1’
951 05 Velky Cetin

Adresat:

ko Hrasi
K?ésna Hérkao1 5
027 44 Tvrdosin 1

Addressee’s Address




Example of Address Label for Express Courier — Reply Item:

Product code and of the
Parcel — address delivery:
EXA — Expres kuriér na
adresu

Code for routing of the Parcel. The list of codes
will be send by Customer Services or contact
person

A

é STA

ZA-OU

Ocdpovadna zasieka
postovne vhradza
pryimasel’

WtzipAs conta O

ExA | INTT

Slurons e ns

BP0 Banend Bynirea |

Method of Postage
Payment according the
contract

Posting Number + Bar Code

TS
Daarhowd spcperss: FE, A5 Evdfilesa £ 0. 3001 FI001 18800
IBAN, SHUT 5500 2000 0000 0113 0014, BIC: POBNSXBA
sipia v O OF Darsba flystca, ool 5o, wndiha & D33S

PODACI LISTOK o/

Receipt

N

Welght Addressee’s Address

Sender’s Address

Qdosielate:
Jozef Mak @ > -
. 3 g Sender’s Address
Expres kuriér na adresus” Homy Konles; 12
® 951 05 Velky Cetin
tel.: 00421999999999
Odosietstal:
Jozef Mak
Horny Konsec Adresat
951 05 Vel'ky C
tel. 0042199
Janko Hras®e > Addressee’s Address
Krasna Horka 15
Adresat: 5 tel, 00421999123456 027 44 Tvrdosin
Janko Hrasko tel.: 0021999123456
sna Horka 15
027 44 Tvrdosin N Weight
SLUZQ( Hmaotnost':
Podacie tizlo: CB 033 216 455 SK @ > Posting Number + Bar Code
Hmotnost‘ Pecistka a podpis




Example of Address Label for Registered letter:

Sender’s Address Product code and of the Letter:
R1 - Registered letter — 1. class Method of Postage
R — Registered letter — 2. class Payment
Dispositional /
Services ,,Return®:
Odosielatel’: 2 Mv\
Janko Hrasko @ posigfeno
55113 Brané 2
ra
@ POSTA
Posting Number + Bar
" > Code
e ], g, R [IHINIH
Kapitana Jarosa 10
¥ | 90 01 Pezinok RE100918484SK
sLuzBY s P )
\bb 2 Doporuceny list 1. trieda Dispositional Services -
ierka na ucet %43 P 7| - Ulozit ... dni
.__
Supplementary A 25.80 € UIOZIt 12 dm (Note: Return to Sender
Services —givenin | g . Adresat: after ... Days*, a number
abbreviations from |~ s ke Jozef Mak of days (e.g. 5)
the Postal Terms Horny Koniec 12
and Conditions 951 05 \el'ky Cetin
Hmotnost 0.23() kg [T  Addressee’s Address
Nafakgu | 12/20
Notes of Sender Weight given in kg Sender’s identification of item

10



Example of Address Label for Parcel (Contract Customers) — address delivery

Method of Postage Payment according the
contract

| Sender’s Address

Sender’s Mobile number

Method of Postage Payment according

the contract

Type of Product + Posting Number + Bar Code

Addresse’s Mobile number

Supplementary Services — given in abbreviations from the Postal Terms and Conditions

</
i/ !
=1 I JOPO,s.r.o. !
i 2 i 1 Mrkvikova 22 1
i~ ;04001 Kosice |
oy L, P22t fosiee
I 1 «
' t.8.: 055/7645321
i < re- .C.: U2/ 764 3
o0 ! SPAT: !
L= ; ;
LoCmo_. i
Ly
§ Sluzby: NESKLADNE
o Ulozit 5 dni
X “HmMOMmOst: 5,000k~ T T[T T
1 - t.6.: 0907654321
& i Poistenie: 30 € et o~
i . ! IPeter Kratk: 1
N B y !
o : Dobierka i iSmuna28
o | s 1 na adresu: 30(€ 1 1821 01 Bratis ava
N (T B I T
v
Addressee’s Address
\ 4
A 4
Dispositional Services - Ulozit ... dni
(Note: Return to Sender after ... Days®, a number of days (e.g. 5)
\4
Weight given in kg
Insurance given in EUR
COD given in EUR
\ 4
Dispositional Services ,,Return®:
v
Fragile

11



Example of Address Label for Parcel (Contract Customers) — post office dellivery

Code for routing of the Parcel. The list of

codes will be send by Customer Services or Sender’s Address Sender’s Mobile number
contact person.
f /‘V v
T Y o o] Method of Postage Payment according
i L ! the contract
i <N! I JOPO,s.r.o. !
i) (!S! ! Mrkvickova ?2 !
Fa 3 - 94001 KoSice | »{  Type of Product + Posting Number + Bar Code
'O W; t.&.: 055/7645321
1 S e rm e
I AF |
[ 5: : SPAT ; Type of delivery:
L R R i NA POSTU »| NA POSTU
\ } ,
¥ Sluzby: NESKLADNE
I 5t 5 dni t.6.: 0907654321 ——__| )
w UloZit 5 dni eEbeaitsudd , [~ Addresse’s Mobile number
@ _Hmotnost: 30000ky . _ . _. | peterkratey
o | Poistenie: 30 € ; !Smutna 28
i X . 182101 Bratislava
Q /\5{ Dobierka [ !
O | == na uget: 30 € i -1
1| L. O 1
A 4
Addressee’s Address
v
Supplementary Services — aiven in abbreviations from the Postal Terms and Conditions
A 4
Dispositional Services - Ulozit ... dni
(Note: Return to Sender after ... Days®, a number of days (e.g. 5)
\4
Weight given in kg
Insurance given in EUR
COD given in EUR
v

