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Franking Service Terms & Conditions  

 
1 DEFINITIONS   

 
(i) “Franking Machine” means the machine which is able to perform the Service, for which 

SingPost has issued a Permit to the Permit Holder; 
(ii) “Permit Holder” means the successful applicant of the Service; 
(iii) “Service” means the franking service provided by SingPost which imprints an  impression on 

postal items showing the date of posting and value of postage paid, in place of postage 
stamp; 

(iv) “The Permit” means the permit issued by SingPost to the Permit Holder for use of a Franking 
Machine; and 

(v) “Working day” means any day on Mondays to Fridays (excluding public holidays). 
 
 

2 FRANKING MACHINE PERMIT 
 
2.1 The Permit Holder may purchase a Franking Machine from any approved franking machine agent 

listed at Appendix I, which list may be amended by SingPost from time to time at its sole discretion. 
 

2.2 The Franking Machine agent, upon completion of checks to its satisfaction, would provide a 
Certificate of Good Condition for the Franking Machine. 

 
2.3 The Franking Machine agent may assist in application for the Permit. 
 
2.4 SingPost may issue a Permit to a successful applicant, at its sole discretion. 
 

2.5 The Permit is only issued to a person who is of full age and legal capacity or to a business 
organisation registered with the Accounting and Corporate Regulatory Authority of Singapore. It is 
unlawful to use a Franking Machine without a Permit issued by SingPost.        

 
2.6 The Permit Holder shall be fully responsible for the usage, physical and functional conditions of the 

Franking Machine. 
 

2.7 The Permit is not transferable.  
 

2.8 The Permit Holder shall be fully responsible for any liability associated with, or due to the improper 
use or loss of the Franking Machine, including but not limited to fraudulent use thereof. 

 

2.9 The Permit Holder shall use the Franking Machine only for franking its own postal items, and not for 
franking postal items for any other entity or person. The Permit Holder may use the Franking 
Machine to frank postal items belonging to the Permit Holder’s subsidiaries and/or related 
companies, with prior written approval from SingPost. The Permit Holder shall submit documentary 
proof evidencing the relationship between itself and its subsidiaries and/or related companies to the 
satisfaction of SingPost, not less than fourteen (14) days prior to commencement of usage in this 
manner.   

 
2.10 The date impression franked on the postal items must bear the actual date of posting. If the date 

impression franked on the postal item bears an inaccurate date, the postal item will be returned to 
the Permit Holder. When posting franked postal items, the Permit Holder shall ensure that the 
franked postal items are properly bundled with the “front” of each of the postal items in each bundle 
facing the same direction. The Permit Holder shall also ensure that the rubber bands or tie holding 
the bundles are not removed. 
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2.11 SingPost reserves the right to withdraw or cancel the Permit for any Franking Machine which has not 
been re-valued or topped up for more than three (3) months or if  the Permit Holder fails to submit a 
Certificate of Good Condition required in accordance with Clause 7 within sixty (60) days from being 
notified by SingPost.  

 

2.12 SingPost reserves the right to carry out inspection of the Franking Machine at the Permit Holder’s 
premises from time to time, to ensure that the Franking Machine is in good working condition and 
that the Permit Holder is in compliance with all usage and security measures. SingPost shall give the 
Permit Holder seven (7) days’ prior written notice of inspections.  

 
 

3 POSTING OF FRANKED POSTAL ITEMS 
 

3.1 Any franked items meant for Express Delivery, Speedpost Islandwide, Speedpost Worldwide or 
Registered Article Service must be handed over to SingPost’s counter staff at the post office.  

 
3.2 Franked postal items may be posted at all SingPost post offices. 
 
3.3 Where SingPost has issued mail bags for the Permit Holder’s use for carriage of the franked postal 

items, the Permit Holder shall not use the mail bags for any other purpose other than to carry the 
franked postal items to SingPost’s post offices to effect the posting of the franked postal items. 

 
3.4  The Permit Holder shall not part with possession of the mail bags for any reason whatsoever.  
 
3.5  The Permit Holder shall return all un-usable, worn or torn bags to SingPost for its disposal.  
 
 

4 FRANKING IMPRINT 
 

4.1 The franking imprint on the franked postal items must be in red fluorescent ink. 
 
4.2 The postage value and date impressions must be accurate, legible and complete. 
 
4.3 The postage value and date impression must be franked on the top right hand corner of the 

envelopes or on the “surface” of the parcels and packets showing the recipient’s address. 
 
