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Help customers avoid delays
and parcels being returned

Now the UK has left the EU there are new rules
for posting items abroad. Missing or incomplete
customs forms are likely to result in items being
delayed or returned. Here is a simple guide to
helping your customers get it right.

u. When is a customs form needed?

» Posting from England, Scotland and Wales: completed
customs forms are mandatory for all goods and gifts sent
» Posting from Northern Ireland: completed customs

forms are mandatory for all goods and gifts sent to non-EU
destinations only

N Choosing the correct customs form

» CN22B (with barcode): for Royal Mail International Economy
and International Standard — items with a value under £270

» CN22A (no barcode): for Royal Mail International tracking
and signature services — items with a value under £270

o CN23: for itemns over £270 being sent with Royal Mail

w Check the form is completed correctly

Our obligation is to check customs forms are filled in correctly.

Whether a customer completes the form in branch or beforehand,

ONLY accept items where all relevant details are completed.

Important: as customs forms are now scanned by
machines to interpret the details, it's essential they
are completed legibly in BLOCK CAPITALS.
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CUSTOMS DECLARATION CN22 CUSTOMS DECLARATION CN 22

Complete in BLOCK CAPITALS. May be opened officially

Further guidance at royalmail.com/customs Great Britain Complete in BLOCK CAPITALS. May be opened officiall

Further guidance at royalmail.com/customs Great Britain
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@ Ssender’s details in full: it is mandatory to include the sender’s name, address and postcode
@ Type of contents: it is mandatory to tick any that apply

© Contents description: it is mandatory to include a detailed description of each item enclosed
e.g. men's denim jeans (clothing, for example, is not acceptable)
° Value, quantity and weight: of each item is mandatory. If there are two or more items of the same
type, the weight and value sections should be entered as the combined weight and value of the items
© Total quantity, weight and value: is mandatory and should include:
« the total number of items within the parcel
« the total weight of the parcel
- the total value of the contents — should be written in British Pounds (GBP)
° HS Tariff number is mandatory for businesses sending commercial items: customers can
access a HS free lookup tool at parcelforce.com/tariffcode

€@ Business customers must include their GB EORI number or VAT registered number
@ Ccustomers MUST sign and date the form
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A barcoded service label must also be affixed to the parcel.
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Posting from England, Scotland and Wales: a CP72 Customs
Despatch Pack (PFU509) is mandatory for ALL destinations regardless
of value of the item.

Posting from Northern Ireland: a CP72 Customs Despatch Pack
(PFU509) is mandatory for non-EU destinations, unless using
globalexpress which requires a CP72 Customs Despatch Pack for
ALL destinations regardless of value of the item.

Sender’s details in full: it is mandatory to include the sender's name,
address and postcode. Please include a contact number

Business customers must include their GB EORI number or
VAT registered number

Recipients details in full: it is mandatory to include the recipient’s name,
address and postcode. Please include a contact number

Contents description: it is mandatory to include country
of origin and a detailed description of each item enclosed
e.g. men's denim jeans (clothing, for example, is not acceptable)

For documents, describe as:

- Business correspondence

» Personal correspondence

« Financial statements

« Legal documents

Or add a full description of the document type

For mobile phones and other electronic devices:
You MUST include both the serial number and the IMEl number of the device

Business customers must include the HS Tariff number

Item category and value: if the item is a document, tick the
‘Documents’ box. Value type (e.g. $, £) MUST match that on the invoice
and all other documents

Customer MUST sign the form
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