UNIVERSAL
POSTAL
UNION

CN 55 = Statement of mails

Completion instructions

Document version: 2.0
Date: 2026-07-01

UPU form template valid from: 2027-01-01

Pro



Completion instructions: CN 55 — Statement of mails

1 General rules

A CN 55 statement of mails is generated quarterly, together with the CN 56, as part of the international mail
terminal dues process.

The form is designed to cover different scenarios, in particular mail separated by format and mail not separated
by format.

Several columns are dedicated to mail separated by format. These columns are simply left empty when mail is
not separated by format.

1.1 Display rules

The following general display rules apply to the form:

- For visual clarity, it is strongly recommended that dynamic content be displayed in a different font from
that used for static text (headings, tags, etc.). It is also recommended that dynamic content be displayed
in bold.

- Unless specified otherwise, numbers displayed in the form are right-aligned in the cells.
- The decimal separator is a dot (.).

- Unless specified otherwise, numbers are displayed without leading zeros.

- Where no value is available or the value is zero for a cell, the cell is left blank.

- For all numbers with four digits or more, a space is used as the thousand separator:

- example: 12 345.6

- All weights reported in the form are in kilogrammes. Unless specified otherwise, weights are reported
with a precision of one decimal place.

- When the representation of a numerical value includes x decimals, these x decimals are always dis-
played. For example, with the default weight format (precision of one decimal place), a weight of 31 kg is
displayed as 31.0.

1.2 Handling of multiple pages

If one page is not enough to display the list of dispatches, the following process should be followed:

- If the form is generated manually or semi-manually (with a spreadsheet, for instance), the number 1 is
written in zone 22 (page humber — see the template with zone on the next page). Then, another sheet of
the same template is used, the number 2 is written in zone 22 (page number), the page is completed,
and so on. Once all necessary sheets have been completed for the combination, they are counted and
the total number of pages is written on each page in zone 23 (total number of pages).

- If the form is generated by an IT system, the above process also applies. In addition, it is permitted to
adjust the template in order to reduce the header section on pages other than the first one.

2 Template with zones

The figure below shows the CN 55 template, with numbered tags showing each zone to be completed and for
which completion instructions are provided.



Form prepared by: 0

o

STATEMENT OF MAILS

CN 55

Date:

o X e o " e Mail category Year — quarter

perator perator

Origin Destination

Office o Office e 0 e
Summary of CN 31 letter bills
Date Disoatch Weight - mail subject to terminal dues M bags Number Number Number

fdispatch | N P ) of registered |of insured | of Eformat | Observations
ordispatc 0. PorS G format E format Mixed/ Number of Weight of bags | Weight of bags | jtemns items items
format X format bagsupto5kg |upto5kg over 5 kg

[0

(12

®

o

(16

(1)

(19

(20

Size 297 x 210 mm

D @

S|iew Jo JuawaleIs — GG N :suononisul uonajdwod



Completion instructions: CN 55 — Statement of mails

3 Completion instructions for zones shown in the form

The table below lists the zone numbers appearing in the template on the previous page. For each zone, the
label and the completion instructions are indicated.

Zone

Label

Completion instructions

1

Form prepared by

Code and name of the operator generating the form.
The code is the 3-character IMPC operator code from UPU code list 206.

The name is the 35-character operator name or, if it does not fit, the
12-character operator name (see UPU code list 206).

The code and name are separated by space hyphen space.

Date

Date the form was generated, in format YYYY-MM-DD.

Origin operator

Code and name of the operator that dispatched the mail.

The instructions provided for zone 1 also apply here.

Origin office

Code and name of the office that dispatched the mail.
The code is the 6-character IMPC code from UPU code list 108.

The name is the 35-character IMPC name or, if it does not fit, the
12-character IMPC name (see UPU code list 108).

The code and name are separated by space hyphen space.

Destination operator

Code and name of the operator receiving the mail.

The CN 55 is usually generated by the postal operator receiving the mail,
so the contents of this zone are usually the same as zone 1.

Destination office

Code and name of the office receiving the mail.

The instructions provided for zone 4 also apply here.

Mail category

The mail category one-letter code from UPU code list 115.

Year and quarter

The format used is YYYY Q-X, where X is the quarter number.
Example: 2027 Q-2

Table: Summary of
CN 31 letter bills

This is the main part of the form, listing the dispatches. A section detailing
the logic for completing the table follows these zone completion instruc-
tions.

