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1. Basic information for posting

The purpose of these documents is to provide information to consignors on the use of the bulk posting system, mainly from the technical viewpoint, to enable consignors to install functionalities on their systems that are necessary for preparation of data and other preconditions for posting.

The bulk posting system is used for the receipt of all types of consignments with a barcode (see Annex No. 1 - Code List for Products/Prefixes).

1.1. Preconditions for posting

· Adding an address label with a barcode (the barcode includes the consignment's identification number)
· Providing information on each consignment in data format or on paper:

data format - data file N (older types I or K are also acceptable), ePA;

on paper - posting sheet.

2. Address label with the barcode
Each contractual consignor may receive from Česká pošta address labels with pre-printed barcodes, or they may be printed by consignors themselves (depending on their contract and possibilities).  The identification number structure and the barcode content on the address label are determined according to the consignor type.
The consignment identification number in the barcode must be unique for the given consignor and consignment type for a minimum period of 13 months.
2.1. Barcode structure 

Technical specification of the barcode type in the address label: type 128 C.
A consignment barcode contains 13 characters and consists of:
· Prefix (2 characters) - consignment type specification.

· Consignment identification number (9 or 10 characters according to the consignment type) - consisting of the consignor number (not used with certain consignment types), posting number and control number.

· Postfix (1 or 2 characters according to the consignment type) - the consignor type specification or general postfix “CZ”. 

Barcode structure by consignor types: 

Types F, E 


                2    2        7          1   1 = 13 characters

TT 
- 2 characters
- consignment type specification (if the consignment is specified with one letter,




  then the second character is filled in with a space – 20 hex)

DD

- 2 characters
- consignor number (01-99)

IIIIIII

- 7 characters
- consignment posting number
K 

- 1 character
- control number
X 

- 1 character
- consignor type identification (F, E)

ID number example: 

BO 08  0000002 6 F

 

consignment type


           consignor type identification

consignor number



control number

                     
                                               consignment posting number

Types U, T


2    3        6          1   1 = 13 characters

TT 

- 2 characters
- consignment type specification (BO, OV, etc.)

DDD

- 3 characters
- consignor number (001-999)

IIIIIII

- 6 characters
- consignment posting number
K 

- 1 character
- control number
X 

- 1 character
- consignor type identification (U, T)

ID number example: 

BO 081 000002 6 U

                   

consignment type



consignor type identification

 




        control number

consignor number 

      consignment posting number

Types C, B 

           2           4              5     1  1
= 13 characters

TT 

- 2 characters
- consignment type specification
DDDD

- 4 characters
- consignor number (0001-9999) 
IIIII

- 5 characters
- consignment posting number
K 

- 1 character
- control number
X
- 1 character
- consignor type identification (C, B)

ID number example:

BO 3601 00202 9 C


consignment type



consignor type identification

 




control number

consignor number






consignment posting number

Types M, L

          2              5            4    1   1
 = 13 characters

TT 

- 2 characters
- consignment type specification
DDDDD
- 5 characters
- consignor number (00001-99999)

IIII

- 4 characters
- consignment posting number
K 

- 1 character
- control number
X

- 1 character
- consignor type identification (M, L)

ID number example:

 BO 36151 0202 9 M

                   

consignment type



consignor type identification

consignor number



control number






consignment posting number

Type CZ (without consignor number)
With some types of consignments, e.g. international or EMS consignments, the consignor number is not included in the barcode. The barcode consists of the following data:

TT 

- 2 characters
- consignment type specification
IIIIIIIII
- 8 characters
- consignment posting number
K 

- 1 character
- control number
CZ 

- 2 characters
- consignor type identification (CZ – consignments for contractual as well as 



  random consignors)

ID number example:

 EE 02183121 6 CZ


consignment type



       consignor type identification (contractual and random)







  control number

consignment posting number

2.2. Consignor types (postfix of the barcode)

Consignor technological number consisting of a “letter” (consignor type) and n-character digit (depending on the consignor type) as allocated by the sales representative under the contract:

· Types F, E - consignors with annual posting volume over 1,000,000 consignments.

· Types U, T - consignors with annual posting volume up to 1,000,000 consignments.

· Types C, B - consignors with annual posting volume up to 100,000 consignments.

· Types M, L - consignors with annual posting volume up to 10,000 consignments.

The consignor type, or the number of characters in the consignor number, also limits the extent of the series of posting numbers in the consignment identification number.

2.3. Consignment types (prefix of the barcode)

Prefix of the barcode specifies the type of product - see Annex No. 1 - Code List for Products/Prefixes.

2.4. Consignment identification number

Consignment identification numbers of 10 characters are used in barcodes with consignor specification and consist of:

· Consignor number (2-5 characters according to the consignor type)

· Consignment posting number (4-7 characters according to the consignor type)

· Control number (1 character)

For a given consignment posting number these series may therefore be used by consignors according to the consignor type (postfix of the barcode) for each consignment type (prefix of the barcode):

· Types F, E (consignor number of 2 characters) - series of consignment posting numbers of 7 characters (0000001-9999999) 

· Types U, T (consignor number of 3 characters) - series of consignment posting numbers of 6 characters (000001-999999)

· Types C, B (consignor number of 4 characters) - series of consignment posting numbers of 5 characters (00001-99999)

· Types M, L (consignor number of 5 characters) - series of consignment posting numbers of 4 characters (0001-9999)


Identification numbers are checked by using Česká pošta's universal method based on modulo 11 - the tenth character in the consignment identification number is used as control number (see the Modulo for calculation of the control number).

