2015 District Council Ordinary Election
Summary on Free Postage for Election Mail

Conditions/ Make-up/Addressing for Free Postage

(i)

(i)

(iii)

(iv)

(v)

(vi)

A candidate who is validly nominated is permitted to post one letter to each elector of the
constituency free of postage.

Specifically, the letter must:

(@) be posted in Hong Kong;

(b) contain materials relating only to the candidate’s candidature at the election concerned,
(c) not exceed 50 grams in weight; and

(d) be not larger than 175 mm x 245 mm and not smaller than 90 mm x 140 mm in size.

The letter may take the form of envelope, lettergramme, card or folder. Items in roll form or
enclosed in plastic wrappers are not acceptable. Cards and folders must be made of ordinary
cardboard or paper not less than 0.25 mm thick, and must be rectangular in shape.

When a wrapper is used, it must extend over the full length of the item which it encloses.
Envelopes must not be fastened with staples or with paper fasteners with sharp edges or points,
but they may be closed by means of an adhesive flap or tape.

Envelopes, folders and lettergrammes having an opening large enough to entrap smaller letters
are prohibited. Unsealed mail item contained in envelopes with ordinary tuck-in flaps may
be used up to the following size limits [s 6.3 of the Post Office Guide]:

(@ Not over 90 mm in depth — opening not over 150 mm in

Opening

length
(b) Not over 100 mm in depth — opening not over 140 mm in

length
(c) Over 100 mm in depth — opening not over 115 mm in T

length

Depth

If a larger envelope is necessary, senders should adopt a l
pattern having a special kind of flap which can be so adjusted
as not to leave a large opening or the packet can be fastened <«— length —p

with string which can be easily untied. If metal paper
fasteners are used, they must be covered with tape or other
protective material to obviate risk of injury to the hands of the
Post Office staff. Paper clips or staples must not be used.

Folders, for example, of A4 size, with openings should be closed by means of an adhesive flap
or tape to avoid entrapping smaller letters. All open edges must not be longer than 90 mm in
width. Otherwise, adhesive tapes should be applied to the midpoints of the open edges to
reduce the width. For details, please refer to the illustration in Appendix I.



(vii)

The requirements for the front (address) side of the envelope or the address side of the folder
(unenveloped mail) are as follows:

(@) Printed with the Chinese characters “#EZ2#{:” or “#£EEEEEE” or words “Election
Mail” or “Election Advertisement”;

(b) An address zone of at least 80 mm long and 30 mm high preferably at the right-hand half
or at the centre of the front (address) side for the address of an elector, should be reserved
exclusively for the address;

(c) If an adhesive label is used, it should not be less than 80 mm long and 30 mm high.
The address label should only contain the name and address of elector(s) and be affixed
to the address zone. The whole address zone and address label should be free of
advertisement and should appear on the front side of the item;

(d) The address zone and address label should be in white background colour while the
characters of the postal address should be in black; and

(e) Please note that only one address of elector(s) should be shown on the postage-free
election mail.

The layout of the election mail is as follows:

Front Side of an Election Mail Back Side of an Election Mail

The Chinese
characters “BEEE %S

7 or “BEBBEE or
* the words “Election
Address Zone / somm || Mail” or "Election
high Advertisement
Address Label minimumy | must be printed on
* the front (address)
-« 80 mm long — side of the election
mail.

(viii) The full postal address should be typed or legibly written on the front of the envelope in four

(ix)

()

rows as follows:

Address in English Address in Chinese
Name of addressee Wi N 244

Floor and flat number and name of building H & 445

Street number, name of street BFrEAtE - PIdRTE
Name of district T~ REU E

Election mail should bear printing details in Chinese or English, which include the name and
address of the printer together with the date of printing and the number of copies printed. It
applies to all materials reproduced by any method of multiplying copies (e.g., printing
machines, duplicators or photocopiers). Some suggested formats are listed as follows:

(@) Printed by ABC Printing Works (b)  Printed by own office machine
XX XZY Street, HK or XX XZY Street, HK
on (date) in (number) copies on (date) in (number) copies

Before the publication of the notice of nomination in the Gazette, a candidate wishing to
exercise his/her right to free postage may be required to furnish the Postmaster General with a
security (full postage of the items posted) for the payment of postage in the event that his/her
name is not subsequently shown in the notice of nomination.



Posting Arrangements

(i)

(ii)

(iii)

(iv)

v)

(vi)

Candidates are advised to make their postage-free election mail postings on or before
9 November 2015 (Monday). Please note that since the Post Office needs to handle a
large volume of mail within this short period of time, mail posted after the above deadline
is very unlikely to be delivered to the addressees before the polling day.

Candidates should submit application to the Post Office for written approval of
specimen(s) of their election mail for free postage. Before deciding on the contents of the
election mail, candidates should study the requirements governing free postage for
election mail carefully. If in doubt, candidates should seek advice from the Post Office
relating to postal requirements and the REO on other aspects before printing.
Candidates should submit the specimen(s) of their election mail to the Post Office for
approval as early as possible so as to allow sufficient time for revising the specimen(s), if
necessary.

At least one clear working day’s notice (excluding Saturday) must be given to the Manager
(Retail Business) of the relevant place stated in the “List of Post Offices/Delivery Offices for
Election Mail” (Appendix I1) before the postings are made. Candidates should present three
unsealed specimens of their election mail, together with a “Notice of Posting of Election Mail”
[REO/C/17/2015DCE (SDF)] in duplicate for inspection. For example, if the candidate
wishes to make his/her free postage on 9 November 2015 (Monday), the specimens should
be submitted on or before 5 November 2015 (Thursday).

