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Royal Mail

ACCESS USER GUIDE AMENDMENT NOTICE NUMBER 049: MAGAZINE SUBSCRIPTION MAIL

Date: 25 June 2018
Dear Customer,

We notify you under clause 13.3.1 of the Access Letters Contract that we are changing the Access
Letters User Guide to introduce the specification for the Magazine Subscription Mail service with
effect from 2 January 2019. We are making the following changes per the red text:

1. Insert the following wording at Section 1:
Royal Mail Magazine Subscription Mail
Provided you have signed up to and meet the specifications and requirements of the Magazine
Subscription Mail Schedule, Large Letters qualifying as Magazine Subscription Mail may be

sent via the Magazine Subscription Mail service.

2. Amend Figure 1 in Section 2.2: Access Services:
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Access 1400 i . c.1529 90%
Access 70 i . c.86 90%
Access 70 OCR . . c.86 90%
Access 70 Mailmark . . c.86 90%
Responsible Mail (Entry) . ¢ 90%
Responsible Mail (Intermediate) . . sortation to any of the | 95%
Advertising Mail* A . above services 90%
Business Mail * 90%
Magazine Subscription Mail . c.86 90%
Poll Sort M c.70,000 100%
General Large Letters** . c.1529 or c.86 90%
* Mailing Items posted as Catalogues under the Advertising Mail Service must follow the service specification at
Section 2.8, Appendix N and Schedule 6: Royal Mail Advertising Mail® of the Access Letters Contract.
** General Large Letters is the default Large Letter service used when none of the other Large Letter services
have been chosen.




3.

4.

Amend Section 5.1: Step 1: Format Segregation
What is a Letter or Large Letter?

N~—

Letter format is no larger than C5+

e Maximum size 240mm x 165mm
e Minimum size is 200mm x 70mm
e Maximum thickness 5mm

e  Maximum weight 100g

Large Letter format is not a Letter and which is

e Maximum size 353mm x 250mm
e Maximum thickness 25mm
e Maximum weight 750g

Please note: For Letter services and Large Letter format Mailing Iltems posted as Advertising
Mail, Responsible Mail, Business Mail Large Letters or Magazine Subscription Mail, the size
definition for length and width for Mailing Items excludes plastic outer covers, provided that
they are flimsy and easily folded, in which case the outer covers will not count towards the
length and width dimensions of the Mailing Item for pricing purposes. We also have specific
dimensions for poll cards. See Appendix P: Poll card services.

Amend Section 6.1: Minimum Container Fills (Tray, Bags, ALPS):

Minimum Container Fills - Each Container shall only contain all Letters or all Large Letters.
In the case of Letters, each tray or bag shall contain at least:

o 25 Letters each weighing no more than 100g; and

In the case of Large Letters (excluding Large Letters declared as Magazine Subscription Mail),
each tray, bag or ALPS shall contain at least:



o 5 Large Letters each weighing no more than 100g; or
o 5 Large Letters each weighing more than 100g up to 250g; or
o 5 Large Letters each weighing more than 250g up to 750g.

In the case of Large Letters declared as Magazine Subscription Mail, each tray, bag or ALPS
shall contain at least:

o 10 Large Letters each weighing no more than 100g; or
o 10 Large Letters each weighing more than 100g up to 250g; or
o 10 Large Letters each weighing more than 250g up to 750g.

Amend Section 6.4.2: Bagging Mail:

Once the Mailing ltems are bundled, they must be bagged. The maximum bag weight we will
accept is 11kg, including the weight of the bag, bag tie and label. Depending on the volume of
the Posting, more than one bag for a Selection may be needed. To make sure the bag weight
will not exceed 11Kkg, it is usual practice to mark the bag breaks on the Mailing Items.

You must make sure that all Mailing ltems for a single Selection are included in one bag unless
the maximum weight is exceeded. Where possible all Mailing ltems within each bag should be
of a similar weight, shape or size. You must make sure that more than one bag is used if the
weight of a bag, bag tie and label exceeds 11kg. The bag neck should be securely tied/strapped
with a bag tie provided by us. Bags must not be tied through the ‘D’ rings.

The minimum number of Mailing Items accepted in a bag is:

o 25 Letters;
e 5 Large Letters (as set out in Section 6.1); or
e 10 Large Letters declared as Magazine Subscription Mail (as set out in Section 6.1).

Insert a new Section 6.11: Presentation of Magazine Subscription Mail Mailing ltems:

Magazine Subscription Mail service is for Large Letters only. You may use this service if you
have signed the Magazine Subscription Mail Schedule and you have registered the Title with
us. In addition to the requirements detailed in the Magazine Subscription Mail Schedule, the
presentational requirements set out in this section 6.171 also apply.