Consignment identification numbers of 9 characters are used in barcodes with consignor specification (type CZ) and consist of:

· Consignment posting number (8 characters)

· Control number (1 character)


The centrally distributed address labels with this type of barcodes include pre-printed barcodes (i.e. no series of posting numbers has been assigned to the consignor).    
Identification numbers are also checked by using Česká pošta's universal method based on modulo 11 - the ninth character in the consignment identification number is used as control number (see the Modulo for calculation of the control number).

2.5. Calculation of the control number

M O D U L O 11 method for barcodes with a 10-character consignment identification number 
In order to check the numeric part of the identification number, the consignor shall apply modulo 11 according to the following algorithm:  
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s1   + 
s2   + 
s3   + 
s4   + 
s5   + 
s6   + 
s7   + 
s8   + 
s9  =  sum
sum: 11 =  sum1 and the remainder = A
The control number K will be calculated based on the remainder A as follows:
If the remainder A > 1   =>  control number K = 11 -  A 

A = 0 – control number K = 5
If the remainder A = 1   =>  control number K = 0
Example:

Consignor number = 54

Consignment posting number = 1234567

 
5 
4 
1 
2 
3 
4 
5 
6 
7

 
* 
 * 
* 
 * 
 * 
 * 
 * 
 * 
 *

 
1 
8 
6 
4 
2 
3 
5 
9 
7
 
= 
= 
= 
= 
= 
= 
= 
= 
=

 
5    +     32   +   6    +     8    +     6    +   12    +   25    +   54   +   49  =  197

197:  11 =  17 and the remainder = 10

 
11 - 10 
 = 1 (resulting control number)
Consignment identification number = 5412345671
M O D U L O 11 method for barcodes with the postfix CZ
In order to check the numeric part of the identification number with a 2-character postfix (e.g. CZ), the consignor shall apply modulo 11 according to the following algorithm:  
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s1   + 
s2   + 
s3   + 
s4   + 
s5   + 
s6   + 
s7   + 
s8    = sum
sum: 11 =  sum1 and the remainder = A
The control number K will be calculated based on the remainder A as follows:
If the remainder A > 1   =>  control number K = 11 - A 

If the remainder A = 0   =>  control number K = 5
If the remainder A = 1   =>  control number K = 0
For a model address label 4xA6 see Annex No. 6.
3. Data handed over by the consignor

At posting the consignor hands over physical consignments and the data on consignments to be posted. The data may be posted in the form of a data file on a USB data medium (e.g. flash disk) or on a 3.5” diskette.
The USB data medium must comply with the following technical requirements:

· USB 1.1

· Standard MassStorage Compatible

· File system FAT16/32
· If the medium contains more than one file, the posting data file(s) must be located in the first partition

The data file with data on consignments to be posted must be handed over at the latest together with the physical consignments.

The following three types of files may be currently used to hand over data on consignments to be posted:

· Data file type I 

· Data file type K

· Data file type N

Data file types I (cannot be used for new products with prefixes BN, BE, DR, DV, DE, NP, NV) and K (cannot be used for new products with the prefix BN with required service “eDodejka” = SMS/Email alert of delivery of the consignment for the sender) are already obsolete as they do not enable the consignor to hand over data on all types of products. While post office systems still accept these file types, it is recommended to always use the latest file type N enabling the consignor to post all types of products including the latest ones.

3.1. Formats of N, K, I files 

The data files used have a text (ASCII) format with a fixed data sentence length.
Used type of Czech language encryption – CP852 (Latin 2).
The text file handed over on a data medium is compressed by ZIP or ARJ programme. 

3.2. Names of N, K, I files

Text file name: 
sxyyyppp.Tzz

Compressed file name: 
sxyyyppp.zzk

· s - fixed specification of the file (according to the structure - N, K, I)  

· x - consignor type (according to the assigned consignor type - F, E, U, T, C, B, M, L)

· yyy - serial number of the file to be handed over (numbered in the ascending sequence from 001 throughout a calendar year during which the number cannot repeat itself)

· ppp - the third to fifth characters in the consignor number (or in the case of shorter consignor numbers, the consignor number is to be completed to 5 characters with spaces from the right side) 

e.g. for consignor number M15865, use 865 (applies to consignor types M, L)

e.g. for consignor number B2212, use 120 (applies to consignor types C, B)

e.g. for consignor number U121, use 100 (applies to consignor types U, T) 

e.g. for consignor number F08, use 000 (applies to consignor types F, E)

· zz - the first 2 characters of the consignor number

e.g. for consignor number M15865, use 15 (applies to all consignor types)

· k - compression programme specification (1 - compressed by ZIP or ARJ programme)

· T - fixed constant t for text files

Example of a text file name for consignor number C3601: 


nc295010.t36
    
                                   

       consignor number (the first 2 characters)
C consignor                        consignor number (3-5 characters - according to the consignor type)
   
serial number   
Example of a text file name for consignor number C3601 compressed by ZIP programme:



nc295010.ZIP
    
                                   

        consignor number (the first 2 characters)
C consignor                        consignor number (3-5 characters - according to the consignor type)
   
serial number   
Example of a compressed file name for consignor number C3601 (nc295010.ZIP is renamed to nc295010.361):


nc295010.361
    
                                   

       consignor number (the first 2 characters)
C consignor                         consignor number (3-5 characters - according to the consignor type)
   
serial number   
3.3. Structure of file I

Sentence length is 217 bytes (215 characters+CR(0Dhex)+LF(0Ahex)). The total file length must be a multiple of 217.

