
Submit to the Post office

Stick on item
①

②

④

③

Dispatch Note

Customs declaration

貼付用

Sender’s Copy

Post office’s Copy

貼付用

お客さま用

郵便局用

Signature 
required

〇

Label See upper left
image

1 EMS（for documents） Number of labels printed: 4

【Examples of labels】

See upper left image

③ Sender’s Copy ④ Post office’s Copy①② Dispatch Note,
Customs declaration

2

Invoice cannot be printed.

The date and sender’s signature are necessary. 
Please stick on the item as shown in the image (How to stick on the label).
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Submit to the Post office

Stick on item

Enclose in the pouch
and stick on the item

①

②

③

④

⑥

⑤

Dispatch Note

Customs declaration(1)

貼付用

Customs declaration(2)

Invoice

Sender’s Copy

Post office’s Copy

貼付用

封入用

封入用

お客さま用

郵便局用

Signature 
required

〇

〇

〇

Label See upper left
image

2 EMS(for goods) Number of labels printed: about 4-8

【Examples of labels】
See upper left image

Submit to 
Post office

⑤ Sender’s Copy ⑥ Post office’s Copy

1

①② Dispatch Note,
Customs declaration(1) ③ Customs declaration（2） ④ Invoice

Signature Signature

Signature
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A receipt for international mail(Sender’s Copy(2)) is not printed because it is sent by email.

The number of forms to be printed varies depending on the destination or your request.
The date and sender’s signature are necessary. 
Please stick on the item as shown in the image (How to stick on the label).
Pouches are available at the post office.
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Stick on item

Enclose in the pouch,
and stick on item

Submit to Post office

Stick on item

Enclose in the pouch,
and stick on item
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③

④

⑥

⑤

Dispatch Note

Customs declaration(1)

貼付用

Customs declaration(2)

Instructions to be given 
by the sender

Invoice

Sender’s Copy

貼付用

封入用

貼付用

封入用

お客さま用

Signature 
required

〇

〇

〇

Label See upper left 
image

A receipt for international mail(Sender’s Copy(2)) is not printed because it is sent by email.

The number of forms to be printed varies depending on the destination or your request.
The date and sender’s signature are necessary. 
Please stick on the item as shown in the image (How to stick on the label).
Pouches are available at the post office.

3 Postal Parcel Number of labels printed: about 5-10

①② Dispatch Note, 
Customs declaration（1） ③ Customs declaration（2）

④ Instructions to be    
given by the sender

⑦ Post office’s Copy

【Examples of labels】

See upper left image
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⑦ Post office’s Copy 郵便局用

⑥ Sender’s Copy
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Submit to Post office

Stick on item
①

②

③

④

Dispatch Note

Customer’s declaration

貼付用

Receipt for International mail 
(Sender’s Copy)

Receipt for international mail
(Post office’s Copy)

貼付用

お客さま用

Signature 
required

〇

Label See upper left 
image

Invoice cannot be printed.

When the item’s total value is more than 300 SDR, a Dispatch Note and a Customs Declaration (to be enclosed) are printed.
（Enclose the Dispatch Note and Customs Declaration in the pouch and stick it on the item.）
The date and sender’s signature are necessary. 
Please stick on the item as shown in the image (How to stick on the label).

4 Registered mail (Small Packet, Printed Matter, Letter and Others)

Number of labels printed: about 4

①② Dispatch Note, 
Customer’s declaration ③ Sender’s Copy ④ Post office’s Copy

【Examples of labels】
Printed Matter (Registered mail）

See upper left image

Submit to Post Office
Signature

郵便局用
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【Note】
The 2D code and the type of service should not be printed on 
“Letters/Others (Registered)” labels.
Postage printed on labels is only the postage to register the item. 
Please add or fix the value by hand.
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Submit to Post office

Stick on item
①

②

③

④

Dispatch Note

Customs declaration

貼付用

Receipt for International Mail 
(Sender’s Copy)

Receipt for International Mail 
(Post office’s Copy)

貼付用

お客さま用

Signature 
required

〇

Label See upper left 
image

Invoice cannot be printed.

When the item’s total value is more than 300 SDR, a Dispatch Note and a Customs Declaration (to be enclosed) are printed.
（Enclose the Dispatch Note and Customs Declaration in the pouch and stick it on the item.）
The date and sender’s signature are necessary. 
Please stick on the item as shown in the image (How to stick on the label).

5 International ePacket light Number of labels printed: about 5

①② Dispatch Note,
Customs declaration

③ Receipt for International Mail 
(Sender’s Copy)

④ Receipt for International Mail 
(Post office’s Copy)

【Examples of labels】

See upper left image
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郵便局用
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Stick on item
①

②

Dispatch Note

Customs declaration

貼付用

貼付用

Signature 
required

〇

Label See upper left 
image

Invoice cannot be printed.

When the item’s total value is more than 300 SDR, a Dispatch Note and a Customs Declaration (to be enclosed) are printed.
（Enclose the Dispatch Note and Customs Declaration in the pouch and stick it on the item.）
The date and sender’s signature are necessary. 
Please stick on the item as shown in the image (How to stick on the label).

6 Small Packets, Printed Matter, Letters and Others
Number of labels printed: about 2

① Dispatch Note ② Customs declaration

【Examples of labels】
Small packet

See upper left image
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【Note】
Regarding “letters/others” labels, the mailing type 
should not be printed on the upper right of the label.