Date of dispatch

The date of dispatch, which is the same as the one displayed on the
CN 31 dispatch bill.

The format is MM-DD, with leading zeroes. Example: 01-02 is 2 January.

10

Dispatch No.

Dispatch mail subclass code (from UPU code list 117), year (last digit)
and serial number (4 digits).

The subclass, year and serial number are separated by a space.

Weight — mail subject to
terminal dues

This group of columns (zones 11 to 14) corresponds to table 2 of the
CN 31 form.

N.B. — The full list of content formats is provided in UPU code list 120.

11

P or S format

Weight of P or S format malil, as it appears in table 2 of the CN 31 form
for this dispatch.

The weight of UR dispatches is always considered S/P format.
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Zone | Label Completion instructions
12 G format Weight of G format mail, as it appears in table 2 of the CN 31 form for this
dispatch.
13 E format Weight of E format mail, as it appears in table 2 of the CN 31 form for this
dispatch.
UA and UX dispatches are always considered E format, even if there is
no format separation otherwise.
14 Mixed/X format Weight of mixed mail, as it appears in table 2 of the CN 31 form for this
dispatch.
M bags This group of columns (zones 15 to 17) corresponds to table 2 of the
CN 31 form.
15 Number of bags up to Number of M bags with a weight of up to 5 kg, as it appears in table 2 of
5 kg the CN 31 form for this dispatch.
16 Weight of bags up to Weight of M bags with a weight of up to 5 kg, as it appears in table 2 of
5 kg the CN 31 form for this dispatch.
17 Weight of bags over 5 kg | Weight of M bags with a weight above 5 kg, as it appears in table 2 of the
CN 31 form for this dispatch.
18 Number of registered Number as it appears in table 3 of the CN 31 form for this dispatch, in the
items column “Number of items subject to additional terminal dues”.
19 Number of insured items | Number as it appears in table 3 of the CN 31 form for this dispatch, in the
column “Number of items subject to additional terminal dues”.
20 Number of E format Number as it appears in table 3 of the CN 31 form for this dispatch, in the
items column “Number of items subject to additional terminal dues”.
N.B. — This column is left empty for dispatches without format separation
other than UA and UX, even if the dispatch contains small packets or
tracked items.
21 Observations It is recommended that this column be left empty in normal situations and
that it be completed only in special cases.
For instance, if a verification note (VN) was raised for the dispatch, the
VN number is provided here. It is recommended that the VN status, such
as “resolved” or “under discussion”, also be indicated.
Example: “VN #12 (under discussion)”
22 Page The current page of the generated form, starting with 1 for the first page.
It is permitted to leave this empty if the form has only one page.
N.B. — It is advisable to choose a font and size that will display up to two
digits correctly.
23 Page / The total number of pages of the generated form.

It is permitted to leave this empty if the form has only one page.

N.B. — It is advisable to choose a font and size that will display up to two
digits correctly.

Logic for listing dispatches

The basic principle is that there is one line per dispatch in the list. Dispatches are organized according to two
group levels (mail subclass and month), with one total/subtotal line for each group level.

The lines displaying the totals help to verify values, without having to check lines individually. In addition, the
first-level totals are reported in the CN 56 form.
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Dispatches are grouped by mail subclass (first-level group).
Within each mail subclass, dispatches are grouped by month (second-level group).

Within each second-level group, dispatches are displayed (one line per dispatch) in order of dispatch date and
serial number.

After the list of all dispatches for a subclass and month, an additional line is displayed with the subtotals for the
subclass and month.

This subtotal line displays the following information, in bold and italics:

Column Information

Date of dispatch | The 2-digit month number followed by the 3-letter month abbreviation in parentheses.

N.B. — The month abbreviations are Jan, Feb, Mar, Apr, May, Jun, Jul, Aug, Sep, Oct,
Nov, Dec.

Example: “02 (Feb)”

Dispatch No. The word “subtotal” followed by the mail subclass code.

Example: “subtotal UN”

Observations Left empty

All other columns | Totals, in parentheses, for the subclass and month.

N.B. — The parentheses indicate that the total value is ignored in the first-level total cal-
culations.

If there is no dispatch for a subclass and month, then no subtotal line is displayed for that month.
If there is a single dispatch for a subclass and month, then a subtotal line is still displayed for that month.

After the list of all dispatches for a subclass and below the month subtotal, one line is added with totals for the
subclass.

