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ACCESS USER GUIDE AMENDMENT NOTICE NUMBER 083:  
INCREASE IN MAILMARK LARGE LETTER THICKNESS LIMIT 

 
Date: 3 NOVEMBER 2025 

 
This notice applies if you hold an Access Letters Contract (Contract) with Royal Mail Group Limited, a company 
registered in England and Wales (number 04138203) with its registered address at 185 Farringdon Road, 
London EC1A 1AA. 
 
1 Definitions and interpretation 

 
1.1 If a word or expression is defined in this notice, it shall have the meaning given in this notice. 

 
1.2 Any words or expressions which are not defined in this notice, but have an initial capital letter, shall 

have the meanings given to them in the Contract.  
 

1.3 All of the rules about how to interpret the Contract shall apply to this notice.  
 

2 Changes to the Contract 

2.1 Under clause 13.3(a) of the General Access Terms and Conditions of the Contract we hereby notify 
you of the following changes to the Access Letters User Guide: 

 
2.1.1 Footnote 1 under Figure 1: Access Services of Section 1 shall be amended as follows: 
 

You may hand over Magazine Subscription Mail Large Letters which are up to 13mm in 
thickness as either Mailmark Mailings or Manual Items. Magazine Subscription Mail Large 
Letters which are more than 13mm and less than 25mm thickness must be handed over as 
Manual Items. See Appendix K for details. 

 
2.1.2 The table at Section 4.1(b) shall be amended as follows: 
 

FORMAT CONTAINER 

  Tray* Bag Sleeved 
Yorks* 

Letters • •  

Large Letters (up to 13mm thickness) • •  

Large Letters (more than 10mm thickness AND 
less than 240mm x 165mm in size), including 
General Large Letters 

• • • 

Large Letters (more than 10mm thickness AND 
more than 240mm x 165mm in size) 

 • • 
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2.1.3 The table at Section 4.3(b) shall be amended as follows: 
 

FORMAT PRESENTATION REQUIREMENTS 

Letters  • Letters must be stacked vertically on their long edge;  

• Letters must be inserted upside down with the Access Indicium 
facing the Tray label (see Figure 7)*;  

• Letters must be loose loaded in Trays. They should not be 
bundled.   

• Letters must not be packed tightly into Trays (see Figure 7); 

• Letters must not be bundled. 

NB:  *The only exception to letters being placed upside down is for 
machineable postcards which, due to the thickness, may be placed 
upright in the tray with the Indicium facing the tray label.  

Large Letters (less than 
240mm x 165mm in size) 

• The same presentation requirements as for Letters apply;  

• Additionally, Large Letters must be laid horizontal with the 
Delivery Address facing the top, and placed as high as the plimsol 
line within the Tray (just beneath the open handle) – this allows 
the Trays to be carried and lifted (see Figure 9). 

Large Letters (less than 
13mm thickness AND more 
than 240mm x 165mm in 
size) 

• If placing the Large Letters into the Tray in a landscape position, 
the address and Access Indicium must be face up in the Tray, and 
with the Access Indicium away from the tray front and label (see 
Figure 8);  

• If placing the Large Letters into the Tray in a portrait position, 
the address and Access Indicium face up in the tray, and with the 
Access Indicium adjacent to the tray front and label (see Figure 
8); 

• Large Letters must not be bundled; 

• Large Letters must be laid horizontal and placed as high as the 
plimsol line within the Tray (just beneath the open handle) – this 
allows the Trays to be carried and lifted (see Figure 9). 

 
2.1.4 The table at Section 4.3 of Appendix K: Magazine Subscription Mail shall be amended as 

follows: 
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Sortation level Access 70 

Service Standard Standard or Priority 

Format Large Letter 

Processing option For Magazine Subscription Mailing Items which are up to 13mm thickness you 
must use Royal Mail Mailmark (and comply with the specification requirements 
set out in Schedule 8, Part 1: Royal Mail Mailmark), or handover the items as 
Manual Items; or  

For Magazine Subscription Mailing Items which are more than 13mm and less 
than 25mm thickness you must handover the items as Manual Items.  

 
2.1.5 The Mailmark Large Letters specification document which is hyperlinked within Section 8 of 

Appendix M will be amended. The revised specification document can be found here.  
 

2.2 The change detailed in paragraph 2.1 will take effect from 13 May 2026. However so that customers 
can benefit from implementing this change earlier, we will not implement any incorrect format 
adjustment charges up to 13 May 2026, for Mailmark Large Letters presented with up to 13mm 
thickness. 

 

Yours sincerely, 

 
 
 

Tim Cable 
Wholesale Products Director 
Royal Mail Wholesale 
 

https://www.royalmailwholesale.com/mint-project/uploads/405434532.pdf