	No.
	Field description
	Size
	Format

	1
	Consignment identification number (barcode)
	13
	TTDDIIIIIIIKF 

TTDDDIIIIIIKU 

TTDDDDIIIIIKC

TTDDDDDIIIIKM

TTIIIIIIIIKCZ

	2
	Sentence record date 
	8
	ccyymmdd, where

cc = century

yy = year

mm = month 

dd = day

	3
	Postcode for the addresse's place of delivery (with international consignments and consignments of the “Consignment” type the destination country code is entered)
	6
	' 'ppppp', where

ppppp = postcode 

'  '  = space

' 'ppp' '' ', where ppp = country code and ' ' = space

	4
	Surname and name of the addressee  
	30
	Fields will be completed with spaces starting from the right

	5
	Street and house number
	40
	With international consignments not filled out (= spaces)

Fields will be completed with spaces starting from the right

	6
	Place of delivery – municipality (post office of delivery)
	40
	With international consignments the name of the destination country

Fields will be completed with spaces starting from the right

	7
	The amount of expected delivery charges per consignment
	12
	“xxxxxxxxx.xx” format (9.2)
With parcels the field “amount of expected delivery charges” will not be filled out (will be completed with the code characters space 20hex) 

To be completed and filled out by the post office after calculation of the amount

	8
	Consignment weight
	6
	“xx.xxx” format (2.3) 

Weight is indicated in kg and completed with spaces starting from the left

	9
	COD amount
	12
	“xxxxxxxxx.xx” format (9.2)  

Fields will be completed with spaces starting from the right

	10
	Declared value
	12
	“xxxxxxxxx.xx” format (9.2)  

Fields will be completed with spaces starting from the right

	11
	Services required with respect to the consignment*)
	15
	According to the code list for services

	12
	Consignment status
	1
	According to code lists of statuses

	13
	Customer (addressee) number
	10
	Addressee identification number, the field can be left empty, if completed by the consignor, it may contain only numeric data, i.e. digits. The same consignor number may be used with more than one consignments.

	14
	Variable symbol of COD money order**)
	10
	Variable symbol of COD money order


3.4. Structure of file K

The fixed sentence length is 401 bytes (399 characters+CR(0Dhex)+LF(0Ahex)). The total file length must be a multiple of 401.

	No.
	Field description
	Size
	Format

	1
	Consignment identification number
	13
	Barcode

	2
	Date of the data handover for posting
	8
	“ccyymmdd” format

	3
	Time of the data handover for posting
	8
	“hh:mm:ss” format

	4
	Surname and name of addressee / company name  
	30
	Fields will be completed with spaces starting from the right



	5
	Addressee's postcode 
	5
	Postcode of the addressee for domestic consignments, spaces for international consignments.

	6
	ISO country code
	2
	Spaces for domestic consignments

International deliveries or “Consignment” – ISO country code

	7
	Municipality
	40
	Fields will be completed with spaces starting from the right

	8
	District
	40
	If the data is known - filled in, otherwise spaces

Fields will be completed with spaces starting from the right

	9
	Street
	40
	With no-street system the data will be filled in with spaces

Fields will be completed with spaces starting from the right

	10
	House number (“č.p.”)
	6
	House number (“č.p.”)

Fields will be completed with spaces starting from the right

	11
	House number (“č.o.”)
	6
	House number (“č.o.”)

Fields will be completed with spaces starting from the right

	12
	Addressee's telephone number
	20
	“+xxxxxxxxxxxx” format

Fields will be completed with spaces starting from the right

	13
	Addressee's email address
	50
	“xxxxxxxx@xxxxxxxxx.xx” format

Fields will be completed with spaces starting from the right 

	14
	Amount of expected delivery charges in CZK
	12
	“xxxxxxxxx.xx” format (9.2)  

With parcels the field “amount of expected delivery charges” will not be filled out (will be completed with the code characters space 20hex) 

To be completed and filled out by the post office after calculation of the amount

	15
	Consignment weight in kg
	6
	“xx.xxx” format (2.3) 

Weight is indicated in kg and completed with spaces starting from the left

	16
	The COD amount in CZK
	12
	“xxxxxxxxx.xx” format (9.2)

Fields will be completed with spaces starting from the right

	17
	Price specified in CZK
	12
	“xxxxxxxxx.xx” format (9.2)

Fields will be completed with spaces starting from the right

	18
	Services required with respect to the consignment*)
	30
	Numeric codes of services, separated by “+”

	19
	Consignment status
	2
	According to code lists of statuses 

	20
	Franking machine number
	10
	To be completed only with consignments paid for by customers using a franking machine

Fields will be completed with spaces starting from the right

	21
	Variable symbol of COD money order **)
	10
	Only for COD consignments

	22
	Main consignment identification number in a multiple piece consignment
	13
	Main consignment ID (first in a row)

	23
	Serial number of the consignment in a multiple piece consignment
	2
	Consignment serial number in a multiple piece consignment
Serial number of the consignment is specified.

	24
	Number of consignment pieces in a multiple piece consignment
	2
	Total number of consignments in a multiple piece consignment
The total number of consignments in the multiple piece consignment is specified

	25
	Consignor identification number
	10
	(for further use), filled with spaces at the moment

	26
	Consignment variable symbol
	10
	Random identification of the consignment for use by the consignor


3.5. Structure of file N

The fixed sentence length is 527 bytes (527 characters+CR(0Dhex)+LF(0Ahex)). The total file length must be a multiple of 527.