The subclass total line displays the following information, in bold and in a slightly bigger font than the other lines:

Column Information

Date of dispatch | Left empty

Dispatch No. The word “Total” followed by the mail subclass code

Observations Left empty

All other columns | Total for all dispatches for this mail subclass in the quarter

Format separation

When dispatches other than UR and UX do not have format separation, their weight is displayed in column
“Mixed/X format”.

For UR dispatches, the weight is always displayed in the G format column if there is format separation with
three formats, or in the P or S format column otherwise.

For UX dispatches, the weight is always displayed in the E format column, and the total number of items is
always displayed in the “Number of E format items” column.
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4 Sample completed form

Two forms completed with fictitious data are provided below to illustrate a number of completion options based
on the instructions.

They correspond to two scenarios:

- Scenario 1: mail received separated by format

- Scenario 2: mail received mixed

N.B. — In these samples, the completion information appears in blue in order to better differentiate static and
dynamic information. In reality, all information is normally printed in black ink.



Scenario 1: mail received separated by format

Form prepared by: GRA - HELLENIC POST (ELTA]

STATEMENT OF MAILS CN 55
Date 2027-05-21
| Oerator | AUA - Australian Postal Corporation | Operstor | GRA — HELLENIC POST (ELTA) Mallcategory | Year - quarter
e Ofice | AUSYDA — SYDNEY e Oficc  |GRATHA — ATHENS AMU A 2027 Q-1
Summary of CN 31 letter bills
ODS‘E?SP“C“ Bi{ipatch 1l:‘::JSh e Mixed/ :J::jlsof Weight of bags | Weight of bags gfurrg;:trmd gﬁ?ﬁ;d gfuﬂgsrrnat Observations
format G format E format X format bagsuptoSky |uptosky | overskg frems tems tems
0102 | UN 70001 373 421 175 11 23
0107 | UN7 0002 56.9 49 1.0 2 72 55 4 2
01-16 | UN 70003 273 421 40 9
01(Jan) |subtotal UN|  (121.5) (89.1) (22.5) (2 (7.2) (5.5) (15) (34)
0203 | UN 70004 455 8.2 85 4 1 9
0209 | UN 70005 373 19.9 185 9.1 9 2 20 | VN#53 (resolved)
0222 | UN 70006 50.0 55
02 (Feb) |subtotal UN|  (132.8) (33.6) (27.0) (9.1) (13) (3) (29)
0304 | UN70007 439 37.0 10.6 1 44 15 1 1
03-16 | UN 70008 61.8 124 28.2 3 32
03 (Mar) |subtotal UN|  (105.7) (49.1) (38.8) 1) (4.4) (18) (1) (43)
Total UN 330.0 171.8 88.3 3 11.6 146 46 4 106
0103 | UR 70001 44 42
01 {Jan) |subtotal UR (4.1) (42)
Total UR 4.1 42

Size 297 x 210 mm
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Scenario 2: mail received mixed

Form prepared by: GBA — Royal Mail STATEMENT OF MAILS CN 55
Date: 2027-05-21
] . Mail category Year — quarter
Operator | BBA — Barbados Postal Service Operator | GBA — Royal Mail
Origin Destination
officc | BBBGIA - BRIDGETOWN GPO Officc | GBLALA — LANGLEY HWDC A 2027 Q-1
Summary of CN 31 letter bills
) Weight — mail subject to terminal dues M bags Numb Numb Numb
([));] é‘iespatch Bg patch PorsS Mixed/ Number of Weiaht ofb Weiaht of b owy rrggigtrered ofu irr?suer;d oiy I?;osr;lat Observations
y Ixe umber eight of bags eight of bags | j i i
fo?r;at Gformat E format X format bagsuptoSkg |up t?) Skg d overgs kg 9 | ftems ftems tems
16-Jan UA 7 0001 26.1 21
26-Jan UA 70002 311 30
01 (Jan) |subtotal UA (57.2) (91)
Total UA 57.2 51
2-Jan UN 7 0001 46.3 10
7-Jan UN 7 0002 378 6
01 (Jan) |subtotal UN (84.1) (16)
3-Feb UN 7 0003 529 -
9-Feb UN 7 0004 61.7 9
02 (Feb) |subtotal UN (114.6) (13)
4-Mar UN 7 0005 51.7 15
16-Mar UN 7 0006 501 3
03 (Mar) |subtotal UN (101.8) (18)
Total UN 300.5 47

Size 207 x 210 mm
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