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1.0 Overview

Whistl has developed an innovative marketing tool to help increase envelope opening rates, response uplift and
reach for direct, Trans promo or transactional mail. This is achieved by personalising the mail piece with your own
stamp design — (yourStamp) so that recipients deem the mail piece to be higher in value than mail with a standard
pre-printed indicia.

yourStamp can be used to raise brand awareness, highlight a promotion, celebrate an anniversary or simply
highlight change of address details — the only limit is your imagination.

Tests have shown using stamps on direct mail can, where appropriately used, increase response.

However, yourStamp is the first of its kind. They have no intrinsic monetary value (unlike 1st or 2nd class stamps)
but give you the opportunity to personalise a stamp with your own design. You therefore receive all the response
benefits at a fraction of the cost of standard stamped mail. Please ask your Whistl Account Manager for details.
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2.0 How can | use yourStamp?

You can use the stamp on your existing Premier, PremierSort and UK bound AllSort mailings.
You can only use the stamp on manual mail services.

yourStamp can only be used for Whistl Downstream Access mailings in the UK (excluding BFPO addresses
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3.0 Who can tell me more
about yourStamp?

Your Whistl Account Manager will be the first point of contact for all questions regarding yourStamp mailings and
will be able to provide you with detailed information as well as advice about design, production and application. If
you have any specific questions regarding the application of the stamps thereafter please contact your mailing
house.

For any other queries please contact Whistl Customer Services on 01628 816768 for assistance.
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4.0 How to order yourStamp

e Please refer to your customer order form — an example is given in Appendix A.

o Complete your customer order form ensuring that all of the required fields have been filled in.

e Email a signed and scanned copy of your order form to your Internal Account Manager or fax your order
to 01628 816768.

e Orders received between 11am and 3pm on any working day (excluding bank holidays) will be
acknowledged within 24 hours. Orders received thereafter will be acknowledged the next working day.

e  Orders must be accompanied by your artwork, supplied in hi-res PDF or EPS format.

e Your Internal Account Manager will review your artwork within 24 hours (from acknowledgment of your
order form) to ensure that it complies with our design guidelines. They will subsequently approve or
recommend changes to your artwork.

e Should there be any changes to your artwork you will need to ensure they are completed within 24 hours
to enable us to meet your deadline.

e Your order of yourStamp will be sent to you or an alternative delivery address of your choice 12 days
after final artwork approval.

e Your delivery of yourStamp will be delivered on working days only.
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5.0 What does yourStamp
cost?

5.1 Rates
o Please refer to the rate card provided by your Whistl Account Manager. The rate card ranges from 10,000
to 1,000,000stamps.
e Please note that there is a minimum order of 10,000 items.
e Orders mustbe placed in multiples of 10,000 items, for example, 10,000, 20,000, 30,000.

5.2 Orders over 1 million
For quantities over 1,000,000 items please contact your Whistl Account Manager who will give you a bespoke

guote and advise on special delivery requirements.

5.3 Additional charges
e Thereisanadditional obligatory charge of £150 for printing new imagery, this includes up to 4 colour
printing.
Up to 7 separate images can be used in every print run for the initial £150 charge for printing plates.
For 8 or more (up to a maximum of 14) different designs per print run there will be an additional
£150 (£300in total) charge to cover the additional printing plate costs.
Only equal numbers of stamps can be ordered for multiple design orders. For example, 40,000 stamps
ordered with four separate images to be printed would resultin a quantity of 10,000 stamps per design.

5.4 Replacement orders

o Replacementordersare only availablein extreme circumstances. Forexample in the unlikely event that your
mailing house runs out of stamps or has spoils that exceed those accounted for, you can fast track an order
of stamps.

e Eachreplacement order for each differentimage must be ordered in multiple quantities of 1,000 or 5,000
stamps and must use existing artwork only.

e You cannot split the run length to account for multiple designs.

e Youwill incur an additional charge of £350 per image to cover extra production costs.

e Ifyourequire morethanoneimagetoberecreated, you will be charged an extra £350 for every additional
image used per run. For example two images, 1,000 of each, will result in an additional charge of £700
plus the price of the stamps.

e Please ask your Whistl Account Manager for the cost per stamp.

e Toorderareplacement quantity of stamps, please complete the replacement order form, scan sign and
email to your Internal Account Manager and Whistl Account Manager as a matter of urgency.

e Ifyourorderisreceived before 15:00 (Monday

—  Friday) we will deliver your items to your chosen delivery address 72 hours later. Orders received after
15:00 will be dealtwith the nextworking day, working on a 72 hour lead time.