4.4 The name and return address of the sender must be indicated on the top left-hand corner of the 

envelope, or at the back of the envelope. 
 
4.5 For parcels and packets, the Permit Holder can purchase franked labels from SingPost’s post offices 

or from SingPost’s authorised agents. The franked labels must be affixed at the top right hand corner 
of the "front” of the postal items. 

 
4.6 Please refer to Appendix III for mail quality tips. 
 
 
5 MONTHLY FRANKING DOCKET 
 

5.1 The Permit Holder is required to submit a monthly franking docket to the Franking Section of 
SingPost by the second working day of the following month, regardless of whether the Franking 
Machine has been in use.  The monthly franking docket forms are available free of charge from any 
SingPost post office or may also be obtained from SingPost’s website.  SingPost will also accept 
submission of clear photocopies of the franking docket.  
 

5.2 The Permit Holder shall ensure that the monthly franking docket submitted clearly indicates the 
respective postage used for local, overseas and other postal services  (i.e. Registration, Certificate 
of Posting etc), as well as the credit balance (if any).  
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5.3 Upon submission of the monthly franking docket, SingPost shall provide the Permit Holder with a 

monthly tax invoice. The Permit Holder may apply for Goods and Services Tax (“GST”) rebate from 
the Inland Revenue Authority based on amount of franked postage for local postal items only (where 
applicable). The Permit Holder should retain this tax invoice. Duplicate copies of the tax invoice are 
available upon payment of an administrative fee of Singapore Dollars Ten (S$10.00)* per copy.  

 
5.4 SingPost shall return one per cent (1%) of the franked postage value to the Permit Holder based on 

the monthly Franking Docket submitted to SingPost. This amount will be accumulated and disbursed 
quarterly in January, April, July and October of each calendar year.  Payment will be credited into 
the Permit Holder’s nominated bank account via GIRO or cheque. Permit Holders should provide 
regular updates to SingPost of their bank and company details in order to facilitate such 
transactions. SingPost reserves the right to levy an administrative fee of Singapore Dollars Ten 
(S$10.00)* in the event that any payment issued to the Permit Holder by SingPost is required to be 
cancelled, amended or re-issued due to any change(s) in the Permit Holder’s payment details or 
address(es) that were not duly notified to SingPost as required.  

 
5.5 Rebates must be claimed within three (3) years from date of the impression. 

 
 

6 REFUND OF MISFRANKED IMPRESSION/LABELS 
 
6.1 The Permit Holder can apply for a refund of franked covers/labels that are incorrectly franked 
 and not transmitted through the post.  Such refunds are subject to the following conditions:- 
 

a) SingPost’s receipt of a written letter from the Permit Holder requesting for refund, within one 
(1) month from the date of impression; 

 
b) the whole envelope, cover, wrapper or label must be presented together with the written 

letter; 
 

c) requests for refund for postal items bearing sender’s name other than that of the Permit 
Holder without Singapore Post’s prior written approval, will not be considered  

 
d) refunds will only be by way of a cheque, made payable to the Permit Holder; and 

 
 e) SingPost reserves the right not to make any refunds due to illegible, unclear or incomplete 

franking impressions. 
 
6.2 Where SingPost approves the refund, the Permit Holder shall pay an administrative charge as 

follows: 
 

a) for refund of misfranked impression/labels below the postage value of Singapore Dollars 
Two Hundred (S$200.00), an administrative charge of Singapore Dollars Ten (S$10.00)* 
shall apply. 

 
 b) for refund of misfranked impression/labels above the postage value of Singapore Dollars 

Two Hundred (S$200.00), an administrative charge of 5% of the postage value plus 
prevailing GST shall apply.  

 
 
7 SUBIMISSION OF CERTIFICATE OF GOOD CONDITION 
 
7.1 The Permit Holder must submit to SingPost a Certificate of Good Condition of the Franking Machine 

from an approved agent, confirming the operational worthiness of the Franking Machine: 
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a) when applying for the Permit; and  
 

b) subsequently once every two (2) calendar years, whether or not notified by SingPost to do 
so. 

 
7.2 For electronic Franking Machines, the Permit Holder shall present the Franking Machine meter to 

the agent for servicing and certification.  After certifying that the Franking Machine and meter is in 
good working condition, the Franking Machine shall be returned to the Permit Holder upon re-
activation by the agent.  