The postings should be made up in bundles of 50 or 100 for easy counting. All letters should
face the same direction.

Candidates should make their postage-free election mail postings at the respective post
offices/delivery offices designated to their constituencies as stated in the “List of Post
Offices/Delivery Offices for Election Mail” (Appendix 1l). With each posting made at the
designated post office/delivery office, the candidate or his/her representative must present a
signed “Declaration for Posting of Election Mail” [REO/C/18/2015DCE (SF)] in duplicate. Ifa
candidate makes posting in more than one batch, the same declaration form should be
presented on each occasion.

Please note that under s 102 of the Electoral Affairs Commission (Electoral Procedure)
(District Councils) Regulation (Cap.541F), a candidate sending postage-free letters to
electors in bulk is liable for payment of postage for all letters in that bulk if any letter in
the bulk does not meet the requirements stated in para. 1(ii) above or if the declaration
mentioned in para. 2(v) above is false in any particular.

For general enquiries concerning the posting of election mail, please contact:

Telephone No./
Manager Fax No.
Hong Kong Island (including Islands): Tel : 2921 2417
Manager (Retail Business / Hong Kong West) Fax : 2501 5930
Kowloon : Tel : 2908 0372
Manager (Retail Business / Kowloon East) Fax : 2868 1442
New Territories : Tel : 2908 0384
Manager (Retail Business / New Territories West) Fax : 2908 0358




Appendix I
Methods of Folding of Election Mail B4 —

T 25 B T PR 9 )

Figure 1 : Folder of A4 (296mm) size
[ER— - BHFERIAG (29620K ) RIST4RaR

If the opening exceeds

90mm, it should be closed by
adhesive tape.

411138 16T B A 9%+
RS gt - @

296 mm Address label should be located
2963 within the address zone
4 E A G FE R A LR A

148 mm

1482k
148 mm

1482°K

Words Election Mail” or “Election
Advertisement” or the Chinese

characters BEERE (4" or “ HEER "

Figure 2 : Folder of A4 (296mm) size with 2 foldshould be printed on the address side
JEUE 2 (L BSRs ifry—EE -

B~ . FERAL (296K ) RT4K5R SRS o EEEL S

S Election Mail”EZ Election

Advertisement”
—> —> —>

Address label should be located

within the address zon(/ H
ML BRRSIERS TS ALHAPY If the opening exceeds 90mm,

it should be closed by adhesive tape.

GG BB90R K
Figure 3 : Folder of A4 (296mm) size with 2 foldgi: Fresgso - ¢
ER= . WEERAL (296K ) R~T4kE

Y

If the opening exceeds
90mm, it should be closed by

104.5 mm _> _> _> adhesive tape.

104,553k AFE OAYFE AR E90=0K

' e R - @
104.5 mm
104585k

"\A
Words “ElectionMail” or “Election

148K
Advertisement” or the Chinese
¢ 148 mm

Address label should be located characters BEZ2Hi{1:" or “ BEZARE "
should be printed on the address side

14823k within the address zone SUOE e <«
SALMTERS TN S o i e e

FE“Election I_\/Iail"&“EIection
Advertisement”



Appendix I
Methods of Folding of Election Mail P fe—
) A e SR B R FE R F (Y FE B 7 A
Figure 4A&4B : Folder of A4 (296mm) size sealed with address label
B RIHA K VOB ¢ DUHEARAEET CTHYA4 (29620K ) RSTARIR
—> —> —> oomm, 1 shou be closed

Sealed with address by adhesive tape.
[\ label at flap WA IR RE 2902
/ TECE D
HrHEAEAEE

Sk Rk Pt - @

\f 26 mm

2620k
0 mm
90= >k

Words “Election Mail” or “Election Advertisement” or the Chinese
characters BeS2 (4 or “BE82E545” should be printed on the address side
(4B) JEE T IBSERE RO —FED b BREREE o SRR o
T FRE“Election Mail”=("Election Advertisement”

90>k U

148 mm

If the opening exceeds

—> 90mm, it should be closed by

148 mm
14822k adhesive tape.
HIHA CIHIFERERE 8002k -

RS Fges - @

A
Sealed with address
abel at flap
T
LRSS L]

Words “Election Mail” or “Election Advertisement” or the Chinese

58;? characters 22524 or “ 582 E545” should be printed on the address side
58mm o JAEEHEERAE FHREAY—mEN b “EEERELOE” BN EEEEREET 5
P FRE Election Mail”=¢“Election Advertisement”

58k

Figure 5 : Folder of A4 (296mm) size sealed with address label
BRT o DUEHEEEREEICIAYAL (29620K ) RST4ltR

— — —>

If the opening exceeds 90mm,

it should be closed by adhesive tape.

AIBH Y FE i 19020k -

AR R - @
—. Sealed with address

%mm

label at flap
p 115 mm LA AL

11555k
115 mm

11525k

Words “Election Mail” or “Election Advertisement” or the Chinese characte

v “EREREIAE" or “EEERREESS” should be printed on the address side
JEAEEHERAE FHbny—EED b “EEEE R BN EEEET 5

N FE“Election Mail”=“Election Advertisement”

(1) \ERUEMSERE - FRABB0ZRMNAO - MARBARO -

For any methods of folding, all openings exceeding 90 mm should be closed by adhesive tape.

(2 EREBHMEOSECEHO - FIARORAFEIREWNEN - FRIEMBHERO -
Regardless of whether the opening is closed or not, all openings shall not exceed 90 mm. Otherwise, they must be sealed with adhesive tape.
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