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IMPORTANT UPDATES

DESCRIPTION OF CHANGE LOCATION

Amendment v1.0 Posted on November 18, 2016 Effective on January 16, 2017

No updates.

When there is an amendment or a revision to the document, the version number will be modified as follows:
e an amendment increases the first digit in the version (e.g., version 2.0, 3.0)

e arevision increases the second digit in the version (e.g., version 1.1, 1.2)

e the version number restarts at 1.0 every January of a given year.
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DEPOSITING

The “Depositing” module provides information on the documents you will require at the time of deposit. This section

will help ensure that your mail is deposited at a location that is properly equipped and capable of handling your mail on
time.

1 DEPOSITING THE MAIL

Personalized Mail items must be deposited in accordance with the requirements set out in the Agreement and its
supporting documentation.

If mail items are deposited under a particular preparation option (Machineable Mail and Special Handling) and do not
meet the requirements for that option, the customer may choose:

e to pay a surcharge, if applicable

e to re-work the mailing so as to meet the requirement

¢ to have the mail processed using another option, if the items qualify, or

e to use another appropriate Canada Post service.

2 AT THE TIME OF DEPOSIT

Each Order (Statement of Mailing) must be accompanied by:

e two printed copies of the electronically prepared and transmitted Order (Statement of Mailing) or the original of a
manually prepared Order (Statement of Mailing)

e sample(s) of the item, including all enclosures, attachments and wrapping, identical to the item being mailed.

Each deposit of Special Handling mail must include the exportable file of Mailing Plans generated and imported into
the EST.

Customers are not required to complete an Agreement but must fill out an Order (Statement of Mailing) for each
deposit. The customer's signature on the Order (Statement of Mailing) confirms that the customer has acknowledged
and read the Terms and Conditions on the back of the paper Orders (Statements of Mailing) or included with the
electronic Order (Statement of Mailing).

2.1 Deposit location types

We have assessed the capabilities of our deposit locations to ensure they are properly equipped and capable of
handling your mail efficiently and on time. The type of mail and the volume which can be accepted in each of these
facilities have been defined into the following Deposit Location Types:

LocATION TYPE DEFINITION

Receipt Verification Units (RVUs) | Accepts all products and all volumes with the exception of machineable mail (i.e.: mail prepared in
accordance with the Machineable Mail Specifications). Not all RVUs are approved to accept all types
of Machineable Mail.

Commercial Deposit Centres Facilities that are equipped to accept, verify, and process commercial mailings with the exception of

(CDCs) Machineable Publications Mail (customers will be referred to the nearest RVU). Commercial mailings
deposited at a CDC will continue to be processed at a Canada Post mail processing plant. Customers
exceeding the acceptable volumes will be referred to the nearest RVU.

Corporate Post Offices Accepts all commercial products except Machineable Publications Mail. These deposit locations can
accept up to the equivalent of five containers. Customers exceeding the acceptable volumes will be
referred to the nearest CDC or RVU.

Delivery Facilities Accepts Neighbourhood Mail™ for local delivery (to a maximum of full coverage for the Delivery
facility).
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2.2 Where to deposit

All items must be deposited with an authorized representative at the deposit location selected on the Order (Statement
of Mailing). ltems cannot be deposited into street letter boxes or other mail receptacles.

Daily maximum volumes of mail apply for certain types of deposit locations.

RECEIPT ComMMERCIAL DEPOsIT CENTRES (CDC)* CORPORATE POST OFFICE* DELIVERY
VERIFICATION FACILITY
uUnit (RVU) LEVEL 1 LEVEL 2 LEVEL 3 LEVEL 1 LEVEL 2
No maximum |2 shipping units** |3 shipping units** | 7 shipping units** 5 containers 12 containers N/A
(monotainers/pallets)

* This location type is not equipped to process mail received in monotainers or pallets that are double-stacked.
*k A monotainer can accommodate approximately 48 letterflatainers (LFTs) (40 letterflatainerss with lids) or 24 Flats tubs.

NOTE: Commercial Deposit Centre (CDC) Levels 1, 2 and 3 and Delivery Facilities are not equipped to process mail
received in monotainers or pallets that are double-stacked.

A look-up tool called Find a Deposit Location is available at canadapost.ca/depositlocations to help you identify the

right deposit location for your mailing based on Postal Code®M, mail type and quantity. In addition, this tool will

provide further information such as the deposit location address and deposit location cut-off times.

NOTE: Items deposited after the deposit location cut-off times are considered as being deposited on the next
business day.

Page 2 Version 1.0 January 16, 2017


http://www.canadapost.ca/depositlocations

	1 Depositing the Mail
	2 At the Time of Deposit
	2.1 Deposit location types
	2.2 Where to deposit



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Gray Gamma 2.2)
  /CalRGBProfile (Adobe RGB \0501998\051)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.5
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo true
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Average
  /ColorImageResolution 150
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages false
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Average
  /GrayImageResolution 150
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages false
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Average
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e55464e1a65876863768467e5770b548c62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc666e901a554652d965874ef6768467e5770b548c52175370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA (Utilizzare queste impostazioni per creare documenti Adobe PDF adatti per visualizzare e stampare documenti aziendali in modo affidabile. I documenti PDF creati possono essere aperti con Acrobat e Adobe Reader 5.0 e versioni successive.)
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020be44c988b2c8c2a40020bb38c11cb97c0020c548c815c801c73cb85c0020bcf4ace00020c778c1c4d558b2940020b3700020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken waarmee zakelijke documenten betrouwbaar kunnen worden weergegeven en afgedrukt. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents suitable for reliable viewing and printing of business documents.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
>> setdistillerparams
<<
  /HWResolution [300 300]
  /PageSize [612.000 792.000]
>> setpagedevice