 
7.3 For mechanical Franking Machines and meters with security seals, the Permit Holder shall present 

the Franking Machine and the accompanying record card at any SingPost post office for recording of 
the meter readings prior to certification by the agent.  After certification, the Certificate of Good 
Condition with the Franking Machine and record card shall be re-submitted to the post office for 
sealing of the meter and for re-activation. 

 
 
8 CANCELLATION OF PERMIT AND DISPOSAL OF FRANKING MACHINE 
 
8.1 The Permit Holder may terminate the Service and apply to cancel the Permit.  The Permit Holder 

shall submit a written termination letter together with the following: 
 

a) For electronic Franking Machines, the original Permit;  
 
b) For mechanical Franking Machines, the original Permit, the Franking Machine and the meter 

record card,  
 

to: 
 
Change Alley Post Office     or  Singapore Post Centre Post Office 
16 Collyer Quay     10 Eunos Road 8 
#02-02 Hitachi Tower    #01-02 Singapore Post Centre 
Singapore 049318    Singapore 408600 
 

8.2 For a full refund of the unused credit in electronic Franking Machines which are in operating 
condition, the Permit Holder shall frank all the unused credits in a single or multiple impressions and 
present the impressions to SingPost together with the Permit Holder’s termination letter.  Upon 
satisfactory verification, SingPost shall refund the unused credit.  

 
8.3 For electronic Franking Machines that are damaged beyond repair, and which cannot be used 

further, SingPost reserves the right to reject any doubtful and/or unsubstantiated claim for unused 
credit.  Once the refund of the unused credit has been approved, the data chip in the electronic 
Franking Machine must be removed from the Franking Machine by the agent and handed over to 
SingPost for disposal.   

 
8.4 For mechanical Franking Machines with security seals, the identity die from such mechanical 

Franking Machines shall be removed by the agent. 
 

8.5 All Franking Machines for which the Permit has been cancelled, shall be removed by the Permit 
Holder from SingPost’s premises within thirty (30) days of the cancellation of the Permit for the 
Permit Holder’s disposal.  SingPost offers a disposal service for an additional cost of Singapore 
Dollars Twenty (S$20.00)* per Franking Machine.  In the event that such Franking Machines are not 
removed by the Permit Holder within the specified time, SingPost reserves the right to dispose the 
Franking Machines without compensation to the Permit Holder, and the cost of such disposal shall 
be borne by the Permit Holder.  
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9 CONDITIONS FOR TOP-UP 
 
9.1 For electronic meters with remote-setting facilities, top-ups can be re-set remotely via phone, fax or 

the internet.  The Permit Holder need not present the Franking Machine at any SingPost post office. 
Upon receiving the personal identifier number for the top-up, the Permit Holder shall re-value or top-
up the credits immediately and in full.  
 

9.2 For existing mechanical meters (with a value card), the meter and record card must be presented to 
the designated SingPost post office for re-setting.  

 
9.3 For existing mechanical meters (without a value card), the meter and record card may be  presented 

to any SingPost post offices for re-setting. 
 
9.4 For a Franking Machine that has to be manually topped-up at the post office, please refer to 

Appendix II for the list of the post offices. 
 
 
10 ADVERTISING SLOGAN IMPRESSIONS 
 
10.1 The Permit Holder shall obtain prior written approval from SingPost if it intends to use a slogan 

impression advertisement.  
 
10.2 The approval shall be at SingPost’s sole discretion. 
 
 

11 LIABILITIES OF THE PERMIT HOLDER  
 
11.1 Fraudulent/Improper Use of Franking Machine 
 
11.1.1 The Permit Holder shall be liable to indemnify and keep SingPost indemnified in full against any loss 

in postage/revenue arising from the fraudulent or improper use of a Franking Machine or the failure 
of a meter to record accurately the value of an impression made by the Franking Machine. 

 
11.2 Loss or Damage to Franking Machine 
 
11.2.1 In the case of loss or damage of the Franking Machine due to theft, fire or flood, the Permit Holder 

shall inform SingPost within seven (7) working days of the event.  The Permit Holder shall lodge a 
police report promptly, and a copy shall be extended to SingPost. 

 
11.2.2 SingPost reserves the right in its sole discretion whether to refund any unused credit left at the time 

of occurrence of the fire or flood, upon verification of the unused credit. 
 

