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working smarter introduction

introduction
At Royal Mail we are committed to helping small 
businesses handle their incoming and outgoing mail, 
whatever the volume or destination.

We have built a wealth of resources designed to offer 
small businesses practical help as well as useful advice 
and consultancy services. We can help you save money 
on your mailings, manage your customer database or 
create an effective marketing campaign.

More information about these and other products 
and services can be found by visiting us online 
at www.royalmail.com/smallbusiness, calling us 
on 08457 950 950 or going to your local 
Post Office® branch.

Alternatively, keep this brochure handy and you’ll 
have all the information and contact details you need 
for reference.
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how can we help your business?
Save time, money and hassle on mail.

Running a business, you’ll know how important mail is, 
as one of the most effective ways of keeping in touch 
with your customers.

Royal Mail has all the mailing solutions you need, 
whether you want to arrange for your post to be 
collected from your premises or you need to send 
something valuable overseas. Whatever it is you 
require, we can deliver it in a way that will save your 
business time, money and hassle.

The following information shows how we can help.
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I want to better manage my mail costs

Look after the pennies.

We’ll help manage the pounds.

Every business wants to keep costs down without compromising
on quality or customer service. 

We can help you save on mail costs within the UK and abroad and 
avoid expensive couriers. Depending on how much you spend on 
postal services, you can set up an account with us to make paying 
even easier and help you control your company’s postal budget.
You can always rely on us to help you find the cheapest and most 
effective way to reach your customers.

Choose from these products and services.

Special DeliveryTM 9.00am

•  Guaranteed next day delivery 
by 9.00am – or your money 
back

• Online tracking

•  Four weight bands from
100g to 2kg

•  Electronic Proof of Delivery 
available online.

Special DeliveryTM Next Day

•  Guaranteed next day delivery 
before 1.00pm – or your
money back

•  Online tracking

•  Electronic Proof of Delivery 
available online.

Airsure

•  Fast, secure and reliable 
Airmail with electronic tracking

•  Priority handling in the UK and 
abroad

•  Send your item to 31 
destinations worldwide. 

International Signed For

•  We take a signature at the 
point of delivery

•  Delivery to just about 
anywhere in the world

•  You can send items up to 5kg.
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PacketpostTM

•  Save money on packet 
mailings nationwide

•  Flexible services according
to how much you send

•  Choice of First or Second
Class delivery.

PacketsortTM

•  Ideal if you’re sending more 
than 250 packets, per posting, 
within the UK

•  Save money by doing some
of the sorting yourself

•  Choice of First or Second
Class delivery.

Packetpost ReturnsTM

•  Flexible pricing so you only pay 
for what you use

•  Available to customers from 
every Post Office®

•  You get a flat rate price based 
on the average weight of 
packages returned.

CleanmailTM / Cleanmail PlusTM

•  Save up to 9% with CleanmailTM

and 12% with Cleanmail PlusTM

on standard mail costs – no 
sorting required

•  Do a bit of preparation and get 
a discount

•  Choice of First or Second Class 
delivery.

Cleanmail AdvanceTM

•  Easier to access, simpler to use 
and offers up to 12% discount 
on an even greater share of 
your mail – no sorting required

•  No accreditation process 
required

•  Do a bit of preparation and get 
a discount

•  Choice of First or Second Class 
delivery.

Automated Standard Tariff 
Large Letters

•  Savings off franked / account 
large letter tariff

•  No accreditation process 
required

•  No mail sorting necessary 
– just preparation

•  Choice of First or Second Class 
delivery.

International Bulk MailTM

•  Send international mail at 
the same time as inland bulk 
mailings 

•  No need to sort mail by 
country or region – only by 
speed of delivery

•  Saves you money – a more 
efficient, simplified process. 

International
Destination SortTM

•  Significant cost savings 
by sorting your mail by 
destination

•  Up to three delivery speeds
to match your budget 
and deadlines

•  Easy to set up and get started.
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International Zone
and Format

•  Save money by sorting your mail 
into geographical zone and mail 
type

•  Priority or economy delivery 
options to match your budget and 
deadlines

•  Easy to set up and get started.

working smarter how can we help your business?
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I want to send urgent or valuable mail 
securely in the UK

Urgent! Valuable!

