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Please review this Overview of Changes for the Transaction Mail and Direct Marketing services you currently use. While this overview is primarily a reminder of the important changes effective January 12, 2009, it also provides information on important changes that came into effect in 2008.

2009 Customer Guides, 2009 Mail Preparation and Presortation Guides 
The 2009 Customer Guides can be viewed online on the Canada Post website by going to canadapost.ca/postalservices and clicking on the red icon Service and price changes in 2009. Please refer to the Important Updates section, conveniently located at the beginning of each Customer Guide for a description of changes and quick links to the revised sections. On January 12, 2009, the 2009 Customer Guides and Mail Preparation and Presortation Guides will be available directly at canadapost.ca/postalservices
REVISED - New Wooden Pallet Specifications 
Recently Implemented 

In our July notification package, we introduced new wooden pallet specifications and informed you that effective January 12, 2009, non-compliance could result in surcharges or refusal of your mailings.

 

Based on customer feedback, the implementation of the surcharge will be delayed until further notice. It is recommended that you use the Canada Post reusable plastic pallets (when applicable); however if you prefer wooden pallets, for safety and operational efficiencies we recommend the use of a “block design”. Additional details can be found at canadapost.ca/postalservices by clicking on the red icon Service and price changes in 2009.

Reusable Plastic Pallets 
Recently Implemented
Reusable plastic pallets are not mandatory but are now available to any qualifying customer who mails Oversize (O/S) Letter Carrier Presort (LCP) or NDG Publications Mail™, O/S LCP or NDG Addressed Admail™ or Standard and O/S Unaddressed Admail™ items. 

If you wish to use the Canada Post reusable plastic pallets, you must hold an Agreement with Canada Post and sign a Memorandum of Agreement. Mail must be brick-piled as per the brick-piling specifications outlined in the Mail Preparation and Presortation Guides. The minimum number of pallets that can be ordered at a time is 40.

Use of reusable plastic pallets at a nominal fee of $2.00 per use could represent a net cost savings to you. These environmentally friendly pallets also help address safety issues more commonly found with wooden pallets. For more information, please contact our Commercial Service Network at 1.866.757.5480.

REVISED - Metal Strapping on Pallets No Longer Permitted 
Recently Implemented
The use of metal strapping on any pallet is hazardous to the safety of customers and employees; therefore it is no longer acceptable when preparing your mail. The Mail Preparation and Presortation Guides (canadapost.ca/mailpreparation) have been updated accordingly and, beginning in January 2009, non-compliant mailings will be refused.

NEW - Publications Mail Enclosures Made Easy – A Handy Resource Tool

Recently Implemented

In order to assist you in understanding the different Publications Mail enclosure types and how they are priced, we have developed a reference document which provides a detailed list of enclosures and where they qualify within the main categories. Using the document, you can quickly get information on a particular enclosure type and compare it to similar items to understand how the items are priced. You can download and print the document and provide it to your sales force as a tool when soliciting advertising for your publications. Simply go online at canadapost.ca/pmsupportdocuments
Brick-piled Publications Mail and Addressed Admail

Recently Implemented

Please note that you are no longer required to obtain approval to reduce the minimum brick-piling height from 500 mm to 150 mm for Local pallets and 300 mm for Forward pallets. In addition, you no longer require approval to brick-pile to level 3 and level 4. Review the following table to see the access levels for brick-piling Letter Carrier Presort (LCP) & NDG presort mailings on pallets: 

	Service Option
	Level 1
Delivery Facility
(NPS)
	Level 2
City
(NPS)
	Level 3
DCF
(NPS)
	Level 4
FCP
(NPS)
	Residue

	Addressed Admail 
LCP & NDG O/S
	Yes
	Yes
	Yes
	Yes
	No

	Dimensional Addressed Admail LCP 
(Small/Medium/Large)
	Yes
	Yes
	Yes
	Yes
	No

	Publications Mail 
LCP & NDG Oversize (O/S)
	Yes
	Yes
	Yes
	Yes
	No


Brick-piled monotainers and pallets must continue to meet all other make-up specifications.
Reduction in Minimum Pallet Height Requirement for Unaddressed Admail
Recently Implemented

We have reduced the minimum pallet height requirement from 500 mm to 150 mm for “direct to delivery installation” pallets of brick-piled Standard and Oversize Unaddressed Admail. This change minimizes bag and container usage and maximizes your ability to prepare direct to station pallets.  