	No.
	Field description
	Size
	Format

	1
	Consignment identification number
	13
	Barcode

	2
	Date of the data handover for posting
	8
	“ccyymmdd” format

	3
	Time of the data handover for posting
	8
	“hh:mm:ss” format

	4
	Surname and name of addressee / company name  
	30
	Fields will be completed with spaces starting from the right



	5
	Addressee's postcode 
	5
	Postcode of the addressee for domestic consignments, spaces for international consignments

	6
	ISO country code
	2
	Spaces for domestic consignments

International deliveries or “Consignment” – ISO country code

	7
	Municipality
	40
	Fields will be completed with spaces starting from the right

	8
	District
	40
	If the data is known – filled in, otherwise spaces

Fields will be completed with spaces starting from the right

	9
	Street
	40
	With no-street system the data will be filled in with spaces

Fields will be completed with spaces starting from the right

	10
	House number (“č.p.”)
	6
	House number (“č.p.”)

Fields will be completed with spaces starting from the right

	11
	House number (“č.o.”)
	6
	House number (“č.o.”)

Fields will be completed with spaces starting from the right

	12
	Addressee’s telephone number
	20
	“+xxxxxxxxxxxx” format

Fields will be completed with spaces starting from the right

	13
	Addressee’s email address
	50
	“xxx@xxx.xxx” format

Fields will be completed with spaces starting from the right

	14
	Amount of expected delivery charges in CZK
	12
	“xxxxxxxxx.xx” format (9.2)  

With parcels the field “amount of expected delivery charges” will not be filled out (will be completed with the code characters space 20hex) 

To be completed and filled out by the post office after calculation of the amount

	15
	Consignment weight in kg
	12
	“xxxxxxxx.xxx” format (8.3) 

Weight is indicated in kg and completed with spaces starting from the left

	16
	Amount of COD in CZK
	12
	“xxxxxxxxx.xx” format (9.2)

Fields will be completed with spaces starting from the right

	17
	Declared value  in CZK
	12
	“xxxxxxxxx.xx” format (9.2)

Fields will be completed with spaces starting from the right

	18
	Services required with respect to the consignment*)
	30
	Numeric codes of services, separated by “+”

	19
	Consignment status
	2
	According to the code list of statuses 

	20
	Franking machine number
	10
	To be completed only with consignments paid for by customers using a franking machine 

Fields will be completed with spaces starting from the right

	21
	Variable symbol of COD money order **)
	10
	Only for COD consignments

	22
	Main consignment identification number in a multiple piece consignment
	13
	Main consignment ID (first in a row).

	23
	Serial number of the consignment in a multiple piece consignment
	2
	Consignment serial number in a multiple piece consignment Serial number of the consignment is specified

	24
	Number of consignment pieces in a multiple piece consignment
	2
	Total number of consignments in a multiple piece consignment
The total number of consignments in the multiple piece consignment is specified

	25
	Consignor identification number
	10
	(for further use), filled with spaces at the moment

	26
	Consignment variable symbol
	10
	Random identification of the consignment for use by the consignor

	27
	Consignment dimensions - length
	6
	Consignment dimensions - length in cm

Length of oversize consignment in cm is specified

	28
	Consignment dimensions - width
	6
	Consignment dimensions - width in cm

Width of oversize consignment in cm is specified

	29
	Consignment dimensions - height
	6
	Consignment dimensions - height in cm

Height of oversize consignment in cm is specified

	30
	Type of person (individual/legal entity)
	1
	Specification of type of person (1=individual/2=legal entity)

Type of person (F=individual/P=legal entity) is specified

	31
	MRN code
	20
	MRN code copied from the international consignment export documentation

To be specified with international consignments posted with customs declaration (consignments posted with export documentation)

	32
	Mail container code
	13
	For further use
With consignments handed over to the post office in mail containers (e.g. on pallets) the mail container code is specified (applies only to ČP service consignments at the moment)

	33
	Sender's telephone number
	20
	“+xxxxxxxxxxxx” format - for further use

	34
	Sender's email address
	50
	“xxx@xxx.xxx” format - for further use


*) Field “Services”:

· For commercial parcels, “Do ruky” parcels, “Na poštu” parcels, insured parcels up to CZK 10,000, insured parcels over CZK 10,000, insured letters, EMS consignments service No. 7 must be filled in (e.g. 7+4 with COD consignments).

· For deliveries called “Consignment” service No. 71 must be filled in (with international consignments posted in the Czech Republic country code is specified instead of postcode).

· For no-card COD consignments service No. 41 must be filled in.

· For international EMS consignments service No. 42 or 43 must be filled in (always one of them), combination of both services No. 42+43 is prohibited.

· For commercial parcels with data verification (OS) without any flat fee contract concluded, service No. 49 “Obligatory surcharges” must be filled in (the service includes some basic services – see the Pricelist of Česká pošta). The field will be completed with spaces starting from the right.

· For registered deliveries to data mailboxes (prefix RT) service No. 25 “Deposit for 90 days” must be filled in. 

· For multiple piece consignments service No. 70 must be filled in for each consignment included in the multiple piece consignment. Moreover, for the first consignment there are also other additional services specified (for example, cash on delivery) while for the other consignments in a row, i.e. the 2nd to x-th consignments, only service No. 70 “VK” must be filled in. For service No. 70 fields No. 22, 23 and 24 must be filled in for all consignments indicated with this service.

· For multiple piece consignments the “Cumbersome” service is not permitted.

· Service No. 47 “Do not tilt” is permitted only for BN consignments “Oversize consignment”.

· Services No. 34, 45 and 46 cannot be mutually combined; it is always possible to indicate only one of them. If any of these services is indicated, fields No. 12 or 13 must be filled in (according to the chosen service) as follows: field No. 12 for service No. 34; fields No. 12 and 13 for service No. 45; field No. 13 for service No. 46.

· Services No. 76, 77 and 78 cannot be mutually combined; it is always possible to indicate only one of them. If any of these services is indicated, fields No. 33 or 34 must be filled in (according to the chosen service) as follows: field No. 33 for service No. 76; field No. 34 for service No. 77; fields No. 33 and 34 for service No. 78.

**) Field “Variable symbol of money order”:

· The field is used for cash on delivery consignments (with services No. 2, 4, 5 or 41).

