




HOW tO prepare YOur Mail ?

You can fill out your deposit document online via BPI e-Shipper or you can use the 
paper version.
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•  company name, BPI contract number, address and reference
•  number of registered M bags and total weight (kg)

HOW tO COMplete tHe depOSit dOCuMent ?
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IL POST label 

Bpi VOluMail M BaG
Bpi VOluMail 
M BaG reGiStered

Registered Items ListRegistered Items List

PLEASE INDICATE THE FOLLOWING DETAILS ON THE RED LABEL:

DON’T FORGET TO ADD THE IL POST LABEL

•  number of the deposit 
document

• customer name
• contract number

• PPI number

• address

• weight of the bag (in kg) 

If you’re sending registered M bags, please complete the address list for registered 
items (“Registered Items List”) with the following details:
• company name and address
• BPI contract number (“Number of Agreement”)
• customer reference
• the address list (maximum 8 per page)

BPI adds a barcode next to each address on the list (“Registered Items List”). 
These barcodes will also be added to the corresponding M bags (on the red label). 

If you wish to add a proof of delivery (AR) to your registered mail item, please do not 
forget to:
• tick AR on the list
• complete the AR slip and attach it to the relevant item

FillinG in tHe addreSS liStFillinG in tHe addreSS liSt

BAGS GROUPED TOGETHER, PREFERABLY ON PALLETS
• maximum weight: 675 kg incl. tare
• maximum height: 160 cm

Always in bags (maximum 27 kg)

• brown bag

paCKaGinGpaCKaGinG

preSentinG preSentinG

laBelS On tHe BaGSlaBelS On tHe BaGS

M Bag registered red label
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praCtiCal inFOrMatiOn

uSe OF palletS

If you plan to present your deposit on pallets, please make sure that you use disposable pallets.

If you cannot use this type of pallet, please contact your Account Manager.

If your items contain valuable objects (not applicable for documents) and the addressee
is in a country outside the European Union, you will have to complete and sign a 
customs declaration. Depending on the value of your mail items, there are different 
documents:

• Simplified CN 22 declaration: if the value of the individual item is less than 300 SDR*.

•  CN 23 declaration: if the value of the individual item is superior or equal to 300 SDR*. 
In this case, please enclose 4 copies of an invoice or pro-forma invoice.

•  Single Administrative Document (SAD): if the value of the individual item is superior 
or equal to € 800. In this case, do not forget to enclose 4 copies of an invoice or a 
pro-forma invoice.

If you want more information about customs formalities or to obtain a “proof of export”
in order to recover the VAT or for provisional exports, please contact your Account
Manager.

(*)  SDR (Special Drawing Right) equals approximately € 1.10 (exchange rate on 29/07/2009).

•   via e-Shipper
•   by means of the order form available on www.belgianpostinternational.eu
•   by fax: +32 2 276 21 38
•   delivery terms: average of 5 working days

OrderinG MaterialS

Mail depOSit CentreS

SaleS COntaCt
CN 22 declaration

PLEASE NOTE THAT THE MATERIAL YOU WILL RECEIVE MAY HAVE DIFFERENT PRODUCT 
NAMES. FOR INSTANCE SOME BAGS OR LABELS MAY HAVE THE INDICATIONS “NO SORT“ 
AND “SORT” INSTEAD OF “UNSORTED“ AND “SORTED”. YOU CAN HOWEVER CONTINUE 
TO USE THESE MATERIALS.

teCHniCal SpeCiFiCatiOnS FOr CuStOMS

CN 23 declaration
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European Mail Centre

 • Building 829 C - 1931 Zaventem/Brucargo - Belgium

 • Opening hours: Monday to Friday 7:00 – 21:00

Mass Post Centres in Belgium
(see the list on www.post.be)

 • PRIOR: Monday to Friday 8:00 – 16:00

 • ECONOMY: Monday to Friday 8:00 – 15:00

Mass Post Hyper Centres in Belgium 
(see the list on www.post.be)

 • PRIOR: Monday to Friday 8:00 - 17:00

 • ECONOMY: Monday to Friday 8:00 - 15:00 

praCtiCal inFOrMatiOn

Mail depOSit CentreS

Tel: +32 2 276 22 74
Fax: +32 2 276 21 38
E-mail: sales.international@post.be

SaleS COntaCt

BELGIAN POST INTERNATIONAL 

European Mail Centre
Building 829 C
1931 Zaventem - Brucargo
T.: +32 2 276 25 00 - F.: + 32 2 276 25 10

N 50°54,262’  E 04°26,973’
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THE POST, Public Limited Corporation of Public Rights, MuntCentre, 1000 Brussels
VAT BE 0214.596.464 PR 070-0000013-13 PCR IBAN BE 08 6790 0000 1313 BIC PCHQBEBB
RE: Peter Somers, EMC Building 829 C, 1931 Zaventem/Brucargo, Belgium

Operational guide/BPI Volumail/EN/2010

www.belgianpostinternational.eu
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