Updated Householder Definitions for Unaddressed Admail
Recently Implemented

We have recently clarified the definitions for Householder Types, making it easier for you to differentiate the types of delivery points: Houses, Apartments, Businesses and Farms. To view the updated definitions, visit canadapost.ca/hc
NEW - Do-it-Yourself Checklists to Avoid Common Errors 
Effective January 12, 2009

We are introducing three new Do-it-Yourself Checklists to Avoid Common Errors to assist you when preparing Unaddressed Admail and Machineable Mail (Addressed Admail and Publications Mail). Each checklist itemizes the most frequently encountered mailing issues and provides references to obtain further information on proper mail preparation. The new Do-it-Yourself Checklists to Avoid Common Errors are helpful reference tools and will be posted January 12, 2009, at canadapost.ca/mailpreparation 

These new checklists follow the successful implementation of the checklists introduced for Addressed Admail and Publications Mail, and Lettermail™/Incentive Lettermail™ in 2007. The previously released checklists will also be updated effective January 12, 2009, to reflect the 2009 changes to the Mail Preparation and Presortation Guides.

Allow Partial Mailings for Incentive Lettermail
Effective January 12, 2009

As a result of customer requests, partial mailings whereby customers induct parts of a single Order over the course of several days will be permitted for Incentive Lettermail effective January 12, 2009. 

Compared to Addressed Admail and Publications Mail, the Electronic Shipping Tools (EST) will be updated to accommodate partial mailings for Incentive Lettermail as follows:

	
	Downstream (1)
	Desktop & Online

Full Mailings (2)
	Desktop Only

Partial Mailing Details Known (3)
	Desktop & Online

Partial Mailing 
Details Unknown (4)

	Addressed Admail
	(
	(
	(
	(

	Publications Mail
	(
	(
	(
	(

	Incentive Lettermail
	Not available
	(
	New!
	New!


(1) Downstream mailings option in EST will not be allowed for Incentive Lettermail.

(2) Full Mailings are defined as a single deposit.

(3) Partial Mailings, Details Known enables more accurate verification of inducted volume.

(4) Partial Mailings, Details Unknown is used primarily when you cannot always accurately estimate the volume of each deposit.

Also:

· You will be able to print additional copies of the Order through the “Copy/Reprint” functionality.  

· Each deposit copy of the Order will be designated as a “Partial Shipment”.

· The overall total dollar value of the entire Order will be printed on EVERY deposit copy of the Order.

Incentive Lettermail Requirements when the "Partial Mailing" option is selected

· All deposits must be made within seven calendar days. Any partial deposit that does not meet the 7-day window will require a new Order.

· The entire Order (total mailing volume and cost) will be invoiced upon induction of the first partial mailing. 

· If issues are noted with the mailing upon induction, the current process for contacting customers will be followed. Please advise your Accounts Payable department that any adjustments to a partial Order will be applied after the 7-day deposit window date has passed. As a result, based on the date of deposit of the first partial mailing, the adjustment may be on a different billing cycle than the initial total Order invoice.

· Each individual partial deposit of an Order must be made at the same deposit location and be accompanied by a copy of the Order. 

· You will not be able to mix Incentive Lettermail with full-rate Lettermail or full-rate Letter-post on the same Order.

· You will be able to mix Machineable and Presort mail on the same Order. 

· When creating an Order, each partial mailing, as well as each individual deposit (with the exception of the last deposit) must meet the minimum volume deposit requirements of 500 items for Presort and 5,000 items for Machineable Mail. 
REVISED - Improvements to Preparing and Depositing Your Orders - Applies to all services

Beginning January 2009

Improved receipt verification process for all Orders

Beginning in January 2009, Canada Post will implement changes to our receiving process to help serve you better. The application of new technology will provide a faster, more efficient acceptance process resulting in a more consistent and positive customer experience. 

Changes are planned for our Receipt Verification Units (RVUs), equipping them with portable data terminals (PDTs) that will quickly and easily provide the receiving employees with important mailing information when Orders are scanned. This technology deployment begins in January 2009 and is planned for implementation in all RVUs by Spring 2009. 