· If the consignor uses the numeric part of ID number as the variable symbol, it will enter the numeric part of the ID number in the variable symbol section.

· If the consignor uses its own variable symbol, it will enter its own variable symbol (numeric data) in the variable symbol section - 10 characters are obligatory, must be completed with zeroes from the left, if it does not have 10 characters.

· For consignments, which are not cash on delivery – filled in with spaces.


***) Field “Main consignment identification number”:

· The field is filled in only if service No. 70 has been entered for the consignment (permitted only for BO and OV, DR, NP consignments). 

· The barcode of the main consignment must be filled in, i.e. of the first consignment in a row, for which also other additional services are specified, for example, service No. 7 “Declared value” and service No. 41 “No-card cash on delivery”.

· Identification number of the main consignment (i.e. always the barcode of the main consignment) must be filled in for all consignments with service No. 70.

3.6. Despatch note for data handover by the consignor
On request the posting place (post office) will print a despatch note for the file handed over by the consignor.

Example of despatch note:


	
	
	
	
	


4. Data handed over to the consignor

On request the posting place may hand over to the consignor data on the posted consignments. The data may be handed over in the form of a data file on a USB data medium (e.g. flash disk) or on a 3.5” diskette.
The following data on posted consignments can be handed over to the consignor at the moment: 

· Data file type O - posted, returned, cancelled consignments

· Data file type T - scanned consignments

4.1. Format of files O, T 

The data files used have a text (ASCII) format with a fixed data sentence length.
Used type of Czech language encryption – CP852 (Latin 2).
The text file handed over on a data medium is compressed by ZIP or ARJ programme. 

In the text file, each consignment is entered on a separate line. The number of lines corresponds to the number of consignments.

The post office will hand over to the consignor a data file with a completed despatch note (2 copies).

4.2. Name of files O, T

Text file name: 
sxyyyppp.Tzz

Compressed file name: 
sxyyyppp.zzk

· s - fixed specification of the file (according to the structure - O, T)  

· x - consignor type (according to the assigned consignor type - F, E, U, T, C, B, M, L)

· yyy - serial number of the file to be handed over (numbered in the ascending sequence from 001 throughout a calendar year during which the number cannot repeat itself)

· ppp - the third to fifth character in the consignor number (or in the case of shorter consignor numbers, the consignor number is to be completed to 5 characters with spaces from the right side) 

e.g. for consignor number M15865, use 865 (applies to consignor types M, L)

e.g. for consignor number B2212, use 120 (applies to consignor types C, B)

e.g. for consignor number U121, use 100 (applies to consignor types U, T) 

e.g. for consignor number F08, use 000 (applies to consignor types F, E)

· zz - the first 2 characters of the consignor number

e.g. for consignor number M15865, use 15 (applies to all consignor types)

· k - compression programme specification (9 - compressed by ZIP programme)

Example of the name of a text file O for consignor number C3601: 


oc295010.t36
    
                                   

        consignor number (the first 2 characters)
C consignor                        consignor number (the 3rd to 5th characters - according to the consignor 


        type)
   
serial number of the day in the calendar year  
Example of a compressed file name for consignor number C3601: 


oc295010.369
    
                                   

       consignor number (the first 2 characters)
C consignor                        consignor number (the 3rd to 5th characters - according to the consignor 


        type)
   
serial number of the day in the calendar year 
4.3. Structure of file O

The output file type O contains information on posted, returned or cancelled consignments. 
The structure of the file handed over to the consignor is identical with the structure of the file handed over by the consignor to the post office (i.e. structure N, K or I).

The following shall be added to the file:

· For consignments posted  

Consignment status field – indication of posting - 1

Field No. 7 (files K), field No. 19 (files N) - amount of delivery charges

Field No. 11 (or field No. 18 for files K, N) - services   

· For consignments returned – in the consignment status field – indication of returning – 3, in field No. 7 - outstanding amount

· For consignments cancelled – in the consignment status field – indication of cancellation - 0 

4.4. Despatch note for data handover to the consignor
On request the posting place (post office) will print a despatch note for the file handed over by the consignor.

Example of despatch note:


4.5. Structure of file T

A file T for the consignor contains a list of consignments scanned by the post office at posting.

	No.
	Field description
	Size
	Format 

	1
	Consignment identification number
	13
	TTDDIIIIIIIKF 

TTDDDIIIIIIKU

TTDDDDIIIIIKC

TTDDDDDIIIIKM

TTIIIIIIIIKCZ

	2
	Date of consignment scanning
	8
	ccyymmdd, where

cc = century

yy = year

mm = month

dd = day

	3
	Time of consignment scanning
	5
	hh:mm, where

hh = hour

mm = minutes


5. Annexes

Annex No. 1 - Code List for Products/Prefixes

	Prefix
	Product

	O
	Ordinary Parcel

	B
	Parcel with Declared Value up to CZK 10,000, without COD

	BD
	Parcel with Declared Value up to CZK 10,000, with COD

	BB
	Parcel with Declared Value up to CZK 10,000, with or without COD

	V
	Parcel with Declared Value over CZK 10,000, without COD

	VD
	Parcel with Declared Value over CZK 10,000, with COD

	VV
	Parcel with Declared Value over CZK 10,000, with or without COD

	VL
	Insured Letter

	R
	Registered Mail

	RR
	Registered Mail

	RD
	Registered Mail with COD

	RA
	Registered Mail with Return Receipt

	RE
	Registered Mail

	RV
	Registered Mail - exclusively for ČSSZ

	RT
	Registered Delivery – Data Mailboxes

	BA
	Registered Packet

	BO
	Commercial Parcel

	OV
	Insured Commercial Parcel

	BR
	Reply Commercial Parcel

	BK
	Commercial Parcel with OK Card

	OS
	Commercial Parcel with Data Verification

	EE
	EMS

	EM
	International EMS

	CE
	International Commercial Parcel

	CS
	International Standard Parcel

	CV
	International Insured Parcel

	AZ
	Mail Order Parcel

	BN
	Oversize Consignment

	BE
	Express Consignment 

	DR
	Consignments “Do ruky”

	DV
	Consignments “Do ruky” for select consignors

	DE
	Consignments “Do ruky” with Guaranteed Delivery Time (working days and Saturdays)

	NP
	Consignments “Na poštu”

	NV
	Consignments “Na poštu” for select consignors


Note: For services with 1-character codes, e.g. O, B, V and R, a space (20hex) must be added starting from the right to complete the barcode prefix to 2 characters.