Safe and speedy delivery.

When you’re sending business critical mail, be it something valuable, 
urgent or very important, we’ll make sure it gets there in one piece 
and on time. You might want somebody to sign for your mail on 
arrival, or perhaps you’d like to check its progress with our online 
tracking service. Whatever you send can also be covered for loss and 
damage for total peace of mind.

Special DeliveryTM 9.00am

•  Guaranteed next day delivery 
by 9.00am – or your money 
back

•  Online tracking

•  Four weight bands from
100g to 2kg

•  Electronic Proof of Delivery 
available online.

Special DeliveryTM Next Day

•  Guaranteed next day delivery 
before 1.00pm - or your 
money back

•  Online tracking

•  Send items weighing up 
to 10kg

•  Electronic Proof of Delivery 
available online.

Sameday

•  Collection and delivery on the 
same day almost anywhere in 
the UK

•  Easy booking and 
payment system

•  Email delivery confirmation 
plus Electronic Proof of 
Delivery available online.

Royal Mail TrackedTM

•  Track your packages from 
despatch to delivery 

•  Our range of delivery options 
makes it easier to ensure 
your customer receives their 
package first time 

•  Delivery within two to three 
days, anywhere in the UK.

Choose from these products and services.
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I want to save time dealing with my mail 

No time on your hands?

We’ll take mail out of your hands.

You want your staff to make the best of their time, and that might not 
include spending a lot of time on mailing duties. Did you know that 
you can now buy and print postage using your own PC and printer? 
You can also rent or buy a franking machine, order office supplies from 
our online shop and have your mail collected from your premises. All 
these services mean that you no longer have to leave the office to 
send mail.

SmartStamp®

•  Print postage on to envelopes 
and labels from your PC

•  Fast and convenient way to 
deal with your postage

•  Trial now by downloading 
the free software
www.royalmail.com/smartstamp

Buy Online

•  Buy stamps and pre-paid 
envelopes

•  Buy data products and other 
business tools

•  Save time by shopping from 
the comfort of your own PC.

Business Collections

•  All of your business mail 
collected from your workplace

•  Free, if your company spends 
over £15,000 a year on Royal 
Mail services

•  Save money when you share 
the same collection point with 
other businesses. 

SelectapostTM

•  Free up staff and space with 
pre-sorted incoming mail

•  There is no minimum amount 
we will sort

•  Makes it easier to identify 
important or urgent mail.

Choose from these products and services.
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PacketpostTM

•  Save time on packet 
mailings nationwide

•  Flexible services according
to how much you send

•  Choice of First or Second
Class delivery.

International No Sort

•  Significant cost savings and 
fast delivery

•  No need to sort your mail

•  Easy to set up and get started.

International Bulk Mail

•  Send international mail at 
the same time as inland bulk 
mailings 

•  No need to sort mail by 
country or region – only by 
speed of delivery

•  Saves you money – a more 
efficient, simplified process.

Set-up an account

•  For business customers 
spending more than £5,000 
per year on mailings

•  Makes paying for your mail 
even easier

•  Different accounts and services 
for different needs.

Franking

•  No need for stamps, petty cash 
or cheques if you lease
or buy a franking machine

•  Pay for credit up front and 
keep track of the cost of
your mail

•  Customise your mail for 
free advertising and 
a professional image.
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I want to send mail overseas securely
or at a discount

A cheaper send off.

Save on overseas mailings.

Sending mail to overseas destinations needn’t be as costly as you 
think. You can save money by sorting your own international mail. 
And, for complete peace of mind, you can send it by one of our more 
secure delivery services with online tracking.

Airsure®

•  Fast, secure and 
reliable Airmail with
electronic tracking

•  Priority handling in the
UK and abroad

•  Send your item to 31 
destinations worldwide.