5.5 VAT

All charges are subject to VAT at the standard rate.
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6.0 yourStamp application

There are two ways to apply yourStamps to mail pieces — manual and automated.

Manual processes require mailing houses to set up a work bench where operatives can manually apply the
stamps to mail pieces. The accuracy of the work varies between mailing houses and spoilage can be high. This
method is also more time consuming and is not recommended for volumes over 100,000 items.

Automated processes use a coil-fed applicator whereby a coil of stamps is slot-loaded onto an automated

machine that quickly and accurately applies the stamps to mailings. This machine can be used for any volume of
items.

For more detailed information, please contact your Whistl Account Manager or mailing house.
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7.0 Design Guidelines

7.1 Design dimensions and specification
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7.2 Technical design information

Print resolution must be a minimum of 300dpi.

All file formats should be EPS and hi-res PDF.

Up to four colours can be used — CYMK.

You are not required to add any key lines unless specified in your design.

e You must ensure that a hi-res version of the Whistl indicia is added to mail pieces. This will be supplied
by your Whistl Account Manager. You must ensure that the ‘Delivered by’ block is 15mm wide by 20mm
high

7.3 Imagery

All imagery used must comply with the Terms and Conditions below.

You must ensure that you:

Only use imagery for designs that you own the Intellectual Property rights to.

Will not use imagery that defames any other person or business.

Comply with the law and do not incite anyone to break the law.

Comply with the British Code of Advertising Practice.

Are legal, honest, decent and true.

Prepared with a sense of responsibility to consumers and to society.

Respect the principals of fair competition.

Will not contain anything that may cause widespread offence.

Will not mislead or exaggerate.

Will not show or mention the Royal family, the Royal Arms or Emblems.

Will not depict men, women or children as sex objects, or refer to indecency or obscenity.

Will not advertise films which have not been granted permission for public exhibition.

Will not use imagery of a political nature, calling for the support of a particular view point, policy or action.
Will not use illustrations which depict quotations from or references to a living person unless written
confirmation is granted.

Will not use images which negatively affect the Whistl brand or any Whistl Group company.

o Will not use images which negatively affect any Royal Mail group company or the Royal Mail brand.
e  Willnot portray or in any way be associated with smoking.
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8.0 Delivery

Delivery to one destination per order is included in the price of the stamps.
An additional charge will apply to multiple delivery destinations.

Our supplier will deliver items to your mailing house or another specified destination via our sister company TNT
Express.

Your mailing house will be advised of delivery by your Internal Account Manager
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9.0 Documentation/
Notification

Whistl will utilize the information provided in the .tnt file to extract all the necessary data for invoicing purposes.

The information supplied within the .tnt file is used to calculate the access charges which will be invoiced to the
Customer and it must accurately record the total mailing or National Posting.

9.1 .tnt file (Posting Dockets)

A .tnt file is the Customer’s declaration of the details of the posting to be handed over to Whistl. A .tnt file per
mailing must be submitted electronically to Whistl Customer Service no later than 08:30am on the day of
handover to Whistl. During exceptional circumstances and with the prior agreement of Whistl Customer Service,
alternative arrangements for submission of .tnt file information to Whistl Customer Service may be made.

The .tnt file will allow Whistl to verify that mailing items have been presented in accordance with the Customer’s
obligations under the agreement and that the details reflect the mailing.

The .tnt file must accurately represent the contents of each bag and will contain the following information:

e A unique bag identification number — that corresponds to the same number on the bag label.

e Aunigue Customer identification number — that corresponds to the same number on the bag label.

e Selection codes — The Selection codes within the Whistl DSA Sort Database for the relevant selection.

e Postcode Area — The first alpha character/s of the Postcode —i.e. G for Glasgow Postcodes and PO for
Portsmouth Postcodes.

e  Number of mailing items in bag.

e Total weight of Mailing items — Excluding the weight of the bag, label and bag tie.

e Average mailing item weight.

e Format of the Mailing items — Letters, Large Letters or Packets.

e Whether machineable or manual — where not known the default is manual.

e  Sortation level —i.e. Primary or Default.

e PO Number — 40 character alphanumeric field, to record a purchase order number for a specific mailing.