Annex No. 2 - Code List for Services

	Service code
	Service description

	1
	Delivery to the Addressee Only

	2
	Poštovní spořitelna money order

	3
	Return Receipt

	4
	COD money order A

	5
	COD money order C

	6
	Reply Mail

	7
	Declared Value

	8
	Delivery to the Addressee in Person Only

	9
	Prioritaire (by airmail) - only for international consignments

	10
	Cumbersome 

	11
	Fragile

	12
	Deposit for 7 days

	13
	Duplicate of certificate of posting

	14
	Guaranteed Delivery Time - only for consignments “Do ruky” with the prefix DE

	15
	Urgent

	16
	No Longer Collection Time

	19
	EMS Saturday, Sunday and Holiday Delivery - only for domestic EMS consignments or for consignments “Do ruky” with Guaranteed Delivery Time

	20
	Do Not Deposit

	21
	Deposit for 3 days

	22
	Deposit for 10 days

	23
	Failed Delivery Attempt

	25
	Deposit for 90 days - only for consignments with the prefix RT

	26
	Do Not Redirect 

	29
	OK Card - only for commercial parcels with the prefix BK

	30
	Longer Collection Time

	32
	Return Receipt and Delivery to the Addressee Only

	33
	Return Receipt and Delivery to the Addressee in Person Only

	34
	SMS Alert of Delivery for the Addressee 

	37
	Do Not Return - Put Into Letter Box

	38
	Do Not Put Into Letter Box 

	40
	Business Delivery - discounted as per the Postal Terms and Conditions

	41
	No-Card Cash on Delivery

	42
	Document - only for international consignments

	43
	Goods - only for international consignments

	44
	Goods with Accompanying Export Documentation - only for international consignments with customs zone

	45
	SMS+Email Alert of Delivery for the Addressee

	46
	Email Alert of Delivery for the Addressee

	47
	Do Not Tilt

	50
	Registered Mail

	51
	Standard Registered Mail

	52
	Registered Mail for the Blind

	53
	International Registered Mail

	54
	International Registered Mail for the Blind

	55
	Registered International Printed Matter Bag

	56
	Official Letter

	57
	Standard Official Letter

	70
	Multiple Piece Consignment

	71
	Consignment

	76
	“eDodejka” - SMS alert of delivery of the consignment for the sender

	77
	“eDodejka” - Email alert of delivery of the consignment for the sender

	78
	“eDodejka” - SMS+Email alert of delivery of the consignment for the sender


Note: In relation to RR mail it is always obligatory to select one of the services from 50 to 57!!!!!!

The numbers of the required services are entered in the field of the service required for the consignment pursuant to the code list provided above in a random order. Combinations of more than one services, for example, return receipt, urgent and cash on delivery with money order A, are entered as follows: 3+4+15.
In relation to services requiring an alert it is always possible to select only one of services No. 34, 45, 46. Combinations of more than one of these services are not possible and will be evaluated as incorrect by the post office. Specification of contact details of the addressee (telephone number or email address) is obligatory, otherwise this service will be evaluated as incorrect by the post office.

In relation to “eDodejka” services it is always possible to select only one of services No. 76, 77, 78. Combinations of more than one of these services are not possible and will be evaluated as incorrect by the post office. Specification of contact details of the addressee (telephone number or email address) is obligatory, otherwise this service will be evaluated as incorrect by the post office.

In the case of multiple piece consignments, service No. 70 is entered for each consignment included in the multiple piece consignment and fields No. 22 – ID of the main consignment (i.e. the first consignment in a row), 23 – serial number of the consignment in the multiple piece consignment and 24 – total number of consignments in the multiple piece must be completed as well. These fields are completed for all sentences with service No. 70.

Annex No. 3 - Code List for Consignment Statuses

*! 0 - cancellation of the consignment (for consignments cancelled additionally)

! 1 – indication of consignment posting

! 2 - indication of consignment delivery

! 3 - indication of consignment returning

! 4 - indication of consignment scanning at the place of posting

! 6 - indication of consignment scanning at the delivery post office

* space – consignment forwarded for posting

(*) – these types of indication are entered by the consignor in the consignment status field in the file handed over to the post office

(!) - these types of indication are entered by the post office in the consignment status field in the file handed over to the consignor

Annex No. 4 - Specification of Errors upon Data File Acceptance

The place of posting (post office) indicates the errors during the downloading of the consignor’s data file. The post office shall print a list of error messages (Record on the submitted file) for individual consignments and shall present the list to the consignor. Based on the gravity of the error, the post office co-operates with the customer to eliminate the defects. If an error occurs, no discount provided for posting consignments as data files shall apply to such consignment.

