
Separation by format level
	  
	 Up to 100 g	
	 Standard letter
	 To format B5; 176 x 250 mm

	 Up to 500 g
	 Midi letter
	 To format B5; 176 x 250 mm	
	
		
	 Large letter and other	
	 To format B4; 353 x 250 mm 

Picking and handover of consignments 

Consignments without a barcode: handover with 
letter crate
Please refer to the chapter “Gebinde, Bundformierung 
und Beschriftung” (in German) in the “Upstream 
services” factsheet.

Separation of consignments

Separation by domestic / international mail 
Separate domestic and international consign-
ments.

Separation by product

A Mail consignments

B Mail individual items

B Mail bulk mailings

Posting PP-franked consignments
Handing consignments over correctly

PP-franked consignments must be separated at the time of posting. If consign-
ments are posted without following the relevant directives, the acceptance 
point will carry out the separation. If the effort involved takes more than half an 
hour, the sender may be charged for the additional expense. 

To ensure correct posting, the following conditions 
must be met:

Letters with barcode

https://www.post.ch/-/media/portal-opp/pm/dokumente/brief-vorleistungsverguetung.pdf?la=de
https://www.post.ch/-/media/portal-opp/pm/dokumente/brief-vorleistungsverguetung.pdf?la=de
https://www.post.ch/-/media/portal-opp/pm/dokumente/brief-vorleistungsverguetung.pdf?la=de
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Post CH Ltd 
Logistics Services
Wankdorfallee 4 
3030 Bern 

www.swisspost.ch/upstream-services
Tel. 0848 888 888
contactcenter@swisspost.ch

Letters with barcode: correct processing 

Letters with barcode must always be posted sepa-
rately from other consignments (in a folder or at the 
front of the first letter crate; together with the bar-
code list or delivery note).

Posting documents and handover

Please enclose the posting documents (delivery 
note, barcode list) accompanying the consign-
ments or submit them by hand when posting.

You can use the green folder for the following  
consignments with barcode: 
– Debt collection documents
– Court documents
– Letter with ID check
– Registered international mail
– Priority Plus 
– International small goods consignments

As of 1 June 2026, Registered Switzerland and  
A Mail Plus can no longer be included in the green 
folder.

For collections, always use a folder when exchang-
ing documents. 
Your acceptance point will provide you with the fol-
der. Place the dispatch folder in a clearly visible way 
at the top of the letter crate.  The receipt will be 
returned to you by our processing branch in the 
same dispatch folder. 

For diversion via bulk containers or pallets, please 
refer to the chapter “Gebinde, Bundformierung und 
Beschriftung” (in German) in the “Upstream ser-
vices” factsheet.

Aufgeführte Sendungen entgegengenommen  
Les envois indiqués ont été pris en charge  
Invii elencati presi in consegna  

Barcodeliste für Briefe mit Barcode
Liste des codes à barres pour lettres avec code à barres
Lista dei codici a barre per lettere con codice a barre

Erfassungsdoppel Barcode
Premier double de saisie code à barres
Prima copia di rilevamento del codice a barre

Inland
CH
CH

R-Aus.
R Etr.
R est.

Erfassungsdoppel Barcode
Premier double de saisie code à barres
Prima copia di rilevamento del codice a barre

Inland
CH
CH

R-Aus.
R Etr.
R est.

Total/Total/Totale Total/Total/Totale

Absender/Expéditeur/Mittente

Aufgeber (nur wenn nicht identisch mit Absender)
Déposant (uniquement lorsqu’il ne s’agit pas de l’expéditeur)
Speditore (solo se non coincide con il mittente)

23

Vermerke der Post
Indications de la Poste
Annotazioni della Posta

Listen-Nr.
No des listes
n. lista

   

Kunden-Nr. Aufgeber
No du déposant 
N. speditore

   

Beleg für die Post
Justificatif pour la Poste

Copia per la Posta
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http://www.swisspost.ch/upstream-services
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