New file import capability

In support of the new receiving process, Canada Post and SERP (Software Evaluation Recognition Program) vendors have developed a file import functionality. The new functionality will allow you to import your Mailing Plans directly into the Electronic Shipping Tools (EST), both the Desktop and Online versions. This feature will reduce the amount of data that you will need to enter when completing Orders (Statements of Mailing). 

The file import functionality will be available in January 2009, to customers who prepare:

· Addressed Admail - Letter Carrier Presort (LCP)

· Publications Mail - Letter Carrier Presort (LCP)

· Incentive Lettermail (optional) – Lettermail Presort

For a complete listing of certified SERP vendors, visit canadapost.ca/presortationsoftware
Please note that by July 20, 2009, the electronic transmission of the Mailing Plan into EST will be mandatory for LCP Addressed Admail and LCP Publications Mail. The import of the Mailing Plan for Presort Lettermail will be optional and is not recommended for Orders that contain multiple weight bands.

Effective July 20, 2009, LCP Addressed Admail and LCP Publications Mail inducted without the required Mailing Plan file uploaded to EST will be subject to a surcharge of $0.05 per piece on the entire mailing upon induction at the Receipt Verification Units.

We are also introducing a new optional import file for:

· Machineable Addressed Admail

· Machineable Publications Mail

· Machineable Incentive Lettermail

For additional information about the Machineable Mail import file specifications, visit canadapost.ca/mailpreparation

The recommended system requirement to import a Mailing Plan file is 512 MB of RAM or higher. To process larger Mailing Plan files, we recommend 1 GB of RAM or higher.

New barcoded container labels
Effective July 20, 2009, it will be mandatory that container labels and tie-on bag tags for LCP Addressed Admail and LCP Publications Mail include a bar code and/or the associated human-readable data. The new bar code and associated human-readable data may be generated by your software or SERP vendor software and will be linked to the EST Order, which will in turn enable a faster, more efficient acceptance process. 
If your printer does not have the capability to produce a bar code, Canada Post will accept the associated human-readable data that represents the bar code content. New barcoded container labels are also available for Presort Lettermail, however use of these new labels is optional for Presort Lettermail customers. To access the new container label specifications, please visit canadapost.ca/tools/pg/labels/ 

Important Reminder

To avoid potential delays and surcharges, ensure your mail is properly prepared and that the correct Order (Statement of Mailing) is provided at the time of induction.

NEW - Track a Mailing for Publications Mail 

Effective January 2009

Canada Post will offer Track a Mailing for Publications Mail through the Online Business Centre. This tool uses state of the art bar code technology to provide you with information on the actual deposit date of the Publications Mail mailing. Some of the benefits of using Track a Mailing include:

· Provides increased visibility as a scan of the Order is captured at induction; 

· Provides the expected Container Destination Arrival Date;

· Provides convenient, up-to-date, self-service information via Canada Post’s Online Business Centre website (canadapost.ca/obc). 

Implementation of Publications Mail Letter Carrier Presort (LCP) Distance-based Pricing Effective January 12, 2009

In 2008, a distance-based structure (Local, Regional, National) was introduced for LCP mailings with no price differentiation, as agreed between Canada Post and the publishing industry. 

Introduction of the new pricing structure without price differentiation provided you with time to assess your Local, Regional and National mix in preparation for the 2009 distance-based price implementation. Effective January 12, 2009, new pricing within the distance-based structure is being implemented. Note that there is no base price increase to Local mailings.
	LCP distance-based designations

	Local 


	The Local price applies to mail deposited at an approved postal facility for delivery within the same city or town, with some exceptions*.

	Regional
	The Regional price applies to mail deposited at any approved postal facility for delivery within the same province, with some exceptions*.

	National
	The National price applies to mail deposited at any approved postal facility for delivery anywhere in Canada that does not qualify as Local or Regional.

	Residue
	Residue items are considered National for pricing purposes.

	Phantom charges
	Phantom charges will be based on the Local “Delivery Mode Direct” up to 200 g base price.