Error statuses upon data file acceptance:

	Error code
	Error description
	Gravity of the error

	01
	Incorrect ID number – incorrect type of the consignment, incorrect modulo, incorrect type of barcode
	Data excluded from processing

	02
	Double ID number - repeated ID number of the consignment
	Data excluded from processing

	11
	Variable symbol not provided – no variable symbol is provided for the no-card COD consignment (service No. 41) (at least one character is required)
	Data excluded from processing

	21
	Non-existing postcode on the no-card COD consignment
	Data excluded from processing

	24
	Non-existing postcode 
	Data not accepted for processing

	27
	Incorrect address data
	Defective data

	31
	Weight of the consignment not specified - the weight of the no-card COD consignment is zero
	Data excluded from processing

	32
	Weight of the consignment not specified - the weight of the no-card COD consignment is outside

the permitted range
	Data excluded from processing

	34
	Weight of the consignment not specified - the weight of the consignment is zero
	Data not accepted for processing

	35
	Incorrect weight of the consignment – the weight of the consignment is outside the permitted range
	Data not accepted for processing

	36
	Incorrect COD amount (for no-card COD consignments - service No. 41 - the COD amount

contains unacceptable values - 0.50 hal) - the post office will return the consignments back to the consignor as irreparable
	Data not accepted for processing

	41
	Incorrect combination of services – a second COD service (service No. 2, 4, 5) has been selected for a no-card cash on delivery consignment (service No. 41)
	Data excluded from processing

	42
	Incorrect service - e.g. the consignor is not permitted to use the service no-card cash on delivery according to the List of Consignors, or service No. 41 is indicated in the data file for a consignment for which the service is not permitted
	Data excluded from processing

	44
	Incorrect services – obligatory services are not entered or an incorrect combination of services
	Data not accepted for processing

	45
	The validity of the given service has already expired
	Data not accepted for processing

	51
	Declared value not specified - missing declared value (for consignments with service No. 41 - no-card cash on delivery)
	Data excluded from processing

	52
	Incorrect declared value - the declared value is outside the permitted range (for consignments with service No. 41 - no-card cash on delivery)
	Data excluded from processing

	54
	Declared value not specified - missing declared value,

however it is specified in the services (service No. 7 for commercial parcels), the post office will enter the correct data once supplied by the consignor
	Data not accepted for processing

	55
	Incorrect declared value - the declared value is outside the permitted range (the post office will enter the correct data once supplied by the consignor)
	Data not accepted for processing

	61
	COD amount not specified - missing COD amount, 

however it is specified in the services (for consignments with service No. 41 - no-card cash on delivery)
	Data excluded from processing

	63
	Incorrect no-card COD amount - the COD amount 

contains unacceptable values - 0.50 hal (the consignment will be excluded from processing)
	Data excluded from processing

	64
	COD amount not specified - missing COD amount, 

however it is specified in the services (the post office will enter the correct data once supplied by the consignor)
	Data not accepted for processing

	66
	Incorrect COD amount - the COD amount contains unacceptable values - 0.50 hal (the post office or consignor will enter the correct data)
	Data not accepted for processing

	74
	Incorrect delivery charges for the consignment - check for bulk posting when the consignor calculates the delivery charges 
	Data not accepted for processing

	75
	Non-automatic calculation of delivery charges (manual calculation of the delivery charges in the menu Correction of Data on Posted Consignments)
	Data not accepted for processing

	84
	Incorrect data for multiple piece consignments (missing obligatory data for posting of multiple piece consignments)
	Data not accepted for processing

	85
	Missing consignment in multiple piece consignment
	Data not accepted for processing

	89
	Incorrect use of the Czech language – the post office shall notify the consignor of the incorrect use of the Czech language 
	Defective data

	91
	Incorrect posting place for Express consignments
	Data excluded from processing

	94
	Undefined type of product for registered consignments
	Data not accepted for processing

	95
	Consignment with an MRN code (MRN code is to be filled in)
	Data not accepted for processing

	96
	Missing obligatory data (e.g. missing address data, telephone number or email address for BE consignments) or unacceptable addressee's postcode for delivery of Express consignments
	Data not accepted for processing

	97
	Incorrect ISO country code
	Defective data

	98
	Advised consignment – incorrect telephone number 
	Defective data

	99
	Advised consignment – incorrect email address
	Defective data


Data excluded from processing – these errors cannot be eliminated.

Data not accepted for processing – these are errors that have to be corrected once the correct data is supplied by the consignor.

Defective data – these are errors that can be accepted without any correction, however, the consignor has to be notified thereof.

Annex No. 5 - Address

If the data is submitted by the consignor as a data file, the consignor submits the addressee’s address data in the file (Ixyyyppp.Tzz, Kxyyyppp.Tzz or Nxyyyppp.Tzz).

Česká pošta has issued instructions for completing addresses on consignment address labels (see the table).

When data is submitted by the consignor, it is necessary to ensure that the address data in the submitted file is entered in compliance with the precisely set conventions.

Entry in the consignor’s file:

· 3. Postcode of the place of delivery
(6)

· 4. Addressee’s surname and name 

(30)

· 5. Street and house number 

(40)

· 6. Place of delivery 


(40)

General procedure:

· Postcode of the place of delivery - (6)

1 space, postcode

1 space, country code, 2 spaces

· 4. Addressee’s surname and name - (30)

surname, 1 space, name

surname, 1 space, name, comma, 1 space, title

to be completed with spaces from the right side

· 5. Street and house number - (40) 

name of the street, 1 space, house number (č.p.)

name of the street, 1 space, house number (č.p.), slash, house number (č.o.)

name of the street, 1 space, house number (č.p.), comma, 1 space, number of the flat

to be completed with spaces from the right side

6. Place of delivery - (40)

name of the delivery post office, 1 space, number of the delivery post office

to be completed with spaces from the right side

Note:

· “Addressee’s name” entry - should the consignor have problems entering this information in the surname-name order, it is possible to provide the information in the name-surname order.