Dispositional Services ,,Return®:

\ 4
Fragile

12




Example of Address Label for Express Courier — address delivery

Sender’s Address
Sender’s Mobi

le number

/ )'

81002

i JoPO,s.r.o. !
1 Mrkvikova 22 1

i 04001 Kosice | 'EXPRES KURIER

Uver postovného

Bratislava =M™

NA ADRESU

Method of Postage Payment according
the contract

Type of Product + Posting Number + Bar Code

1
i ! | t
g eI
rmot v ! :
o by SPAR i EA123456808SK ! Type of delivery:
! O : o ; Lt e i i i s VDENPODANIA
E | 1 | Sluzby: DORUCENKA, DO 10:00 — > | AJVSOBOTU
i < I DO VLAST. RUK Pocet ks:1/4 DO 10:00
i 0 ' | Ulositsdni DO 14:00
R o4t > dni t.8.: 0907654321
Hmotnost: 30,000 kg [
gt ptn RN . i Peter Kratk
I?’mstenle: 30 € :iS?nStrnérgay
Dobierka ;1821 01 Bratislava \
‘4'-:;::. ma ucet: 30 € ]
!_ e e = U - .1 Number Of pleCeS
Addresse’s Mobile number
Addressee’s Address
\ 4
Supplementary Services — given in abbreviations from the Postal Terms and Conditions
A 4
Dispositional Services - Ulozit ... dni
(Note: Return to Sender after ... Days®, a number of days (e.g.
\4

Weight given in kg
Insurance given in EUR
COD given in EUR

3

Dispositional Services ,,Return®:

A 4

Code for routing of the
Parcel. The list of codes will
be send by Customer
Services or contact person.

13




Example of Address Label for Express Courier — post office delivery

Sender’s Address

Sender’s Mobile number

Uver postovného

i JOPO.s.ro. | 810 02 Bratislava

I Mrkvigkova 22 1
;04001 Kosice |

Method of Postage Payment according
the contract

Type of Product + Posting Number + Bar Code

i i
i i !
i g NI Pt "_' ..... .| | I
; o g. ! SPAT: ! i !
[ 8 < : i EA123456808SK ! Number of pieces
; I et D
i 1 & Sluzby: DORU'CENKA, Pocet ks:1/4
< g DO VLAST. RUK
PO Uit 5 dni iy
O 18 0907654321
Hmotnost: 30,000 kg !
ittty Bl - - 11Peter Kratky
I?’mstenle. 30 € ;iSmutna 28
Dobierka ;1821 01 Bratislava
‘4'-:;::. Mma acet: 30 € e ]
' Lo B D i
Addresse’s Mobile number
Addressee’s Address
\ 4
Supplementary Services — given in abbreviations from the Postal Terms and Conditions
A 4
Dispositional Services - Ulozit ... dni
(Note: Return to Sender after ... Days®, a number of days (e.g. 5)
\4

Weight given in kg
Insurance given in EUR
COD given in EUR

3

Dispositional Services ,,Return:

A 4

Code for routing of the Parcel. The
list of codes will be send by
Customer Services or contact
person.
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Example of Address Label for Parcel (Contract Customers) — Reply Item:

Sender’s Address

| Peter Kratky Odpovedna zasielka

1
| Smutna 28 :
! 82101 Brat ;

postovné uhradza prijimatel = ™®

.| Method of Postage Payment according
the contract

Addressee’s Address

(==
W BALKK ;
X |
3N
O !
1 | XB 123456808SK !
w : IR i
I\ I e e :JOPO, s. 1. 0. ;
R ‘Mrkvickova 22
;040 01 KoSice |
\ 4
Type of Product + Posting Number + Bar Code
\ 4

Code for routing of the Parcel.
The list of codes will be send by
Customer Services or contact
person.

15



Example of Address Label for Express Courier — Reply Item:

Sender’s Address

U | ____________ PP l@ .| Method of Postage Payment according
I Peter Kratky ' OdvptoveQnahz?jlelkam I "| the contract
| Smutna 28 : postovné uhradza prijimate
! 82101 Brat ;
[ oo \
iw ! ! EXPRES KURIER ;
i X I i
3 I
O 1 ;
1 ! CB123456808SK |
M ; e mmmmo i
|¥ . g i i i e - !JOPO,S.r.O. |
iy ‘Mrkvickova 22
;040 01 KosSice
A 4
Type of Product + Posting Number + Bar Code Addressee’s Address
A 4

Code for routing of the Parcel.
The list of codes will be send by
Customer Services or contact
person.
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Example of Address Label for Registered letter:

Sender’s Address

T ' Uver postovného I hE)
JOPO, s.1.0. ! 810 02 Bratislava oA

Mrkvickova 22 1

. 04001 Kosice | i DOPORUCENY LIST!
N 1
1 pu—
o ' L THATELEY
" s . . 1
! SPAT: ! ! !
! ! i RN123456808SK !
L ; e 1
1. trieda
Sluzby: DO VLAST. RUK
Ulozit 5 dni

1
! Hmotnost: 0,050 kg
1 .

; Dobierka

; na adresu: 30 £

Method of Postage Payment according
the contract

1Peter Krétky i
1Smutna 28 1

\ 4

A 4

Type of Product + Posting Number + Bar Code

Addressee’s Address

Supplementary Services — given in abbreviations from the Postal Terms and Conditions

A 4

Dispositional Serv

ices - Ulozif ... dni

(Note: Return to Sender after ... Days®, a number of days (e.g. 5)

\4

Weight given in kg
COD given in EUR

\ 4

Dispositional Services ,,Return:

17