International Signed For®

•  We take a signature at the 
point of delivery

•  Delivery to just about 
anywhere in the world

•  You can send items up to 5kg. 

Airmail

•  Airmail can be sent virtually 
anywhere in the world

•  Free return if mail is 
undelivered

•  Your mail is delivered in just 
three to five days, depending 
on its destination.

Surface Mail®

•  An economical service for 
sending international mail

•  Perfect for heavy and 
bulky items

•  Up to half the price 
of Airmail.

Choose from these products and services.
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International Zone
and Format

•   Save money by sorting your 
mail into geographical zone 
and mail type

•  Priority or economy delivery 
options to match your budget 
and deadlines

•  Easy to set up and get started.

International Bulk Mail

•  Send international mail at 
the same time as inland bulk 
mailings 

•  No need to sort mail by 
country or region – only by 
speed of delivery

•  Saves you money – a more 
efficient, simplified process.

International
Destination SortTM

•   Significant cost savings 
by sorting your mail by 
destination

•  Up to three delivery speeds 
to match your budget 
and deadlines 

•  Easy to set up and
get started.
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I want to send high volumes
of mail or parcels

Manage more mail and parcels.

We’ll take the bother out of bulk.

Many businesses need to send lots of bulky items or large volume 
mailshots. Maybe your business is growing and, as your customer 
base expands, you’re sending more mail than before and perhaps 
looking for ways to retain a personal touch. We can help you manage 
sending more mail to more customers. 

CleanmailTM / Cleanmail PlusTM

•  Save up to 9% with CleanmailTM

and 12% with Cleanmail PlusTM

on standard mail costs – no 
sorting required

•  Do a bit of preparation and get 
a discount

•  Choice of First or Second Class 
delivery.

Cleanmail AdvanceTM

•  Easier to access, simpler to use 
and offers up to 12% discount 
on an even greater share of 
your mail – no sorting required

•  No accreditation process 
required

•  Do a bit of preparation and get 
a discount

•  Choice of First or Second Class 
delivery.

Automated Standard Tariff 
Large Letters

•  Savings off franked / account 
large letter tariff

•  No accreditation process 
required

•  No mail sorting necessary 
– just preparation

•  Choice of First or Second Class 
delivery.

Set-up an account

•  For business customers 
spending more than £5,000 
per year on mailings

•  Makes paying for your mail 
even easier

•  Different accounts and services 
for different needs.

Choose from these products and services.
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Franking

•  No need for stamps, petty cash 
or cheques if you lease or buy 
a franking machine

•  Pay for credit up front and 
keep track of the cost of 
your mail

•  Customise your mail for free 
advertising and a professional 
image.

Business Collections

•  All of your business mail 
collected from your work place

•  Free if your company spends 
£15,000 a year on Royal Mail 
services

•  Save money when you share 
the same collection point with 
other businesses.

PacketpostTM

•  Save money on packet 
mailings nationwide

•  Flexible services according to 
how much you send

•  Choice of First or Second
Class delivery.
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PacketsortTM

•  Ideal if you’re sending more 
than 250 packets, per posting, 
within the UK

•  Save money by doing some
of the sorting yourself

•  Choice of First or Second
Class delivery.

MailsortTM

•  Make big savings on standard 
mail costs by doing some of the 
sorting yourself

•  Ideal if you send large volumes 
of mail in the UK

•  You choose how much to sort 
and how to send it. 

Royal Mail TrackedTM

•  Track your packages from 
despatch to delivery 

•  Our range of delivery options 
makes it easier to ensure your 
customer receives their package 
first time 

•  Delivery within two to three 
days, anywhere in the UK 
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I want to find an address or postcode

Get it right.

Pin down the exact address.

Perhaps you know a customer or supplier address but not the 
postcode. Or you want to target potential new customers and don’t 
know where to start. We’ve got more than 27 million addresses in our 
system. You can access these online, on CD-ROM or in print and cross 
reference your mailing lists and databases to make sure your mail 
arrives at the right place and as quickly as possible.