· The following table indicates how the consignor should proceed when entering address data in the relevant file sections (Ixyyyppp.Tzz) for different types of addresses.

Table of models for completing addresses

	Address on the address label
	In a file provided by the consignor

	
	File I
	File K
	File N

	Ing. Jan Novák
Lipová 6, byt č. 24
690 02  Břeclav 2

	3. 690 02
4. Novák Jan, Ing.
5. Lipová 6, byt č. 24
6. Břeclav 2
	5. 690 02
4. Novák Jan, Ing.
9. Lipová, byt č. 24
10. 6
7. Břeclav 2
	5. 690 02
4. Novák Jan, Ing.
9. Lipová, byt č. 24
10. 6
7. Břeclav 2

	České papírny, a. s.
Severní 1234
690 02   Břeclav 2
	3. 690 02
4. České papírny, a. s.
5. Severní 1234
6. Břeclav 2
	5. 690 02
4. České papírny, a. s.
9. Severní 
10. 1234
7. Břeclav 2
	5. 690 02
4. České papírny, a. s.
9. Severní 
10. 1234
7. Břeclav 2

	Jan Novák
Pavlov 4
690 02   Břeclav 2
	3. 690 02
4. Novák Jan
5. Pavlov 4
6. Břeclav 2
	5. 690 02
4. Novák Jan
8. Pavlov 
10. 4
7. Břeclav 2
	5. 690 02
4. Novák Jan
8. Pavlov 
10. 4
7. Břeclav 2

	Jan Novák
pošt. přihrádka 18
690 02  Břeclav 2
	3. 690 02
4. Novák Jan
5. pošt. přihrádka 18
6. Břeclav 2
	5. 690 02
4. Novák Jan
9. pošt. přihrádka 
10. 18
7. Břeclav 2
	5. 690 02
4. Novák Jan
9. pošt. přihrádka 
10. 18
7. Břeclav 2

	Jan Novák
České papírny, a.s.
odbor služeb
pošt. přihrádka 123
690 02  Břeclav 2
	3. 690 02
4. Novák Jan
5. pošt. přihrádka 123
6. Břeclav 2
	5. 690 02
4. Novák Jan
9. pošt. přihrádka 
10. 123
7. Břeclav 2
	5. 690 02
4. Novák Jan
9. pošt. přihrádka 
10. 123
7. Břeclav 2

	Jan Novák
Poste restante
690 02  Břeclav 2   
	3. 690 02
4. Novák Jan
5. Poste restante
6. Břeclav 2
	5. 690 02
4. Novák Jan
9. Poste restante
7. Břeclav 2
	5. 690 02
4. Novák Jan
9. Poste restante
7. Břeclav 2

	Jan Novák
Na poštu
690 02  Břeclav 2   
Mobile phone number
	3. 690 02
4. Novák Jan
5. Na poštu
6. Břeclav 2
	5. 690 02
4. Novák Jan
9. Na poštu
7. Břeclav 2
12. Mobile phone number
	5. 690 02
4. Novák Jan
9. Na poštu
7. Břeclav 2
12. Mobile phone number


Obligatory model address set for consignments “Na poštu” (i.e. consignments to be left at the post office):

Jan Novák
Na poštu
690 02  Břeclav 2   
Mobile phone number
The address data handed over by the consignor for the consignments to be posted includes the addressee's contact details (i.e. mobile phone number or email address) to be used by Česká pošta for advising the addressee about the posting and delivery of the consignment; email address is not specified in the address label.

Annex No. 6 - Standard Address Label (format 4xA6)
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Technical Documentation


Consignments Posted by Contractual Consignors - Bulk Posting





    TT DD IIIIIII K X





 TT DDD IIIIII K X 





  TT DDDD IIIII K X





  TT DDDDD IIII K X 





DESPATCH NOTE FOR THE FILE HANDED OVER BY THE CONSIGNOR





POST OFFICE NAME: 	ppppp  xxxxxxxxxxxxxxxxxxxxx


DATE: 				dd.mm.yyyy


CONSIGNOR: 			3409 C - xxxxxxxxxxxxxxxxxxx





NUMBER OF PARTS: 	1D		D - data file


FILE NAME: 			nc295090.341


FILE CONTENT: 		3409 C - xxxxxxxxxxxxxxxxxxxx





FILE			SUM1 		SUM2


NC295090.341 		7985		11200.50





NUMBER OF CONSIGNMENTS:


FOR POSTING: 	7985


CANCELLATIONS: 	0





HANDED OVER BY : .................... 	Post office stamp





TAKEN OVER BY: ....................





Structure of the control sentence:





SUM1: number of sentences in the file


SUM2: sum of delivery charges for consignments





DESPATCH NOTE FOR THE FILE HANDED OVER TO THE CONSIGNOR





POST OFFICE NAME: 	ppppp xxxxxxxxxxxxxxxxxxxxxxxxxxxx


DATE: 				dd.mm.yyyy


CONSIGNOR: 			3409 C - xxxxxxxxxxxxxxxxxxxxxxxxxx





NUMBER OF PARTS: 	1D		D - data file


 


FILE NAME:			OC295090.349


 


FILE CONTENT: 		3409 C - xxxxxxxxxxxxxxxxxxxxxxxxxxx


 


FILE			SUM1 		SUM2


OF001000.541 		8985 		11200.50





NUMBER OF CONSIGNMENTS:





POSTING: 		7985





CANCELLATIONS: 	0





PAID: 			1000





RETURNED:		0





HANDED OVER BY : .................... 		Post office stamp





TAKEN OVER BY: ....................





Structure of the control sentence:





SUM1: number of sentences in the file


SUM2: sum of delivery charges for consignments
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