11.2.3 In the event of loss, theft or misuse of the Franking Machine, SingPost will not consider any 
 refund for the unused credit in the Franking Machine.  

 
11.2.4 Notwithstanding anything contained herein, the Permit Holder shall be liable to indemnify and keep 

SingPost indemnified in full against any loss in postage/revenue arising from the loss or damage to 
the Franking Machine.  

 
11.2.5 In case of damage or breakdown of the Franking Machine, Permit Holder shall contact the agent as 

soon as possible for repair, determination of the cause of problem, and to verify the meter readings if 
necessary. 
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12 TERMINATION BY SINGPOST 
 
12.1 SingPost reserves the right to immediately suspend, revoke or otherwise deal with the Permit and/or 

to immediately suspend or terminate the Service if: 
 

a) there is any breach by the Permit Holder of any of the terms and conditions herein and 
SingPost has given fourteen (14) days’ notice of such breach and the Permit Holder has 
failed to rectify such breach within that time; or 

 
b) in the event of the Franking Machine does not operate accurately and the meter fails to 

record accurately the value of an impression made by the Franking Machine. 
 
 
13 CONSENT TO USE AND DISCLOSE PERMIT HOLDER’S INFORMATION AND DATA 
 
13.1 The Permit Holder agrees that SingPost shall be entitled to use or disclose any information or data 

disclosed by the Permit Holder in accordance with the SingPost General Terms & Conditions located 
at the SingPost website at http://www.singpost.com (or available from SingPost on written request). 
The Permit Holder is entitled to withdraw such consent in accordance with the procedure as 
prescribed by SingPost from time to time. 

 
 
14 ENTIRE AGREEMENT 
 
14.1 The Permit Holder shall be bound by and shall fully observe and comply with all the SingPost 

General Terms & Conditions as well as such other terms and conditions as may be agreed between 
SingPost and the Permit Holder. The rights and protections conferred on SingPost under these 
Franking Service Terms and Conditions shall be additional to the rights and protections conferred on 
SingPost under the SingPost General Terms & Conditions and any other terms and conditions as 
may be agreed between SingPost and the Permit Holder. In the event that any of these Franking 
Service Terms & Conditions are inconsistent with the SingPost General Terms & Conditions, these 
Franking Service Terms & Conditions set out herein shall prevail. 

 
 
15 ENQUIRIES 
 
15.1 For further enquiries on Franking Machines and the Service, please contact SingPost at the 

following: 
 

 Telephone numbers: 6845 6628/ 6630/ 6255, or general postal services enquiry at 1605; or 
 
 Fax No: 6842 3776; or 
  
 Write to: 
 
 Singapore Post Limited 
 Franking Section 
 10 Eunos Road 8 
 #05-37 Singapore Post Centre 

 Singapore 408600 
 
 
 
*All charges stated herein are exclusive of Goods and Services Taxes (“GST”) and are subject to prevailing GST. 
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APPENDIX I: FRANKING MACHINE SUPPLIERS 
 
Dicklin Corporation Pte Ltd 
(Agent for Frama Sensonic meters) 
199A Upper Thomson Road 
Singapore 574342 
Tel no: 64552466/7 
Fax no: 64597020 
 
 
Neosys Documail (S) Pte Ltd 
(Agent for Ascom Hasler meters) 
33 Ubi Ave 3 
#05-65 Vertex 
Singapore 408868 
Tel no: 63459822 
Fax no: 63459022 
 
 
Pitney Bowes (Singapore) Pte Ltd 
(Agent for Pitney Bowes meters) 
10 Hoe Chiang Road 
#16-05 Keppel Towers 
Singapore 089315 
Tel no: 64999288 
Fax no: 62230737 
 
 
Post Perfect International LLP 
(Agent for Francotyp-Postalia) 
317 Outram Road 
#01-25 Concorde Shopping Centre 
Singapore 169075 
Tel no: 68422088 
Fax no: 67423033 
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APPENDIX II: List of Post Offices for manually top-up franking machine 
 