Postcode Address Finder

•  Search for the postcodes using 
a full or part address and find 
addresses from postcodes

•  Format results and print
them straight on to labels
or envelopes

•  Make up to 12 separate 
searches every day.

Postcode Address File

•  Over 27 million addresses
in one database

•  An invaluable tool for creating 
and maintaining mailing lists

•  Sort your mail more effectively 
and reduce costs with full and
correct postcodes.

Address Management Guide

•  Post towns in alphabetical and 
outward code order including 
Postcode area maps and town 
listings by postcode area

•  The only printed version
of this data available.

Choose from these products and services.
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I want to save money by sorting my mail

Sort it out.

If you have the time to sort your own mail or if you address your mail 
in such a way that it is easy for our sorting machines to read, you can 
save up to 40% on costs with our special discounts.

Choose from these products and services

PacketpostTM

•  Save money on packet 
mailings nationwide

•  Flexible services according to 
how much you send

•  Choice of First or Second 
Class delivery.

PacketsortTM

•  Ideal if you’re sending more 
than 250 packets, per posting, 
within the UK

•  Save money by doing some of 
the sorting yourself

•  Choice of First or Second Class 
delivery.

CleanmailTM / Cleanmail PlusTM

•  Save up to 9% with CleanmailTM

and 12% with Cleanmail PlusTM

on standard mail costs – no 
sorting required

•  Do a bit of preparation and get 
a discount

•  Choice of First or Second Class 
delivery.

Cleanmail AdvanceTM

•  Easier to access, simpler to use 
and offers up to 12% discount 
on an even greater share of 
your mail – no sorting required

•  No accreditation process 
required

•  Do a bit of preparation and get 
a discount

•  Choice of First or Second Class 
delivery.

Choose from these products and services.
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Automated Standard Tariff 
Large Letters

•  Savings off franked / account 
large letter tariff

•  No accreditation process 
required

•  No mail sorting necessary 
– just preparation

•  Choice of First or Second Class 
delivery.

MailsortTM

•  Make big savings on standard 
mail costs by doing some of 
the sorting yourself 

•  Ideal if you send large volumes 
of mail in the UK

•  You choose how much to sort 
and how to send it.

International Zone
and Format

•  Save money by sorting your 
mail into geographical zone 
and mail type

•  Priority or economy delivery 
options to match your budget 
and deadlines

•  Easy to set up and get started.

International
Destination SortTM

•    Significant cost savings 
by sorting your mail by 
destination

•  Up to three delivery speeds
to match your budget
and deadlines 

•  Easy to set up and get 
started.
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I want my mail to be sent
to another address

Relocation, relocation, relocation.

Make sure your mail follows you.

Perhaps you’re moving business premises to a permanent or 
temporary new site. Or part of your firm is relocating. Maybe you’re 
going on holiday or temporarily closing up shop. Or you’re working 
from home and want a separate business address. We can safely 
divert, redirect or keep hold of your mail so that nothing goes astray. 
We can also inform all your contacts of your change of address or set 
you up with a PO BoxTM service. 

Redirections

•  Get your mail redirected 
when you move home or 
business address

•  Redirect to any UK or overseas 
address

•  Available for up to two years.

Business KeepsafeTM

•  Have your company’s mail 
temporarily held and kept safe

•  We can hold your mail for up 
to 66 days

•  On a date of your choice, the 
mail is delivered in bulk to your 
company address.

Diversions

•  Get mail sent on to a part
of your business that 
has relocated

•  Divert to or from a Post 
Office Box

•  All diverted mail is treated
as First Class.

PO BoxTM

•  Your Mail is delivered and 
kept at your local Royal Mail 
delivery office

•  Collect your mail - or have it 
delivered - when it suits you

•  Option to transfer your normal 
mail to your PO Box™.

Choose from these products and services.
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find, win and keep your customers
Talk to your customers.

Mail is one of the best marketing tools for any 
business – it’s simple, direct and personal. It’s a great 
way to acquire new customers, learn more about 
existing customers and find out what products and 
services they want from you.

