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Parcelforce Worldwide 
International mail services 

Customs requirements 

SECTION 8 International Mail PW V5.0 

A customs Despatch Pack (CP72) is required for all destinations and needs to be correctly completed by the 
customer. 

To avoid delays for the customer, please remember to check the following information has been completed 
in full on the customs Despatch Pack: 

Full first and last names of 
sender and recipient 

Post town (in block capitals) 

Number or name of house/flat 
County name 
Name of street 
Postcode/zip code 
Locality name 

Country of destination 
Sender's and recipient's 
contact telephone number 
Full details of the contents - 
these should be individually 
listed 
Mobile phones require an 
IMEI number listed 

r --------------I 

Note: Northern Ireland is in 
the European Union (EU), so 
customers in Northern Ireland i 

I don't need to complete a 1 
customs Despatch Pack (CP72) 
for destinations within the EU, 
unless it's a globalexpress 

1 parcel. u 
I.--------------J 

Please refer to the image below when checking a customer's customs Despatch Pack (CP72): 

0Always include sender's details in FULL: 

Name Address Postcode Telephone 
NOT acceptable example: J Bloggs 

O
Always include recipient's details in FULL: 

Name Address 0Postcode Telephone 

NOT acceptable example: M Smith 

©Always include a clear and detailed description, value and 
weight of each item e.g. 

House Deeds ©Documents 

Ladies leather jacket ©Jacket 

OFor 
 documents: Use one of the following descriptions: Business 

correspondence, Personal correspondence, Financial statements 
or Legal documents. Alternatively add FULL description of the 
type of documents. 
Always include the item category and value 

Each item must be listed and valued individually. If the item is a 
document tick the 'Documents' box 

©Customer always signs the form here 
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SECTION 8 International Mail PW V5.0 

Parcelforce Worldwide 
International mail services 

Marketplace sellers and the Import One Stop 
Shop (TOSS) 

When processing Royal Mail and Parcelforce services 
for sellers sending goods to EU countries, you need to 
complete additional steps. 

If the customer has selected 'Merchandise' on the contents 
section of the CP72, ask them if the item was sold online 
via an online marketplace such as Amazon, eBay, Etsy or 
Not on the High Street. 

If the item was sold via a marketplace: 

Enter the relevant marketplace name in the House 
Name, No. or PO Box field 
Enter the rest of the address into the correct fields 

Apply an TOSS sticker (IOSS1) to the front of the 
item below the Parcelforce label and write on the 
marketplace TOSS number 

Complete the rest of the transaction as normal 

If the item was sold outside of an online marketplace: 

Enter the senders address into the correct fields 
Apply an TOSS sticker (IOSS1) to the front of the item 
below the postage label and write on the customer's 
IOSS number 

Complete the rest of the transaction as normal 

Note: Please refer to Horizon Help for the latest 
marketplace sellers that can be accepted in branch and the 
corresponding TOSS scheme codes to use on Horizon. 
An TOSS sticker needs to be used for any goods being 
sent into the EU via an online marketplace or if the 
customer has an TOSS number (except items sent to the 
EU from Northern Ireland) 

CT02018 July 2023 

GM23 Gnat•ms Gwlalalllon IXehnse.7 deennii!lan of all goo.. opntainetl 
eu~ 

pea-.Dram tlS x6eee mneenu ¢lapr a.  — 
P• X•e~M 

iii 

in the parcel) 
Urn ve i 

f.~.n,.r Tua Of 1u9111e~p1 4blp 

1„pN aeera,.ee~I,—nen tam tom. p— Ee 

P as 
;p o°~a~.r .nano XXX a~u~ 

Z Housu Na a. or PO Box 

End
StreMIOnry XNa UK Pps¢XXe7 OuanlNy Plevbas 

` 
IOn f NIy I O U PoK d.) 'f' Crn¢I

EV

u 
uuoa 

rte
Calatlele ~Xpp, opaeoty 

Ftl F13 F15 
Feel caelrFw ~s.to< 

USERet TP, DS XP. XI SU, SUl IneNlWal MfM Cuabmpr 
Ft) 

F18 K 

r -------------------•1 

Remember: Hand all Parcelforce 
customers a copy of the `Conditions of 
Carriage' leaflet and ask them to sign 
their receipt to confirm they have 
received it. 
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