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1. Service Summary

PremierSort
The PremierSort service is applicable to customers mailing Large Letters and Packets. 

J = Jour (Posting Day)

2.1 Minimum Volumes
The minimum volume for DSA Large Letter is 500 items per day and for DSA Packet 250 items per day.

2.2 Suitable Fonts and Print Formats
In order for maximum read rates to be achieved, only certain fonts can be used and the print quality must be 
of a high standard. For example, using typefaces that are more unevenly spaced than others (or printed labels 
on a dot matrix printer or on a printer where the ink is running low) may cause the item to be rejected by our 
sortation machines, which means having to resort to manual sortation - that can cause delay and affect the  
rate charged.

Recommended Machine-readable Fonts

2.0 Entry Qualifications

Premier Sort (Large Letter and Packet)

Collection and Dispatch from Guernsey J Mon Tue Wed Thu Fri Sat Sun

Received by TNT J+1 Tue Wed Thu Fri Sat Mon Mon

Processed by TNT J+2 Wed Thu Fri Sat Mon Tue Tue

Hand over to Royal Mail J+3 Thur Fri Sat Mon Tue Wed Wed

Royal Mail delivery day J+4 Fri Sat Mon Tue Wed Thur Thur

Delivery target from Guernsey  
(exc Sunday and non-working days)  J+4 J+4 J+4 J+4 J+4 J+4 J+4

Font Size Size Font Size Size
Arial 10pt Microscan-A 10pt
Capelli-Plain 10pt Microscan-B 10pt 12pt
Century - WP 10pt New Century Schoolbook 10pt
Classic Typewriter-Plain 10pt Palatino 10pt
Corporate Mono-Plain 10pt Pica Plain 10pt 12pt
Courier 10pt 12pt Prestige Plain 10pt 12pt
Courier New (TT) 10pt 12pt Souvienne-Plain 10pt
Draft Plate-Plain 10pt Swiss SWA 10pt
Dutch SWA 10pt Times Roman 10pt
Helvetica 10pt Weissach-Plain 10pt
Letter Gothic Plain 10pt 12pt



Things to avoid

The following are typical problems, which can prevent your mail from being rejected by the sortation machine:

•	 Characters with incorrect proportions e.g. Stretched or condensed typefaces. Overlarge or small characters

•	 Quality of characters - which are poorly printed or defined, either because they have been printed by low 
quality printers, low resolution dot matrix printers or because the printer needs maintenance (worn ribbon, 
low on toner etc.)

Note that 10 point fonts read consistently better than 12 point fonts. A 12 point in one font may be smaller or 
larger than a 12 point in another font.

2.3 Postcode
The address of all mailing items must contain the full and accurate Postcode. The Postcode must always appear 
in capital letters on its own at the last line of the address. The Postcode must NOT be:

•	 printed on the same line as the town or country

•	 underlined or punctuated

Two spaces must be included between the two parts of the Postcode. The first part (i.e. GY1) is the outward 
code; the second (i.e. 1AA) is the inward code. 

2.4 Item Dimensions & Weight
Large Letter and Packets

Tubes - Maximum length: 300mm, Maximum diameter: 75mm

2.5 Mail Presentation
All formats must be presented separately to GPL and each 
bag / pallet / or TNT magnum must contain a Customer 
Identification Card (LL Mech / LL Non-Mech / Packet).

(See example right of LL Non-Mech Identification Card which 
can be either A4 or A5 in size).

Minimum Large Letter - Maximum Packet - Maximum

Length - mm 140 353 400

Height - mm 90 250 300

Thickness - mm 1 25 250

Weight - g 2 750 2000

 

 

 




































Mailing items will only be accepted at Guernsey Post if they bear an Indicia approved by Guernsey Post.  
The Indicia cannot be used to access any other service apart from Down Stream Access.

For Large Letters customers must print both the Indicia and the Return Address.

3.1 Pre-printed Indicia for DSA Large Letter
All mailing items must carry a Guernsey Post approved indicia. The indicia is as below:

(Grey area is for illustrative purposes only).

The top and right hand edge of the indicia zone (as set out above in the Indicia Template) should be aligned 
exactly to the top and right hand edges of the envelope. The Indicia must be printed within the Indicia zone 
(70mm across by 30mm deep with a 5mm clear zone).