We can help you to manage your customer database, 
understand the information you know about your 
customers and use it to develop how you communicate 
with them. Using mail, we can help you reach relevant 
customers, ensure they can easily respond to you and 
analyse the results.
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I want to find new customers

Needles in haystacks.

Target new customers.

When you’re looking for new business, we can help you reach the 
right people in the right way, so your time and effort are spent most 
effectively. We can help you to promote your business, provide lists
of suitable customers and even recommend a way to contact these 
people, whether it’s by post, email or SMS. Our network spans over 
27 million addresses, and we can help you find out which of these 
hold potential new customers and what will draw them to your 
product or service. 

Door to Door

•  A cost-effective way to reach 
new customers and boost sales

•  Ability to target down to 
a regional or local area

•  An effective way to begin 
building a customer database.

Business Changes File®

•  Over 3 million records with 
15,000 changes updated every 
month

•  Identify start-up businesses as 
potential customers

•  Avoid sending mail to out-of-
date addresses. 

Data Services

•  Ensure your customer 
information is totally accurate

•  Analyse your customers 
and identify new prospects
like them 

•  We’ll make sure your 
information is up to date
and usable. 

Choose from these products and services.
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Business Reply

•  Pre-printed postage on your 
reply cards and envelopes

•  Ideal for larger and heavier 
pre-printed responses
over 100g

•  Professional-looking
response devices that can
be personalised. 

Response PlusTM

•  Pre-printed postage on your 
reply cards and envelopes

•  Responses are machine sorted, 
speeding up customer replies

•  No manual handling charge
so responses are cheaper
per item.

Packetpost ReturnsTM

•  A free returns service for 
your customers to send back 
unwanted goods 

•  Available to customers from 
every Post Office® branch

•  You get a flat rate price based 
on the average weight of 
packages returned.

International AdmailTM

•  A local PO Box return address 
that your overseas customers 
can use free of charge for 
letters and packets

•  Boosts response rates

•  Return items up to 2kg.

Home Movers Mailing Service

•  Reach over 100,000 new 
home movers every month

•  Complete marketing package 
bespoke for your business

•  Opportunity to influence new 
shopping habits. 

Email Marketing

•  One-stop solution for all email 
marketing campaigns

•  Real-time response 
analysis included

•  No hardware or software
to buy.

mailmedia®

•  Combines cost of outbound 
mailing and replies to bring 
you discounts

•  Response rate of up to 10% 
included in the cost

•  Ideal for mailing catalogues 
and brochures.

FreepostTM

•  Ideal for consumer direct mail 
and advertising

•  Helps boost response

•  Choose from three different 
Freepost™ options.
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International Business Reply

•  Lets your international 
customers respond to you free 
of charge

•  Pre-paid international replies 
sent direct to your UK address 

•  Available for use in 200 
countries worldwide 

•  Use with envelopes, cards or 
labels 

•  Customers can return items up 
to 50g.

International Stamped 
Response

•  Use a local PO Box address to 
stimulate overseas responses 

•  Customers pay local postage, 
so you keep your costs down 

•  Responses are forwarded to 
your chosen UK address 

•  Available to use in a number of 
European countries 

•  Customers can return items up 
to 50g (letters) 2kg (packets).

working smarter find, win and keep your customers
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I want to keep my existing customers

Hold on tight.

Keep your customers happy.

You’ve got a strong customer base and you want it to stay that way. 
Communication is the surest way to build a relationship with your 
existing customers and see that they don’t stray into the arms of your 
competitors. We can help you design and launch a successful mailing 
campaign to convey relevant messages to your customers, so that they 
feel like they’re your number one priority.

Business Changes File®

•  Over 3 million records with 
15,000 changes updated every 
month

•  Identify start-up businesses as 
potential customers

•  Avoid sending mail to out-of-
date addresses.

mailmedia®

•  Combines cost of outbound 
mailing and replies to bring 
you discounts

•  Response rate of up to 10% 
included in the cost

•  Ideal for mailing catalogues 
and brochures.