*Exceptions to these Local and Regional designations (e.g., Atlantic provinces are all Regional to each other) have been programmed into the SERP software. A listing is available at canadapost.ca/pmsupportdocuments
Please note that if the deposit location declared on the Order differs from the actual deposit location, the National prices will apply. To ensure the accuracy of Local, Regional and National designations, the deposit location Postal CodeOM must match the "outlet name" Postal Code in the Electronic Shipping Tools (EST). A list of major deposit location Postal Codes is available at canadapost.ca/pmsupportdocuments
The distance-based structure requirement means a more detailed breakdown on your EST Orders. Therefore Orders printed via EST beginning January 2009 will no longer be restricted to a single page but may be made up of multiple pages.

Change to Legal Notification Period for Addressed Admail and Publications Mail
Effective January 12, 2009

Effective January 12, 2009, we will make the following change to align all services to the same legal customer notification period:

· Addressed Admail will change from 180 calendar days to 30 calendar days;

· Publications Mail will change from 60 calendar days to 30 calendar days. 

The 2009 Customer Guides for Addressed Admail and Publications Mail reflect this change and are posted at canadapost.ca/postalservices under the red icon Service and price changes in 2009.  
Machineable Mail Readability Rate Increase for Addressed Admail and Publications Mail
Effective January 12, 2009

Machineable Mail read rates provide a readability percentage based on various elements such as ink clarity, envelope window clarity, size, colour, font, and luminescence. Machineable Mail readability does not validate the address – it provides a read rate based on the ability to read the address. 

To improve the quality of Machineable Mail, we are increasing the readability rate targets for Machineable Addressed Admail and Machineable Publications Mail to align with the minimum target rates of Incentive Lettermail. Effective January 12, 2009, the required readability rates will increase from 90% to 95% for S/L Machineable Addressed Admail and Publications Mail, and from 80% to 85% for O/S Machineable Addressed Admail and Publications Mail. 

To help reduce the risk of a price adjustment or surcharge, you can determine your mailings machineability read rate by sending a 200-piece sampling of your mail to the following new address:

CANADA POST

MAIL STANDARDS AND TESTING

ENGINEERING AND MAINTENANCE

2701 RIVERSIDE DR SUITE N0625

OTTAWA ON  K1A 0B1

Results will be sent via email to your designated Canada Post representative, usually within five (5) business days after receipt of the samples.

Pricing adjustments for mailings that fail to meet the read rates will be applied as follows:

	If the actual read rate* is: 
	Then the price adjustment is:

	…greater than 95% for S/L and greater than 85% for O/S
	…no price adjustment.

	….less than 95% for S/L and less than 85% for O/S
	…a $0.10 per item price adjustment will apply to the difference (95% or 85% less the actual read rate).


* as measured by our automated equipment

REVISED - Optional (previously Optical) Endorsement Line for Letter Carrier Presort (LCP) Addressed Admail and LCP Publications Mail
Effective January 12, 2009

LCP Addressed Admail and LCP Publications Mail require that you print and manually apply a label (facing slip) to identify DCF (Distribution Centre Facility), FCP (Forward Consolidation Point) and Residue mail bundles (groupings). 

As an alternative to this requirement, a more customer friendly option will be available effective January 12, 2009. The Optional Endorsement Line will be generated by SERP software whereby the DCF, FCP and Residue bundle information will be printed directly on to the mail item or address label as the top line of the address block. This new option will allow you to save costs while improving the accuracy of your mail preparation process.

New weight band for Addressed Admail 

Effective January 12, 2009

The Addressed Admail Short and Long (S/L) Machineable Mail “up to 50 g” weight band will be divided into two weight bands – up to 30 g and over 30 g up to 50 g. The up to 30 g category will be priced at $0.38 per item which is $0.01 lower than the 2008 price for an item of that weight.