The Guernsey Post indicia ideally should be printed in black on white or light coloured paper. Other coloured 
indicia’s are possible, as long as they are in contrast by at least 50% in tone with the envelopes. This should 
always be checked with Guernsey Post prior to printing.

Note: The indicia must always be the darker in coloured print against a lighter background. Where an all over 
colour is used on an envelope, it is best to frame the whole indicia area in a rectangle and leave a 2mm white (or 
light) border around it.

Any variation in size or colour from the specification above will need to be checked through the Guernsey Post  
before use.

3.2 Undeliverable Mail Returns Address
Any undeliverable mailing item will be returned to the UK return address, provided on the mailing item 
(Address must be in capital letters). 

GP RETURN MAIL
C/O FERRYSPEED
VENTURE PARK
ACKWORTH ROAD
HILSEA
PORTSMOUTH
PO3  5JT

Please not the ‘Mail Returns Address’ is subject to change and therefore it is recommended that this is placed in 
a position that enable the address to be quickly and easily changed.

3.0 Indicia for DSA Large Letter & Packet



4.1 Large Letters: Machine readable

No additional charges will be made for provision of the sortation services if the total of each mailing presented 
meets a machine readable standard of 95% or above.

Where less than 95% of the mail is machine readable than every item which needs to be manually sorted which 
exceeds the 5% tolerance will be surcharged.

For example: if 100 items are submitted and 6 items are deemed non-machineable then 1 item will be subject 
to a surcharge.

4.2 Packets

No additional charges will be made for provision of the sortation services if the total of each mailing presented 
meets a dimension tolerance of 90% or above.

Any Packets or tubes that exceed the maximum dimensions outside of the 90% tolerance will be surcharged.

For example: if 100 items are submitted and 11 items exceed the maximum dimensions then 1 item will be 
subject to a surcharge.

4.3 Surcharges
Large Letters: Machine readable which exceeed the 5% read rate tolerance: £0.06

Large Letters: Non-machine readable: £0.06

Large Letters: Non-machine readable over-labelling of Guernesy Post Indicia (PPI): £0.01

Large Letters: Machine readable items where the TNT Post sortation machine can not apply a label over 
Guernsey Post Indicia (PPI): £0.09

Packets: which exceed the 10% tolerance: £1.00

Packets over-labelling of Guernsey Post’s Indicia (PPI): £0.01

Weight Price
0 - 100g £0.4547

101 - 150g £0.4791
151 - 250g £0.4966
251 - 375g £0.6796
376 - 500g £0.8796
501 - 625g £1.0908
626 - 750g £1.3156

Weight Price Weight Price
0 - 100g £1.0397 1001-1125g £1.7442

101 - 250g £1.1605 1126 - 1250g £1.8437
251 - 375g £1.1984 1251 - 1375g £1.9457
376 - 500g £1.2905 1376 - 1500g £2.0292
501 - 625g £1.3946 1501 - 1625g £2.1302
626 - 750g £1.4868 1626 - 1750g £2.2314
751 - 875g £1.5679 1751 - 1875g £2.3336

876 - 1000g £1.6605 1876 - 2000g £2.4345

4.0 Products & Pricing



Customers will be invoiced on a weekly basis.

Payment terms for each invoice is cleared funds by day 21. 

Should cleared funds not be submitted by day 21, then Guernsey Post Limited reserves the right to suspend 
Down Stream Access services to the customer.

Payment  is to be made by BACS.

Customers are required to provide a Down Stream Access entry on their daily docket via the  ‘Edocket’ system, 
this will include Total items, Total weight and Total bags.

All billing information will be driven by TNT, meaning the invoiced amounts are the actual volumes that TNT has 
processed.

Customers will be invoiced by total items in each weight step, as per the Down Steam Access tariff table 
contained within the product specification.

6.1 Large Letters
No compensation is available for Large Letter products.

6.2 Packet
Compensation is available for Packet products via ‘BMAC’ Down Stream Access compensation scheme. 
Customers must adhere to and fulfil all requirements of this scheme in order to access the ability to claim for 
compensation.

Please copy this page and sign/return to

Adrian Le Sauvage

Finance Supervisor

Guernsey Post Ltd

Envoy House

La Vrangue

St Peter Port

Guernsey

GY1 1AA

Company Name Print Name Date

Signature

5.0 Payment Terms and Invoicing

6.0 Compensation

7.0 Confirmation of Acceptance