Email Marketing

•  One-stop solution for all email 
marketing campaigns

•  Real-time response analysis 
included

•  No hardware or software
to buy.

Choose from these products and services.

23

http://www.royalmail.com/smallbusiness


working smarter find, win and keep your customers

ListCleaner

•  Cleans mailing lists/databases, 
reduces mail wastage (mail 
returns, postage/print) 
and helps you reach more 
customers

•  Access our discounted mailing 
products (i.e. Cleanmail™ and 
Mailsort™) and save money

•  Profiles data, improving direct 
marketing performance (i.e. 
campaign targeting and return 
on investment).
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I want to reach my customers

Get your message heard.

Communications with impact.

You know how important it is to stay in touch with your customers 
and keep them abreast of new developments in your products and 
services. We can help you create a mailing campaign to let them know 
that you’re working to meet their needs. We can help you improve 
your image by personalising your mail with business logos and 
slogans. And we can arrange for your customers to have an easy way 
to respond to your communications. 

mailmedia®

•  Combines cost of outbound 
mailing and replies to bring 
you discounts

•  Response rate of up to 10% 
included in the cost

•  Ideal for mailing catalogues 
and brochures.

Email Marketing

•  One-stop solution for all email 
marketing campaigns

•  Real-time response
analysis included

•  No hardware or software
to buy.

Response PlusTM

•  Pre-printed postage on your 
reply cards and envelopes

•  Responses are machine-sorted 
to speed up customer replies 

•  No manual handling charge
so responses are cheaper
per item.

Choose from these products and services.
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Business Reply

•  Pre-printed postage on your 
reply cards and envelopes

•  Ideal for larger and heavier 
pre-printed responses
over 100g

•  Professional-looking
response devices that can
be personalised.

International Admail

•  A local PO Box return address 
that your overseas customers 
can use free of charge for 
letters and packets

•  Boosts response rates

•  Return items up to 2kg.

International Business Reply

•  Lets your international 
customers respond to you free 
of charge

•  Pre-paid international replies 
sent direct to your UK address 

•  Available for use in 200 
countries worldwide 

•  Use with envelopes, cards or 
labels 

•  Customer can return items up 
to 50g.

International Stamped 
Response

•  Use a local PO Box address to 
stimulate overseas responses 

•  Customers pay local postage, 
so you keep your costs down 

•  Responses are forwarded to 
your chosen UK address 

•  Available to use in a number of 
European countries 

•  Customers can return items up 
to 50g (letters) 2kg (packets).

ListCleaner

•  Cleans mailing lists/databases, 
reduces mail wastage (mail 
returns, postage/print) 
and helps you reach more 
customers

•  Access our discounted mailing 
products (i.e. Cleanmail™ and 
Mailsort™) and save money

•  Profiles data, improving direct 
marketing performance (i.e. 
campaign targeting and return 
on investment).
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I want to use what I know about
my customers

Understand your customer information.

And use it.

Over time, you’ve gained information about your customers, from their 
personal details to the things they have bought from you, and even 
perhaps their interests and aspirations. We’ll help you to understand 
your customer information and put it to good use, reaching your 
customers with the most relevant messages. We can also help you 
manage your information by creating a database that will help you 
communicate with your customers in the future.

Choose our Data Services for help using your customer information.

Data Services

•  Ensure your customer 
information is totally accurate

•  Analyse your customers 
and identify new prospects
like them

•  We’ll make sure your 
information is up to date
and usable. 

ListCleaner

•  Cleans mailing lists/databases, 
reduces mail wastage (mail 
returns, postage/print) 
and helps you reach more 
customers

•  Access our discounted mailing 
products (i.e. Cleanmail™ and 
Mailsort™) and save money

•  Profiles data, improving direct 
marketing performance (i.e. 
campaign targeting and return 
on investment).

Choose from these products and services.
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I want to measure my
campaign performance

Check for effect.

Is your mailshot a success?

