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Address 

Name 

Put this on 
the top right 
hand side of 
the letter to 

pay for 
postage. This is who the letter is for. 

This is the house number,  
street name,  
town and  
postcode.  

This is a letter 



  

The letter is 
posted into a 

post box.  

Monday to 
Friday 
6.00pm 

 
Saturday  
12 noon 

Last Collection Time 
------------------------- 
Monday to Friday 

6.00pm 
 

Saturday  

12 noon 

At collection time, the postal 
worker opens the post box with 

a special key. 

Next, the postal worker 
takes all of the letters 

out of the post box and 
loads them into the 

post van. 

This shows the collection time, 
when the postal worker 

collects the letters. 



  

The post van takes the letters 
to the sorting office. 



  

Postcodes are a mixture of letters 
and numbers that tell postal 

workers which local sorting office 
to send a letter to. 

DD5 4UH is a Dundee postcode 

Letters are sorted by a 
machine using postcodes. 



  

After the letters have been sorted, 
the postal worker can deliver 
them to the correct address.  



  

Can you post these letters to the 
correct house? 



  

Challenge Time! 

Can you tell your partner 
what these words mean? 

 
1) Stamp 

2) Postcode 
3) Address 

4) Sorting office 
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