Two-Tier service offering for Unaddressed Admail 
Effective January 12, 2009 (AdCard™ effective in June 2009)
As previously communicated to you, effective January 12, 2009, we will introduce two categories within Unaddressed Admail: “Basic” and “Premium”. The Basic category will include Standard size items/printed matter, targeting residences only (houses, apartments or farms) and using the Upon Receipt delivery option. The Premium category will include all of the Basic features plus value-added features such as non-printed matter (including Samples), Oversize items, the Specified Delivery Start Date option or delivery to Business Points of Call. The Premium price will only be applied once to a mailing, regardless of how many premium features are chosen. For additional information on the new Basic and Premium categories, please visit canadapost.ca/rates/pdf/two_tiered-e.pdf
Reminder: The additional one cent applied to Oversize items is included in the Premium price of 1.2 cents. Therefore, if you are currently mailing Oversize items, you will see an increase of 0.2 cent on such items effective January 12, 2009 (excludes increase to basic prices).
Reduction in Container Weight for Unaddressed Admail
Effective January 12, 2009

Effective January 12, 2009, the maximum container weight (including bags) for Unaddressed Admail will be reduced from 25 kg to 22.7 kg (50 lbs) to align the weight specifications with our other Direct Marketing and Transaction Mail services. This change will reduce the number of overweight bags that require additional processing and handling, as well as diminish potential safety hazards.
Amalgamation of Catalogue Mail™ into Addressed Admail 

Effective January 12, 2009

In order to simplify our Direct Marketing suite of services and reduce the confusion in specifications and requirements, the Catalogue Mail product line is being amalgamated with other Canada Post services effective January 12, 2009. Items that you previously mailed as Catalogue Mail will be transitioned according to their size, weight and content. In most cases, items under 1.36 kg can be sent as Addressed Admail, as we are expanding the specifications of this service to accommodate the broader “catalogue” requirements. For items that do not qualify due to content, other services are available such as Lettermail and Publications Mail (e.g. “magalogues”; certain conditions apply). The following chart illustrates possible options available for items under 1.36 kg that will not meet Addressed Admail content requirements on January 12, 2009:
	
	Effective January 12, 2009

	Mailing Content
	Up to 500 g 

May qualify for
	Over 500 g

May qualify for

	Directories*
	· Lettermail

· Parcels
	· Parcels

	Professional Handbooks
	· Lettermail

· Parcels
	· Parcels

	University Calendars**
	· Lettermail

· Publications Mail 

· Parcels
	· Publications Mail (up to 1.36 kg)

· Parcels

	List of products 
	· Lettermail

· Publications Mail 

· Parcels 
	· Publications Mail (up to 1.36 kg)

· Parcels


*Categorical directories are considered promotional and are acceptable as Addressed Admail (as opposed to alphabetical listings which would not qualify).
**College/university calendars sent to registered students are considered fulfilment and therefore not acceptable as Addressed Admail. Promotional calendars sent to non-students are acceptable as Addressed Admail.

Items that weigh more than 1.36 kg will need to be shipped as Parcels. Since Parcel shipments have different packaging requirements, need separate Orders and use a specific weight and destination price structure, we recommend that you consult the Parcel Services Customer Guide on our website at canadapost.ca/customerguides for additional information. 

Please note that a one-year grace period will be extended for mailings bearing the Catalogue Mail indicia. Items must however be mailed using one of the alternate services mentioned above and be accompanied by the proper Order documents to avoid a surcharge or refusal of the mailing.

REVISED - Introduction of Lettermail Advisor 

Coming Soon!

In early 2009, we will introduce the Lettermail Advisor—an interactive online tool that will help you design a Lettermail piece and demonstrate best practices. This user friendly online resource centre will have built-in requirements and guidelines to help create great looking Lettermail envelopes and cards while ensuring the items are compliant with current Canada Post Lettermail specifications. Look for the Lettermail Advisor on the Canada Post website coming soon!

Changes to Canada Post’s Participation in the Publications Assistance Program (PAP) – Effective March 31, 2009

Canada Post will cease to contribute to the PAP fund effective March 31, 2009, but will continue to maintain the billing services for PAP on behalf of the Department of Canadian Heritage (DCH) for those eligible publications that are distributed by Canada Post. Any changes to the PAP will be communicated to members directly by DCH.
New equipment for Unaddressed Admail

Currently, two types of containers are approved for use within Unaddressed Admail, Canada Post-supplied bags (free of charge) and customer-supplied containers that are pre-approved by Canada Post. It is our intention to move away from customer use of Canada Post-supplied bags. The Bag Conversion Strategy supports our plan to provide our customers with equipment alternatives that make our operations more efficient as we modernize our network. These alternatives include new FlexipackTM pouches and hard-sided containers.