Did your last mailshot achieve its objectives? How will your next one 
perform? We can help you assess your past and future results. Our 
response analysis will help you to judge success in terms of how 
accurate your mailing is, and how keenly people respond. We can 
suggest ways to improve your future mailings, and how you can cut 
out unlikely respondents to reduce wastage. We can also help you 
build broader and deeper customer knowledge.

Choose our Responsivate™ service for help in measuring your 
campaign performance.

ResponsivateTM

•  Web based tool to test the 
responsiveness of your mail 
packs

•  Fast and convenient evaluation 
of key creative elements

•  Can recommend instant 
improvements to boost 
response. 

Email Marketing

•  One-stop solution for all email 
marketing campaigns

•  Real-time response analysis 
included

•  No hardware or software to 
buy.

Choose from these products and services.
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I want to improve my mailshots

Make more impact by mail.

Create more effective mailshots.

Your marketing efforts need to stand out from the crowd, and that’s 
especially important with mailshots, which need to grab attention 
if people are going to open and read them. We can help you create 
the most impactful mailshot for your needs. We’ll help you reach the 
right audience and speak to them in a way that’s relevant, fresh and 
emotive. We’ll also give you the most time and cost effective mailing 
solution to get your message out there. Not to mention a suitable 
response solution to bring the customers back in.

ResponsivateTM

•  Web based tool to test the 
responsiveness of your
mail packs

•  Fast and convenient evaluation 
of key creative elements

•  Can recommend instant 
improvements to boost 
response. 

Data Services

•  Ensure your customer 
information is totally accurate

•  Analyse who your customers 
are

•  We’ll make sure your 
information is up to date
and usable. 

Choose from these products and services.
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ListCleaner

•  Cleans mailing lists/databases, 
reduces mail wastage (mail 
returns, postage/print) and
helps you reach more 
customers

•  Access our discounted mailing 
products (i.e. Cleanmail™ and 
Mailsort™) and save money

•  Profiles data, improving direct 
marketing performance (i.e. 
campaign targeting and return 
on investment).

International Sales 
Consultancy

With so many organisations 
gaining global visibility through 
the Internet, international 
market development is becoming 
a key part of more and more 
marketing strategies. We can 
help you make the most of the 
opportunities on offer and tackle 
obstacles that can stand in the 
way of international trade.

 Our Consultancy offers a 
whole range of support and 
information including:

•  A consultant to access desk 
research on your behalf 

• Country fact sheets

• Access to data and list buying

•  Information on customs VAT 
and export rules.

working smarter find, win and keep your customers
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frequently asked questions
If you have a question about any of Royal Mail’s 
products or services, the chances are someone else 
has asked us the same question. Here you’ll find the 
answers you need.
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I am setting up a new business. How can Royal Mail help me?

We have a team of fully trained specialists dedicated to helping new 
businesses. We can give support and advice on the many products, 
services and solutions that we offer new start-ups. We can help you 
on everything from distribution and fulfilment solutions to advertising 
your business by mail.

Visit our website at www.royalmail.com/small business or call our 
team of specialists on 08457 950 950 for more information.

I currently use postage stamps for my mail. But this is time 
consuming and I would like a more professional look for my 
mailings. What alternatives are there?

We can offer a number of alternatives to postage stamps, including:

SmartStamp® – A simple piece of software that lets you buy and ® – A simple piece of software that lets you buy and ®

print individual or multiple postage marks for most UK and overseas 
services, using your normal PC and printer.

Franking – A way to pay for your postage by meter impression, where 
you simply pay an amount in advance which is then credited to your 
franking machine. As mail feeds through the machine, its postage 
value is debited from your account, which you can top up by phone
or post.

Printed Postage Impressions (PPI) – A convenient and cost effective 
way to mail large quantities of letters, large letters or packets within 
the UK and overseas. You can print stationery in advance and pay for 
your postage via a Royal Mail credit account.
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I am interested in using franking to print and pay for my 
postage. How do I choose the right franking machine for me?

The following companies are approved by us to supply or manufacture 
franking machines. None is recommended over any other, and each 
one will be able to help you choose the right franking machine for
your business.