9.2 Collection Receipt

Whistl will provide a collection receipt based on the information received from the .int file. Four copies of the
Collection receipt will be signed, timed and dated by the Whistl collection driver and an employee of the Customer
after the Whistl vehicle is loaded. Three copies will be retained by the Whistl employee and one copy by the
Customer as a receipt of collection.

The handover of mailing items and the signing of the Collection receipt does not constitute acceptance of the
mailing items by Whistl. Acceptance of a mailing by Whistl only occurs after Whistl verification and Royal Mail’s
Revenue protection checks have taken place and all, if any, issues have been resolved. A mailing will be deemed
to have been accepted by Whistl and subsequently the Royal Mail within one working day from handover by the
Customer unless the any issues have been raised about the mailing.
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Example of Collection receipt

Collection receipt

Customer Services

1. Collection Details

p.Premier |

Magnums

Yorks
Trays

AllSort Bags {unroutables) ves U o

Goods in name

Goods in sigrature

whistl

White Copy: Whistl Operations, Yellow Copy: Whistl Accounts, Green Copy: Transport, Pink Copy: Customer
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10.0 FAQs

Q: Can | mimic a yourStamp by printing stamp artwork directly onto a mail piece?
A: Whistl only produce physical stamps using your artwork. Our research shows that your return on investment is
much greater if you use a physical stamp too! Ask your Whistl Account Manager for more information.

Q: If I get a stamp produced by a company other than Whistl, can | use it with my current postal provider?
A: Unfortunately, the yourStamp can only be purchased and used through Whistl and not sourced externally.

Q: What happens if | use the Queen’s Head or Coat of Arms on a yourStamp?
A: Whistl will not approve the imagery. Royal Mail upholds the right to reject any mail that carries the Queen’s
image on a stamp.

Q: What happens if | put the yourStamp through a Royal Mail post box?
A: Mail may be delayed or delivered as an underpaid item and the recipient will be required to pay the charge.

Q: Can | use the yourStamp for international mail?
A: The yourStamp can only be used on UK bound mailing items.

Q: Does the yourStamp have a monetary value?
A: The yourStamp has no intrinsic monetary value and can only be used in conjunction with access services.
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11.0 Terms and Conditions

10.

11.

12.

13.

14.

15.

16.

These Terms and Conditions form part of the contract between you, the customer named on the order form,
and us, Whistl UK Limited (Company number 4417047). The contract is formed only once we have confirmed
that we accept your order.

You must have a valid, written postal services contract with us or a subsidiary in order to be able to use any
stamps purchased. The stamps may only be used in connection with those postal services and for no other
purpose whatsoever. Postal services are subject to the terms of the postal contract and the stamps do not
constitute payment for the postal services. The stamps have no intrinsic value.

You must have complete, unrestricted rights to use any artwork or design you wish to include on the stamp. If
you do not, you will be fully responsible for any claims or losses of any kind which you, we or our suppliers
incur. You must provide proof of your rights if we request it. If we produce the stamps, it does not in any way
indicate that we have approved or otherwise accepted any responsibility for the design or artwork.

You will retain your rights in any artwork or design and we will own the intellectual property rights in the stamps
which are produced and you may not copy or reproduce them or incorporate them in any secondary medium.
We shall retain ownership of the printing plates and shall hold them for such time as we think appropriate and,
thereafter, may deal with such plates in whichever manner we think fit.

You must comply strictly with all the terms of the most recent customer guide. The customer guide may
change. The most recent version can be found at www.whistl.co.uk. You are responsible for applying the stamp
to mail items in accordance with the Application Guide for Mailing Houses and the Customer Guide. Failure to
do so, may result in your mail item not being delivered or being subject to a surcharge for which you shall be
responsible.