To qualify as Magazine Subscription Mail you must ensure that:

e Mailing ltems:

o comprise at least thirty per cent of editorial content. Editorial content does not include
advertising material or data; or any information relating to a product or service, such



as pricing information or product descriptions, which relate to either the publisher of
the Title, the owner of the Title or a third party;

o show the Title, the date of issue, and issue number on the front cover; and
o have dimensions that qualify as a Large Letter as set out in this User Guide; and

you sort each Magazine Subscription Mail Posting using Access 70 and, meet the
specifications and requirements of Royal Mail Mailmark;

you reference the Title name in the “Campaign Name” field of the Mailmark eManifest each
time you submit a Magazine Subscription Mail Posting to us;

each Container you use to hand over Magazine Subscription Mail to us under the Contract
must contain only Magazine Subscription Mail of the same Title; and

each Container you use to hand over Magazine Subscription Mail must be labelled as
Magazine Subscription Mail using the label identifier we specify in Section 7 of this User
Guide.

6111 Sample Magazine Subscription Mailing ltems

Before you handover Magazine Subscription Mail to us you must:

register each Title with us by completing the application form on the Website
(https://www.royalmailwholesale.com/download-the-latest-user-guides/)  including, the
name of the Title which is to be sent as Magazine Subscription Mail, the name of the Title's
publisher and the Supply Chain ID you will use for each Mailmark Mailing; and

provide us with a sample of the Title in accordance with this section below. The sample
must be an exact reproduction of the Title to be posted in terms of both outers used, front
covers and contents enclosed.

The registration form and sample must be sent to the following address:

RM Sample (Magazine Subscription Mail)

Royal Mail Wholesale /immediately followed by the relevant Mailmark SCID number],
2" Floor

206 Whitechapel Rd

London

E1 1AA

We will confirm in writing to you whether the Title is eligible for the Magazine Subscription
Service and you may commence your Magazine Subscription Mail Postings of that Title from
the date of our notification.



7. Amend Section 7.3: Royal Mail defined information field at paragraph 5:

Service Abbreviation
Advertising Mail ADVM
Responsible Mail Entry level; or, Resp E
Responsible Mail Intermediate level; or, Resp |
Business Mail Large Letter. BMLL
Magazine Subscription Mail Mag Sub

8. Amend Section 15.6.20 to read as follows:

Advertising Mail /
Business Mail/
Magazine
Subscription Malil
Mailing ltems do not
meet the declared
specification
(including provision of
samples and seeds)

If a Posting(s) or relevant segment of the Posting(s) fails to meet the
Advertising Mail / Business Mail / Magazine Subscription Mail specification
we may reject the Posting(s) or relevant segment of the Posting(s). Either:

you must collect the Posting(s) or relevant segment of the Posting(s) and
we may levy a Surcharge to cover the reasonable costs of handling;

Or

if we agree that it is reasonably practicable for us to do so, we will process
the Posting(s) or relevant segment of the Posting(s). In this case we will
amend the Posting Docket and the Posting(s) or relevant segment of the
Posting(s) will be charged at the Postage for the Access Service that the
Mailing Items do meet. Where we have statistically significant evidence
that the error declared on the Manifest represents an error across all
relevant segments, then we may revert the Mailing Items to the correct
Postage by amending the Posting(s) based upon the statistically significant
evidence.

In either case we may levy a Surcharge to cover the reasonable costs of
amending such Posting(s)

In the case of failing to provide samples or seeds as specified in the
relevant Advertising Mail Schedule, Paragraph 3.3 of that Schedule shall

apply.

9. Insert a new Section 15.6.28:

You have failed to
post a Title of

If you fail to post a Title of Magazine Subscription Mail at least twice




Magazine during a calendar year, then for that Title, we will be entitled to:

Subscription Mailat | e treat your posting as a Business Large Letter posting, rather than a

least twice a year Magazine Subscription Mail Posting; and

e at the end of the calendar year, charge you the difference in Access
Charges for that posting accordingly.

10. Amend Appendix M: Royal Mail Mailmark at paragraph 2:

2. Services and formats available with the Mailmark option

The Mailmark option can be used with the following sortation, formats and service options

provided that the mailing ltems meet the machine-readable requirements set out in this
appendix:

Sortation level: Access 70

Format: Letter;
Large Letter.

Additional options: Advertising Mail;
Responsible Mail Entry;
Responsible Mail Intermediate;
Business Mail Large Letter.
Magazine Subscription Mail.

Yours sincerely,
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Luisa Fulci

Regulated Products Director
Consumer and Network Access