Introducing FlexipackTM Pouches
Effective January 12, 2009
On January 12, 2009, Canada Post will introduce the Flexipack pouches - designed as an alternative that offers flexibility when preparing Unaddressed Admail mailings of various sizes. These one-time-use pouches are made of recycled plastic and will be available through the Online Business Centre at canadapost.ca/obc in two sizes:

· Small (305 mm x 406 mm) – with a maximum weight of 6 kg - at $0.22 per unit. They will be available in packages of 50 for $11.76 plus applicable taxes;

· Large (483 mm x 610 mm) – with a maximum weight of 11 kg - at $0.44 per unit. They will be available in packages of 50 for $22.76 plus applicable taxes.

These per unit prices make Flexipack pouches an appealing alternative to purchasing cardboard boxes. You can also buy Flexipack pouches at select corporate post offices where available. 

Important Note on Mail Preparation for Unaddressed Admail:

Flexipack pouches can only be used when you are depositing mailings:

· Directly to a Delivery Facility – local to local: a mailing destined to an urban or rural delivery facility that does not require Canada Post transportation;

· Prepared to the Delivery Facility (level 1 NPS) – Mailings may be inducted at a Receipt Verification Unit (RVU) or a post office for Canada Post transportation.

· Consolidated to the City (Level 2 NPS) – Mailings may be inducted at an RVU or a post office for transportation when only one Flexipack pouch is destined to each Delivery Facility. Note: Flexipack pouches cannot be consolidated to Levels 3 and 4.
· To a Delivery Facility where the minimum fill requirement cannot be met for one container.

For safety reasons, Flexipack pouches cannot be brick-piled due to load instability during normal processing.

Extending the use of Canada Post hard-sided containers
Effective June 22, 2009
Canada Post currently provides hard-sided containers at no extra charge to customers for services other than Unaddressed Admail. Hard-sided containers are generally preferred by customers and employees because they are easier to handle and label, and they help protect the enclosed mail items during processing and delivery. Effective June 22, 2009, hard-sided containers will be made available to all Unaddressed Admail customers. 

Extending the use of hard-sided containers to Unaddressed Admail means specification changes for labels and container fill requirements. The Unaddressed Admail Mail Preparation and Presortation Guide will be updated to reflect these changes prior to implementation and can always be referred to at canadapost.ca/mailpreparation 

Important Note: On December 31, 2009, Canada Post- supplied bags will no longer be provided to customers for use with Unaddressed Admail. Effective January 11, 2010, Canada Post will no longer accept bags for use with Unaddressed Admail.

Reduction of the automation incentive 
Effective June 22, 2009
In May 2005, Canada Post introduced a 2% automation incentive to encourage customer usage of electronic Orders via the Electronic Shipping Tools. Since the majority of commercial customers are now preparing electronic Orders, the incentive will be reduced to 1% as of June 22, 2009.

REMINDER – Automated Undeliverable Publications Mail Report

Please ensure that you place your “keyline” code above the recipient’s name on the address label to assist with accurate data entry. 

For additional information on the undeliverable Publications Mail automated process, please consult the Frequently Asked Questions online at canadapost.ca/upmform or call our Commercial Service Network at 1.866.757.5480.

REMINDER – Proof of Payment Location for Publications Mail
Proof of Payment (Basic Identifying Information on the Publications Mail indicia) must appear on the outside of the Publications Mail item, preferably on or near the address label. Refer to the 2009 Publications Mail Customer Guide, section 2.2.1.1 Basic Identifying Information at canadapost.ca/postalservices by clicking on the red icon Service and price changes in 2009.

REMINDER - Mailing Coins using Addressed Admail
When mailing coins, the RETURN POSTAGE GUARANTEED postal indicia must appear on the cover of the Addressed Admail item along with a Canadian return address so that it may be returned if it cannot be delivered or redirected. If there is no RETURN POSTAGE GUARANTEED postal indicia, the mailing will be refused. For additional information, please refer to the 2009 Addressed Admail Customer Guide, Section 2.1.2 available online at canadapost.ca/postalservices by clicking on the red icon Service and price changes in 2009.
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