 
Alexandra 
110 Alexandra Road, 
Singapore 159921 
 
Ang Mo Kio Central 
Blk 727 Ang Mo Kio Ave 6 
#01-4246, 
Singapore 560727 
 
Bras Basah 
Blk 231 Bain Street #01-03 
Bras Basah Complex, 
Singapore 180231 
 
Bukit Merah Central 
Blk 165 Bukit Merah Central 
#01-3689, 
Singapore 150165 
 
Bukit Timah 
22 Sixth Avenue, 
Singapore 276480 
 
Change Alley 
16 Collyer Quay 
#02-02 Hitachi Tower, 
Singapore 049318 
 
Chinatown Point 
133 New Bridge Road 
#02-41a/42/43/44 Chinatown Point, 
Singapore 059413 
 
Clementi Central 
Blk 443 Clementi Avenue 3 
#01-65/67, 
Singapore 120443 
 
Covent Garden 
Blk 92 Zion Road 
#01-179, 
Singapore 160092 
 
Crawford 
Blk 15 Beach Road 
#01-4685, 
Singapore 190015 
 
Harbourfront Centre 
1 Maritime Square #03-22 
Harbourfront Centre, 
Singapore 099253 
Int'l Merchandise Mart 
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2 Jurong East St 21 
#02-55 Imm Building, 
Singapore 609601 
 
Jurong Point 
1 Jurong West Central 2 
B1-45 Jurong Point, 
Singapore 648886 
 
Killiney Road 
1 Killiney Road, 
Singapore 239518 
 
Kitchener Road 
181 Kitchener Road 
#01-26/27/28 New Park Hotel Shopping Arcade, 
Singapore 208533 
 
Macpherson Road 
70 Macpherson Road, 
Singapore 348475 
 
Newton 
135 Bukit Timah Road 
#01-01 Posb Newton Branch Bldg, 
Singapore 229837 
 
Novena 
55 Newton Road 
#01-02 Revenue House, 
Singapore 307987 
 
Orchard 
391 Orchard Road 
#04-15 Ngee Ann City, 
Singapore 238872 
 
Pasir Panjang 
396 Pasir Panjang Road, 
Singapore 118733 
 
Robinson Road 
79 Robinson Road 
#01-06 CPF Building, 
Singapore 068897 
 
Simpang Bedok 
350 Bedok Road, 
Singapore 469538 
 
Singapore Post Centre 
10 Eunos Road 8, West Entrance Level 1 
#01-02 Singapore Post Centre, 
Singapore 408600 
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Suntec City 
3 Temasek Boulevard 
#03-001/003 Suntec City Mall, 
Singapore 038983 
 
Tampines Central 
1 Tampines Central 5 
#01-03 Cpf Tampines Building, 
Singapore 529508 
 
Tanglin 
56 Tanglin Road, 
Singapore 247964 
 
Tanjong Pagar 
Blk 1 Tanjong Pagar Plaza 
#01-25, Singapore 082001 
 
Teban Garden 
Blk 38 Teban Garden Road #01-316, 
Singapore 600038 
 
Thomson Road 
246t Upper Thomson Road, 
Singapore 574422 
 
Toa Payoh Central 
520 Lorong 6 Toa Payoh 
#02-55 Hdb Hub (Biz Two), 
Singapore 310520 
 
Towner 
Blk 101 Towner Road 
#01-204/206, 
Singapore 322101 
 
Upper Serangoon Road 
755 Upper Serangoon Road, 
Singapore 534625 
 
Woodlands Central 
900 South Woodlands Drive 
#02-05 Woodlands Civic Centre, 
Singapore 730900 
 
Yishun Central 
Blk 924 Yishun Central 1 
#01-304, Singapore 760924 
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APPENDIX III: MAIL QUALITY TIPS 
 
To ensure that the postal article reaches the recipient safely and quickly, the Permit Holder shall comply with 
the following basic DOs and DON’Ts: 
 
DOs: 
 

DO frank impressions on the top right corner 
 

DO address clearly, correctly and completely within section indicated as “Recipient’s Address Block” 
 

DO use the correct 6-digit postal code 
 

DO use white or very light coloured envelopes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

DO seal on all sides 
 

DO use standard-size envelopes : 
 
 C6 :  114 mm X 162 mm 
   
 DL : 110 mm X 220mm 
 
 C5 : 162 mm X 229 mm 
 

Franked 
Impression 

Zone 
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DON’Ts: 
 
 DON’T enclose stiff objects 
 
 DON’T use coloured envelopes 
 
 DON’T print any wordings within the clear zone designated for barcode printing  
 by SingPost for sorting purposes 
 
 DON’T staple 
 