All references to time for performance in the order form or customer guide are target times and are not
guaranteed. You must build this into your planning and before you make any commitments. We will try to
ensure that our suppliers provide a timely and good quality service in order to meet the target times.

We exclude any responsibility for any failure, delay, loss or damage which is outside our control. We will not be
responsible for any actions by Royal Mail. We do not accept any responsibility for damage to artwork or
designs we return to you. We will not be liable for any special, consequential or indirect loss such as loss of
opportunity, bargain or profit; failure to make anticipated savings; cancellation charges or other charges from a
third party. Our overall liability is limited, except for death or personal injury caused by our negligence, to the
amounts received from you for the relevant stamps in question.

While we will try to replicate exactly the design or artwork you send to us, this cannot be guaranteed and flaws
and imperfections are possible.

The design of the stamp must not contain any prohibited images, must be legal, decent and honest and comply
with applicable advertising codes and must not bring our name or brand or that or Royal Mail into disrepute.
The design and artwork must also comply with all the restrictions and conditions in the customer guide.

The prices are set out in the order form and in the most recent version of the customer guide. If after the date
we have accepted your order the costs of production increase, we may increase the prices to cover those
costs. Payment must be made in full, together with applicable VAT at the standard rate, without any set-off of
withholding within 30 days of the date on which we confirm your order. If you do not pay on time, we may
suspend provision of your postal services until payment is received. Interest at the statutory rate shall apply to
late payment. We may off-set payments for stamps against any other payments you owe us.

As the stamps may only be used in connection with Whistl's downstream access postal services, if our postal
services contract with you expires or is terminated for any reason whatsoever, or could be terminated by us for
one of the stated reasons, you may no longer use the stamps and any amount owing shall become
immediately payable. You are fully responsible for any over-ordering. You must destroy any unused stamps
upon termination of this agreement or the postal services contract. We will not make any form of rebate for
unused stamps. Unused stamps may not be transferred to a third party.

Risk in the stamps passes to you upon handover by the manufacturer to the delivery operator. You should take
out any insurance you consider necessary to cover this risk.

Once your order has been confirmed, you may not cancel the order. If we were to agree to a cancellation, we
are entitled to recover all committed or unrecoverable costs plus a reasonable administration charge of £100
per design.

If you have any complaint or claim, this must be notified as soon as possible and confirmed in writing by no
later than 1 month after delivery.

You are fully responsible for your own assessment of the effect of the use of the stamps on your mailing items
and we give absolutely no warranty, representation or assurance as to the effect of the use of the stamps.
English law applies to these terms and conditions. Legal proceedings may be brought only in the English
courts but not before the parties have tried to resolve any dispute by mediation, using the Centre for Effective
Dispute Resolution (CEDR) Model Mediation Procedure.
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Appendix A

yourStamp Order form

Customer D
Customer name

Order placed by
(Name and job title of duly authorised)

Registered company address
Company

Building name/number

Address line 1

Address line 2

Address line 3

Town/City

County

Postcode

Delivery details
Company

Building name/number
Address line 1
Address line 2
Address line 3
Town/City

County

Postcode

V.1. Please email a signed and scanned copy of this form to your Internal Account Manager or Fax it on 01628
816882
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Appendix B

yourStamp Order quantity

Number of images
Quantity of stamps

(You must enter the total volume of stamps required. For multiple orders, we will equally divide the total number of
stamps by the number of images selected).

Volume Order Quantity
10,000 — 20,000
30,000 — 50,000
60,000 — 100,000
110,000 -250,000
260,000 — 500,000
510,000 — 1,000,000

Order costs Total cost of stamps
Total plates £150.00

Total excluding VAT £

VAT @ 17.5% £

Total Including VAT £

V.1. Please email a signed and scanned copy of this form to your Internal Account Manager or Fax it on 01628
816882
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Whistl yourStamp Customer Guide Version Control

Document history pre-design changes

Date Ve':ilon Section Revised Revision Summary
22/10/2019 All All Due to changes to our brand design, the changes
made were for design purposes only.

Whistl Ltd
Network House
Third Avenue
Marlow
Buckinghamshire
SL7 1EY

Tel 01628 891644
Email moreinfo@whistl.co.uk
www.whistl.co.uk
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