Frama UK Ltd   Pitney Bowes Ltd
15-16 Limes Street  Elizabeth Way
High Street   The Pinnacles
Hoddesdon   Harlow
EN11 8EP   CM19 5DB
01992 451 125   08705 252 525

Francotyp Postalia Ltd  Neopost Ltd
Lakeside House   South Street
74 Questor Powdermill Lane  Romford
Dartford    RM1 2AR
DA1 1EF    01708 736 760
0500 223 563

Can I get my business mailings collected from my premises?

To save you time and effort, you can arrange for us to collect your post 
straight from your business premises with our Business Collection 
service. We’ll come and pick up all types of mail – including packages, 
overseas mail and Recorded and Special Delivery™ items – on a 
regular or one-off basis.

I would like to advertise my business using mailshots but 
I don't know where to start. Can you help me?

Our dedicated team of New Business Sales Advisors are trained in 
direct mail and other marketing solutions. We can advise you on how 
to create an effective mailshot, purchase an appropriate mailing list 
and design a suitable mailing solution.

Since I started my business, my mailings have increased 
considerably. I am now looking for an alternative mailing 
solution that will save me money.

We offer a number of contractual services that give lower prices on 
bulk quantities of UK and overseas letters, large letters and packets. 
Please contact us to find the most suitable solution for your needs.
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I’d like to give my customers the opportunity to return items to 
me free of charge.

We have a number of solutions for both UK and overseas mail which 
will enable your customers to return items to you free of charge. 
These include Response Plus™, Business Reply, Freepost Name, 
Special Delivery™ with Response, Admail, International Business 
Response and International Admail.

I currently run my business from home. I would like to advertise 
but do not want to use my home address.
Can you help?

Yes, by setting you up with a PO Box™ service. This gives you a 
prestigious business address, one that’s short and easy for your 
customers to remember, and provides a degree of anonymity.

I currently use a courier firm to send urgent items. Can you offer 
me a next day delivery service at a lower cost than couriers?

We guarantee delivery to most UK addresses before 9.00am the 
next working morning via our Special Delivery™ 9.00am service. 
Depending on the urgency of the item, we also offer a Sameday 
service and Special Delivery™ Next Day (by 1.00pm) service. 

Your Special Delivery™ items travel through a dedicated secure 
delivery network with an online Track and Trace capability that lets 
you follow their progress from despatch to final destination. You can 
confirm the safe delivery of your items either by phone or online 
at www.royalmail.com/trackandtrace where you can also see 
electronic proof of delivery in the form of a scanned signature.
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For a small extra charge, you can be sure of next day delivery even on 
a Saturday with Guaranteed Saturday Delivery. We will also collect any 
item from your business premises for just a small additional charge. 
If you need your clients to return valuable or urgent items to you, we 
offer our Special Delivery™ with Response service. (See our current 
quality of service figures at www.royalmail.com/qofs )

I run a mail order business and find it very time consuming to 
weigh individual packets for pricing. Can you offer an alternative 
solution?

Yes, Packetpost™ Daily Rate is a simple, convenient way to post 
medium-size mailings of packets for businesses sending more than 
5,000 packets a year, or around 100 packets a week. Each packet 
must weigh more than 60g. There is no daily minimum.

working smarter FAQs
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Packetpost™ Daily Rate will save you time because you don’t have to 
weigh each packet individually. It will also save you money because the 
price steps are smaller than for normal postage. Mailings can be sent 
by either First Class or Second Class and there is no extra charge for 
Saturday deliveries.

If you are sending packets overseas, you can use our International 
Zone and Format service which offers two delivery speeds, minimal 
sortation and reduced postage costs.

How do I contact you?

You’ll find lots of useful information for smaller businesses on our 
website at www.royalmail.com/small business If you have any 
further questions about any Royal Mail products and services, please 
call our Sales Centre on 08457 950 950.

Where can I find last posting dates for Christmas?

When Christmas comes around, you can check all the last 
posting dates for the UK, and around the world, 
at www.royalmail.com/lastpostingdates
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